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1 The Defence Learning Framework (DLF) 
 
1. The DLF develops the Defence People Strategy’s direction to maximise the talent of Defence People, providing a high-level framework 
encompassing the span of Defence individual and collective learning. The DLF provides key principles across ten component areas, 
covering all aspects of the Defence Learning Ecosystem. Detailed information on the DLF can be found in Volume 1. 
 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume1
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2 Defence Direction for Individual Training  
 
Policy Sponsor: TESRR, CDP 
 
The Defence Systems Approach to Training (DSAT) process comprises activities1 relating 
to the training analysis, design, delivery and assurance of all Defence training, both 
individual and collective, across the Whole Force2.  In the context of this JSP, ‘training’ 
encompasses any training, education, learning or development, both individual and 
collective, that is designed to meet the needs of a Training Requirements Authority (TRA)3. 
 
The focus of this volume is individual training.    
 
Those not familiar with DSAT and MTS should refer to the overviews of both the DSAT 
process and Management of Training System (MTS), which are located in Volume 1.  
 
This Direction mandates which activities within the DSAT process must be undertaken for 
individual training requirements, along with all of the mandatory MTS activities, so that the 
training delivered is Safe, appropriate to the training need, cost-effective, accountable 
and risk-focused. 
 
 
 

2.1 Individual Training 
 
SCOPE 
 
1. This section of the JSP outlines the mandated activities within the DSAT process for 
individual training. Additionally, it will provide an overview of all the mandated MTS activities 
for all training be it new, existing or changed. Where discrete Elements of the DSAT process 
are outsourced to contractors, the exact requirement should be captured in the commercial 
framework - the contract - to ensure that commercially required DSAT activities are not 
missed.  
 
AIM 

 
2. This Direction will: 
 

a. outline the roles involved in the requirement setting, design, delivery, evaluation 
and governance of individual training.   

 
b. outline the mandated Elements within the DSAT process for new individual 
training requirements.  

 
c. direct the mandated activities for training that is not new but is undergoing, or has 
undergone, change.  

 
1 In the context of this JSP, an ‘activity’ is any single part of the DSAT process. 
2 The Whole Force encompasses Regular and Reserve personnel, MOD Civil Servants, MOD Police, and 
other civilians, including contractors. 
3 As a rule of thumb, all training, education, learning and development activity, where Government resource is 
being spent, is to be governed iaw DSAT.  Activities procured through the SLC/ELC schemes are not subject 
to DSAT as they have their own governance processes. 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume1
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d. direct that assurance activities are carried out whether the training is new, existing 
or changed. 

 
e. direct the mandated MTS activities and documentation. 

 
 

2.2   Roles in Individual Training 
 
 
3. Training Requirements Authority (TRA).  The TRA represents the end-user of the 
trained output and is the ultimate authority for the derivation and maintenance of the Role 
Performance Statement (Role PS).  The TRA is responsible for the evaluation of the effect 
of the training in achieving the Role PS wherever the training is delivered.  The TRA often 
sits at the Service Command (SC) level and sets the requirement for a new training activity, 
or a variation to an existing one, as well as some aspects of the assurance of the training. 
The TRA is often a nominated post at 2* level but it is common practice for TRA 
responsibilities to be delegated, by letter, to an individual (or organisation) who has more 
knowledge of the specific requirement.   
 
4. Training Delivery Authority (TDA).  The TDA must be distinct from the TRA and is 
the organisation responsible for training delivery, but not always for the conduct of the actual 
training itself.  If a SC so wishes, the TDA role can be a nominated post.  Examples of the 
types of Roles associated with the TDA are: Designer, 2nd party auditor or inspector, and 
Training Line of Development (TLoD) Owner in the case of projects, programmes or 
capabilities. 

 
5. Training Provider (TP). The TP is the formal training school, college, organisation, 
establishment, operational unit or group that delivers the training.  It may use a variety of 
learning techniques but is essentially responsible for the provision of training to trainees.  It 
is where the training activity that has been analysed and designed, is finally delivered.  
Examples of the types of Roles associated with the TP are: Defence Trainer, Training 
Support Staff, Internal Evaluator, and 1st party auditors. 

 
6. Other Stakeholders.  Whilst not directly involved in the process of generating training 
activities, there are other stakeholders who have an interest in the training provided and who 
will likely exert influence over the DSAT process in order to ensure that their needs are taken 
into account.  These other stakeholders may include: 

 
a. Customer/Sponsor4.  Likely to be the Service or Joint Command, or the fielded 
force (units, ships or groups) who are tasked with delivering Defence effect and who 
need trained personnel to fulfil a wide variety of Roles. 

 
b. Defence Contractor.  Many training activities are carried out by Defence 
contractors, who are civilian personnel working for, and on behalf of, Defence. 

 

 
4  Individuals and organisations may consider themselves ‘Customers’ or ‘Sponsors’ of training but their 
requirements can only be represented by an identified TRA.  TRAs are the only recognised ‘Customer’ at a 
CEB.  Note also that Capability sponsors may own the Training - Defence Lines of Development (T-DLoD) 
through-life for a particular capability but usually handover the TRA role at an agreed point to an ‘in-service’ 
TRA. 
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c. Trainee.  An individual undertaking individual training. 
 

d. Training Audience.  Also known as Target Audience or Target Population, this 
is the group of individuals or Teams expected to be the recipients of the training 
solution.  As such their characteristics, personalities, Knowledge, Skills and Attitudes 
(KSA), existing competences, expectations etc, prior to commencement of training 
must be taken into consideration, during the analysis stages.  Analysts should consider 
potential members of the training Audience from across the training continuum, from 
Individual through Team to Collective. 

 
e. 3rd Party Auditor or Inspector (for assurance activities conducted by Ofsted5, 
for example). 

 
 

7. Roles in the Joint and Defence Environment. The principles for the governance, 
management and assurance of Joint/Defence training requirements are the same as for 
single TLB training.  However, the Joint and Defence training environment is complex. The 
following Direction informs roles and responsibilities within this complex area: 

 
a. Where there is a Joint or Defence requirement, each Service Command that 
requires the training must have an associated TRA.  Of these TRAs, a Lead TRA is to 
be agreed.  The most appropriate Lead TRA will normally be the majority customer or 
specialist Lead6.   

 
b. The Lead TRA must take account of the requirements of the individual TRAs, 
usually but not exclusively from different Services or Commands.  This is vital to ensure 
that any activity meets the requirement, delivers Value for Money (VfM) and meets 
organisational objectives.   

 
c. In many cases, it may also be appropriate to nominate a Lead TDA and Training 
Provider to ensure coherency and that the totality of the Joint and/or Defence training 
requirements are met.  

 
d. The Lead TRA will sign the TrAD on behalf of any subordinate sS/SC TRAs 

(usually at a Customer Executive Board (CEB)) but only with their agreement.   

 
e. Nomination of a Lead TRA is by agreement of the individual TRAs or as appointed 

through the TESRR PAG where there is disagreement. 

 
f. There is an additional need to clearly define roles and responsibilities for those 

who are involved in, and accountable for, the delivery of a Joint capability or Defence 

policy for which a Defence training solution is required.   

 
g. The principles of Financial and Military Capability (FMC) management are to be 

applied to the development of such training. This includes contribution to the Training 

- Defence Lines of Development (T-DLoD) in all cases where Joint training may be 

required as part of capability development or policy implementation. 

 
5 Office for Standards in Education. 
6 Where there is a clearly defined Defence Task/ Defence Mission, the organisation or post responsible for 
the delivery of that task is to be considered the most appropriate TRA. 
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2.3 Distributed Training 
 
8. Distributed Training (DT) is the formal training to deliver the Training Performance 
Statement (TPS) 7  that is undertaken away from the organisation responsible for the 
development, maintenance and management of the training8.  The learning material can be 

provided by any blend of appropriate methods and media. 

9. DT is to be included in processes for managing, governing and assuring Individual 
Training.  It is to be correctly identified, resourced and managed, and be designed and 
developed, delivered and evaluated in accordance with Individual Training Direction and 
Guidance.  As with centrally provided Individual Training, all areas of Distributed Training 
must have a governance structure clearly defined within the MTS.  The MTS must also detail 
associated procedures, including the recording of completion of Training Objectives and the 
documentation of risk where DT cannot be effectively delivered.  DT must be a planned 
occurrence with authority from the relevant governing organisation to conduct it.  Clear 
agreement between TRA and TDA / Contractor is essential when moving Training between 
centralised and distributed delivery. Clearly articulated governance and management 
procedures include: 

a. the delivery of the TPS by a TDA. 

b. the process for management of the TPS and/or WTS. 

c. the process for how TOs that cannot be delivered centrally will be 
achieved/managed. 

d. TRA involvement in contractor delivered training within the Service Commands. 

e. management by a TRA of DT delivered by Service Command units. 

f. management of Reservist DT. 

g. a clear audit trail exposing decisions regarding the responsibilities for DT 
including the process for all parts of design as well as ownership, authority for units to 
deliver courses, for assessment and for assurance. 

10. The responsibility for the management and governance of DT is:  

a. TRA. The TRA is responsible for:  

(1) the governance and assurance of DT, unless otherwise formally agreed with 
a TDA or contractor.   

(2) reviewing and ensuring that the Training Options Analysis and Methods and 
Media options of TNA Stage 2 consider distributing any or all of the training 
delivery, and that the TDA(s) and TP(s) are appropriately resourced to design, 
develop, administer and manage any DT identified.  They are also to ensure that 
a measure of effectiveness, including a cost-benefit analysis of any DT is factored 
into the Evaluation Strategy of the training. 

 
7 TPS is a statement of the Training Objectives to be attained by trainees. Guidance on TPS can found at 
Chapter 4, Section 4.4.  
8 DT may or may not require Workplace Training. 
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b. TDA.  Where agreed with the TRA, the TDA will design, develop, administer and 
manage DT be it within SC or through another TDA on behalf of the TRA. To ensure 
delivery quality, the TDA should conduct a programme of Quality Assurance visits to 
TPs. Such visits would incorporate regular/annual/biennial checks on the currency of 
training content, DT qualification use of training aids, delivery quality and the training 
environment. The roles and responsibilities of each organisation must be clearly 
articulated in the organisation’s MTS and/or contract.   

c. CEB.  DT and the outcomes of Quality Assurance visits must be reported on at 
the Customer Executive Boards (CEB).  

11. Managing Risk.  It is recognised that each organisation will have different 
management and delivery constructs.  No matter how Individual Training is configured it 
must be agreed and clearly articulated how all parts will be managed and governed and 
risks captured where gaps exist9. Without clear auditable procedures, gaps in Individual 
Training as well as the effectiveness and efficiency (including resource costs) will not be 
identifiable and therefore assurance that Individual Training is delivering organisational 
requirements cannot be provided. 

 

2.4 Mandated DSAT and MTS Activities for Individual Training 
Requirements 
 
12. The Direction in this section details the mandated activities within the DSAT process 
for individual training requirements. These are mandated to ensure that training is 
appropriate to the training need, cost-effective, accountable, safe and risk-focused.  
Information on how to carry out the activities can be found in Chapters 4-7.  

 
13. Where, for organisational, contractual, or other reasons, activities are distributed 
and/or responsibilities delegated other than as recommended, then this should be agreed 
at the CEB and annotated on the TrAD10.  In all cases, any variance from the MTS must 
still be DSAT QMS compliant and auditable.   

 
14. For existing training, it is accepted that some change requirements might be so 
insignificant that to repeat all the DSAT Elements again would be wasteful.  It is perfectly 
acceptable, given the iterative nature of the process, and where existing documentation is 
still relevant, to simply return to it, ask what has changed, and update as required.  
Accordingly, there are no specific mandated DSAT activities for training change as the 
activities will be dependent on the type and extent of any change.  Robust assurance and 
risk management mechanisms will assist stakeholders in judging which activities may be 
required. It must be stressed however, even though certain DSAT activities within elements 
1-3 may not be required when changing existing training, the MTS activities (5.1 to 5.20 and 
from 4.1 to 4.4) remain mandated and must be undertaken. 

 
9 This is essential in the post-Haddon-Cave and post-Tain era where competence must be proven.   
10 The TrAD Form at Annex D can be amended to reflect a different delegation of responsibilities. 
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15. Mandated Training Needs Analysis (TNA) activities.  The mandated TNA activities 
for individual training are: 
 

a. Scoping Exercise Report (1.2), to include: 
 

(1) Training Audience (and Throughput) Description (informs the SOTR) (1.2.2). 
 
(2) Risk Register and Assumption Register (1.2.4). 

 
b. Role Analysis (RA) (1.3), to include: 

(1) Identification of Role (1.3.1). 

(2) Production of Role Scalar (1.3.2). 

(3) Initial KSA Analysis (1.3.4). 

(4) Role Performance Statement (Performance | Conditions | Standards11 ) 
(1.3.5). 

(5) Initial Training Categorisation (1.3.6). 

c. Training Gap Analysis (1.4), to include:  
  

(1) Statement of Training Gaps (1.4.1). 
 
d. Draft TOs (1.5). 

 
e. Training Options Analysis (TOA) (1.6), to include:  
 

(1) Methods & Media options (1.6.3). 
 

f. Training Needs Report (1.7) (informs the SOTR), to include:  
 

(1) Cost Benefit Analysis12 (CBA) (1.7.1). 
 

g. Training Needs Evaluation (TNE) (1.8)  
 

16. Mandated training design activities for individual training.  Mandated training 
design activities for individual training are: 
 

a. Individual TOs (2.1). 
 
b. Formal13 Training Statement14 (FTS) (2.2), to include: 

 

 
11 These must all be identifiable and measurable. 
12 In accordance with Defence and HM Treasury guidelines, an examination of the broad order costs of 

various options to recommend the most cost-effective training solution must be undertaken.   
13 The inclusion of the term ‘formal’ in FTS is to convey the fact that all training activity derived as a result of 
the application of the DSAT process is ‘formal’ (no matter where or how it is delivered) as it will, throughout its 
life, continue to be subject to the rigours of DSAT and any associated MTS.  The FTS is the document that 
drives the formal contract between the TRA/TDA and Training Provider which is articulated in the TrAD. 
14 The FTS details the totality of the training that must be achieved to meet the requirements articulated in 

the Role PS.   
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(1) Training Performance Statement (TPS) (2.2.1). 
 

(2) Workplace Training Statement (WTS) (2.2.2). 
 

(3) Residual Training Gap Statement (RTGS) (2.2.3). 
 

c. Enabling Objectives (EOs)/Key Learning Points (KLPs) (2.3). 
 

d. Assessment Strategy (AStrat) (2.4) to include:  
 

(1) Assessment Specification (ASpec) (2.4.2)15. 
 

e. Selection of Methods & Media (2.5). 
 
f. Learning Specification (LSpec) (2.6). 

 
17. Mandated training delivery activities for individual training.  Mandated training 
delivery activities for individual training, for which the Training Provider16 is responsible, 
are: 
 

a. Defence Trainer Capability (3.1).  
 
b. Preparing Training (3.2).  to include:  
 

(1) Lesson / Event Planning (3.2.1). 
 

c. Programming, Scheduling and Resourcing Training (3.3). 
 
d. Management of Training Deficiency (3.5) (inability to train or failure of 
training17). 

 
18. Mandated training assurance activities for all individual training.  Mandated 
training delivery activities for all individual training are: 
 

a. Evaluation Strategy (4.1). to include: 
 

(1) Evaluation – InVal (4.1.1) 
 

(2) Evaluation – ExVal (4.1.2) 
 
b. 1st Party Audit and Inspection (4.2).  
  
c. 2nd Party Audit and Inspection (4.3).   

 
d. 3rd Party Audit and Inspection (4.3).   

   

 
15 It is the responsibility of the TRA to endorse the AStrat, usually as part of the CEB.  Note: In TAFMIS, the 
AStrat and ASpec are situated in different parts of TAD and, therefore, the ASpec will not appear as 
subordinate to the AStrat. 
16 Or as agreed in delineation of responsibilities and recorded on the TrAD. 
17 A Training Deficiency is not the same as the Residual Training Gap.  The Residual Training Gap is agreed 
by the TRA early on in the DSAT process and is articulated in the RTGS. 
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19. Mandated MTS activities for all individual training.  Mandated MTS activities for all 
individual training are: 
 

a. Statement of Requirement (SoR) (5.1).  
 

b. Raise Training Authorisation Document (TrAD) (5.2).   
 

c. Risk/Assumption Management (5.3 and 5.7).   
 

d. Pipeline Management (5.4).   
 

e. Statement of Trained Requirement (SOTR) (5.5).  
 

f. Trained Output Requirement Review (5.6).   
 

g. Training Design Review (5.8).   
 

h. TrAD/Confirmation of Ready for Training Date (RFTD) (5.9).   
 

i. Statement of Training Task (SOTT) (5.10).   
 

j. Commander’s Risk Assessment (CRA) (5.11).   
 

k. Training Quality Manual (TQM) (5.13). to include: 
 

(1)  Training Quality Policy, Training Targets and Quality Records  
 

l. Trainee and Trainer Management ((with Supervisory Care Directive)SCD) 
(5.14).   
 

m. Continuous Improvement (CI) (5.15).   
 

n. 3* / 2* People Leadership Team (PLT) (5.16).   
 

o. 1* TESRR Policy and Assurance Group (PAG) (5.18).   
 

p. Customer Executive Board (CEB) (5.19).    
 

q. Working Groups / Steering Groups (WGs/SGs) (5.20).   
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3 Defence Guidance on Training Analysis 
 
Policy Sponsor: TESRR, CDP 
 
The requirement for new or amended training must be examined when there is new 
equipment, doctrinal change, organisational development, or alterations to policy/legislation. 
 
This analysis of the training requirement should follow the Defence TNA process and 
methodology.  
 
Mandated processes include: 
 

• Scoping Exercise  

• Role Analysis 

• Training Gap Analysis 

• Training Options Analysis 
 
Key publications: 
 

• Scoping Exercise Report 

• Role Performance Statement 

• Training Needs Report (with recommended training solution) 
 
TNA should be governed by a dedicated Steering Group representing all stakeholders. 
 
Training Needs Evaluation should be conducted in due course, as an assessment of how 
well the TNA products and associated management processes contributed to the provision 
of a training solution that meets the Defence requirement. 
 
 
 

3.1 Introduction 

 
1. This section provides Guidance on the processes and outputs associated with the 
production of an analysis (in the form of a TNA), which is Element 1 of the DSAT process, 
as illustrated in green in Table 1. 
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Element 1 - Analysis Activities 
DSAT / MTS 

Reference – Nos 
hyperlink to policy 

Statement of Requirement (SoR) 5.1 

TNA Steering Group (TNA SG) 1.1 

Training Support Plan (TSP) (Including Ready for Training Date (RFTD)) 1.1.1 

Scoping Exercise Report (With Training Solution recommendation) 1.2 

Training Needs Analysis (TNA) Terms of Reference (ToRs) 1.2.1 

Training Audience (and Throughput) Description (informs the SOTR) 1.2.2 

Constraints Analysis  1.2.3 

Risk Register and Assumptions Register 1.2.4 

Raise Training Authorisation Document (TrAD) 5.2 

Role Analysis (RA) 1.3 

Identification of Role 1.3.1 

Production of a Role Scalar  1.3.2 

DIF Analysis 1.3.3 

Initial KSA Analysis 1.3.4 

Role Performance Statement (RPS) 1.3.5 

Initial Training Categorisation   1.3.6 

Training Gaps Analysis (TGA) 1.4 

Statement of Training Gaps 1.4.1 

Draft Training Objectives (TOs) 1.5 

Training Options Analysis (TOA) 1.6 

Fidelity Analysis 1.6.1 

Location / Environment Implications 1.6.2 

Methods and Media Options 1.6.3 

Risk Assumption Management 5.3 

Training Needs Report (Informs the Statement of Trained Requirement (SOTR)) 1.7 

Cost Benefits Analysis (CBA) (derived from the Training Options Evaluation Table) 1.7.1 

Options Evaluation (with recommended Training Solution) 1.7.2 

Pipeline Management  5.4 

Statement of Trained Requirement (SOTR) 5.5 

 
Table 1: DSAT Element 1 Inventory of Activities 18 

 
2. Definition.  A TNA is a structured analysis of training need arising as a result of new 
equipment acquisition, doctrinal change, organisational change, or changes to 
policy/legislation It is a highly flexible procedure with the choice of supporting tools and 
techniques to suit different Training Systems. It typically includes an analysis of different 
training Methods and technologies, with a view to recommending the optimum training 
solution to meet Defence needs and which balances cost and quality.   In all cases, 
however, a TNA is an output based, iterative process that provides an audit trail for all 
decisions and is closely mapped to the requirements of the QMS.  A TNA does not, and 
should not, imply that training will be the only solution.  If training is not the solution, this 
will become apparent in the Scoping Exercise, after which, analysis activity will cease. It 
should be noted that a TNA may range from a simple interview to a process lasting several 
months. 
 
 

 
18 The TNE analysis activity (4.1) usually happens in element 4, guidance on TNE can be found in Chapter 6.  
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Analysis is conducted broadly in 3 Stages: 
 

a. Stage 1.  Scoping Exercise. 

 
b. Stage 2.  Analysis. 

 
c. Stage 3.  Evaluation. 

 
3. Considerations.  Training activities should meet Defence outputs; and, should these 
change, the training need should be re-analysed, via a TNA, and if necessary, adapted to 
support the new requirement(s).  When a TNA is to be conducted, the user should consider: 
 

a. the requirement being raised and the need to carry out a TNA. 

 
b. forming a TNA Steering Group (TNASG). 

 
c. assurance of the TNA process. 

 
4. Reasons for undertaking a TNA include: 
 

a. Support for a new fielded force or training equipment or service. 
 
b. Support for an enhancement to any equipment or support system already in 
service. 
 
c. A change in policy/legislation. 
 
d. A change to the doctrine underpinning the deployment of a capability. 
 
e. Changes to organisational structure or changed competence requirements.  
 
f. Performance deficiencies.  
 
g. Training constraints or availability of new facilities. 

 

 
5. As a general rule, a TNA should be used when a change in Defence capability is likely 
to have a significant impact on the training resources required to generate trained output.  
The TNA should be fit for purpose, provide an auditable trail and determine the most cost-
effective training solution.  The TNA may vary in complexity from a simple scoping exercise 
to an extensive process requiring a dedicated team of Needs Analysts. 
 
6. Responsibility.  It is expected that the TRA will take the lead on the production of the 
DSAT activities, processes and outputs required to be completed during Element 1.  The 
TRA may wish to delegate specific tasks but will retain overall responsibility for them.  The 
TRA will also be expected to ensure that those activities deemed critical to the development 
of the Training System are conducted. The TRA is ultimately responsible to the Customer 
for the work conducted during this Element. 
 
7. Involvement of the non-training specialist.  Stakeholders often have a limited 
knowledge of the MTS and are unfamiliar with the TNA process.  At the start of a TNA, time 
is often well spent in educating those who are to be involved in the TNA about the process.  



 

13                           JSP 822, Vol 2 (V5 Sept 22) 

They should be aware of their responsibilities, including the provision of information and 
staffing routines.  Whilst it is not usually the TNA author’s responsibility to the implement the 
training solution, post TNA, it is possible that they may be involved in subsequent working 
groups, to provide training support advice.  
 
8. Exploiting existing training activities.  The need to design training from scratch on 
a ‘blank sheet of paper’ is a very unusual occurrence, as it is much more likely that existing 
training can be modified.  It follows, therefore that it is often desirable to analyse the current 
training first.  Where current role information, Role Performance Statement (Role PS) or 
Training Objectives (TOs) do not exist for any current training, more comprehensive Role 
Analysis (RA), may be required, before any determination of a training requirement can be 
made.  Analysis of similar, existing, training is also useful to support this. 
 
9. Audit trail.  A TNA should generate a clear audit trail which plots the sequence of 
events and decisions leading to a training solution.  The justification and supporting evidence 
used as the basis for these decisions should be readily apparent (such as: references to, 
and/or copies of, academic research literature; the deliberations of the Analysts; minutes of 
TNA SG meetings and Defence/Contractor publications).  A quality audit trail requires full 
disclosure of, and rationale for, the methodology, tools and data sources used in the analysis, 
with copies of any specialist or bespoke software made available to the TNA SG. 
 
10. Iterative/selective nature of TNAs.  Whilst a TNA is carried out by completing a 
number of activities in sequence, it is important to note that the process is iterative in nature.  
Many influencing factors, risks and assumptions are liable to change during the conduct of 
a TNA.  It is therefore important that at every stage of a TNA, the key outputs are reviewed 
to ensure their continuing validity, and that stages of the process be repeated if necessary.  
Processes for reviewing the TNA outputs should be capable of amendment where changes 
are required.  Tight control should be exercised by the TNA SG, which approves all changes 
to the TNA.  Follow-on changes to the training requirement and the impact on training may 
be managed through a system of configuration control but this does not remove the 
responsibility of the TNA SG for ensuring that changes are reflected in the TNA. 
 
11. The TNA provides an audit trail of analysis to determine the need for training and, if 
required, enable design of a training solution.  The process described below is a 3-stage 
process with a number of specified outputs.  However, it should be emphasised that this 
recommended approach is not necessarily, linear nor does it have to be followed 
prescriptively.  In many cases there may not be a requirement to produce all of the 
suggested output products, and there may be merit in conducting stages or activities 
concurrently. 

 
12. It should be noted that the cheapest option is not necessarily the most cost-effective 
option in meeting the training requirement.  Also, the cheapest option is not necessarily to 
continue existing training within existing resources.  Therefore, ‘effectiveness’ is the key as 
it is the extent to which the training has prepared the individual or team for the Defence 
effect which matters.  Cost is ‘efficiency’ focused to optimise the use of resources to enable 
the execution of training (and required learning) and ensure Value for Money (VfM). 
 
13. The TNA process is summarised at Figure 1. 
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Figure 1: The TNA Process 
 

 

3.2 Statement of Requirement 
 

14. Statement of Requirement (SOR) – 5.1.  The DSAT process will begin with a clear 
evidence-based SOR in a written format (e.g. letter, e-mail, request form or tasking order). 
The SOR identifies what is new or has changed to trigger a real or perceived need for 
training to equip personnel with specific KSA.  Events that may trigger a SOR include: 
changing Defence priorities; new equipment coming into service; results of external 
assurance; workforce changes; skills gaps, or pinch points trades; and changing legislation 
or policy. 
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3.3 Training Needs Analysis Steering Group 

 

15. TNA Steering Group (TNASG) – 1.1.  To ensure validity and assurance of the 
process, the TNA should be governed by a dedicated SG representing all stakeholders.  It 
should also be ‘fit for purpose’ and appropriate to the need, with more resources and controls 
required to support a large and complex training requirement, than a small one.  A dedicated 
SG working to an agreed TNA methodology should manage every TNA.  The owner of the 
requirement should chair the TNASG, supported by the relevant stakeholders who can 
provide technical, user, quality and Defence expertise.  The role of the TNASG is to ensure 
that the training requirements are identified and met.  It should therefore perform the 
following tasks, which should form the basis for its ToRs: 
 

a. develop and maintain a Training Support Plan (TSP). 
 

b. quality-assure all TNA activities, particularly the (Stage 1) Scoping Exercise. 
 

c. brief potential Contractors and act as a point of contact for any requests for 
information or subject matter expertise. 

 
d. co-ordinate the activities of all contributors to the TNA. 

 
e. review and co-ordinate amendments to TNA outputs. 

 
f. endorse proposals affecting the TNA process or that amend outputs. 

 
g. endorse the most cost-effective training solution recommendation. 

 
h. assist in the design and delivery of the chosen training solution. 

 
i. ensure the Defence Acquisition processes for the TLoD is followed19 

 
TNASG membership may include: 
 

a. Training Requirements Authority (TRA).  The complexity and size of the 
training requirement will dictate the level of involvement of the TRA and whether 
responsibilities are delegated.  Training policy and training support representatives 
from the TRA should direct the TNA Scoping Exercise and the TRA will normally 
nominate the chair of the TNASG.  Depending upon the risk assessment, the TRA may 
then delegate its representation to others, such as the TDA. 
 
b. Training Delivery Authority (TDA).  The TDA will need to be represented at the 
TNASG as it is responsible for the design stages of the DSAT process and will likely 
be closely tied to the Training Provider. 
 
c. Training Provider.  It is not vital for the Training Provider to be represented at 
the early stages of TNA, unless a specific Training Provider is obvious from the outset.  
In that case, it is sensible to include the Training Provider in the TNASG. 

 
19 An example of this would be International Traffic in Arms Regulations (ITAR) and Export Control (EC). If 
required to advise on TLOD-related ITAR/EC issues, the following policies should be taken into account: JSP 
248 (Assets Subject to Special Controls – Export Controlled Articles Subject to US Laws and Regulations); 
2017DIN04-101 Assets Subject to Special Controls – United States Export Control Regulations; and 
DEFCON 528.  

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP248.aspx
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP248.aspx
https://modgovuk.sharepoint.com/:b:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%203%20-%20Defence%20Guidance%20on%20Training%20Analysis/3.3%20-%20Training%20Needs%20Analysis%20Steering%20Group/2017DIN04-101%20%20Assets%20Subject%20to%20Special%20Controls%20%E2%80%93%20United%20States%20Export%20Control%20Regulations.pdf?csf=1&web=1&e=it9tGc
https://modgovuk.sharepoint.com/:b:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%203%20-%20Defence%20Guidance%20on%20Training%20Analysis/3.3%20-%20Training%20Needs%20Analysis%20Steering%20Group/DEFCON%20528%20-%20Import%20and%20Export%20Licences.pdf?csf=1&web=1&e=hNBJPH
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d. Formation Command.  The Formation Command20 is the final user of the new 
capability.  The Formation Command therefore should be represented as it will be 
integral to achieving the balance of training between that delivered by the Training 
Provider and the remainder by the Formation Command in the workplace. 
 
e. Defence Equipment & Support (DE&S).  Where the training need is derived 
from new equipment or a service being brought into service by DE&S, representation 
from the Project Teams, or equivalent, is key to ensuring that the training requirement 
meets the technical needs of the new capability. 
 
f. Workforce Authority.  The identification of appointments/posts/billets affected 
by a new Defence capability, as well as training throughput to resource it, are key 
aspects of the scoping exercise and RA.  The involvement of the relevant Workforce 
Authority is therefore critical to the validity of the TNA and important in ensuring that 
the issues that overlap between personnel/workforce and training are fully integrated 
and understood by all parties from the outset. 
 
g. Training SME.  If necessary, a training management SME should be represented 
in order to advise the chair on TNA management and methodology, ensure that the 
TNASG is representative of all stakeholders, compliant with the DSAT process, and 
that an audit trail exists. 
 
h. Other members.  Membership can be extended as needed to include any other 
interested parties.  For example, it may be prudent to include representation from 
Diversity and Inclusion (D&I), legal or security staffs.   

 
16. Subjectivity.  TNA governance is often complicated as individuals who act as 
stakeholders often double as the steering/working group representatives and are therefore 
closely involved in the development of the TNA.  In other words, there is potential for an 
element of subjectivity in the final decisions made.  The TRA may have already decided on 
a training solution and wants the TNA to justify it.  SMEs may have pre-conceptions 
regarding the operation/use of different Methods & Media or may not be fully aware of the 
options available; so, the user should be aware of the potential to influence their decisions 
or statements.  It is much more effective for a TNA to explore all possible options and identify 
the most suitable and cost-effective solution. 
 

17. Training Support Plan (TSP) – 1.1.1.  The TNASG should manage the TNA via the 
production and maintenance of a TSP.  The TSP should identify any constraints on the TNA 
in terms of training policy or funding, ensuring that all the actions required to produce cost-
effective training support are identified and the appropriate agencies tasked.  The TSP 
should also specify when the TNA activities are to be conducted, who is responsible for the 
management and conduct of the TNA process and when and how the outputs are to be 
assured.  Figure 2, on the next page, illustrates the TSP in the wider TNA context. The TSP, 
governed by the TNASG should identify the milestones sufficient to meet the Ready for 
Training Date (RFTD)21.  A RFTD should be considered at this stage, agreed and stated 
later as a ‘hard stop’ point, as part of the Training Authority Document (TrAD), which is 
produced at the end of Element 2 (Design). 
 

 
20 Such as, for example: a Warship, a Brigade, or an Air Wing. 
21 RFTD is defined as the point at which all the necessary resources required to conduct training have been 
accepted by the TRA. 
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Figure 2: TSP in the TNA Context 
 

 

3.4 Scoping Exercise Report  
  
18. Scoping Exercise. The scoping exercise involves the initial analysis of the 
requirement and suggests options for meeting the requirement including a broad order 
estimate of the resource implications associated with each option.  This is articulated in the 
Scoping Exercise Report (1.2).  The scoping exercise acquires as much relevant information 
as possible about the training need and the Customer requirement.  It may identify that the 
most cost-effective means of achieving the requirement is NOT via a training solution in 
which case the TNA would cease. The scoping exercise does not have to be a long 
document and can utilise electronic references such as minutes of meetings, records of 
conversations to provide an auditable trail.   
 
19. The Scoping Exercise Report should include: 
 

a. Summary of new/changed requirement.  A summary outlining the proposed 
capability or technology/equipment and the benefits of the new or changed training 
requirement in the context of the Defence effect.  This will enable the identification of 
the nature of the training gap and underpin areas requiring analysis (e.g. are there any 
changes to CONOPS; what changes are system/equipment function related; are there 
any impacts upon workforce structures?). 
 
b. Policy.  Policy can affect the TNA strategy and can include various freedoms and 
constraints placed upon the Training Provider, such as: roles, tasks, structures, 
workforce levels, finance limits, Health and Safety requirements, minimum qualification 
levels for prospective role holders and/or tasks, and any accreditation or legislative 
issues. 
 
c. Previous/associated studies.  Reference to, and use of, previous or associated 
studies including previous TNAs, Human Factors (HF) studies and evaluation reports 
on similar requirement(s) is strongly recommended.  For major projects, where more 
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than one TNA is being undertaken, it can be useful to indicate the relationship between 
the various TNAs. 

 
d. Potential training services.  The major types of training Methods & Media likely to 
be considered or examined should be included at this stage and then re-examined 
later (1.6.3 and 2.5). This should include existing training that may meet, or partially 
meet the requirement. This will reflect the current training policy and should specify 
any areas requiring particular attention, such as the possible need for synthetic training, 
embedded training or Public/Private Partnership or Private Finance Initiative (PPP/PFI) 
solutions22.  These are only possible options and may change during the Training 
Options Analysis (TOA).  An estimate of the cost of these services should be provided.  
Any new training solutions may have to utilise existing training facilities and associated 
established support elements (i.e. course design) which should be recorded in the 
report. 
 
e. Methodology.  The TNA methodology should be tailored to suit the specific 
training requirement but should always provide a full audit trail.  For example, in the 
case of a small change to training policy, a TGA (1.4) and followed by a TOA to 
establish the most cost-effective Methods & Media would be sufficient.  Equally, if the 
training is to fit into an existing training activity using similar delivery techniques and 
Media, then a full-blown TNA may be unnecessary.  The outputs from the scoping 
exercise and subsequent analyses should be agreed during Stage 1 of the TNA, which 
will allow the user to select the correct methodology and tools based on the constraints 
and information available at the time.  Analysis should not be conducted as a ‘check 
list exercise’, but should only be undertaken if it adds value to the TNA.  TNA is an 
iterative process, and the TNA outputs are therefore subject to continuous review. 
 
f. Resources.  An estimate of the resource allocation should be made to include 
the following: 

 
(1) sources of information required including documentation and access to 
SMEs. 
 
(2) procedure for the review and TNASG endorsement of the Training Needs 
Report. 
 
(3) Cost of Ownership (COO) concerning the responsibility and allocation of 
funding across the affected budget holders for the design, installation, operation 
and supportability of the recommended training solution. 
 
(4) sources of SME assistance, if applicable, the training workforce and 
facilities currently available. 

 
g. Terms of Reference (ToR) – 1.2.1.  Clear TNA ToRs will guide the subsequent 
analysis stages.  They should be agreed and clearly understood by the TRA, 
stakeholders and the personnel undertaking the DSAT activities.    Although the layout 
of ToRs may be adjusted to meet specific circumstances there are a number of key 
areas that should be considered23: 

 
(1) the scope and size of the TNA. 

 
22 Dstl research on Outsourced Training Services provides further guidance.  See TIN 2.045. 
23 And can be extracted from the scoping report once it is endorsed. 
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(2) constraints, risks and assumptions. 

 
(3) outputs and reporting procedures. 

 
(4) timescales. 

 
(5) the methodology to be adopted. 

 
(6) resource allocation and provision. 

 
20. TNA plan.  In order to estimate the timescales for the TNA it may be necessary to 
generate a plan, for inclusion with the ToRs.  A plan should detail the milestone dates for 
each activity to enable reviews by the relevant stakeholders.  The TNASG is responsible for 
ensuring that these activities take place.  It need not be detailed but as a minimum it should 
include what is to be done, by whom and when.   
 
21. Training Audience (and Throughput) Description – 1.2.2.  An estimate of who will 
be affected by the new or changed Defence requirement is required to ensure that it is 
representative and to determine throughput and input standards. It should include an 
estimate of the population to be trained in terms of their personal characteristics, the annual 
throughput and the input standard24.  This information can then be used to inform and refine 
the SOTR (5.5). Annex K provides detail of the constituent parts of a Training Audience and 
Throughput Description. 
 
22. Constraints analysis – 1.2.3.  Any constraints affecting the TNA need to be analysed 
and recorded. Constraints may be identified in strategic trends, doctrine, concept documents 
(e.g. the Concept of Employment for a capability) or can be determined through contextual 
analysis (such as via PESTLE 25  or other frameworks).  They should also involve 
consideration of all the Defence Lines of Development (DLoDs)26.  Key constraints include: 
 

a. Policy.  Defence Policy may dictate the Methods and Media to be used. The TNA 
should adhere to the DTEL Rules27 and Defence Policy for Modelling & Simulation 
(M&S) (JSP 939), as well as taking account of policies on the use of the Support 
Solutions Envelope, Integrated Logistic Support28 and Human Factors Integration for 
Defence Systems (JSP 912).  The Customer or SCs may also seek to mandate the 
use of specific training environments or solutions.  
 
b. Cost.  Affordability considerations may restrict the number or scope of training 
options but could also take into account through-life Value for Money (VfM) of existing 
systems (e.g. where investment has already been made in training and, to optimise 
efficiency and effectiveness it is advisable to build upon existing capability rather than 
acquire new systems).  Any analysis of cost constraints should always consider 
capabilities through-life. 
 

 
24  The Defence Human Factors Integration Policy for Defence Systems (JSP 912) also requires the 
development of a Target Audience Description so there is the potential for re-use of information here. 
25 Political, Economic, Social, Technological, Legal and Environmental. 
26  Training, Equipment, Personnel, Information, Concepts and Doctrine, Organisation, Infrastructure and 
Logistics, along with Interoperability. 
27 Contained within this Volume 6. 
28 See http://aof.uwh.diif.r.mil.uk/aofcontent/tactical/sse/content/ksa2/gp208.htm.  

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP939.aspx
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP912.aspx
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP912.aspx
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume6
http://aof.uwh.diif.r.mil.uk/aofcontent/tactical/sse/content/ksa2/gp208.htm
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c. Time.  Analysis is invariably conducted under time pressures, including the need 
to meet deadlines such as Initial or Full Operating Capability (I/FOC).  The TNA should 
consider any prioritisation that needs to be taken account of and then constrain the 
analysis accordingly. 
 
d. Safety.  Safety considerations, such as on the use of live fire or requirements 
imposed by safety cases 29  will constrain training options.  Regardless of training 
solution, there is likely to be a requirement to conduct operating assurance through the 
use of live equipment. 
 
e. Legal.  There may be restrictions on training due to legal requirements, such as 
mandated hours for aircraft control duties or flying, as well as Care and Welfare 
responsibilities. Acts of Parliament may also influence training options as may 
Intellectual Property Rights. 
 
f. Resource.  Analysis should take into account access to and the availability of 
SMEs, training audiences and potential training support requirements30. 

 
23. Risk Register – 1.2.4.  There should be an assessment made of any risks (technical, 
financial, contractual and other) perceived in the design and delivery of the training.  
Proposals for controlling and mitigating the risks should be identified.  Identification, tracking 
and mitigation of risk are requirements both of the QMS and during delivery.  It should 
therefore be seen as an iterative activity that builds and becomes more meaningful as the 
DSAT process progresses.  There is nothing specific or unique regarding risk assessment 
process in the training environment, as opposed to any other, therefore users should adopt 
standard risk management practices, such as those laid out in JSP 37531 and in the Cabinet 
Office’s Management of Risk Best Practice Guidance.  Risks should be reviewed regularly 
by the TNASG.  Where risks are identified, a plan for mitigation should be enacted and 
resources allocated, where necessary. Risk management is conducted continuously and 
reoccurs throughout the DSAT process (5.3, 5.7, 5.11). 
 
24. Assumptions Register – 1.2.4.  An Assumptions Register, or Master Data 
Assumptions List should contain all relevant unconfirmed statements to be taken as facts32.  
In the context of a new or changed requirement, they usually relate to policy and the use of 
previous or associated studies.  In a TNA, assumptions must be stated to ensure that the 
direction, outcomes and effectiveness of the TNA are within defined boundaries. For 
example, if the new requirement involves equipment using emerging technology, then 
analysis may be more subjective than objective during product development stages and 
therefore must be stated. As the DSAT process progresses and information becomes 
available then assumptions can be removed and replaced with fact.  Assumptions 
management is conducted continuously and reoccurs throughout the DSAT process (5.3, 
5.7). 
 
25. Once compiled the constraints table, risk register and assumptions register should be 
maintained throughout the life of the TNA and reviewed regularly by the TNASG.  They are 
likely to change and may determine that a training intervention is not the most appropriate 
way to address the Defence need. 
 

 
29 See http://aof.uwh.diif.r.mil.uk/aofcontent/tactical/engineering/content/airworthiness/aw_safetycase.htm.  
30 For example, access to training areas and the capacity of existing training solutions or infrastructure. 
31 JSP 375: Management of Health and Safety in Defence. 
32 As a minimum this should include the assumption, the source and the status. 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP375.aspx
http://aof.uwh.diif.r.mil.uk/aofcontent/tactical/engineering/content/airworthiness/aw_safetycase.htm
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP375.aspx
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26. Training solution recommendations.  Training solution recommendations should be 
examined by the relevant stakeholders at the TNASG.  Taking into account time and 
resources, it will decide the most appropriate way of taking the requirement forward.  Where 
a training solution is recommended and agreed at the TNASG, a plan for subsequent 
analysis and design activities should be produced.  If a training solution is not recommended, 
the TNA process should be halted and an alternative solution to addressing the deficiencies 
be identified33. 
 
 

3.5 Raise Training Authorisation Document 
 
27. Raise a Training Authorisation Document (TrAD) – 5.2.  Once the scoping exercise 
is complete, a TrAD should be raised.  This is done by the TRA in conjunction with the TDA 
and Training Provider, if appropriate, by completing those elements of the TrAD that are 
applicable to this stage in the DSAT process (i.e. Element 1, Stage 1 complete) and 
populating it as the DSAT process progresses. The format for a TrAD is contained within 
Annex D. The TrAD is then further refined and presented for formal endorsement later in the 
DSAT process (5.9). 
 
 

3.6 Role Analysis  
 
28. Role Analysis – 1.3.  The duties, tasks34, sub-tasks and task-elements performed by 
an individual constitute ‘the Role’35.  The RA is the process of examining a specific Role in 
detail, in order to identify all the component duties and tasks, the Conditions under which 
the Role is performed, and the Standards to be achieved when performing the Role.  The 
‘person in the Role’ should also be considered (see also Training Audience Description at 
Annex K). In this way, it will be possible to identify the Knowledge, Skills and 
Attitudes/behaviours necessary for effective performance.  The RA should consider : 
 

a. Role objectives. 
 

(1) Main.  A short, concise statement of the main objective of the Role, phrased 
in terms of the Performance expected.  It should begin with a verb denoting 
action.  Vague terms such as ‘to know’ or ‘to understand’ should be avoided. 
 
(2) Subsidiary.  Written in the same format, these either amplify the main 
objective by showing what must be done to achieve it or indicate additional areas 
of Performance within the Role. 

 
b. Duties and tasks.  (see Para 30 - Production of a Role Scalar). 
 
c. Standards.  (see Para 40 - Role PS). 

 
33 E.g. A revision of procedures, changes to management and supervision, changes to personnel selection, 
acquisition of equipment, workforce incentives or an information campaign. 
34Task is a major component of a Role or duty that can be produced, compiled, achieved and/or accomplished 
by itself. 
35 A ‘job’ can be made up of many Roles.  Accordingly, it is more appropriate to separately analyse each Role 
that a person will fulfil.  An example would be a RN Catering Services rating, who is trained in the primary Role 
but routinely has other Roles and duties aboard ship that are not related to the primary role (such as firefighting 
and First Aid).  Training that person for the job of Catering Services/Fire Fighter/First Aider is impractical, but 
training that person for the primary Role, then the Role of fire fighter and then First Aider makes more sense.  
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d. Conditions.  (see Para 40 - Role PS). 
 
e. Responsibilities.  Responsibilities should be listed under the headings of ‘to 
superiors’ and ‘for subordinates’.  It would also be convenient to include under 
‘responsibilities’ information to the degree of supervision exercised over the Role 
holder and the extent to which they would be held accountable for their own work or 
the work of others.  This helps set the context. 
 
f. Difficulties and distastes.  This information can indicate the areas that need to 
be emphasised in training. 
 
g. Criticality.  The relative criticality of a task within a given Role should be listed 
using pre-defined categories (e.g. high, moderate, low).  This information can be used 
to inform risk management activities and decision-making relating to refresher training 
requirements. 
 
h. Role-related factors influencing skill fade.  An identification of key factors 
influencing skill fade.  It will be useful to consider both positive and negative influences 
on skill fade so that the impact of changes to the design of the Role (e.g. increased or 
reduced complexity, modifications to equipment design and associated resources) can 
be assessed.  This information, along with the KSA, Difficulty, Importance, Frequency 
(DIF) and criticality analyses will help to inform the identification of appropriate training 
Methods & Media for both the acquisition and refreshment of Role-related skills and 
knowledge. 

 
29. Identification of Role – 1.3.1.  A Role does not exist in isolation but within the context 
of a particular organisation and situation.  This context may affect not only the way the RA 
is conducted but also the eventual design of the training solution.  As part of the identification 
process, users may wish to produce a Role Specification36 and/or Role Description within 
the context of the individual Role, taking into consideration the factors listed below.  Any 
identification process should consider: 
 

a. higher level context, including strategic context operational doctrine and 
team/collective scenarios. 

 
b. external context, including wider environment and conditions, for both individual 
and team/collective, and number of personnel fulfilling the Role. 

 
c. internal context, such as organisational structures, Role dependencies, 
relationships and responsibilities, and the training audience, throughput (1.2.2) and 
selection processes. 

 
30. Production of Role Scalar – 1.3.2.  A Role Scalar is produced by analysing the duties, 
tasks, sub-tasks and task-elements 37  (Performance) that have to be performed and 
recording them diagrammatically.  The Production of the Role Scalar is a key part of the RA 
process as it defines the minimum Performance to be achieved.  
 
31. The four levels within a Role Scalar are as follows: 
 

 
36 TAFMIS has forms entitled ‘Role Specification’ and ‘Role Description’ to assist with this process. 
37 This was formerly known as Operational Task Analysis, i.e. an analysis of the ‘operations’ required.  
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a. Duties.  The major functions, or areas of responsibility, of the Role.  They have 
no specific start or finish and tend to be general in nature (e.g. act as Unit Health and 
Safety Advisor). 

 
b. Tasks.  Major components of the Role that can be produced, compiled, achieved 
and/or accomplished by the individual.  Each duty usually contains a number of closely 
related tasks that are essential for carrying out the duty. Tasks within a Role should 
contain an object, a verb38 and sometimes a qualifier.  An example of a task statement 
would be: 'perform a daily routine service on a diesel engine’.  A task can be defined 
as: 

 
(1) a specific action. 
 
(2) performed by an individual. 
 
(3) recognised by a definite beginning and an end. 
 
(4) performed for a relatively short period of time (could be hours but rarely 
days). 
 
(5) observable and measurable. 

 
c. Sub-tasks.  Sub-tasks are the component parts of each task. 
 
d. Task-elements.  Task-elements are the sequenced step-by-step component of 
each sub-task. 

 
32. The usual convention for the levels of a Role Scalar is shown in Figure 3.   
 

 
Figure 3: Role Scalar Levels 

 
 
 

 
38 The choice of verb is critical when writing tasks, sub-tasks (and, later, training objectives).  Verbs must be 
observable and measurable.  More guidance on this aspect of Analysis and Design is given on the DSAT 
courses delivered at DCTS. 
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33. Numbering system.  It is important to employ a hierarchical numbering system within 
a Role Scalar, as often it is cross-referenced to other training documentation.  The 
numbering system should indicate the level and relationship of the particular components of 
the Role.  An example of a numbering system is shown in Figure 4. 
 

 
Figure 4: Role Scalar Numbering System 

 
34. Role Scalars are particularly useful tools for: 
 

a. displaying a structure to the Role that may not be apparent in real life. 
 
b. illustrating the relationship and interdependence of the various parts of the Role.   
 
c. determining the impact of a failure to perform any particular task. 
 
d. showing areas of commonality and difference between closely related Roles, thus 
indicating where rational restructuring could take place. 
 
e. showing tasks to be performed with new equipment, related to existing Roles, 
and thus help assess the impact of new equipment. 
 
f. the production of a Role PS and TOs. 

 
35. Role Scalars also have disadvantages that should be considered: they do not contain 
Standards and Conditions and appear to give all tasks an equal importance.  An important 
consideration in developing the structure of a Role is the aim to describe what the Role 
holder does, or should be capable of doing, and not what they need to know.  Determining 
the knowledge that is required to successfully perform a task happens during the KSA 
Analysis (1.3.4).  Role Scalars cannot in themselves be used to design training and should 
be supported by a full Role PS.  However, they are a vital step in the production of required 
outputs such as a Role PS and TOs. 
 
36. Difficulty, Importance and Frequency (DIF) Analysis – 1.3.3.  DIF Analysis is a 
method of analysing Role information through the Difficulty, Importance and Frequency of 
tasks and sub-tasks, with the aim of enabling early training decisions, such as the generation 
of Initial Training Categories39.  DIF Analysis provides an indication of the priority and 

 
39 In TAFMIS, Initial Training Categories are listed as DIF Training Categories. 
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standard to be applied to the training.  The DIF Analysis assesses the difficulty, importance 
and frequency of tasks using a simple algorithm, which is shown in Table 2. 

 

 

Difficulty Importance Frequency 
Training 
Category 

 
 
 
 
Very Difficult 

 
Very Important 

Very Frequent 2 

Moderately Frequent 1 

Infrequent 1 

 
Moderately Important 

Very Frequent 2 

Moderately Frequent 2 

Infrequent 1 

 
Not Important 

Very Frequent 3 

Moderately Frequent 3 

Infrequent 2 

 
 
 
 
Moderately Difficult 

 
Very Important 

Very Frequent 2 

Moderately Frequent 2 

Infrequent 2 

 
Moderately Important 

Very Frequent 3 

Moderately Frequent 2 

Infrequent 2 

 
Not Important 

Very Frequent 3 

Moderately Frequent 4 

Infrequent 5 

 
 
 
 
Not Difficult 

 
Very Important 

Very Frequent 3 

Moderately Frequent 3 

Infrequent 2 

 
Moderately Important 

Very Frequent 3 

Moderately Frequent 4 

Infrequent 4 

 
Not Important 

Very Frequent 5 

Moderately Frequent 6 

Infrequent 6 

 
Table 2: A DIF Analysis Algorithm 

 
37. Initial Knowledge, Skills and Attitudes (KSA) Analysis – 1.3.4.  A KSA Analysis is 
a systematic analysis of ‘Performance’ and/or ‘Standards’ in order to identify the necessary 
KSA required to perform a Role40.  A  KSA Analysis moves on from what the Role holder 
does (captured in the Role Scalar, 1.3.2), to identifying the KSA that have to be learned to 
perform the task.  The results of an Initial KSA Analysis will help with the generation of 
Training Objectives and Enabling Objectives and the selection of the most appropriate 
training Methods & Media, during Element 2 (Design).  Two examples of Initial KSA Analysis 
relating to a Role are at Annex A. 
 
38. Learning outcomes.  Learning is defined as the acquisition of Knowledge and Skills 
through training, education and/or experience that leads to a positive change in behaviour, 
attitude and/or capability.  As a result, therefore, of learning, a change in human attitude or 
capability may occur.  As part of KSA analysis, Attributes may also be identified. Attributes 
are a quality or feature regarded as a characteristic or inherent part of someone or 

 
40 Users may also wish to seek additional guidance regarding KSA from the Competence Retention Analysis 
Technique (CRAT) User Guide.  
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something.  Attributes are more likely to be documented as part of the selection process 
rather than the training process.  Further detail about KSA is in Annex A. 
 
39. KSA Analysis procedures.  The KSA Analysis uses information from a wide variety 
of sources e.g. referenced documentation, Role and task information or, interviews with Role 
holders and supervisors.  It is likely that the TRA will conduct the KSA Analysis during this 
Element and then hand it over to the TDA in Element 2 (Design) for further refinement 
(2.4.1), in order to specify the Assessment Strategy (2.4) for KSA. Information on KSA can 
be found at Annex A. 
 

40. Role PS41 – 1.3.5.  A Role PS is produced and maintained by the TRA and is a detailed 
statement of the tasks, sub-tasks and so forth that are required to be undertaken by an 
individual to achieve the articulated workplace Performance42. It includes the Conditions 
under which the tasks will be undertaken, the Standards that must be achieved, and adds 
an indication of the importance of the training required to achieve the task Performance.  It 
forms the basis for all subsequent work leading to the production of TOs.  This ensures that 
the need for training and associated resources is justified by the needs of the Role.  It also 
ensures that the training undertaken remains focused on the Role.  Whilst a single Role PS 
can be produced to cover all the duties associated with a Role, a Role PS may alternatively 
be written for a specific duty where it is shared across many Roles (such as the duty of 
firefighting).  The Role PS is developed using: 

 
a. Role Scalar.  Carry across the duty, task and, if appropriate, sub-task statements 
from the Role Scalar.  The numbering system used should be used on the Role PS to 
ensure the two documents are linked. 

 
b. Conditions.  Identify and list the important Conditions under which the tasks will 
be performed (an exhaustive list of every trivial condition is not necessary).  The 
Conditions statements should specify the physical location, level of supervision and 
any other particular environmental factors associated with the task. It may be helpful 
to breakdown the Conditions into categories of ‘physical’, ‘intrinsic’, ‘social’ and 
‘psychological’. 

 
c. Standards.  Identify and list the Standards to which the tasks will be performed.  
They will be either: 

 
(1) Product Standards.  Minimum absolute Standards, such as time, accuracy 
and safety limits. 

 
(2) Process Standards.  It may be important that certain procedures are 
followed in a particular sequence in order to successfully achieve the 
Performance. Often these will be listed in a technical manual and the Standard 
may include a  reference to this.  If not, these steps may be given as process 
Standards and are the essential sub-tasks and task-elements from the HRA. 

 
(3) Combination of Process and Product Standards.  Where Standards are         
defined in more detail in other documents, the references should be in full and 

 
41 The term Role PS replaces Operational Performance Statement (OPS). The logic being that the word 
‘operational’ can cause confusion with training for operations and the operational delivery of training.  
42 Users may also wish to seek additional guidance regarding Role PS, from the Competence Retention 
Analysis Technique (CRAT) User Guide. 
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include the issue number and date.  Where publications change frequently  
reference may be made to the ‘most recent issue’43. 

 

41. Training category.  As covered in training categorisation below (1.3.6), this states the 
training level required to achieve the task Performance and the balance between training to 
be managed and/or delivered by the TDA (e.g. in a training establishment) and training 
conducted in the workplace.  Tasks not requiring any training should also be identified. 

 
42. Performance, Conditions and Standards.  It is essential that the Performance, 
Conditions and Standards identified reflect the realities of the Role.  An example of a simple 
Role PS is at Table 3. An example of a more detailed Role PS format is at Annex C. 
 

Basic Firefighter (RN) 
Task 1.7:  Act as Breathing Apparatus Attack Party Member 

 

Task 
No 

Performance Condition Standards Trg Cat 

1.7.1 Attack the fire 1.  At sea and in 
harbour 
throughout the 
world.  In all 
weather and sea 
states. 

2.  In all CBRN 
states. 

3.  During night or 
day. 

4.  In times of 
peace, conflict or 
war.  

5.  For all fire 
types: oil based, 
carbonaceous, 
electrical. 

6.  Using 
appropriate First 
Aid firefighting 
equipment for type 
of fire. 

7.  Wearing basic 
firefighting rig. 

 

1.  Individuals to be ready in all 
respects to attack fire within 2 mins 
of alarm being raised. 

2.  Health & Safety and Equality, 
Diversity & Inclusion are applicable 
to all duties and tasks.                    

3.  Doctrine IAW BRs 2170 and 
3007, current DCI/RNTMs and other 
publications.   

4.  Demonstrating instinctive actions 
and accurate Whole Ship 
Knowledge in relation to Firefighting, 
particularly regarding general 
firefighting hazards and specific 
hazards within each compartment. 

5.  Demonstrating awareness of all 
Roles and responsibilities of the 
teams and i/c within both the 
Harbour Fire Organisation and 
Standing Sea Fire Party. 

1 

 

Table 3: Example From a Simple Role PS 
 
43. Competence/Competency Frameworks (CF).  The user may wish, as a result of the 
RA (particularly the KSA Analysis (1.3.4)), to consider the production of either a Competence 
Framework or Competency Framework, or both; either in addition to, or instead of, a Role 
PS.  This could be done if a people focus, rather than pure task focus, is required.  Whilst 
these frameworks have not been included in the DSAT process44, it does not mean that they 

 
43 In this instance, however, analysts must ensure that their references are up to date. 
44 Noting that a Role PS is a Competence Framework which is considered sufficient for most training design 
requirements. 
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cannot be used, where appropriate and provided that they contribute to the creation of the 
Training System.  Information on frameworks that may assist the user is at Annex E. 
 
44. Initial Training Categorisation – 1.3.6.  A thoroughly conducted RA will be wide 
ranging and will include consideration of levels of supervision, work conditions, task 
criticality, difficulties and distastes, frequency of task performance, Role-related skill fade 
factors, percentage of personnel performing the Role and consequences of inadequate 
performance.  All of this information, in conjunction with information on trainee entry 
standards, trainee throughput and knowledge of the likely training environment, can lead to 
conclusions regarding the balance between training delivered as part of the TPS and training 
delivered as part of the WTS.  These conclusions are expressed through the use of training 
categories.  A number of techniques may be used to derive training categories, with the 
main analytical tool being the DIF Analysis already conducted (1.3.3). Training categories 
are defined in Table 4. 
 

Training 

Category 

Definition 

1 By the end of the training activity the trainees will have performed the whole 
task several times, to the full Role Standard, and under realistic scenarios 
and conditions in which the physical, functional and environmental fidelities 
were accurately reproduced.  The trainee will be able to perform the task 
competently, immediately on arrival in the workplace. 
 

2 By the end of the training activity the trainee will have performed the whole 
task at least once to full Role Standards, under realistic physical, functional 
and environmental conditions and in a realistic scenario.  The trainee should 
be able to perform the task on arrival in the workplace. 
 

3 By the end of the training activity the trainee will have performed the whole 
task in a training environment to a lesser Standard than required in the Role 
(safety Standards to be met in full). 
 

4 By the end of the training activity the trainee will have demonstrated an 
adequate level of underpinning Knowledge and principles required but will 
not have applied it to develop the Skills required to perform the task. 
 

