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1. Purpose. To establish policy and prescribe direction for the
devel opnment, inplenmentation, and life cycle mai ntenance of Ship-
board Trai ni ng Enhancenent Program (STEP) courses. This instruc-
tion has been revised extensively and should be read in its
entirety.

2. Cancel | ati on. CNETI NST 1540. 17A

3. Background. STEP was established by Chief of Naval Opera-
tions (CNO (N869) to neet surface fleet training needs and to
better use dimnishing resources. The objectives of STEP are to:
(1) convert existing formal training courses, or portions of
training courses, to conputer-based Interactive Miltinedia
Instruction (IM), delivered on CD-ROM (and in sonme cases over
the Internet); (2) develop new training as conputer-based | M;
and, (3) provide conputer-based IM to the worksite on a ship
Thi s enhancenent allows the Sailor to conplete formal training
requi renents without |eaving the ship. New and revised STEP
courses are distributed automatically to all ships at |east
annual ly. Additional copies and requirenments for other conmands
are distributed upon request.

4. Discussion. Reference (a) designates Chief of Naval Educa-
tion and Training (CNET) as the STEP Coordi nator (STEPC) and
identifies responsibilities of Type Comranders (TYCOWs) and the
STEP Executive Review Board (STEP ERB). As STEPC, CNET is
responsi bl e for managi ng and providing adm ni strative support for
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the program This instruction establishes the process for STEP
product devel opnent, and provides direction to and identifies
responsibilities of the Curriculum Control Authority (CCA), Local
Training Authority (LTA), Course Curriculum Model Manager (CCW,
and Naval Education and Training Professional Devel opnent and
Technol ogy Center (NETPDTC). Reference (b) describes howto
devel op, acquire, and nmanage Navy IM training wthin Naval
Educati on and Trai ni ng Command ( NAVEDTRACQOM) .

5. Responsibilities. STEP responsibilities are defined bel ow

a. OCONET will act as CCA for all STEP courses. As CCA, CNET
wll:

(1) Designate a training conmand to act as CCWM for each
STEP course. For commands not reporting directly to CNET (Bureau
of Medicine and Surgery, AEG@ S, etc.), designation of the CCvW
w Il be coordinated through the appropriate command.

(2) Assign a course identification nunber (CIN) to al
STEP cour ses.

(3) Direct CCwW to conduct formal course review (FCR) of
assi gned STEP courses annually. This review w || be conducted
prior to all related Surface Warfare Trai ning Requirenments
Revi ews (SWIRR)/ Navy Trai ni ng Requi renent Revi ews (NTRR).

Encl osure (1) wll be used to conplete the FCR

(4) Coordinate the devel opnent, review, and approval of
Training Project Plans (TPP) for STEP course revisions wth Naval
Sea Systenms Conmand ( NAVSEASYSCOM), the Training Support Agent
(TSA), and appropriate programoffices. Enclosure (2) provides
the format and content for STEP-rel ated TPPs.

(5 Direct CCMMto conduct pilot of all new and revised
STEP courses. Enclosure (3) outlines the STEP course pil ot
pr ocedur es.

(6) Direct CCMto submt TPP to cancel a traditiona
school house course of instruction when it is replaced by a STEP
course. Cancellation TPPs will be coordinated with the appro-
priate resource sponsor. The CCMw || retain the approved TPP
after the course is cancelled. Enclosure (4) provides guidelines
for course cancell ation.

(7) Review SWIRR/ NTRR action itens that reconmend STEP as
replacenent of, or a supplenent to, formal training or in
response to a new topic or requirenent. Coordi nate devel opnent
action with NAVSEASYSCOM and t he appropriate TSA
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(8) Review Navy Training System Plans (NTSPs), fornmerly
Navy Training Plans (NTPs), that recomrend STEP courses to
satisfy formal training requirenents and coordinate action with
t he appropriate TSA

(9) Approve STEP courses for distribution to the fleet.