5 All training delivered in, or under the auspices of, the workplace. 
 

6 Trainees do not require any training. 
 

 
Table 4: Training Category Definitions45 

 
45. Other criteria influencing training categories.  Once a suggested training category 
has been selected (using information from the DIF Analysis), it should be subject to further 
review as other factors may result in an increase or decrease in category.  Other criteria that 
may influence the training categories that relate to the Role environment are listed below: 
 

 
45 It is recognised that Training Categories require further review to reflect the blended approach to Defence 
training. 
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a. How many people perform the task?  This may determine the need for training 
and the priority given. 
 
b. How much time is spent on the task?  This can sometimes be more important 
than frequency. 
 
c. Realism and safety.  These considerations may make it impossible to conduct 
any training.  Tasks falling into this category, and how they are dealt with, are covered 
in the next section (Element 2, Design, 2.2.3, RTGS). 
 
d. Degree of supervision in the workplace.  If closely supervised when performing 
a task, the training category may be reduced since the supervisor can detect errors in-
role and then correct them. 
 
e. Time interval between training and first performing the task.  The training 
Standards may deliberately be higher than the required Defence standard in terms of 
timing or accuracy to avoid knowledge/skill fade. 
 
f. Legislation, regulations and government policy.  Regardless of training 
category, a task may have to be included in training if those trained are to be authorised 
to carry out the task. 
 
g. Legally mandated civilian accreditation.  The inclusion of training for a task 
originally allocated a low category may be critical for obtaining legally mandated civilian 
accreditation, which is a mandated requirement of that Role.  An example is the 
requirement to obtain a civilian driving licence before progressing to driving military 
vehicles. 

 

 

3.7 Training Gap Analysis  
 

46. Training Gap Analysis (TGA) – 1.4.  The purpose of the TGA is to identify the 
additional training requirement of the affected Role holders by determining the training gap 
between the Performance, as stated in the Role PS, and any existing training Performance 
Standard(s).  This analysis also enables the impact upon Defence capability to be assessed 
if the new or changed Defence capability is implemented without additional training.  The 
TGA should provide: 
 

a. an update of the information contained in the Scoping Exercise Report and RA (if 
required). 
 

b. the additional learning requirements, if any, of the Role holders in terms of KSA 
at the sub-task and task-element levels. 
 

c. a summary statement of the tasks identified for training. 
 

d. statements of Training Gaps46, in terms of any Performance delta, between the 
requirements of the Role PS and any existing TOs. 

 
46 There may be multiple training gaps.  For example, there will be two gaps if some personnel are migrating 
from a predecessor system to a new system, while others are coming directly from basic training to the new 
system.  Early knowledge of workforce plans is important; if this information is unavailable, assumptions must 
be made and clearly stated. 
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e. the decision whether to provide additional training or not, by providing a summary 
of the implications of the new Performance requirements when compared to existing 
training.  This should be presented as statements for each task, identifying additional 
workplace, unit and/or collective training requirements with a statement of any 
associated penalties regarding reduction in capability.  If the option to continue existing 
training with existing resources is an acceptable risk for all Role PS identified in the 
RA, then the TNA is complete and a TOA may not be required. 

 
47. Whilst the TNA is designed to look at the gap that cannot be delivered by existing 
training, it should also consider the resource implications on existing training activities and 
the ability of those Training Providers to deliver in respect of a change in training throughput. 
 
48. Statements of Training Gaps – 1.4.1.  These are statements in terms of the 
Performance delta between the requirements of the Role PS and any existing TOs and 
EOs, including associated specialist qualifications, for each affected Role holder.  These 
gaps represent the impact on the training requirement for the continuation of existing training 
using existing resources. 

 
 

3.8 Draft Training Objectives  
 
49. Draft Training Objectives (TOs) – 1.5.  At this point TOs should be drafted in broad 
terms in accordance with the guidance given at Step 2 (Design) by using the Role Scalar, 
the Performance, Conditions, Standards and training categories contained within the Role 
PS.  It is advisable to consider the findings of the KSA analysis during the production of the 
draft TOs, and vice versa.  TOs, as well as their dependent EOs and KLPs will be further 
refined and developed during Element 2 (Design) (2.1).  It may be that the draft TOs created 
at this stage are sufficient and do not need further refinement but they are not endorsed at 
this stage. 
 
 

3.9 Training Options Analysis  
 
50. Training Options Analysis (TOA) – 1.6.  The TOA should primarily make a 
recommendation as to a cost-effective training solution that meets the identified tasks or 
competences that require training.  The TOA should comprise a Fidelity Analysis 47 , 
Location/Environment implications and Methods & Media options. 
 

51. Fidelity Analysis – 1.6.1.  The term ‘fidelity’ denotes how closely a set of procedures 
were implemented as they were supposed to have been48.  Fidelity can be defined as, ‘the 
exact correspondence with fact or with a given quality, condition, or event; accuracy (e.g. 
the fidelity of the movie to the book or the degree to which an electronic system accurately 
reproduces the sound or image of its input signal’).  This analysis should be conducted as a 
result of the production of a Role PS derived from the RA, and include any existing Training 

 
47 Not all organisations carry out Fidelity Analysis at this stage.  Some organisations carry it out later on in the 
design process. 
48 For example, if the Role conducted in the workplace environment (the real world) must be done at 100%, 
and the training environment can only replicate the workplace environment to 89%, then that is the fidelity to 
which the training requirement matches the role requirement.  It is not to be confused with Gap Analysis, as 
fidelity is about replicating the totality of the real environment in training; rather than seeking the gap between 
existing training and new/changed training requirements. 
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Performance Standards. Fidelity Analysis considers each relevant Performance objective in 
the Role PS to assess the extent to which the training environment should replicate the 
workplace (real) environment to enable training to be effective.  Decisions made at this stage 
can have a significant impact on the nature and cost of training solutions, as fidelity can be 
a significant cost driver so it is important not to ‘gold plate’ the fidelity requirements, but 
instead determine the appropriate level of fidelity that is essential to achieve the desired 
training effect.  The results of Fidelity Analysis will help inform the Conditions under which 
training should be conducted to adequately prepare trainees for their future Roles. 
Information on Fidelity Analysis can be found at Annex F. 
 
52. Location/Environment implications 49  – 1.6.2.  The training environment and 
implications of location may well impact on the suitability of different training solutions. For 
example expensive or scare training resources including simulators, real equipment or 
specialist instructors  may only be available in [some] locations.  It is therefore important to 
determine an estimate of where the balance between training to be delivered in a training 
establishment and workplace training will fall.  It is based on a careful analysis of exactly 
what the TRA requires, tempered by that which is deliverable. It can only be achieved by 
consultation with the TRA and the Training Provider, who will have knowledge of existing 
training facilities and resources.  This will later result in the allocation of TOs to a TPS, WTS, 
or, where no training will take place, the Performance, Conditions and Standards to a 
Residual Training Gap Statement (RTGS)50 .  The output from this work could be an 
amendment to the Initial Training Categories or recommendations that take account of both 
DIF Analysis results and the impact of all other Role, training and resource factors. 
 
53. Methods & Media options – 1.6.3.  The training Methods and Media options selected 
will depend upon the type of training, training policy, training throughput and good practice.  
An assessment is required of the relative training effectiveness of each Method and Media51 
option to bridge the training gaps (as determined in 1.4.1), based upon the TGA of each 
option and the Defence need.  These options will be further refined in Element 2 (Design, 
Stage 2, 2.5) when selections are made to ensure the optimal blend of Methods & Media.  
Choosing options now is important, so that they can inform the Cost Benefit Analysis (CBA) 
(1.7.1) work later, and Methods & Media freedoms and constraints can be established, which 
may then shape Element 2 (Design). 
 
 

3.10  Risk / Assumption Management  
 
54. Risk/assumption management – 5.3 and 5.7.  On a continuous basis, the risks and 
assumptions recorded on the risk and assumption registers established during Element 1 
(CTNA Stage 1, 1.2.4), should be updated.  Any new and emerging risks/assumptions to 
both the recommended training solution and the CTNA process should be added.   
 

a. Risks.  Where risks are identified, a plan for mitigation should be enacted and 
resources allocated, where necessary.  It may be the risks need to be transferred to 
the appropriate governance body for authority to treat through mitigation, tolerate (if 
mitigation is not feasible), or transfer (if the risk needs to be elevated to a higher level).  

 
49 Locations/Environment implications is synonymous with an Early Training Analysis (ETA) and includes  the 
same criteria for the user to consider.  
50 Which all form parts of the FTS.  These are covered in Element 2 (Design, 2.2). 
51 The TNA should consider non-Media approaches, e.g. balance between schools and workplace training as 
well as combinations of Media, as well as individual Media, as it is likely that the combination will provide a 
more effective and flexible approach to the Training solution. 
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Risks should then be fed back into the DSAT process in order to ensure that activities 
are either repeated or conducted bearing the risks in mind. 
 
b. Assumptions.  As the DSAT process progresses there may be a need to make 
assumptions where accurate or up-to-date information is unavailable, in order to 
continue the process without delay.  As information becomes available assumptions 
can be removed and replaced with fact.  The appropriate governance body should 
regularly review and endorse the assumptions and DSAT processes should be 
repeated if necessary.  

 
 

3.11  Training Needs Report 
 
55. Training Needs Report (informing the SOTR – 1.7).  The Training Needs Report 
specifies the training requirement and recommends a training solution through the 
evaluation of options.  It should include the resources required to design and support the 
training.  Training Needs Reports should collate all the information from the scoping exercise 
and analyses stages, adding an Implementation Plan and TNE strategy.  It should also 
include a description of the TNA methodology in terms of the data gathering and analysis 
techniques and clearly reference the data sources consulted.  The TNA can then be written 
up as a Training Needs Report that provides or supports detailed user and system 
requirements.  Training Needs Reports should include: 
 

a. Identification of the Performance requirement: a Role PS for each Role holder, 
as identified in the RA. 
 

b. Identification of the training requirement: the results of the TGA. 
 

c. A Role PS for the Role(s) affected by the recommended training solution with 
recommended training categories and supportive notes to amplify specific 
requirements to be included as appropriate to assist designers with the production of 
the FTS (during Element 2, Design, 2.2). 
 

d. Implementation plan, including where responsibilities lie (e.g. conversion training, 
date of new legislation and/or policy change, and design).  At this stage the draft TOs 
endorsed by the TNASG should be available and expressed as Performance, 
Conditions and Standards to enable implementation by the design team.  Any 
recommendation regarding estimation of resources, timings and assessments should 
be clearly referenced to aid the design team. 
 

e. Input to inform or refine the SOTR (for formal endorsement), to focus and direct 
the design stages. 
 

f. TNE strategy. 
 

g. The TNASG endorsed training solution, resulting from the CBA (1.7.1) and final 
selection using the Options Evaluation (1.7.2).  Fidelity requirements and associated 
risks, assumptions, constraints should be included in the Report. 

 
56. Cost Benefits Analysis (CBA) – 1.7.1.  It is important that costing and investment 
appraisal are undertaken strictly in accordance with the current Defence or TLB policies and 
conventions.  If training specialists become involved with costing or investment appraisal, 
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they should obtain current advice from the TNASG or other authoritative body.  CBA activity 
does not start at this stage of the TNA but the result of it is included in the Training Needs 
Report hence its inclusion here.  Like many aspects of DSAT, CBA is an iterative process 
with initial activity commencing much earlier in the TNA process, as appropriate.  The CBA 
will likely be further refined during the Method & Media selection process in Element 2 
(Design, Stage 2, 2.5).  An estimate of the financial risks and/or opportunities associated 
with each training solution option should be undertaken and will be a significant factor in 
selecting training solution options.  Training analysts are unlikely to be qualified to conduct 
financial risk analysis at anything other than a superficial level and should therefore seek 
specialist advice and support.   
 
57. Options Evaluation – 1.7.2.  The final activity of the TNA is to decide on training 
options52.  To evaluate the merits of the training options (determined at 1.6.2A) one of them 
should be selected as a baseline.  The selection of a baseline will depend on the context, 
which then permits the construction of a table to display the relative merits of each option 
against the baseline.  Options can be assessed via several criteria: 
 

a. The extent to which the option meets the requirements. 
 

b. Through-life cost53, including the costs of maintenance, trainers and integration 
with existing training locations/environments. 
 

c. Implementation time, which may prove important to meet an operational need 
or a RFTD (1.1.1). 
 

d. Trainer load, or any consideration of the availability and competence of trainers 
to support training. 
 

e. An assessment of the risk54 associated with the options. 
 

f. Flexibility, or the ease with which the new training can be integrated with existing 
and potential future training, as appropriate. 

 
58. It will typically be appropriate for the options evaluation to be undertaken in consultation 
with SMEs before presentation to the TNASG for endorsement. Table 5 provides an 
example format: 
 

 
Table 5: Example of an Options Evaluation Table 

 
 

 
52 Examples of best practice training options to enhance the acquisition and retention of Knowledge and 
Skills are covered in the Competence Retention Analysis Technique (CRAT) User Guide. 
53 It may be necessary to break down costs into greater detail to conduct evaluation. 
54 This may include safety considerations, or it may be appropriate to assess safety separately. 
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59. Recommended training solution.  As a result of this iterative process of analysis, 
the user should now be in a position to make an informed and fully justifiable 
recommendation as to the most effective training solution that fully meets the training 
requirement.  The recommendation is then endorsed at the TNASG.  If it is not, the TNA 
process should be repeated until a suitable training solution is generated (this is very 
unlikely as the process is designed to deliver the optimal solution, but endorsement cannot 
be assumed).  Element 2 (Design) cannot commence until the training solution has been 
endorsed. 
 
 

3.12  Pipeline Management  
 
60. Pipeline management – 5.4.  The training pipeline should be closely and intelligently 
managed to ensure that sufficient personnel of the correct branches and/or trades enter 
training on the Untrained Strength (UTS), and subsequently achieve  Gains to the Trained 
Strength (GTS)55 in order to meet the workforce requirement of each Service.  Pipeline 
management should be as efficient as possible to ensure that trainees move without 
significant delay from one phase of training to the next.  Holding between training activities 
should be kept to a minimum as delays adversely affect the individual, and are cost and 
resource inefficient.   
 
61. Good pipeline management can provide a reality check on the Workforce Plan.  For 
example, when there are specific recruitment challenges in certain trades, pipeline 
managers will flag this up and, as a result, more extensions of service could be offered to 
mitigate this.  Good pipeline management requires continual liaison with the TDA and 
Training Provider if reductions or increases in personnel are likely to affect the SOTR and/or 
the SOTT.  Early identification of any changes is critical to give the TDA/Training Provider 
the best chance to re-orientate and, whilst this should be managed through the CEB, 
pipeline managers are often best placed to give the Training Provider an advance heads-up 
of any likely changes. 

 
3.13  The Statement of Trained Requirement 
 
62. Statement of Trained Requirement (SOTR) – 5.5.  The SOTR identifies the trained 
output required by the employing Service Command (or Customer), by year, for the next  
four Training Years.  It is produced by the Service Command SOTR Co-ordination 
Organisation56, who own and develop it in conjunction with the TRAs (including Lead TRAs) 
the relevant TDAs, finance and plans staff and the sS Workforce Authorities.  It may also 
require input from recruiting staff and DE&S, if appropriate.  Given the increasingly tri-
Service and Defence nature of training, the SOTR should be developed using the 
standardised format at Annex G.  The aim of the process is to develop an accurate SOTR 
which is endorsed before the commencement of the TY57.  It is important that the Year 1 
figure agreed at the end of the SOTR process is accurate.  It is recognised that the figures 
for Years 2, 3 and 4 will need refinement as the SOTR process progresses year-on-year.  
Although not an exhaustive list, the following issues may impact on the SOTR: 
 

a. New equipment/equipment upgrades. 

 
55 Gains to Trade Trained Strength (GTTS) in the Army. 
56 Each Service that generates a training requirement should have a single organisation that is responsible for 
capturing and co-ordinating the entirety of that requirement. 
57 In some instances contractual constraints will dictate a specific period, prior to the commencement of the 
TY, when an endorsed SOTR must be available. 
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b. Changes to policy and legislation. 
 

c. Impact of financial measures. 
 

d. Changing Defence priorities. 
 

e. Results of ExVal. 
 

f. Changes to infrastructure. 
 

g. Changes to workforce structures. 
 

h. Known difficulties of recruiting in pinch point trades/branches. 
 

i. Historic data on take up and pass rates of courses. 
 
63. In the case of Defence or Joint training, the SOTR is derived from the various 
requirements across Defence (both military and MoD Civil Service).  In order to build up 
meaningful data on the accuracy and validity of SOTR figures, a comparison of the relevant 
forecast requirement (SOTR) versus the SOTT is to be conducted at the end of each TY, by 
the Training Provider.  The results of these comparisons should be reported at the CEB, 
with records maintained to establish, analyse and report trends.  The production of a SOTR 
and its endorsement at the CEB is a key function of the governance process that forms part 
of the MTS, ensuring that the Defence mandated QMS is being achieved.   
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4 Defence Guidance on Training Design 
 

Policy Sponsor: TESRR, CDP 
 
Training must be designed and developed to ensure the Defence performance requirements 
are met by the agreed training. 
A review and validation process at each stage is required to: 
 
Confirm the design inputs remain valid 
Review and approve the training design 
Control design changes 
Check the design outputs meet the training requirements specified 
 
Key publications: 
 

• Individual TOs 

• Formal Training Statement (FTS) 

• Enabling Objectives (EOs)/Key Learning Points (KLPs) 

• Assessment Strategy (AStrat) 

• Selection of Methods & Media  

• Learning Specification (LSpec) 
 
The training design must establish the assessments to be undertaken which provide 
verifiable results or quantitative evidence that the trained output is achieved. 
 
The TrAD is formally endorsed (usually at a CEB) and confirms the Ready For Training Date 
(RFTD) aligned to trainee throughput and pipeline management.   
 
 
 

4.1  Introduction 

 
1. This section provides Guidance on the processes and outputs associated with the design 
of the training activity (the 3-stage design process), which is Element 2 of the DSAT process, 
as illustrated in Table 6. 
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Element 2 – Design Activities 
DSAT / MTS 
Reference - 

Hyperlinks to policy 

Trained Output Requirement Review 5.6 

Individual Training Objectives (TOs) 2.1 

Formal Training Statement (FTS) 2.2 

Training Performance Statement (TPS) 2.2.1 

Workplace Training Statement (WTS) 2.2.2 

Residual Training Gap Statement (RTGS) 2.2.3 

Enabling Objectives (EOs) / Key Learning Points (KLPs) 2.3 

Assessment Strategy (AStrat) 2.4 

Refinement of Knowledge, Skills, Attitude (KSA) 2.4.1 

Assessment Specification (ASpec) 2.4.2 

Risk Assumption Management 5.7  
(Link To Chapter 3) 

Selection of Methods and Media 2.5 

Learning Scalar / Learning Specification (LSpec) 2.6 

Training Design Review 5.8 

Training Authorisation Document (TrAD)  
(Confirming the Ready for Training Date (RFTD)) 

5.9 

 
Table 6: The DSAT Process and Element 2 Inventory of Activities 

 
 

2. Training design is the process that derives achievable TOs from the outputs of the 
TNA, as agreed between the TRA, TDA and the Training Provider. It then establishes the 
assessment approach, Methods & Media and Learning Specifications (LSpecs).  The 3 
stages of Element 2, shown in Table 6, are: 
 

a. Design Stage 1. 
 

(1) Training Objectives (TOs) – 2.1.  Determines the TOs (based upon the 
Performance, Condition, Standards criterion set out in the Role PS), using the 
draft TOs produced during Element 1 (TNA Stage 2, 1.5). 

 
(2) Formal Training Statement (FTS) – 2.2.  The FTS is made up of a Training 
Performance Statement (TPS), a Workplace Training Statement (WTS), and a 
Residual Training Gap Statement (RTGS).  The TPS details the TOs that are 
managed and/or delivered by the TDA.  The WTS details the TOs that are 
managed and/or delivered by the employing unit.  The RTGS details elements of 
the Role PS that have not been allocated to any training activity (the gap).  

 
(3) Enabling Objectives (EOs) and Key Learning Points (KLPs) – 2.3.  
Having completed the TPS, and to aid development of the Learning Scalar and 
Learning Specification (LSpec), EOs and KLPs are produced. 

 
b. Design Stage 2. 

 
(1) Assessment Strategy (AStrat) – 2.4.  The AStrat articulates the 
summative and formative AStrat for the ‘how’, ‘when’ and ‘in what manner’ 
training is to be assessed.  From this an Assessment Specification (ASpec) is 
generated. 
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(2) Selection of Methods & Media – 2.5.  This activity ensures the most 
appropriate, effective and efficient selection of training Methods & Media, 
including any constraints that may limit options, and draws on the Methods & 
Media options work conducted during Element 1 (TNA Stage 2, 1.6.3). 

 
c. Design Stage 3.   

 
(1) Learning Scalar and Learning Specifications (LSpecs) – 2.6.  The 
Learning Scalar structures the TOs and their dependent EOs and KLPs and 
brings together the collective outputs of analysis and design in the production of 
LSpecs.  LSpecs enable the delivery of lesson plans for all training activities 
(including for workplace training).  This is the content required for the Training 
Provider to deliver lessons. 

 
3. Responsibilities.  Both the TRA and TDA are ultimately responsible to the CEB and 
Customer for the work conducted during the Design Element: 
 
4. It is expected that the TRA will take the lead on Design Stage 158 as well as the MTS-
related DSAT activities, processes and outputs, which are required to be completed during 
Element 2.  The TRA may wish to delegate specific tasks but will retain overall responsibility 
for them.  The TRA is likely to ensure that those activities that it deems critical to the 
development of the Training System are conducted; most notably a review of the work 
completed in Element 1 in the form of a Trained Output Requirement Review. 
 
5. The TDA is expected to take the lead on Design Stages 2 and 359 activities, processes 
and outputs, which are required to be completed during Element 2.  The TDA may wish to 
delegate specific tasks but will retain overall responsibility for them. 
 
6. JPA Competences and Qualifications. Training Designers should refer to Chapter 5 
(Training Delivery), in order to begin the process of establishing a competency/qualification 
for the training.  
 
 
 

4.2 Trained Output Requirement Review  
 
7. Trained Output Requirement Review – 5.6.  A Trained Output Requirement Review 
takes place to ensure that, based on the Role PS and the draft TOs, the training requirement 
would still be met.  This review should be carried out periodically as directed by the CEB, 
making this a recurring, rather than a single activity to ensure that the MTS meets the 
Defence mandated QMS.  Records created as a result of the review are to be maintained 
for audit purposes.  The review ensures that: 
 

a. Defence Performance requirements are defined in the Role PS. 
 

b. Changes to the Defence Performance requirements have been incorporated into 
the agreed training requirements. 

 

 
58 Less the production of EOs and KLPs which is normally the responsibility of the TDA. 
59 As well as the production of EOs and KLPs, which form part of Stage 1. 
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c. The endorsed training solution meets the agreed training requirements, which 
have been derived from the TNA. 

 
d. A SOTR is produced and endorsed to ensure that the Customer requirements 
are understood. 

 
e. If the training requirement is changed, the appropriate governance body should 
approve the change and ensure that the DSAT processes affected are either repeated 
or the outputs amended to accurately capture the change going forward. 

 
 

4.3 Individual Training Objectives  
 
8. Individual Training Objectives (TOs) – 2.1.  TOs ensure that the training activity has 
a definite purpose such that the Defence need is met.  They help ensure that the associated 
trainers, support staff and trainees have a clear understanding of what the trainees are 
required to learn and have learnt it by the end of the lesson. TOs form the basis of the 
detailed design of each  lesson within a course as well as identification of appropriate training 
resources.  They may also be used in support of the award of civilian accreditation.  
Therefore, the development and maintenance of accurate TOs is essential. TOs were 
drafted during Element 1 (TNA Stage 2, 1.5 Draft TOs), and these draft TOs are refined and 
developed during Design Stage 1. 
 
9. TOs are precise statements of what tasks a trainee should be able to do, post training, 
in the Role that the training was designed to prepare them for.  A TO is measurable and has 
three constituents: the Performance required, the Conditions under which the trainee must 
perform, and the Standard to which the trainee must perform.  These statements should be 
in the form of observable and measurable behaviours which allow the achievement of the 
TOs to be confirmed through assessment.  A TO defines what a successful trainee is able 
to do at the end of a period of training, i.e. the learning outcome60.  It does not describe the 
learning process or any learning experience. 

 

10. TOs should be derived from the respective Role PS.  The determination of TOs is a 
skilled process and the product must accurately reflect the needs of the Role.  The 
production of TOs may be an iterative process and should be reviewed at each stage of the 
design process. 

 
11. The three component parts of a TO are summarised in Table 7: 
 

Individual Training Objectives (three-part format) 

Performance Conditions Standard 

What the trainee should be able 
to Do after training... 
 

Use an observable and 
measurable action verb 

…with What and Where... 
 
 

Specify the circumstances of 
the Performance 

…and How well. 
 
 

State the Standard to be 
achieved for the Performance 

 
Table 7: Individual Training Objectives (Performance, Conditions, Standards 

 
 

 

 
60 A lesson, series of lessons, a course, exercise, or training activity. 
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12. Performance.  The Performance (and sub-Performance) element of a TO states what 
a trainee should be able to do at the end of training and should be derived from the task 
(stated in the Role PS) and therefore has an active verb as the first word in the performance 
element.  When writing a TO performance for a task, the wording may need to be adjusted: 
 

a. if the task wording is not precise. 

 
b. if the task has more than one objective. 

 
c. to make the Performance absolutely clear to any reader. 

 
13. The choice of verb for the Performance element of the TO is critical.  To ensure the 
trainee has achieved the desired behaviour, a response must be witnessed.  Performance 
elements need to use action verbs61. 
 
14. Conditions.  The Conditions element of a TO, specifies the actual Conditions, or 
circumstances, in which the training Performance will take place.  In training, the ideal 
solution is to provide the same Conditions normally experienced in the Role, e.g. using the 
real equipment.  As this is not always possible, the Conditions element must clearly indicate 
what the training environment can provide.  The Conditions element should fully describe 
the environment in which the trainee should carry out the task.  Conditions can be 
considered in these broad categories: 
 

a. Limitations to the range of Performance. Such as, security, safety or legislative 
limitations in the training environment. 

 
b. Equipment.  Such as tools, role aids, clothing, equipment available in the training 
environment. 

 
c. General situation.  Indication of location, terrain, weather, daylight, climate, the 
threat, psychological, physical and social factors under which the training Performance 
is delivered. 

 
d. Support. People, agencies, orders, standard and emergency operating 
procedures, manuals, references, check lists etc that are available to the trainee. 

 
15. Standards.  The Standards element specifies the Standard that should be achieved 
by the trainee at the end of training.  This should be related as far as possible to the Standard 
required in the Role.  The Standards must be detailed enough to accurately assess if a 
trainee has achieved the Standard or not.  Regarding the Role PS, Standards can either be 
product Standards (minimum absolute Standards) or process Standards (certain procedures 
that need to be followed in a particular sequence) or a mixture of the two. 
 
16. Determining the Standard of Performance required for all training environments is 
difficult. The nature of the Performance (which could be dangerous, critical, or an emergency 
task), the consequence of not meeting the Standard and/or the training category should be 
considered.  The Standard required will ultimately affect how that Performance is taught and 
how the trainee is assessed.  For example, if a very high Standard is required, the trainee 
will receive a large amount of training for the Performance (creating the possibility of 

 
61 Verbs such as ‘know’ or ‘understand’ do not adequately define an action on the part of the trainee and are 
not observable or measurable.  ‘Diagnose’, ‘assess’, ‘select’, ‘identify’, ‘distinguish’ are much more readily 
witnessed and can be assessed more easily. 
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becoming over-trained) and may be subject to strict assessment, such as no mistakes.  
Therefore, the Standard should be accurate.  Some Performances may be subject to 
external rules and regulations62 and as such the Standard is dictated by someone else. 
Where a performance is affected by such factors, the document or regulation should be 
clearly referenced in the Standards element, such as, “in accordance with 
publication/law/act, section X, paragraph Y, date and version. 
 

17. Any restrictions in Conditions may impact on the Standards.  Differences may occur if 
the Standard cannot be achieved because the Conditions cannot be simulated.  Standards 
in TOs should not be confused with the standards of tests.  Whilst test standards should be 
set as closely as possible to those stated against the TO, there are certain areas where 
compromise may be necessary when setting test standards. 
 
18. The identification of Standards relating to personal qualities, attitudes and behaviours 
is perhaps the most challenging part of TO development.  This is because attitudes cannot 
be observed directly and hence the precision associated with other Standards is rarely 
possible.  For subjective judgements objective criteria should, where possible, be used to 
support the decision (e.g. what observable behaviour is the key indicator that a trainee has 
acquired the appropriate Standard?). Defining the negative, what is unacceptable 
behaviour, can result in a simpler and more precise Standard. 
 
19. TO Tagging and Numbering.  TOs should be tagged to identify them as a Core 
(training) requirement, Legal requirement and/or Accreditation requirement, which is 
denoted using a letter (C, L, A) or a mark in the relevant column on the training statements 
with amplifying comments if appropriate.  To ensure that training is allocated to all tasks, the 
link between tasks and TOs should be shown through an auditable numbering/identification 
system.  This can be achieved by using the task numbers from the Role PS to identify their 
dependent TOs.  An example is at Table 8. 
 

Original Role PS task number: 2.1 

Single TO derived from one task: TO 2.1 

Multiple TOs derived from one task: TO 2.1a 
TO 2.1b 

 

Table 8: Task Numbering System 
 
 

4.4 Formal Training Statement  
 
20. Formal Training Statement (FTS) – 2.2.  TOs are the key component of the 
subsequent training statements that form the FTS, the formats for which are at Annex H.  
This activity creates a FTS which is made up of a TPS, a WTS, and a RTGS.   
 

a. Training Performance Statement (TPS) – 2.2.1.  The TPS details TOs (in terms 
of Performance, Conditions and Standards) to be attained by trainees.  The TPS TOs 
are managed and/or delivered by the TDA. 

 
b. Workplace Training Statement (WTS) – 2.2.2.  The WTS details TOs (in terms 
of Performance, Conditions and Standards) to be attained by trainees following 

 
62 I.e. Legal, Accreditation or International Regulations e.g. Health & Safety, Nuclear, Weapon Handling, Civil 
Aviation Authority etc. 
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assignment to a Role.  The WTS TOs are managed and/or delivered by the employing 
unit. 

 
c. Residual Training Gap Statement (RTGS) 63  – 2.2.3.  The RTGS is the 
difference between the totality of the training received and the Role PS.  It is the gap 
where an element of the Role PS has not been allocated a training activity.  The 
Residual Training Gap is expressed in terms of Performance, Conditions, and 
Standards.  The RTGS also states the reasons and consequences of any identified 
RTG, and management of any associated risks. 

 
21. It should be made clear on the documentation where TOs, that appear first as part of 
a TPS and later as part of a WTS, are linked.  For example, if a trainee were to learn the 
theory of rotor track and balance in a training environment, then practise it in the workplace, 
a numbering system should be used in the TPS and WTS to show the linkage.  
 
 

4.5 Enabling Objectives / Key learning Points64 
 
22. Enabling Objectives (EOs) – 2.3.  An EO is defined as a statement of Performance, 
Conditions and Standards that describes the KSA necessary for the trainee to achieve all or 
part of a TO.  An EO sets the destination of a learning event and specifies what trainees can 
do at the end of a period of training that they could not do at the start.  Where Conditions 
and/or Standards are common to a number of EOs, there is no requirement to duplicate the 
Conditions and Standards elements.  In hierarchical terms, an EO is subordinate to a TO. 
 
23. Key Learning Points (KLPs) – 2.3.  The material required to achieve the EO is further 
broken down into a number of relevant KLPs, derived from the KSA Analysis conducted in 
Element 1 (TNA Stage 2, 1.3.4).  KLPs state the Knowledge and Skill requirements, as well 
as the Attitude needs.  The KLPs provide a sequenced framework for the development of 
the training activity and specify a Learning Outcome.  KLPs are subordinate to EOs. 
 
24. Formatting and numbering.  The EO and subordinate KLPs have to be recorded.  A 
numbering system is usually employed to show the relationship between the TO and EOs, 
and EOs and KLPs.  The system also shows the sequence in which the EOs and KLPs will 
have to be achieved in order to achieve the TO.  It is important that an audit trail allows the 
original task to traced through the TO to the EO and KLPs.  One recommended method is 
a numbering system, such as that shown in Table 9. 

 
 
 
 
 
 
 
 
 

 
63 Safety, legislation and/or resource constraints may prevent training taking place to achieve the Performance, 
Conditions and Standards detailed in the Role PS. The difference between the Role PS and the delivered 
training is known as the Residual Training Gap. 
64 It is possible that at this stage, work conducted by the TRA to this point, is handed over to the TDA.  So, 
once the FTS is completed, it is handed over (along with any and all other relevant work) to the TDA to produce 
the EOs/KLPs, ASpec, LSpec etc. 
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Task 1.1 

 TO 1.165 

  EO 1.1.1 1st EO to be achieved 

   KLP 1.1.1.1 Taught 1st  

   KLP 1.1.1.2 Taught 2nd  

   KLP 1.1.1.3 Taught 3rd 

  EO 1.1.2 2nd EO to be achieved 

   KLP 1.1.2.1 Taught 4th  

   KLP 1.1.2.2 Taught 5th  

   KLP 1.1.2.3 Taught 6th  

Table 9: Example of Task/TO/EO/KLP Formatting and Numbering 

 

 

4.6 Assessment Strategy  
 

25. Assessment Strategy (AStrat) – 2.4.  Tests and assessments are used for a variety 
of purposes, but most importantly they are used to ensure that the TOs have been achieved 
by the trainees.  The AStrat is the document describing the overarching assessment policy 
for the course/module and the associated rationale.  It must include the consequences of 
failure of specified elements of the course/module and include any ‘Return to Unit’ policy for 
infringement of values and standards etc. Assessment is usually a major consumer of 
resources, particularly time, and the AStrat can also influence Method & Media selection66.  
It is, therefore, important that the AStrat is endorsed by the TRA and appropriate governance 
body (such as the CEB) once the EOs/KLPs have been determined.  An  AStrat should 
provide: 
 

a. A justification for all testing on the basis of the overall assessment that has to be 
made, such that an individual is qualified to fill a Role or use equipment.  In particular, 
the strategy should explain how the overall grade is determined. 

 
b. An overview of the sort of tests to be used, the points during the training when 
they will occur, where the testing tools (such as exam banks, observation forms, 
exercise scenarios) are held and how the results of tests are to be interpreted and 
acted upon. 

 
c. A record of decisions taken about the best approach to assessment and a guide 
for the later development of tests. 

 
d. Valid assessment where tests match the requirements of the TOs. 

 
e. signposting to influence the manner in which training is delivered (such as a 
weapons trainer knowing that a summative test will emphasise practical handling skills 
and wisely ensuring ample trainee practice during training periods). 

 
f. Reliability and integrity of tests through effective test administration. 

 
 

 
65 For TAFMIS users, TOs are given whole numbers at this stage. 
66 Initial options for which were considered in Element 1 (TNA Phase 2, 1.6.3). 
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26. Elements of the AStrat.  The AStrat should include clear direction for: 
 

a. The testing of each of the TOs.  This should be based upon practical summative 
tests supported by selected enabling tests in either practical or theory format.  At this 
point, a short description of the test is sufficient (e.g. ‘A practical test in which each 
trainee will command a tank during a troop advance’, or, ‘A theory test on the Highway 
Code’). 

 
b. The formative testing of trainee progress.  This might include a statement of 
purpose, an assignment of responsibility, a caution about the use of formative test 
results, and guidance on test feedback to trainees. 

 
c. A policy for the assignment and interpretation of grades. 

 
d. A policy for the action to be taken upon trainee failure of a (valid) test.  As 
appropriate action will depend upon many variables, it is recommended that this policy 
be flexible rather than restrictive (e.g. a statement guaranteeing (or denying) a re-sit 
will seldom prove practicable); it would be better to establish a procedure (such as, a 
trainee Review Board) during which each case will be considered against criteria such 
as: 
 

(1) Resources required to repeat the test, without compromise of test conditions 
and assessment standard. 

 
(2) Requirements for additional tuition and/or practice. 

 

(3) Likelihood of trainee success during the re-sit. 
 
e. A policy for determining pass or failure.  This can be a statement such as, “to 
successfully complete this training, trainees must achieve all TOs,” or, “pass all 
summative tests”.  The inclusion of such a simple statement provides focus to the 
testing; it can also prevent misunderstanding or grievance later on. 

 
f. A policy for the maintenance of test records.  This should state a clear 
requirement for: 
 

(1) A record for each trainee which includes a summary of all test results (both 
formative and summative) as well as a record of formative action taken such as 
counselling notes or copies of written warnings.  This record should be used to 
guide the preparation of the trainee report. 

 
(2) A consolidated tabular record of summative test results.  This record, 
accumulated over several repetitions of a training activity, provides valuable 
information for InVal of training in general and evaluation of tests in particular. 

 
g. A policy for other reasons to RTU a trainee such as cheating or a lack of core 
values and standards. 

 
27. Where testing is required67, the overall AStrat will be used to produce the ASpec, as 
well as tests. 

 
67 Testing is not always required, e.g. on an ‘attendance course’ such as the Future Commanders’ Study Period 
at DefAc. 
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28. Refinement of Knowledge, Skills and Attitude (KSA) – 2.4.1.  Prior to the 
development of the ASpec, from the AStrat, it is important to revisit the KSA Analysis (1.3.4), 
which was conducted as part of Element 1.  Refinement of the KSA Analysis will ensure that 
the ASpec is appropriate to the requirement and ensures that assessment is developed 
taking into account what is to be assessed (i.e. assessing a Skill requires a different form of 
assessment than testing Knowledge or measuring Attitudes).  The content of section 1.2 in 
this Guidance on Initial KSA (1.3.4) can be referred to again at this stage.   

 

29. Assessment Specification (ASpec) – 2.4.2.  While the AStrat gives an overview of 
the training assessment, where testing is required, the detail is provided in the ASpec.  An 
ASpec is defined as a specification describing the organisation, type of test, marking details, 
pass/fail criteria for the assessment of TOs and the consequences of failure.  It provides 
practical details required to assess the achievement of the Standards specified by an 
associated TO.  The suggested format for an ASpec is at Annex I.  The factors listed in 
Table 10 should be considered. 
 
Assessment 
number/title 

All tests should be uniquely identifiable.  The test title should indicate 
the test purpose and relate to the course name 

Programming of 
assessment 

The ASpec is to indicate when the test is to be conducted.  When 
programming a test consideration should be given to the type of test, 
scheduling of the course and to the most appropriate testing pattern 

Type of assessment The ASpec must detail the type of test being employed, such as, 
Practical, Theory (Written), Theory (Oral), Formative or Summative 

Duration of 
assessment 

The ASpec must detail the maximum time allowed for the trainee to 
complete the test.  Adequate time must be allowed to complete the 
Performance being tested and incorporate recognised special 
requirements such as Specific Learning Differences (SpLD).  Where 
appropriate, time allocated should reflect the time taken to complete 
the task in the workplace with allowance for lack of experience/practice 

TOs and EOs 
assessed 

All TOs, and where applicable, EOs covered by the specified test are 
to be detailed on the ASpec 

Marking details The ASpec must contain sufficient detail to show how the test is 
marked, the aim being to achieve maximum reliability in marking.  This 
is best achieved through the provision of marking guides and 
checklists, which should be referenced 

Assessment criteria The assessment criteria stated in the ASpec are to reflect the Standard 
specified in the FTS.  Consideration should be given to whether the 
same criterion applies to all parts of the test, such as, a test requiring 
an overall 80% mark may require 100% on safety related items 

Consequences of not 
meeting the 
assessment criteria 

The consequences of not meeting the assessment criteria, including 
repeated unsuccessful attempts, must be specified.  The requirement 
for trained workforce and training review policy are to be considered.  
Consequences may include repeating the training course, withdrawal 
from training, re-categorisation, remedial or further training and 
practice under supervision 
 

 
Table 10: ASpec Factors 

 
30. Testing terms and concepts.  The following terms and concepts apply to testing: 
 

a. Purpose.  The main purpose for testing is achievement measurement.  This is 
designed to measure trainee learning and to use the measure taken as a basis for 
assessment (e.g. a Service person who dons a GSR in fewer than the requisite number 
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of seconds (measurement) is deemed to have passed that element of the CBRN test 
(assessment)). 

 
b. Test suitability.  The main factors affecting test suitability can be considered 
under: 

 
(1) Test validity.  Defined as the extent to which a test measures what it was 
designed to measure. 

 
(2) Test reliability.  Defined as the extent to which a test will provide the same 
measurement when it is repeated.  To be considered reliable, a test must 
measure consistently and accurately. 

 
(3) Test usability.  A test may be valid and reliable but will not feasible if it is 
impracticable to implement.   

 
a. Formative and summative assessments.  Assessment (or test) results are 
sources of information that can be put to many uses.  Tests can be classified by the 
type of assessment made using the results: 

 
(1) Formative assessment. Also known as progress tests, formative 
assessments are administered at intervals during a training activity to gain data 
for feedback to trainees (and trainers) on trainee progress.  They provide the 
basis for action to be taken by both parties to promote trainee success.  The 
outcome of the assessment is to determine how much progress the has made 
thus far.  Formative assessments should be used regularly to make trainees 
aware of their achievements and the areas in which they need to improve further. 

 
(2) Summative assessment.  Summative tests are used to determine whether 
trainees have achieved the TOs, or significant EOs, which are deemed 
prerequisite to further training.  They provide the required data to assign pass/fail 
grades and are conducted at the end of training or at the end of each 
stage/module of training.  The outcome of the assessment is to determine 
whether the individual is competent to carry out the Role without supervision. 

 
b. Frames of reference.  Tests are designed as instruments to measure trainee 
Performance and ability.  Like any measurement tool, tests require a frame of 
reference in which to operate, otherwise the measurement cannot be quantified.  
Tests can be categorised as using either of the following frames of reference: 

 
(1) Criterion reference.  These tests measure whether a trainee has achieved 
a certain Standard.  The trainee either passes or fails by reference to the criteria 
set in the test (e.g. criterion referenced tests are the driving test (theory) and the 
driving test (practical)). 

 
(2) Norm reference.  These tests measure a trainee’s relative standing against   
their peers.  They are used to rank or order trainees rather than measure the 
achievement of specific objectives.  Once ordered, trainees may then be grouped 
into specific classes or grades 
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c. What to test.  Trainees should at some point demonstrate that they can meet 
the required Standard of Performance for each TO.  If areas are not tested, the 
Customer has no guarantee that the individual has achieved the required Standard.  
However, it is not always possible to test all training outcomes.  Therefore, choices 
may have to be made, e.g. whether to test: 

 
(1) All the Skills or Knowledge? 
 
(2) All practical Skills? 
 

(3) All TOs separately and/or in combination? 
 

(4) All EOs/ KLPs? 
 

d. Test formats.  There are two main ways in which tests can be presented: 
 

(1) Practical tests.  These tests are used to test the achievement of a Skill or 
Skills, both mental and physical.  They can assess either the product of the Skill, 
or the process involved in employing the Skills and should have an associated 
checklist to ensure both reliability and objectivity in assessment. Examples of 
practical tests are Weapon Handling Tests, and simulator-based tests. 

 
(2) Theory tests.  Theory tests measure the Knowledge which supports Role 
skills by taking a sample of what must and should be known. These tests are 
usually in written form although oral tests can also be used. To achieve validity, 
theory tests require much care in construction and scoring. 

 
e. Marking of assessments.  All assessments should be conducted in a reliable 
and equitable manner.  This is to be achieved by ensuring the standardisation and 
moderation of the marking process.   

 
(1) Standardisation.  Defined as a methodology for ensuring trainee 
responses are judged using predefined criteria, in order to provide a consistent 
basis for assessing all trainees.   

 
(2) Moderation.  Defined as a methodology for ensuring the marking of 
assessments is equitable. 

 
 

4.7 Selection of Methods and Media  
 
32. Selection of Methods & Media – 2.5.  It is important to consider the most appropriate 
and effective blend of training Methods & Media that provides the most effective balance of 
performance, cost and time in achieving the required KSA.  During Element 1 Methods & 
Media options (1.6.3) were developed and considered as part of the CBA (1.7.1), in order to 
ensure that the Options Analysis (1.7.2) recommended a training solution with realistic 
Methods & Media options.  These options should now be further refined as part of the Design 
process by exploring, in order: 
 

a. Methods.  These are the strategies or techniques used to achieve the required 
KSA. 
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b. Media.  These are the tools and means used to apply the Methods selected.   
 
33. The selection of Methods & Media should consider the requirements identified by the 
KSA Analysis (1.3.4) and the Training Audience (and Throughput) Description (1.2.2).  It 
should also consider additional factors, such as, characteristics of trainers, cost-
effectiveness, training efficiency and availability of learning resources and identified 
Constraints (1.2.3).  For individual training, training categories (1.3.6), which form part of the 
Role PS, should also inform the process of selecting Methods & Media.   
 
34. Methods. Training Methods may include lectures, tutorials, practical events and 
discussion or a combination of these.  There are many different factors that can influence 
the selection of the strategy or technique for imparting Knowledge, mental and physical 
Skills and Attitudes.  EOs (2.3), the KSA Analysis (1.3.4) Role Analysis (1.3) all contribute 
to this68.  Detail of the factors to be considered when determining the training effectiveness 
of different Methods is at Annex L. 
 
35. Media factors.  The process of selecting training Media requires a good understanding 
of the EOs and knowledge of the available resources.  The main consideration in selecting 
appropriate Media must always be its effectiveness in supporting learning (both initial 
acquisition and refresher).  Although the quality of ‘presentation’ must not be neglected, 
what really counts is content (consider: are the Media capable of presenting training stimuli 
for learning?).  Often one medium is not enough for presenting the stimuli required and so 
a multimedia or ‘blended learning’ approach is required. Detail of the different characteristics 
of Media that should be considered are at Annex L. 

  
36. Methods & Media selection process.  The selection of the most effective and efficient 
way to meet a training requirement involves identifying a range of possible training solutions, 
in terms of the Methods & Media options, that can be used.  The choice of options will be 
dependent upon the requirement, training policy, training throughput and established good 
practice.  These options are then evaluated by comparing the training and cost-effectiveness 
of each option (1.7.1), from which the most suitable solution can be chosen and 
recommended with supporting justification. 
 
37. The DLE is the primary Virtual Learning Environment for Defence and should be 
considered in the first instance to facilitate various methods and media as part of a blended 
approach. Defence Direction for Technology Enhanced Learning (TEL) is contained within 
Volume 6. 
 
38. A particular training option may appear to be best suited to a particular training activity 
but can only be adopted as the solution if all resourcing issues (effectiveness, workforce, 
equipment and facilities etc) combine to produce the most effective, efficient and economic 
overall through-life package.  It is therefore important to determine the personnel, facilities 
and equipment required to train, and cost them over the lifetime of the training activity 
including Design, Delivery and Evaluation.  Cost-effectiveness can be analysed at a simple 
level by comparing costs for a number of different areas.  Examples where appropriate are: 
 

a. travel and subsistence costs. 
 

b. training equipment hardware/software (initial costs and running costs). 
 

 
68 Training Optimisation Final Technical Report provides descriptions of training interventions which appear to 
have value for enhancing training. 
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c. equipment maintenance costs. 
 

d. training materials and production of their cost. 
 

e. classroom overheads. 
 

f. accommodation and food where appropriate. 
 
39. When assessing a training solution, it is important to make the estimates as accurate 
as possible and record the actual costs incurred in order to provide a basis for estimates in 
the future.  Advice should be sought from Finance Teams.  Once cost and training 
effectiveness data have been gathered a balance should be made between the two.  This 
may involve a broad qualitative comparison that assisted in the selection of the 
recommended training solution 69 .  The selection and subsequent development of the 
training solution should include the following elements: 
 

a. A list of Methods & Media considered. 
 

b. A description of the Methods & Media options that will partially or fully meet the 
training requirement, as described by the TOs. 

 

c. An estimation of the relative effectiveness of each Media option. 
 

d. The training penalties of each option stated in terms of the degradation of the 
Performance, Conditions and Standards as specified by the TOs. 

 
e. A refinement of the CBA (1.7.1) using a broad order of costs. 

 
 

4.8 Learning Scalar  
 

40. Learning Scalar – 2.6.  In order to assist with the development of the LSpec, it may 
be useful to order any EOs and KLPs (2.3) that are linked to the TOs (2.1), into a scalar that 
will assist in the sequencing of the training activity.  A Learning Scalar will also help to teach 
in order (building KSA), prepare lesson plans/events, and develop the LSpec.  An example 
is at Figure 5, note that EOs/KLPs can be expressed either vertically (taught in that order), 
or horizontally (taught in any order). 
 

 
69 This activity was initially conducted in Element 1 as a CBA (TNA Stage 2, 1.7.1). 
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Figure 5: Example of a Learning Scalar 

 

 
4.9 Learning Specification 
 
41. Learning Specification (LSpec)70 – 2.6.  A key Aspect of the Training System is its 
execution, i.e. the training being delivered to trainees.  It is therefore at this stage that the 
result of the previous Analysis and Design stages are brought together to enable the trainer 
to produce lesson plans to ensure effective training wherever it is delivered.  This is done 
through the generation of LSpecs; the main purpose of which is to control the execution of 
training i.e. what is taught and how it is taught. 
 
42. LSpecs are produced from the outputs from the Design stages covered previously that 
produce an AStrat and Methods & Media selection.  The Defence format for LSpecs is at 
Annex J.  Depending on the nature of training, LSpecs can be succinct or very detailed. 
They contain the details of the EO and associated KLPs, the relevant assessment/test, 
Method & Media selected, time allocated and resource requirements and essential 
references.  Thus, the lesson, or event, to be delivered and all the information needed by 
the trainer to deliver training, including the structure and sequence of training, is contained 
within the LSpec.  It covers 2 main areas: administrative details of the course, and the 
execution parts of the training delivery.  There may be more than one execution part if there 
are a series of lessons, or events, required to achieve a single EO. 
 
43. The most important part of the LSpec is the Development section (within the Execution) 
as it deals with the material to be taught and includes the structure of the main body of the 
lesson, or event, via the sequencing and development of KLPs.  It should include all 
essential information on content with reference to the use of any Methods, Media and 
teaching activity.  Each LSpec should be based on an EO which contributes to the main TO.  

 
70 The term ‘Learning’ has replaced ‘Instructional’ to denote that the specification will seek to generate a 
learning environment, rather than be conducted as just a process to simply enable instruction, or training. 
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However, there may be instances where more than one EO is covered within one LSpec 
(where the material is very closely related) and should therefore be taught as an integrated 
whole.  An LSpec may also cover more than one lesson or event. 
 
44. The main components that contribute to any LSpec are summarised in Figure 6. 
 

 
 

Figure 6: LSpec Contributing Components 
 

 
45. A suggested procedure for writing LSpecs is summarised in Table 11 and a more 
detailed LSpec is at Annex J. 
 

Action Data Source Comments 

Select the EO(s) for the 
lesson/event 

KSA Analysis Lessons may have more than 1 
EO.  EOs may require more than 
1 lesson to cover 

 

Select the KLPs for the EO KSA Analysis EO 
Standards 

Refer to the EO Standards 

Place the KLPs in a logical 
sequence 

KSA Analysis 
 

 
 

Conduct Method & Media 
analysis on the EO 

Method & Media 
selection 

Training Categorisation 

Training Categories will give 
guidance on amount of emphasis 
to be placed and Method & Media 
to be employed 

 

Development part of the LSpec TOs / EOs 
SME input 
Training Categorisation  

Compile each lesson in sequence 
building in all the necessary 
information.  Training Categories 
will give guidance on amount of 
emphasis to be placed during 
training 

 

Administration part of the LSpec LSpec development 
ASpec 
TO /EO Conditions 

Resources, test details, timings, 
can be identified from the data 
sources 

 

 
Table 11: Suggested LSpec Writing Procedure 
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46. Management of LSpecs.  If there is an inconsistency in what is taught, trainees may 
fail to achieve the KLPs, EOs, TOs and consequently the FTS.  A system is required by 
Training Providers to ensure that LSpecs are controlled and managed.  Management of the 
LSpec is important to ensure: 
 

a. a recognised amendment procedure to avoid unauthorised changes. 
 
b. the correct issue of an LSpec is being used. 
 
c. a record is kept of the current amendment state. 
 
d. an auditable record of the LSpecs used for any course instance. 

 
 

4.10   Training Design Review  
 
47. Training Design Review – 5.8.  A review of the training design completed so far is 
important in order to ensure that it has generated the outputs necessary to deliver a 
successful training activity, with the optimum blend of Methods & Media, based upon the 
training need.  It also ensures that the training design process has adhered to the 
appropriate Design stages and checks those processes against the specific training 
requirement.  It is also important that the management and governance processes allow 
differing groups and teams involved in the Delivery stages to be kept aware of each other’s 
progress, updated and generally communicated with as required.  The key components of 
a training design review are: 
 

a. Design inputs.  The inputs relating to Performance requirements should be 
reviewed periodically for continuing validity.  They may include: 

 
(1) Core and functional Performance requirements. 
 
(2) Applicable statutory and regulatory requirements. 
 

(3) Information derived from previous, similar design activities. 
 

(4) Organisational requirements essential for design. 
 

b. Design outputs.  Provided in a form that enables them to be checked against 
the design inputs and approved prior to release. They may include: 

 
(1) Appropriate information for the acquisition of training solutions, the delivery 
of training, the assessment of the trainee, the accreditation of the training and the 
evaluation of the Design process itself. 
 
(2) The agreed TOs (between the TRA and TDA). 
 

(3) Where applicable, the prerequisites required by the trainee prior to the 
commencement of the training activity (trainee entry standards). 
 

(4) The KSA of the trainee on completion of the training activity. 
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c. Design stage review.  At defined intervals, systematic reviews of each stage of 
the Design Element should be performed in order to: 

 
(1) evaluate the ability of the results of the Design stage(s) to meet 
requirements specified in the TOs. 
 
(2) identify any problems/issues and propose necessary remedial actions. 
 
(3) maintain Quality Records. 
 
(4) ensure that resulting training activity is capable of meeting the requirement.  

 
d. Control of Design changes.  Design changes should be identified and 
reviewed, verified and approved by the appropriate authority (such as the TRA, 
and/or the CEB) before implementation.  The review of design changes should 
include evaluation of the effect of the changes on related design activities and/or 
related training outputs already being delivered.  Alterations or additions to a training 
activity, to enable trainees to obtain an external qualification should not compromise 
the achievement of Defence outputs or training outcomes.  Records of the results of 
the training design review and any necessary actions should be maintained by the 
TDA. 

 

 

4.11   Training Authorisation Document – Confirming the Ready for 
Training Date  
 
48. TrAD – 5.9.  Following on from the initial raising of the TrAD at the end of Element 1, 
Stage 1 (5.2), and now that the Design stages (Element 2) are complete, formal authority to 
begin training is to be sought.  This is done by the TRA and relevant stakeholders updating 
the TrAD and formally endorsing it (usually at a CEB).  The RFTD should also be confirmed 
and used to refine trainee throughput planning (1.2.2) and pipeline management (5.4) 
conducted during Element 1.  The format for a TrAD is in Annex D. Without TrAD 
endorsement, Element 3 (Delivery), cannot commence. 
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5 Defence Guidance on Training Delivery 
 

Policy Sponsor: TESRR, CDP 
 
The delivery of training should be conducted: 
 

• iaw SOTT for the defined training activities and associated trainee throughput 

• with Defence Trainers that are fit for purpose 

• prepared and delivered iaw with current and approved training documentation 

• iaw programmed and scheduled activities 

• with the appropriate personnel, equipment and environment 

• with documented risk assessments of the training environment and activities, recorded 
in training 

• documentation and available at the point of delivery 
 
Trainees are assessed iaw with the approved strategies and specifications and quality 
control. Appropriate remedial training is programmed and resourced iaw Assessment 
Strategy. 
 
Attendance records and results of assessments should be maintained.  Management of 
externally accredited training is to be iaw the regulations of the awarding body. 
 
Training deficiencies should be captured, and the appropriate governance body informed. 
 
Procedures should be maintained to verify that trainees have met any prerequisite standards.   
 
Appropriate trainee and trainer induction is documented and effective welfare, pastoral and 
learning support is provided.   
 
Newly designed training should be piloted, data collected to allow training to be adapted as 
necessary. 
 
Training delivery should follow processes set out in a Training Quality Manual endorsed by 
the CEB.  
 
Key publications: 
 

• SOTT 

• Learning Specifications (LSpec) 

• Assessment Strategy (AStrat) 

• Assessment Specification (ASpec) 

• Training Quality Manual (TQM) 
 
 
 

5.1 Introduction 
 
1. This section provides Guidance on the processes and outputs associated with the 
delivery of the training activity, which is Element 3 of the DSAT process, as illustrated in 
Table 12. 
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Element 3 - Delivery Activities 
DSAT / MTS 
Reference - 

Hyperlinks to policy 

Statement of Training Task (SOTT)  5.10 

Defence Trainer Capability (DTC) 3.1 

Preparing Training 3.2 

Lesson / Event Planning 3.2.1 

Assessment of Learning 3.2.2 

Remedial Training Strategy 3.2.3 

Programming, Scheduling and Resourcing of Training 3.3 

JPA Competences / Qualifications / TAFMIS / DLMC 3.3.1 

Commander’s Risk Assessment (CRA) 5.11 

Piloting of Training Activity (3 Stages) 3.4 

Management of Training Deficiency (Inability to train / failure of training) 3.5 

Training Quality Manual (TQM) 5.13 

Training Quality Policy, Training Targets and Quality Records 5.13.1 

Trainee and Trainer Management (with supervisory Care Directive (SCD)) 5.14 

 
Blue shade box = MTS activity Orange shaded box = DSAT activity Bold = Mandatory activity 

 

Table 12: DSAT Element 3 Inventory of Activities 
 
2. Learning does not start and finish on a training course.  An agile force is one whose 
people learn continuously, from experience and from each other, as well as from training 
courses.  Learning in the workplace is just as important as learning on a course and requires 
the support of qualified trainers.  Whether in the workplace or a training establishment, the 
underlying principles and standards for the delivery of Defence training remain the same. 
Training provision is the process conducted by the Training Provider that enables and allows 
trainees to learn.  It is the outputs that ensure trainers are trained, learning activities are 
piloted, programmed and resourced, learning is prepared for, training deficiencies are 
managed, risks are assessed, and trainees are appropriately cared for.   

 
3. It is expected that the Training Provider will take the lead on the DSAT activities, 
processes and outputs required to be completed during Element 3 (Delivery).  The Training 
Provider will also be expected to ensure that those activities that it deems critical to the 
development of the Training System are conducted; most notably the production, on behalf 
of the TDA, of the SOTT which when endorsed, sets the training task to be delivered.  The 
Training Provider is ultimately responsible to the TDA, the TRA and Customer for the work 
conducted during this Element. 
 
 

5.2 Statement of Training Task  
 
4. Statement of Training Task (SOTT) – 5.10.  Once accepted by the appropriate 
governance body (such as the CEB), the SOTR is used as the source document to develop 
the SOTT.  The purpose of the SOTT is to allow the Training Provider to take the agreed 
output-based requirement and develop it into a deliverable training solution for the following 
year.  In addition to the information already contained in the SOTR, the SOTT should 
contain, as a minimum: 
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a. The training activity profile (number of courses/exercises etc with start and 
finish dates). 

 
b. The total trainee input number and the disaggregated number of trainees by 
training activity. 

 
5. The SOTT may differ from the SOTR.  In-year changes to the SOTT should be 
managed by the CEB but an audit trail is to be maintained by both the CEB and the SOTR 
Coordination Organisation to show why differences have occurred.  Where differences occur 
within a contractual arrangement, penalties may apply.  Although not an exhaustive list, the 
following issues may result in changes to the SOTT from what was originally endorsed in 
the SOTR: 
 

a. Funding bid when the SOTR was agreed is not successful. 

 
b. Impact of any Urgent Operational Requirements (UORs). 

 
c. Changes to the Role PS. 

 
d. Results of InVal. 

 
e. Any potential long-term gapping of trainers. 

 
f. Impact of in-year funding constraints. 

 
g. Recruiting targets not being met. 

 
h. Impact of operational tempo. 

 
i. Historic failure rates in determining input to achieve output SOTR. 

 
j. Loss or failure of training resources / facilities during the training year. 

 

 
5.3 Defence Trainer Capability  
 
6. Defence Trainer Capability (DTC) – 3.1.  The DTC will deliver Defence Trainers that 
are fit for purpose71.  Trainers72 are not only the focus for teaching knowledge and skills but 
also for inspiring, encouraging, supporting and challenging trainees, through strong 
leadership, role modelling and coaching.  Well-motivated trainees become independent 
learners, who continue to regulate their learning wherever they are.  Whatever their ability 
levels, trainees require regular feedback and support to help them assess their knowledge 
and skills so that they can learn to identify and set their own goals for further professional 
development. Detailed information can be founded in Chapter 7 and Annex O 

 
71 Detail regarding the DTC training interventions is contained in Chapter 7, Section 7.2. Information relating 
to who should attend which training interventions and the course dates is published regularly in the DCTS 
training courses DIN. 
72 Trainers can carry out many roles be they in training establishments, the workplace and mentoring. 
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5.4 Preparing Training  
 

7. Preparing training – 3.2.  Preparing training ensures that the Training Provider, and 
specifically the trainer, has completed preparation for the delivery of the lesson.  This 
includes the use of the LSpec and ASpec to generate lesson or event plans and 
assessments suitable to the training environment.  Consideration should also be given to 
the development of a remedial training strategy. The effectiveness of training delivery will 
be measured by the Training Provider and appropriate governance body according to 
whether the intended outcomes (the TOs) have been achieved successfully.  This is 
determined through the formal assessment process, but there will also be other, indirect 
outcomes of training (e.g. motivation to learn and creating independent learners) which will 
need to be considered when planning and preparing effective training.  These are not as 
easy to measure, but they are important if trainees are to perform to the best of their ability.  
To ensure that all the desired outcomes are achieved when preparing training, the following 
principles of training delivery73 should be applied: 

 
a. Trainer as role model: 

 
(1) Training is underpinned by leadership; therefore, one of the key principles 
of Defence training delivery is that Defence Trainers must act as role models for 
their trainees.  Effective learning relies upon trust: trainees must trust that their 
trainers are truthful, equable and consistent in what they say and how they 
behave.  Trainees, and in particular recruits, will often emulate their trainers’ 
behaviours either consciously or subconsciously, and can pick up good or bad 
attitudes and behaviours in this way.  Trainers, therefore, should be models of 
integrity and good practice from which their trainees can learn. 

 
(2) The Defence Trainer Competency Framework (DTCF) sets out the 
requirement for “trainees’ attitudes and behaviours to be shaped by the trainer’s 
example” in Competency Group 1. Competency 1.1 links role modelling to single 
Service Core Values and standards, behaviour, bearing and dress and showing 
respect for others, while other trainer behaviours relevant to role modelling are 
identified within the remaining competencies for that group, e.g. leading trainees, 
actively promoting Diversity and Inclusion, maintaining discipline, fostering a safe 
and supportive environment to ensure trainee welfare. 
 

(3) While single Service Core Values and Standards provide the basis for role 
modelling, the Defence Code of Practice for Trainers gives guidance on the codes 
and boundaries which must be applied to ensure that training remains safe and 
effective for all.  This document is therefore an important reference for training 
staff and should be made widely accessible in training establishments.  Single 
Services may also have their own codes of practice in training, which support and 
enhance the direction given by Defence. 

 
b. Learner-centred training: 

 

 
73 Further advice on the trainer’s responsibilities for the preparation and delivery of training can be sought from 
the Defence Centre of Training Support (DCTS).  The topic is also covered in DTc training.  

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/Different%20Formats/Forms/AllItems.aspx?id=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29%2FDTEG%202%20Defence%20Trainer%20Capability%20v1%20Sept%202022%2Epdf&parent=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29
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(1) Trainers need to provide training in a way that recognises trainees’ life 
experiences and allows them to take ownership of their own learning74.  In this 
way, they are motivated to learn and become independent and ‘agile’ learners. 
 

(2) Learner-centred training means enabling trainees to actively take part in 
their learning, rather than passively receiving instruction.  It means teaching 
trainees how to think and solve problems by drawing on their past experiences, 
using common sense and logic to research and evaluate evidence, then reflecting 
on their findings to reach conclusions.  Learner-centred training uses active 
training techniques and lets trainees learn from each other and from their own 
mistakes.  It promotes deeper learning, which is meaningful and memorable, 
rather than surface learning which is easily forgotten.  It is the most effective and 
efficient way to provide learning. 
 
(3) The DTCF sets out the requirement for “learning events to be learner- 
centric and structured to the learning process,” in Competency Group 2 and the 
requirement that “individuals are actively engaged in the learning process” in 
Competency Group 4.  Application of the Present, Apply, Review (PAR75) model 
is identified in Competency 2.1 as appropriate for the promotion of active learning.  
Competency 4.1 identifies the need for trainers to manage both individual and 
group needs during learning events. 
 
(4) The PAR model is chosen by Defence as the easiest to understand and 
employ.  It should be used as the basis for planning and facilitating all lessons.  
Trainers should reflect regularly on how learner-centred their lessons are and 
share good practice where a particular learner-centred approach has worked well 
(or even if it has not).  They should also seek feedback from their trainees on 
which methods and techniques are most effective from their point of view.  The 
PAR model reflects Kolb’s Learning Theory, which is that people learn from 
reflecting on their experiences, i.e., they do something and reflect on how 
successful it was, in order to draw conclusions, supporting by the trainer, on what 
they will do differently next time.  Whilst having the experience themselves is 
preferable, if this is not possible, then the next best option is to consider the 
experience that somebody else has had, reflect on how successful it was, and 
draw conclusions, supported by the trainer, on how they will do it differently to be 
more successful.76 

 
c. Self-regulated learning: 

 
(1) Making training learner-centred also encourages trainees to self-regulate 
their learning, i.e. they monitor their own knowledge and skills and make 
decisions on how they can progress.  Trainees who self-regulate their learning 
are motivated to learn through-life and are confident of their ability to learn, and 
so they are more likely to take action to remain competent and current in their job 
role.  Trainers can teach trainees to self-regulate by prompting them to set and 
reflect on individual goals, using feedback to then identify and review what they 
did to achieve the goal.  Concentrating more on what the trainee did (or did not 
do), rather than the actual outcome, helps to develop these self-monitoring 

 
74 The art or science of teaching adults is often termed ‘andragogy’ (Greek for adult-leading) as opposed to 
pedagogy (child-leading) which is a more traditional trainer led approach to training. 
75 Petty, G. (2009). Evidence Based Teaching (2nd ed). Nelson Thornes. 
76 Social Learning Theory, e.g., Bandura (1977). 

http://cui5-uk.diif.r.mil.uk/r/352/SPT/DAIT%20Project/20140701%20-%20DTCF%20Enclosure%205%20Self%20Regulation.docx
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capabilities.  Learning from mistakes is also a very effective tool in self-regulated 
learning and trainees need to be given the freedom to make mistakes where 
safety, time and resources permit.   
 
(2) The DTCF sets out the requirement for “learning events to meet both 
organisational and individual goals” in Competency Group 2 and the requirement 
for trainees to “set realistic personal goals based on self-assessment and 
constructive feedback” in Competency Group 4.  Competency 2.2 requires the 
trainer to apply the 5 components77 of the self-regulated learning process and 
Competency 4.2 highlights the importance of goal setting, feedback and learner 
self-reflection.  Trainers should aim to use these basic coaching techniques both 
when delivering lessons and when working with individual trainees. 

 
d. Inclusion in training: 

 
(1) Trainee performance is directly related to trainee potential and to any 
barriers which prevent them from performing effectively.  All trainers will be 
required to work with a mix of trainees who may be affected by one or more of 
these barriers.  Failure to address this can have a significant impact on trainee 
motivation, performance and retention.  Trainers must therefore ensure that 
everyone has the same opportunity to learn, develop and succeed.  That means 
preventing barriers from arising where possible and helping individuals to deal 
with barriers when they do arise.  This is known as inclusion in training.   

 
(2) The DTCF sets out the requirement for learning events to be “aligned with 
trainee motivation” and for resources to “actively engage the learner” in 
Competency Group 2.  The requirement for trainees to “feel supported and able 
to relate their learning and development goals” and that their “achievement is 
used as a motivational tool” is set out in Competency Group 4.  All the 
competencies in Group 2 and Competency 4.1 and 4.2 highlight the importance 
of considering both group and individual needs when planning, preparing and 
facilitating learning.   

 
(3) Lessons should be planned to provide both support and challenge for 
trainees, so that all ability levels can achieve progress.  Trainers must be able to 
support trainees in dealing with a range of different barriers to learning, including 
those linked to welfare, discipline and specific learning needs.  Where the barrier 
is linked to trainee attitude, e.g. confidence, motivation or stress, the trainer will 
use coaching techniques to assist the trainee in dealing with this. 

 
e. Technology in training: 

 
(1) Learning technology can also help the promotion of self-regulated learning 
by providing easy access to learning resources, for example through a Virtual 
Learning Environment (VLE) such as the DLE.  Giving trainees access to learning 
resources outside of the classroom promotes independent learning skills and can 
encourage deeper study of a subject.  Where in the past trainers would have 
encouraged further reading by providing trainees with handouts and references 
to textbooks, technology now opens up the possibilities and provides a much 
wider range of resources that are often more engaging and accessible. 

 
77 Readiness, Resourcefulness, Resilience, Reflectiveness, Responsibility. 
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(2) Learning technology offers significant benefits to learning provision; 
however, in all cases the principle of appropriateness must be applied.  The 
DTCF sets out the requirement for the trainer to identify “appropriate opportunities 
for the use of technology enhanced learning resources” in Competency 2.3 and 
the requirement to draw on “a range of appropriate delivery methods and media, 
including new and emerging technologies” in Competency 4.1.  
 
(3) Advice and guidance on developing TEL can be obtained through the 
Knowledge-Hub on the DLE or through MODNet. 

 
f. Standardising training: 

 
(1) In order to ensure that training is analysed, designed, delivered and assured 
to a set standard, Defence uses the Defence Systems Approach to Training.  A 
great deal of work goes into the design and development of training to make sure 
that it is relevant, realistic and prepares Defence personnel properly for the jobs 
they have to do.  Well-designed training, however, can still fail if it is not delivered 
in the way it was intended.  Training deliverers must therefore comply with the 
specifications of the training design when they deliver their lessons.  The DTCF 
sets out the requirement for trainers to employ “relevant DSAT course 
documentation to identify desired learning outcomes” in Competency 2.1 and to 
adapt “delivery according to trainee response while still achieving planned 
outcomes” in Competency 4.1.  Trainers must ensure the overall objectives, or 
the lesson are met and that the relevant Learning Specifications (LSpecs) and 
Assessment Specifications (ASpecs) are adhered to. 
 

(2) Course documentation (specifically the LSpec, AStrat and ASpec) is the 
trainer’s crucial link to the DSAT process.  It provides the authority to deliver 
standardised training and forms the basis for the production of course 
programmes, lesson plans and assessments.  Training must be delivered in 
accordance with the relevant specifications and so if any part of the course 
documentation is not available for a specific course or lesson, trainers should 
inform the course manager immediately.  Examples of documentation templates 
can be found in the Annexes.  Trainers or trainees may highlight issues with 
training content, for example, pertaining to currency or relevance.  In this case, it 
is important to use the DSAT system correctly to highlight shortcomings.  
Alterations to Training Objectives (TO), Enabling Objectives (EO) or Key Learning 
Points (KLPs) within the course documentation can only be achieved by following 
local course change processes, which must include the Training Delivery 
Authority.  Trainers must be absolutely clear on their boundaries when adjusting 
lesson content and should be fully briefed on the process for requesting updates 
or amendments to course documentation.  

 
8. LSpec.  LSpecs contain the information the trainer needs to deliver training, including 
the structure and sequence of training (as detailed in the Learning Scalar).  The main 
purpose of the LSpec is to control what is taught and how it is taught.  The trainer should 
teach all of the KLPs as specified in the LSpec.  If there is an issue with the KLPs (e.g. if 
they are no longer current or relevant) then the DTS, DTM or Chain of Command should be 
informed.   
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9. The manner in which the KLPs are delivered is determined to some degree by the 
LSpec, but there is flexibility for the trainer to impart their own style and experience.  If it 
seems that the LSpec is too prescriptive and is limiting the trainer’s ability to deliver the 
training effectively, then this should be discussed with the DTS, DTM or Chain of Command.  
 
 

5.5 Lesson / Event Planning  
 
10. Lesson / Event planning – 3.2.1.  Lesson/event planning is an essential part of the 
training delivery process.  A good lesson plan considers all the needs and expectations of 
the training audience (1.2.2), prepares for any ‘what ifs’ and enables the trainer to feel 
confident that nothing has been left to chance.  Lesson/event plans must be based on the 
LSpec and take a learner-centric approach.  They are created by the trainer using the LSpec 
and a trainer should request support in developing their Lesson Plan should they need it.  
78.  Supplementary guidance on lesson / event planning can be found in Annex M. 
 

Motivators Demotivators 

Time for reflective feedback is included Feedback is either delivered to the trainee, or 
not delivered at all. 

Recognition of achievement/progress Repetition of previous training 

Pride in self and/or team/unit                      Fear of failure (low self-belief)              

Comparison with peers        Poor relationship with trainers    

Previous high performance  Previous poor performance/assessment   

Training has relevance for trainee           Training seems irrelevant or pointless 

Training is challenging but achievable  Training is too difficult or too easy 

Delivery Methods are engaging/strong 
trainer role model 

 

Delivery Methods are overly trainer-centred 

 
Table 13: Training Motivators and Demotivators 

 
a. Trainee interaction.  Even with full use of TEL and flipped classrooms to 
minimise lecture time in the classroom, some events in training may still need a more 
directed delivery approach.  This is to be avoided whenever possible not least because 
it is the learner-centred approach that ultimately helps the trainee to develop 
confidence and competence.  Facilitation of learning means the trainer will relinquish 
much of the power but none of the overall control.  A good trainer should be able to let 
the trainees direct the pace and content according to their abilities while ensuring that 
the KLPs are still drawn out.   

 
b. Confirmation of learning outcomes.  It is not enough just to deliver the 
lesson/event according to the LSpec; for training to be effective the trainer also needs 
to know that learning has actually taken place.  It is therefore important to plan not only 
the activities but the Methods of confirming learning outcomes.  This can be achieved 
by question and answer sessions and observing individual activities or by quizzes, 
tests or trainee summaries. 

 
11. Lesson planning considerations for the workplace environment – 3.2.1.  Whilst 
the generic guidance above on lesson planning is relevant to all training environments, there 

 
78 Examples of lesson plans are on the DLE 
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are some special considerations for training that is undertaken in the workplace.  See 
Chapter 10 for detailed information. 
 
12. Assessment of learning – 3.2.2.  Assessment is an essential aspect of any training 
which must be properly understood and applied.  Assessment requires the trainer to 
determine whether learning has occurred which requires making a judgement on trainee 
Performance and progress, then to decide whether the trainee is sufficiently competent in a 
particular Role or Task to be qualified for employment and/or work with or without 
supervision.  The proper conduct of assessment in training can have a major impact on 
training time and resources, but ultimately will contribute directly to Defence outputs.  
Trainers should be able to administer assessments in training in a fair, valid and reliable 
manner in accordance with the AStrat and ASpecs.  This is achieved through the use of an 
up-to-date ASpec when planning an assessment; assessing all of the EOs and KLPs as 
specified in the ASpec and not make any changes that alter these; as well as the 
standardisation of conduct and moderation of marking: 
 

a. Standardisation.  Standardisation is achieved by adhering to the direction given 
in the AStrat and ASpecs.  If an assessment is conducted using the same instructions 
every time, all trainees should receive exactly the same assessment, regardless of 
when, where and by whom the assessment is conducted. 

 
b. Moderation.  Moderation of marking can help to ensure that the marking of 
assessments by different trainers is equitable and fair. For example, by having a 
proportion of assessments marked for a second time by a different trainer without first 
seeing the original score or grades awarded; the resulting scores are then compared 
for consistency.  Where scores do not agree, trainers should consult with other trainers, 
and as a team, identify where the problem may lie. Any problems with the marking 
criteria should be highlighted to the DTS, DTM or Chain of Command.   

 
13. Assessment of learning considerations in the workplace environment – 3.2.2.  
Whilst the generic guidance on assessment of learning is relevant for all training, there are 
some special considerations for the workplace training environment. See Chapter 10 for 
detailed information. 
 
14. Recording assessments.  Recording assessments in all training environments 
provides: 
 

a. A record for each trainee which includes a summary of all test results (both 
formative and summative), as well as a record of action taken, such as counselling 
notes or copies of written warnings.  This record is then used to guide the trainee’s 
report. 

 
b. A table consolidating all the summative test results for all trainees.  This record, 
accumulated over several repetitions of a training activity, provides valuable 
information for InVal of training in general, and evaluation of tests in particular. 

 
c. Supporting information for the assurance (audit, evaluation and inspection) and 
accreditation of training. 

 
15. Remedial training strategy – 3.2.3.  Consideration should be given to developing a 
remedial training strategy (which would form part of the overall AStrat) that is appropriately 
programmed and resourced.  There is further Direction on Remedial Training in Chapter 8.   
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16. Improving training. Training Providers have responsibility for day-to-day 
management of the InVal process for training, including management of the assessment 
strategies and feedback mechanisms used.  Trainers must make sure that they understand 
the local procedures for internally validating training.  More detail on InVal is given in Chapter 
6. 
 
 

5.6 Programming, Scheduling and Resourcing of Training 
 
17. This activity ensures that the key requirements for the successful programming and 
scheduling of training, as well as factors that affect resourcing (such as workforce, 
infrastructure and environment), are taken into consideration. 
 
18. Programming training – 3.3.  The Training Provider should produce and maintain 
an annual programme of all training activities.  Any changes which arise within the current 
Training Year (TY) should also be reflected in the annual programme of training activities.  
There is no suggested methodology for programming; A common sense approach should 
be used and a clear understanding of the freedoms and constraints available to 
programmers will ensure that training activities: 
 

a. Use available resources efficiently and to maximum effect; 

 
b. Match the most effective and efficient Method & Media to the desired learning 
outcome; 

 
c. Generate variety, stimulation and interest; 

 
d. Programme different activities intelligently (such as not programming a lecture 
directly after a session of PT) and build progressively; 

 
e. Build in time for movement, administration, rest, meals and breaks; 

 
f. Consider environmental, seasonal, weather or light factors if required (for outdoor 
practical training); 

 
g. Use a standardised programming format that builds routine and publish changes 
to the norm early; 

 
h. Simulate, replicate or use realistic or real Conditions; 

 
i. Have a method of informing trainees and trainers of unavoidable, short notice 
changes to the programme; 

 
j. Minimise the administrative or non-training burden to the trainee. 

 
19. Programming is usually carried out by a centralised design cell or Training Provider as 
a headquarters function.  In larger Training Providers it is essential that trainers adhere to 
the programme as resources will need to be carefully managed to meet the needs of a high 
number of trainees on different training activities. 
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20. Scheduling training – 3.3.  Once training activities are programmed the elements 
should be sequenced, or scheduled, in order that the training is conducted in the correct 
order to optimise both the acquisition and retention of the KSA.  This ensures that training 
is built up and TOs and their dependent EOs and KLPs are delivered in the order that 
maintains the integrity of their dependencies (i.e. that the achievement of a TO may require 
dependent EOs/KLPs to be conducted in a particular sequence in order to ensure that the 
trainees’ KSA is built up progressively).  This, however, may not always be necessary.  The 
course schedule or programme is usually produced by the Course Design Cell as part of the 
course documentation.  Particularly in larger training organisations, it is essential that 
trainers stick to the planned course schedule, as resources and classrooms will need to be 
carefully managed to meet the needs of a high number of trainees and different courses.  
Where there is a need to change the course schedule, this should always be approved by 
the course manager and trainers should aim to avoid short notice changes wherever 
possible. 
 
21. Resourcing training – 3.3.  Resourcing the training activity is intimately tied into its 
programming and scheduling.  The Training Provider, supported by the TDA and other 
stakeholders, should ensure that the activity is properly resourced.  This is in order to 
implement and maintain the Training System, continuously strive to improve its 
effectiveness, and enhance Customer satisfaction by meeting the TRA’s training 
requirements. Resources include: 

 
a. Human resource.  The personnel involved in all aspects of DSAT, particularly 
in the delivery and evaluation of the training activity should be trained and competent 
to carry out their Roles.  It is the responsibility of the TDA, enforced by the Training 
Provider, to ensure that all training staff are provided with the appropriate training 
and have relevant experience.   

 
b. Infrastructure and environment.  The Training Provider, supported by the 
stakeholders, should also determine, provide and maintain the infrastructure and 
working environment needed to achieve the trained output, which includes: 

 

(1) buildings, workspaces and associated utilities; 

 
(2) training equipment and support equipment (both hardware and software) 
and training estates (with associated facilities); 

 
(3) supporting services. 

 
22. JPA Competences/Qualifications – 3.3.1.  When competences /qualifications gained 
by the trainees are properly recorded, Workforce Authorities can ensure that the right people 
are placed in the right Roles, based upon their KSA.  Poor information management and 
capture of this information will adversely affect Defence outputs. Processes should be put 
in place to ensure the accurate and timely capture of new competences and qualifications 
resulting from the training activity.  JPA is the Defence information management system that 
captures and records this information for career and workforce purposes.  Where new 
competences, resulting from a new or changed training activity, need to be added to JPA, 
reference should be made to JSP 79479. 

 

 
79 JSP 794: Defence Policy for Administration of Personal and Professional Development (AP&PD) on JPA. 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP794.aspx
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP794.aspx
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5.7 Commander’s Risk Assessment  
 
23. Commanders Risk Assessment (CRA) – 5.11.  In addition to the ongoing process 
for assessing and registering risk, as part of the MTS, Training Providers should conduct a 
health and safety risk assessment of the training environment and all training activities.  This 
assessment should be documented, maintained as a Quality Record, recorded in the 
training documentation and made available at the point of delivery.  Trainees should be 
made aware of the risks associated with a particular training activity or training environment 
prior to the training activity taking place.  Volume 4 states the need for a CRA to be produced 
to ensure proper and appropriate risk management, and Care and Welfare support to 
trainees.   

 
 
5.8 Piloting of Training Activity  
 

24. Piloting of training activity – 3.4.  To help identify any issues or problems early, a 
pilot course should be conducted.  Piloting of a training activity is defined as, 'the first delivery 
of a newly designed training activity under ‘realistic’ conditions'.  The purpose is not only to 
prove what works, but also to highlight problem areas so they can be revised as necessary.  
Checking the training activity in this manner will ensure it is cost-effective and, therefore, 
meets the requirement.  The aim of a pilot is to establish how well the designed training 
activity performs when used for real with actual trainees.  
 
25. Planning.  Planning the pilot should take account of : 
 

a. when the pilot can be conducted? 

 
b. which trainees will be on the pilot? 

 
c. which trainers will be used? 

 
d. how much time is required? 

 
e. are all the resources available and allocated? 

 
f. what revisions can be made during the pilot? (i.e. what alternatives are 
available?). 

 
26. Pilot stages.  Ideally, there should be 3 stages to the pilot: 
 

a. Stage 1: One-to-One.  An initial assessment of the training material should be 
conducted using 1-3 SME individuals as ‘guinea pigs’. 

 
b. Stage 2: Small Group.  6-12 people, who are representative of the intended 
trainee group, undertake the training together.  Those conducting the pilot observe 
closely and frequently gather trainee and trainer opinions by questionnaires and 
interviews. 
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c. Stage 3: Field.  The first fully staffed ‘production’ course, with genuine trainees 
and all the allocated training resources and administrative support.  100% of the 
training delivered is monitored. 

 
27. In practice, resources rarely permit the full application of one-to-one and small group 
trials, and training activities tend to commence with a field trial.  Nonetheless, these 
procedures should be applied to test and revise at least those portions of a training activity 
which involve high-cost Methods & Media and/or where failure to achieve Standards has to 
be avoided at all costs.   
 
28. During the pilot, it is important to safeguard the interests of the trainees.  The trainees 
should not be disadvantaged because they attended a pilot.  The following actions should 
therefore be considered: 
 

a. trialling parts or all of the materials before the pilot (e.g. a particular demonstration 
to ensure it works and how much time it takes). 

 
b. allocate additional time to the pilot to allow for changes and revisions. 

 
c. adopt intensive InVal procedures during the pilot, so issues are identified early 
and where possible rectified. 

 
d. ensure that trainees that fail part or the whole of the pilot have the opportunity to 
be retrained and/or retested. 

 
29. Data collection. A major activity during the pilot will be data collection.  A 
comprehensive system of obtaining feedback is the only way of interpreting what is 
happening.  Table 14 provides suggested information for data collection. 
 

Ways to Collect Data Possible Questions/Observations to Assist with 
Collecting Data 

By observation of lessons/events Time used 

Training requiring clarification 

Training causing trainee hesitation 

Training drawing incorrect trainee responses 

Information from trainees during 
lessons/events 

Omissions of content 

Difficulties with concept 

Difficulties with sequence 

Typographical or spelling errors in text and other 
media 

Inadequate graphic or visual presentations 

Unclear directions 

From trainees and trainers after 
lessons/events 

Level of interest 

Level of difficulty 

Level of understanding of objective or teaching 
points 

Potentially irrelevant material 

Sufficiency of trainee practice 

Adequacy of feedback to the trainee 

Detail and clarity of directions 

Particular learning problems 

Suitability of visual aids 
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Suitability of tests 

Likes and dislikes 

Trainee confidence 

Administration 

Recommended changes 

What data is required before the training 
activity, such as, trainee entry level or 
trainer background? 

 

What Methods will be used (e.g. daily 
questionnaires, post training discussions)? 

 

Who will collect the data?  

How often will data be collected?  

What statistical methods or supporting 
software is required? 

 

  
Table 14: Data Collection Information 

 
30. It is important that the methods chosen to collect data can be used to both evaluate 
and assess the pilot.  All data collected has to be analysed to determine what conclusions 
may be drawn and what implications they may have.  The result of this process is a list of 
realistic recommendations, supported by the data that should be compiled as a report and 
submitted to the appropriate governance body (such as the CEB) for approval and action.  
The data collection and analysis for the pilot should consider: 
 

a. how will the data be analysed (e.g. using statistical methods on test results)? 

 
b. how often will the data be analysed during the pilot and recommendations 
provided? 

 
c. how will the data be presented, (e.g. bar charts, summary tables etc)? 

 
d. who will be involved in the analysis and final recommendations? 

 
31. Stakeholder involvement.  There will be a mix of stakeholders involved in a pilot80. 
Each has distinct responsibilities, but few are mutually exclusive.  The success of the pilot 
relies heavily on a collaborative approach to achieve all the tasks.  Many activities rely on 
input from more than one stakeholder. Clearly, feedback from InVal will result in changes to 
the training activity during its lifetime. It should be made clear who is responsible for 
implementing these changes and maintaining the training activity. 
 
 

5.9 Management of Training Deficiency  
 
32. Management of training deficiency – 3.5.  Managing risks to the trained output (i.e. 
the KSA of the trainees undergoing individual training) is different from assessing and 
managing risks associated with the Training System.  The responsibility for the management 
of training deficiency lies with the Training Provider.  Where risks or issues resulting from 
identified training deficiencies cannot be mitigated by the Training Provider such training 
deficiency-based risks should be elevated for treatment or toleration etc.  Identifying and 

 
80 E.g. training management staff; training design staff; InVal staff/cells; trainers; dedicated exam staff (where 
employed); trainees; TRA. 
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raising training deficiencies shows the stakeholders where training shortfalls exist or where 
risks have been taken owing to either an inability to train certain TOs (due to weather 
constraints or equipment casualties, for example) or a training failure that has been picked 
up through the assurance process.  Such deficiencies suggest that trainees may not hold 
the competences that the training should have delivered.  These are essentially unplanned 
but unavoidable training gaps which should therefore be captured, and the appropriate 
governance body informed so that a decision can be made to treat, tolerate or transfer (to 
the receiving unit) the training deficiency. A Training Deficiency is not the same as the 
Residual Training Gap.  The Residual Training Gap is agreed by the TRA early on in the 
DSAT process and is articulated in the RTGS. 
 
 

5.10  Training Quality Manual  
 
33. Training Quality Manual (TQM) – 5.13.  The TQM is the CEB-endorsed document 
that sets the requirements, both in process and output terms, necessary to set and maintain 
the Defence-mandated QMS.  Each TQM will be unique to the specific requirements of the 
Training System for which it is written.  It is recommended that work begins on the TQM as 
soon as is practical.  It is common for the Training Provider and TDA to produce the TQM 
but the document must also reflect appropriately the activities of the TRA.  An aide-mémoire 
for a TQM is at Annex P, and should include: 
 

a. The scope of the MTS, including the details of, and justification for, any 
exclusions. 
 
b. Training Quality Policy – 5.13.1.  This should set out the rules regarding the 
establishment and maintenance of the QMS to ensure that the Training System 
delivers training that meets Defence mandated training requirements.  Therefore, the 
Training Quality Policy should: 

 
(1) be appropriate to the purpose. 
 
(2) include a commitment to comply with requirements and Continuously 
Improve (CI)81 the effectiveness of the MTS. 
 
(3) ensure that training targets are established and provide a framework for 
establishing and reviewing them. 
 
(4) be communicated and understood within the organisation as to the 
importance of meeting TRA as well as statutory and regulatory requirements. 
 
(5) be regularly reviewed for continuing suitability. 
 
(6) articulate how reviews and evaluations of the MTS will be conducted. 
 
(7) ensure the availability of resources to support the MTS. 

 
81 Continuous improvement should be embedded in the routine business of delivering training and underpinned 
by a culture that empowers staff and generates trust so that individuals feel able to step forward with new 
ideas.  In the context of the DTC, the role of the DTM and DTS, in particular, is critical in creating and 
maintaining this culture of continuous improvement, by promoting the adoption of good practice, the 
exploitation of learning technologies and the provision of CPD at all levels. That said, all training staff should 
be made aware of their role in the continuous improvement process. 
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c. Training targets – 5.13.1.  These ensure that the Training System remains 
effective, efficient and appropriate to the training need.  They should be designed to 
ensure that the Training System meets the requirements for the trained output.  They 
should also be measurable and consistent with the Training Quality Policy. 
 
d. Quality records (and their control) – 5.13.1.  Records should be established 
and maintained to provide evidence of conformity to requirements and of the effective 
operation of the MTS.  Records should remain legible, readily identifiable and 
retrievable.  A documented procedure should be established to define the controls 
needed for the identification, storage, protection, retrieval, retention time and disposal 
of records.  In addition, documents required by the MTS will need to be controlled.  A 
documented procedure should therefore be established to define the controls, as 
required: 

 
(1) to approve documents for adequacy prior to issue. 
 
(2) to review and update, as necessary, and re-approve documents. 
 
(3) to ensure that the current revision status of documents are identified. 
 
(4) to ensure that relevant versions of applicable documents are available at 
points of use. 
 
(5) to ensure that documents remain legible and readily identifiable. 
 
(6) to ensure that documents of external origin are identified, and their 
distribution controlled. 
 
(7) to prevent the unintended use of obsolete documents and to ensure they 
are identifiable as obsolete should they need to be retained. 
 
(8) procedures established for the MTS, or reference to them (including 
analysis, design, delivery and assurance of training). 
 
(9) a description of the interaction between the processes of the MTS (such as 
the DSAT process itself) including the documents needed to ensure the effective 
planning, operation and control of the Training System processes. 

 
e. Evaluation Strategy – 4.1.  The Evaluation Strategy is part of Element 4 
(Assurance).  Detailed information is therefore provided in Volume 5. 

 
 

5.11  Trainee and Trainer Management  
 
34. Trainee and trainer management – 5.14.  In order to ensure the Training Provider, 
supported by all stakeholders, is compliant with the Defence mandated QMS, procedures 
for the management of trainees and trainers should be established and maintained.  It is 
natural for commanders to focus on the trainees but the welfare of trainers and support staff 
is of equal importance.  These procedures should comply with all extant statutory legislation 
and other applicable Government directives.  Records to confirm whether or not a trainee 
attended a particular training activity, and the results of assessments should be maintained.  
Where appropriate, the Training Provider should identify the trainee by suitable means (such 
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as with a trainee number) consistently throughout the training activity.  The Training Provider 
should identify the status of the trainee with respect to the trainee’s achievements against 
the requirements of the training activity.   
 
35. Training activity entry requirements should be documented and be accessible to all 
relevant authorities responsible for preparing or controlling trainees.  Procedures should 
also be established, documented and maintained to verify that trainees have met any 
required prerequisite Standards.  The Training Provider should ensure that appropriate 
trainee and trainer induction is provided and documented and that effective welfare, pastoral 
and learning support is provided.  One aspect of learning support is the support given to 
those personnel with Specific Learning Differences (SpLD).  The Direction for those with 
SpLD in Defence is in Volume 7.   
 
36. The Training Provider is responsible for the care of all personnel that live and work 
within the training establishment or environment.  However, particular attention should be 
paid to the Care and Welfare of trainees, particularly those in initial training.  Training 
Providers are to ensure that they meet the requirements as laid out in the Direction in 
Volume 4 for the Supervisory Care for Phase 1 Recruits and Phase 2 Trainees which states 
the need for a Supervisory Care Directive.  Trainers and training support staff must be 
appropriately trained and checked and supported to ensure suitability to the unique 
responsibilities of working with trainees. 
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6 Defence Guidance on Assurance of 
Training (Evaluation and Continuous 
Improvement) 
 
Policy Sponsor: TESRR, CDP 
 
Assurance is an all-encompassing term used to describe the evaluation, audit and 
inspection activities of the Training System which are conducted both internally and 
externally, and ensure that training activities meet the principles of the DSAT process.  This 
function involves most stakeholders, from the Training Provider at one end to Ofsted at the 
other.  
  
Mandated assurance processes include: 
 

• Training Needs Evaluation  

• Evaluation Strategy 

• Evaluation - InVal 

• Evaluation – ExVal 

• Continuous Improvement 

• 1st Party Audit and Inspection 

• 2nd Party Audit and Inspection 

• 3rd Party Audit and Inspection 
 
Assurance governance groups and boards include: 
 

• 3* / 2* People Leadership Team 

• 1* TESRR PAG 

• Customer Executive Board 

• Working Groups / steering groups 
 
 

6.1 Introduction 
 
1. This Section provides Guidance on the processes and outputs associated with the 
evaluation, and continuous improvement of training activity and the Training System as a 
whole which is part of Element 4 of the DSAT process, as illustrated in Table 15. 
 
Important! Detailed direction and guidance on the audit and inspection activities of 
Element 4 (Assurance) can be found in Volume 5 and must be read in conjunction 
with this volume. Information on training governance activities can be found in 
Volume 1, Chapter 4. 
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Element 4 – Assurance Activities 
DSAT / MTS Reference - 

Hyperlinks to policy 

Training Needs Evaluation (TNE) 1.8 

Evaluation Strategy 4.1 

Evaluation - InVal 4.1.1 

Evaluation - ExVal 4.1.2  

1st Party Audit and Inspection 4.2 (See Volume 5) 

2nd Party Audit and Inspection 4.3 (See Volume 5) 

3rd Party Audit and Inspection 4.4 (See Volume 5) 

Continuous Improvement (CI) 5.15  

3* / 2* - People Leadeship Team 5.16 (See Volume 1, Chapter 4) 

n/a 5.17 

1* - TESRR PAG 5.18 (See Volume 1, Chapter 4) 

Customer Executive Board (CEB) 5.19 (See Volume 1, Chapter 4) 

Working Groups / Steering Groups (WGs/SGs) 5.20 (See Volume 1, Chapter 4) 

 
Blue shade box = MTS activity Purple shaded box = DSAT Assurance activity  

Green Shaded box = CTNA Stage 3 activity Bold = Mandatory activity 

 

Table 15: DSAT Element 4 Inventory of Activities 
 
2. Assurance activities are conducted by most stakeholders including those internal to 
the Training System as well as by bodies external to it (thus ensuring independence and a 
lack of bias).  Assurance activities do not focus solely on the provision of training (although 
this is a key activity) but also on the DSAT process and the Training System as a whole, 
including the MTS.  In addition to evaluation, audit and inspection, Element 4 activities 
include: Stage 3 of the TNA (TNE) and other governance and management processes that 
are key to the MTS.  Assurance activities are detailed in the TQM which is endorsed at the 
CEB.  The DSAT QMS is key to assisting those involved in the assurance of Defence 
training.  The DSAT QMS is the standard that is met when the outputs of the DSAT Elements 
and the MTS activities are delivered correctly.  DSAT assurance needs to focus on the 
mandated requirements of the MTS (outlined in Chapter 2) and the mandated requirements 
of individual training (outlined in Chapter 2).  Information, which must be managed iaw JSP 
441, will support the assurance process.  JSP 822 has been mapped with the ISO 9001 
quality management processes for equivalence. The evaluation and continuous 
improvement activities (as shown in Table 15) are: 
 

a. TNA, Stage 3 - TNE – 1.8.  This assesses and reports on the effectiveness of 
the TNA process as well as the ability of the implemented training solution to meet the 
Defence requirement.  The TNE is conducted in 2 parts: evaluation of the process and 
evaluation of the training solution.  The key output is an assessment of how well the 
TNA outputs contributed to the provision of a training solution that meets the Defence 
requirement.  This completes the TNA process.   

 
b. Evaluation Strategy – 4.1.  The Evaluation Strategy is a document that will detail 
what training will be evaluated and how. 

 
c. InVal (4.1.1) and ExVal (4.1.2).  A specific sub-set of evaluation is Validation 
which is further split into InVal and ExVal.  InVal examines whether the TOs are being 
met and ExVal uses both qualitative and quantitative data to determine the degree to 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume3/SitePages/Chapter-2--Defence-Direction-for-Collective-Training.aspx
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume3/SitePages/Chapter-2--Defence-Direction-for-Collective-Training.aspx
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume3/SitePages/Chapter-2--Defence-Direction-for-Collective-Training.aspx
http://jspwiki.mcp.r.mil.uk/jsp441/index.php/JSP_441
http://jspwiki.mcp.r.mil.uk/jsp441/index.php/JSP_441
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which training prepares individuals/teams for the specified Role and whether the Role 
remains valid.   

 
Important! Detailed direction and guidance on the audit and inspection activities of 
Element 4 (Assurance) can be found in Volume 5 and must be read in conjunction 
with this volume. Information on training governance activities can be found in 
Volume 1, Chapter 4. 
 
3. Responsibilities. The following are most likely to fulfil these Evaluation and 
Continuous Improvement activities82: 
 

a. TRA:   

 
(1) Evaluation Strategy. 

 
(2) ExVal of the training activity. 

 
(3) Continuous Improvement 

 
b. Training Provider: 

 
(1) InVal based upon the Evaluation Strategy written by the TRA. 

 
 

6.2  Training Needs Evaluation  
 
4. TNE – 1.8.  Whilst the TNE is the final part of the TNA process (Element 1), it is 
discussed in this part of the JSP as it is an evaluation activity.  The purpose of the TNE is to 
evaluate the effectiveness and efficiency of the TNA process and the training solution that 
was recommended at the end of Stage 2 (Analysis).  First, it should evaluate the TNA 
process by identifying areas for improvement, learning lessons and seeking to tailor the TNA 
methodology through the process of CI.  Second, it should evaluate the recommendation by 
reviewing the training solution it proposed.  The rationale for this is that it may be some time 
(years) after the Training Needs Report (completed at the end of Element 1 (TNA Stage 2, 
1.7) is published that the TRA will once again be in a position to evaluate the recommended 
training solution and the TNA process by which it was generated.  Implementation and 
management of the TNE outputs (likely to be recommendations to improve both current and 
future TNA processes as well as the current Training System) will depend upon the nature 
of the TNA processes used and the resultant Training System, but the strategy for the TNE 
should have been included in the Training Needs Report.  The key output of the TNE should 
be an assessment of how well the TNA products and associated management processes 
contributed to the provision of a training solution that meets the Defence requirement.  The 
TNE should consider for evaluation: 
 

a. Management of Element 1 (TNA Stages 1 and 2). 
 

 
82 Any deviation from the recommended delineation of responsibilities detailed on the DSAT Hierarchy of 
Activities should be recorded on the TrAD. 
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b. Training effectiveness83: has the chosen training solution met the need?  This is 
fundamentally an ExVal where the approach recommended in categorising any training 
non-compliance is to: 

 
(1) Evaluate against the TNA recommended training solution and any other 
recommendations that were fully implemented. 

 
(2) Identify any capability shortfalls as a result of TNA recommended training 
solution and any other recommendations that were not implemented. 

 
(3) Identify any capability shortfalls that resulted from not being addressed in, 
or being de-scoped from, the TNA. 

 
c. Training efficiency (such as cost-effectiveness). 

 
d. Availability, reliability and maintainability of any training equipment. 

 
e. Management of the training delivery. 

 
5. The results of the TNE should be presented as a report to the appropriate stakeholders.  
It may include the contents of Table 16. 
 

Aims of the Element 1 (TNA Stage 
3) TNE report 

• Aims and objectives of the training need and/or requirement 

• Training System acquired 

• Summary of the findings from the TNA TNE 
 

Review of the processes • Review of the TNA development techniques and procedures 

• Review of the MTS management techniques and procedures 

• Adherence to Standards and effectiveness of the Standards 

• Performance against budget (such as, cost of SME input, cost 
of contracted out TNA) 

• Quality of Element 2 (Design) 
 

Review of the products • Functionality 

• Performance 

• Ease of use 

• Availability, reliability and maintainability of the training 
equipment 

• Upkeep and support aspects 

• Security 

• Documentation 

• Training effectiveness 

• Training efficiency 
 

Actual running costs compared 
with estimates 

 

Assessment of existing requested 
changes 

 

Conclusion and recommendations  
 

 
Table 16: TNE Report Contents 

 
83 Guidance on how to optimise the assessment of training effectiveness can be found in Appendix A of 
‘Pragmatic Guidance in support of the Evaluation of Training Effectiveness’. 



 

75                           JSP 822, Vol 2 (V5 Sept 22) 

6. Evaluation Strategy – 4.1.  Writing an Evaluation Strategy is a key activity that is the 
responsibility of the TRA.  Evaluation is defined as ‘the process of making a judgement as 
to the worth of training to Defence.  It allows Defence to monitor the impact of training and 
assess what has been achieved, whether it was effective, efficient (i.e. represents VfM) and 
how it contributed to the achievement of Defence outputs.  Evaluation processes and 
procedures should ensure that training is: 
 

a. Efficient and effective.  The input effort to deliver the training should be the 
minimum required to meet the output standard which should meet Defence’s 
requirements. 

 
b. Focused.  The training should be focused on operational/business goals.  The 
trained output should be able to perform their job competently. 

 
c. Necessary.  A requirement for training must be identified. 

 
d. Flexible.  The training must be responsive to a change in circumstances. 

 
e. Appropriate.  The training product should match the employment need. 

 
7. The Evaluation Strategy is likely to include these individual elements, which collectively 
make up the whole approach to evaluation: 
 

a. InVal.  Conducted by the Training Provider. 
 

b. ExVal.  Conducted by the TRA. 
 
8. Kirkpatrick’s evaluation model 84  is a goal-based evaluation model that divides 
evaluation into 4 levels of measurement: Reaction, Learning, Behaviour and Results.  In a 
Defence context, it would be useful to ask the following questions: 
 

a. Level 1 - Reaction.  Did the trainee perceive the training as useful when 
compared to their expectations? This question is answered through InVal. 

 
b. Level 2 - Learning.  Were new Skills and Knowledge acquired and Attitudes 
developed? This question is answered through InVal. 

 
c. Level 3 - Behaviour.  Has Behaviour changed as a consequence of training, 
and can this be measured when the individual is carrying out the Role? This question 
is answered through ExVal. 

 
d. Level 4 - Results.  Was there a measurable impact on business performance 
and was Value for Money (VfM) achieved? This question can be answered partially 
through ExVal if agreed training costs are available85. 

 
9. In devising an Evaluation Strategy, the TRA develops a long-term action plan for 
achieving successful training.  This requires the development of a strategy which aims to 
assess the total worth of a training activity.  An Evaluation Strategy should therefore 

 
84 Kirkpatrick, D.L. (1967), Evaluation of Training in, ‘Training and Development Handbook,’ edited by Craig, 
R.L. and Bittel, L.R. London: McGraw Hill. 
85 Although these are likely to remain ROM based. 
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articulate the training to be evaluated, the types of evaluation to be applied and the roles 
and responsibilities of the people involved in the process.  The Strategy should cover the 
whole cycle of training, starting when a training need is first identified and continuing until 
the required Defence outputs are achieved.  It is not always necessary, beneficial or possible 
to evaluate all activities.  The TRA should define those areas to be targeted in their 
Evaluation Strategy and define the link to the requirement.  The Evaluation Strategy is based 
upon the 4 Stages of Evaluation in Defence as outlined in Table 17. 
 

Stage Function Purpose Benefit 

1 
InVal.  Measure the 
immediate reaction of the 
trainee  

To measure the perceived 
effectiveness of the training 
activity 

Improved efficiency and 
effectiveness of the training 
activity 

2 

InVal.  Measure the learning 
transfer achieved by the 
training activity 

To determine, by applying 
quantitative or qualitative 
assessment methods, to what 
extent trainees increased their 
Knowledge and Skills and 
changed their Attitudes (KSA) 

Improved efficiency and 
effectiveness of the training 
activity and measurement of 
the Standard achieved by 
the trainee 

3 

ExVal.  Measure changes in 
Behaviour of trainees as a 
result of the training activity 
and how well the KSA have 
prepared trainees for their 
Role.  Measure if the 
requirement is still valid 

To determine the subsequent 
impact on performance after the 
training activity and therefore 
the validity of the training in 
preparing trainees for their 
Role. To ensure the 
requirement is still valid. 

Improved efficiency and 
effectiveness of the Defence 
through the employment of 
competent personnel 

4 

ExVal.  Measure the 
contribution of training to the 
achievement of 
business/operational goals 

Overall organisational benefits 
attributed to training. 

Assurance that the effective 
business/operational focus 
of training is being 
maintained and that the 
investment has had the 
desired effect and, where 
possible, VfM is measured. 

 

Table 17:  The 4 Stages of Evaluation in Defence 

 
10. When planning evaluation activity, the following factors should be considered: 
 

a. Importance/impact.  The actual or perceived impact of the training activity on 
Defence performance. 

 
b. Cost.  The cost of the evaluation compared to the realised or 
potential/perceived benefit of the training activity. 

 
c. Outputs.  Utility of the outputs of evaluation (e.g. can the results of the 
evaluation be used to improve the effectiveness and efficiency of the training?). 

 
d. Frequency.  The frequency of the training activity. 

 
e. Availability.  The availability of evaluation data. 

 
f. Feedback.  Feedback from InVal or ExVal that requires further investigation. 

 
11. The benefits of adopting and implementing an Evaluation Strategy are various.  
Examples are: 
 

a. Clear communication and strategic direction for the evaluation of training.  
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b. A framework from which the TRA can readily ascertain and/or demonstrate 
whether training is effectively contributing to the achievement of Defence outputs.  
More specifically, it assists the TRA, TDA or Training Provider to: 

 
(1) Ascertain whether training is meeting Defence’s needs. 
 
(2) Ascertain whether training is being delivered efficiently and effectively. 
 
(3) Ascertain whether the refresher training strategies were successful. 
 
(4) Quantify the learning transfer achieved by the training activity. 
 
(5) Identify a consistent baseline against which to measure benefits. 

 
12. Responsibilities.  The production of the Evaluation Strategy is the responsibility of 
the TRA and should be set out in the TQM (Element 3, 5.13).  
 
13. Developing an Evaluation Strategy.  An Evaluation Strategy will involve the 
systematic collection and interpretation of evidence leading, as part of the process, to a 
judgement of value with a view to action.  The term ‘systematic’ implies that the required 
information is defined at the outset; ‘interpretation of evidence’ and ‘judgement of value’ 
introduce a critical consideration; and ‘with a view to action’ highlights that evaluations are 
intended to provide recommendations for the modification and improvement of training.  Any 
Evaluation Strategy, therefore, should: 
 

a. be systematic. 
 

b. ensure provision of a critical analysis of current training. 
 

c. be linked to risk management to enable review of mitigation strategies. 
 

d. give a clear indication of improvements to training. 
 
14. Ultimately, the Evaluation Strategy should be appropriate, proportionate, responsive 
and targeted on the needs of the Defence to help ensure that the costs of the evaluation 
activities do not outweigh the benefits.  It should state: 
 

a. The evaluation stages to be applied to each training activity. 
 

b. The frequency with which each evaluation stage should be applied. 
 

c. The responsibilities of the various stakeholders at each stage of evaluation. 
 

d. The sources from which information will be obtained. 
 

e. The methods of data recording and analysis. 
 

f. The reports that will be raised.   
 

g. The staffing chain for addressing report recommendations. 
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6.3  Internal Validation (InVal)  
 
15. InVal – 4.1.1.  InVal is a process used by the Training Provider to determine the 
efficiency and effectiveness of training delivery.  To achieve this, InVal measures: 
 

a. The immediate reaction of a trainee to a training activity (Evaluation Stage 1; 
see Table 17). 

 
b. The learning transfer achieved by the training activity (Evaluation Stage 2; see 
Table 17). 

 
16. Responsibilities.  The Training Provider is responsible for the conduct of the InVal 
process which involves personnel from a range of backgrounds including trainers and 
trainees: 
 

a. Trainer.  Trainers have responsibility for day-to-day management of the InVal 
process including management of the AStrat and feedback mechanisms used during 
the training activity.  Trainers also inform the InVal process through the provision of 
post-training feedback.  

 
b. Trainee.  Trainees provide the primary source of feedback, through both test 
results and feedback, for the InVal process.  The information is usually gathered 
through the completion of a questionnaire or through response to questions posed 
during a post training discussion or individual interview.  In addition, the assessment 
of trainee Performance will provide data which can be used to measure the transfer 
of learning. 

 
c. InVal team.  At large training establishments InVal teams may be tasked to 
conduct the InVal process.  InVal teams offer the advantage of impartiality and can 
provide a ‘big picture’ overview of training effectiveness. 

 
17. Sources of data.  There are numerous sources of InVal data: 
 

a. Training documentation.  Training documentation should be checked to 
ascertain that all Standards from the TOs have been transferred to the LSpecs, that 
the AStrat includes the testing of all TOs and that any lesson plans (or equivalent) 
comply with the LSpecs.  

 
b. Formative86 and summative87 tests.  Tests may be practical, written or oral in 
nature and can be used to ascertain that the trainees have assimilated the KSA 
required to achieve the Standard as specified in the TOs.  They can also be used to 
diagnose the strengths and weaknesses of trainees and test potential success, 
progress and achievement.  An unusually high number of failures may indicate faults 
with the Training System rather than trainee performance. 

 
c. Trainer performance monitoring.  Trainer performance monitoring can be 
used to ensure that training is being delivered in accordance with the LSpecs.   

 

 
86   Formative assessments are conducted during training to identify any weakness in learning or training and 
to aid the retention of successful learning. 
87 Summative assessments are designed to measure achievement at the end of a period of training. 
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d. Trainee logs.  Trainees can be requested to complete logs on either a daily or 
weekly basis and should be required to submit written feedback regarding the 
training they have received. 

 
e. Observations.  The observation of procedures is especially important in Skills 
training and relates particularly to the areas of speed, sequencing, manual dexterity 
and safety.  Observations can take either a structured form, requiring the use of 
coded schedules, or can be unstructured, where the trainer uses their judgement 
about which events are considered important. 

 
f. Feedback questionnaires.  Questionnaires can be used to capture trainee 
opinion on any aspect of training.  They can be used to collect both qualitative and 
quantitative data.  Timing needs to be considered to reduce the chance of trainees 
forgetting information.  Questionnaires can also be used to gather information from 
trainers. 

 
g. Post training discussions.  A discussion, or focus group, at the end of training 
enables trainees to air their views, to amplify comments made on questionnaires and 
for the trainers to gauge the initial reaction to training.  It is considered appropriate to 
use staff who have not been involved with the delivery of the training activity to 
manage and conduct the discussion process.  If ‘external’ staff are used in this way it 
may not be possible for these staff to answer questions or criticisms and this must 
therefore be done by the Training Provider.  Irrespective of who conducts the 
discussion, the content of the discussion should be planned as for any interview, 
producing an aid or schedule to follow.  Information from other sources will suggest 
the areas needing more/less attention or none at all and can include: 

 
(1) The collated responses to the questionnaire. 

 
(2) Reports from preceding training. 

 
(3) Past problem areas. 

 
(4) Issues raised by unsolicited or informal feedback. 

 
(5) Analysis of assessment results. 

 
h. Interviews.  Interviews can be conducted in order to collect trainees’ reactions 
to training.  They have the advantage of being flexible and allow subjects to be 
explored in depth.  However, interviews can be time consuming and are normally 
only used to obtain opinions from small numbers of trainees and trainers.  Interviews 
can take both structured and unstructured forms. 

 
i. Unsolicited feedback.  Unsolicited feedback may come from trainees, trainers 
and training support staff through involvement in informal discussions.  Data 
gathered through this means can be used to usefully inform the InVal process and 
should not be treated in isolation. 

 
j. Other tools.  In addition to the tools listed, activities such as audits of the 
Training System and management reports can provide useful additional data to 
inform an InVal. 
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18. Timing.  The data required to inform the InVal process can be collected before, during, 
or at the end of, the training process: 
 

a. Before training starts.  When specifying the content of a training activity, it may 
be necessary to establish what the trainees already know, or what trainees can do, by 
means of pre-course diagnostic testing.  Failure to recognise that trainees can perform 
certain tasks or possess certain Knowledge can result in training that is inefficient or 
irrelevant.  It is also important to gauge trainee expectations.  These tasks can be 
achieved through completion of a pre-course questionnaire or a pre-course discussion 
with the information gained used by trainers to enhance the relevance of the training. 

 
b. During training.   

 
(1) Measuring learning transfer.  Formative assessments are conducted 
during training and can be used to measure the learning transfer.  Assessing 
trainee performance during training enables training problems to be identified and 
dealt with as they arise and allows the Training Provider the opportunity to 
measure trainee progression towards the achievement of TOs.   

 
(2) Trainee reaction.  Trainee reaction to the training that has been received 
can be captured during, as well as after, training.  Questionnaires, logbooks and 
unsolicited feedback are methods through which trainee reactions can be 
captured. 

 
c. At the end of training. 

 
(1) Measuring learning transfer.  The testing and assessment of trainees at 
the end of training provides a vital indicator of overall training effectiveness.  The 
results of summative assessment can be used to help the Training Provider 
identify which areas of an activity caused trainees difficulties; they can also be 
used for assessing the effectiveness of the Training System as a whole.  An 
essential element of the InVal process is the analysis of test results in order to 
assess the effectiveness of the tests themselves. 

 
(2) Trainee reaction.  Feedback mechanisms, such as questionnaire-based 
critiques, and post training discussions, can provide information against which 
trainee reactions to training can be gauged.  Trainee assessment results, coupled 
with reaction to training, will allow trainers to evaluate trainee performance and 
will facilitate the formulation of judgements regarding overall training 
effectiveness. 

 
19. Analysis of data.  The InVal process can generate considerable qualitative and 
quantitative feedback, some of which may be contradictory.  In order to ensure that any 
changes made to training are positive, it is essential that a robust analysis of feedback data 
is implemented.  When analysing data, it is important that an analyst is familiar with the 
concepts of validity, reliability and triangulation: 
 

a. Validity.  A measuring instrument is valid if it measures what it is intended to 
measure.  For example, in training the most valid measuring instrument for a practical 
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Skill is a practical test.  A written test may well test whether the trainee knows what to 
do in a practical task but not if they can actually do it.  

 
b. Reliability.  A measuring instrument is reliable if it gives consistent results.  For 
example, a test or questionnaire, when administered to two very similar groups, 
would not be reliable unless it gave similar results.  If it is a reliable measuring 
instrument it should also give similar results when it is administered twice to the same 
group at different times.   

 
c. Triangulation.  The term triangulation is used to describe the use of 2 or more 
data gathering techniques to investigate the same phenomenon.  Confidence in the 
findings is enhanced when the techniques yield similar results.  For example, if the 
outcomes of a questionnaire-based survey correspond to the findings of an 
observational study of the same phenomena, the more the analyst will be confident 
of the findings.  In addition to the use of 2 or more data collection tools, triangulation 
can also be achieved using 2 or more analysts using the same research instrument. 

 
20. Factors that influence trainees’ reaction to training.  Despite the evaluators' best 
efforts to design feedback mechanisms which are both reliable and valid, it is important to 
realise that there is a range of external factors that may influence the content of InVal 
feedback.  Every attempt should be made to take these into consideration when conducting 
an analysis.  For example, trainees' reactions to training can be influenced by many factors, 
including: 
 

a. Their relationship with their trainer. 
 

b. Their attitude towards attending the training. 
 

c. The influence of peers. 
 

d. How hard or easy they found the training. 
 

e. The perceived relevance of the training. 
 

f. The quality of the delivery of the training. 
 
21. Presentation of findings.  Once data has been gathered and analysed, it becomes 
evidence to support the conclusions and recommendations of the InVal.  It should, therefore, 
be summarised and incorporated into a report, although it may be appropriate to hold a 
meeting of stakeholders and record the findings in minutes.  For a training activity to be 
deemed internally valid it must be proven, by triangulation of data, that all training and testing 
meets the requirements of the TOs as contained in the FTS.  For the InVal teams to be able 
to identify a course as being internally valid they must be able to positively state that: 
 

a. All Standards have been transferred from the TOs in the FTS to the LSpecs. 
 

b. The trainers are training to the LSpecs. 
 

c. Training is being delivered to the correct Standards and Conditions. 
 

d. The TOs are being tested to the correct Standards and Conditions as per the 
ASpec. 
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e. The trainees have assimilated the Knowledge and Skills to achieve the required 
Performance. 

 

22. The InVal report is primarily an internal document, but it can also be distributed to those 
responsible for conducting ExVal where appropriate.  The InVal report should be used as a 
management document to identify where, or indeed if, changes to training should take place.  
It may also form useful evidence for any major changes to the Training System which would 
be discussed at the appropriate governance body (such as the CEB).  InVals also form part 
of the MTS and contribute to ensuring that the Training System meets the Defence 
mandated QMS. 

 
 
6.4  External Validation (ExVal)  
 
23. ExVal – 4.1.2.  ExVal uses both qualitative and quantitative data to determine the 
degree to which training prepares individuals/teams for the specified Role and whether the 
Role remains valid.  ExVal should also measure business improvements.  ExVal is applied 
after trainees have completed a training activity and have had the opportunity to apply what 
they have learnt in the workplace.  ExVal measures: 
 

a. The changes in Behaviour of trainees as a result of the training and how well 
the KSA have prepared trainees for their Role; and whether the requirement is still 
valid (Evaluation Stage 3; see Table 17). 

 
b. The contribution of training to the achievement of business/operational goals 
(Evaluation Stage 4; see Table 17). 