(10) Direct CCMto submt TPP to cancel a STEP course of
instruction when it becones obsolete, technically inaccurate, or
as otherwi se required. Cancellation TPPs will be coordi nated
with the appropriate resource sponsor. The CCMw || retain the
approved TPP after the course is cancelled. Enclosure (4)
provi des guidelines for course cancellation.

b. LTAs act as CNET' s representative for STEP issues within
their respective regions. LTAs wll:

(1) Represent CNET during in-process reviews (IPRs).

(2) Working in conjunction with the TYCOWs, gather
feedback fromthe fleet users.

(3) Enter course conpletion data as it is received from
t he user.

c. CCW is responsible for life cycle maintenance of the
assigned STEP courses. In addition to the responsibilities
identified in enclosure (5), all CCMV wlI:

(1) Ensure subject matter expertise is nmaintained for the
course assigned. In all cases, this will require, at a m ni num
conpl eti on of assigned STEP courses and a wor ki ng know edge of
all references and docunentation. This may also require atten-
dance at factory training for new acquisitions. CCM are
encouraged to establish any additional qualification requirenments
for a subject natter expert (SME) as appropriate.

(2) Provide STEPC i nformation on the status of and recom
mendati ons for inprovenent to the STEP course.

(3) Provide SME for all phases of STEP course devel opnment
and revision. This may require attendance at an I PR Fundi ng
for SME travel is provided by the devel opi ng agent as a part of
t he devel opnent/revision process. |If the SME is unable to attend
the PR, a copy of all printed and digitized material provided by
t he devel opi ng agent for the IPR nust be provided to the SME for
review. The SME nust then review the material and provide
recommendat i ons/ comments to the devel oping agent in a tinely
manner .
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(4) Conduct pilot of all new and revised STEP courses per
encl osure (3).

(5) Provide Catal og of Navy Training Courses (CANTRAC)
updates to the CCA

(6) Review Instructional Media Design Package (I MDP) for
STEP devel opnent efforts for assigned courses and provi de com
ments to the devel opi ng agent.

(7) Maintain a copy of the Life Cycle Manager's (LCM
Not ebook for assigned courses.

(8) Brief assigned STEP courses during SWRRs and NTRRS.

d. NETPDTC is tasked to act as the C earinghouse Agent for
all STEP products. NETPDTC wil|:

(1) Provide interactive multinedia instruction (IM)
devel opnent al guidelines for the standardi zati on of STEP
product s.

(2) Serve as the repository for all STEP products and the
correspondi ng LCM Not ebooks.

(3) Distribute all STEP products.

(4) Review IMDP for all STEP devel opnent efforts and
provi de comrents back to the devel opi ng agent.

6. STEP Product ldentification and Devel opnment Process. CNET
and/or the STEP ERB wi I| designate and/or approve the devel opi ng
agent for each STEP course. STEP product devel opnent may be
acconpl i shed by NETPDTC or sone ot her devel opi ng agent.

Regardl ess of the devel opi ng agent, the process for STEP course
devel opnent nust adhere to the guidelines provided in this
instruction. Al devel oping agents will coordi nate devel opnent
efforts with CNET. The process for identifying and devel opi ng
STEP products will be standardi zed per enclosure (6). Testing
procedures will be per enclosure (7). Al STEP courses will be
devel oped to operate using the hardware and software requirenents
in enclosure (8).

/S/D. L. BREVER, 111
Vi ce CNET

Di stribution (CNETINST 5218. 2D):
Lists | (12, 17, 19, 20, 24, 25, 36, 46)
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SNDL A3 (CNO (N869, N71))
A5 ( BUVED)
FA8  (FTSCLANT)
FKALG ( COMNAVSEASYSCOW)
FKALA ( COMNAVAI RSYSCOW)
FKP21 ( COMNAVSEALOGCEN)
21A1 ( CI NCLANTFLT)
21A2 ( Cl NCPACFLT)
23C  ( COVNAVRESFOR)
24A1 ( COVNAVAI RLANT (N81D3))
24A2 ( COVNAVAI RPAC (N72))
24D  ( COVNAVSURFPAC (N83), COVNAVSURFLANT (N8111))
26B3  ( COVNAVSURFRESFOR)
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FORVAL COURSE REVI EW CHECKLI ST FOR STEP COURSES

COURSE REVI EW CHECKLI ST FOR STEP COURSES

Compl ete this checklist for all assigned STEP courses and forward
to CNET (ETE3). Attach explanation for all "NO' responses.