 
24. Aims.  The first aim of ExVal (Stage 3) is to determine the success of training in 
preparing individuals for their Role and whether the requirement is still valid.  The following 
must be considered: 
 

a. Timing.  Initially, after training, an individual’s motivation will be increased. 
Performance, however, frequently suffers as people try to ‘unlearn’ old behaviours 
and practise new skills.  Therefore, the timing of ExVal should be determined by both 
the length and complexity of the training activity that is being validated.  Usually, an 
ExVal would be implemented between 6-18 months after the completion of training.  
On the other hand, if too long a period is left between the training event and the 
ExVal, it will be difficult to ascertain which KSA have been acquired as a result of 
training and which have been learnt subsequently. 

 
b. Methodology.  Some measurement of Behavioural change may have already 
been made during the assessment of trainee performance during training.  However, 
in order to ascertain the full impact of training on individual performance in the 
workplace, further analysis must be undertaken.  The process through which data is 
collected and analysed in order to inform ExVal should be planned.  This is typically 
via questionnaire-based feedback mechanisms88.  Questionnaires will normally be 
distributed to both ex-trainees and their respective line managers at least 6 months 

 
88 Although questionnaires will be the main method of gathering data, the user should not rule out the other 
tools available, such as minutes of meetings, visit reports and data relating to Role performance that is obtained 
through observation of the trained individual in the working environment and through interview. 
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after the completion of training.  The questionnaire should examine the degree to 
which the TOs relating to a particular training activity remain relevant to the 
employment area they were designed to support.  The questionnaire should also 
serve as a mechanism through which data can be gathered on wider aspects of the 
training process and must be responsive to the needs of all stakeholders.  The 
questionnaire should also give Training Providers a common method of determining 
how applicable and effective the training was in affecting the trainees' Role 
Performance.  Data should also be gathered from trainers.  Activities such as audits 
of the training process, trainer monitoring, management reports and other data 
gathered through the InVal process can all be used to inform ExVal. 

 
25. The aim of Stage 4 Evaluation is to assess overall benefits to the organisation of a 
particular training activity and whether it offered VfM.  This Stage of evaluation is challenging 
in an organisation the size of the MOD.  Defence Performance and Risk reporting 
mechanisms mean it is possible to measure whether training has directly contributed to 
Defence outputs by measuring performance against the Defence Board Defence Tasks 
which are, essentially, Defence’s organisational goals.  To evaluate business benefits to the 
organisation, training should be linked to the Defence Tasks and their subordinate SC 
objectives.  Those conducting Stage 4 Evaluation should bear in mind that there are many 
other factors external to training which may impact business performance (such as 
redundancy programmes, leadership in the workplace etc).  JSP 507 provides guidance on 
the evaluation of projects including the assessment of whether VfM was achieved.  
 
26. Responsibilities.  It is the responsibility of TRA to conduct ExVal.  The TRA may 
employ an ExVal team for the planning, coordination and implementation of the ExVal and 
for the dissemination of the results.  In doing so the team will need to draw on the 
experiences of many of those involved in the training process who should be encouraged to 
take individual responsibility for the conduct of ExVal.  Wherever such a responsibility is 
accepted then CI of the training is more likely.  The main contributors include: 
 

a. Ex-trainees.  Provide information, by questionnaire and/or interview, that 
informs the ExVal process of their opinions as to how well the training prepared them 
for their in-Role tasks. 

 
b. Line managers.  Ranging from the ex-trainees’ immediate supervisor to their 
CO (or equivalent), such personnel usually prove to be more objective sources of 
information as to how the training has prepared the ex-trainee for their Role. 

 
c. Subject Matter Experts (SMEs).  Recognised experts in the subject matter for 
which the training was designed should be identified and consulted.  An SME 
working within a Training Provider should not, however, be disqualified from making 
a contribution purely on the grounds of their current employment. 

 
27. The methods of gathering and analysing data used in ExVal will vary according to the 
object, scope and Stage of the ExVal itself.  The final ExVal report should be used to identify 
where, or indeed if, changes to training should take place.  It may also form useful evidence 
for any major changes to the Training System which would be discussed at the appropriate 
governance body (such as the CEB).  ExVals also form part of the MTS and contribute to 
ensuring that the Training System meets the Defence mandated QMS. 
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6.5  Continuous Improvement  
 
28. CI – 5.15.  The TRA, supported by other stakeholders, must seek to ensure that the 
Training System continuously improves.  This is not a function that takes place at a specific 
point in the DSAT process but should (as the name suggests) be continuous.  CI should not 
only be applied to the training activity to improve the training (both in terms of cost 
effectiveness and training delivery) but also to the Training System as a whole.  CI is 
included as an MTS process and should be captured in the TQM.  CI can also result from 
Self-Assessment Reports, recommendations contained within audits, inspections and 
evaluations, the results of which should be studied in order to identify and then implement 
improvements.  It may be that the appropriate governance body (such as the CEB) 
authorises any CI recommendations.  It may also be acceptable for the Training Provider to 
implement improvements to training that are obviously beneficial.  What can be 
implemented, by whom, and at what level, should be articulated in the TQM and can include:  
 

a. making the Training System more resource efficient (resource savings). 
 

b. making the Training System more cost efficient (financial savings). 
 

c. making the training easier for the trainer to deliver. 
 

d. making the training easier for the trainee to assimilate. 
 

e. reducing bureaucracy without reducing training capability or denuding the DSAT 
QMS. 

 
f. increasing the quality and standard of training without increasing costs or 
resources. 

 
g. increasing the desire to learn, through imaginative, creative activities and 
events, without increasing costs or resources. 
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7 Defence Direction on Defence Trainer 
Capability 

 
Direction Sponsor: TESRR, CDP 
 
Training and education of people is a key enabler in delivering Defence Missions and must 
be agile to the rapidly changing contexts and demands. Defence seeks to maximise talent 
through training and education and building a sustainable diverse and skilled workforce for 
the future. Defence must meet the expectations of the workforce, and both motivate and 
engage people. Defence training and education therefore has a pivotal role in delivering this 
People Strategy and it is underpinned by a robust and effective Defence Trainer Capability 
(DTC). 
 
House of Commons Defence Committee (HCDC) Inquiries, audit reports and research 
provide evidence that safety in training must remain paramount, with risks reduced to as low 
as reasonably practicable (ALARP) and tolerable. In response to report findings, the DTC 
was initiated in 2014. DTC professionalises the training cadre and through its robust 
governance and assurance processes ensures that all Defence trainers, trainer supervisors 
and training managers are suitably qualified and experienced. It outlines the requirement for 
a professional development pathway to continuously meet the required quality standard and 
competence and attracts externally recognised national qualifications.  
 
In the context of limited resources and time, Customers, Training Requirements Authorities 
(TRAs), Training Delivery Authorities (TDAs) and Training Providers (TPs) must apply 
JSP822 intelligently, and thereby own and manage the inherent risks that arise; they must 
therefore comply with DTC policy or explain why they are unable to do so and how they 
have mitigated the consequent risks.  
 
Parts of the DTC are aligned to education standards for the Further Education (FE) sector. 
The Defence Trainer Competency Framework (DTCF) has been mapped against these 
standards in order to demonstrate how Defence Trainers meet the criteria to gain externally 
recognised qualifications.  
 
 
 

7.1 Introduction 
 
SCOPE 
 
1. This Policy Direction applies to all Phase 1, 2 and 3 individual training and 
education interventions delivered from a Formal Training Statement (FTS) by Trainers 
drawn from any part of the Whole Force89 
 
2. Application of this policy to On-the-Job Training (OJT) delivered by employing units is 
strongly encouraged. Workplace Trainers across the Whole Force should complete relevant 
Workplace Trainer training.  
 
 

 
89 A list of the Types of people employed as Defence Trainers can be found here. 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/Different%20Formats/Forms/AllItems.aspx?id=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29%2FDTEG%202%20Defence%20Trainer%20Capability%20v1%20Sept%202022%2Epdf&parent=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29
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PURPOSE 
 
3. The purpose of this Direction is to: 
 

a. detail the definitions and principles which are key to understanding this 
Direction. 

 
b. define key roles and outline the minimum mandated training requirements for 
those involved in the provision, supervision and management of training and 
education. 

 
c. detail the professional recognition requirements and opportunities for 
Continuous Professional Development (CPD). 

 
d. detail the procedure for the assessment of personnel with previous experience 
and equivalent, higher or legacy civilian and military qualifications/competences. 

 
e. outline the Management of Training System (MTS), i.e., the management, 
governance and assurance mechanisms for DTC. 

 
PRINCIPLES 
 
4. The principles underpinning this Direction, which will be discussed in greater detail in 
subsequent paragraphs, are that: 
 

a. All Defence Trainers are to be suitably qualified and experienced (SQEP) and 
hold a nationally recognised qualification. 

 
b. Defence must assess trainers’ legacy qualifications (‘legacy assessment’) to 
recognise relevant and current expertise in the Defence training environment and 
identify any necessary upskilling required.  

 
c. The Defence Trainer Competency Framework (DTCF)90 is the framework 
against which Foundation, Practitioner and Advanced Practitioner JPA competences 
are derived for Defence Trainer and Defence Trainer Supervisor (DTS) roles.  

 
d. Defence Trainers must undertake Continuous Professional Development (CPD) 
and be subject to observations and assurance by Defence Trainer Supervisors 
(DTS), Defence Trainer Managers (DTM) or a nominated Training Management 
Specialist (TMS).  

 
e. All Defence Trainers are to be recommended for suitability by their employing 
authorities or Chain of Command (CoC)91.   

 

 
90 It should also be used to guide CPD opportunities. Professional standards for FE teaching are available at 
https://www.et-foundation.co.uk/professional-standards.   
91 Suitability for Defence Trainers (Phase 1, 2 or 3) is assessed by reporting officers in the SJAR/OJAR iaw 
JSP 757.  Civilian training delivery staff are recruited and selected against the set criteria required to meet the 
job specification.  In both cases this will include disclosure checks when appropriate. 

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.et-foundation.co.uk%2Fprofessional-standards&data=05%7C01%7CSteven.Johnson229%40mod.gov.uk%7C3b77f332adfa4b3ad00308da4f73bb28%7Cbe7760ed5953484bae95d0a16dfa09e5%7C0%7C0%7C637909655717549666%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=siuoVLJM6jt%2F8DtV9DwL0MDO%2BSR5jyoaH5EPdtMxEFk%3D&reserved=0
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP757.aspx
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f. All Defence Trainers must adhere to the ethos and standards set out within both 
the Defence Code of Practice for Trainers and Single Service (sS) codes of 
practice92. 

 
 

7.2 DTC Roles and the Minimum Mandated Training Requirement  
 
5. Defence Trainer Capability.  Defence must ensure that its trainers inspire, motivate 
and challenge trainees in order to get the very best from them.  To be fully effective, trainers 
fulfil the Roles of the specialist trainer and that of leader, including: understanding the key 
attributes of a trainer; effective delivery techniques; the realities of training; coaching; and 
the use of technology.  The DTC will deliver trainers that are fit for purpose and whose 
training and development are linked to the Defence Trainer Competency Framework (DTCF) 
which is at Annex O.  Trainers must, of course, also be fully SQEP in the subject matter they 
are delivering.  If training delivery is outsourced, any trainer requirements must be specified 
in the contract.  
 
6. A list of DTC training interventions and training audiences is at Annex O.  
 
7. Defence Trainer.   The Defence Trainer course (DTc) is mandated for all Defence 
Trainers.  Completion of DTc Stages 1 and 2 (online and residential training) result in 
‘Defence Trainer Level 1 Foundation’ JPA competency. Completion of Stage 3 (WTS) 
results in ‘Defence Trainer Level 2 Practitioner’ JPA competency. The completion of all 3 
Stages of DTc is accredited to the Regulated Qualifications Framework (RQF) Level 3 
Award in Education and Training (L3AET)93 94.  
 
8. Defence Trainers must: 
 

a. achieve practitioner level of DTc95.   
 

b. complete Foundation Level of DTc within 3 months of undertaking their role. 
 

c. complete Practitioner Level of the DTc within 6 months of completing 
Foundation Level or 9 months from assumption of the training appointment 
(whichever is later)96. 

 
d. be monitored at least every 6 months for continuing satisfactory performance by 
a DTS or nominated TMS.  
 

 
92 Trainers are to refer to their sS core Values and Standards (V&S) policies and the Defence Code of Practice 
for Trainers. 
93 Defence Trainers are defined as all Trainers delivering Phase 1, 2 and 3 training derived from a Formal 
Training Statement (FTS) in either a Training Organisation or the workplace. All personnel whose principal 
employment is as Defence Trainers are to complete DTc in line with this policy. FLC TRAs are empowered to 
intelligently apply the mandated DTc requirements to Phase 3 Trainers in their command whose principal 
employment is not as Defence Trainers. When exercising discretion (see para. 3) FLC TRAs must identify, 
record and own the risk held, and ensure suitable mitigation measures are in place. 
94 L3AET is the minimum standard for contractor staff who are Defence Trainers Phase 1 or 2. 
95 Defence Trainers that already hold a teaching qualification, L3AET, L4CET, L5DET, Cert Ed or PGCE or 
legacy CTLLS, PTLLS for example will only need to complete TP4, 5 & 6 of DTc Stage 3 to gain the Practitioner 
JPA competency and CoT (although would possibly need to upskill with PAR & DSAT) 
96 DTSs are responsible for the monitoring of WT. TDAs should monitor completion rates of the WT portfolio 
as part of 2PA.  

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/Different%20Formats/Forms/AllItems.aspx?id=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29%2FDTEG%202%20Defence%20Trainer%20Capability%20v1%20Sept%202022%2Epdf&parent=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/Different%20Formats/Forms/AllItems.aspx?id=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29%2FDTEG%202%20Defence%20Trainer%20Capability%20v1%20Sept%202022%2Epdf&parent=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/Different%20Formats/Forms/AllItems.aspx?id=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29%2FDTEG%202%20Defence%20Trainer%20Capability%20v1%20Sept%202022%2Epdf&parent=%2Fsites%2Fpeople%2Dtesrr%2Dpolicy%2Fguidesandframeworks%2FDifferent%20Formats%2FDefence%20Training%20%26%20Education%20Guides%20%28DTEGs%29
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e. undertake 5 hours Continuous Professional Development (CPD) per annum, 
focussed on trainer skills and competences. 

 
9. Professional Recognition.  In order to satisfy the Stage 3 of the DTc, all Defence 
Trainers are to complete the L3AET portfolio and Training Practices (TPs) 4, 5, and 6.  Stage 
3 activity (TPs 4,5 & 6) is to be observed and signed off by the DTS or nominated TMS. 
Trainers from the unit that delivered Stage 2 of the DTc are responsible for marking the L3 
AET portfolio. The RQF L3AET is awarded to all Defence Trainers who successfully 
complete all 3 Stages of the Defence Trainer course97.  
 
10. Defence Trainer (Flying). The Defence Train the Trainer (Flying) course (DTTT (Fg)) 
is mandated for all Aircrew Instructors (AI) delivering Ph 2 or 3 flying training conducted in 
a ground school, synthetic or airborne environment 98 . On successful completion of 
DTTT(Fg), personnel will be awarded the JPA competence ‘Defence Trainer (Flying) Level 
1 Foundation’. On successful completion of platform specific AI training and the award of B2 
category99, individuals are awarded the JPA competence ‘Defence Trainer (Flying) Level 2 
Practitioner’.  DTTT(Fg) does not qualify AI to deliver group learning unless to members of 
a multi-person crew in preparation for an airborne sortie or trg ex, but does allow delivery of 
group briefings which facilitate flying training delivery. 
 
11. AIs delivering flying training within 22 Gp, RAF are mandated to complete the Aircrew 

Instructor Course (AIC) which, in addition to DTTT(Fg), contains Human Performance, 

Airmanship and Care of the Trainee modules. On completion of AIC, the Enhanced 

Instructional Techniques course and award of CFS B1 Cat, AI will be awarded Defence 

Trainer (Flying) Level 3 ‘Advanced Practitioner.’  

12. AI Professional Recognition.  Central Flying School (CFS) has an arrangement 

with Staffordshire University to enable B1+ CFS Category AI to gain higher education 

qualifications which recognise their prior military flying training and experience.  To gain 

the qualification AI will undertake additional requirements to become an A2 instructor, as 

well as simultaneously completing distance learning modules set by the university.  On 

completion of the required modules, individuals will be awarded a Post-Graduate 

Certificate in Higher and Professional Education (PGCHPE).  Those completing the 

PGCHPE will then have the option of completing further top-up modules to obtain an MA in 

Education. 

13. Governance of DTTT (Fg). The lead TRA for DTTT(Fg) is Hd TESSR with desk level 

TRAs representing stakeholders for each SC.  Director Flying Training, RAF, is 

responsible for the trg, development and maintenance of standards for AI within Defence 

Aviation training environments and is the delegated Air TRA for Defence Aviation Military 

Aviation Authority (Regulatory Article 2125) purposes.  The TDA is Cmdt CFS, but the 

desk level point of contact is OC Development and Delivery Wg, HQ CFS.  The Lead 

Training Provider is the Smith Barry Academy, CFS. 

 
97 L3AET is the minimum standard for contractor staff who are Defence Trainers Phase 1 or 2. 
98 DTc (or legacy equivalent) is considered an acceptable equivalent for DTTT (Fg) when supplemented by 
the BMD and Airmanship modules produced by the Central Flying School (CFS). 
99 The full regulatory structure for CFS qualified AIs, including category definitions, can be found in the  
Manual of Military Aircrew Instruction (MMAI) 

https://modgovuk.sharepoint.com/teams/5419/SitePages/Home.aspx


 

89                           JSP 822, Vol 2 (V5 Sept 22) 

14. Defence Trainer Supervisor (DTS).  The DTS is responsible for the assessment 

and development of Defence Trainers (Phase 1, 2 or 3).  A key role is the supervision of 

the completion of the Workplace Portfolio for Defence Trainers.  DTS may also be 

responsible for the assessment and development of those delivering training which relates 

to any WTS.  

15. DTS must have: 

a. completed the DTc (or equivalent or higher). 
 

b. experience of training delivery as a Defence Trainer100. 
 

c. completed ‘DTS Level 1 Foundation’ (or equivalent or higher). 
 

d. completed ‘DTS Level 2 Practitioner’ if supervising Defence Phase 1 or 2 Trainers 
or be working towards it if only supervising Phase 3 Trainers101 102. 

 
e. undertaken 5 hours CPD per annum, focussed on trainer skills and competences. 

 
16. DTS are to produce a portfolio of evidence in order to complete the Workplace Training 
Statement (WTS) element of the DTS Formal Training Statement. The DTS Workplace 
Trainer (WT) portfolio is to be signed off by a DTS, DTM or nominated TMS. On successful 
completion of the WTS, DTSs are to be awarded the JPA competence ‘Instructional > 
Defence Trainer Supervisor > Joint’ at Practitioner level.  
 
17. Defence Trainer Manager (DTM).  The DTM is likely to be an SME in their 
professional area and may not have experience of training delivery.  They are responsible 
for advising the chain of command on the implementation of this Direction and other Defence 
training and education policies.  They act as the functional managers of the DTSs in a 
training establishment or on a unit and will oversee trainer-specific CPD. They are also the 
lead for Continuous Improvement (CI) relating to the DTC. They will not be expected to 
duplicate the role of the DTS.  Where a unit is so small that there is no individual suitable to 
act as a DTM, Front Line Commands may nominate other SQEP outside that Unit to 
undertake the role.   
 
18. DTMs must:  
 

a. complete the DSAT (Managers) Course and be awarded the JPA competence 
‘Defence Trainer Manager’.  

 
b. uptake a minimum of 5 hours Continuous Professional Development (CPD) per 
annum, focussed on trainer skills and competences. 

 
 
 
 

 
100 One tour (min 2 years) as a fulltime instructor with unit commanders managing the risk if this cannot be 
achieved. 
101 The target for completion of the WT portfolio and award of Practitioner is 6 months from completion of the 
course or assumption of the training delivery appointment (whichever is later). 
102 A DTS who is working as a DTS Trainer at Defence Centre for Training Support (DCTS) or in a DTS 
franchise must be JPA ‘DTS Level 2 Practitioner’ qualified. 
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19. Higher Education (HE) Lecturers.   It is recognised that HE lecturers in Defence, both 
military and civilian, require a different set of skills from their FE counterparts. Defence 
mandates that HE lecturers must be suitably qualified/trained to undertake their role; 
accordingly, there are a number of training solutions in existence within the FLCs and it is 
the role of the FLC Training Delivery Authority (TDA) to assure the quality of the training 
delivery103.  

 
a. HE lecturers delivering Phase 1 or 2 training must complete Basic/Advanced 
Care of Trainees (CoT) as directed by the SCD, in addition to the FLC’s mandated 
training intervention.  

 
b. Military personnel who have been HE lecturers and are assigned to a non-
HE environment must be assessed to ensure they are competent in the delivery of 
training using Present, Apply, Review (PAR), that they understand DSAT. Modules are 
available on the Defence Learning Environment (DLE) to meet any training delta. 

 
20. Commanding Officer of Training Establishment (COTE). Information is provided in 
Volume 4, Chapter 5 - Personnel and Training to Support Care and Welfare in Initial 
Training. The requirement is for Commanding Officers of Phase 1 and Phase 2 
Establishments only. 
 
21. Short Term Training Team (STTT) Trainer and Monitor, Mentor, Train (M2T) 
Trainer.  FLCs are to direct an appropriate DTC training intervention depending on the 
individual’s role. The DTc up to Stage 2 is the suggested minimum standard but if, for 
example, the role requires greater  facilitation  techniques  then all 3 stages of the DTc may 
be appropriate. Additional mandated training to operate in a STTT or in a M2T role104 falls 
out with the DTC and is to be completed as part of Pre-Deployment Training (PDT)105. Units 
are to deliver local induction training for those Trainers delivering training to foreign 
personnel in the UK106. 
 

22. Contractors.  Contractor staff delivering, supervising or managing DTC Training 
Interventions must be qualified, monitored and developed to the standards detailed in this 
Direction107. The majority of DTC training is not available outside MOD, therefore contractual 

arrangements must be put in place to ensure contractors are trained to the required 
standards. The minimum external qualification for contractor staff who are Defence Trainers 
is the Level 3 Award in E&T.  In addition, COs must satisfy themselves that the contractor 
is qualified, at the appropriate level of competence, and has undertaken the required 
supervisory care training, i.e., Basic or Advanced CoT iaw Volume 4.  Contractors who are 
Defence Trainers who are qualified by virtue of a higher civilian qualification must also be 
inducted and socialised appropriately into the military environment and must complete TPs 

 
103 The Defence Higher Education Trainer (DHET) course run at the Defence Academy is an example of an 
HE Lecturer training intervention. 
104 For example, operating in austere environments, operating with an interpreter and understanding culture. 
The latter two are covered as part of the Army IPDT. For the RAF and RN, the TRAs for the STTT/M2T 
requirement should liaise with the Army to request SOTR places.   
105 For example, Officer Cadets are taught planning skills including model making and are tested on these 
skills on exercise. ORs also receive similar training whilst operating on exercise in training locations with no 
access to mobiles or IT. 
106 Further advice can be obtained from the Defence Cultural Support Unit and International Defence Training 
(Army), (IDT(A)), ARITC. 
107 Existing contracts are not required to be amended to reflect the changes to this DTC Direction. New 
contracts, or those undergoing significant contract amend, must reflect the current Direction. 
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4, 5 and 6 associated with Stage 3 of the DTc.  Guidance on contractors attending DTC 
Training Interventions, contractual agreements and processes can be found in Annex O. 

 
 
7.3 Delivering and Assessing Defence Trainer Capability Training 
Interventions  
 

23.  Delivering Defence Trainer Course (DTc). In order to deliver DTc, instructors must:  
 

a. complete the ‘DTc Level 2 Practitioner’ as a trainee. 

 
b. observe a full DTc. 

 
c. successfully deliver a minimum of 3 lessons whilst under observation by DCTS 
DTS or in an established108 franchise. 

 
24. DTc trainers must achieve an RQF L3 Assessing Vocationally Recognised 
Achievement (L3AVRA); and L4CET qualification, or higher award within 12 months109, 110.    

25. Trainers assessing the L3AET portfolios are required to be L3AVRA qualified.  These 
qualifications are supported by the DAO, through DCTS.   

26. The DCTS Franchise Development Team (FDT) will assess the competence of 
selected trainers of DTc during assurance visits.  
 
27. Delivering Defence Train the Trainer (Flying). In order to deliver DTTT(Fg)/AIC, AIs 
must: 
 

a. Achieve, as a minimum, CFS B1/Defence Trainer (Fg) Level 3 Advanced 
Practitioner. 

b. Observe a full DTTT(Fg)/AIC course delivery at CFS or an approved franchise. 

c. Shadow and Co-deliver a DTTT(Fg)/AIC course at CFS or an approved franchise. 

28. HQ CFS will assess the competence of selected trainers of DTTT(Fg) during 

assurance visits.  

 
29. Delivering Defence Trainer Supervisor (DTS) Courses.  In order to deliver DTS 
Courses, personnel must:  
 

a. Complete the ‘DTS Level 2 Practitioner’ as a trainee. 
 
b. Observe a full DTS course. 
 

 
108 ‘Established’ is a franchise that has been running for at least a year and has had a successful assurance 
visit. The assurance report will contain a sentence that states the franchise can conduct qualifying observations.    
109 Those registered for or qualified in a higher-level qualification, in respect to these individual qualifications 
are exempt.  Additionally, those not delivering DTc in a full-time post should complete the qualification within 
18 months. 
110 Or contracted accreditation provider if FLCs have chosen this route. 
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c. Co-deliver lessons whilst under observation.  
 
d. A DTS who is working as a DTS Trainer at DCTS or in a DTS franchise must be 
JPA DTS Level 2 Practitioner qualified. 

 
30. Delivering Care of Trainee (CoT) courses. See Volume 4. 
 
31. Franchises. DTc and DTS training interventions can be delivered under franchise. 
Franchising allows these courses to be delivered as standalone packages or to be 
embedded into a longer course111 . DCTS is responsible for setting up franchises and 
awarding licences as well as providing the 2nd party assurance function. Further detail on 
how to apply for and manage a franchise is contained in the Franchise Protocols at Annex 
S.  
 
 

7.4 Assessment of Previous Experience and Equivalent, Higher or 
Legacy Qualifications / Competences 
 
32. Defence must recognise those with previous experience and qualifications and provide 
the necessary up-skilling to refresh and professionalise trainers. Assessment of personnel 
identified for the delivery or supervision of Defence training is key. It is the responsibility of 
DTSs or nominated TMS to carry out such assessments and to ensure the completion of 
any necessary training interventions112.  Annex O details the training interventions available 

to ensure an individual is fit to undertake their role and includes online PAR and 
‘Understanding DSAT’ modules.  
 
33. DTC.  Those who undertook DTC training iaw the DTC Policy issued in Jun 14 are 
deemed to be qualified iaw this policy113.  
 

34. Defence Trainers (External Qualification). Defence Trainers holding a 
recognised external equivalent or higher qualification are to be assessed on arrival in post114 

to ensure that they are competent.  The DTS or nominated TMS will carry out the 
assessment. If the individual’s skill set is below the standard required for the type of training 
they will be delivering, they are to complete the necessary training interventions.  
Additionally, they must also undertake Basic/Advanced CoT as per Volume 4. 
 

35. Defence Trainers (Legacy Defence Qualification). Defence Trainers with legacy 
Defence  training   delivery qualifications/competences   are  to  be  assessed  on  arrival in 
post115 to ascertain their level of competence.  The DTS or nominated TMS will carry out the 
assessment which must consider the qualifications held, when they were awarded and what 
experience the individual has had since. Qualifications/competences obtained prior to 2002 
are not recognised116. It is also recommended that the individual delivers a micro lesson of 
approximately 30 minutes duration to demonstrate their level of competence. If the 

 
111 e.g. the Aircrew Instructor Course and the Section Commanders’ Battle Course. 
112 The DTS course has been updated to incorporate the legacy assessment responsibilities. 
113 Link to Jun 14 DTTT policy. 
114 Or prior if there is an opportunity for a familiarisation visit prior to arriving in post. 
115 Or prior if there is the opportunity for a familiarisation visit prior to arriving in post. 
116 In exceptional circumstances, FLCs have authority to grant a waiver for qualifications gained pre-2002 if 
the Trainer has been continuously employed in trainer duties and is assessed as competent by a DTS. 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume2/SitePages/Chapter-11--Annexes.aspx
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individual’s skill set is below the standard required for the type of training they will be 
delivering, they are to complete the necessary training intervention.  Worked examples to 
assist in this assessment are at Annex O. 
 
36. Aircrew Instructors Legacy Defence Qualification. AI with legacy instructional 

qualifications/competencies are to be assessed on arrival in post by a DTS or nominated 

TMS to ascertain their level of competence and currency. An AI with a CFS Cat check in 

their logbook within 5 years should normally only require induction trg by a DTS (Adv 

Practitioner).  A gap of more than 5 years should normally require refresher trg, either at unit 

through a DTS (Advanced Practitioner), a franchised DTTT(Fg) or attendance at an AIC. 

 
37. Defence Trainers (Flying) (Legacy DTC Qualifications). DTc (or legacy equivalent) 

is considered an acceptable equivalent for DTTT (Fg) only when supplemented by the CFS 

BMD and Airmanship modules. 

 

38. Defence Trainers (Flying) (Legacy Aircrew Instructor Qualifications). Where a 

DT(Fg) is a CFS accredited Q Cat B1 or higher or equivalent instructor, the qualifications 

below will be considered an acceptable equivalent for DTTT (Fg), when supplemented by 

COT, the PAR and Understanding DSAT DLE Modules and the CFS BMD and Airmanship 

Module as required. 

 

a. Aircrew Instructor Course (AIC) pre-2016. 

 

b. Qualified Flying Instructor (QFI). 

 
c. Qualified Gliding Instructor (QGI). 

 
d. Qualified Helicopter Instructor/Qualified Helicopter Crewman Instructor 

(QHI/QHCI). 

 
e. RN Qualified Observer Instructor/Qualified Aircrewman Instructor (RN QOI/QAI). 

 
f. Civilian Flying Instructor (FI). 

 

39. DTS (Legacy Defence Qualification).   A nominated TMS or suitably qualified and 
experienced DTS/DTM will carry out an assessment which must consider the qualifications 
held, when they were awarded and what experience the individual has had since. If the 
individual’s skill set is below the standard required for the type of training they will be 
supervising, they are to complete the necessary training interventions.  A worked example 
to assist in this assessment is at Annex O. 
 

40. Adventurous Training (AT) Trainers.  All direction in this JSP applies to adventurous 
training trainers with the following exception: if a trainer solely delivers adventurous training, 
then the CO of that unit may apply to TESRR for an exemption of the requirement to 
complete the DTc.  This will only be supported for those trainers who hold a nationally 
recognised instructional qualification or JSAT qualification in the AT they are delivering (such 
as the RYA Yacht Master Instructor qualification). If AT is delivered to those in initial training 
(Phase 1 or 2) all trainers/staff regardless of civilian qualification must be compliant with 
Care of Trainee (CoT) training as detailed In Volume 4. 
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7.5 Management of Training System Roles and Defence Trainer 
Capability 
 
41. DTC Lead Training Requirement Authority (TRA).  People-TESRR-Hd is the Lead 

TRA117 for DTC.  The desk level point of contact for the DTC Direction is People-TESRR-

Trg Policy SO1, TESRR.  Hd TESRR will be briefed on matters relating to the DTC via the 
Defence Training Policy Working Group (DTPWG). The DTPWG is chaired by People-
TESRR-Trg Policy SO1, TESRR, and comprises stakeholders from FLC TRAs. The Lead 
TRA, or their representative, is to: 
 

a. undertake Lead TRA functions iaw JSP 822 for all DTC training118. 
 
b. attend the Training Support Customer Board (Trg Spt CB) and the Trg Spt CB 
WG. 
 
c. brief members of the DTPWG and the TESRR PAG on DTC matters in order to 
manage risk and endorse any changes. 
 
d. examine the impact of external influences (such as Government 
Regulations/legislation) on this Direction. 
 
e. review this Direction annually to ensure its continued relevance & effectiveness.  
 
f. identify and record risks and issues which impact on safety in training and the 
mitigation measures in place. 

 
42. FLC TRAs. FLC TRAs are to: 
 

a. undertake FLC TRA functions iaw JSP 822 for all DTC training. 
 
b. attend the Trg Spt CB and the Trg Spt CB WG. 
 
c. determine annually, through their SOTRs, their demand for DTC training and, 
through the CB, manage any risk that arises from a difference between the Statement 
of Trained Requirement (SOTR) and the Statement of Training Task (SOTT)119. 
 
d. put processes in place to ensure that personnel selected for Defence Trainer 
duties with previous experience and equivalent, higher or legacy qualifications are 
assessed with a view to appropriate training interventions being selected for them if 
necessary. 
 
e. direct that all JPAN Numbers (JPANs) that require DTc and DTM training are 
annotated with the correct competences120. 

 
117 Whilst TESRR has Lead TRA status, the requirements setting for DTC lies with the FLC TRAs supported 
by the Lead TRA. Responsibilities therefore include providing a Defence SOTR for DTC (and agreement of 
the SOTT with the TDA). 
118 Less certain WT training solutions owned and managed by the FLCs. 
119 FLC SOTRs must include a breakdown of the contractor requirement for places required at either DCTS or 
within a franchise. Places for contractors that are not delivered as part of an existing FLC contract are to be 
applied for through IDT (A). 
120 Whilst desirable, is not always possible to annotate a DTS and DWT competence to a JPAN because 
selection of personnel to fill these posts is often based on locally assessed SQEP rather than the post itself. 
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f. contextualise training interventions for delivery within their own FLC whilst still 
meeting the training standard as agreed in the FTS121. 
 
g. identify appropriate WT requirements. 
 
h. manage, deliver and assure other WT training solutions for which DCTS is not 
the Lead Training Provider (LTP). 
 
i. ensure that 1st party audit functions are undertaken in the franchised delivery of 
DT and DTS training.  
 
j. work with DCTS to develop a risk-based 2nd party audit programme. 
 
k. assure training delivery by HE lecturers within their FLC. 
 
l. educate FLC Contracts Branches122, to ensure that the requirements within this 
Direction are met. 
 
m. ensure that processes are in place within their FLC for the recording of 
competences relating to this Direction. For Regular and Reserves, JPA is to be used.  
Competences for Civil Servants (CS) must be recorded on MyHR. For contractors, it 
is the role of the FLC that has let the contract to ensure that a system is in place for 
the recording of contractor competences. 
 
n. identify and record risks and issues which impact on safety in training and the 
mitigation measures in place. 

 
43. TDA.   Defence Academy (DefAc), is the TDA for DTC training, but the desk level point 
of contact is SO1 T&E Mgt, DefAc (DefAc Lead TDA). The TDA, or their representative, is 
to: 
 

a. undertake TDA functions iaw JSP 822 for all DTC training specifically FTS 
creation delegated from the Lead TRA and the management of the SOTR and the 
SOTT. 
 
b. attend the Trg Spt CEB WG. 
 
c. provide, at 1* level, the Chair of the Trg Spt CEB (which considers DTC training 
as part of its agenda). 
 
d. provide, assurance support to the DCTS FDT. 
 
e. contextualise, manage, deliver and assure Defence Workplace Trainer course123 
using the core materials provided by the Lead Training Provider (LTP).   

 
121 Where a FLC is delivering to a Defence audience, contextualisation must not favour any particular FLC. 
122 Contract Managers for contracts already in place prior to the issue of this updated version of the policy 
should seek to bring contracted training into line with updated requirements as soon as possible where it is 
practicable to do so within resource.  Contract Managers must be cognisant of these updates when existing 
contract reach renegotiation point and ensure that contracted staff are pre-qualified to the required standard. 
Queries and clarification on requirements should be addressed to the relevant FLC TRA. 
123 Once this is established. 



 

96                           JSP 822, Vol 2 (V5 Sept 22) 

 
f. on behalf of the Lead TRA, maintain and, if necessary, update the DTCF in 
accordance with the direction given by the Lead TRA. 
 
g. identify and record risks and issues which impact on safety in training and the 
mitigation measures in place. 

 
44. Lead Training Provider (LTP).  DCTS is the LTP for all DTC training less FLC WT 
training solutions. The desk level POC is SO1 DCTS. DCTS will: 
 

a. undertake LTP functions iaw JSP 822 for DTC training. 
 
b. attend the Trg Spt CEB. 
 
c. provide, at OF 4 level, the Chair of the Trg Spt CEB WG. 
 
d. maintain and update course documentation for which they are the LTP or only 
TP. 
 
e. deliver DTC training that is not delivered under franchise. 
 
f. assure, through the FDT, the quality and standard of DTc and DTS franchised 
courses. This will be a collaborative risk-based effort between FLCs and DCTS FDT 
staffs as articulated in FLC TRA responsibilities above. DCTS must, in liaison with the 
FLCs, draw up an annual DTC Assurance Programme. The programme is to be 
presented at the Trg Spt CB WG and 1* CB in Apr/May for the current TY and a 
progress report given in the Sep/Oct WG/1*CB meetings. DCTS may remove franchise 
licences if necessary, if ratified at the Trg Spt CEB. 
 
g. maintain the accreditation of the DTc and Defence Trainer tutorials to the RQF. 
 
h. conduct the administration to ensure that military and CS personnel completing 
the DTc receive a L3AET, the L4CET (for Trainer Trainers) and, for Trainer Trainers, 
L3AVRA124. 
 
i. on behalf of the TDA, compile and deliver the DCTS DTC SOTT, derived from 
the FLC SOTRs.  This includes all DTC courses. 
 
j. facilitate multiple CPD opportunities throughout the year for Defence Trainers, 
DTS and DTMs to share good practice and to discuss the standardisation and 
assessment of DTC delivery with the DTC stakeholder community.  
 
k. identify and record risks and issues which impact on safety in training and the 
mitigation measures in place. 

 
 

 
124 Unless this function has been contracted out by a FLC. 
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45. Commanding Officers (COs)125 / Heads of Training Establishments126.  COs and 

Heads of Training Establishments will be held to account for ensuring that: 
 

a. the Training Quality Manual (TQM) reflects the structure of the organisation and 
the monitoring and development procedures for Defence Trainers. 
 
b. people under their command who are engaged in training delivery or have contact 
with trainees are appropriately trained and qualified in accordance with this Direction and 
also have any additional necessary competences. 
 
c. there are sufficient Defence Trainers, DTSs and DTMs and the command 
structure within which they operate is configured to ensure that the requirements of this 
policy direction are achieved. 
 
d. their FLC TRA is informed via the TDA of any risks and/or issues relating to the 
DTC so that these can be raised at the appropriate governance meeting. 

 
 

7.6 Assurance of Defence Trainer Capability 
 
Detailed direction and guidance on the Assurance of Training can be found in Chapter 
6 (Evaluation and Continuous Improvement) and Volume 5 (Audit and Inspection) and 
must be read in conjunction with this section. Information on training governance 
activities can be found in Volume 1, Chapter 4. 
 
46. DTC is a key enabler for safe and effective training in Defence, therefore the evaluation 
and assurance of DTC must be robust.  TDAs, FLC TRAs and the Lead TRA must routinely 
evaluate the extent to which the training requirement is being delivered to the correct 
standard and that the requirement continues to meet Defence’s needs. A matrix outlining 
DTC assurance responsibilities is at Annex O.  
 
47. Governance.  All parties in the MTS must adopt a continuous improvement approach 
whilst tracking, reporting and responding to emerging risks and issues through the training 
governance processes set out in this policy.  
 
48. Reports and Data.  Validation, assurance and audit reports from which to draw 
findings must be made available upon request in order to drive change and improvements 
to DTC where necessary.  Statistics relating to training completion for those in roles covered 
by this Direction are to be reported iaw the requirements of FLC Command Plans and the 
Defence Plan.  
 
49. WTS Completion.  In order to achieve professional recognition and to transfer skills 
into the workplace, Defence Trainers and DTS have further training to complete which is 
articulated in the respective WTS of the FTS. 1st and 2nd party audit/inspection teams are to 
confirm that robust systems are in place to support WT completion and the awarding of the 
JPA competences. Competence recording is to be administered by unit HR staff.   
 

 
125 ‘Commanders’ covers those commanding / in-charge of any Unit or organisation where formal Phase 1, 2 
or 3 training takes place. (Including Operational Units, Training or Education Establishments, Defence Colleges, 
Training Schools and Training Units). 
126 See Volume 4. 
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50. Trainer Monitoring. Once qualified the ongoing development of training delivery staff 
is to be monitored127.  Individuals are to be monitored in line with the relevant Management 

Practice Documents (MPD) and/or unit performance appraisal and reporting procedures; the 
minimum monitoring requirement is every six months for all Defence Trainers.  Training 
Providers are to hold an auditable record of its training delivery staff’s assessments. For 
training delivery staff already in post who are assessed as not meeting the standards for 
their training delivery role, the CoC, in conjunction with MOD CS managers or Heads of 
Profession (HoP), are to ensure that an action plan is agreed to bring the identified training 
delivery staff up to the required standard.   
  
51. CPD. Training Providers are to facilitate a regular programme of CPD events and 
opportunities128.  The minimum requirement is 5 hours’ CPD129 per annum to allow Defence 

Trainers, DTS’, DTMs and Trainer Trainers further develop their T&E knowledge and skills 
in addition to keeping up with developments in the ‘content’ of their delivery. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
127 For civilian staff this is outlined in the relevant MPD. 
128 Guidance and ideas for best practice for CPD interventions can be found here.  CPD is to be agreed and 
discussed as part of an individual’s training and development plan. 
129 Ongoing CPD accords with the spirit of the new Further Education Standards issued in May 2014. Specific 
examples of CPD activities, where this should be recorded and links to the DTCF can be found here. 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume2/SitePages/Guidance-on-CPD-Activities-for-Staff-in-Training-Establishments.aspx
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume2/SitePages/Guidance-on-CPD-Activities-for-Staff-in-Training-Establishments.aspx
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8 Defence Direction on Remedial 
Training in Initial Training  

 
Policy Sponsor: TESRR, CDP 
 
The vision for Defence initial training (Phase 1 and 2) is to create an environment that 
attracts and retains high-quality people through the provision of training that, whilst stressing 
the importance of the team and team ethos, is focussed on the individual from recruitment 
to entering productive Service.  Training is by necessity challenging – it has to transform 
civilians into professional Service personnel (SP) capable of operating in the harshest of 
global environments and pressured situations.  It must imbue SP with an attitude of 
responsibility, self-discipline and selflessness: fundamental components of military ethos 
that are essential to maintaining operational effectiveness.  The two principle components 
of initial training are to: 
  

• ensure that recruits and trainees learn the skills and knowledge, appropriate to their 
trade/branch/specialism, so that they are suitably equipped and prepared to enter productive 
Service. 

• inculcate the right attitudes in terms of military ethos, values and standards required of 
a SP and ensure that all recruits and trainees embrace the disciplinary, personal and 
communal standards that constitute that ethos. 

Phase 1 and 2 training is where recruits and trainees undertake to achieve these 
components and trainers assess against specific Training Objectives (TOs) and behavioural 
standards to ensure satisfactory progress is being made.  There will be a number who, on 
occasion, fail to achieve the required benchmarks.  When a shortcoming is identified, 
necessary measures are taken to help and encourage the recruit or trainee to improve their 
performance.  The management of these measures is known as Remedial Training (RT).  
The experience and judgement of trainers (be they military, civilian or contractors) remains 
fundamental to identifying the reasons for poor performance and determining appropriate 
remedial action.   
 
Training populations vary according to recruitment standards and the requirements of the 
Role Performance Statement (Role PS).  Measures which would be appropriate for one 
population might be entirely inappropriate for another.  Additionally, in the early stages of 
training, recruits will be adjusting to military life and will take time to acquire the standards 
of behaviour expected of trainees in Phase 2 training.  
 
In accordance with JSP 833 130 , measures must not contain any of the following: 
unreasonableness; public humiliation; sustained and oppressive treatment which amounts 
to or could reasonably be construed as harassment, including any form of bullying; sleep 
deprivation or deliberate infliction of pain; or work for any other benefit than that of the 
Service or individual’s rehabilitation. 
 
 
 
 
 

 
130 JSP 833 - Minor Administrative Action 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP833.aspx
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8.1 Introduction 
 
SCOPE 
 
1. This Defence Direction applies to all Phase 1 and 2 training, and any period between 
these two Phases when trainees may be awaiting entry into a training module or phase. 
 
AIM 
 
2. This Defence Direction seeks to provide a standardised framework to manage, deliver 
and record measures of RT undertaken to address performance shortfalls during initial 
training. 
 
 

8.2 The Vital Role of the Trainer  
 
3. The Vital Role Of The Trainer. Substandard performance may result from a deficiency 
of skill, fitness or knowledge, attributable to a poor attitude and/or behaviour.  The problem 
may manifest itself as a skills or knowledge deficiency while the underlying cause is an 
attitudinal one, and vice-versa.  A trainer’s judgement is critical in determining the underlying 
cause and then deciding on the appropriate remedy.  Many factors must be considered, 
including the stage of training, the seriousness of the problem, and the performance to date 
of the recruit or trainee.  It is vital that trainers apply their experience and judgement to the 
analysis of the problem, to determine what action must be taken, including encouragement 
and reassurance if considered more appropriate than RT. 
 
4. Deficiency of Skill, Knowledge or Physical Fitness. A trainer’s judgement of a 
recruit or trainee whose performance is below par should include consideration as to 
whether the individual may have Specific Learning Differences (SpLD)131 and, if appropriate, 
assessment to determine such.  When the shortcoming is in part or wholly caused by a lack 
of skill, knowledge or physical fitness, then the appropriate RT to address the deficiency is: 
   

a. Deficiency of skill or knowledge.  To repeat the training serial or to give 
additional instruction that will bring the recruit or trainee up to the required standard. 

 
b. Deficiency of physical fitness.  To provide additional physical fitness training 
to reduce any physical fitness deficiency. 

 
5. When RT is required to correct deficiencies of skills, knowledge or physical fitness, it 
is to be supervised by an appropriate trainer (additional physical fitness training may only 
be supervised by a qualified PTI and should not be conducted against medical advice).  It 
should normally be conducted within the working day132, although it can be undertaken out 
of instructional hours or at weekends, if appropriate and authorised by the training 
establishment Chain of Command133.  Furthermore, a recruit or trainee should not normally 
undertake more than one hour of additional training per day with a maximum of 5 hours in 
any one week.  Where this will be exceeded the training establishment’s Chain of Command 
is to be informed. 

 
131 See Defence Direction on Specific Learning Differences contained in Volume 7. 
132 The working day is not the same as the training day/programme and will be determined by each training 
establishment in accordance with sS guidelines. 
133 Of commissioned rank. 
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6. Actions to Address Inappropriate Attitude or Behaviour. Substandard 
performance may be the result of an inappropriate attitude or behaviour, and the 
identification of this relies on the trainer’s experience and judgement and can be the most 
difficult failing to deal with.  Attitudinal change is achieved through a combination of factors 
and ‘public encouragement, rather than public humiliation’ will play a significant part.  If the 
substandard attitude or behaviour is of a serious nature, then disciplinary or formal 
administrative proceedings may be more appropriate. 
 
7. RT to address inappropriate behaviour or attitude.  RT undertaken to address 
substandard performance during initial training is not punishment and must not be used or 
treated as such134.  RT measures to address unacceptable attitude or behaviour during 
training are separated into 2 categories: 
 

a. Tier 1 measures.  These are short, sharp measures to achieve short-term 
behavioural change and can be implemented by the trainer without reference to a 
higher authority.  Each training establishment, in conjunction with their sS policy, is to 
issue Direction on what Tier 1 measures are appropriate to their situation.  These can 
include: 

 
(1) Verbal rebuke.  A short, sharp verbal rebuke by the trainer to highlight the 
attitudinal or behavioural shortcomings135. 
 
(2) ‘Wake up’ exercises.  These are short, sharp exercises designed to re-
focus trainees on the training that is being undertaken.  TDAs are to publish clear 
instructions on the scale and type of exercises that can be awarded and 
supervised by non-PT qualified trainers.  It is stressed that ‘wake up’ exercises 
are short in duration and designed to refocus the recruit or trainee on the current 
training objective and are not to become an ‘activity’ in their own right136. 
 
(3) Immediate repetition of a training activity.  This is a measure to 
demonstrate to a recruit or trainee that their attitude or application on first attempt 
was unacceptable and should normally be conducted without interruption to the 
training programme. 
 
(4) Minor additional tasks.  These will be tasks directly related to observed 
levels of unacceptable behaviour137, which must be undertaken immediately and 
without interruption to the training programme. 

 
b. Tier 2 measures.  These are more onerous measures which are aimed at 
addressing longer-term attitudinal or behavioural shortcomings, but which do not merit 
initiating disciplinary action.  These will usually be undertaken outside of the normal 
training programme. Training establishments are to issue instructions defining the 

 
134 Punishment is directly related to, and a consequence of, the formal disciplinary process as laid out Defence 
and sS disciplinary policies, instructions, manuals, regulations and legislation.  RT is a separate and unrelated 
action, although it may seek to deal with issues that may also require disciplinary action. 
135 Prolonged verbal rebukes (in effect verbal abuse) or dramatic actions aimed at publicly humiliating recruits 
or trainees are not acceptable.  Such actions amount to bullying and abuse of position, are disciplinary matters, 
and are contrary to military ethos, values and standards. 
136  Should a trainer find it necessary to award more than one ‘wake-up’ exercise to a recruit or trainee during 
any one lesson/training period, this may be indicative of a larger issue, such as substandard training delivery 
technique or defective timetabling.  These factors should be investigated and rectified. 
137 An example would be ordering a trainee to clear rubbish having observed them dropping litter. 



 

102                           JSP 822, Vol 2 (V5 Sept 22) 

nature and scope of Tier 2 measures and the procedures for managing them, including 
who can authorise such measures.  The only Tier 2 measures are: 

 
(1) additional training event.  
 
(2) additional duties138. 
 
(3) show parade. 

 
8. Tier 1 and 2 measures are one part of the process of achieving attitudinal improvement.  
When a trainer judges that it is necessary to use Tier 1 or 2 measures they must be:  
 

a. justifiable due to an observed shortfall in behaviour or attitude. 
 
b. in proportion to the nature and scale of the shortcoming in attitude or behaviour. 
 
c. achievable without compromising other aspects of the training programme. 
 
d. undertaken quickly to establish the link between the shortcoming and the RT. 
 
e. compatible with current Direction on bullying and harassment139.  There is clear 
distinction between bullying and/or harassing behaviour and RT measures140. 

 
f. designed to avoid causing injury or psychological damage to the recruit or trainee 
where this is reasonably foreseeable141 (the recruit or trainee’s limitations and medical 
condition must be taken into account and physical activity is not to be imposed against 
medical advice). 
 
g. undertaken routinely within the working day or out of normal instructional hours 
or at weekends, if necessary, and if it meets all the requirements of this Direction and 
sS policies. 
 
h. supervised by an appropriate member of training staff who is both qualified and 
experienced to impose the measures. 
 
i. communicated effectively to the trainee, explaining the deficiency observed, 
taking account of any excuse offered.  It may be that a formal interview is appropriate 
depending on the nature of the shortcoming, the stage of training and the progress of 
the recruit or trainee.  This is often useful in identifying the underlying problem. 

 
138 This may include additional guarding (both armed and unarmed) duties.  However, in keeping with DHALI/B, 
those aged under 18 years of age are not to undertake RT in the form of guard duties, and any recruit or 
trainee aged over 18 years of age who is given additional guard duties as RT is to be partnered at all times 
while guarding with an experienced SP who is already a member of the trained strength (which includes the 
MPGS).   
139 As defined in JSP 763: The MOD Bullying and Harassment Complaints Procedures. 
140 Covered as part of the Defence Trainer course at DCTS. 
141 It is accepted that measures may be physically demanding and/or time-consuming commensurate with the 
stage of training and nature of the trainee cohort. 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP763.aspx
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9. RT to Groups. RT is to be applied only to an individual unless the shortfall can be 
applied equally to a group142, in which case a group measure may be applied.  Tier 1 and 2 
measures are not to be imposed on a body of recruits or trainees in response to the 
shortcomings of an individual or a number of known individuals.  If the award results from 
an individual shortcoming, then the group is to be clearly briefed that the TO requires group 
achievement, and it is a whole-team responsibility to ensure that the TO is met143. 
 
10. Relationship Between RT, the Disciplinary or Administrative Processes and 
Withdrawal of Unsuitable SP From Training. RT is not to be used as, or in lieu of, a 
punishment or sanction144.  RT is training to assist the recruit or trainee to achieve the 
required standards of skills, fitness, knowledge and attitude prior to entering productive 
Service.  It is inappropriate to instigate disciplinary procedures in dealing with continual 
deficiencies in knowledge, skills and physical fitness.  However, in such circumstances, it is 
entirely appropriate to instigate the administrative process of warning, extension of training 
or ultimately withdrawing a recruit or trainee from training.  Initial training provides a SP with 
the skills, knowledge and attitude required to execute their role and, therefore, is 
administered and managed separately than for those already GTS, using different 
procedures. 
 
11. Substandard behaviour or attitude in a recruit or trainee may result in a variety of 
actions.  A trainer should recognise that in the early stages of training, recruits will be 
adjusting to military life and may not have had time to acquire the required attitude and 
behaviour, and in this case Tier 1 or 2 measures may be appropriate.  Equally, if the issue 
becomes serious (e.g. it amounts to discrimination, harassment or bullying), or if the recruit 
or trainee has already failed to respond to Tier 1 or 2 measures or is at the stage of training 
where they should know better, then disciplinary or administrative action may be more 
appropriate.  If disciplinary or administrative action is initiated, no other Tier 1 or 2 measures 
except a verbal rebuke may be used. 
  
12. After RT to correct substandard behaviour or attitude (or disciplinary proceedings to 
punish, or administrative action to sanction), it may also be necessary to begin the formal 
process to warn and ultimately extend the training or withdraw an SP from training.  Such 
action will be dependent on the stage of training, the recruit or trainee’s performance to date 
and their response to the measures taken. 
 
13. Action taken to remedy substandard performance may involve both additional 
instruction and Tier 1 or 2 measures, with the balance and scale of each being based on the 
trainer’s analysis of the cause of the problem.  The application and implementation of RT, in 
relation to disciplinary, administrative and withdrawal action is shown at Annex Q. 
 
14. Recording of RT. The effective management of substandard performance relies on 
the experience and judgement of trainers employed within initial training establishments, 
who are fully supported by the Chain of Command.  With the exception of verbal rebukes, 
all RT measures used to rectify performance issues are to be recorded, and include: 
          

a. the recruit or trainee’s name and Service number. 

 

 
142 LTOs requiring group achievement are to be clearly identified.  This may require Training Design input. 
143 Pre-emptive action on the part of the trainer may be necessary to avoid an individual or a small number of 
individuals being blamed by the other members of the group. 
144 Punishment or sanctions can only be awarded following a formal disciplinary or administrative process. 
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b. the deficiency, the date and the relevant TO, if appropriate. 

 
c. the action taken. 

 
d. the trainer and the supervisor of the RT. 

 
e. any other relevant information, such as that which demonstrates how the RT 
meets the requirements of this Direction and achieved the modification in behaviour or 
improvement in knowledge or skill.  

 
15. The method and format for record keeping is to be determined by sS but an auditable 
process linking this Direction to the actions taken by trainers is required.  Formal interviews 
should also be recorded.  Records are to be scrutinised weekly by a responsible officer and 
monthly by the Chain of Command.  All records are to be stored and maintained within 
training establishment for 2 years and are to be available for scrutiny by assurance bodies 
such as sS Inspectorates and Ofsted. 
 
GOVERNANCE 
 
16. Policy Sponsorship.  This Defence Direction is sponsored by TESRR and periodically 
reviewed and maintained through the Defence Training Policy Working Group (DTPWG)145. 
 
17. TRAs.  A degree of sS variation is required in the application of this Direction to reflect 
the operational role and diversity of the training population.  Via the CEB process, TRAs are 
to ensure: 

 
a. through their TDAs, that a consistent approach to RT is applied across all 
subordinate Defence training establishments iaw this Direction. 

 
b. they have oversight of instructions issued by initial training establishments 
(through TDAs) that implements this Direction.  The instructions will normally be 
contained within the Trg Quality Manual which is endorsed by the TRA at the CEB. 

 
c. that all initial training establishments and TDAs have an appropriate recording 
system. 

 
18. TDAs.  TDAs are to publish instructions on the scale and type of ‘wake-up’ exercises 
that can be awarded and supervised by non-PT qualified trainers. 
 
19. Training Providers / Training Establishments.  All training establishments are to 
publish, for trainers and staff, details of the RT measures authorised for managing 
substandard performance.  This publication is also to include the purpose and the scale of 
measures that can be expected for a range of shortcomings and is issued under the 
oversight of the relevant TDA/TRA to ensure consistency and compliance.  Furthermore, 
each training establishment is to make it clear to recruits and trainees, as part of the 
induction process146, how this Direction will be applied and where they can find written 
details thereafter.  In addition, COs of training establishments are to ensure there is a robust 

 
145 The Defence Training Policy Working Group; an OF4 TESRR-led, bi-monthly meeting. 
146 Including briefs on the supervisory care regime and how to make a complaint. 
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system for recording, managing and maintaining routine oversight of RT records with an 
auditable trail between local RT orders or instructions and this Direction. 
 
20. The key elements of this Direction are included in the DCTS Defence Trainer course 
mandated for Defence.  In addition, induction courses at initial training establishments are 
to brief the local instructions that seek to implement this Direction.  Equally, COs are to 
ensure that all personnel (military, civilian and contractors) in contact with Phase 1 recruits 
and Phase 2 trainees are aware of their responsibilities in the application of this RT Direction. 
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9  Defence Direction on Robust Training 

 
Policy Sponsor: TESRR, CDP 

Properly conducted Robust Training is a basic principle of training in Defence and as such 
is linked to measurable Training Objectives (TOs) and outcomes.  It is deliberately designed 
to induce an element of pressure in order to challenge recruits and trainees mentally and 
physically, so that they draw on reserves of willpower and stamina to achieve the outcome 
sought.  The aim therefore of Robust Training events is to develop physical and mental 
resilience in order to prepare appropriately for the challenges of operations worldwide.  It is 
entirely practical to deliver such training without compromising welfare and Duty of Care 
responsibilities, but it must be regulated to prevent Robust Training being replaced with 
harsh or inappropriate training that prevents the overall training effect from being delivered. 
 
This Defence Direction assists Commanders147 involved in all phases of training, in planning 
appropriate and proportionate training that is challenging, engaging and robust, whilst 
ensuring that risks are identified and mitigated, so that the recruit or trainee is protected from 
uncontrolled misuse of the term to deliver harsh training, unlinked to a specified training 
outcome or objective.  Commanders should consider this Direction in conjunction with the 
‘Commanders Managing the Training Environment’ Direction and the ‘Supervisory Care for 
Phase 1 Recruits and Phase 2 Trainees’ Direction and the Safe System of Training.  Both 
are contained within this JSP as are other policies relevant to ensuring a realistic and safe 
training environment.  In addition, all training should be designed and delivered in line with 
the Direction given in this JSP. 
 
 
 

9.1    Robust Training 
 
DEFINITION AND PURPOSE 
 
1. Definition.  Robust Training is defined as ‘Contextualised training that, by design, 
progressively develops individuals’ mental and physical resilience in preparation for their 
front-line role and prepares them appropriately for operations, when combined with Mission 
Specific Training’. 
 