PART 1. COURSE | NFORMVATI ON

COURSE TI TLE:

REVI EW DATE: anN
COMM DATE OF LAST REVI SI ON:
COURSE LENGTH: DATE OF LAST REVI EW

PART 2. COURSE DOCUMENTATI ON

YES NO | NA

1. Approved TPP for devel opnment is on file.

2. Approved TPP for formal course cancellation is
on file.

3. LCM Not ebook and course review for the
previous two review cycles are on file.

4. Discrepancies fromthe previous course
revi ews have been corrected.

PART 3. COURSE SPECI FI CATI ONS AND FORVAT

YES NO | NA

1. The main course folder contains a README file
in a non-proprietary format identifies: course
title; course identification nunber (CIN);
salient features of the course; course length
(in hours); hardware, software and system
setup requirenents; the authoring system
progranmm ng | anguage or applications software
used to devel op the course; the devel opi ng
agency; date of final rel ease; the Course
Curricul um Model Manager (wth contact
i nformation).

Encl osure (1)
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PART 4. TECHNI CAL CONTENT

YES
1. Course content is technically correct.
2. Course content supports recent changes to the
techni cal docunmentation and reference
mat eri al .
3. Test questions are technically accurate.
PART 5. COURSE DESI GN
YES

1. Course title, security classification, and
instructions for providing feedback to
CCW and NETPDTC are accurate.

2. Student |og-on procedure is straightforward,
adequate, and easy to follow

3. Bookmarking procedures allow the student to
return to an appropriate and adequate
bookmar k.

4. Key points are reinforced during training.

5. Course is challenging and provides the
student with essential information.

6. Course provides novel and interesting
exanpl es that stress objectives and
mai ntai n student interest wthout
detracting fromthe training.

7. HELP is conplete, easy to access, and
avai lable at all tinmes EXCEPT during testing.

8. Student interacts with the course material and
not just the conputer.

Encl osure (1) 2
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PART 6. VISUAL AND AUDI O | NFORVATI ON

VI SUAL | NFORVATI ON i ncl udes: GRAPHICS - digitized photographs,
conput er-generated pictures, diagrans, etc., that do not have

nmotion. AN MATI ON — conput er-generated pictures, diagranms, etc.

t hat have notion applied (e.g., current noving through a wiring
di agram or a conputer-generated picture of a weapon firing).
VI DEO - series of noving photographs of actual equipnent,

facilities, personnel, etc. AUDIO - digitized sound w thout any

enbedded graphics, aninmation, or video.

YES NO | NA
1. Video accurately depicts actual equipnent,
facilities, or personnel.
2. Visual information enhances | earning.
3. Text enphasizes visual information.
4. Sound conplenents the text and visual nedia.
PART 7. TESTI NG & REMEDI ATl ON
YES NO | NA

A, GENERAL TESTI NG PROCEDURES

1. Test questions are cross-referenced to an
obj ecti ve.

2. There are an adequate nunber of questions
to neasure the objectives.

3. Types of questions/degree of difficulty are
consistent wth the objectives.

B. PRETEST PROCEDURES

1. Pretest thoroughly covers the know edge
obj ecti ves.

2. The pretest score reconmends an appropriate
student track through the course.

C. PROGRESS CHECK PROCEDURES

1. Progress checks are used to neasure
student understandi ng of the objectives.

3 Encl osure (1)
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PART 7. TESTI NG & REMEDI ATI ON ( CONTI NUED)

YES

2. Feedback recommendi ng additional study
or practice is provided at the end of
t he progress check.

3. Test results can be correlated to the
appl i cabl e nodul e for renedi ati on or
further study.

D. PERFORMANCE TEST PROCEDURES

1. Performance objectives are neasured through
si mul at ed exerci ses.

2. Students are required to conplete al
performance objectives regardl ess of the
pretest score.

3. Simulation depicts actual perfornmance
when possible. |If not, disclainmers are
provi ded.

E. FI NAL COVPREHENSI VE

1. A final conprehensive examis given and
measur es student understandi ng of al
obj ecti ves.

2. Final conprehensive examtest questions
and perfornmance exercises are
gener at ed/ sel ected randomnl y.

F. REMEDI ATI ON AND RETESTI NG

1. Students who achi eve the m ni nrum cutoff score
on the final exam are renedi ated and retested
on all mssed itens.

2. Students failing to achieve the m ni mum
cutoff score on the final exam are
remedi ated/ retested on a new exam

Encl osure (1) 4



CNETI

NST 1540.17B

PART 8. FEEDBACK & STUDENT CRI Tl QUES

YES NO | NA

The critique provided at the conclusion of the
training allows the student to adequately rate
the delivery nethod and course content.

A working process is in place to provide to
the CCVW CNET, and NETPDTC, on a regul ar
basis for review and anal ysis, all student
critiques, course data, and course statistics
t hat have been gat hered.

Wher e student and course data and/ or
statistics have been gathered, they indicate
the course is performng in a satisfactory

manner. (If "NO' attach explanatory comments.)

Encl osure (1)
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TRAI NI NG PROJECT PLAN FORNVAT

1. The TPP is the planning docunent used for all curricul um
devel opnent efforts. For the purpose of STEP courses, the TPP

w Il serve as the approval docunent for (1) devel opnent of new
STEP courses, (2) revisions to existing STEP courses, and (3)
cancel l ati on of courses that are replaced through STEP. The CCWM
is responsible for preparing TPPs for revisions and cancell a-
tions. TPPs prepared by the CCMMw || be forwarded to CNET
(ETE3) for approval. The follow ng sections will be addressed

in the TPP:

a. Cover Page

b. Justification. This section will include a description
of anticipated benefits as well as the reason for devel opnent/
revi sion/cancellation. |f the devel opnent/revision effort is

based on the results of an NTRR or SWIRR, provide the nane of the
NTRR/ SWIRR and the chit sequence nunber.

c. Course Data Pages wi Il include:
(1) Course Title and CIN

(2) Course M ssion Statenment describing who is trained,
what is trained, and the degree of qualification

(3) Navy Enlisted Cassification (NEC) earned
(4) Prerequisites

(5) Anticipated Course Length - defined for a "worst
case" situation (i.e., the student takes the |ongest direct path
t hrough the course, m ssing every progress check question the
maxi mum nunber of permtted tinmes, and passing the final
conprehensi ve examon the first attenpt by achieving the cutoff
score, then renediating to achi eve 100 percent)

d. Conpensation. This section will include a specific |ist
of possible savings in manpower and funding. Also listed are the
antici pated reductions in course |length or cancellations and
reduced instructor requirenents.

e. M | est ones

f. Resource Requirenents. This section provides an estimte
of known and antici pated resources necessary to inplenment the

training. |If the revision/devel opment effort is planned for
i n-house devel opnent, include costs for course devel opnent as
well. This should include manpower requirenments for performng

Encl osure (2)
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CCW duties, training, travel, and Autonmated Data Processing
(ADP) equi pnent requirenents. This section is not required for
course cancel | ati on.

Encl osure (2) 2



CNETI NST 1540.17B

STEP COURSE PI LOT PROCEDURES

The purpose of the pilot process is to ensure the technical
accuracy of the curriculum to assess the student’s ability to
navi gate through the program to assess the ability of the course
to nmeasure student performance, and, in sonme instances, to deter-
m ne equi val ency with existing formal training. Developers are
expected to conduct formative evaluations at regular intervals

t hroughout course devel opment. The pilot will be conducted on
the conpl eted course prior to governnment acceptance. The CCW i s
responsi bl e for conducting the pilot; however, other conmands may
al so conduct a pilot of the training if desired. The CCVM wi | |
consolidate and prioritize the findings and forward the results
to CNET. 1In order to ensure the pilot is conducted as required,
the foll ow ng guidelines apply.