2. Purpose and Application.  The purpose of Robust Training is to progressively 
develop a Service Person’s (SPs) resilience148 to enable them to perform effectively in any 
operational environment.  The degree to which Robust Training is employed within an Initial 
training programme should reflect the employment of that SP in both specialist and generic 
tasks149 .  Emphasis should be placed upon the need for SP to perform in the most 
demanding conditions in which they may realistically expect to find themselves if deployed 
to high-tempo and/or high-threat operational environments.  As Defence transitions to a 
contingent posture, the non-linear nature of the Contemporary Operating Environment 

 
147 ‘Commanders’ covers those commanding/in-charge of any form of a Phase 1, 2 or 3 formal training 
organisation (including Training or Education Establishments, Defence Colleges, Training Schools and 
Training Units.  This includes Reserve units). 
148 This acknowledges that initial training (Phase 1&2) is a series of evolutions that lead to eventual Service 
on operations.  Thus, the product of initial training is not the finished article.  The process of developing 
resilience will continue throughout a SPs career, through formal and informal training interventions and the 
accumulation of experience.   
149 For example, fulfilling individual Force Protection functions.  
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(COE) will inevitably expose SP from support functions to higher risks than would have 
traditionally been the case.  It is therefore no longer acceptable to have a situation where 
combat personnel and support or service support personnel sit at distant ends of a wide 
spectrum of individual resilience.  This gap should be narrowed if all SP are to be best 
prepared for operational service.  This requires moral courage to implement and there is a 
need for a coherence of approach across Defence and single Service (sS) training 
establishments to ensure that Robust Training is systematic, progressive and appropriately 
contextualised. 
 
PRINCIPLES 
 
3. Beneficial.  The net result of properly designed and conducted Robust Training should 
be beneficial to recruits and trainees in a resilience context.  It should develop their ability to 
perform demanding tasks under difficult conditions by building self-confidence, self-reliance 
and motivation.  It must not erode it.  Recruits and trainees should feel that the training was 
a positive experience.  This point in itself is a useful to guide to whether Robust Training 
events are having the desired effect and should be measured as part of a training 
establishment’s self-assessment process. 
 
4. Developmental.  Robust Training tasks must be developmental and preparative in 
nature and related to performance expected after training.  Robust Training should take 
place under simulated operational conditions where possible and/or appropriate.  Recruits 
and trainees must be sufficiently prepared for the training and, while it should stretch and 
test their abilities, it must not make them feel that they have no chance of performing 
adequately.  Consequently, the effect should be to take recruits and trainees out of their 
comfort zone and to develop resilience and self-reliance so they can be assured that they 
are well prepared to handle challenging situations. 
 
5. Tailored.  Due to the wide range of training in Defence and the breadth of job 
specifications within both commissioned and non-commissioned ranks, what could be 
defined as Robust Training for one training cohort may not be suitable or appropriate for 
another.  While many operational conditions are similar for all, it is unlikely that any but the 
most generic of Robust Training events will be appropriate across Defence.  Robust Training 
must be designed to be relevant to the roles and duties of the recruit or trainee and likely 
employment on operations.  Robustness comes in many forms, both physical and mental.  
sS and Defence training establishments need to implement a ‘continuum of robustness’ that 
threads through all phases of training, and which must be: 
 

a. Relevant.  sS training has spent the last decade or more delivering capability to 
defined operational theatres with (largely) understood threats.  As Defence returns to 
contingency the certainty of future operational environments and the threats that 
emerge may be less defined and less clearly understood.  This uncertainty requires a 
refinement within training if we are to produce a new generation of robust, self-sufficient 
and capable SP. 
 
b. Contextualised.  sS training needs to provide ‘immersive’ scenarios to allow 
recruits and trainees to contextualise their training.  It is necessary to replicate the 
physical and mental pressures of operations that are specific to Service and role, 
noting the need to ensure that supporting personnel should also build resilience 
through Robust Training.  If all SP are to be best prepared for operational service, 
training needs to focus on the increased resilience end of the spectrum and where 
possible enhance the psychological stressors in training (e.g. increased use of battle 
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simulation, additional night training scenarios) and the physical stressors (e.g. 
extending training days, more time living ‘in the field’ or austere simulated operational 
conditions). 
 
c. Delivered to defined standards.  The ability to measure how successfully sS 
deliver training that challenges a recruit or trainee to develop physical and mental 
resilience should be achieved via measures of performance whilst in Initial training, 
and through measures of effect once SP join their respective Commands.  Detailed 
assessment through both InVal and ExVal will be essential in determining the degree 
to which Robust Training is succeeding. 
 
d. Delivered with calculated risk.  The acceptance of risk is important, and its 
application must be understood at all levels of training delivery.  It must be 
proportionate to the delivery of the defined operational output.  There is both a moral 
obligation to prepare recruits and trainees appropriately for the rigours of operational 
Service, and a need to recognise that a Robust Training regime may lead to injury, 
increased wastage rates or litigation.  These factors are not mutually opposing or 
irreconcilable.  Robust Training can be delivered during all phases of training whilst 
successfully discharging Defence’s welfare and Duty of Care responsibilities.  The 
risks associated with Robust Training must be identified, assessed and addressed150 
with a view to enabling this important element of training.  A culture of risk aversion 
must be avoided as it merely transfers risk to the Commands and is morally 
unjustifiable.  It is incumbent upon Commanders, their staff and trainers to be 
conversant with the principles and application of risk assessment at their respective 
levels of training command.  Intelligent risk management must be led by the 
Commander and understood by all staff involved in training delivery.  The first step in 
developing risk management locally will be through the CRA/SCD process.  Detailed 
briefing on local procedures must be included in staff/trainer induction training and 
understanding must be developed further through regular study periods. 
 
e. Appropriate supervision.  The level and style of supervision needs to be tailored 
to the level of risk, the type of training and the ability and confidence of the recruits or 
trainees. 
 
f. Trust in the Chain of Command.  The application of Robust Training may be 
compromised, at least in part, by a mutual lack of trust between training staff and their 
Chains of Command.  This can be compounded by a perception amongst trainers that 
there has been a shift in emphasis to the recruit’s or trainee’s care needs that conflict 
with challenging, engaging and robust training.  Recruits and trainees must be 
empowered to ask questions and appropriately challenge the ‘recruiting promise.’  This 
should not, however, be viewed as a challenge to the core tenets of sS Values, 
Standards and Ethos, or the Chain of Command.  Trust needs to be established early 
so that there is an understanding of what is required and the rationale behind Robust 
Training. 

 

 

 

 
150  Further Direction and Guidance on managing risk should be sought through Defence and SC Risk 
Management processes and regulations.  Commanders should also have their Commander’s Risk 
Assessment (CRA) and Supervisory Care Directive (SCD) in place to ensure that Robust Training is properly 
managed, governed and assured.  Robust Training should be integral to and tied into the Role Performance 
Statement (Role PS) issued by the Training Requirements Authority (TRA). 
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GOOD PRACTICE 
 
6. Compliance with Defence training standards.  Robust Training events must be 
designed in accordance with the DSAT.  They must be shaped logically to fulfil and test an 
established training need and must be conducted consistently and resourced appropriately.  
All training, including events that are designed to be robust must be designed to deliver 
against the Role PS, as set out by the TRA.  Robust Training must have a defined TO to 
achieve and be measured against.  Robust Training for its own ends, delivered ad hoc, in 
an uncontrolled manner or unsupervised environment is dangerous and must be actively 
guarded against.  Adherence to JSP 822 allows challenging, engaging and robust training 
to be designed and delivered in a safe, controlled and appropriately governed manner.  
 
7. Appropriate risk management not excessive risk aversion.  It is generally accepted 
that military Service will expose SP to more risk than most civilian occupations.  Training to 
meet the needs of military Service, which stretches recruits and trainees physically and 
psychologically, ideally under simulated operational conditions, is likely to carry more 
training risk than is normally the case.  Commanders and training staffs must ensure that all 
risks are assessed and mitigated, but they must not seek to unnecessarily protect recruits 
and trainees from the consequence of failing to rise to the challenges set.  It is acknowledged 
that this element will need to draw upon the experience and judgement of the training Chain 
of Command.  It is vital to avoid the inculcation of a culture of risk aversion that may lead to 
the physical or psychological inability to perform adequately when facing the challenge of 
operational conditions. 
 
8. Separated from remedial action.  It is important that training staff designing and 
delivering Robust Training must ensure that recruits and trainees as well as training staff 
understand the purpose and intended outcome of the training.  It must be clearly 
differentiated from any sort of remedial training151, corrective or disciplinary action.  Training 
that is intended to be robust must not be confused with any form of bullying, harassment or 
intimidation.  Such conduct is wholly unacceptable and contrary to Defence’s Values, 
Standards and Ethos and the DHALI/B intent, and is demonstrably counter-productive in 
developing resilience.  Effective supervisory care, welfare policies and governance and 
assurance processes will ensure that Robust Training is not confused with, or replaced by, 
actions or events that either serve a different remedial, corrective or disciplinary purpose, or 
those that are conducted in a misguided attempt to achieve unsanctioned, unacceptable 
and unnecessary outcomes. 
 
9. Clearly explained purpose.  Recruits and trainees as well as trainers must be in no 
doubt as to the difference between Robust Training and unacceptable practices.  The 
conduct of Robust Training events must not undermine the good practice and culture of 
Continuous Improvement that is synonymous with DSAT and DHALI/B.  It is possible to 
prevent confusion amongst recruits and trainees by detailed explanation of Robust Training 
aims and objectives during induction and regularly thereafter.  Trainers must have the 
principles of Robust Training explained to them during their selection, training and again 
when they join the training establishment.  Where inexperienced staff or trainers are 
expected to apply Robust Training techniques they must be mentored and supervised. 
 
 
 
 

 
151 See Defence Direction on Remedial Training in Initial Training contained within Chapter 8. 
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EXAMPLES OF ROBUST TRAINING FACTORS 
 
10. Ideally, Robust Training should not be confined to specific and stand-alone events; it 
must be all pervasive, coherent and progressive throughout all phases of training.  In its 
most basic form, Robust Training may simply be reflected through the setting of unremitting 
high standards by staff, trainers and support personnel. 
 
11. The following pressures could contribute to training being classified as robust.  The list 
is not intended to be prescriptive but, rather, provide examples.  Equally, the list is not 
exhaustive, and it must be read in conjunction with the points made above.  Some examples 
of Robust Training activity are at Annex R.  This list is intended to be illustrative rather than 
exhaustive: 
 

a. Psychological pressures. 
 

(1) rapidly and or frequently changing priorities. 
 
(2) introduction of extra information or introduction of situations in which there 
is incomplete information. 
 
(3) reduction in time allocated for a task. 
 
(4) dislocation of expectations. 
 
(5) enhanced perception of danger/risk and consequence of failure. 
 
(6) realistic simulation of operational challenges and operational ‘friction’. 
 
(7) significantly increased responsibility.  

 
b. Physical pressures. 

 
(1) climatic injuries and other environmental factors – heat / cold / wet / 
darkness152. 
 
(2) exertion and physical effort. 
 
(3) tiredness/controlled sleep deprivation. 

 
 
RISK WITHIN ROBUST TRAINING 
 
12. Robust Training is deliberately intended to challenge recruits and trainees as such 
there is an inherent risk of exceeding their existing/core physical and / or mental resilience 
and therefore appropriate measures are to be taken to monitor this risk and ameliorate its 
impact. 
 
 
 
 

 
152 See JSP 375 Chapter 42: Cold Injury Prevention and Chapter 41: Heat Illness Prevention  

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP375.aspx
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EXERTIONAL COLLAPSE 

13. Collapse during exertion in both military and civilian populations does occur and can 
be attributed to many factors, not just exertional heat illness, but other conditions such as 
Sudden Cardiac Death (SCD), asthma attack, Rhabdomyolysis or collapse associated with 
Sickle cell Trait (ECAST). 
 
14. An individual who is poorly performing or demonstrates distress during, or 
immediately after physical exercise, may be at risk of exertional collapse, and potentially 
even death.  Poor performance and distress must be recognised early to enable timely 
intervention, including immediate cessation of the physical activity for all participants.  
Priority must be given to treating the individual.  A dynamic risk assessment should 
consider whether others participating in the same activity are also at risk and whether the 
activity can safely resume. 
 
15. Risk factors associated with exercise-related collapse can be personal, 
environmental, or external and recognised risk factors are listed below, noting this is not 
an exhaustive list: 
 

a. Personal risk factors include: 

 

(1) Dehydration. 

 

(2) Recent or current illness (include raised temperature). 

 
(3) Recent vaccination (within 24 hours). 

 
(4) Poor baseline conditioning/fitness level. 

 
(5) Excess body fat. 

 
(6) Prior poor fitness test performance. 

 
(7) Prior exercise related collapse. 

 
(8) Accumulated fatigue. 

 
(9) An underlying cardiac condition. 

 
(10) Asthma. 

 
(11) Sickle Cell Trait (SCT).  Clinical evidence suggests that these individuals 

may be more prone to injury (or death) with physical exertion. 

 
b. Environmental and external risk factors include: 

 

(1) Lack of appropriate environmental acclimatisation (including heat, cold 

and altitude). 

 

(2) Exercise at altitude. 
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(3) High ambient temperature and humidity and cold weather. 

 

(4) Certain medications. 

 
(5) Dietary supplements containing stimulants, including energy shots or 

drinks. 

 
16. In addition, an individual’s motivation and /or peer, or command pressure (whether 
actual or self-induced) is equally important to recognise as a risk factor.  With an individual 
pushing themselves during physical activity and ignoring the onset of physical signs and 
symptoms of distress. 
 
17. Immediate Actions.  In the event of exertional collapse, the following immediate 
action drills are to be followed: 
 

a. STOP the activity. 
 
b. EVALUATE, ADMINISTER FIRST AID as appropriate (i.e. Check Airway, 
Breathing, Circulation and TREAT as required) and CALL emergency services if 
needed (civilian and / or military in accordance with the Risk Assessment and 
situation) 
 
c. ADMINISTER oxygen if available and appropriate. 
 
d. HYDRATE if tolerating liquids. 
 
e. INITIATE COOLING techniques as required. 
 
f. ENSURE appropriate medical follow-up of the individual. 
 
g. REVIEW others.  Only restart the activity when assessed as safe to do so.  If a 
suspected case is observed the activity must be paused and a dynamic risk 
assessment made.  The activity may be terminated or only restarted once further 
mitigation measures have been approved, recorded, and applied as per the activity 
protocols. 
 
h. INFORM the Chain of Command as necessary. 

 
 
UNIVERSAL TRAINING PRECAUTIONS (UTPs) 
 
18. The risk of Exertional Collapse can be reduced through Universal Training 
Precautions (UTPs).  These UTPs should be integrated into the planning, design and 
conduct of fitness tests or other physical activity.  They should also be included in an 
individual’s own preparation. 
 
19. The UTPs are as follows: 
 

a. Acclimatisation to heat, cold or altitude. 
 
b. Progressive and graduated increase in exercise duration and intensity. 
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c. Hydration sufficient to maintain clear-light yellow urine. 
 
d. Avoid stimulants, diuretics, energy drinks, antihistamines, decongestants, non-
steroid anti-inflammatory drugs (NSAIDs), opioids, methylphenidate and weight-loss 
or other performance-enhancing supplements prior to exercise. 
 
e. Avoid alcohol prior to exercise. 
 
f. Ensure work /rest cycles are followed. 
 
g. Observe participants for no less than 10 minutes post exertion. 
 
h. Ensure medical facilities are available throughout any programmed physical 
activity and provide prompt medical attention when early signs of distress are 
observed. 

 
 
PHYSICAL ACTIVITY OPT-OUT 
 
20. Illness and other personal risk factors outlined in paragraph 14 can increase the risk 
of exertional collapse, and it is recognised that there may be times when an individual is well 
enough to conduct many of their work duties whilst not feeling well enough to take part in 
physical activity.  Personnel are not to take part in physical activity of any nature where, 
having been briefed on the nature of the activity by the Chain of Command, they do not feel 
sufficiently well enough to take part, and should inform the activity owner if this is the case.  
The physical activity opt-out policy relates to both Physical training sessions and broader 
military training or tasks involving physical activity 153 . Units must ensure that those 
instructing or leading Physical Training, or other military training activities involving physical 
activity, are aware of this policy as an exertional collapse mitigation measure. For 
completeness the opt-out policy must be written into all generic risk assessments that 
involve physical activity. 
 
21. The physical activity opt-out policy does not provide a ‘bypass’ mechanism for activities 
that must be completed: where an individual has need to opt-out of a physical activity that 
forms part of a formal career course, output standard assessment, operational readiness 
requirement, or other mandatory activity, the Chain of Command must arrange an alternative 
time for the individual to repeat the test or serial when the individual is well enough to take 
part. 
 
22. Opting out of physical activity due to feeling unwell does not automatically 
necessitate that the individual ‘reports sick’ to medical services. Many conditions (e.g. 
common cold) are self-limiting and suitable for self-management.  Where there is a wider 
concern about an individual’s health (e.g. recurrent episodes of opting out over a short 
time period for specific activities) appropriate action is required and the Chain of 
Command informed. 

 

 
153 Due to the complexity and variation in Training Systems across Defence, sS should put the necessary 
processes in place to ensure that this policy is effectively and efficiently implemented in context. 
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‘BAD DAY’ POLICY 

23. A liberal ‘Bad Day’ policy is to be implemented for individuals showing any signs of 
distress during a fitness test or training activity. Individuals showing signs of distress are free 
to stop and their attempt is to be declared void.  At the beginning of all fitness tests and 
physically demanding activity, individuals are to be reminded of the ‘Bad Day’ policy and 
that they are free to stop should they suspect that they are unwell or injured. 
 

24. This policy is referred to in the following JSPs: 

a. JSP 375 (Management of Health and Safety in Defence) 

b. JSP 419 (Adventurous Training in the UK Armed Forces) 

c. JSP 660 (Sport in the UK Armed Forces) 

d. JSP 545 (Tri-Service Regulations for Recruiting) 

 
GOVERNANCE 
 
25. It is a requirement that training events that incorporate a robust element or that seek 
to achieve a greater level of resilience through the application of pressures (stated above) 
be appropriately governed.  Commanders must therefore ensure appropriate governance 
procedures are in place and that such training is regularly scrutinised through 1st, 2nd and 
3rd party assurance procedures.  All Robust Training must be linked directly to a specified 
TO as laid out in the Role PS, issued by the TRA. TDAs must be aware of all Robust Training 
events that take place in their training establishments and ensure that they are appropriate 
and proportionate to the training outcome, controlled and fully integrated into the core 
syllabus, and delivered in an entirely transparent manner. 
 
TRAINING 
 
26. Trainers and staff engaged in any aspect of Robust Training are to be suitably briefed 
as to the aim and desired outcomes of the training events, as well as supervised where 
appropriate.  In addition, the Defence Centre of Training Support (DCTS) runs the Defence 
Trainer Capability and DSAT courses that all training staff, and most particularly those 
engaged in the design and delivery of Robust Training, need to attend. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP375.aspx
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP419.aspx
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP-660-Sport-in-the-UK-Armed-Forces.aspx
https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP545.aspx
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10  Workplace Training  
 

Any training managed and/or delivered by the employing unit must be done so effectively, 
efficiently and safely. 
 
For formal Workplace Training, the Defence Trainer may use different resources, including 
individual SMEs in the Workplace, to deliver the training through a risk-based approach.   
 
The training should employ a flexible approach especially where the training is delivered 
over a long period of time in role. 
 
FLCs are to direct an appropriate DTC training intervention depending on the individual’s 
role. 
 
Informal workplace training, such as specific local task or continuation training should be 
done by SQEP personnel and mentoring of the individual to maximise performance. 
 

• Key publications: 

• Workplace Training Statement (part of formal Training Statement) 

• LSpecs and lesson/event plan 

• Workbooks/portfolios 
 
Assessments should be consistent when judging the performance of an individual in 
confirming they are competent to undertake particular tasks.   
 
 

Please note, this chapter has been created using existing policy from JSP 822, V4.1.  
A comprehensive review of Workplace Training policy will be conducted in the next review 
of JSP 822. 

 
 

10.1  Introduction 

 
AIM 
 
1. This policy sets strategic Direction and Guidance for the conduct of workplace training, 
driving coherence across Defence and codifying processes in support of force generation, 
preparation and sustainment.  It also places workplace training at the centre of managing 
risk to contingent capability and sets priorities to deliver improvements in the efficiency and 
effectiveness of individual workplace. 
 
SCOPE 
 
2. The amount of Defence Training that is delivered in the workplace is likely to increase 
as a result of various Training Transformation Projects.  This chapter provides additional 
specific direction and guidance for those responsible for workplace training, not least COs, 
to ensure training within their Unit is delivered effectively, efficiently and safely. The policy 
is to be applied to all individual training in the workplace requirement setting, design, 
delivery, evaluation and governance activities across Defence. This policy must be used in 
conjunction with other relevant volumes and chapters within JSP 822. 
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10.2   Defence Direction on Formal Workplace Training 

 
3. Definition. Formal Workplace Training (WT) that is managed and/or delivered by the 
employing unit. This training may address all or part of the training required to meet the Role 
Performance Statement as articulated in the Workplace Training Statement. 
 
4. Lesson planning considerations for the workplace environment.  Whilst the 
generic DSAT guidance on lesson/event planning is relevant to all training environments, 
there are some special considerations for training that is undertaken in the workplace.   
Planning for workplace training is just as important a part of the training delivery process 
and may be as simple as scheduling a workplace lesson similar to those used in a more 
structured training environment may be appropriate.  However, where TOs are delivered 
over a longer period of time in-role, the trainer will need to be much more flexible in their 
approach and the planning process should reflect this.  The use of LSpecs and lesson/event 
plans remains the same.   
 
5. Where workbooks or portfolios are used to stipulate the training to be delivered, 
planning may focus more on identifying and organising opportunities for learning to take 
place in the work environment.  In this case, the trainer may wish to plan a programme of 
workplace Tasks that will present the trainee with the opportunity to practise a Skill under 
supervision, or to learn new Knowledge and Skills through workplace experience.  The 
Standards to be achieved should be clearly stated and the trainer should know the process 
for assessing and recording completion of the TOs.  The workplace environment may be 
very different from a more structured training environment and will have its own advantages 
and disadvantages.  Potential barriers to workplace learning include: 
 

a. Distractions.  Learning in the workplace is a much more informal environment 
and the trainer may have less control over distractions like background noise and 
interruptions.  While this may create a much more realistic context for the trainee, it 
may also hamper the delivery of new information and could impact on safety.  Good 
planning will ensure that the risks are properly assessed and, where it is likely that 
noise or other distractions will impact on learning, the plan should contain information 
on how this should be managed. 
 
b. Trainee interaction.  Workplace training is ideal for a learner-centric approach 
to training and ultimately helps the trainee to develop confidence and competence.  In 
order to facilitate learning, the trainer must be prepared to step back and allow the 
trainee to learn from experience, even if this means allowing them to make mistakes 
where safety permits.   
 
c. Confirmation of learning outcomes.  For workplace training to be properly 
effective, the trainer should plan not only the tasks and activities to be conducted but 
also the Method of confirmation to be used, whether this is just through question and 
answer session, observing completion of a task, summarising the KLPs at the end of 
a task or allowing the trainees to summarise themselves what has been learned. 

 
6. Assessment of learning considerations in the workplace environment.  The 
generic guidance on assessment of learning is relevant for all training wherever it is 
conducted.  Even in a workplace environment the proper conduct of assessments is critical 
to the assurance of Defence outputs, since it requires making a judgement on trainee 
performance and progress and to decide on whether they are sufficiently competent in a 
particular task..  Assessments should be administered in a fair, valid and reliable manner 
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according to the specifications provided; This is particularly important because workplace 
assessments may not be conducted under the same conditions that would usually be 
expected in more structured training environment.  
 
7. Types of assessment.  Workplace assessments are frequently practical in nature and 
are used to test individuals in the achievement of a Skill, or Skills, both mental and physical.  
They can assess either the product of the Skill or the process involved in employing the 
Skills and should have an associated checklist to ensure both reliability and objectivity in 
assessment.  The WTS will often require the trainees to be assessed on a Skill that has 
already been practised and assessed in a simulated environment, but which now needs to 
be confirmed in a live environment. It is important that workplace assessments are 
conducted in a context that properly reflects the real challenges of the Role.  Workplace 
assessments can be either formative or summative.  The detail of what should be assessed 
and how it should be assessed is contained within the AStrat and ASpec. Additional detail 
about the assessment may also be included in a WT workbook or portfolio.  

 
DTC ROLES IN WORKPLACE TRAINING AND THE MINIMUM TRAINING 
REQUIREMENT. 

 

8. Previously, people delivering workplace training have either been trained to do so by 
variants of a Defence Workplace Trainer (DWT) course, or not trained at all.  As no fit for 
purpose DWT course has yet been endorsed this situation could provide unnecessary risks 
that are highlighted in recent Inquiries154. 
 
9. Defence has agreed that the Defence Trainer course is the single Defence Trainer 
training solution for all training that is delivered within a formal training environment, 
including within the workplace155156. Detailed information on the DTC training interventions 
can be found in Chapter 7 and Annex O. 

 
10. Single Services may choose to address various single Service requirements including 
the following: 

 
a. How many Defence Trainers are required to be qualified within each Unit. 
 
b. How the Defence Trainers will be supervised and managed through the existing 
Defence Trainer Capability structure with Defence Trainer Supervisors and Defence 
Trainer Managers. 
 
c. The training required (if any) for the SMEs used by the Defence Trainer in the 
workplace to support training.  

 

11. In Units where Formal WT is conducted, at least one person who is Defence Trainer 
qualified is to be responsible for the delivery of WT. The Defence Trainer may use different 

 
154 For example: Defence Safety Authority, Service Inquiry: Death of a Soldier Participating in a Night Live 
Firing Sniper Cadre at RAF Tain Range Field Firing Area.D SA/SI/01/17/TAIN dated 20 Apr 18 and Defence 
Safety Authority, Releasable Extracts of Service Inquiry into the deaths of 3 soldiers in the Brecon Beacons 
Wales, in July 2013, dated 21 Apr 17. 
155 FLC TRAs are empowered to intelligently apply the mandated DTc requirements to Phase 3 Workplace 
Trainers in their command whose principal employment is not as Defence Trainers. When exercising 
discretion FLC TRAs must identify, record and own the risk held, and ensure suitable mitigation measures 
are in place. 
156 A review into a DWT course is currently being undertaken by TESRR. 
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resources, including individual SMEs in the Workplace, to deliver the training through a risk-
based approach157. 
 
 

10.3  Defence Guidance on Informal Workplace Training (WT) 
 

INFORMAL WORKPLACE TRAINING DEFINITION 
 
12. Workplace Training (WT (Non-Formal)).  Non-Formal WT is defined as Phase 3 WT 
which does not form part of the FTS.  Examples may include: 
 
13. Training needed for a specific local task not carried out elsewhere and therefore not 
part of an FTS158. 

 

14. Training required in the workplace to facilitate the development and/or continuation 
training of personnel.  

 
DELIVERY OF INFORMAL WORKPLACE TRAINING (WT) 

 
15. On-the-Job Training. Training which has not been derived through the formal DSAT 
process and is therefore not addressed through the formal workplace training statement. 
Informal workplace training interventions that are contextualised for the workplace 
environment. 
 
16. Informal Mentoring. Informal Workplace Training includes informal mentoring where 
a trusted colleague (the mentor) shares knowledge and experience over a period of time to 
assist a colleague (the mentee). 

 
DTC ROLES IN INFORMAL WORKPLACE TRAINING AND THE MINIMUM TRAINING 
REQUIREMENT.  

 

17. On the Job Trainers. On the Job Trainers should be deemed a Suitably Qualified and 
Experienced Person (SQEP) prior to delivering On the Job Training.  
 
18. Workplace Trainers that deliver Informal WT across the Whole Force should complete 
relevant Workplace Trainer training. 

 
19. Mentors. Mentors should be deemed a Suitably Qualified and Experienced Person 
(SQEP). Although training is not mandated for Mentors, it is highly encouraged. Mentoring 
Training (Informal or Formal) will likely enhance the experience for both the mentor and 
mentee. 

 
 
 

 
157  Single Services may choose to address various single Service requirements through a Risk-based 
approach, including the amount of Defence Trainers to be qualified within each Unit; the mechanism for the 
supervision and management of the Defence Trainers through the existing Defence Trainer Capability 
structure; and the training required (if any) for the SMEs used by the Defence Trainer in the workplace to 
support training.  
158 For example, training and development activities required in the workplace to enable personnel to be fully 
productive.   
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               ANNEX A TO 
               JSP 822 VOL 2 

               DATED SEPT 22 

 
INITIAL KSA ANALYSIS EXAMPLE AND SUPLEMENTARY GUIDANCE 

 
1. This document can be used in conjunction with the Role Analysis to inform the total Role Performance.  This high level KSA Analysis, 
when undertaken, should be delivered to the TRA with the Role PS. 
   

ROLE TITLE Motivational Outreach Team (MOT) ID NUMBER   

TRA Inspectorate of Recruiting  ROLE PS NUMBER  123/01 

TDA  ISSUE STATUS  V1-00 

Performance 
(number)  

TASK Underpinning Knowledge Skills Attitudes Attributes   

1 
Advertise and market the 
RAF 

Knowledge of the RAF trades, 
branches, entry procedures and entry 
requirements 

Ability to communicate 
effectively with members of 
the public; adjusting 
communication style 
depending on audience. 

With due 
regard for 
AP1 Ethos, 
Core Values 
and 
Standards 

With positivity, enthusiasm 
and tact. 

 
ROLE TITLE  ID NUMBER   

TRA  ROLE PS NUMBER   

TDA  ISSUE STATUS   

Performance 
(number)  

TASK Underpinning Knowledge Skills Attitudes Attributes   

1 
Conduct immediate 
aircrew actions 

Knowledge of SE, SSLR and MSLR 
(as necessary), content of survival kits 
and winchman procedure. 

Ability to apply sea survival 
procedures to reduce risk 
of exposure and drowning 
whilst awaiting rescue from 
SAR helicopter or boat. If 
SAR helicopter, there is a 
need to apply suitable 
procedures to assist a 
winchman 

With due 
regard to all 
safety and 
survival 
procedures 
within time 
constraints. 

Determination, confidence 
of own and team and 
ability. 
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SUPPLEMENTARY GUIDANCE 
 
2. Knowledge.  Knowledge is information acquired through experience or education; the 
theoretical or practical understanding of a subject.  Knowledge generally involves recalling 
information, e.g. the knowledge of rules and regulations, names, sequences, classifications, 
methodology, events, principles or theories.  Whenever a task is performed, knowledge is 
required.  When carrying out a task, a possible pre-requisite is knowledge of: 
 

a. When to perform; what are appropriate tactics, techniques, procedures, tools or 
materials? 
 
b. Where are the tactics, techniques, procedures, components, materials and/or 
equipment? 
 
c. How to use/operate the tactics, techniques, procedures, materials, tools and/or 
equipment? 
 
d. What are the safety procedures or constraints; what possible dangers are there? 
 
e. What are the testing or checking requirements and procedures involved? 
 
f. What constitutes task completion? 

 
3. It is important to note that a Role PS can refer directly to a requirement for knowledge 
when it is linked to the practical performance in a Role as stated in the Role PS.  KSA 
Analysis identifies the supporting knowledge required for task performance.  Training should 
only contain knowledge which is essential to the satisfactory performance of a task.  For 
example, where key references are available at the time a task is performed, there may only 
be a requirement to learn how to access the information rather than learn the contents.  
Wider knowledge acquisition and application is the remit of education. 
 
4. Skills.  A skill is defined as an organised and co-ordinated pattern of mental and/or 
physical activity.  It is the ability to do something well.  It is built up gradually by repeated 
correct training or practice.  At Initial KSA analysis, the skills listed are kept quite high level.  
Later on in the Design process the split into mental and physical/practical skills can be further 
refined: 
 

a. Mental skills.  These constitute the knowing how (procedural knowledge) as 
opposed to the knowing what (facts) (e.g. knowing how to calculate percentages, 
knowing how to interpret technical data, knowing how to classify sonar contacts).  It 
would not be possible for the trainee to learn all of these things as facts because too 
many individual instances exist.  The mental skills the trainee learns, therefore, enable 
them to respond to entire classes of situations, e.g. to make decisions when presented 
with information and alternative courses of action. 
 
b. Physical/practical skills.  These can be described as learned capabilities of 
performing actions in an organised and fluid manner.  They are overt and observable 
during their performance.  Skills may be discrete (operate a switch) or continuous 
(fly/drive a vehicle).  These skills are learned in connection with common activities such 
as using a computer, driving a car or playing a musical instrument.  Many tasks 
performed in Defence can be categorised as having a large physical component, e.g. 
stripping and assembling a weapon (discrete), flying an aircraft (continuous) and tying 
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a bowline (discrete).  Complex physical skills can often be broken down into smaller 
sub-skills, which can be learned separately and then put together for total performance.  
An example of this is swimming, which has 3 sub-skills (arm action, leg action and 
breathing technique), which can be learned and practised separately and then 
performed as one.  More complex skills such as flying/driving, are similarly broken 
down into their component parts and taught as discrete skills in discrete lessons. 

 
5. Attitudes.  An Attitude is a way of thinking and feeling about something, often but not 
always demonstrated through behaviour.  The identification of Standards relating to personal 
qualities and Attitudes is perhaps the most challenging part of the KSA Analysis.  This is 
because Attitudes cannot always be observed directly and hence the creation of definable 
standards can prove difficult.  Attitude is defined as a predisposition resulting in a tendency 
to act or react in a certain manner when confronted with another person, group, object, 
situation or idea.  It is important to understand that this predisposition to think and feel in a 
certain way does not necessarily result in observable behaviours.  An example of this could 
be an individual who holds an Attitude that all dogs are dangerous.  However, this attitude 
may not be obvious to others when the individual is handling a dog with which they are 
familiar and have learned is friendly.  Table 2 illustrates how Attitudes can manifest 
themselves. 
 

Attitudes generally: 

 

• are learned from experience (or from others); 

• may include thoughts, feelings and behaviours; 

• influence our behaviours towards people or objects; 

• may be stable and persist over time; but  

• can be changed rapidly through experiences, circumstances, 
education or training.  

Attitudes have three 
main components: 

 

• what we think, e.g. ‘all dogs are dangerous’. 

• what we feel, ‘anxiety or fear near dogs’. 

• how we act, ‘avoid or approach dogs’ (observable behaviour). 

 
Table 1: Attitudes 

 
6. Within each role there are tasks that have an attitudinal component related to their 
performance.  Initial KSA Analysis identifies Attitudes associated with role performance to 
determine the required direction of that attitude.  At this stage the Analysis of Attitude can 
be quite high level.  The depth of the analysis within the attitudinal domain will occur at 
course design stage/A Spec stage.  Once the Attitudes required to fulfil a Role are identified, 
training can be designed to achieve them.  Knowledge and skill training can be wasted if 
attitudinal training is ignored.  A lecture on computer security may be successful in imparting 
information on how viruses are transmitted but unless it develops an attitude of security 
consciousness the trainees may not use the knowledge they have gained on the subject.   
 
7. To assess an attitude, behaviour must be observed, possibly over a period of time.  To 
assist subjective judgements on attitude an objective criteria should, where possible, be 
used to support the decision.  Defining the negative, what is unacceptable behaviour, can 
result in a simpler and more precise Standard.  A Behaviourally Anchored Rating Scale 
(BARS) is an example of a tool which can be used to assess observable behaviour 
objectively.  Although a BARS (Table 3) can be used to measure attitude indirectly through 
observing behaviour, much care is needed when inferring Attitudes from observable 
behaviours alone.  Attitudes may also be directly measured using  validated questionnaires 
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or other psychometric instruments159.  Some examples are presented in Table 2.  Note that 
whilst BARS is predominantly a tool used in the training environment, forming part of the 
ASpec if appropriate, it is mentioned here because it is useful to bear it in mind at the RA 
stage. 

 
COMMUNICATION 

 

Rating Tick Behavioural Indicators 

Unsatisfactory (-1)  Speaks to others in an aggressive manner. 

      Fails to listen effectively    

 Ignores the opinions of his/her peers   

 Does not articulate logically or clearly 

Meets expectations 
(+1) 

 Can adapt style of communication appropriately   

 Communicates clearly and logically so others understand    

 Actively takes part in group discussions 

 Demonstrates active listening skills 

Exceeds 
expectations (+2) 

 

 Leads group discussions effectively and appropriately 

 
Chooses specific language and detail to capture and 
maintain attention of others   

 
Demonstrates appropriate confidence and assertion 
without arrogance  

 
Can present arguments logically and clearly without 
aggression 

Overall Score obtained during observation =   

 
Table 2: Behaviourally Anchored Rating Scale 

 
 

8. Although Attitudes may be inferred from observable behaviours this is prone to biases 
(e.g. a group of soldiers may set up an Observation Point (OP) with no attempt to 
camouflage their position.  This might infer that they do not care (Attitude) about 
concealment.  However, they may simply not know (Knowledge), or have forgotten about 
concealment rather than not care about it.  Similarly, they may lack the ability (Skill) to 
properly conceal their OP).  Before remedial training is implemented, identifying the correct 
domain is critical.  Targeting an Attitude may be inappropriate if the knowledge or practical 
Skill is lacking.   

 
 
 
 
 
 
 

 
159 Defence uses a Continuous Attitude Survey which measure and captures Attitudes towards many aspects 
of military life. 
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ANNEX B TO 
               JSP 822 VOL 2 

               DATED SEPT 22 

 
SUGGESTED FORMAT FOR THE RECORDING OF OUTPUTS TO INFORM REFRESHER TRAINING 

REQUIREMENTS 

 
1. In order to develop an optimised training system it is important to consider both how Knowledge, Skills and Attitudes are acquired 
and how they are retained over time.  Understanding the rate at which different types of Knowledge and Skills fade can inform training 
design and the setting of refresher training intervals.  In order to conduct refresher training interval analysis, it can be useful to use a more 
detailed breakdown of Knowledge and Skills than that discussed in DSAT activity 1.3.4 – Initial Knowledge, Skills, Attitudes (KSA) Analysis.  
Literature from psychology and cognitive science suggests that Knowledge and Skills can be broken down as shown in Table 1. 
 
Type Description Task Examples 

Continuous Psychomotor Skills The ability to perform (repeated) motor actions that do not 
have distinct beginnings or endings. 

Flying aircraft, driving, soldering and welding. 

Discrete Psychomotor The ability to conduct physical tasks with discrete 
beginnings and endings.  These physical tasks have a 
procedural element.  

Weapon handling e.g. assembling and dis-
assembling a rifle;  exchange steering box 
assembly.  

Explicit Knowledge Explicit knowledge required to conduct a task such as 
facts, principles, concepts, and theories.  

Quality and engineering hygiene measures; 
safety regulations; knowledge of how to use 
hand tools and testing equipment. 

Decision Making Application of cognitive processes such as judgement, 
problem solving, reasoning and analysis in order for an 
individual to arrive at a decision. 

Fault diagnosis 

Procedural Skills Ability to remember a sequence of steps and their order so 
as to execute a task.  Application of this type of skill relies 
on the working memory capacity of an individual, and 
hence the procedural aspect of the execution of the task is 
inherently cognitive in nature.  Motor or physical elements 
are minimal. 

Fault finding; Navigating through menus and 
submenus on a digital Battlefield Management 
System to execute a command. 

 
Table 1: Knowledge and Skills Domains 
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2. Without practice, continuous psychomotor skills and explicit knowledge are retained for the longest; discrete psychomotor and 
decision-making skills have moderate retention over time and procedural skills fade the most quickly.  The retention of Knowledge and 
Skills over time is moderated or influenced by how often the task is performed or practised.  Table 2 shows the impact of task performance 
frequency on the retention of the different types of Knowledge and Skills.  For example, if discrete psychomotor skills are performed very 
frequently then the retention level is High.  However, if performed infrequently then the retention level is reduced to moderate.  
 

Type Frequency of task performance Retention level 

Continuous Psychomotor skills  

Explicit Knowledge  

Very Frequent High 

Moderately Frequent High 

Infrequent High 

Discrete psychomotor skills  

Decision- making skills  

Very Frequent High 

Moderately Frequent Moderate 

Infrequent Moderate 

Procedural skills  Very Frequent Moderate 

Moderately Frequent Low 

Infrequent Low 

 
Table 2: Effect of Task Frequency on Knowledge/Skill Retention 

 
3. The retention level of the Knowledge and Skills for a given task should be taken into account when setting refresher training intervals.  
Further guidance on refresher training analysis is available from the Competence Retention Analysis Technique (CRAT) User Guide.  It is 
important to note that a number of role-related factors (in addition to frequency of task performance) can also influence Knowledge and 
Skill fade, e.g. designing equipment, job aids and operating procedures in accordance with good practice (which includes built-in user 
feedback for equipment and interfaces, logical steps within procedures). 
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4. Training methods, media and assessment regimes which ensure the effective acquisition of knowledge and skills in the first place 
also help to reduce skill fade.  Table 3 provides a summary of training ‘strategies’ which can be used to improve knowledge and skill 
retention.  The first column indicates which types of knowledge and skill the strategy is relevant to.  
 

Training Strategies  Description  

Job aids 
(Relevant to all knowledge and skill types) 

Provision of a job aid.  Job aids can reduce operator memory load and the likelihood of skill fade.  
Their influence depends on their quality and practicality. 

Feedback 
(Relevant to all knowledge and skill types) 

Provision of quality feedback.  Detailed feedback stemming from a learner’s performance, combined 
with a chance to improve performance, is important to skills acquisition.  Reducing the frequency of 
feedback during training promotes long term retention and skill transfer. 

Communicate utility of training 
(Relevant to all knowledge and skill types) 

Training is perceived as having high utility when a link is perceived between required performance 
and outcomes valued by trainees.  Those who perceive training as valuable are more likely to apply 
newly acquired knowledge, skills and behaviours to the job than trainees who do not. 

Assessment enhanced learning  
(Relevant to all knowledge and skill types) 

Assessment enhances retention, whereas continuous training without assessment has a limited 
effect on retention.  When used frequently during initial training, assessment of performance 
enhances skill acquisition and retention.  Assessment combined with the provision of feedback on 
performance assists learning and retention. 

Provision of recognition cues 
(Procedural skill type) 

Providing recognition cues to learners has been shown to have a beneficial effect on learning and 
retention, particularly in the retrieval of aspects of long, complex or procedural tasks.  For example, 
recognition cues can be used to ‘prompt’ a user as to what the next step should be in a task 
performed on a digital Battlefield Information Management System (BIMS). 

Part-task training 
(e.g. continuous and discrete psychomotor 
and procedural skill types) 
 

Tasks can be decomposed into components e.g. subtasks.  Part-task training involves trainees 
learning and practising these task components in isolation.  Once mastered the whole task should 
be practised.  This strategy is particularly beneficial for very complex tasks with cognitive (e.g. 
procedural) and psychomotor components.  

Appropriate simulation fidelity 
(e.g. continuous and discrete psychomotor, 
procedural, and decision- making skill types) 

When the acquisition of cognitive skills (procedural/decision making) is required, it is the 
psychological fidelity of a task and not its physical fidelity that drives skill acquisition and 
consolidation.  However, where cognitive and psychomotor skills are combined high fidelity 
simulation helps the consolidation of skills.  
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Training Strategies  Description  

Procedural instructions 
(Procedural skill type) 

Structure instructions in a way that will induce learners to expend the cognitive effort needed for 
effective learning.  Inclusion of more general steps helps learning transfer; they force the learner to 
try to understand the system or domain and engage in effortful cognitive strategies.  Inclusion of 
examples with general instructions supports initial performance, because it helps the learner 
understand what they needed to do. 

Refresher Assessment  
(e.g. discrete psychomotor, procedural and 
decision-making skill type) 

Assessment of core knowledge, skills and behaviours reduces the burden on refresher training. 
Training is only required for those task components where performance is below the required level 
of proficiency.  This can exploit advances in new training technologies for the assessment of core 
knowledge, skills and behaviours at any point in time.  Decision-making skills can be assessed using 
novel scenarios. 

Standardised and recorded assessment  
(Relevant to all knowledge and skill types) 

Recording trainee performance helps trainers in making objective assessments of learners’ skill 
acquisition and in targeting the provision of feedback.  

Match between training and operational 
environment  
(Relevant to all knowledge and skill types) 

Retention is enhanced if the training context and situational cues are similar to those which are 
experienced in the operational environment.  Individuals should be exposed to as many different 
situations and content-based scenarios as possible to promote knowledge and skill transfer.  

Overlearning (overtraining) 
(e.g. discrete and continuous psychomotor, 
and procedural skill types) 
 

Overlearning refers to the continuation of practising a task after error free performance has been 
achieved.  It can enhance speed of performance after accuracy has reached a ceiling.  Effective for 
both psychomotor and cognitive skills, although any benefits provided are stronger for tasks with a 
cognitive element (e.g. memory for procedures).  Overlearning can benefit, e.g. the acquisition and 
retention of safety critical drills which can be proceduralised.  It has little effect on long-term 
retention. 

Variable practice training 
 (Relevant to all knowledge and skill types) 

Varying the practice of knowledge and different skills so that items are intermixed across the training 
programme rather than repeated in concentrated blocks; this enhances long term retention after 
extended periods of no practice.  Acquisition can take less total time and the retention can be 50% 
better.  The optimal inter study interval in distributed training protocols lies between 10-30% of the 
retention interval with longer inter-study intervals enhancing retention more than shorter inter-study 
interval.  A longer-than-optimal spacing is better than shorter-than-optimal spacing. 



 

    128                                                            JSP 822, Vol 2 (V5 Sept 22) 

Training Strategies  Description  

Active learning 
(Procedural and decision-making skill types) 

Active learning can be more effective than guided learning.  The instructor creates a training 
environment in which the trainee can: i) learn to organise new information into existing mental 
frameworks which hold prior knowledge in order to generate new knowledge about the context; and 
ii) practise the application of newly acquired knowledge and skills.  Knowledge, skills and behaviours 
attained at a higher (cognitive) level are retained for longer.  An example is error management 
training where trainees are given the opportunity to make errors and learn from them.  Trainers 
should do the following: i) Present trainees with a series of practice examples illustrating the range 
of different conditions that they may subsequently encounter in the field including any unusual 
situations; and ii) Encourage trainees to think about these situations, make errors and learn from 
them. 
Guided training can be blended with active learning for complex tasks by directing trainees in how 
to explore training resources and make errors so that it is clear that they are an expected aspect of 
training.  This ensures that trainees experience the same set of errors and do not feel responsible 
for them. 

Task-oriented training  
(e.g. knowledge and decision-making skill 
types)  

Use the context of a given task to train the knowledge, cognitive skills and behaviours required 
instead of teaching material at an abstract level without reference to how it will be applied on the 
job.  This strategy optimises the level of original learning and retention. 

Standard training scenario 
(Relevant to all knowledge and skill types) 

Use of standard scenarios that are progressive in difficulty would allow students to build on 
knowledge and skills already gained.  Standardisation also enables comparisons to be made 
between students and training facilities as all trainees would have a standard background. 

 
Table 3: Training Strategies to Improve Retention of Knowledge and Skills 
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ANNEX C TO 
               JSP 822 VOL 2 

               DATED SEPT 22 

 
ROLE PERFORMANCE STATEMENT (ROLE PS) 

 
OFFICIAL 

ROLE TITLE(S): Weapon Technician Tradesmen For Initial Employment JOB NUMBER (S): 2008/JUL/001 

DUTY TITLE: Carry out Aircraft Area Based Maintenance DUTY NUMBER: 13.0 

TRA: Engineering Branch & Trades Sponsor OPS REFERENCE: 76/09 

  ISSUE STATUS: Version 3-00 

 
Task/ 
Sub Task 
Number 

 
Performance 
 
 

 
Condition 
 
 

 
Standard 
 

 
Training 
Category 
 

 
Notes 
 

13.34 Carry out bomb loading 
on aircraft. 

1.  Work in all Theatres 
In times of conflict 
2.  During times of Peace, peace support 
operations, peace enforcement 
operations, and transition to war 
3.  Work in extreme heat and cold 
4.  Work effectively while fatigued 
5.  In Chemical, Biological Radiological & 
Nuclear (CBRN) environment. 
6.  Working in hangers, Hardened 
Aircraft Shelters, Flight line. 
7.  Access to all relevant publications 
and references. 
8.  Access to all relevant equipment. 
9.  Access to all relevant tools. 
10.  Access to all relevant spares. 

1.  MAP-01. 
 
2.  MAP-02. 
 
3.  JSP 375. 
 
4.  JSP 418. 
 
5.  DSA 03 - OME Part 2 - Defence 
Code of Practice (DCOP) and 
Guidance Material for In-Service 
and Operational Safety 
Management of OME (Replaced 
JSP 482) 
 
6.  DSA01.1 Defence Policy for 
Health, Safety and Environmental 
Protection. 
 
7.  AP100B-01. 
 
8.  In accordance with all relevant 
aircraft Maintenance Manuals. 
 

3 
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OFFICIAL 

ROLE TITLE(S): Weapon Technician Tradesmen For Initial Employment JOB NUMBER (S): 2008/JUL/001 

DUTY TITLE: Carry out Aircraft Area Based Maintenance DUTY NUMBER: 13.0 

TRA: Engineering Branch & Trades Sponsor OPS REFERENCE: 76/09 

  ISSUE STATUS: Version 3-00 

 
Task/ 
Sub Task 
Number 

 
Performance 
 
 

 
Condition 
 
 

 
Standard 
 

 
Training 
Category 
 

 
Notes 
 

9.  Tornado AP101B-4104-5A6A. 
 
10.  Typhoon AP101B-5400-5A6A. 
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ANNEX D TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
TRAINING AUTHORISATION DOCUMENT (TrAD)160 

 

 
 

 
160 All TrADs must be reviewed at least every 5 years. 
161 In the context of this JSP, the term ‘training activity’ encompasses all training, irrespective of Method, that 
is delivered across Defence, including individual training (such as courses in a training establishment and 
workplace training) and collective training. 
162 This rough estimate of throughput will inform the SOTR which is a separate document. 
163 Signatures can be ‘e-signatures’ if the TrAD is attached to an email, for example. 
164 This should be regularly such as annually, or when changes are made to the training need or requirement; 
or as an absolute minimum, every 5 years. 

Training Authorisation Document 

Administration and Course Details 

Training Activity161 Title:  

JPA/HRMS Training Activity Code:  

JPA Competency Title where applicable  

CEB Title:  

TRA/Lead TRA:  

TDA/Lead TDA:  

Training Provider/Lead Training Provider:  

1st Party Assurer:  

2nd Party Assurer:  

Training Audience (and Throughput) 
Description, Version and Date162: 

 

Training Needs Report Date:  

Role/Team PS, Version and Date:  

FTS, Version and Date:  

Assessment Strategy, Version and Date:  

Estimated Trainee Throughput (SOTT), per 
annum (Initial and Steady State): 

 

Course duration:  

Training activity frequency, per annum 
(Initial and Steady State): 

 

No of trainees per activity (Min-Max):  

Stakeholder Authorisation 

 Signature163  Name Title/Post Date 

Authorisation of Role/Team PS by TRA:     

Authorisation of FTS, by TRA:     

Authorisation of AStrat by TRA:     

Authorisation of workforce requirements by 
Workforce Authority: 

    

Commitment by TDA to oversee effective, 
efficient and safe training against the 
requirement: 

    

Commitment to Deliver training by Training 
Provider: 

    

CEB approval to commence training date:  

Next Training Activity and Training 
Audience (and Throughput) review date164: 

 

Additional Notes (Trainee prerequisites/Accreditation/Resource requirements etc and including any 
deviation from the recommended DSAT process). 
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ANNEX E TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
COMPETENCE / COMPETENCY FRAMEWORKS SUPPLEMENTARY 

GUIDANCE 

 
1. Competency & Competence.  The human element of operational capability is a 
complex area to analyse.  It is, however, important to understand both the people and 
training aspects, as different methodologies of analysis fit different needs, and, within the 
Defence context, they are sometimes confused.  The relationship between competency, 
competence and performance needs to be understood in a consistent manner: 

 
a. Competency (plural: competencies) is the underlying characteristic(s) of an 
individual which results in effective and/or superior performance within a Role.  
OJAR/SJAR is an example of an organisational level competency framework that is 
common to all Service personnel.  Professional competency frameworks can also be 
used in order to provide guidance to defined professional groups, such as the Royal 
Navy’s Command Competency Framework, where there is a need for longer term 
individual professional development and/or selection. 
 
b. Competence (plural: competences) is the measured ability of an individual to 
consistently perform a particular occupational skill or range of skills to a required 
Standard, under prescribed Conditions.  The Role PS serves as the statement of  the 
Competence performance required for Defence under the DSAT model, articulating 
the skill orientated requirements of a Role. 

 
2. Although linguistically similar, competence and competency are distinct concepts.  The 
essential distinction is between aspects of the role at which the individual is competent (the 
competence), and aspects of the individual that enable them to be competent (the 
competency).  The relationship between competence, competency and performance is 
illustrated in Figure 1.  
 

 
 

Figure 1: Relationships between Competency, Competence and Performance 
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3. Figure 1 illustrates that both competency and competence are essential enablers of 
individual performance; they are not mutually exclusive.  Selection, development (including 
education) and training have key roles in growing necessary competencies and 
competences.  Therefore, effective human capability development should not neglect either; 
instead, consideration of both will result in optimal requirement setting and solution 
development.  Competence development (in the form of a Role PS and associated training 
solutions) is covered under the DSAT training analysis process contained within this policy.  
Furthermore, DSAT derived training solutions may either require some competencies as a 
pre-requisite or be developed during a training solution (often at the EO level).  
 
4. Competence Frameworks.  Competence frameworks are not the sole preserve of 
Defence and many external bodies and organisations utilise and develop them.  Where an 
external awarding body has already developed an appropriate competence framework 
(usually in the form of job-related standards/qualifications grouped under competence 
areas) it is acceptable within the DSAT process to utilise this, as appropriate, rather than 
developing bespoke a Role PS from scratch. This has the added benefit of easing the 
accreditation process and aiding skills transfer from both within Defence and externally 
(particularly during transition to civilian life).  Furthermore, where similar competences are 
employed over a wide range of roles across Defence (e.g. more than one TLB), it may be 
appropriate to develop a competence framework for particular professions/trades in 
Defence.  The use of an established competence framework does not absolve the analyst 
from capturing both the requirement and solution within the TrAD along with the necessary 
documentation; ensuring it is endorsed by the CEB.  In particular, where a competence 
framework is used, CEBs should assure themselves that the solution does not greatly 
exceed the requirements of the role just in order to meet desirable external accreditation or 
to save resource expenditure on the analysis phase, which may be detrimental to the final 
training solution. 
 
5. Competency Frameworks.  Similarly, competency frameworks are also used outside 
of Defence as they are recognised to have applications across a whole range of 
developmental activities, including training.  Competency frameworks are now seen as an 
essential vehicle for achieving organisational performance through the development of 
‘human capital’ by reviewing individual capability and potential.  Essentially, competency 
frameworks are a human resource tool and are generally used at organisational or functional 
level and can be used in selection, performance development and training.  Competency 
frameworks are used to document required organisational behaviours, under grouped 
competency areas; such as Leadership, Communication, Problem-solving and Team-
working.  Where competency frameworks exist, it is acceptable to use them within DSAT, if 
the behavioural descriptors are appropriate within the context of Defence. 
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ANNEX F TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
FIDELITY ANALYSIS EXAMPLE AND SUPPLEMENTARY GUIDANCE 

 
1. The following Fidelity Analysis is an example only with a suggested format that users 
may wish to replicate. 
 

Training Task 5.3 Use FCC Controls 

Sub-task (if 
applicable) 

5.3.3 Manually guides the weapon using the FCC controls and light pen to input 
guidance data for the weapon 

Physical Fidelity Requirements 

Subcategory 
Fidelity 
Factor 

Justification 

Layout 2 
Controls and switches must be in the correct position in relation to the 
operator’s position 

Look 1 Actual feel of controls is not required for training 

Feel 1 
Appearance not important to training but spatial representation of the 
console is required 

Functional Fidelity Requirements 

Subcategory 
Fidelity 
Factor 

Justification 

Format 3 
Essential that data displayed is an accurate representation to provide the 
correct cues to the operator 

Content 3 
Essential that the content of the data is accurate to ensure correct 
interpretation of the data 

Response 3 
Essential that response is exact to ensure correct identification of faults 
and interpretation of data 

Environmental Fidelity Requirements 

Subcategory 
Fidelity 
Factor 

Justification 

Sound 1 Typical control room sounds would enhance realism 

Motion 0 Not applicable 

Ambience 0 Not applicable 

Geographic 
Areas 

0 Not applicable 

Tactical/Cultural Fidelity Requirements 
Subcategory Fidelity 

Factor 
Justification 

Threats 3 Essential that all threats be realistically portrayed 

Allies/Neutrals 3 Essential that all Allies/Neutrals be realistically portrayed 

Conflict Character/ 
Location 

1 Actual conflict character and location not important 

Team Interactions 2 Interaction with team through radio communications only 

 

Factor Indicator Definition Impact 

0 None Not applicable Has no impact on training 

1 Low 
Replication not 
important 

Little impact would be made on training except to add 
realism 

2 Medium 
Replication 
moderately important 

Significant impact would be made on the training.  The 
task contains elements which requires exact replication 

3 High 
Exact replication 
important 

Has a significant impact and is essential to training 
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SUPPLEMENTARY GUIDANCE 

 
2. The term ‘fidelity’ denotes how closely a set of procedures were implemented as they 
were supposed to have been165.  Fidelity can be defined as, ‘the exact correspondence with 
fact or with a given quality, condition, or event; accuracy (e.g. the fidelity of the movie to the 
book or the degree to which an electronic system accurately reproduces the sound or image 
of its input signal’).  This analysis should be conducted as a result of the production of a 
Role PS derived from the RA and include any existing Training Performance Standards. 
Fidelity Analysis considers each relevant Performance objective in the Role PS to assess 
the extent to which the training environment should replicate the workplace (real) 
environment to enable training to be effective.  Decisions made at this stage can have a 
significant impact on the nature and cost of training solutions, as fidelity can be a significant 
cost driver, so it is important not to ‘gold plate’ the fidelity requirements, but instead 
determine the appropriate level of fidelity that is essential to achieve the desired training 
effect.  The results of Fidelity Analysis will help inform the Conditions under which training 
should be conducted to adequately prepare trainees for their future Roles. 
 
3. Categories 166 .  Fidelity can be divided into four categories and sub-categories, 
combinations of which may apply to each Role PS task being analysed. 
 

a. Physical fidelity.  Physical fidelity can be useful to familiarise trainees with the 
visual, spatial and tactile characteristics of equipment, consoles, compartments, 
platforms and threats (including applicable reference manuals, Standing and 
Emergency Operating Procedures etc).  Physical fidelity can be broken down into 
these sub-categories: 

 
(1) Layout.  Position of the controls etc, relative to each other. 
 
(2) Look.  Shape, colour, luminescence and size of interface. 
 
(3) Feel.  Feel and movement of the interface during use. 

 
b. Functional fidelity.  Functional fidelity is useful in providing trainees with 
exposure to equipment functionality, doctrinal procedures, and maintenance routines 
which are required to be exploited in order to deliver the desired military effect.  
Functional fidelity can be broken down into these sub-categories: 

 
(1) Format.  Format of data displayed, or action taken. 
 
(2) Content.  Information displayed or heard, frequency, text colour etc. 
 
(3) Response.  Data change rate and display response times. 

 
c. Environmental fidelity.  Environmental fidelity can be useful in preparing or 
‘acclimatising’ trainees for the conditions they will be operating under and simulating 

 
165 For example, if the Role conducted in the workplace environment (the real world) must be done at 100%, 
and the training environment can only replicate the workplace environment to 89%, then that is the fidelity to 
which the training requirement matches the role requirement.  It is not to be confused with Gap Analysis, as 
fidelity is about replicating the totality of the real environment in training, rather than seeking the gap between 
existing training and new/changed training requirements. 
166 Further guidance on fidelity categories and their application with case studies is provided in the 
Guidebook of Decision Support Tools for Training Design and Delivery. 
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some of the conditions that can hinder Performance.  It can be easy to ‘gold plate’ 
environmental fidelity requirements beyond what is essential to provide the necessary 
cues, stimuli and responses, but high levels of environmental fidelity can be beneficial 
in exposing trainees to complex operating environments and ‘fog of war’ type issues.  
Environmental fidelity can be broken down into these sub-categories: 

 
(1) Sound.  Background noise, conversation and sympathetic resonance. 
 