1. Subject Matter Expertise Validation. To gather data on the
techni cal accuracy of the STEP course, students may be sel ected
froma group of Subject Matter Experts (SMES). This part of the
val idation process is used to determ ne the technical accuracy of
the course, not to provide student validation. Validation by
SMEs is not mandatory; however, it is encouraged. The CCMM wi ||
determine if SME validation is required. Al SVME input will be
docunented and included in the results provided to CNET.

2. Student Validation. To gather data on the student’s ability
to navigate through the course, to achieve the objectives, and to
determ ne course equival ency, students will be selected froma
popul ation typical of the type of student who will be partici-
pating in the training on the ship. For exanple, students who

al ready have a know edge of the training material may give a

fal se representation of the ability of the IM to pass the

obj ectives on to the student.

3. Training Environnent Validation. Because the training pro-
vided on board a ship is different fromthe traditional training
environment, the pilot process nmust attenpt to sinulate the ship
trai ning environment as close as possible. Typically, the train-
ing is provided in an LMRC, equipped with nmultinedia conputers.
Anot her characteristic of the shipboard training environnment is
t he absence of an instructor to answer questions and gui de the
student through the training. It is inperative that the staff
personnel assigned to conduct the pilot act only as nonitors and
that the students conplete the course. Students should be
allowed to progress at their own pace within the adverti sed
course | ength.

4. (Cass Size. Cass size wll vary but should range between 10
and 25 students.

Encl osure (3)
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5. Docunentation. The follow ng docunentation wll be
mai ntai ned during the pilot and submtted to CNET after the pilot
i s concl uded.

a. Start and stop tinmes for each individual student.
b. List areas of difficulty encountered by the students.

c. Final Know edge Conprehensive Grade on first attenpt and
nunber of attenpts required to achieve 100 percent.

d. Final Performance Test Grade if applicable.

e. Student comments on the training to include difficulty of
the subject matter, ability to navigate through the program and
overall inpression of the training.

f. The CCMMw || conplete appropriate itens on the Course
Revi ew Checklist contained in enclosure (1).

Encl osure (3) 2
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PROCEDURES FOR COURSE CANCELLATI ON

1. Procedures for Traditional School house Course Cancell ation

a. One of the purposes of STEP is to increase the efficiency
of delivering training to the fleet. This occurs by making the
trai ning avail abl e onboard the ship, thus elimnating the need to
fund shi pboard personnel to attend traditional school house train-
ing. Therefore, an efficiency is realized when the traditional
course of instruction is canceled and the training is provided by
t he STEP cour se.

b. CCMM when directed by CNET, is responsible for forward-
ing a TPP identifying the Plan of Action and M| estones (POA&M
for cancellation of the traditional school house course of
instruction. Cancellation will not occur until all students
currently enrolled in the traditional course have graduated and
t he new STEP course is available to the fleet on CO-ROM or via
the I nternet.

c. \Wen preparing the TPP, use the basic format provided by
enclosure (2). In the TPP, identify the savings realized through
course cancellation to include manpower, curriculum training
materials, training equipnent, etc. Wen designating manpower
savi ngs, ensure one billet is retained to support the CCW duti es
and provide subject matter expertise for the STEP courses.

2. Procedures for STEP Course Cancell ation

a. Changing requirenments may result in cancellation of a
STEP course. The CCMMis responsible for forwarding a TPP
identifying the POA&M for cancellation of the STEP course.
Cancellation will not occur until all students currently enrolled
in the STEP course have conpleted the course (or exceeded the
anount of tinme during which the course could have been reasonably
conpleted) and an alternative source of the STEP course training
IS provided.

b. NETPDTC will retain the master of all cancell ed STEP
courses for a period of at least 5 years follow ng the date of
course cancel l ation. Subsequent versions of the STEP Program
READVE. TXT file will |ist courses which have been cancell ed
within, as a mninmm the previous 365 days, along with the date
of cancellation and the reason for cancell ation.