(2) Motion.  Incidental movement of the system, equipment or platform. 
 
(3) Ambience.  Heat, light, smell, smoke, humidity etc. 
 
(4) Geographic features.  Effects on sensors, infrastructure, SOPs etc. 

 
d. Tactical and cultural167 fidelity.  Tactical and cultural fidelity will help identify 
requirements that enable individuals and teams to train as they intend to operate.  
Exposing trainees to the types of units, threats, allies (including neutral or ‘white’ 
forces), cultural issues and geographical locations that they will experience on 
operations, can also be used for mission rehearsal training or tactical development.  
Modern training technology, particularly simulation, enables accurate representations 
to be included in training quickly and cheaply.  Tactical and cultural fidelity can be 
broken down into these sub-categories: 

 
(1) Threats.  Enemy characteristics (number, tactics, equipment etc). 
 
(2) Allies/Neutrals.  Allied and neutral forces characteristics (number, tactics, 
equipment, culture etc). 
 
(3) Conflict character and location.  Type of operation, presence of media 
and/or Very Important Persons (VIPs), cultural/religious behaviours, historical 
implications, infrastructure and building implications etc. 
 
(4) Team interactions. Command and control (C2) relationships, 
communications, situational awareness. 

 

Fidelity Requirements 
 
4. Task and sub-task level.  Every relevant task contained in the Role PS should be 
analysed for its respective Fidelity requirements, based on the applicable fidelity categories.  
Depending on the complexity of the capability involved, it may be necessary to articulate 
fidelity requirements at the sub-task level if those stated at the task level do not adequately 
capture the relevant fidelity criteria details. 
 
5. Team/collective performance.  Analysts should also consider the fidelity 
requirements of any team/collective Performance criteria that have been established in 
support of the new or revised capability, to contextualise the individual training need. 
 

 
167 To succeed on many operations, UK Armed Forces will need to understand and interpret the nuances of 
local cultures with and within which they will be operating.  Introducing cultural elements into training will be 
essential in many cases -  Future Operating Environment 2035, Development, Concepts and Doctrine Centre, 
2015. 
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6. Fidelity factor levels.  Table 1 defines 4 levels against which each of the fidelity sub-
categories can be measured for each task/sub-task.  However, analysts should not state 
fidelity requirements simply as ‘high, medium, low, none’ as this is unquantifiable and gives 
no meaningful guidance to designers of the eventual training solution.  Users should also 
include specifics of the fidelity requirements for each Performance criteria within each 
applicable category and sub-category.  
 

Factor Indicator Definition Impact 

0 None Not applicable Has no impact on training 

1 Low 
Replication not 
important 

Little impact would be made on training 
except to add realism 

2 Medium 
Replication 
moderately 
important 

Significant impact would be made on the 
training.  The task contains elements which 
requires exact replication 

3 High 
Exact replication 
important 

Has a significant impact and is essential to 
training 

 
Table 1: Levels of Fidelity 
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ANNEX G TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
STATEMENT OF TRAINED REQUIREMENT (SOTR) 

 

OUTPUT SOTR Figures Spreadsheet 

Item 
Data Required 
(Column Heading) 

Service 
(Subheading) 

Guidance Notes 

1 Training activity 
Code/Number 

 Enter the course code/number in accordance with 
JPA competences/TAFMIS/DLMC rules 
 

2 Training activity Title  Enter the title.  To take account of new equipment 
programmes where, at this stage, the training 
requirement has not been fully articulated it may be 
appropriate to insert a notional requirement in years 
3 or 4 of the SOTR.  This figure can then be refined 
in subsequent SOTRs 

3 Training activity Type  Enter type of Training, for example: 
Phase 1 Training 
Phase 2 Training 
Phase 3 Training 
IDT (International Defence Training) 

4 Training activity Length 
(training days) 

 Total length in whole days, including time for 
administrative procedures at joining and leaving and 
any other time spent at other sites or on 
exercise/general military training within the 
timeframe.  This is measured in training days and 
excludes any stand-downs and leave periods 

5 Minimum Number of 
Training activity iterations 

 Minimum number of required training iterations in the 
TY. 

6 OUTPUT SOTR Figure for 
Training Year (TY) 
 

RN The number of trainees required to successfully 
complete training in the TY.  For SC SOTRs, the 
columns for the other 3 Services will be zero 

ARMY 

RAF 

MoD CS 

IDT 

Strategic 
Command 
Other 

7 Total Output SOTR in TY  Sum of entries at Item 6 

8 Total Training Days for TY  Derived from Item 4 (Length) multiplied by Item 7 
(Total Output) 
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ANNEX H TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
FORMAL TRAINING STATEMENT (FTS) 

 
OFFICIAL 

SECTION 1 TRAINING PERFORMANCE STATEMENT 

Role PS REFERENCE: 76/09 

DUTY TITLE (as appropriate): Carry out Aircraft Area Based Maintenance DUTY NUMBER: 13.0 

COURSE TITLE: Weapon Technician Tradesmen For Initial Employment HRMS/JPA COURSE NUMBER: 1242 

TRA(S): Engineering Branch & Trades Sponsor ISSUE STATUS: Version 3-00 

 

TO 
Number 

 

Training Objective 

(Performance) 

 

Condition 

 

Standard 

 

Requirement 

 

 

Notes 

 

C 

 

 

L 

 

 

A 

 

13.34a 

Describe the actions to be 

carried out prior to loading a 

weapon on an aircraft. 

1.  In a classroom. 

2.  Using theory/practical 

demonstration/virtual learning. 

3.  With access to the relevant, 

technical publications. 

1.  In accordance with AP101B-4104-

1A 

2.  In accordance with AP101B-4104-

5A6A. 

X   

 

13.34b 

Load a (type) bomb as a 

member of a Weapon Load 

Team. 

1.  On a Tornado ground training 

aircraft. 

2.  In a hangar. 

3.  Using the tools and equipment 

as detailed in the relevant technical 

publication. 

1.  In accordance with AP101B-4104-

5A6A LP 40A 

2.  Observing all Warnings and 

Cautions. 

3.  Working as an individual. 

4.  Working in a team. 

X  X 

1.  Up to but not 

including GPS and 

Cryptographic Key 

Data Loading. 

 

13.34c 

Describe the process of GPS 

and Cryptographic Key Data 

loading following (type) bomb 

loading. 

1.  In a classroom. 

2.  Using theory/virtual learning. 

3.  With access to the relevant, 

technical publications. 

1.  In accordance with AP101B-4104-

5A6A. 
X    
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OFFICIAL 

SECTION 2 WORKPLACE TRAINING STATEMENT 

Role PS REFERENCE: 76/09 

DUTY TITLE (as appropriate): Carry out Aircraft Area Based Maintenance DUTY NUMBER: 13.0 

COURSE TITLE: Weapon Technician Tradesmen For Initial Employment HRMS/JPA COURSE NUMBER: 1242 

TRA(S): Engineering Branch & Trades Sponsor ISSUE STATUS: Version 3-00 

 

TO 
Number 
 

 

 

 

 

Training Objective 
(Performance) 
 

 

 

 

 

Condition 

 

 

 

 

 

 

Standard 

 

 

 

 

 

 

Type of 

External 

Training 

 

 

Requirement 

 

 

 

Notes  

 

 

  

C 

 

 

L 

 

 

A 

 

13.34 Load a (type) bomb as a 

member of a Weapon Load 

Team. 

1.  On a Typhoon aircraft. 

2.  On a Tornado aircraft. 

3.  In a hangar/Hardened Aircraft 

Shelter/Flight Line. 

4.  Using the tools and equipment 

as detailed in the relevant technical 

publication. 

1.  AP100B-01.   

2.  In accordance with 

relevant aircraft loading 

schedule. 

3.  Observing all Warnings 

and Cautions. 

4.  Working as an 

individual. 

5.  Working in a team. 

1.  Training 

delivered at 

Main Operating 

Bases by 

Weapon Load 

Training Cells. 

X X  

1.  Student will not be 

trained to Role PS 

standards until 

awarded MAP Auth on 

completion of full 5A6 

training on a Main 

Operating Base within 

a Weapon Load 

Training Cell. 

 
 

  



 

 141                                                              JSP 822, Vol 2 (V5 Sept 22) 

OFFICIAL  

SECTION 3 RESIDUAL TRAINING GAP STATEMENT 

Role PS REFERENCE: 76/09 

DUTY TITLE: Carry out Aircraft Area Based Maintenance DUTY NUMBER: 13.0 

COURSE TITLE: 
Weapon Technician Tradesmen For Initial Employment 

JPA/HRMS COURSE 

NUMBER: 
1242 

TRA(S): Engineering Branch & Trades Sponsor ISSUE STATUS: Version 3-00 

 

Task 

Number 

 

 

 

Performance 

 

 

 

Condition 

 

 

 

 

Standard 

 

 

 

 

Reason(s) 

 

 

 

 

Consequences 

 

 

 

13.34 Carry out bomb 
loading on aircraft. 

1.  Work in all Theatres 
In times of conflict 
2.  During times of peace, peace 
support operations, peace 
enforcement operations, and 
transition to war 
3.  Work in extreme heat and 
cold 
4.  Work effectively while 
fatigued 
5.  In Chemical, Biological 
Radiological & Nuclear (CBRN). 
6.  Working in hangers, 
Hardened Aircraft Shelters, 
Flight line. 

1.  MAP-01. 
 
2.  MAP-02. 
 
3.  JSP 375. 
 
4.  JSP 418. 
 
5.  DSA 03 - OME Part 2 - Defence 
Code of Practice (DCOP) and 
Guidance Material for In-Service 
and Operational Safety 
Management of OME  
 
6.  DSA01.1 Defence Policy for 
Health, Safety and Environmental 
Protection. 
 
7.  AP100B-01. 
 
8.  In accordance with all relevant 
aircraft Maintenance Manuals. 
 
9.  Tornado AP101B-4104-5A6A. 
 
10.  Typhoon AP101B-5400-5A6A. 

1.  Unable to carry out or 

simulate Conditions 1 to 5 within 

the training environment. 

2.  Only able to satisfy the 

Hanger element of condition 6 

within the training environment. 

1.  Student will not meet full 

Role PS conditions until 

deployed on Operations. 
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ANNEX I TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
ASSESSMENT SPECIFICATION (ASpec) 

 
Assessment Specification Guidance 

Introduction Overall aim of ASpec, such as, “assess trainee is capable of carrying duties of a .....”    
Types of tests to be used 
If there is an entry standard 

Test Types 

Entry Tests Purpose/Format 
Contents: test details 
Who to carry out and when 
Test type- practical/theory 
Criterion or norm referenced 
Grading or pass policy 
Failure policy 
Resources required and where stored 

Formative Tests Purpose/Format 
Who to carry out and when 
Test type: practical/theory 
Specific Skills, Knowledge and Attitudes (KSA) to be tested i.e. which TOs/EOs must be formatively assessed? 
Criterion or norm referenced 
Grading or pass policy 
Failure policy 
Resources required and where stored 

Summative Tests Purpose/Format 
Who to carry out and when 
Test type: practical/theory 
Specific KSA to be formatively tested - Normally listed against the TO/EOs of the course as a table 
Criterion or norm-referenced 
Grading or pass policy 
Failure policy 
Resources required and where stored 

Results 

Grading policy  

Failure policy  
Standardisation and Moderation Procedures 

Standardisation procedures  

Modernisation procedures  

Test records and maintenance policy  
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Assessment Specification Format 

FTS REFERENCE:  

TRAINING ACTIVITY TITLE:  JPA ACTIVITY NUMBER:  

TRA:  ISSUE STATUS:  

Assessment 
Number 

Assessment Title Assessment 
Programming 

Format of 
Assessment 

(Theory/Practical) 

Type of Assessment 
(Formative/Summative) 

Assessment 
Duration 

TOs being Assessed 

       

       

       

Additional Requirements 

References:  

Marking details:  

Pass/Fail criteria  

Consequences of failure  
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ANNEX J TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
LEARNING SPECIFICATION (LSPEC) 

 
SECTION 1: ADMINISTRATION 

 
1. Course 

 

Course No/ Title 2001 – Defence Train The Trainer 

Module Title N/A 

Lesson Title Planning a Lesson 

Training Objective: 3.1 Plan group learning 

Enabling Objective: 3.1.1 Identify learning outcomes 
 
3.1.2 Identify trainee start states 
 
3.1.3 Establish boundaries and constraints 
 
3.1.4 Develop a lesson plan 

 
2. Administration 
 

Duration 3 x 45 mins + 45 minute demonstration of a skills lesson 

Location Classroom 

References • JSP 822, Volume 2, Chapter 5 (Delivery of Training) 

• Present Apply Review model – Staff resource on DLE 

3. Support 

Handouts • PAR for Skills handout 

 

Exercises As outlined in Development 

 

Equipment Wipe board, flip chart or Smart Board (if using Smart Board, may wish to 
provide print out of PAR table for students to use as handout and 
portfolio evidence) 

Preparation Class layout should suit group/pairs working 
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4. Key Learning Points 
 

3.1.1.1 Use Learning Specifications to identify learning outcomes 

3.1.2.1 Identify strategies for identifying start states 

3.1.3.1 Assess time and resources available. 

3.1.3.2 Assess audience characteristics 

3.1.4.1 Select appropriate structure, format and timing 

3.1.4.2 Identify suitable formats for lesson plans 

3.1.4.3 Research relevant content 

 
5. Risk Assessment 
 
Trainer is to make students aware of unit risk assessment register in relation to the training 
environment. 
 
 

Notes: 
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SECTION 2: EXECUTION 
 

PART 1: INTRODUCTION 

Seria
l 

Lesson 
Element 

Guidance Media168 Trainer Notes 

1. Interest 
(Attention) 

Ask students to imagine the person next 
to them is a new recruit.  “Think for a 
minute about how you would teach them 
to lace and tie a high leg boot”.  

Give students a minute to reflect and then 
feedback – probably something like 
“show them how to do it, let them try, 
correcting any mistakes.” (Remind that if 
they are very good, they will also have 
exploited the person’s previous 
experience by saying something like “it’s 
like tying a shoelace, except for…”) 

Now ask students to imagine teaching the 
same thing to the whole class – would 
they do it differently? Why? 

Finally, ask them to imagine teaching the 
same thing to a whole class of trainees 
who have never seen shoes before.  
What would change this time? 

PPT The aim of this exercise is to 
bring home to students the 
challenges of teaching a large 
group and the importance 
therefore of planning, even when 
an LSpec is already available. 

The focus of the lesson is on 
teaching skills (knowledge-based 
lessons will be dealt with in a 
later lesson), so all examples 
should focus on skill rather than 
knowledge.  

2. Need 
(Relevance) 

Teaching a skill comes naturally to most 
of us – we do it in our everyday lives, e.g. 
teaching our children, teaching others at 
work.  But when we teach a larger group, 
we start to see certain challenges.   

We have already talked about the 
importance of inclusion in training – 
making sure every trainee has the 
opportunity and the support to learn.  In 
order to make sure that happens with a 
large group, we need to do some careful 
planning and preparation.   

We could probably all teach ‘off the back 
of a fag packet’, but if we do, there is a 
good chance that some of our trainees 
will miss out. 

 Students who have already 
completed a DIT course should 
be made aware that this lesson 
introduces a new way of planning 
that will be unfamiliar to them, but 
which will allow them to be more 
flexible in their approach to 
lessons. 

They will be given the opportunity 
to build on their existing 
knowledge of skills lessons and 
develop more advanced planning 
skills. 

3. Title Planning a Lesson PPT Display title at beginning of 
lesson 

4. Rules Trainer to give the rules and parameters 
of the lesson. 

Time 

Rules for group working  

Notes 

  

5. Aim 

Objectives 

 

To develop a plan for teaching a skill to a 
group of trainees, in accordance with 
Defence training standards. 

By the end of the lesson, you will be able 
to: 

PPT Display the objectives  

 

 
168 The media indicated is a guideline.  The instructor may use media of their choice to display the key points, 
e.g. PPT/Whiteboard/Flip Chart/Mag Aid. 
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PART 1: INTRODUCTION 

Seria
l 

Lesson 
Element 

Guidance Media168 Trainer Notes 

Identify learning outcomes 

Identify trainee start states 

Establish boundaries and constraints 

Develop a lesson plan 

6.  Any Questions?  Trainer to invite student questions 

 

 
169 The media indicated is a guideline.  The trainer may use media of their choice to display the key points, e.g. 
PPT/Whiteboard/Flip Chart/Mag Aid. 

PART 2: DEVELOPMENT 

KLP No/KLP 
Statement 

Amplification of Material Media169 Trainer Notes 

KLP 3.1.1.1 Use 
Instructional 
Specifications 
to identify 
learning 
outcomes 
 
 

Briefly REVIEW the lesson on Training 
Documentation and brainstorm all the 
information that is provided by the 
LSpec.   
 
Ask students “What information is not 
provided that you think you might need in 
order to plan your lesson properly?” 
 

Wipe 
Board  
 
Or  
 
Flip Chart 
 

Students should have covered this 
KLP as homework or ‘flipped learning’ 
using the “Training Documentation” 
lesson on the VLE.  The lesson could 
therefore start with a Speed Dating 
session to revise what they have 
learned. 
 
 

KLP 3.1.3.2 
Assess 
audience 
characteristics 

 

Who are my audience? 
Establish that information about the 
trainees is not provided on an LSpec.  
Link back to the previous lesson on 
Principles of Adult Learning and remind 
of the need to respect and exploit trainee 
previous experience.  Discuss the 
importance of inclusion.  The trainer 
therefore needs to know as much about 
the trainee as possible. 
 
Brainstorm what the trainer might need to 
know about trainees before planning a 
lesson.  Examples will include: 

• Audience characteristics e.g. age, 
gender, culture, experience 

• Audience needs e.g. learning 
differences, preferred learning styles 

• What they already know/can do 

 

Example 
LSpecs (1 
per 
student) 

Students should already have an 
LSpec issued to them for their first TP, 
which can be used as a training aid 
during this lesson. 

 

KLP 3.1.2.1 
Describe 
strategies for 
identifying start 
states 
 
 

 
Discuss how a trainer can determine 
before the lesson what the trainees 
already know or can do.  Highlight the 
following strategies: 

• Check what they have already 
covered on the course – look through 
LSpecs, course programme etc. 

• Look at assessment records 
(including Functional Skills assessments) 

• Talk to other trainers 
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KLP 3.1.3.1 
Assess time and 
resources 
available 
 
 

 
Establish that while the LSpec 
recommends the appropriate time 
needed for the lesson and suggests the 
resources required, in reality this may not 
always be available to the trainer. 
 
Time 
Emphasise the importance of checking 
on how much time will be available for 
the lesson.  Trainers obviously can’t 
predict that a previous lesson is going to 
run over time, but they can anticipate 
other timing problems and plan for them 
accordingly.  Examples of how timings 
might change from the LSpec are: 

• What the trainees will have been doing 
prior to the lesson, e.g. PT session, 
exam 

• What the trainees are going to be doing 
after the lesson, e.g. lunch timings, 
weapons lesson (armoury timings) 
 

 

 

 
 

 Resources 
The LSpec will only give guidance on the 
resources required.  Once the trainer has 
done the research on the trainee 
audience and the time available, they will 
be in a better position to think about what 
resources they require and how many 
are required of each. 
Where the recommended resources are 
not available, the trainer will need to think 
about how they are going to adapt or 
improvise to meet the need.   
 

 Look forward at this point to studying 
resource selection in more detail in a 
later lesson. 
 
 
Trainer-led discussion 
 

 
KLP 3.1.4.3 
Research 
relevant content 
 

 
What am I going to teach? 
The LSpec usually details the content of 
the lesson as Key Learning Points 
(KLPs).  These break down the Enabling 
Objective into manageable sized chunks, 
which can be delivered in a logical order. 
 
Discuss that the trainer needs to identify 
areas of the lesson where they will need 
extra information or examples/anecdotes 
to help clarify points or raise interest.  
Emphasise that the balance of this must 
be right so that vital information (KLP) is 
not lost amongst unnecessary 
information.   
 
Establish that the References section of 
the LSpec will assist the trainer in 
researching relevant content.  The 
references given will have been chosen 
as conforming to the necessary 
standards and so should be used as a 
first choice.  Any other sources of 
information should be checked for 
currency and credibility before using 
them. 
 

  
As the students have selected their 
own subjects for the first TP from a 
pool of subjects, they will not have 
detail of KLPS in their LSpec.  Instead, 
these should be developed from the 
skills analysis they conducted in the 
previous lesson.  
 
So far, the students will have amplified 
their KLPs with the What/How/Why 
from skills analysis, and might also 
have included some memory aids, etc.  
They now need to think about 
examples/anecdotes that clarify some 
aspects of the ‘how’ and ‘why’ and 
which bring the lesson to life. 
 
The trainer should confirm that 
students know how to check 
information for currency and credibility 
in their own SME field by asking for 
some examples of how this would be 
done. 
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KLP 3.1.4.1 
Select 
appropriate 
structure, 
format and 
timing 

 

 
Conduct a short exercise. - ask students 
to rate a list of different teaching methods 
(use Worksheet: Ways of Learning). 
 
Compare class results with the Learning 
Pyramid shown below and discuss how 
this compares with students’ own 
experiences of training – how much of it 
was listening to the trainer or reading 
from a PPT slide?  How much do they 
remember from training?  Which are the 
bits they do remember? Why? 

 
 
 
The Learning Pyramid 
 
Highlight that the methods with the best 
recall rate are the ones where the trainee 
is doing all the work – this is known as 
trainee-centred.  The ones with the worst 
recall rate (e.g. lecture) are often trainer-
centred.   

 

 
Worksheet 
Ways of 
Learning 
 
 
 
Flip chart 
 
Or  
 
Wipe 
board 
 
 

 

 
This exercise highlights the importance 
of trainee participation in learning and 
can be done in pairs with class 
feedback at the end  
 
Trainer-led discussion 
 
The Learning Pyramid is a rough 
adaptation of a theory by Edgar Dale – 
the Cone of Learning (see 
References).  The Pyramid is often 
incorrectly attributed to Dale, but 
students should be made aware that 
this is generalised theory rather than 
scientific fact and should draw their 
own conclusions from their past 
experiences of learning. 
 
 
 
APPLICATION OF LEARNING 
requires the students to think about 
how the Learning Pyramid compares to 
their own experiences of training. 
 
 
 
 
 
 
 
 
 
Emphasise that trainee-centred does 
not mean that the trainer does not get 
involved, rather they become the 
“guide on the side” rather than the 
“sage on the stage”, helping trainees to 
learn for themselves. 

 

 
 

 
Clearly it is not possible to deliver all 
training as hands-on and trainee-centred.  
The time and resources available will 
often make this difficult to achieve and 
safety may also be an issue when 
teaching a large group.  There needs to 
be a balance, so that training can be 
delivered safely and efficiently, but still in 
a way that trainees can take in and 
remember. 
When we plan a lesson, therefore, we 
need to think about the balance between 
how much the trainer does and how 
much the trainees get to do. 
 
Present, Apply, Review  
Ask students:  Think back to the exercise 
at the start of the lesson (Iacing a boot).  
Remember the different teaching stages 
that you identified (Tell/show – let them 
try – correct mistakes)  
 
This is a natural structure for teaching a 
skill and we use a very similar model in 
Defence as a basis for planning and 
structuring lessons.  Using this model 

 
 
 
 
 
 
 
 
 
 
 
 
 
PPT  
 
Or  
 
Wipe 
board 
 
Or 
 
Flip chart 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Remind the INTRO format. 
 
 
 
Trainers could develop this stage by 
building a table similar to the PAR for 
Skills handout, using examples 
provided by the students 
 
Examples should include: Tell them 
how to do it, give a demonstration, give 
written instructions, show a video, 
show a finished boot. 
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allows us to make sure that we have the 
right balance between trainer and trainee 
activity, which in turn maximises the 
trainees’ chances of learning. 
 

Introduce the Present, Apply, Review 
(PAR) model: 
 

At this stage, students could consider 
examples of training that they have 
done where process or product (or 
both) was the focus.  Good examples 
for process are drill and weapons 
handling drills.  Good examples for 
product are weapons cleaning (clean 
weapon), magazine loading (full 
magazine) 
 

  
PRESENT:   
First the trainer must PRESENT the 
information that will make the trainees 
want to learn.   
 
Then the new information must be 
PRESENTED – in this case, how to lace 
and tie a high leg boot. 
 
Ask students: “How many different ways 
could you PRESENT this new 
information?” 
Discuss which methods would be best 
and why.  Highlight that methods like 
Demonstration usually focus on getting 
the PROCESS exactly right, while 
methods like showing the finished boot 
focus on getting the final PRODUCT 
right.   
 
As trainers, we need to decide whether 
we want the skill performed in a 
particular way, or whether we are happy 
for the trainee to find their own way as 
long as the finished product is correct.  
This will impact on how we decide to 
PRESENT our new information – often 
it’s a combination of both. 
 
Ask students:  What else will impact on 
the method(s) we choose for PRESENT? 

• Audience (e.g. how much 
experience, confidence, safety) 

• Resources (real thing or simulated) 

• Time 
 

 
 
 
 
 
 
 
 
 
 
Flip-chart 
 
Or 
 
Wipe 
board 
 
Or  
 
Smart 
Board in 
Flip chart 
mode 
 

 
APPLICATION OF LEARNING 
requires students to identify examples 
of teaching methods and factors that 
affect which is chosen in a particular 
case. 
 
Briefly REVIEW Principles of Adult 
Learning and ARCS motivation model. 
 
 
 
 
 
 
 
 
 
 
 
(Add to the PAR table) 
 
 
APPLICATION OF LEARNING 
requires students to identify examples 
of teaching methods and factors that 
might affect their choices  
 
Again, audience, safety, resources and 
time should be considered. 
 

  
APPLY 
The importance of the APPLY stage in a 
lesson cannot be overstated.  As we 
discussed in the earlier lesson on the 
Principles of Adult Learning, trainees 
need to: 

• Have the opportunity to 
use their learning immediately; this is 
how they make sense of it in their own 
minds. 

• Have the opportunity to 
succeed in learning; this gives them 
confidence and satisfaction 
 
Ask students: “How many different ways 
could you get trainees to apply your 
lesson on the high leg boot?” 
 
Students may struggle to find different 
examples – the following options should 
be discussed: 

  
APPLICATION OF LEARNING 
requires students to identify examples 
of teaching methods and factors that 
might affect their choices. 
 
 
 
 
 
 
 
 
 
 
Examples should include INTRO, 
revision sessions, Q+A, trainee 
summaries, tests 
 
(Add to the PAR table) 
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• Imitate the trainer in stages and then 
practice by themselves (as in EDIP) 

• Practice by themselves while trainer 
observes 

• Practice in pairs and critique each other 
(two medals and a mission) 

• Practice in pairs, one directs the other 
(Pilot/Navigator) 
 
Ask students:  What will affect your 
choice of method this time? 
 
REVIEW 
The REVIEW element of a lesson is used 
to clarify and summarise what is or was 
to be learned in the lesson, with 
emphasis on key points, so that trainees: 

• Are reminded of why the learning is 
important. 

• Feel confident that they have learned 
what was needed. 

Feel satisfied that they have achieved 
the lesson objectives. 
 

 
 
Audience, time, resources 
 
 

  
It can be used at any stage during the 
lesson but is especially important at the 
beginning and the end of a topic or 
lesson.  
 
Ask students: “How many ways can you 
think of to REVIEW skills lesson content: 

• at the start of a lesson?” 

• at the end of a lesson? 

• at a point during the lesson? 
 
Ask students: “What would affect your 
choice of method?” 
 
 
 
 
Timings 
Explain the recommended balance of 
timings for PAR: 
 

• 30% of the time should be used to 
PRESENT (includes INTRO) 

• 60% should be used to APPLY 

• 10% should be spent on REVIEW 
 
Discuss the flexibility of this guidance 
and give guidelines on what will be 
acceptable during TP assessment. 
 

 
 
 
 
 
 
 
 
 
PAR for 
Skills 
handout  
 
Or  
 
Table 
developed 
on flip-
chart, etc. 
 

 
 
 
 
 
 
 
 
APPLICATION OF LEARNING 
requires students to select a 
combination of teaching methods to 
meet the needs of the scenario and 
explain their choices.  
 
 

 
KLP 3.1.4.2 
Identify suitable 
formats for 
lesson plans 
 
 

 
Lesson plans 
Ask students: What is the difference 
between an LSpec and a lesson plan? 
 
Establish that an LSpec is a standardised 
document which is used by all training 
establishments and trainers for that 
particular lesson.  A lesson plan is 
specific to a trainer and to a particular 
school because it: 

• Plans the timings of a lesson according 
to the realities of the situation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Important note: The trainer is to explain 
that the plan should not be a script but 
is a timeline and basic storyboard of 
“how” the lesson is going to look and 
the planned activities. This should then 
be supplemented with lesson 
notes/script (the “what”) in a format 
that suits the individual delivering e.g. 
mind map.  
 
 
 



 

 152                         JSP 822, Vol 2 (V5 Sept 22) 

• Plans the resources according to what is 
available  

• Plans the balance between trainer and 
trainee activity (Present, Apply, Review)  

• Plans teaching methods which suit the 
strengths of the trainer 
 
Highlight that a lesson plan (the “how”) 
should be suitable for someone else to 
use if the trainer is unable to teach 
 
Although there is no specified format for 
a lesson plan, it will typically include the 
following: 

• Objective – focuses the trainer on 
what is to be achieved by the end of the 
lesson (part of the INTRO) 

• Health and Safety - ensures 
safety in training (Code of Practice for 
Trainers) 

• Timings – more specific than 
LSpec – contextualised for the individual 
situation. 

• Trainer/trainee activity – lets the 
trainer plan the balance of trainer/trainee 
activity 

• Resources – more detailed than 
LSpec and realistic for the individual 
situation 

• Assessment of learning – how the 
trainer will check whether any learning 
has happened 

• Differentiation (where appropriate) 
– identified how to cater for specific 
individual trainee/group needs. 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
Briefly note the risk assessment 
section on the LSpec and explain that 
H&S in training will be covered in more 
detail later 
 
Emphasise that if the Trainee activity 
column is largely empty or just has 
Q+A in most sections, trainees are not 
likely to learn much. 
 
Look forward to examining ways of 
assessing learning later in the course 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Skills Lesson 
Demonstration 
 
 

 
Finally, explain that many training 
establishments have standardised lesson 
plans, which are useful as a starting 
point, but are generic to every course 
and therefore don’t allow the trainer to 
plan for their specific trainees/groups.  
 
Suggest that where this is the case, as 
soon as they are confident students 
should seek permission to plan their own 
lessons and discuss these with their 
supervisor.   
 
Finally, in preparation for you teaching: 
This should last approximately 30 
minutes and be balanced 30% Present, 
60% Apply and 10% Review. The format 
should be relatively simple and suit the 
type of skill being taught and the 
audience scenario.  The main elements 
of the lesson format should be clearly 
emphasised, i.e. 
 

• A REVIEW of any previous experience 
the students might have. 
 

• PRESENT 
o INTRO – ensure a clear explanation of 

why the skill is taught and what students 
will be using it for. 

o Equipment check and safety points  

  
Students should be made aware at this 
point that the lesson plan will be 
formatively assessed and marked as 
part of TP1 and TP 2 and will be 
summatively assessed and marked as 
part of TP 3. 
 
 
 
 
 
 
 
 
Brief the students on the scenario 
before beginning the demonstration 
e.g. “You are a group of Phase 1 
trainees in the fourth week of training, 
this is your first lesson on xxxx” 
 
Briefly identify to the students when the 
lesson is moving from one phase to the 
next. 
 
Trainer should invite questions from 
students throughout the lesson 
 
Alternatively, the trainer can conduct a 
simple skills demonstration and allow 
the students to decide how best to 
present, apply and review the skill.  
Their choices should be reviewed and 
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PART 3: CONSOLIDATION 

Serial Lesson 
Element 

Guidance Media
170 

Trainer Notes 

1. Summary Summarise the lesson and 
emphasise the importance of: 

• Planning for audience  

• Planning for realities of time 
and resources 

• Planning maximum trainee activity 
 
Link back to the VSC model and note: 
 
Support – know your audience and 
their needs, plan to support them 
 
Challenge – challenge trainees in 
lessons and give them the opportunity 
to succeed; don’t do all the work 
yourself 

  
 
Remind that safety comes into all factors  

2. Objectives Identify learning outcomes 
Identify trainee start states 
Establish boundaries and constraints 
Develop a lesson plan 

PPT Display the objectives 

3. Assessment 
of Enabling 
objective(s) 

Formative assessment is conducted 
through APPLICATION OF 
LEARNING exercises and later 
through formative assessment of TP 1 
lesson plan 

 Lesson plans are also used as evidence 
in the L3 portfolio and should be copied 
for this purpose. 

 
170 The media indicated is a guideline.  The trainer may use media of their choice to display the key points, e.g. 
PPT/Whiteboard/Flip Chart/Mag Aid. 
 

o A demonstration by the trainer of the 
skill. 
 

• APPLY 
o Practice session by the 
trainees 
o Enhance the practice with 
pairs working (e.g. Pilot/navigator) or 
peer assessment 
 

discussed as well as alternatives 
explored for differing audience 
scenarios. 
 

  

• REVIEW 
o Remind of the lesson 
objective 
o Self-assessment by the 
trainees (e.g. rate themselves as novice, 
amateur, ninja, etc.) 
o Summary of key points by 
the trainer 
o Encouragement and look 
forward 
 
At the end of the demonstration, the 
trainer should spend about 15 minutes 
going through the format on a wipe board 
or flip chart and asking students to 
identify what happened and what stage it 
was.  Ask for feedback on what worked 
well and what might have improved the 
lesson. 
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PART 3: CONSOLIDATION 

Serial Lesson 
Element 

Guidance Media
170 

Trainer Notes 

4. Reference(s) Present Apply Review information  If the unit has produced Train the Trainer 
supporting material, this should also be 
referenced 

5. Link to next 
lesson 

The trainer is to provide an 
appropriate link to the next lesson 
and/or test 

  

  Any questions?  Trainer to invite student questions 
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ANNEX K TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
TRAINING AUDIENCE (AND THROUGHPUT) DESCRIPTION 

SUPPLEMENTARY GUIDANCE 
 
1. Training Audience (and Throughput) Description – 1.2.2.  An estimate of who will 
be affected by the new or changed Defence requirement is required to ensure that it is 
representative and to determine throughput and input standards. It should include an 
estimate of the population to be trained in terms of their personal characteristics, the 
annual throughput and the input standard171.  This information can then be used to inform 
and refine the SOTR (5.5). 
 
2. Identification of personal characteristics.  In the course of analysing a particular 
role, it is often the case that to carry out the role effectively, an individual should possess 
certain characteristics.  If this is so, then it is important to determine an appropriate balance 
between selection and training in order to provide people who have these characteristics 
and who are, therefore, capable of doing the role.  The training audience is the group of 
learners for whom the training requirement is intended.  The purpose of this description is 
to identify the: 
 

a. training audience groupings, the number and type of groups that need to be 
addressed (e.g. operator, maintainer, manager, train-the-trainer; individual, team, unit 
etc). 
 
b. social and demographic characteristics of each of the training audience groups. 
 
c. subject matter competence (in terms of KSA) of each of the group on entering 
training.  This could include identifying any key entry standards. 
 
d. size and annual training throughput requirements of each of the training audience 
groups. 

 
3. Training audience.  Analysts should consider potential members of the training 
audience from across the training continuum, from individual through team to collective.  
This is critical to assist in determining cost-effective training options. 

 
a. Individual.  Users should identify all individuals who require training, and possibly 
at what stages in the training continuum they will be required to be trained.  If possible, 
analysts should also identify the relevant individual career training pipelines and 
identify the optimal stage for any new training to be delivered.  Users should identify 
the appropriate rank and branch/specialisation of all individuals requiring training; and 
consider individuals who could require training from across all Defence Lines of 
Development (DLoDs), and not limit thinking to a single area. 

 
b. Team and sub-team.  Seldom will individuals operate alone; they will almost 
always constitute part of a team.  Users should therefore identify the teams and sub-
teams that will require training.  A team is a sub-division of an individual unit’s 

 
171  The Defence Human Factors Integration Policy for Defence Systems (JSP 912) also requires the 
development of a Target Audience Description so there is the potential for re-use of information here. 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP912.aspx
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personnel, (e.g. a ship would comprise teams operating on the bridge, in the operations 
room, in the ship control centre etc).  Teams can sometimes then be sub-divided further 
into sub-teams.  Users should identify the individuals who will constitute the teams/sub-
teams so that the capacity and size of any potential team training solution can be 
determined. 

 
4. Social and demographic characteristics.  Social and demographic characteristics 
of the training audience provide an early training analysis that assists in determining 
appropriate and cost-effective training solutions.  The type and scope of information required 
for each training audience should be determined by the complexity of the performance 
requirement and the size and complexity of the training audience.  This list, whilst not 
exhaustive, should serve as a guide as to what to consider: 
 

a. Physique, health and appearance.  Such as particular requirements for 
eyesight, hearing, manual dexterity height, weight, fitness standards, build and 
appearance. 
 
b. Cognitive ability.  It may be important to indicate either the general cognitive 
ability required, or minimum scores required on specific tests. 
 
c. Special aptitudes.  Such as special aptitudes for mechanical ability, manual 
dexterity, skill with words, skill with figures, artistic ability, musical ability. 
 
d. Digital literacy. Information and Communication Technology abilities and wider 
digital literacy characteristics should be considered and not assumed.  This analysis 
should include the abilities of the trainees, trainers and course designers. 
 
e. Interests.  A personal particular interest in a career-type, e.g. nursing or policing 
require people who have a desire to do this sort of work if they are to be successful at 
it. 
 
f. Disposition.  Some roles require people with initiative while others require 
someone who can tolerate routine and repetitive work. 
 
g. Learning styles.  Such as reading ability, attitudes towards potential training 
delivery systems, impact of Specific Learning Differences (SpLD), ICT etc. 
 
h. Motivation.  Such as willingness or motivation to attend training or career 
implications and career cycles as they relate to the training. 
 
i. Personal data.  Such as age, sex, rank, length of Service, ethnicity, cultural 
characteristics/biases etc. 
 
j. Geographic location / organisational distribution.  These factors may result 
in certain constraints/considerations. 

 
5. Subject matter competence.  Information needs to be collected on (or assumptions 
made about) the role-related competences (KSAs) in which the training audience is already 
proficient.  The training audience’s level of KSA with respect to the Performance 
requirements is a factor, which depends mainly on previous related training, experience and 
recruitment profiles.  Information should be obtained on: 
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a. experience with the training performance (and how it was obtained). 
 
b. ability to perform any part of the requirement. 
 
c. knowledge of the subject matter (and how it was acquired). 
 
d. positive or negative perceptions of the subject matter. 
 
e. perception of the impact of mastering the Performance requirements on self, 
work, career. 

 
6. Existing competences.  When identifying the training audience, analysts should also 
establish whether individuals/teams will be required to have any existing competences or 
experience levels prior to exploiting the new capability (pre-requisite analysis).  Some of 
these competences may also be required by trainer/training support staff to enable them to 
assess performance and develop training activities.  Example criteria include: 
 

a. establishing whether or not an individual’s existing competences are sufficient for 
them to safely operate or maintain the new capability. 
 
b. identifying what level of rank is required to exploit the capability. 
 
c. establishing the minimum level of experience required (such as, number of flying 
hours, previous command experience, specific operational experience etc). 
 
d. establishing the minimum qualification required (such as, charge qualified, 
command qualified, category ‘A’ nuclear watch keeper etc). 

 
7. Pre-requisites analysis.  Pre-requisites analysis can be used to inform the training 
solution recommendations and is an important measure of competence/entry standard prior 
to training.  This enables more accurate measures of competence ‘before and after’ training 
to be taken, thereby facilitating measures of effectiveness of the training solution in 
delivering the required output standards. 
 
8. Training throughput.  An estimate of training throughput numbers (total audience and 
annual throughput requirements) will inform requirements for the size and capacity of the 
potential training solution and must be made available to inform the SOTR (5.5) process.  
The SOTR forecasts annual throughput requirements 4 years in advance, in order to help 
generate the required capability. Throughput numbers may be required in support of a 
variety of related training solutions for each distinct training audience group.  Throughput 
figures should be calculated separately for each type of training required and for all affected 
Defence people, MoD civilians and Contractors. Training throughput figures should be 
presented in table or graph format, along with any throughput assumptions.  Training 
throughput figures for all training audiences can then be used as separate requirements to 
be considered by users in generating potential training solutions.  These factors should be 
considered when estimating the throughput numbers: 
 

a. average lengths of assignment. 
 
b. per cent posted to similar role in a different location (such as, will not need to be 
retrained to assume role responsibilities). 
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c. recertification issues (such as, how long is the training valid for). 
 
d. promotion cycle and its potential impact on training numbers (such as, number of 
target audience who will be promoted during their assignment). 
 
e. historic data on pass rates, if applicable. 
 
f. any known contractual constraints. 
 
g. consideration for civilians and contractors who may need to attend the training. 
 
h. any known throughput constraints on pre-requisite training. 
 
i. potential competition with other training activities. 
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ANNEX L TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
METHODS AND MEDIA SUPPLEMENTARY GUIDANCE 

 
1. It is important to consider the most appropriate and effective blend of training 
Methods & Media options that provides the most effective balance of performance, cost 
and time in achieving the required KSA. These options should be further refined as part of 
the Design process by exploring, in order: 
 

a. Methods.  These are the strategies or techniques used to achieve the required 
KSA. 

 
b. Media.  These are the tools and means used to apply the Methods selected.   

 
 
FACTORS TO BE CONSIDERED WHEN DETERMINING THE TRAINING 
EFFECTIVENESS OF DIFFERENT METHODS  
 
Learning factors. 
 
2. Type of learning.  The Method used to deliver training depends on whether learning 
is categorised as Knowledge, a mental or physical Skill, or an Attitude.  Each EO must be 
examined to determine whether it is primarily expressed as a KSA.  This will suggest the 
appropriate choice of Method (e.g. a Skills-based EO must have some element of practice 
involved in the Method; whilst role-play is an example of a training Method suitable for a 
Behaviour-based EO).  The aim must be to choose a Method that is compatible with the 
material to be learned.  Learning a physical Skill may require equipment and machinery and 
a low trainee-to-trainer ratio as it tends to be trainee-centric.  Knowledge learning is most 
effective and efficient via e-learning, in the form of a lecture, or with links to information.  This 
works best in a flipped classroom, where learning is then consolidated through discussion.   

 
3. Retention ability172.  A basic categorisation of training Methods should state that 
these can either be trainer or learner centric.  The appropriate selection of training Methods 
improves the effectiveness and efficiency of learning.  Wherever possible, a learner-focused 
approach should be adopted although this is not always as simple as it seems as it can be 
time consuming and resource heavy.  A learner-focused approach aids information retention 
by considering the needs of the trainees and increasing their involvement in the learning 
process. A trainer-focused approach, whilst  increasing trainee-to-trainer ratios, is not as 
effective for aiding trainee retention. The more active the trainee is in the learning process, 
the higher the rate of retention. 
 
4. Learning preferences.  Learning takes place when learners reflect on what they have 
done173, or from what others have done174.  This is the case for all learners, both in an 
individual and a collective setting.  Therefore, it is imperative that for the effective and 
efficient acquisition of the required KSA, time is built into the programme, to facilitate 
learning through reflection.  People learn from reflecting on their own, or others experience.  

 
172 See the Competence Retention Analysis Technique (CRAT) User Guide. 
173 Kolb, 1984. 
174 Bandura, 1977. 

https://modgovuk.sharepoint.com/:b:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%2011%20-%20Annexes/Annex%20L/O-DHCSTC_12_T_T2_057_002a%20CRA%20Technique%20User%20Guide%20v4.pdf?csf=1&web=1&e=P3oKuS
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Therefore, enabling experiential learning is the most effective and efficient way of enabling 
learning.   
 
Trainee characteristics. 
 
5. Motivation.  Learners are motivated to learn when they know the relevance of the 
learning, and when they are enabled to learn through a learner-centric way.  For knowledge 
acquisition, motivation best comes through a flipped classroom, where the learners are 
required to access the learning (through e-learning for example) before they consolidate and 
reflect on what they have learnt, in the classroom. 

 
6. Literacy level.  Information should only be presented to learners in a form they can 
cope with.  Information should not be at a level that they cannot comprehend, nor should it 
be at a level which will patronise.  Key questions should include ‘What is the literacy level of 
the trainees?’ and ‘What is the most appropriate language for passing information?’ 

 
7. Numbers.  How many trainees should there be in each group?  A large group will make 
trainer demonstrations difficult to plan.  A small group will limit trainee discussions and peer 
learning. 
 
Practical constraints.   
 
8. Facilities and resource availability are likely to limit the choice of Method and the most 
appropriate Media are not always practical or within budget.  The medium may be 
unavailable; there may not be time to meet all the TOs; it may be difficult logistically or 
financially; or the group may be of mixed ability and unable to make the best use of the 
Media selected.  Where resources to support the optimum training Method are not available, 
lack of availability is likely to affect the successful achievement of the TOs.  Such constraints 
should be captured in the Constraints Analysis (1.2.3) and/or the Risk Register (1.2.4).  The 
TRA and Customer should be advised of this fact and made aware of the likely 
consequences. 
 
Trainer attitude and ability.   
 
9. A question that will need to be asked is: can, or will, the trainers be able to use the 
Media selected? Trainers are unlikely to use Media that they do not understand, which 
increases their workload, or which is complex to manage. If new teaching Methods are to 
be introduced, then due regard must be given to ensuring that trainers are both willing and 
able to cope.  To avoid such issues designers should: 
 

a. involve trainers in the Design process as early as possible. 
 
b. identify any additional trainer training requirements. 
 
c. develop a trainer training strategy to enable trainers to explore new technologies 
followed by localised CPD activity to ensure awareness is maintained on TEL 
developments, including opportunities for TEL exploitation; as a minimum, trainers 
should be able to facilitate learning using the DLE.  
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Training designers.   
 
10. Training designers should maintain awareness of emergent TEL and have a working 
knowledge of the DLE as a minimum. The requirement to design training to meet the needs 
of different types of learners, including skill fade and learner-centric approaches in an 
increasing resource constraint environment places the training designer at the centre of the 
training design process.  Training Providers and 3rd Party Contractors will need to ensure 
their training designers are provided with sufficient training, expertise and resources in order 
to design training to meet the needs of Defence.  The TDA should ensure the following: 

 
a. Liaison with the DLE Subcategory Manager for potential DLE inclusion. 
 
b. Creation of a DLE front page for every course iteration. 
 
c. For any NTS training design, key training design personnel should be invited to 
the TNA WG during TOA and TNR stage to plan for TEL interventions. 
 
d. Training Providers/3rd Party Contractors to develop a training designer training 
strategy and plan to enable training designers to intelligently utilise TEL to facilitate a 
blended learning approach as to optimise efficiencies. This should be followed by 
ongoing coaching CPD to ensure training designers maintain TEL and blended 
learning currency. 
 

e. Where applicable, ensure that Training Providers’/3rd Party Contractors’ training 
designers are provided with OEM Train the Trainer (TtT) training prior to RFTD for all 
NTS capabilities. 
 
f. Ensure the training designers are provided with all OEM TEL training 
documentation (hardcopy, electronic (Word, PDF, Interactive Electronic Training 
Manuals/Publications (IETM/Ps), media prior to any training design.  
 
g. Develop a trainer training strategy to enable trainers to explore new technologies 
followed by localised CPD activity to ensure awareness is maintained on TEL 
developments, including opportunities for TEL exploitation.  As a minimum, trainers 
should be able to facilitate learning using the DLE.  

 
Time availability.   
 
11. Care should be taken to avoid false economies.  A lecture may seem to be an attractive 
option for passing large amounts of information in a relatively short time, but the information 
received by the trainees may be processed at only the most superficial level.  This is why 
lectures should be front-loaded into a flipped classroom. 
 
Need for transfer of learning.   
 
12. Apart from some types of workplace training, the training environment will differ to 
some extent from the work environment.  It is therefore important that the training Method 
chosen should minimise this difference to make the transfer of KSA from the training 
environment to the work environment as easy as possible. 
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Priority of learning.   
 
13. It is unlikely that the various subjects to be trained will all be of equal importance to the 
trainees in their future Role.  Some Skills may be used on a daily basis while others may be 
only used sporadically but, when they are used, are essential.  This requires Performance 
to be maintained at a consistently high Standard.  The results of the DIF Analysis (1.3.3), 
the consideration of skill fade factors and/or the analysis of Critical Errors (1.3.3B) may have 
a significant influence on the Method selection.  In subjects where the possibility of skill fade 
could have dire consequences, consideration must be given to ensuring that appropriate 
Methods & Media are implemented to enhance retention.  This may or may not require the 
allocation of extra training time. 
 
THE DIFFERENT CHARACTERISTICS OF MEDIA 
 
Variety of Media.   
 
14. Consideration should be given to the characteristics of Media, in terms of whether they 
are essential or optional: 
 

a. Essential Media characteristics.  Essential Media characteristics control the 
clarity of the message.  For example, learning a foreign vocabulary requires print (to 
recognise words) and audio Media (to pronounce them).  Training designers should 
consider: 

 
(1) media that is appropriate to deliver the desired learning outcomes.  

 
(2) media that provides an appropriate level of fidelity. 

 
(3) media that can cope with trainee throughput. 

 
b. Optional Media characteristics.  Optional Media characteristics improve the 
quality of the training.  There are some considerations that can influence selection: 

 
(1) attractiveness to the learner: colour, animation, illustration. 
 
(2) the trainees’ study habits. 
 
(3) the trainers’ style, habits and Skills. 
 
(4) media that, from experience and research, improves learning efficiency. 
 
(5) media that allows the efficient management of training. 
 
(6) media that has low risk of failure (for whatever reason). 
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ANNEX M TO 
              JSP 822 VOL 2 

             DATED SEPT 22 

 
LESSON EVENT PLANNING SUPLEMENTARY GUIDANCE 

 
1. Lesson/event planning is an essential part of the training delivery process.  A good 
lesson plan considers all the needs and expectations of the training audience (1.2.2), 
prepares for any ‘what ifs’ and enables the trainer to feel confident that nothing has been 
left to chance.  Lesson/event plans must be based on the LSpec and take a learner-centric 
approach.  They are created by the trainer using the LSpec and a trainer should request 
support in developing their Lesson Plan should they need it.  175.   
 
2. One of the key benefits of planning learning is that it encourages the trainer to think 
about any potential barriers to learning and to plan how to overcome these.  In addition to 
the information taken from the LSpec, lesson plans may also include information on: 
 

a. Timings.  A key part of the skill is in planning timings. Time is at a premium in 
most training environments and a lesson/event which runs over time, or which fails to 
deliver all of the planned KLPs in the time allowed is likely to have a significant impact 
on other parts of the schedule.   
 
b. The environment.  Clearly the environment can have an impact on learning, and, 
for the trainer, this is even more relevant, given that the environment could vary from 
a hi-tech simulation suite to a shell-scrape in a forest on exercise.  Whilst it may not 
always be possible to choose the best environment in which to conduct training, good 
planning will ensure that the potential barriers presented by less than perfect 
surroundings are reduced or removed.  Lesson/event plans should contain sufficient 
information on how the environment will be managed, including the safety brief and 
risk assessment. 
 
c. Motivation.  A lesson/event where motivation has not been considered and 
planned for is unlikely to be very successful.  Good trainers consider their training 
audience (1.2.2) and plan approaches which will motivate trainees, both as individuals 
and teams.  Awareness of possible demotivators is important as is how to remove or 
avoid them.  Table 1 shows examples of both motivators and demotivators that might 
be relevant to military training whatever the training environment. 

 
 
 
 
 
 
 
 
 
 
 
 

 
175 Examples of lesson plans are on the DLE 
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Motivators Demotivators 

Time for reflective feedback is included Feedback is either delivered to the trainee, or 
not delivered at all. 

Recognition of achievement/progress Repetition of previous training 

Pride in self and/or team/unit                      Fear of failure (low self-belief)              

Comparison with peers        Poor relationship with trainers    

Previous high performance  Previous poor performance/assessment   

Training has relevance for trainee           Training seems irrelevant or pointless 

Training is challenging but achievable  Training is too difficult or too easy 

Delivery Methods are engaging/strong 
trainer role model 

 

Delivery Methods are overly trainer-centred 

 
Table 1: Training Motivators and Demotivators 

 
d. Trainee interaction.  Even with full use of TEL and flipped classrooms to 
minimise lecture time in the classroom, some events in training may still need a more 
directed delivery approach.  This is to be avoided whenever possible not least because 
it is the learner-centred approach that ultimately helps the trainee to develop 
confidence and competence.  Facilitation of learning means the trainer will relinquish 
much of the power but none of the overall control.  A good trainer should be able to let 
the trainees direct the pace and content according to their abilities while ensuring that 
the KLPs are still drawn out.   

 
e. Confirmation of learning outcomes.  It is not enough just to deliver the 
lesson/event according to the LSpec; for training to be effective the trainer also needs 
to know that learning has actually taken place.  It is therefore important to plan not only 
the activities but the Methods of confirming learning outcomes.  This can be achieved 
by question and answer sessions and observing individual activities or by quizzes, 
tests or trainee summaries. 
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ANNEX N TO 
JSP 822 VOL 2 

DATED SEPT 22 
 

CUSTOMER EXECUTIVE BOARDS (CEBs)  
TEMPLATES AND RESOURCES 

 
 

DEFENCE DIRECTION FOR CEBs FOR INDIVIDUAL TRAINING AND SUGGESTED 
TERMS OF REFERENCE 

 
The purpose of the CEB is to provide a mechanism for stakeholders to develop the scale 
and content of training to match the Defence requirement within the available budget and in 
accordance with relevant Defence and sS policies.  In doing so, the CEB will: 
 

• hold all parties to account for the execution of their responsibilities in relation to the 
quantity, quality, timeliness and effectiveness of the training. 
 

• hold the TRAs to account to provide a clear fully justified requirement and their priorities 
for training.   
 

• manage the 4 key documents which drive CEB business: the TrAD, the Role PS, the 
FTS and the SOTR/SOTT.  These must be tabled at the CEB and agreed/signed off by 
relevant stakeholders. 
 
SCOPE 
 
1. All individual training, whether delivered in Phase 1, 2 or 3, must adhere to the CEB 
process outlined in this Direction.  Whilst not written with collective training in mind, the CEB 
principles in this Annex should be applied to collective training wherever appropriate.  TORs 
for individual training CEBs are alson within this Annex. 
 
GOVERNANCE 
 
2. Top level governance for Defence training resides with the DPLT.  However, to ensure 
that training is appropriately governed and assured, there is a requirement for additional 
governance processes, to include: 
 

a. CEB. Each CEB should be chaired by an appropriately empowered 
representative who will be responsible for maintaining focussed discussion and 
ensuring clear articulation of actions and holding to account personnel/organisations 
that have received tasking.  Unresolved issues and risks should be raised via the 
TESRR governance structure.  The CEB is generally chaired by the TDA; the rationale 
being that the TDA will be required to affect the implementation of any requirement 
changes such as updating the training documentation.  The TDA will also be best 
placed to provide the necessary training data.  Additionally, the TDA also usually holds 
the budget for the training.  However, the TRA (or Lead TRA) plays a vital role and is 
the individual/organisation responsible for escalating any risks and issues unresolved 
at the CEB up the Chain of Command, and for ensuring that appropriate governance 
and assurance activities are being undertaken.  For certain CEBs (e.g. where there 
are several TDAs, or where the TRA controls the resources, or where the TDA is a 
contractor), the TRA may decide that it is more appropriate for them to chair the CEB.  
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Chairship should be clearly articulated in the ToRs.  The TRA must ensure that a CEB 
is normally held biannually and both TRA and TDA leads should attend the CEBs.  
Where there are matters that cannot be resolved as part of the CEB (e.g. a TRA 
believes the requirement is not being met or a TDA does not have the resource to 
deliver a requirement), these are to be escalated to a higher level within the relevant 
Chain of Command/TLB for resolution.  In the case of training where a Lead TRA has 
been nominated, matters that cannot be resolved should be referred to the TESRR 
PAG via SO1 Trg Pol, TESRR, in the first instance. 
 
b. CEB Working Groups (WGs).  CEB WGs are a forum where subject matter 
experts representing Customers, the TRA, TDA and Training Providers will meet to 
discuss each training activity in detail.  The aim of the WG is to review training 
requirements, agree training levels and targets, examine the results of recent, and 
schedule future, assurance activities (such as audits and evaluation) and to highlight 
any emerging themes, issues and risks of concern up the CEB Chain of Command.  
The CEB WG is the preparatory phase of the CEB and will prepare training data for 
ultimate endorsement by the TRA.  Issues that cannot be resolved at working level 
(e.g. a mismatch between the SOTR and SOTT) and areas of risk should be raised for 
discussion at the CEB.  The chair of a CEB WG should be an appropriately delegated 
representative of the TDA/TRA.  Given that the size and length of training activities 
varies substantially, TRAs/TDAs should use their judgement to determine which rank 
is most appropriate to chair and attend the WG(s) and highlight this in ToRs.  

 
 
GOVERNANCE DOCUMENTATION 
 
3. To bring more to the way that CEBs operate, documentation for each CEB must 
include: 
 

a. ToRs.  A tailored ToR for each CEB is to be produced using the suggested format 
in this Annex.  Whilst this suggested format provides the wording that will be generic 
to all CEBs, it is important that each CEB contextualises their ToRs accordingly; 
separate ToRs are to be produced for CEB WGs.  Membership should be articulated 
by the specific organisations/posts that should be in attendance (e.g. they should not 
simply state that the TRA should attend but should list the relevant TRA(s) posts that 
are required). 
 
b. Agenda.  A comprehensive agenda is critical to fulfil the objectives of the CEB.  
A number of core standing agenda items must be included at all CEBs.  Other items 
can then be added to address any issues relevant to that CEB.  A suggested format 
for an agenda with the core items176 is contained within this Annex, with agenda items 
to include: 
 
c. Training Delivery.  Discussion of any issues pertinent to training delivery both 
current (i.e. in Training Year (TY) 1, e.g. trainer numbers) and future (e.g. re-location 
of training) and a concise report on the actual training delivered in the previous TY.  
Endorsement of the FTS and Assessment Strategies that have been agreed between 
the relevant TRA and Training Providers.  The delivery of DT is to be considered under 
this agenda item. 

 
176 For a CEB to be successful, CEB members should have access to high quality training information.  
Wherever possible this should come from the Defence training management system in use (such as TAFMIS-
T and in the future DLMC). 
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d. Near-term Training Requirement (Content).  Discussion of issues associated 
with training content to include clarification that the TRA has provided the TDA with a 
clearly articulated requirement and confirmation that they are satisfied (or otherwise) 
with the standard of the trained output.  Acceptance of the Role PS from the 
appropriate TRA.  In a Joint or Defence context, the development of appropriate Joint 
or Defence training. 
 
e. Near-term Training Requirement (Volume).  Contribution towards development 
of the SOTR and then acceptance of the endorsed SOTR from which to develop the 
SOTT.  Endorsement of the SOTR for TY 2 (i.e. the next TY commencing the following 
Apr) and clarification on the implications of any future changes to TY 2.  De-confliction 
of any resource requirements that arise from late notice (less than 12 months from 
commencement of training) budgetary/SOTR imbalance by trading sS training 
priorities against available funding.  Reporting uptake/performance against the SOTT.  
Retention of an audit trail to show why differences between SOTR and SOTT have 
occurred.  
 
f. Trainee Flow and Future Requirements (Volume).  To ensure the optimisation 
of training, including the efficiency of training pipelines and that appropriate co-
ordination is in place between multiple CEBs, where they exist.  Consideration (in 
broad terms) of the training requirements currently predicted for TY 3 and 4 and the 
anticipated ability to deliver that requirement with the resources available.  
 
g. DSAT QMS Compliance.  Monitoring adherence to the DSAT QMS to ensure 
training documentation is effective and that there is an up-to-date TrAD, Role PS 
(noting the requirement to review the Role PS at least every 5 years) and FTS.  
Monitoring and reacting to training effectiveness feedback including consideration of 
any assurance reports (external Ofsted inspections, 2nd party audit observations, InVal 
and ExVal reports).  Monitoring rectification of audit non-compliance. 

 
h. Injuries in Training.  In addition to the core objectives, there is a requirement for 
CEBs to consider whether it is necessary to report on any injuries in training and to 
ensure that all training risk assessments have been conducted. 
 
i. Management of Risks.  Training risks must be discussed, with level of risk 
identified and mitigation measures outlined on a risk register.  An example of a Risk 
Matrix suggested format is contained within this Annex, but sS may use their own 
formats if these conform to standard risk management practice. 
 
j. Discussion of Statistics.  Discussion of statistics is to not only report in-year 
figures but should also report back on trend analysis (e.g. has the SOTR increased 
over time and if so, have resources correspondingly increased in numbers?). 
 
k. Pre-decision Support Information.  For each CEB to operate effectively it is 
essential that pre-CEB decision support information is collated prior to the CEB.  This 
will enable the focus of the meeting to be orientated towards decision-making and help 
avoid excessive background discussion/updates.  Pre-CEB decision support 
information must clearly link to items on the agenda and support the key information 
required within the CEB output report.  Pre-decision information should include 
assurance reports, SOTR/SOTT figures, statistics on pass rates, injuries, PVR trends 
etc.  
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l. Record of Decisions (RoDs) / Action Grid.  Each CEB occurrence must result 
in RoDs or an Action Grid that captures the relevant details, agreed leads and target 
dates.   
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GENERIC TORs FOR CEBs  
 
The purpose of the **** CEB is to provide a mechanism for stakeholders to develop the scale 
and content of training to match the Defence requirement within the available budget, and 
in accordance with relevant Defence and sS policies.   
 
Accountability and Governance 
 
1. Detail who is accountable to whom as agreed on the TrAD177.  Governance of the CEB 
process ultimately rests with the DPLT.  Add any additional reporting mechanisms 
appropriate to the CEB (e.g. contractual relationships, project teams etc). 
 
Membership 
 
2. Detail core and representative membership and, as required, to include: 
 

a. chair178 to be generally provided by TDA (but could be TRA if this is deemed more 
appropriate). 
 
b. TRAs179 (clearly identifying who is being represented). 
 
c. representation from the appropriate sS or Defence policy organisation(s). 
 
d. additional stakeholders (as appropriate)180. 
 
e. representative(s) of the SOTR Co-ordinating Organisation(s). 
 
f. Training Provider(s). 

 
3. It should be clearly articulated exactly who is representing the TRA/TDA and 
stakeholders.  This is especially important for the larger CEBs which may cover a variety of 
different requirements.  Where a Lead TRA, TDA or Training Provider has been nominated, 
this is to be clearly articulated in the TORs. 
 
Resources 
 
4. Identify who holds the resources and financial responsibility.  This is important when 
bidding for additional resources or managing cuts.  It is also critical for the governance and 
assurance of the training. 
 
Specific Tasks 

 
5. It should be clearly stated which requirements and training activities are within the 
scope of the CEB.  During meetings, each CEB must address the 6 core agenda objectives, 

 
177 In a Defence training context, if the interests of a sS are not satisfied by the CEB or its Chain of Command, 
the issue may be pursued through the relevant Principal Personnel Officer (PPO) within extant Defence people 
governance structures or the TESRR PAG. 
178 In all cases, the chair of the CEB should be at a rank that is appropriate to the requirement. 
179 If the TRA is a committee, its Chair will represent it at the CEB.  To also include contractors. 
180 In a Defence training context this will include representatives of sS organisations with involvement in the 
management of the training pipeline. 
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supported by pre-CEB decision support information.  Each objective should be considered 
on a risk, assumption and issue management basis.  The 7 agenda objectives are:  
 

a. training delivery, including DT. 
 
b. near-term training requirement (content). 
 
c. near-term training requirement (Volume). 
 
d. trainee flow and future requirements (Volume). 
 
e. DSAT QMS compliance and assurance activity.  
 
f. injuries in training. 
 
g. management of risks. 

 
6. Relevant stakeholders should be tasked to provide analysis that includes Distributed 
Training in order to gain a greater level of assurance of DT at CEB level.  The aim is to 
ensure that SCs and TLBs are assured that all areas of the training pipeline are being 
managed and governed appropriately and risks are captured where required.  Below are 
suggested questions for CEBs to ask: 
   

a. How many courses are run and what is the number of trainees attending in this 
TY?  

 
b. What is the overall success rate trained in DT (this TY and predicted for next 
TY)?  

 
c. What is the overall First Time Pass Rate in DT (this TY and predicted for next 
TY)?  

 
d. Which will be your top 5 most resource intensive courses (time/cost/workforce) / 
how can you reduce costs?  

 
e. Which courses have an entry test criteria / what is the % that fail the entry test / 
what is your mitigation?  

 
f. Which courses were undersubscribed last TY / what is the mitigation this TY?  

 
g. Which courses had the worst pass rates last TY / what is the mitigation this TY?  

 
h. Which courses/ iterations had to be cancelled last TY / what is the mitigation and 
impact this TY?  

 
i. What % of courses has been subject to audit?  

 
j. What were the key findings from audit?  

 
k. How is Good Practice shared?  
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l. How are areas of concern communicated?  

 
m. What are your total numbers of courses vs iterations (ratio shows overall changes 
in customer demand)?  

 
n. Are there plans to move any Training from distributed into central locations or 
vice versa – what are the reasons for such moves, and have they been agreed by all 
organisations?  

 
o. What ExVal has been conducted this year?  What is planned for next year?  

 
p. What are the top 3 risks and issues within DT for your organisation?  

 
q. Were all course iterations delivered iaw the Course specification, especially in 
terms of time allocated and trainer to trainee ratio?  

 
7. All areas within the CEB are to capture DT within the reporting process in order to gain 
a true picture of training pipelines i.e. training optimisation, assurance, resources and 
funding, risk and strategic direction.  
 
8. Each CEB must produce RoDs or an Action Grid and risk register.  
 
Authority 
 
9. The CEB is designed as a decision-making forum.  If required, the chair must commit 
to seeking additional direction and guidance which should then be communicated Out of 
Committee.  The chair is authorised to task WGs in pursuance of the CEB’s primary purpose.  
The CEB has the authority to liaise with other sS and Defence departments as appropriate, 
and Service establishments in pursuance of its primary purpose.  
 
Frequency of Meetings 
 
10. CEBs should normally meet biannually; additional CEB forums and WGs may be called 
at the discretion of the chair.
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GENERIC CEB AGENDA AND RISK MANAGEMENT SUGGESTED FORMATS 

 
As a general guide the WG will produce all the information at a lower level and hold detailed discussions whilst the CEB will serve to 
address Identified risks, assumptions and issues, agree proposed COA and seek further Direction and Guidance as required. 
 

Ser Item Possible Outcomes Lead Decision Support Information Reference 

1 Chair’s opening remarks Introduce attendees, set the context for the CEB and 
provide any H&S or domestic instructions 

Chair  

2 RoDs of last meeting  Confirm accurate record/update on progress since last 
meeting 

Chair RoDs 

3 Action Grid Review Confirm the action grid is up-to-date and that allocated 
actions have been progressed 

Chair Action grid 

4 CEB Objective 1: Training Delivery – Report on 
TY1 and current Training Issues to include trainer 
numbers, trainer issues (training, volunteers), 
Methods & Media selection, statistics (Throughput, 
failure rate, FTPR), infrastructure issues, resource 
constraints, end of training reports, feedback etc 
 

Summarise TY 
Examine whether training is cost-effective and 
represents VfM 
Question whether alternative Methods & Media should 
be considered 
Confirm sufficient training resources to deliver SOTT  
Evaluate statistical trends 
Endorsement of the FTS and AStrat  

TDA • TY1 report 

• TY1 SOTT (predicted v actual) 

• Establishment data 

• DTC returns 

• Training risks 

• Statistics 

5 CEB Objective 2: Near-Term Training requirement 
- (Content) Future requirement and prioritisation 
 

Identify current training requirements changes 
Identify future developmental requirements 
Agree and endorse changes to Role PS and FTS 
Acceptance of TrAD/Role PS from appropriate TRA  
Development of appropriate Joint or Defence training 
activities 

TRA For all training activities where updates are 
required:  

• Role PS 

• FTS (TPS + WTS + RTGS) 

• TrAD 

• Developing requirements  

• WG Reports 
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Ser Item Possible Outcomes Lead Decision Support Information Reference 

6 CEB Objective 3: Near-Term Training requirement 
(Volume) – Endorsement of the SOTR for TY 2 
(commencing the following Apr) 

Consider SOTT against SOTR 
Identify risk and agree COA 
Amend TrAD as necessary 
Endorsement of the SOTR for TY 2 Clarification on the 
implications of any future changes to TY 2.  
De-confliction of any resource requirements that arise 
from late notice (less than 12 months from 
commencement of training) SOTR imbalance by trading 
SC training priorities against available funding.  
Report uptake and performance against the SOTT   
Retention of an audit trail to show why differences 
between SOTR and SOTT have occurred 

TRA • SOTR - TY 2 

• SOTT - TY 2 

• TrAD 

7 CEB Objective 4: Trainee Flow and Future 
Requirements (Volume) – discussion of trainee 
pipeline flow and initial recruitment to inform 
predictions for TY 3 and 4 

Consider SOTR against SOTT 
Identify risk and agree COA 
Amend TrAD as necessary 
Pursue the optimisation of training, including the 
efficiency of training pipelines 
Ensure that appropriate co-ordination is in place 
between multiple CEBs, where they exist 
Consideration (in broad terms) of the training 
requirements currently predicted for TY 3 and 4 and the 
anticipated ability to deliver that requirement with the 
resources available 
Report uptake and performance against the SOTT   
Retention of an audit trail to show why differences 
between SOTR and SOTT have occurred 

TRA • SOTR – TY 3 and 4 

• WTS 

• RTGS 

8 CEB Objective 5: DSAT QMS Compliance & 
Assurance activity 

Examine what assurance activity has taken place 
(InVal, ExVal) 
Confirm DSAT compliant – when did the last 
documentation review take place? 
Identify risk/agree COA/commit to seeking further 
Direction and Guidance 
Task activity to address concerns (including bespoke 
WGs). 
Approve AStrat which should include Remedial Training 
measures iaw JSP 822, Volume 2, Chapter 8. 

TDA 
 
 
 
 
 
TRA 

• 1st party audits 

• InVal reports 

• ExVal reports 

• 2nd party audits 

• Inspections 

• Ofsted inspections 

9 CEB Objective 6: Injuries in Training Where relevant, identity type and scale of injuries and if 
required agree appropriate COA 
Examine injury trends 

Chair o Training Injuries data capture to be 
provided by SMO 
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Impact to Training Likelihood 

7 Extreme 
(will definitely 
occur 
frequently) 

6 Severe 
(will definitely 
occur 
regularly) 

5 High 
(will definitely 
occur on 
occasion) 

4 Mod 
(will probably 
occur 
regularly) 

3 Low 
(will probably 
occur on 
occasion) 

2 V Low 
(likely to occur 
on occasion) 

1 Minimal 
(Unlikely to 
happen) 

6  Total  
(Trg Failure) 

10 10 9 8 7 6 5 

5   High     
(Trg Compromise) 

10 9 8 7 6 5 4 

4   Significant   
(Trg activity Compromised) 9 8 7 6 5 4 3 

3  Moderate    
(Trg Supporting Effect Fails) 

8 7 6 5 4 3 2 

2   Low            
(Low Impact to Trg activity) 

7 6 5 4 3 2 1 

1  Negligible 6 
 

5 4 3 2 1 1 

Frequently = Daily 
Regularly = Weekly 
On Occasion = Monthly 
 
ID of Risk 
(Step 1) 

Analysis of Risk 
(Step 2) 

Plan/Manage Risk 
(Step 3-4) 

Remarks 

Like Imp Risk Proactive Measures Reactive Measures Like Imp Res 
Risk 

          

          

          

          

          



 

 175                         JSP 822, Vol 2 (V5 Sept 22) 

ANNEX O TO 
           JSP 822 VOL 2 

         DATED SEPT 22 

 

DEFENCE TRAINER CAPABILITY (DTC) RESOURCES 
 

 
DEFENCE TRAINER COMPETENCY FRAMEWORK SUPPLEMENTARY GUIDANCE 
 
1. The Defence Trainer Competency Framework (DTCF) is a standards document which 
identifies specific trainer-related181 behaviours or competencies for Defence Trainers.  It is 
aligned principally to the role of the Defence Trainer and is used to assess the progress and 
development of these trainers both whilst they are in training and also as they work in training 
delivery under the guidance of a Defence Trainer Supervisor (DTS).  The Role PSs for the 
Defence Trainer is linked to the DTCF but the standards will not be fully met by the 
residential training and, may also not be met in the workplace even as the trainer 
develops182.  The DTCF is also linked to the DTS role; the DTS is to demonstrate the DTCF 
competencies in their own learning provision and is to use the DTCF to develop those whom 
they are supervising.  Thus, the DTCF has broad utility for Defence Trainers, DTSs and 
Defence Trainer Managers.  It also assists the line manager in writing appraisals.  The DTCF 
sets out not only the JPA competences183 but also the three effective indicator levels184: 
 

a. Level 1 (Foundation).  This is the lowest level of competency, achieved through 
the successful completion of Stages 1 and 2 of the Defence Trainer course. On 
reaching Foundation level.  the individual displays an understanding of what effective 
performance looks like and has demonstrated practical application in training. 

 
b. Level 2 (Practitioner).  The progression from Foundation to Practitioner level is 
achieved through supervised and supported completion of the Workplace Training 
Statement (WTS).  This is achieved through completion of Stage 3 of the Defence 
Trainer course which comprises the following 2 elements: 

 
(1) the Level 3 Award in Education and Training (L3 AET) Portfolio. 
 
(2) TPs 4, 5 and 6. 

 
DTS staff are responsible for mentoring and supporting Defence Trainers during Stage 3 
(i.e. the transition from Foundation to Practitioner level).  DTS Staff are to conduct the 
observation for TPs 4, 5, and 6.  However, the assessment, both formative and summative, 
of the L3 AET Portfolio remains the responsibility of Trainers that delivered Stages 2 of the 
Defence Trainer course.  On reaching practitioner level, the individual displays detailed 
knowledge and understanding and is capable of providing evidence and guidance to others 
and has also demonstrated practical application in a range of work situations. 

 
 

 

 
181 As opposed to vocational or subject-specific related behaviours.  
182 Equally, not all the Competency Groups and/or sub-competencies will be relevant. 
183 The term used for a competence or a competency on JPA is a ‘competence’. 
184 Note that the 3 levels of competence for Defence Trainer (Phase 1, 2 or 3) that drop down on JPA that 
correspond to ‘Foundation’, ‘Practitioner ‘and ‘Advanced Practitioner’ are ‘Awareness’, ‘Practitioner’ and 
‘Expert’.  
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c. Level 3 (Advanced Practitioner).  This is not mandated by the DTC Direction 
but may be achieved through further professional development and/or training 
following achievement of Practitioner level. On reaching Advanced Practitioner level, 
the individual displays leadership, extensive knowledge and understanding in the 
trainer context, and acts as a role model for colleagues and subordinates.  They have 
also demonstrated consistent practical application in a wide range of work situation. 

 
2. The supplementary information that accompanies the DTCF contains academic 
models and further reading to assist Defence Trainers and DTSs, in understanding the 
framework, can be found here. The information is drawn from Dstl research contained in TIN 
2.014 ‘Understanding Training Delivery’ (2014). The supplementary information is not 
directly linked to achievement of the related competency albeit PAR is expected to be used 
in the delivery of a lesson. There are, of course, other academic models that could underpin 
the DTCF that are not mentioned in the supplementary information.  

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annexes


 

 177                                                                 JSP 822, Vol 2 (V5 Sept 22) 

DEFENCE TRAINER COMPETENCY FRAMEWORK 
 

Group 1: Understanding the role of the trainer   
Definition: Performs the leadership role of the trainer within the required boundaries 

Outcomes:   

• Learners’ attitudes and behaviours are shaped by the trainer’s example 

• Learners are inspired and empowered to do what is required of them 

• Learners feel valued, respected and recognised as individuals 

• Learners perceive the learning environment as safe, with clear boundaries 

FOUNDATION PRACTITIONER ADVANCED PRACTITIONER 

Competency 1.1 – Acts as a role model 

Upholds single Service Core Values and 
standards  
Shows respect for others 
Maintains high standards of behaviour and 
dress 
Leads by example 
Is aware of the influence of the trainer as a 
role model upon trainees 

Actively promotes single Service Core Values 
and standards 
Fosters an environment of mutual respect 
Maintains exemplary standards of behaviour 
and dress 
Inspires and motivates others by example 
As a role model, shapes trainee attitudes 
towards learning and achievement 

Ensures that single Service Core Values and 
Standards are upheld and promoted 
Ensures that trainer standards of behaviour and 
dress are maintained 
Inspires and motivates other trainers by 
example 
Positively influences the learning environment 
through development of trainers as role models 
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Competency 1.2 – Leads Trainees 

Upholds Single Service ethos and culture 
Recognises the need for both directive and 
non-directive approaches to training 
Recognizes the benefit of using trainee errors 
as positive learning opportunities Recognizes 
the attitudes of Active and Passive Learners 
(Guidance can be found here) 

Actively promotes Single Service ethos and 
culture 
Employs appropriate leadership styles to 
optimize learning, directing only where safety 
or discipline may be breached  
Allows trainees to make mistakes and creates 
developmental opportunities from these 
Inspires others by communicating achievable 
goals 
Develops and instils positive (Active Learner) 
attitudes in others 
Promotes an inclusive learning culture 

Takes responsibility for ensuring that Single 
Service ethos and culture are maintained 
Gives direction and guidance to other trainers 
on the use of appropriate leadership styles 
Inspires other trainers 
Develops and instils positive attitudes in other 
trainers 
Determines and creates an optimum learning 
culture by employing active leadership and 
management skills 

Competency 1.3 – Actively promotes Diversity and Inclusion 

Performs within Diversity and Inclusion 
guidelines and policy 
Demonstrates an awareness of cultural and 
generational differences in learning needs 
Demonstrates an awareness of Specific 
Learning Differences (SpLD) 
 

Recognizes and values individual trainee 
strengths 
Enables effective learning irrespective of 
cultural difference 
Adapts training to suit different learning styles 
Adapts training to suit generational differences 
Identifies potential SpLD and refers to 
appropriate subject matter expert (SME) 
Manages learning environments to take 
account of SpLD 

Develops unit policy and procedures to optimize 
learning and promote individualized training 
Gives direction and guidance to other trainers 
on enabling effective learning 
Advises trainees on process of diagnostics and 
suitable coping strategies 

Competency 1.4 – Maintains discipline 

Identifies disciplinary problems and resolves them at the lowest most effective level and in the most 
appropriate manner 
Complies with Military Law 
Acts within Defence, Single Service and local unit codes of practice 
Applies and refers appropriate disciplinary actions and procedures 

Gives direction and guidance to other trainers 
on appropriate disciplinary actions and 
procedures 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-a
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Competency 1.5 – Ensures trainee welfare 

Demonstrates an awareness of: 
Welfare issues relevant to the training 
environment 
The signs and indicators of potential welfare 
issues 
The welfare agencies available to provide 
support 
Welfare policy including organization’s 
procedures 

Fosters a safe and supportive environment 
Demonstrates interest in learner welfare 
Recognizes potential welfare issues and takes 
appropriate action to support learners 
Acts in accordance with Defence, single 
Service and local unit policy on welfare 

Monitors the learning environment to ensure it 
remains supportive and safe 
Gives direction and guidance to other trainers 
on fostering a safe and supportive environment 
Ensures Service and unit policy on welfare is 
fully implemented 

Group 2: Planning and preparing learning and development (L&D) for the training environment  
Definition: Completes the planning and preparation processes required to deliver effective L&D in the training environment 

 
Outcomes:  
 

• Learning events are aligned with learner motivation and made relevant to the operational requirement 

• Learning events are learner-centric and structured to the learning process 

• Learning events meet both organisational and individual goals 

• Resources actively engage the learner and are relevant to the operational requirement 

• Continuous improvement is an integral part of the learning event 

FOUNDATION PRACTITIONER ADVANCED PRACTITIONER 

Competency 2.1 – Plans and prepares for group learning events 

Plans and prepares L&D against the key 
parameters for learning success 
Applies the construct of PAR to learning events 
(Guidance can be found here) 
Applies the Principles of Adult Learning when 
planning learning events (Guidance can be 
found here) 
Plans and prepares inclusive learning 
Plans to monitor and evaluate whether learning 
has taken place 

Employs relevant DSAT course 
documentation to identify desired learning 
outcomes and plans collective learning 
events 
Collects information relevant to trainees 
learning and development goals and plans 
accordingly 
Employs a range of learning styles 
Coordinates learning to meet individual and 
group goals 
Employs the lesson planning cycle to 
prepare a range of appropriately structured 
theory and/or practical group learning events 

Has a sound knowledge of the DSAT process 
and in particular the role of evaluation in 
developing training 
Directs improvements based on validation 
outcomes. 
Reviews trainee achievements, evaluating these 
to identify gaps in meeting learning and 
development goals. 
Develops improvements to group learning 
events based on evaluation results 
Provides advice and guidance to junior trainers 
on the planning and preparation of group learning 
events 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-a
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-c
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-c
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Identifies how collective learning events will 
be monitored and evaluated 

 

 

Competency 2.2 – Plans and prepares for individual learning  

Encourages trainee self-reflection in learning 
Supports the self-regulated learning process: 
(Guidance can be found here) 
Builds self-efficacy in trainees 
Uses mastery orientation and goal setting 
techniques (Guidance can be found here) 
Leads learner-centred informative feedback 
(Guidance can be found here) 
 

Influences trainee motivation by 
boosting self-esteem and encouraging 
achievement 
Encourages trainee to reflect on and 
evaluate own knowledge and ability 
levels 
Uses progressively challenging sub-
goals to stimulate individual trainee effort 
Identifies appropriate methods for 
achieving specific learning goals 
Supports trainee in personal goal setting 
and evaluation of progress through 
feedback 

Monitors effects of trainer attitude on learners’ 
performance and acts to promote a constructive 
climate for success 
Identifies trends in barriers to progress and 
develops strategies to overcome these 
Advises other trainers on learner-centred 
feedback and supports them in doing so. 
Plans remedial training 
Promotes and supports the development of 
individualized training activities 

Competency 2.3 – Plans and prepares resources 

Plans and prepares core resources appropriate to 
the learning task 
Adapts to the use of technology enhanced 
learning resources 
Uses core teaching resources to support learning 

 
  

Prepares an inclusive learning 
environment to meet the needs of all 
learners 
Prepares appropriate resources to 
support a range of learning needs, 
including SpLD friendly training aids 
Identifies appropriate opportunities for 
the use of technology enhanced learning 
resources 
Ensures adaptations to existing 
resources are consistent with learning 
needs and professional practice 
Plans simulated exercises that replicate 
the challenges of the work environment  

Monitors the standard of the learning 
environment and makes recommendations for 
improvement 
Identifies the resources needed to deliver the 
overall plan and ensures these are within 
allocated budgets 
Develops and implements new strategies which 
exploit emerging technologies and display good 
practice 
Supports junior trainers in the identification and 
development of appropriate resources 
 

Group 3: Planning and preparing learning and development (L&D) for the work environment Definition: Completes the planning and preparation 
processes required to facilitate effective individual L&D in the work environment 

 
Outcomes:  

• Learning events are aligned with learner motivation and made relevant to the operational requirement 

• Learning events are learner-centric and structured to the learning process 

• Learning events meet both organisational and individual goals 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-d
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-e
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-e
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• Resources actively engage the learner and are relevant to the operational requirement 

• Continuous improvement is an integral part of the learning event 

FOUNDATION PRACTITIONER ADVANCED PRACTITIONER 

Competency 3.1 – Plans and prepares to facilitate individual learning in the work environment 

Recognizes the value of individual L&D in the 
work environment 
Applies the construct of PAR to learning 
events (Guidance can be found here) 
Applies the Principles of Adult Learning 
(Guidance can be found here) 
 

Establishes a relationship with the individual that 
supports individual learning and reflection. 
Agrees learning needs, goals and objectives with 
the individual. 
Plans with the individual to develop skills and 
knowledge: 

• Apply skills and knowledge in a work environment 

• Reflect on how they have learned and applied 

learning 

Assesses and plans with the individual on how to 
manage any risks during the L&D process 
Reflects on own practice and identifies areas for 
improvement 
 

Has a sound knowledge of the role of 
evaluation in developing training 
Reviews individuals’ achievements, 
evaluating these to identify gaps in meeting 
learning and development needs 
Develops improvements to workplace 
training based on evaluation results 
Provides advice and guidance to other 
trainers on the planning and preparation of 
workplace training. 
Reflects on own and others’ practice to 
identify areas where training provision can be 
improved 
 

Competency 3.2 – Plans and prepares to engage and support subordinates in the work environment 

Recognizes the barriers to performance and 
progress in workplace learning 
Supports the components of self-regulated 
learning processes: Readiness, 
Resourcefulness, Resilience, Responsibility 
and Reflectiveness (Guidance can be found 
here) 
Builds self-efficacy in trainees 
Applies the principles of Goal setting, 
Monitoring and supporting individual learning, 
Reflecting and evaluating, Mastery orientation 
and goal setting techniques (Guidance can 
be found here) 
Gives learner-centred informative feedback 
(Guidance can be found here) 

Builds a positive relationship with an individual 
that encourages and motivates learning 
Recognizes and deals appropriately with barriers 
to performance and progress 
Encourages the individual to take responsibility 
for their own development. 
Supports the individual in planning their own L&D 
Ensures information, advice and support conform 
to relevant policies, procedures and legislation 

Recognizes changing requirements of 
learners and provides tailored guidance and 
encouragement 
Monitors effects of trainer attitude on others 
performance and acts to promote a 
constructive climate 
Identifies trends in physical and 
psychological barriers to progress and 
develops strategies to overcome these 
Mentors other trainers to use learner-centred 
feedback. 

Competency 3.3 – Plans and prepares to assess subordinates in the work environment 

Applies the key concepts and principles of 
assessment for learning and assessment of 
learning (Guidance can be found here) 
Uses: 

Plans assessment based on appropriate 
methods:  

• Observation of performance 

Recognizes the strengths and limitations of 
a range of assessment methods to select 
methods 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-b
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-c
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-d
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-d
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-e
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-e
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-f
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-h
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• Different types of workplace assessment 

methods and ways of involving individuals in the 

assessment process 

• Naturally occurring information and evidence in 

the assessment process 

Applies the principles of Data Protection and 
Freedom of Information (FOI) to assessment 
data 
 

• Examining products of work 

• Effective Questioning 

• Discussing with the individual 

• Use of others (witness testimony) 

• Learner statements 

• To address individual needs, current achievement 

and prior learning 

Communicates the purpose, requirements and 
process of assessment to the individual 
Ensures assessment process conforms to 
relevant policies, procedures and legislation (data 
protection and FOI) 

Monitors the standard of the workplace 
assessment and makes recommendations 
for improvement 
Supports other trainers in the development 
and implementation of assessments 
 

Group 4: Facilitating learning and development (L&D) in the training environment  
Definition: Creates and maintains a training environment which enables the individual to acquire/develop the necessary vocational skills and 
knowledge 
 
Outcomes:  

• Individuals are actively engaged in the L&D process 

• Individuals feel supported and able to relate their L&D goals 

• Individual’s achievement is used as a motivational tool 

• Individuals set realistic personal goals based on self-assessment and constructive feedback 

FOUNDATION PRACTITIONER ADVANCED PRACTITIONER 

Competency 4.1 – Manages whole group L&D  

Demonstrates an awareness of: 

• Group dynamics and cohesion 

• Lesson structure 

• Appropriate delivery methods 

• Appropriate training aids 

• The role of technology in L&D 

 

Delivers theory and/or practical training 
sessions using appropriate instructional 
methods 
Manages learning activities to meet individual 
and group needs 
Adapts delivery according to trainee 
response while still achieving planned 
outcomes 
Uses appropriate and effective training aids, 
including SpLD friendly resources 

Develops own techniques to manage group 
dynamics 
Maintains currency with the latest delivery 
methods, training aids and use of technology and 
adapts own delivery accordingly 
Develops optimum delivery methodologies for 
specific subjects and shares good practice with 
other trainers 
Maintains currency with subject matter and 
adapts training content accordingly 
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Draws on a range of appropriate delivery 
methods and media, including new and 
emerging technologies 
Provides appropriate subject matter expertise 
 

Competency 4.2 – Manages individual L&D  

Leads informative feedback for the Learner 
(Guidance can be found here) 
Agrees individual learning goals (Guidance 
can be found here) 
Supports learning skills (Guidance can be 
found here) 
 
 

Uses different communication methods and 
skills to meet the needs of learner 
Encourages learner feedback 
Plans and negotiates learning goals with 
learner 
Adapts plan to maximize individual learning 
Encourages learner self-reflection 
Identifies strengths and areas for 
improvement 

Establishes relationships with learner that 
supports individual learning and reflection 
Provides positive developmental and 
motivational feedback 
Supports and enables learners to reach their 
individual potential 
 

Competency 4.3 – Assesses L&D 

Uses assessment in the training environment 
Uses core assessment methods 
Involves learner in the assessment process 
Uses information derived from assessment 
(judgement and measurement) to provide 
feedback to the learner and to the training 
system 
Records learner achievement 
Applies legal and good practice requirements  
 

Plans and delivers formative and summative 
assessment 
Uses a range of appropriate assessment 
techniques 
Facilitates self-assessment 
Monitors learner progress and adapts plan 
accordingly 
Maintains records of the assessment, its 
outcomes and trainees’ progress in 
accordance with local procedures 

Monitors the standard of assessments and 
makes recommendations for improvement 
Supports other trainers in the development and 
implementation of assessments 
Identifies common threads in learner errors and 
adapts training accordingly 
Gives feedback to the chain of command on the 
need for changes to training content/delivery 
 

Group 5:  Facilitating individual learning and development (L&D) in the work environment  
Definition: Creates and maintains a work environment which enables subordinates to acquire/develop the necessary occupational skills, attitude 
and knowledge 

 
Outcomes:  

• Individuals are actively engaged in the L&D process 

• Individuals feel supported and able to relate their L&D needs 

• Individuals’ achievement is recognised and recorded 

• Individuals set realistic personal goals based on self-assessment and constructive feedback 

FOUNDATION PRACTITIONER ADVANCED PRACTITIONER 

Competency 5.1 – Facilitates individual learning and development 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-h
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-e
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-e
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-g
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-g
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Demonstrates an awareness of the 
following in relation to L&D in a work 
environment:  

• The role of technology in supporting L&D 

• Risks that need to be considered 

• Barriers that individuals might experience 

and ways of overcoming these 

Uses a range of appropriate delivery 
methods and resources, including 
technology, to help the individual 
acquire/develop the skills and knowledge 
they need 
Supports the individual in applying learning 
in the work environment 
Provides the individual with information, 
advice and support relevant to their needs 

Identifies and exploits unplanned opportunities for 
learning in the workplace 
Organizes work practices to optimize learning and 
shares best practice with others 
Makes effective use of technology to support learning 
as and when appropriate and shares best practice 
Advises and supports the chain of command in 
fostering a learning culture within the organization 

Competency 5.2 – Engages and supports subordinates in the L&D process 

Demonstrates an awareness of work 
environment specific: 

• Ways of engaging individuals in L&D 

• Procedures for reviewing individuals’ 

progress at appropriate intervals 

 

• Information, advice and support to meet 

individuals’ development needs and ways to 

provide this informative feedback to the 

Learner (Guidance can be found here) 

• Individual learning goals (Guidance can be 

found here) 

Monitors an individual’s progress at 
appropriate stages 
Establishes appropriate opportunities to 
review progress with the individual 
Provides the individual with constructive 
feedback 
Enables the individual to give constructive 
feedback 
Assists the individual in adapting their L&D 
plan as necessary. 
 

Establishes relationships with individuals that exploit 
and develop individual diversity 
Creates incentives for learning in the workplace 
Helps individuals to reflect on learning and 
application of learning 
Provides positive developmental and motivational 
feedback. 
 

Competency 5.3 – Assesses subordinate achievement  

Uses assessment in the work environment 
(Guidance can be found here) 
Uses core assessment methods. 
Involves learner in the assessment process 
Uses information derived from assessment 
to enable feedback for the learner and to 
the training system 
Records learner achievement 
Applies legal and good practice 
requirements 

Analyses evidence of individuals’ 
achievement 
Provides evidence of individuals’ 
achievement to others in a way that will 
enable them to assess them against 
expected outcomes 
Uses valid, fair and reliable assessment 
methods 
Makes assessment decisions against 
specified criteria 
Provides feedback to individual that affirms 
achievement and identifies any further 
implications for learning, assessment and 
progression 
Maintains records of the assessment, its 
outcomes and individuals’ progress 

Exploits workplace assessment activities to motivate 
and engage individual in the L&D process 
Identifies common workplace mistakes / 
misconceptions and adapts training accordingly 
Gives feedback to the chain of command on the need 
for changes to the centralized training requirement 
 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-g
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-e
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-e
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/guidesandframeworks/SitePages/Defence-Trainer-Competency-Framework-(DTEF-1).aspx#annex-h
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Makes assessment information available to 
the immediate chain of command 
Maintains appropriate confidentiality of 
assessment information 
Meets legal and good practice requirements 
when assessing in the work environment 

Goup 6185: Planning and facilitating learning with indigenous personnel (IP) in the Monitor, Mentor, Train (M2T) environment   
Definition: Plans and delivers training in a way which enables IP to acquire/develop the occupational skills and knowledge necessary for an effective 
transition process 

 
Outcomes:  

• IP feel at ease and understand what is required of them 

• IP are engaged and motivated by the training environment 

• Learning is based on IP needs 

• IP learn and develop at an appropriate pace and according to their individual potential 

FOUNDATION PRACTITIONER ADVANCED PRACTITIONER 

Competency 6.1 – Plans and prepares learning 

Adapts training to: 

• The cultural context in which training 

is to take place 

• The specific learning needs relevant 

to the indigenous personnel (IP) 

Demonstrates an awareness of 
alternative delivery methods when 
interpreters are unavailable 
 

Communicates appropriately with IP to establish learning needs and goals 
Plans and prepares training according to the cultural context and the learning needs of the 
IP 
Plans to work with and/or without interpreters as appropriate to the specific role 

Collects 
additional 
information 
relevant to 
the culture 
of the IP and 
their 
learning 
needs and 
plans 
training 
accordingly 
Identifies 
and shares 
lessons 
relevant to 
the 
improvement 

 
185 Group 6 still forms part of the DTCF but there is no DTC course which addresses this Competency Group. Chapter 7 provides more detail. 
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of learning 
and training 
in the M2T 
environment 

Competency 6.2 – Facilitates learning 

Recognises the cultural factors 
which impact on: 

• IP Hierarchy and organizational 

structure 

• IP values  

• IP motivation 

• Discipline 

Applies the principles of working 
with interpreters 
Demonstrates a basic application of 
the key IP vocabulary relevant to the 
training environment 
 

Uses instructional methods and 
media appropriate to the 
learning needs and culture of 
the IP 
Manages the training 
environment effectively with 
and/or without interpreters as 
appropriate to the specific role 
Adapts instructional leadership 
style appropriately to allow IP to 
take ownership of learning 
Recognizes and refers 
discipline issues appropriately 
Deals effectively with potential 
conflict between personal 
values and IP behaviour and 
values 
 

Develops own knowledge of IP language and culture to establish 
relationships that exploit and develop individual IP strengths 
Identifies ways to increase IP ownership of learning and improve the 
transition process 

Competency 6.3 – Assesses learning 

Recognises the cultural factors 
which may impact on: 

• The assessment process when 

working with IP 

• Giving feedback to IP of results and 

areas for improvement 

 

Ensures IP understand the 
purpose and scope of the 
assessment process 
Assesses, records and 
reports IP achievement in a 
fair, valid, reliable and culturally 
sensitive manner 
 

Identifies optimum methods of IP assessment and develops these to 
become standard practice 
Identifies appropriate ways to exploit the assessment process as a 
motivational tool 

Group 7: Maintaining and improving quality standards  
Definition: Ensures progression for the Defence Trainer and continuous improvement for the organization through reflective practice, evaluation and 
continuing professional development 

Outcomes:   

• Trainer remains current and competent through feedback and professional development 

• Organisation learns from evaluation outputs and continually improves L&D provision 
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• A flexible and collaborative learning organisation is fostered and maintained 

FOUNDATION PRACTITIONER ADVANCED PRACTITIONER 

Competency 7.1 – Reflects on, develops and maintains own skills and practice in L&D 

Uses Critical Self-Analysis to review own 
professional development needs  
Evaluates own performance as a trainer and 
seeks feedback from others 
Identifies areas for updating or further 
developing own performance 
 

Critically reflects on how own beliefs and 
attitudes influence professional practice 
Informs line manager on factors that 
negatively impact on own performance 
Seeks support on addressing L&D needs 
Takes up opportunities for professional 
development and progression in own unit 
Maintains own records of professional and 
personal development and uses these to 
inform future goal 
 

Prioritizes areas for own development as a 
trainer 
Plans to achieve personal L&D 
Actively engages with the L&D needed to 
practice more effectively 
Uses a range of resources to keep own 
knowledge, skills and practice up to date 
Shares own L&D with peers 
Identifies opportunities for shared CPD 
Coaches subordinates in Critical Self-Analysis 
techniques 
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Competency 7.2 –  Evaluates and improves L&D  

Recognizes: 

• Own role in relation to quality assurance (QA) 

• Individual team members’ contribution to QA  

• The importance of involving the trainee in the 

QA process  

Demonstrates an awareness of 

• Quality requirements appropriate to own role 

• QA techniques appropriate to own role 

• Relevant types of feedback, support and 

advice 

Plans and conducts the monitoring and 
evaluation of L&D provision in accordance with 
agreed processes and outcomes 
Evaluates strengths and areas for 
improvement 
Records and reports outputs of monitoring and 
evaluation 
Identifies realistic and achievable potential 
improvements 
Works with others to plan and implement 
improvements 
Monitors and evaluates the impact of 
improvements 

Coordinates the monitoring and evaluation of 
L&D provision across the unit 
 Ensures that agreed processes and outcomes 
are appropriate 
Supports trainers in identifying, planning and 
implementing improvements to learning and 
development provision 
Critically analyses training evaluation data and 
identifies trends in outputs which indicate areas 
for organisational improvement 
 

Group 8: Leading learning and instruction in the training environment 
Definition: Employs strategies to raise the quality of learning and instruction in a training establishment 
 
Outcomes:  

• Staff are actively engaged with the continuous improvement process 

• Staff feel valued and supported in their professional development activities 

• A lifelong learning culture is promoted and maintained 

• Good practice is identified, shared and exploited 

PRACTITIONER ADVANCED PRACTITIONER 

Competence 8.1 – Develops and maintains staff skills and practice in learning and development 

Ensures staff competency and currency is maintained in line with policy requirements 
Records and reports on instructional staff qualifications 
Identifies instructional goals to professionally develop instructional staff 
Plans staff professional development activities 
Coordinates the provision of developmental feedback for instructional staff 
Evaluates the effectiveness of professional development plans for instructional staff 
 

Establishes positive relationships and 
promotes a shared vision between instructional 
staff 
Establishes CPD strategy for instructional staff 
Motivates trainers and cultivates a life-long 
learning culture within the organisation 

Competence 8.2 – Promotes educational good practice  

Demonstrates an awareness of: 

• Applies relevant Defence training and assessment policy to the learning environment. 

• Promotes and facilitates appropriate use of learning technologies.  

• Promotes and facilitates communities of practice. 

Evaluates the effectiveness of Defence training 
and assessment policy in own unit context and 
provides feedback to the chain of command 
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Coordinates the outcomes from communities 
of practice 
Identifies new and improved strategies for the 
delivery of training (based on emerging 
technologies and communities of practice) 

Group 9: Employing functional skills  
Definition: Employs the functional skills necessary to perform effectively as a trainer 
 
Outcomes:  

• Trainees/subordinates are engaged and communicate freely with the trainer 

• A range of up to date reference materials are made available 

• Trainees/subordinates receive clear, legible, written instructions and feedback 

• Accurate records are maintained electronically 

• Schedule timings are appropriate and are adhered to 

 

FOUNDATION PRACTITIONER ADVANCED PRACTITIONER 

Competency 9.1 – Demonstrates appropriate Speaking skills 

Verbally expresses ideas clearly 
Uses appropriate language and tone to suit the intended audience 
Uses appropriate non-verbal communication 
 

Competency 9.2 – Demonstrates appropriate Listening skills 

Listens attentively and responds sensitively to contributions made by others 
 

Competency 9.3 – Demonstrates appropriate Reading skills 

 
 
 

Finds and selects from a range of reference material and sources of information, including the internet 
Identifies and records key information or messages contained within reading material using note-
taking techniques 
Uses and reflects on a range of reading strategies to interpret texts and to locate information or 
meaning 
 
 

Competency 9.4 – Demonstrates appropriate Writing skills 

 
 

Writes fluently, accurately and legibly 
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Selects appropriate format and style of writing186 for specific purposes and readers 
Uses spelling and punctuation accurately in order to make meaning clear 
Understands and uses the conventions of grammar consistently when producing written text 
 

Competency 9.5 – Demonstrates appropriate Information and Communications Technology skills 

 Finds, selects and exchanges information using ICT systems 
Develops and presents information using ICT systems 
Conforms to relevant ICT policies, procedures and legislation187 
 

Competency 9.6 – Demonstrates appropriate Numeracy skills 

 Plans and monitors lesson timings 
Calculates assessment scores 
 

Employs statistical information e.g. graphs to 
identify trends and other areas of interest 
Plans course schedules. 

 

 

 

 

 

 

 

 

 

 

 

 

 
186 Includes the use of Defence Writing (DW) conventions and Army/Defence templates in appropriate contexts. 
187 Includes Defence Information Assurance (IA) policies, procedures and legislation in appropriate contexts. 
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GUIDANCE AND TORs FOR DEFENCE TRAINERS  
 

Description and role 
 
1. The role of Defence Trainer is defined in Chapter 7. 
 
2. The guidance in this Annex applies to Defence Trainers in formal Phase 1, 2 and 3 
training environments.  This includes Formal Workplace Training.   Specific guidance for HE 
Trainer is at Annex O.  
 
3. As a Defence Trainer you will be responsible for the planning, preparation, delivery 
and assessment of group learning as well as planning and supporting learning with individual 
trainees.  Dependent on your specific work context, this may include the management of 
trainee attitudes and behaviour, and the administration of trainee records and reports.   
 
4. The Defence Trainer plays a central role in ensuring that trainees succeed in training.  
You are not only the focus for teaching knowledge and skills, but also for inspiring, 
encouraging, supporting and challenging your trainees, through strong leadership, role 
modelling and coaching.  You want your trainees to become independent learners, who can 
continue to regulate their learning throughout their careers.  Whatever their ability level, they 
will need regular feedback and support to help them assess their knowledge and skills, so 
that they can learn to identify and set their own goals for further professional development.   
 

Minimum training requirement 
 
5. Chapter 7 gives details of pre-employment training. 
 

Professional development  
 
6. All training for Defence Trainers is based on the competencies set out in the DTCF. 
These competencies are graded according to 3 different stages of professional 
development: Foundation, Practitioner and Advanced Practitioner.  On successful 
completion of Stages 1188 and 2189 of the Defence Trainer  course, you are awarded the JPA 
competence Defence Trainer Level 1 (Foundation).  Completing Stage 3190 of the Defence 
Trainer Course gains you a further JPA competence award of Defence Trainer Level 2 
(Practitioner).  You then have the opportunity to progress to JPA competence Defence 
Trainer Level 3 (Advanced Practitioner).  This is achieved through a programme of CPD 
and, where appropriate, additional training. 
 
7. Advanced Practitioner level is awarded by your Chain of Command.  In order to 
achieve Defence Trainer Level 3 (Advanced Practitioner), you will need to work with your 
DTS to identify ways in which you can provide the appropriate evidence of your advanced 
knowledge and skills, which should relate directly to the Advanced Practitioner behaviours 
listed in the DTCF. 
 
 

 
188  Defence Trainer Course Stage 1 covers underpinning knowledge and concepts and will normally be 
delivered through the DLE. 
189 Defence Trainer Course Stage 2 focuses on skills development and early application. 
190 Defence Trainer Course Stage 3 focuses authentic application and contextualisation in the workplace.  It 
comprises completion of the L3 AET Portfolio and observation of TPs 4, 5, and 6. 
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Accreditation 
 
8. The Defence Awarding Organisation (DAO) accredits Defence Trainer Course with a 
Level 3 Award in Education and Training.   
 
Professional status 
 
9. The Society for Education and Training is the professional membership organisation 
for practitioners working in the post-16 education and training system.  Qualified Teacher 
Learning and Skills (QTLS) can be gained by successfully completing professional 
development.  More details can be found at set.et-foundation.co.uk.   
 
 

https://set.et-foundation.co.uk/
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DEFENCE TRAINER – TERMS OF REFERENCE 

 
1. Role purpose.  The role of the Defence Trainer Terms of Reference (Phase 1, 2 or 3) 
is to deliver or facilitate the delivery of formal training objectives in formal training 
environments.  

 
2. Outputs/tasks.  The main outputs and tasks for a typical Defence Trainer are listed 
below.  Dependent on the training environment in which the Defence Trainer is employed, 
the emphasis may shift from one tasking area to another or there may be additional specialist 
requirements within a particular tasking area. 
 

a. Managing the attitudes and behaviour of trainees, including: 
 

(1) Promoting core Values and Standards and military ethos. 

 
(2) Maintaining and restoring discipline. 

 
(3) Supporting trainee welfare.  

 
b. Planning, preparing and delivering group learning in accordance with the relevant 
Learning Specifications. 

 
c. Planning and supporting individual learning using: 

 
(1) Coaching and mentoring techniques. 

 
(2) Learning support strategies. 

 
d. Conducting training administration in accordance with local unit requirements. 

 
e. Supporting continuous improvement of training through: 

 
(1) Assisting in the internal validation of training courses191. 
 
(2) Engaging in Continuing Professional Development (CPD) activities for both 
trade and trainer roles 

 
3. Training and competence.  The JPA Defence Trainer Level 1 (Foundation) 
competence is achieved by successfully completing Stage 1 and 2 of the Defence Trainer 
course.  The JPA Defence Trainer Level 2 (Practitioner) competence is achieved by 
completing Stage 3 of the Defence Trainer course (in the workplace).  Stage 3 comprises 
the L3 AET and TPS 4, 5 and 6. 
 
 

 
191 During the InVal process trainers or trainees may highlight issues with the training content, e.g. pertaining 
to currency or relevance.  In this case it is essential that any are highlighted shortcomings to the Chain of 
Command, so that the DSAT process can be used to make the necessary changes.  Alterations to any part of 
the training documentation can only be achieved by following the appropriate formal change processes which 
must be authorised by the Training Requirements Authority (TRA) and carried out by the Training Delivery 
Authority (TDA).  Trainers must be absolutely clear on their boundaries when adjusting training content. 
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4. Competencies192.  The following competencies, at Level 2 (Practitioner)193, are 
to be achieved after successful completion of all 3 stages of the Defence Trainer 
course: pre-residential learning on the DLE (Stage 1), the residential course (Stage 2) 
and workplace learning (Stage 3).  
 

a. Group 1: Understanding the role of the trainer. 

 
b. Group 2: Planning and preparing learning and development (L&D) for the training 
environment. 

 
c. Group 3: Planning and preparing learning and development (L&D) for the work 
environment. 

 
d. Group 4: Facilitating learning and development (L&D) in the training environment. 

 
e. Group 5: Facilitating individual learning and development (L&D) in the work 
environment. 

 
f. Group 7: Maintaining and improving quality standards.  

 
g. Group 9: Employing functional skills. 

 
 

 
192 In accordance with Defence Trainer Competency Framework. 
193 Displays knowledge and understanding to support competencies, providing evidence and guidance to 
others.  Demonstrates practical application in a range of work situations.  Level expected after experience and 
completion of work-based learning. 
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GUIDANCE AND TORs FOR DEFENCE HIGHER EDUCATION TRAINERS194 

 

Description and role 
 
1. The role of Defence Higher Education Trainer (DHET) is defined in Chapter 7. 
 
2. As an HE Trainer, your role is similar to that of the standard Defence Trainer.  You will 
be responsible for the planning, preparation, delivery and assessment of group learning as 
well as planning and supporting learning with individual trainees, but since you will be 
working at a Higher Education level you are likely to need greater focus on specific delivery 
and facilitation techniques such as guided discussion and scenario-based activities. 
Dependent on your particular work context, there may also be less emphasis on 
management of trainee attitudes and behaviour, and the administration of trainee records 
and reports, compared with the standard Defence Trainer role. 
 
Minimum training requirement 
 
3. Chapter 7 gives details of pre-employment training. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
194 Also referred to as ‘HE Lecturers’. 



 

 196                                JSP 822, Vol 2 (V5 Sept 22) 

DEFENCE HIGHER EDUCATION TRAINER – TERMS OF REFERENCE 
 
1. Role purpose.  DHETs/HE Lecturers are employed for their breadth and depth of 
specialist knowledge and assist with the delivery/facilitation of the academic content of 
training courses. 
 
2. Outputs/tasks.  The main outputs and tasks for a typical DHET are listed below but 
this will vary according to the requirements of the Service and cap-badge. Dependent on 
the training environment in which the DWT is employed, the emphasis may shift from one 
tasking area to another or there may be additional specialist requirements within a particular 
tasking area: 
 

a. Planning, preparing and delivering group learning in accordance with the relevant 
Learning Specifications. 
 
b. Planning and supporting individual learning using inclusive learning strategies.  
 
c. Conducting training administration in accordance with local unit requirements. 
 
d. Supporting continuous improvement of training through: 

 
(1) Assisting in the internal validation of training courses. 
 
(2) Engaging in Continuing Professional Development (CPD) activities. 

 
3. Training and competence.  The DHET competence is achieved through passing the 
Defence Higher Education Trainer course.  The training is linked to the DTCF competencies. 
 
Competencies.   
 

a. Group 1: Understanding the role of the trainer. 
 
b. Group 2: Planning and preparing learning and development (L&D) for the training 
environment. 
 
c. Group 4: Facilitating learning and development (L&D) in the training environment. 
 
d. Group 7: Maintaining and improving quality standards. 
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GUIDANCE AND TORs FOR DEFENCE TRAINER SUPERVISORS 

 

Description and role  
 
1. The role of the Defence Trainer Supervisor is defined in Chapter 7. 
 
2. As a DTS you will be responsible for the supervision and development of Defence 
Trainers, and potentially new DTS, allocated to you. This will typically include the following:  

 
a. manage/deliver the induction and workplace training for newly trained Defence 
Trainers. 
 
b. mentor and coach Defence Trainers and/or new DTS. 
 
c. maintain training delivery standards through routine observation and monitoring 
of Defence Trainers. 
 
d. support CPD opportunities for yourself and others. 
 
e. carry out legacy assessment iaw with Chapter 7. 
 
f. manage/deliver the induction and workplace training for newly trained DTS. 

 
3. The DTS is central to the success of the development of Defence Trainers.  New 
trainers need to feel confident, particularly in the first few months of their new job that they 
can try out their newly learned skills, make mistakes and learn from them.  Defence Trainers, 
whilst they will have successfully completed pre-employment training, they will still need 
your guidance and support so that they can achieve the Defence Trainer (Practitioner) 
competence through completion of the Workplace Training Statement (WTS)- Stage 3 of the 
Defence Trainer course.  Once this is achieved, they will need regular feedback and support 
to identify and set goals for further professional development.  
 
4. You will be awarded DTS Level 1 (Foundation) on successful completion of the 
residential training.  You will need to complete your own WTS so that you can achieve the 
DTS Level 2 (Practitioner).  Defence Trainers are mandated to complete Stage 3 of the 
Defence Trainer course to become a Practitioner, which you will be responsible for 
overseeing.  You may also be required to act as a mentor and supervisor to other newly 
trained DTS.  The same principles apply to the supervision of DTS as to Defence Trainer; 
learning from mistakes is often the best way to learn, but individuals will still need the support 
and guidance of a qualified and experienced DTS to help them reflect on their actions and 
identify areas for improvement. 
  
Minimum training requirement 
 
5. Chapter 7, gives details of pre-employment training. 
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Professional development 
 
6. DTS competencies are graded according to 3 different levels of professional 
development: Foundation, Practitioner and Advanced Practitioner.  On successful 
completion of the DTS course, you are awarded the JPA competence DTS Level 1 
(Foundation).  Completing the WTS and the Defence Trainer Supervisor Portfolio (DTSP) 
gains you a further JPA competence award of DTS Level 2 (Practitioner).  DTS Level 2 
Practitioner is only mandated for those supervising Defence Trainers (Phase 1 or 2). You 
then have the opportunity to progress to JPA competence DTS Level 3 (Advanced 
Practitioner). Progressing to DTS Level 3 (Advanced Practitioner) is not mandated by the 
DTC Direction. 
  
7. In order to achieve Defence Trainer Supervisor Level 3 (Advanced Practitioner), you 
will need to identify ways in which you can provide the appropriate evidence of your 
advanced knowledge and skills195.   
 

Accreditation 
 
8. No accreditation is currently planned for the DTS course. 
 
Working practices 
 
9. The DTC Direction mandates an assessment of Defence Trainers’ competence.  For 
a new Defence Trainer at Level 1 (Foundation), this is to be carried out by the DTS through 
observations of TPs 4, 5 and 6. You are to conduct observations iaw the DTC Direction. 
The first formal observation should be conducted at an early stage and signed off by the 
DTS. 
 
10. You may also be required to arrange an assessment of level of competence for: 

 
a. individuals who are returning to a training delivery role having previously qualified, 
e.g. legacy trained military personnel or civilian staff with equivalent or higher teaching 
qualifications. 

 
b. individuals who have been absent from the training environment for a period of 6 
months or more, e.g. on detachment or operational tour. 

 
11. If you deem that the individual’s skill set is below the required standard set by the 
Defence Trainer course then you should advise the DTM that the individual  should complete 
the Defence Trainer course.  If they are assessed as competent/acceptable, they may only 
need to complete refresher training and then engage in ongoing CPD.  More details on 
legacy assessment are contained in Chapter 7. 
 
Supervising the completion of Stage 3 of the Defence Trainer Course 
 
12. Following, completion of Stage 1 and 2 of the Defence Trainer course, defence 
Trainers are awarded the JPA Defence Trainer Level 1 (Foundation) competence for their 
role.  In order to reach Defence Trainer Level 2 (Practitioner), they must successfully 

 
195 Each training unit should identify what an Advanced Practitioner looks like for their own development and 
business needs. It is recognised that there is still work to be done to develop guidance for SCs to understand 
what CPD could be undertaken to prove that an individual has reached the level of DTS AP. 
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complete Stage 3 of the Defence Trainer course (workplace learning) iaw the DTC Direction.  
This is an important part of the training and development process because it makes sure 
that individuals can relate what was learned in the classroom to the realities of the training 
environment.  It therefore builds on the pre-employment training, allowing individuals to 
master newly learned skills and to gain experience with real trainees, whilst still enjoying the 
support and guidance of an experienced DTS.  Successful completion of Stage 3 means 
that the individual has reached a sufficient level of competence to work without supervision.  
Stage 3 is divided into two specific areas: 
 

a. L3 AET Portfolio.  Whilst responsibility for assessing the L3 AET portfolio lies 
with the T4 qualified trainers who delivered Stage 2 of the Defence Trainer Course, 
unit DTSs are responsible for monitoring progress and ensuring new Defence Trainers 
are provided with the necessary time and support to complete the L3 AET portfolio in 
unit. 
 
b. TPs 4, 5 and 6.  DTS are responsible for developing Defence trainers in the 
workplace. In transitioning from foundation to practitioner competence levels DTS are 
conduct 3 formal lesson observations (TPs 4, 5 and 6), which is to be part of a 
structured induction programme. 

 
13. Detailed guidance on the supervising the completion of Stage 3 of the Defence Trainer 
Course is in this Annex O. 
 
Supervising Defence Trainers 
 
14. Defence Trainers in all Phases of training are to be routinely monitored to ensure that 
they are complying with Defence and single Service policy.  You should conduct a formal 
observation every six months for each Defence Trainer allocated to you, providing coaching 
and developmental feedback in order to complement the appraisal process and support 
trainer development.  You should ensure that Defence Trainers are: 
 

a. complying with the relevant course documentation, i.e. adhering to the 
requirements in the Learning Specification (LSpec), Assessment Specification (ASpec) 
and the Assessment Strategy (AStrat). 
 
b. using an appropriate range of active teaching methods and media to ensure a 
learner-centred, inclusive training environment. 
 
c. conducting assessments in a valid, fair and reliable manner.   

 
15. These formal observations are to be recorded as they may be used to support first, 
second- and third-party audit activities, including Ofsted inspections. 

 
16. Trainers should also be encouraged to learn from each other, through informal peer to 
peer observation and feedback.  Defence Trainers should expect their peers to routinely visit 
their lessons to learn from their observations and to provide constructive feedback.  This will 
promote the sharing of good practice and will also foster the development of supervisory 
skills for the future.   

 
17. Monitoring and observation should be seen by Defence Trainers as a positive, 
developmental activity rather than a judgemental assessment.  You should therefore apply 
the following guidelines:  
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a. Occasion of visit.  Make sure that the individual knows in advance when and 
how the observations will take place.  If an unannounced visit is made no formal 
assessment would normally take place other than verbal feedback (unless 
unprofessional conduct has been witnessed). 

 
b. Feedback.  Facilitation of a reflective feedback session is encouraged, including 
when the reason for the observation may be for the observer’s own education and 
professional development, e.g. in the case of peer-to-peer observation. 

 
c. Trainee management.  Observers should respect that the Trainer is in charge 
and will therefore abide by their management of the trainees and will not interfere in 
the process of teaching.  The observer may need to leave the lesson part way through, 
and this will be done discreetly.  
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DEFENCE TRAINER SUPERVISOR (DTS) – TERMS OF REFERENCE 

 
1. Role purpose.  The DTS is a key enabler to the Defence Trainer Capability (DTC) 
model and central to the success of the development of the Defence Trainer, providing the 
supervision and guidance needed to monitor performance and support mandatory work-
based learning and Continuing Professional Development (CPD).   
 
2. Outputs /tasks.  The DTS is likely to have other diverse roles and responsibilities 
within the unit, including instructional duties of their own.  The Chain of Command should 
be aware of the additional workload imposed when carrying out Defence Trainer Supervisor 
functions and ensure that sufficient time is allocated for DTS to carry out their supervisory 
duties.  Supervision of Defence Trainers will typically include the following tasks and 
responsibilities:  
  

a. Supporting the Defence Trainer Manager (DTM) in the implementation of DTC 
Direction. 
 
b. Overseeing the completion of Stage 3 of the Defence Trainer course for Defence 
Trainers.  In practice this includes mentoring newly qualified Defence Trainers and 
conducting observations for TPs 4, 5 and 6.  The assessment of the L3 AET portfolio 
is the responsibility of the Trainers from the unit that delivered Stage 2 (the residential 
element) of the Defence Trainer course. 
 
c. Carrying out legacy assessments of Defence Trainers and DTS to establish 
requirement for further training. 
 
d. Supporting the professional development of Defence Trainers through: 

 
(1) Delivery and facilitation of induction. 
 