Encl osure (4)
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RESPONSI Bl LI TI ES FOR LI FE CYCLE MAI NTENANCE

1. The CCMM has been del egated the responsibility for life cycle
mai nt enance of all assigned STEP courses. The CCVWM reviews the
STEP course for technical accuracy and currency and nakes recom
mendati ons for change/revision. Wen assigning the CCMM for a
STEP course, every effort will be nade to assign responsibility
to the school house where the resident expertise exists. In cases
of new course devel opnent, resident expertise may not exist in

t he school house. Factory training and involvenent in the

devel opnent process may devel op subject nmatter experti se.

2. The CCW provides an SME for the STEP devel opnent project.
Every effort nust be nmade to provide the sanme SME t hroughout the
review process. Travel requirenents for SVMES during the review
process are provided for with STEP funds.

3. Using enclosure (1) as a guideline, the CCMMrevi ews assigned
STEP courses to ensure conpliance with referenced instructions,
directives, procedures, etc. Wen a STEP course is schedul ed for
review, the CCMMw |l notify the TSA and request the conpletion
of enclosure (1). Based on the review comments fromthe TSA and
CCW the CCOW may recomrend changes or a revision to the STEP
course. If arevisionis recomended, a TPP will be forwarded to
CNET. CNET will forward all TPPs to the appropriate TSA and
programoffice for review and coment. Once approved, CNET wil|
determ ne the best neans to acconplish the revision and assign
resources and tasking as appropriate.

4. To ensure the availability of manpower, CCMM duties for STEP
courses are included in the instructor conputation process as
described in CNETINST 5310.4E. CCWMMresponsibilities nust be
cross-utilized with an existing course of instruction for the
pur pose of instructor conputations. For each STEP course

assi gned, conplete step seven on the instructor conputation form
i n CNETINST 5310.4E. Miltiply 3.34 by the nunber of curricul um
hours in the STEP course. Curriculum hours equate to the course
length. This nunber will be added to the instructor conputation
requi renent for the primary course. |f CCMM duties are assigned
to nore than one STEP course, calculate the requirenment for each
separately and add to the primary course instructor conputations.

5. As STEP hardware and operating system software requirenents
change, NETPDTC wil| review existing STEP courses on systens
nmeeting the new requirenents to assess performance and docunent
functional shortfalls.

Encl osure (5)
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STEP COURSE DEVELCPMENT PROCESS

1. Background. STEP is one of several shipboard training pro-
grans and was established to deliver approved training, renote
fromthe school houses. The STEP program provi des a coordi nat ed,
systematic approach to the devel opnent, distribution, and life
cycl e managenent of STEP formal training courses.

2. Requirenents Determ nati on Phase. Requests/requirenents to
devel op STEP products nay be identified several ways. Sone
exanpl es i nclude Navy Traini ng Feedback System (NTFS), NTRR
SWIRR, NTSP, LTA recommendations, or STEP ERB. Requirenents to
devel op STEP products based on a SWIRR action itemor NTSP wl |
be coordinated with CNET. Requirenents identified through the
LTA, ERB, and NTFS will adhere to the foll ow ng procedure.

a. Planning Stage

(1) Sixty days prior to the ERB, STEPC w || request, via
message, input fromthe TYCOVs on training courses reconmended
for conversion to STEP or new topics to be considered for STEP
devel opment. TYCOMs will forward a prioritized list of these
courses to the CINCs, with a copy to CNET (STEPC)

(a) NETPDTC, in conjunction with the CCOMW for a
formal course, reviews the list of courses to determ ne
feasibility of converting each to IM for STEP, conducts a
Def ense I nstructional Technol ogy Information System (D TIYS)
search for existing courses that could neet the requirenment, and
forwards recomendati ons to CNET ( STEPC)

(b) NETPDTC, in conjunction with fleet personnel,
reviews the list of courses to determne feasibility of
devel oping IM for STEP and forwards recomrendati ons to CNET
( STEPC) .