(2) Provision of developmental feedback based on trainer performance. 
 
(3) Identification and promotion of trainer-related Continuing Professional 
Development (CPD). 

 
e. Supporting the professional development of DTS through: 

 
(1) Delivery and facilitation of induction. 
 
(2) Provision of developmental feedback based on DTS performance when 
conducting Defence Trainer feedback sessions. 
 
(3) Identification and promotion of DTS-related CPD. 

 
f. Application of coaching techniques. 

 
g. Quality assurance and maintenance of trainer standards through observation and 
monitoring. 

 
(1) Overseeing newly qualified DTS completion of the DTS WTS. 
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(2) Mentoring other Defence Trainer Supervisors. 
 
3. Training and competence.  The JPA DTS competence is achieved through passing 
the Defence Trainer Supervisor Course and, for DTSs, completion of the DTS WTS in 
accordance with the DTS Formal Training Statement (FTS).  The JPA competences DTS 
Level 1 (Foundation) and DTS Level 2 (Practitioner) are awarded. 
 

Competencies.  DTSs should display the following DTCF competencies as a result of their 
prior training and experience and should also demonstrate these competencies within the 
context of the DTS role: 

 
a. Group 1: Understanding the role of the trainer. 
 
b. Group 2: Planning and preparing learning and development (L&D) for the training. 
 
c. Group 3: Planning and preparing learning and development (L&D) for the work 
environment. 
 
d. Group 4: Facilitating learning and development (L&D) in the training environment. 
 
e. Group 5: facilitating individual L&D in the work environment. 
 
f. Group 7: Maintaining and improving quality standards.  
 
g. Group 8: Leading learning and instruction in the training environment. 
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GUIDANCE AND TORs FOR DEFENCE TRAINER MANAGERS196 

 

Description and role 
 
1. The role of the Defence Trainer Manager (DTM) is defined in Chapter 7.  
 
2. As a DTM, you will need to be familiar with all aspects of DTC Direction, the DTCF and 
any single Service policies that apply within your unit. As the focus for DTC, you will typically 
be responsible to the chain of command for the implementation of DTC Direction, the 
functional management of the DTS and coordination of trainer specific CPD197.  You will also 
be the establishment lead for the continuing improvement of the unit’s system for managing 
Defence Trainers and DTS. An understanding of DSAT is essential.  
 
3. Your role is critical in creating and maintaining a culture of continuous improvement in 
the unit.  Training delivery duties should be seen as a privilege and career enhancing, and 
so the status of the trainer should be overtly valued and emphasised.  There should be an 
expectation that trainers will perform to the highest standards and there should be incentive 
for high performance.  CPD opportunities should be provided at all levels, and these should 
promote the adoption of good practice from across the Defence and FE sectors, and the 
exploitation of modern techniques and learning technologies. 
 
Training 
 
4. Chapter 7, gives details of pre-employment training. 
 
Accreditation 
 
5. There is no accreditation currently in place for the DTM training which is delivered as 
part of the DSAT (Managers) course. 
 
WORKING PRACTICES 
 
Management of training delivery staff 
 
6. Commanding officers of training establishments are responsible for ensuring that all 
personnel, military and civilian, are trained, qualified and managed in accordance with 
Defence and single Service policies.  As the DTM, you may have partial, or full, responsibility 
for providing a holistic approach to the management of training delivery staff. 
 
Staff selection 
 
7. Attracting high calibre training staff.  Training provision needs to be seen as an 
attractive and career enhancing opportunity to encourage high-calibre volunteers to apply.  
While potential trainers will normally be identified by their chain of command through 
appraisal198 and reporting processes, it is in the interests of the training establishment if 
trainers are volunteers rather than ‘pressed’.  You should therefore aim to highlight and 
promote the benefits and incentives linked to specialist training provision both within the unit 
and externally wherever possible.  As an example, some training provision posts offer 

 
196 Where there is no DTM on a unit, these TORs may be carried out by a SQEP DTS. 
197 This is a coordinating rather than a supervisory role - the DTM is not expected to duplicate the role of the 
DTS. 
198 See section on Selecting Personnel for Trainer Duties in JSP 757. 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP757.aspx
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significant elective accreditation possibilities, with the opportunity to achieve national 
teaching qualifications and professional recognition in the FE sector; this could be widely 
promoted on orders but also on career courses, with signposts in place to direct interested 
parties to further information.   
 
8. Identifying potential DTS.  The DTS role is not necessarily a full-time employment 
role and may be carried out in addition to other training duties.  You may therefore need to 
identify potential DTS from within your existing staff in order to maintain a suitable 
complement of supervisory staff.  Potential DTS should be qualified Defence Trainers who 
have ideally achieved the Advanced Practitioner level.   

 
9. Selecting Defence Trainers.  Some training establishments may require the DTM to 
organise or provide support to centralised selection cadres to explicitly test individuals’ 
aptitude as a potential trainer within that specific training context.  Equally, you may be 
required to assist in the selection process for civilian or contracted training staff.  Strong 
leadership and role modelling are critical attributes for a Defence Trainer in any phase of 
training; the selection process should also take into account the likely needs and 
expectations of the trainees in that environment.  Additional considerations should include: 
 

a. Operational experience.  Individuals returning from an operational tour may be 
identified for full time training provision duties in order to ensure currency and credibility 
in training; however, they should not assume these duties until they have had a suitable 
period of time to re-adjust to the non-operational environment.   

 
b. Civilian Defence Trainers.  Selection of civilian Defence Trainers will take place 
through the normal employment interview process, in which they should be assessed 
for their suitability to deliver training within specific environments, with particular 
emphasis on training delivery competence.  The minimum qualifications and training 
for a civilian Defence Trainer are the same as for Service personnel and are set out in 
Chapter 7. 

 
c. Contracted staff.  Contracted or agency staff employed in training provision are 
required by the DTC Direction to meet the same level of competence and to hold the 
same requisite qualifications, or their civilian equivalent, as Defence personnel.  The 
chain of command must satisfy itself that the contractor is qualified, at the appropriate 
level of competence, and has undertaken any required training.   

 
Staff development 
 
10. Staff development is based on principles which recognise the crucial links between 
centralised training, workplace learning and continuing professional development (CPD).  
Following assignment, Defence Trainers should develop professional competence through 
a pipeline of appropriate pre-employment training, induction, workplace learning and CPD.   

 
11. DTM are responsible to the chain of command for ensuring that there are clear and 
comprehensive systems in place to manage training delivery staff development, which will 
typically include the following:  
 

a. Ensuring that pre-employment training is completed in accordance with the DTC 
Direction. 
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b. Delivery of an induction programme to all training staff immediately upon 
employment. 

 
c. Completion of the Workplace Training Statement (WTS) iaw the DTC Direction. 

 
d. Regular monitoring and support for Defence Trainers by qualified DTS throughout 
their employment.   

 
e. Planning and provision of regular CPD for all training staff. 

 
f. Maintenance of staff development records for the purpose of performance 
management, appraisal, audit and inspection. 

 
12. Pre-employment training.  All individuals are required to achieve the appropriate pre-
employment standards prior to joining training organisations.  Details of the minimum pre-
employment training requirement for each role are provided in the DTC Direction.  Where 
training delivery staff already in post do not meet the requirements of Defence Direction, 
action plans must be agreed to bring these staff to the necessary level.  Other training 
delivery skills or related competences may also be required, in which case the Chain of 
Command or Heads of Profession may set professional requirements in excess of this 
minimum.   

 
13. Induction.  Induction training forms a vital link in the process of orientation to a new 
environment and is the responsibility of the employing unit.  Induction for Defence Trainers 
is particularly important as it may be the individual’s first experience of a training 
establishment.  Induction should therefore provide the opportunity for individuals to gain 
insight into the organisational climate and training culture and to align their expectations with 
that of the organisation.  Induction should, where possible, be tailored to the individual and 
should typically cover the following areas: 
 

a. Pre-arrival.  Engaging with new staff prior to joining can aid the process of 
induction in terms of managing expectations and setting the tone of the relationship 
between the individual and organisation.  New Defence Trainers complete a pre-
residential online training package which provides an introduction to the Defence 
training community, but unit contact pre-arrival will also assist in setting the specific 
context, determining their previous experience and establishing any training needs in 
advance.  A DTS should be allocated and an induction pack with welcoming letter 
should be dispatched. 

 
b. On arrival.  An arrival interview and briefing should be conducted to include the 
organisation’s vision and purpose, support networks, the demands of the role, the 
individual’s terms of reference (TOR) and quality management procedures.  For newly 
qualified Defence Trainers and DTSs, some elements of the WTS which are 
designated as Unit Induction (UI) may be covered by the standard unit induction 
package e.g. introduction to welfare support networks, unit discipline policies.  Where 
this is the case, there is no need to repeat the training, but you should ensure that all 
elements designated as UI in the Defence Trainer and DTS WTS are either covered 
by the standard unit induction package or are provided as an additional module of 
induction.  
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c. Assessment of competence.  As part of the training establishment induction 
process, an initial assessment of level of continuing competence is to be undertaken 
(within 3 months of completion of pre-employment training including any supervisory 
care training).  This is to be conducted by an appropriately qualified DTS or equivalent.  
For newly qualified Defence Trainers and DTSs, this is included within the 
requirements of the WTS.  For, previously qualified staff arriving in post, or those 
returning from an extended period of absence, detachment or operational tour, 
separate arrangements must be made to observe and assess their competence in the 
workplace at the earliest opportunity. 

 
14. Workplace Training Statement (WTS).  For those who complete a WTS, 
responsibility for its completion lies with the employing unit and the individual.  It is critical in 
ensuring the initial transfer of learning from the pre-employment training course into the 
workplace context.  Pre-employment training provides trainers with an introduction to the 
learning theories and techniques so that they can start to use their trainer skills under 
supervision, but these skills must then be monitored and developed in the context of the 
relevant training establishment if the individual is to develop as an effective trainer. New 
trainers must feel confident, particularly in the first few months of their new employment, that 
they have the support of their superiors, so that they can try newly learned skills and learn 
from their mistakes, using a blend of pre-determined tasks and/or problem solving as well 
as learning from on-the-job experience and coach/mentor feedback.  Completion of the WTS 
ensures that individuals move from the Foundation level to the Practitioner level.  
 
15. The WTS is achieved through the completion of Stage 3 of the Defence Trainer 
Course, i.e. the L3 AET and TPs 4, 5, and 6. The observations for TPs 4, 5 and 6 must be 
conducted and recorded by a qualified DTS, who will provide developmental feedback and 
assist the individual in achieving the JPA Defence Trainer Level 2 (Practitioner) competence.  
Observations conducted as part of Stage 3 of the Defence Trainer course should be 
conducted at least 1 month apart.  Conducting observations too close reduces the reflective 
learning opportunities that the WT portfolios were designed to create.  Supervisor guidance 
for aiding the completion of the DTP is contained in this Annex O.   
 
16. Newly trained DTSs are also required to complete a WTS using the Defence Trainer 
Supervisor Portfolio (DTSP) which gains them the JPA DTS Level 2 (Practitioner) 
competence.  
 
Monitoring and support 
 
17. Defence Direction requires that appropriately qualified personnel monitor the 
continuing competence of their training delivery staff and that an individual record of 
monitoring is maintained. You must therefore ensure that performance of your Defence 
Trainers is monitored at regular intervals by DTS or equivalent qualified staff.  This should 
be conducted at least twice a year in line with the relevant MPD and/or unit performance 
appraisal and reporting procedures. 

 
18. Functional management of DTS is important in order to ensure that routine supervision, 
monitoring and support takes place in accordance with the DTC Direction requirements.  
The ratio of Defence Trainers to each DTS will be set locally199 and will be based on unit 
structures and the capacity of DTS to carry out supervisory duties in addition to other primary 
duties.  You will need to be aware of staff workloads and ensure that sufficient time is 

 
199 For example, in Unit Standing Orders or Training Quality Manual. 
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allocated for DTS to carry out their supervisory duties, which should be clearly articulated 
as part of the individual’s job description and annual objectives.   
 
CPD 

 
19. The coordination of CPD activity is a critical element of your role as DTM.  Defence 
Direction mandates annual CPD as part of the DTC200.  Where practicable, you should 
provide CPD opportunities for legacy trained staff to complete the  elements of the Defence 
Trainer or DTS development pathways. This provides both with the pre-requisite to 
achieving Level 3 (Advanced Practitioner), which should ultimately be the goal of all training 
delivery and supervisory staff.   

 
Career management 
 
20. In order to maintain the valued status of the training delivery role there must be suitable 
reward for Defence Trainers and DTS who demonstrate strong performance.  Training 
delivery assignments should be career enhancing and, while you may not be involved in the 
appraisal and overall career management of all delivery staff, you should be in a position as 
DTM to provide opportunities for further professional development.  Incentive and reward 
will clearly only be effective if it is relevant to the individual’s personal goals, but where 
individuals are performing to a high standard in training delivery, the provision of funding 
and/or study time for a higher level qualification may be a suitable option, which will benefit 
both the individual and the organisation. 

 
21. Those most suited to the training delivery role should be encouraged to return, at a 
suitable career point, to supervisory and management levels, which in turn provides 
maximum return on investment in training and professional development.  
 
Maintaining records 
 
22. Defence policy requires training establishments to have a formal process where 
auditable records of assessments for training delivery staff are maintained.  This will include 
the recording of unit induction, WTS completion and annual monitoring.  Records are 
required to: 

 
a. provide the individual and line management with a means of monitoring progress 
from Foundation to Practitioner and Advanced Practitioner. 

 
b. support the appraisal process and identify areas for further development. 

 
c. provide supporting evidence of professional development activity during audit 
and inspection. 

 
23. Defence Trainers and DTSs are to complete a portfolio as part of their workplace 
training but this should not be retained as a unit record, as it is designed to be a resource 
for the individual.  A separate copy of the final page of the portfolio should be kept, which 
lists the date of WTS completion and the signature of the supervising DTS. 

 
200 See Chapter 7 for details. 
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DEFENCE TRAINER MANAGER (DTM) – TERMS OF REFERENCE 
 
1. Role and purpose.  The DTM is responsible for the management of staff delivering 
training and plays a critical role in creating and maintaining a culture of continuous 
improvement in the unit.  
 
2. Outputs/tasks.  The DTM appointment is likely to be held in addition to other primary 
management roles and responsibilities within the unit.  The Chain of Command (CoC) 
should therefore be aware of the additional workload imposed when carrying out trainer 
management functions and ensure that sufficient time is allocated for DTM to carry out these 
duties.  The DTM role will typically include the following tasks and responsibilities:  
 

a. Advising the CoC on and ensuring the implementation of DTC Direction. 
 
b. Functional management of DTS. 
 
c. Supporting the professional development of training delivery staff through: 

 
(1) Management of mandatory workplace training for Defence Trainers and 
DTS. 
 
(2) Coordination of trainer-specific Continuing Professional Development 
(CPD). 

 
d. Quality assurance and maintenance of training delivery standards through: 

 
(1) Implementation of unit self-assessment relating to the unit’s system for 
managing Defence Trainers and DTS. 
 
(2) Promotion of good practice. 

 
3. Training and competence.  The JPA Defence Trainer Manager competence is 
achieved through successful completion of the DSAT (Managers) course. 

 
4. Competencies.  The following  DTCF competencies are linked to the DTM role and 
are covered in DTM training:   

 
a. Group 1: Understanding the role of the trainer. 

 
b. Group 2: Planning and preparing learning and development (L&D) for the training 
environment . 

 
c. Group 4: Facilitating learning and development (L&D) in the training environment. 

 
d. Group 7: Maintaining and improving quality standards. 
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GUIDANCE AND TORs FOR COMMANDING OFFICERS OF TRAINING 
ESTABLISHMENTS 
 

Description and role 
 
1. Policy direction on the role and responsibilities for COTE is set out in Chapter 7. 
 
2. COTE will be held to account for ensuring the appropriate training, monitoring and 
professional development of personnel under their command who are engaged in training 
delivery duties. Chapter 7 gives direction on the minimum requirements for training and 
monitoring staff and for maintaining competence and currency. 
 
3. COTE have special responsibilities and obligations that are quite different from those 
of normal commands, particularly for those commanding establishments and units that 
deliver Phase 1 and/or Phase 2 training.  COTE must therefore understand current training 
issues impacting upon such units, for example supervisory care and the CO’s Risk 
Assessment.  Guidance is provided in JSP 822, Volume 4, on the requirements for 
development of a Commander’s Risk Assessments, a Supervisory Care Directive, a Unit 
Self-Assessment Report and Quality Improvement Plan. 
 
Minimum training requirement 
 
4. Pre-employment.  Chapter 7, gives details of pre-employment training. 
 
5. The COTE course covers aspects of Duty of Care and removes the need to attend the 
Care of Trainees (COT) course.  However, where the COTE course is attended by a 
nominated deputy, the Commanding Officer will be required to complete the COT course.   
 
Accreditation 
 
6. There is no accreditation for the COTE course. 
 

Working practices 
 
7. Management of training delivery staff.  COTE are responsible for ensuring that all 
personnel, military and civilian, are trained, qualified and managed in accordance with 
Defence and single Service policies.  The overarching framework at Figure 1, on the next 
page, illustrates the key elements which together provide a holistic approach to the 
management of training delivery staff.  A Defence Trainer Manager (DTM) will be assigned 
or locally appointed and should be responsible to the chain of command for the 
implementation of DTC Direction.  Details of the DTM role are at contained in this Annex 
O. 
 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume4
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume2/SitePages/Chapter-11--Annexes.aspx#annex-o-to
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume2/SitePages/Chapter-11--Annexes.aspx#annex-o-to
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Figure 1: Overarching framework for DTC 
 
8. First line assurance.  COTE must provide TESRR with assurance that Defence 
Trainers are receiving training and professional development in accordance with Defence 
Direction. 
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DEFENCE TRAINER CAPABILITY SUPLEMENTARY GUIDANCE 

 
Defence Trainer attributes.   
 
1. Defence Trainers need to be able to inspire, motivate and challenge trainees, 
understand their learning needs and expectations, and be able to draw on the right tools 
and techniques to get the very best from them.  To be fully effective, trainers should therefore 
understand and fulfil both the Roles of the specialist trainer and that of leader, which include: 

 
a. Role modelling.  Through the adoption and promotion of the Service core values, 
trainers lay the foundations for the behaviours that build team cohesion and underpin 
operational effectiveness.  Role modelling is therefore a core responsibility.   
 
b. Facilitating inclusive learning.  Trainers should create an inclusive learning 
environment where all trainees have the opportunity to learn and reach their full 
potential.  Trainees are trained to function as part of a team, but they also need to be 
regarded as individuals in order to unlock and maximise their potential.  Only by 
treating them as individuals, based on their talents and knowledge, will they reach 
higher levels of achievement.  Good trainers are able to facilitate learning in the most 
appropriate way to suit the needs of the trainees.  Trainers will need a sound 
understanding of learning theory and a broad range of skills including the use of 
modern teaching techniques, learning technologies and coaching. 
 
c. Assessment of learning.  Assessment is an essential part of training delivery 
and trainers are often asked to make critical decisions regarding trainees’ progress 
through training and subsequent qualification for employment.  The proper conduct of 
assessment has implications for training time, resources and effective capability.  Good 
trainers are able to administer assessments in training in a fair, valid and reliable 
manner in accordance with the AStrat and ASpecs provided. 
 
d. Care and Welfare.  Trainee welfare has a big impact on how successful trainees 
are in training.  Trainers need to create an environment of mutual support and respect 
where trainees feel safe and know that their contributions are recognised and valued.  
Commanders have specific responsibilities relating to Care and Welfare; these are 
detailed in Volume 4 of this JSP. 

 
Delivering effective training.   
 
2. The Defence Trainer course provides new trainers with an understanding of how 
trainees learn and a range of tools and techniques to employ.  Trainers should also be aware 
of the unique nature of the training environment and the codes and boundaries which must 
be applied to ensure that training remains safe and effective for all.   
 
Realities of training.   
 
3. Trainers will be required to deal with a whole range of issues that might affect the 
length of time available to teach a lesson (e.g. if trainees finish a previous lesson later than 
planned).  KLPs may need to be covered again if, for example, some trainees have missed 
a previous lesson/event.  In all cases, trainers should understand the following when 
adapting training delivery to meet the realities of training: 
 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume4
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a. All KLPs should be delivered in accordance with the LSpec.  Where it has been 
necessary to adapt or miss out KLPs, trainers must inform their Defence Training 
Supervisor (DTS), Defence Training Manager (DTM) or Chain of Command, preferably 
with suggestions as to how these can be made up at a later date.  If the KLPs cannot 
be delivered, then a deficiency report should be raised. 

 
b. Assessments should be delivered in accordance with the ASpec.  If the 
assessment cannot be delivered in the time available, then the DTS, DTM or Chain of 
Command should be informed, and the assessment rescheduled for a later date. 

 
Evidence-based approach.   
 
4. Evidence-based teaching (EBT) has been firmly embedded into the Defence training 
environment. It has proved to be highly effective in improving direct learning outcomes 
(achieving TOs) and indirect outcomes (e.g. encouraging independent learning, developing 
social skills, promoting the desire to learn).  Detailed guidance on a range of EBT methods 
is given to trainers during the Defence Trainer  course and is available on the Defence 
Trainer DLE.  
 

Coaching.   
 
5. The purpose of using coaching techniques is to unlock a trainee’s potential in order to 
improve and maximise performance.  It is about helping trainees learn for themselves rather 
than delivering training to them. Coaching techniques form an integral part of the trainer’s 
toolbox. Everything should be geared towards ensuring that trainees are successful.  Often 
that simply means responding positively and constructively to their efforts and setting new 
challenges for them.  There will also be times when a more focused individual approach is 
needed (e.g. to develop a trainee who is struggling, or to motivate a trainee who is finding 
training too easy). Coaching techniques form the basis of the Defence trainer course, and 
of learner-centric training, in order to ensure the effectiveness and efficiency of training are 
maximised.   
 
6. There is no single definition of Mentoring in Defence as the word has different 
meanings depending on the context.  For example, Informal Workplace Training includes 
mentoring schemes where a trusted colleague shares knowledge and experience over a 
period of time to assist a new colleague; there are mentoring schemes to assist foreign 
forces to manage their own security. Each has different aims. Where mentoring is mentioned 
in this JSP, it is referring primarily to the Role of the Defence Trainer Supervisor (DTS) who 
acts as a mentor for Trainers.  In the DTS context the definition of Mentoring is: ‘where a 
trusted colleague shares knowledge and experience over a period of time to assist a new 
colleague’. 
 
TEL.   
 
7. Technology provides trainers with a wide range of different tools that can help to 
present new Media, increase trainee interaction and improve trainee engagement by making 
the training more personalised.  While the use of learning technology can be a very powerful 
training tool in the right circumstances, it should only ever be used where it enhances 
learning and never just for the sake of it.  TEL is a particularly fast-developing area, which 
now covers a much broader and more complex range of technologies, meaning that there 
are an increasing number of ways in which technology is being exploited across Defence.  
Learning technology is currently used to support learning in the classroom, to provide 
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information (for knowledge-based learning) before the classroom activity, to provide training 
remotely, to provide realism in training and to increase trainee engagement.  Trainers must 
be able to employ common technology in their lessons, and may be required to support 
trainees using technology in other contexts, e.g. e-tutoring, Computer Aided Instruction 
(CAI), Computer Based Training (CBT), or use of simulators. 
   

8. Trainers should be introduced to the learning technologies available in their unit during 
the unit induction programme.  Trainers should never discount the use of a learning 
technology because they do not know how to use it, but instead they should watch and learn 
from other Defence Trainers or ask for training from their DTS and/or chain of command.  
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DTC ASSURANCE MATRIX 

 

Ser Course 1PA 2PA 3PA InVal ExVal201 

1 Franchised 
Defence Trainer 
course 

Unit DCTS TESRR/Ofsted Unit TESRR 

2 Franchised 
DTS 

Unit DCTS N/A Unit TESRR 

3 Basic/Advanced 
COT 

Unit FLC  TESRR/Ofsted Unit TESRR 

4 Other FLC 
training 
solutions 

Unit FLC N/A Unit FLC 

5 DCTS DTC 
course at DCTS 

DCTS JITAT Ofsted/N/A DCTS TESRR 

 

 

 

 
201 Whilst, as Lead TRA, TESRR has overall responsibility for ExVal, the activity itself is completed on behalf 
of TESRR by the FLCs. The DTC ExVal Programme is agreed as part of Trg Spt CEB. 
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WORKED EXAMPLES FOR THE LEGACY ASSESSMENT OF DEFENCE TRAINERS 
AND DTSs 

 
Example 1.   Individual with a legacy qualification assigned to Defence Trainer Role. Legacy 
assessment to be undertaken by DTS or FLC-nominated Training Management Specialist. 
DTTT V2 trainers qualified to Practitioner level are competent to train, subject to a 
successful DTS micro teach observation. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

JPA check to establish previous quals, e.g. DDT, DTTT Ph 3, DTTTv1, DTTT V2 
(DTTT Ph 1 and 2), Basic/Adv COT and PAR 

Discuss previous and current/recent experience 
 

Observe micro lesson if appropriate 
 

Is the evidence above sufficient not to recommend Defence Trainer 
course? 

 

Yes No 

Individual attends Defence 
Trainer course and is awarded 
JPA Defence Trainer Level 1 

Foundation competence  

Individual completes Basic/Adv CoT 
module and/or PAR module 

(exempt if already held and still in 
date) 

Individual completes Defence 
Trainer course Stage 3 

On satisfactory completion of 
Basic/Adv COT module and/or PAR 
module, DTS or FLC-nominated TM 

Specialist awards JPA Defence 
Trainer Level 1 Foundation 

competence 

On satisfactory completion of Stage 
3, DTS or FLC-nominated TM 

Specialist awards JPA Defence 
Trainer Level 2 Practitioner 

competence 
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Example 2.  Individual with a legacy qualification assigned to DTS training role. Legacy 
assessment to be undertaken by experienced DTS, DTM or FLC-nominated Training 
Management Specialist. 
 
 
 

 

 

 

 

 

 

 

 

 

                                                                                                 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 

 

JPA check to establish previous DTS quals 

Discuss previous and current/recent experience including CPD 
 

Is the evidence above sufficient not to recommend DTS course? 
 

Yes No 

Individual attends DTS 
and is awarded JPA 

DTS Level 1 
Foundation 
competence 

Individual completes PAR module and/or 
Basic/Adv CoT module (exempt if already held 

and still in date) 

 

Individual completes 
DTS Workplace 
Training (WT) 

JPA ‘DTS Level 1 Foundation’ 
competence can be awarded on 

satisfactory completion of PAR module 
and/or Basic/Adv CoT module, 

JPA ‘DTS Level 2 
Practitioner’ competence 

can be awarded on 
satisfactory completion 

of DTS WT  

Has individual completed DTc? (or 
equivalent or higher)  

No Yes 

Individual completes PAR 
module and/or Basic/Adv 
CoT module (exempt if 
already held and still in 

date) 

Individual  
completes Defence 

Trainer course  

(Foundation and 
Practitioner levels) 
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DEFENCE TRAINER CAPABILITY: COMPETENCES MAPPED TO LEGACY COURSES 

 
Defence Trainer 
  

Legacy Courses 
Additional Training and Actions Required 

Defence Trainer (Foundation) Defence Trainer (Practitioner) 

DTTT v2 (DTTT Phase 1 and 2) Nil. 
 

Nil. 
 

DTTT v1 (1) PAR module on the DLE 
(2) Successful Lesson Observation by DTS 
 

(1) DTS Observation of TPs 4, 5 and 6. 
 

DTTT Phase 3 (Army Pers only) (1) Advanced CoT Course (if not already held) 
 

(1) Completion of L3 AET Portfolio202 
(includes lesson observation by DTS) 

(2) DTS Observation of TPs 4, 5 and 6 
 

DTTT (Flying) (1) Advanced CoT Course (if not already held) 
(2) PAR module on the DLE 
(3) Successful Lesson Observation by DTS 

 

(1) Completion of L3 AET Portfolio 
(includes lesson observation DTS) 

(2) DTS Observation of TPs 4, 5 and 6 
 

Teaching qualifications: L3AET, 
L4 CET, L5 DET, Cert Ed or 
PGCE or legacy L4CTLLS, L3 
PTLLS  

(1) Advanced CoT Course (if not already held) 
(2) PAR module on the DLE 
(3) DSAT module on DLE 
 

(1)  DTS Observation of TPs 4, 5 and 6 
 

Eligibility for Defence Trainer (Practitioner): Candidate to already hold Defence Training (Foundation) level competence. 

 

 

 

 

 
202 Through DCTS, you can only obtain the L3 AET qualification by completing the full Defence Trainer course (DTc) 
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Defence Training Supervisor  

Legacy Courses 
Additional Training and Actions Required 

Defence Training Supervisor (Foundation) Defence Training Supervisor 
(Practitioner) 

DIAD, DIME, AIS & SCI (1) PAR module on the DLE 
(2) Basic / Adv COT (if not already held) 
(3) Successful Observation by DTS/DTM of potential 
DTS conducting lesson and subsequent feedback 

(1) DTS Workplace Portfolio 
 

Eligibility for Defence Trainer Supervisor (Practitioner): Candidate to already hold Defence Trainer Supervisor (Foundation) level 
competence.
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TRAINING FOR CONTACTORS DELIVERING, SUPERVISING OR MANAGING DTC 
TRAINING 
 
 

1. As part of the Whole Force, contractor staff must be qualified, monitored and 
developed to the standards detailed in this Direction203. The majority of DTC training is not 
available outside MOD, therefore contractual arrangements must be put in place to ensure 
contractors are trained to the required standards. Part of the Defence Trainer course is, 
however, mapped to L3 E&T and this is the minimum external qualification for contractor 
staff who are Defence Trainers.  In addition to contractors holding L3 E&T, COs must satisfy 
themselves that the contractor is qualified, at the appropriate level of competence, and has 
undertaken the required supervisory care training, i.e. COT.  Contractors who are Defence 
Trainers who are qualified by virtue of a civilian qualification must also be inducted and 
socialised appropriately into the military environment and, must complete TPs 4, 5 and 6 
associated with Stage 3 of the Defence Trainer course.  
  
2. DTC training links directly to the Defence Objective that requires the generation of 
sufficient and capable personnel; accordingly, where a contract exists to train MOD military 
or civilian personnel, Defence resource can be used to allow contractors to attend DTC 
training, either at DCTS or within a franchise, without charge, if this has been agreed in the 
original terms of the contract. In this case, each SC is to articulate their contractor 
requirement for DCTS and franchises in their annual SOTR. Agreements relating to the 
accreditation requirements and, where appropriate, the additional cost of accreditation, also 
need to be reached.  
  
3. In cases where contracts do not include a contractor training requirement or an 
individual contractor needs ‘one off’ training at either DCTS or within a franchise, the training 
must be applied for through the SC TRAs and IDT (A) 204 so that spare capacity can be 
confirmed, and appropriate charging can be made. As the majority of DTC training is not 
available outside MOD, in accordance with JSP 462, full costs are to be applied. Where 
training is available outside MOD, then market rates are to be applied.  The Lead TDA, 
DefAc, in its Income Generation role, is responsible for publishing the costs to be applied 
for all DTC training interventions and associated accreditation. SCs, when setting up 
contracts, and IDT (A), when charging for places offered through spare capacity, will require 
this information. Agreements relating to the accreditation requirements and, where 
appropriate, the additional cost of accreditation, also need to be reached.  
 
4. Where contractors wish to run their own franchises to deliver DTC training to MOD 
military or civilian personnel, DCTS will mandate the same Franchise Trainer training 
requirements as for all other franchises and costs for training will be recovered iaw the 
costings published by DefAc. Agreements relating to the accreditation requirements and, 
where appropriate, the additional cost of accreditation, also need to be reached. DCTS, as 
the only source of licensed DTC training, will assure the contractor franchise iaw this JSP.  

 
 
 
 

 
203 Existing contracts are not required to be amended to reflect the changes to DTC direction. New contracts, 
or those undergoing significant contract amend, must reflect the current Direction. 
204 IDT (A) undertakes the role of the booking and charging of DTC training for all SCs. POC: lwc-ops-idta-
mailbox@mod.gov.uk . 

https://modgovuk.sharepoint.com/sites/IntranetFinanceHub/SitePages/JSP-462-Financial-Management-and-Charging-Policy-Manual%281%29.aspx
mailto:lwc-ops-idta-mailbox@mod.gov.uk
mailto:lwc-ops-idta-mailbox@mod.gov.uk
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SUPPLEMENTARY GUIDANCE ON COMPLETION OF STAGE 3 OF  
THE DEFENCE TRAINER COURSE 
 
Introduction 
 

1. Defence Trainers who have completed Stages 1 and 2 of the Defence Trainer course 
will arrive at their units needing to complete Stage 3 of the Defence Trainer course within 
6 months complete Practitioner Level of the DTc within 6 months of completing Foundation 
Level or 9 months from assumption of the training appointment (whichever is later).   
 
Stage 3 comprises the following 2 elements: 
 

a. Level 3 Award in Education and Training (L3 AET) Portfolio. 
 
b. TPs 4, 5 and 6. 

 
2. The training provided in Stage 1 and 2 of the Defence Trainer course prepares new 
Defence Trainers to deliver training under supervision. Defence Trainers must receive 
support and guidance in the planning and delivery of lessons. Their lesson delivery should 
be monitored as a minimum through observations of TPs 4, 5, and 6 by a qualified Defence 
Training Supervisor (DTS) at approximately one-month intervals. The DTS and the chain 
of command should determine whether the Defence Trainer is suitably competent to deliver 
training without supervision. 
 
3. L3 AET Portfolio.  L3 AET Portfolios are to be marked by the Level 4 qualified Trainer 
who delivered Stage 2 of the Defence Trainer Course.  However, Unit DTSs are responsible 
for monitoring progress and ensuring new Defence Trainers are provided with the 
necessary time and support to complete the L3 AET portfolio in unit. 
 
4. TPS 4, 5 and 6. DTS are to mentor new trainers and conduct observations the TPs 
4, 5 and 6 at approximately one-month intervals. This is to be part of a structured induction 
programme. 
 
5. Completion of Stage 3 of the Defence Trainer Course.  Upon successful 
completion of both elements in Stage 3, the Trainer is now at ‘Practitioner’ level as defined 
in the Defence Trainer Capability Competence Framework.  Unit DTS are responsible for 
ensuring this is recorded on JPA for Service personnel.
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        ANNEX P TO 
JSP 822 VOL 2 

DATED SEPT 22 
 

TRAINING QUALITY MANUAL (TQM) AIDE-MÉMOIRE 
 

Training Quality Manual (TQM) 

1 
The Management of Training 
System (MTS) Structure 

 

 1.1 Training Quality Policy 
Set out the rules regarding the establishment and 
maintenance of the QMS 

 1.2 
Processes, sequences and 
interactions 

How the trainees, training, trainers and Training 
System interact (could be diagrammatical) 

 1.3 
TQM scope and 
documentation of the MTS 

TQM scope and reference material 

 1.4 Exclusions from the TQM 
Lists any omissions from the DSAT process that are 
therefore not covered in the TQM 

 1.5 
Control of Quality Records 
and documents 

Sets out the procedure for control of records that 
demonstrate the QMS of the Training System 

2 Management of training  

 2.1 Management commitment 
States the commitment to achieving a quality 
Training System 

 2.2 Training Targets 
Identifies and lists suitable and measurable targets 
to measure the standard of training against 

 2.3 MTS planning 
Ensures that the MTS adheres to the QMS as laid 
down 

 2.4 
Responsibility, authority and 
communication 

Communicates changes to the Training System and 
TQM updates, ideally through a QMS Working 
Group 

 2.5 Management review 
Sets out the procedures for the review of the QMS 
against the Training System and training need 

 2.6 Resource management 
Sets out the procedures for ensuring resourcing 
matches the requirement 

 2.7 Human resource management 
Sets out the procedures for ensuring staff are 
appropriate to the requirement competent/qualified, 
which is documented and maintained 

 2.8 
Infrastructure and work 
environment management 

Sets out the procedures for ensuring the 
infrastructure and environment meets the 
requirement 

 2.9 Training activity management 
Sets out the procedures for the routine 
management of the training activity  

 2.10 
Managing the 
Customer/Supplier interface 

Sets out the procedure for managing the Customer 
requirements, usually through the CEB 

3 Training documentation 
Sets out the procedure to ensure the currency, 
approval and fitness of training documentation and 
their control as Quality Records 

4 Analysis 
Demonstrates adherence (or otherwise) to DSAT 
process 

5 Design 
Demonstrates adherence (or otherwise) to DSAT 
process 

6 Delivery 
Demonstrates adherence (or otherwise) to DSAT 
process 
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 6.1 Control of Training Delivery 
Sets out the procedure to ensure the delivery of 
training meets the QMS, such as competent 
trainers, up to date documentation etc. 

 6.2 Risk assessments 
Sets out the procedure for the 
management/mitigation of risks  (See JSP 822 and 
JSP 375) 

 6.3 
Trainee and trainer 
management 

Sets out the procedure for the supervisory care, 
welfare etc of trainees (See JSP 822, Volume 4) 

 6.4 Trainee Records 
Sets out the procedure to ensure that all record 
pertaining to trainees are treated as Quality 
Records 

7 
Assurance (Audit, Evaluation and 
Inspection) 

Demonstrates adherence (or otherwise) to DSAT 
process 

8 Acquisition of Training solutions 
Sets out the procedure for the acquisition of 
alternate/complementary Method & Media options 

https://modgovuk.sharepoint.com/sites/defnet/HOCS/Pages/JSP375.aspx
https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume4
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ANNEX Q TO 
JSP 822 VOL 2 

DATED SEPT 22 
 

APPLICATION AND IMPLEMENTATION OF REMEDIAL TRAINING 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

MEASURES TO IMPROVE 
ATTITUDE / BEHAVIOUR 
If the shortcoming can be 

addressed immediately, use Tier 
1 Measure 

 
If the shortcoming is engrained 
or requires action beyond Tier 1 

measure, use Tier 2 measure 

Shortfall / Failing 
Observed 

ADDITIONAL TRAINING 
/ INSTRUCTION 

 
Trainer arranges 

additional instruction, or 
repetition of training 

event 

DISCIPLINARY / ADMINISTRATIVE 
PROCEDURES 

Take action iaw relevant discipline or 
administrative procedures.  If 

disciplinary action is initiated no other 
Tier 1 or 2 measure (less verbal 
rebuke) is to be applied for that 

observed shortfall in behaviour or 
attitude 

 

TRAINER ANALYSIS 
Trainer to judge reason for 
substandard performance 

Skill, Knowledge or Physical Fitness 
Deficiency 

Inappropriate behaviour or attitude, which 
based on nature, stage of training and 

previous training history of recruit/trainee does 
not merit disciplinary action 

Inappropriate behaviour or attitude, 
which based on nature, stage of 

training and previous training history of 
recruit/trainee, requires disciplinary or 

administrative action 

PROCESS TO WARN AND ULTIMATELY EXTEND TRAINING OR WITHDRAW RECRUIT/TRAINEE FROM TRAINING 
This process can be initiated at any time during Phase 1 and 2 training and the decision to commence, or to cease this process is to be all informed 

Either or 
both may 

be 
appropriate 

FORMAL 
DISCIPLINARY / 

ADMINISTRATIVE 
PROCESSES 

TRAINING 
PROCESS 
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      ANNEX R TO 
JSP 822 VOL 2 

DATED SEPT 22 
 

ROBUST TRAINING EXAMPLES 
 

Ser Activity Purpose 

1 Realistic Operational Employment 
Scenarios in Challenging 
Environmental Conditions 

Develop ability to conduct role-related 
duties under demanding conditions. 

Develop physical and mental resilience 
and teamwork. 

2 Assault Course/Trim trail/Cross 
Country Steeplechase 

Development of physical fitness, mental 
resilience, generic military skills and, 
where it is a team effort, teamwork. 

3 Immediate Response to Realistic 
Casualty Scenario (e.g. from 
Improvised Explosive Device or 
Indirect Fire, and Casualty 
Evacuation) 

Teamwork, First Aid and planning skills, 
physical fitness, mental robustness, force 
protection skills under duress. 

4 Battle PT Physical fitness and mental resilience. 

5 Military skills competition Navigation/shooting/physical fitness/First 
Aid. 

6 Damage control/fire simulation/vehicle 
recovery in arduous conditions 

Development of teamwork, physical and 
mental resilience, and physical courage. 

7 Water crossing Develop teamwork and planning skills 

8 Tactical river crossing Develop teamwork and planning skills in a 
tactical setting. 

9 Unarmed combat/martial arts/milling. Physical fitness and mental toughness. 

10 Public order training Develop self-discipline, team-work and 
physical courage. 

11 Demanding Adventurous Training 
exercises to generate fear and fatigue 

Develop character, leadership in real 
situations, physical fitness, moral and 
physical courage, self-discipline, self-
reliance, teamwork and team cohesion. 

12 Bayonet fighting Develop aggression, physical courage 
and physical fitness. 
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ANNEX S TO 
JSP 822 VOL 2 

DATED SEPT 22 

 
DEFENCE TRAINER CAPABILITY FRANCHISE PROTOCOL GUIDANCE  

 
GUIDANCE ON THE DTC FRANCHISE PROTOCOL 
   
The franchising of Defence Trainer Capability Franchise Protocol (DTC) training 
interventions is advantageous to Defence for 3 primary reasons:  
  
a.  It relieves pressure on DCTS who are not resourced sufficiently to deliver  the entire 

DTC SOTR.  
  
b.  It creates Travel and Subsistence efficiencies by allowing DTC courses to be delivered 

in various geographical locations where currency and competence of Franchise Trainers 
can be sustained.  
  
c.  It allows DTC training to be embedded within longer and specialised courses 

thus  reaping the benefits of contextualised learning.  

  
Franchised training can be a force multiplier and, as such, it is a delivery model that TESRR, 
the Lead TRA supports. Key to successful franchising are clearly defined management, 
governance and assurance processes, i.e. franchises must have a robust Management of 
Training System (MTS). TESRR, the Lead TDA (DefAc), the Service Commands (SCs) and 
DCTS each have their role to play in the Policy development, Analysis, Design, Delivery and 
MTS relating to DTC franchised training.  
  
Overall responsibility for the policy and assurance governing DTC franchised training 
resides with TESRR and the requirement is managed at the Training Support Customer 
Executive Board Working Group (Trg Support CEB WG) and the Training Support 1* 
Customer Board (Trg Spt CB). The licensing of franchises is the responsibility of DCTS who 
carry this task out on behalf of the Lead TRA.  
 

  
APPLYING FOR A DTC FRANCHISE 

 

1. Units must not make a direct approach to DCTS to set up a franchise. They are to staff 
their application through the SC POC. The application form and staffing route to request a 
franchise can be found here.  The minimum rank required to submit a request to run a 
franchise and, therefore, to become a Franchise Holder is OF4.   
  
SETTING UP AND LICENSING A DTC FRANCHISE 

 

2. Once an application has been approved as outlined within this Annex, the applying unit 
and the DCTS Franchise Development Team will be put in contact to proceed with setting 
up the franchise. The following areas are to be considered:  
  

a. Qualifications for Franchise Trainers.  Trainers delivering within franchises 
must be qualified iaw the requirements set out in Chapter 7. In addition to these 
requirements, each franchise is required to have a nominated Franchise Director, 

https://modgovuk.sharepoint.com/:w:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%2011%20-%20Annexes/Annex%20S/Application%20Form%20and%20Staffing%20Route%20to%20Request%20a%20DTC%20Franchise.docx?d=w46e43b1e9d7b4acaaf5deb0f12f01ddf&csf=1&web=1&e=qVgPLf
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appointed by the OF4 Franchise Holder, whose job it is to oversee all aspects of the 
organisation of franchise delivery205. There is further information for those involved in 
the provision of shadowing and co-delivery of the Defence Trainer course within this 
Annex.  
 

b. Accreditation. DCTS will need to understand and determine whether 
accreditation services in terms of supporting the awarding of the Level 3 Award in 
Education & Training will be required for those students attending training in a franchise 
or whether this service is to be provided through an alternative recognised provider206.   
 

c. Course delivery. Prior to commencement of the training year (TY) each 
franchise will be required to forecast their student throughput based on historical trends 
and future requirement. Units will provide franchise SOTR figures to their SCs who will 
collate these for DCTS. These will then be presented as part of the normal DCTS 
SOTR process. The Franchise Development Team, as part of the Assurance Visit (AV) 
process, will take a view as to whether the course is being delivered regularly enough 
to merit the overhead of franchise support, Franchise Trainer training and 
assurance207. If necessary, the Lead TDA and Lead TRA will decide on the viability of 
a franchise taking all factors into consideration including the view of the SC TRA.    
 

d. Consumables. The delivery of training through franchise increases an 
establishment’s usage of consumables and adjustments to appropriate budgets may 
have to be made.   
 
e. Course documentation. The current, endorsed course documentation issued by 
DCTS is the only version that is to be used to deliver and assure the DTC courses. 
DCTS are to provide Franchises with access to the documentation which is held on 
the DLE.  This includes the Training Objectives, the Lesson Specifications (LSpecs) 
and the Assessment Specifications (ASpecs). The current versions of these 
documents are held on the DLE and should be checked prior to the commencement 
of every course. There are occasions when DTC training is embedded and then 
contextualised in longer courses. In these cases, the TOs must remain the same and 
any changes to the DTC course ASpecs and LSpecs must be approved by the 
Franchise Development Team in order to ensure Defence standards are maintained.   
 

f. Franchise Trainers/student ratios. The maximum number of students on any 
course will be dictated by the size of classrooms, the number of Suitably Qualified and 
Experienced Personnel (SQEP) Franchise Trainers, the nature of the subject taught208 
and the number of syndicate rooms available. Whilst the main delivery classroom 
Franchise Trainer to student ratio should not exceed 1:30, the syndicate sizes for the 
practical Teaching Practices should not exceed the following209:  

 
(1) Defence Trainer course. 1:8   

 
205 The Franchise Director must have sufficient authority to be able to liaise with other unit personnel regarding 
the prioritisation of bookings of classrooms, for example. It is recommended that the Franchise Director is a 
DTS but organisational structures may mean that this is not necessary. 
206 For example, the Army have contracted this service out. 
207 Franchises that have not delivered any training in 12 months (and, therefore, have not been assured), will 
also be reviewed as to their viability. 
208 This is particularly relevant where the training is embedded. 
209 Any requests for different ratios must be made by the unit to the SC TRA who will staff the request through 
the Lead TRA. 
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(2) DTS. 1:8   

g. Defence Learning Environment (DLE). There is a pre-residential mandatory 
element to the Defence Trainer course and DTS courses and students must have 
access the appropriate courseware on the DLE. To that end, there is a requirement for 
Franchise Trainers to be conversant with the DLE and for someone in the 
establishment/organisation to be nominated as the DLE Administrator to confirm 
students have completed their pre-residential learning. Additionally, the requirement 
for completion of the post course L3 AET Portfolio must be briefed on the course.  

  
6.  Once a full Assurance Visit (AV) has been conducted by DCTS and the above criteria 

have been satisfied, DCTS will issue a licence in hard copies. The licence is to be signed 
by SO1 DCTS and the CO of the Training Unit.    
  
MANAGING A DTC FRANCHISE 

  
7.  Franchise Trainer register.  Establishments/organisations must maintain a register 

of qualified Franchise Trainers which must be submitted to the Franchise Development 
Team at DCTS Cell every 12 months in order to verify that the Trainers’ qualifications meet 
the external accreditation requirements.    

  
8.  Franchise Trainer monitoring.  Franchise Trainers are to be formally monitored and 

debriefed iaw the requirements of Chapter 7. Establishments/organisations are to maintain 
a Trainer Monitoring Log, detailing who has been monitored and when, which must be made 
available to DCTS staff during an Assurance Visit (AV).    
 

9.  Post-course administration. The establishment/organisation should have 

procedures in place to ensure that on completion of a franchised course the following actions 
are carried out:  
  

a. InVal is to be carried out using the methods outlined in JSP 822. The abiding 
principle is one of reporting by exception whereby any concerns can be raised to the 
Franchise Development Team or the SC.  
 
b. A brief End of Course Report (EOCR) summarising the student throughput and 
the pass/fail rate is to be submitted within 2 weeks of the end of the course to the DCTS 
Franchise Development Team using the issued template. A nominal roll is also to be 
forwarded for Defence Trainer course for accreditation purposes.  The EOCR is 
primarily used by DCTS to collate throughput numbers in order to monitor whether the 
SOTT is being delivered so that the CEB process can be supported. Understanding 
the throughput and pass/fail rates also assists DCTS in targeting their assurance 
resources. Note: the EOCR is not an InVal tool.   
 
c. For the Defence Trainer course, where DCTS or the nominated accreditation 
provider are providing accreditation services to support the award of the L3 E&T, fully 
completed and signed L3 AET Portfolios are to be marked by Trainers delivering Stage 
2 of the Defence Trainer Course.  These Portfolios are to be completed within 4 months 
of completing Stage 2 (the residential course).   
 
d. A Defence certificate (foundation), using the issued template is to be generated 
for all students on completion of Stage 2. DCTS are to provide Franchises with access 
to the certificate templates.     

https://modgovuk.sharepoint.com/:w:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%2011%20-%20Annexes/Annex%20S/Franchise%20End%20of%20Course%20Report%20Template.docx?d=w7087081f71dc4bb4ab23482b7e76f41d&csf=1&web=1&e=BBoeIn
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e. Individuals’ JPA profiles are to be updated, awarding the relevant JPA 
competence 210 . For Defence Trainers the practitioner competence must not be 
awarded before completion of the L3 AET Portfolio and DTS observations of TPs 4, 5 
and 6. If, following Internal Quality Assurance conducted by DCTS, an individual is 
found to be not at the required standard then the competence can be removed.   

  
10.  Embedded DTC training. Embedded DTC training may be delivered using DCTS 

produced material. The DCTS Franchise Development Team will assess that the Defence 
requirement and/or external standards are being met so that Defence competences and 
external qualifications can be awarded. In the case of Defence Trainer course, Teaching 
Practices are to be assessed against the criteria stipulated in the appropriate Defence 
Trainer course Assessment Marking guide. While it is recommended that the actual Defence 
Trainer course Marking Guides are used, it is acceptable to extract the criteria from these 
guides and incorporate them into local, contextualised marking guides/checklists as long as 
these have been approved, in writing, by the Lead TDA prior to use.  
  
ASSURING A DTC FRANCHISE  
  
11.  DTC Franchises must be assured iaw JSP 822, Volume 5, and this checklist. To ensure 

standardisation of the delivery of Defence-owned training objectives) and to promote 
continuous improvement. Ultimate responsibility for the standard of DTC training resides 
with TESRR, the Lead TRA. DCTS provides support and guidance to all DTC franchises, 
retaining responsibility for the Quality Assurance and co-ordination of the annual DTC 
Assurance Programme. The DCTS Franchise Development Team will assure all Defence 
Trainer course, DTS franchises annually. This assurance requirement is above that 
mandated in JSP 822 but, for Defence Trainer course, the annual assurance cycle is 
mandated by external accreditation IQA requirements. For DTS, the Lead TRA has directed 
annual assurance because of the continued Ministerial interest in these training courses. 
Training establishments/organisations must contact the DCTS Franchise Development 
Team immediately if they have any issues or problems with any aspect of the franchise 
which may benefit from an AV. All AVs are to be carried out whilst courses are being 
delivered. All 2nd party audit reports, along with the completed checklist, are to be shared 
between the DCTS Franchise Development Team and SC TRAs.   
  
12.  For new DTc and DTS franchises, DCTS will assure the whole course before a 

franchise licence is awarded in order to ensure that the training satisfies the FTS and 
Assessment Strategy. For those franchises with a current licence, the DCTS Franchise 
Development Team may only need to visit for a shorter period in order to assure whether 
the Defence standard and any accreditation requirements are being met. Volume 5 details 
the 1st, 2nd and 3rd party assurance responsibilities.   
  
13.  Personnel undertaking AVs, be they from DCTS or the SCs, must be SQEP to 

undertake such an activity and must have attended the DCTS audit training or an external 
equivalent agreed by the Lead TRA.  
  
14.  Following a franchise AV, a written report will be provided by whoever has undertaken 

the assurance within two weeks and shared between DCTS and SCs.  The report will list 
any non-conformities (NCs) and will also make Observations. A NC in the case of DTC 
franchises is the failure to deliver the TOs and the AStrat to the required standard in order 

 
210 The competence names for DTC training are listed in Chapter 7. 

https://modgovuk.sharepoint.com/:w:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%2011%20-%20Annexes/Annex%20S/DTC%20Franchise%20Assurance%20Document-Activity%20Checklist.docx?d=wa9bd0c4f5c4b44c88f7157be943928c2&csf=1&web=1&e=QoZ7CT
https://modgovuk.sharepoint.com/:w:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%2011%20-%20Annexes/Annex%20S/DTC%20Franchise%20Assurance%20Document-Activity%20Checklist.docx?d=wa9bd0c4f5c4b44c88f7157be943928c2&csf=1&web=1&e=QoZ7CT
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to meet Defence and/or external accreditation requirements. Typical examples of NCs are: 
omission of KLPs/TOs; too much emphasis on the single Service context such that the 
Defence standard is eroded (e.g. focussing on the leadership code of a particular Service 
when the training audience is tri-Service); omitting aspects of assessment. These examples 
are not exhaustive. An Observation may detail practice which is particularly good and also 
practice that requires improvement. Practices that require improvement would be addressed 
as part of ongoing CI.   
  
15.  The following outcomes are possible:  

  
a. No non-conformities.   If the AV is successful with no NCs, the report will state 
that the franchise may continue training and its licence will be renewed until the next 
AV. Such franchises may also have some areas in which they could improve and these 
will be listed as Observations. As part of on-going CI, it is recommended that the unit 
creates an action plan to address the Observations.   
 

b. AV finds NCs.   If the AV visit finds NCs, the Assurer from the DCTS Franchise 
Development Team will speak with the Trg CO (or OF4 or another suitably qualified 
and empowered person) of the franchise unit to discuss the AV findings. An Action 
Plan is to be drawn up by the franchise, including timescales, and a way ahead agreed. 
DCTS will conduct follow-up actions to ensure changes have been implemented within 
6 weeks211.  
 

c. NCs not resolved within 6 weeks.   If the NCs have not be resolved within 6 
weeks, CO DCTS will also speak to the Lead TDA (DefAc) and the SC TRA in order to 
agree a further action plan to bring the franchise delivery back up to the required 
standard ASAP. A judgement is to be made as to the impact of the NCs and any risk 
that is consequently being held by the SC and Defence. In most cases, training will be 
able to continue. DCTS is to then prioritise the franchise for a further AV to check that 
the non-conformities have been rectified.   
 

d. Serious or continuing NCs.   If an AV finds serious or continuing NCs, during 
an AV or follow-up AV, which cannot be resolved and there is deemed by DCTS or the 
Lead TDA to be too much risk for training to continue, the SC TRA and Lead TRA is to 
be informed. The Lead TRA will assess the situation and, in consultation with the 
relevant SC, make the final decision.  It is only the Lead TRA that has the ability to 
remove a franchise licence and this will only be done in extremis.  

  
16.  A copy of the AV report must be held by the DCTS Franchise Development Team for 

external audit purposes.    
 

AV REPORT DOCUMENTATION  
  
18. The Franchise Assurance Document/Activity checklist will assist the franchise unit in 
preparation for the AV itself and in the understanding of the AV report.  
 
 
 

  

 
211 If longer is required, this must be agreed between DCTS Franchise and Assurance Team and the Franchise. 

https://modgovuk.sharepoint.com/:w:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%2011%20-%20Annexes/Annex%20S/DTC%20Franchise%20Assurance%20Document-Activity%20Checklist.docx?d=wa9bd0c4f5c4b44c88f7157be943928c2&csf=1&web=1&e=ETnlpp
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GUIDANCE ON SUPPORTING THE COMPLETION OF THE SHADOWING AND CO-
DELIVERY PROCESS FOR DEFENCE TRAINER COURSE DELIVERY  
  
1.  Those employed as Trainers for the Defence Trainer course have certain training 

requirements to complete before they can deliver it. A description of the necessary training 
can be found here.   
  
2.  The shadowing and co-delivery (ShaC-D) process is to be conducted at DCTS or within 

a licenced and established franchise. In all cases, a SQEP individual, e.g. a DTS or Training 
Management Specialist, will be responsible for determining the training requirement for the 
individual, supporting the individual and ensuring they complete the mandatory L3 AVRA 
and L4 CET.   
  

a. If taking place at DCTS, individuals are to engage with the Franchise 
Development Team at DCTS to establish a date when suitable ShaC-D can take place. 
ShaC-D may also take place within a licensed and established franchise. In these 
instances, franchises are to contact DCTS to receive guidance on the ShaC-D 
process.   
 

b. If ShaC-D is required, once a date has been confirmed, the course officer of that 
particular Defence Trainer course is to make contact with the individual to establish:  

  
(1) Proposed list of lessons to be co-delivered on the course (min of 3).  
 

(2) Designated mentor (if different from the course officer).  
 

(3) Accommodation and travel (Franchise Admin will complete for those 
attending DCTS).  
 

(4) General Admin (Franchise Admin will complete for those attending DCTS).  
  

c. It is recommended that the individual involved in the ShaC-D process is to be 
present for all lessons and Teaching Practices contained within the Defence Trainer 
course programme.  
 

d. Lesson Preparation.  If required, the co-deliverer is to be assisted/supervised/ 
coached/mentored prior to all of the lessons they are required to teach. The Franchise 
Director/designated mentor must be confident that the learning experience of students 
on the Defence Trainer course will not be disadvantaged.  
 
e. Assessment.  Each lesson that is taught by the co-deliverer is to be assessed 
by a SQEP212 who provides written and verbal feedback. The paperwork, which is the 
same as that used for qualified Defence Trainers, can be found here, which is suitable 
for all types of lesson delivery, is the standard lesson observation form for Defence 
Trainers but, for ShaC-D purposes, it is used to aid feedback to the person who has 
co-delivered a lesson as part of ShaC-D.  
 

f. Co-assessment. During co-delivery, the co-deliverer is to co-assess students’ 
Teaching Practices, alongside qualified Defence Trainer Trainers. A mandated 
minimum of one assessment from each of the Teaching Practices 1, 2 and 3 (3 x 

 
212 Normally a DTS or a nominated Training Management Specialist. 

https://modgovuk.sharepoint.com/sites/people-tesrr-policy/JSP822Volume2/SitePages/Chapter-7--Defence-Direction-on-Defence-Trainer-Capability-(DTC)(1).aspx#7.3-delivering-and-assessing-defence-trainer-capability-training-interventions
https://modgovuk.sharepoint.com/:w:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%2011%20-%20Annexes/Annex%20S/Lesson%20Observation%20Concise%20Feedback%20Form.docx?d=w6d0b5df40315484b9ae058c628092100&csf=1&web=1&e=ydRnsb
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assessments) is to be completed using the appropriate lesson assessment paperwork. 
The form used by the person undertaking ShaC-D to plan and deliver feedback to a 
trainee can be found here.    
 

g. Defence Trainer course student L3 AET Portfolio.  An appointment is to be 
made with the Franchise Development Team at DCTS in order for the co-deliverer to 
be briefed on the L3 AET Portfolio213. This can be in the form of tele-conference for 
external units or in person for those at DCTS.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
213 Personnel whose SCs may have contracted this part of the process are still to attend the brief. 

https://modgovuk.sharepoint.com/:w:/r/sites/people-tesrr-policy/JSP822Volume2/Documents%20Referenced%20in%20Volume%202/Chapter%2011%20-%20Annexes/Annex%20S/Lesson%20Observation%20Concise%20Feedback%20Form.docx?d=w6d0b5df40315484b9ae058c628092100&csf=1&web=1&e=ydRnsb