(2) STEPC provides the ERB with the |list of recommenda-
tions for course conversions.

(3) STEP ERB reviews the list and prioritizes courses
sel ected for devel opnment.

(4) STEPC coordinates plans for all revisions/devel op-
ments with NAVSEASYSCOM TSA, CCWM NETPDTC, and the appropriate
program of fi ce.

(5) STEPC assigns a devel opi ng agent and tasks the
devel opi ng agent to prepare |INMDP. The devel opi ng agent wll
notify NAVSEASYSCOM TSA, CCvM NETPDTC, and program office of
all |PRs.

Encl osure (6)
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(6) CCMM for the formal course of instruction provides
curriculumand reference material to the devel opi ng agent.

(7) CCA (CNET) assigns CCW for the STEP course.
(8) CCWM assigns SME.

(9) Devel oping agent prepares |INMDP within 60 days of
recei pt of the curriculumand reference material.

(10) Devel opi ng agent announces and conducts first |IPR
with the STEP working group. The purpose of the first IPRis to
revi ew and approve the | MDP and POA&M The POA&M wi || address
formative evaluations and the final course pilot. The Course
Devel opment Revi ew Checklist (CDRC) for STEP Courses at the end
of this section will be used as guidance in determning the
adequacy of the proposed course design in the IMDP. Copies of
the I MDP and POA&M shall be distributed to all working group
menbers, and to the designated NETPDTC STEP point of contact, at
| east 1 week prior to the PR  The working group is conposed of
the STEPC or LTA, devel opi ng agent, SME(s), TYCOM representa-
tives, TSA, and programoffice representatives. A NETPDTIC
representative will also be invited to attend the first |IPR

(11) The devel opi ng agent updates | MDP, and provides
m nutes and POA&M to all working group nenbers and to the
desi gnat ed NETPDTC STEP poi nt of contact.

b. Course Devel opnent Stage. Course devel opnent begins
after approval of the IMDP. The devel oping agent wll:

(1) Devel op storyboards/tenpl ates, text, graphics,
ani mati on, audi o, and/or video.

(2) Conduct second I PR with STEP working group. The
second | PR and subsequent |IPRs will be scheduled to review
storyboards/tenpl at es/ sanpl e | essons. Depending on the | ength of
the course, there may be one I PR or several to review this phase
of production. The CDRC at the end of this section wll be used
as a reference during each revi ew

(a) Publish m nutes and update POA&M (send NETPDTC a
copy of m nutes and PQA&M .

(b) Revise course material as required.

(c) Continue to develop the content, inporting
graphi cs, animation, audio, and video as appropriate.
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(3) Conduct third (or subsequent) IPR with STEP wor ki ng
group. |If possible, this IPR may be convened via video
tel econference (VIC). The final |IPR should be the review of the
draft CD-ROM and include results fromthe course pilot. The CDRC
for STEP Courses at the end of this section will be used as
gui dance in determning the adequacy of the course as it is
devel oped.

(a) Publish m nutes and update POA&M (send NETPDTC a
copy of m nutes and PQOA&M .

(b) Revise course material as required.

(c) Wthin 7 days of the revisions, pre-naster the
STEP CD- ROM

c. Approval and Distribution

(1) Devel oping agent forwards final CD-ROMto nenbers of
t he STEP wor ki ng group and NETPDTC for review.

(2) Wthin 30 days after receipt of CO-ROM TYCOM
provi des consolidated review conments from STEP wor ki ng group
menbers via nessage to devel opi ng agent, info CNET, NETPDTC, and
ot her TYCOMs.

(3) The devel opi ng agent incorporates changes to the
final CD-ROM and forwards final course to STEPC for approval.

(4) Wthin 7 days, STEPC approves STEP course and
announces approval via nessage.

(5 Wthin 14 days, TYCOMs announce course approval and
acceptance of the course as neeting formal training requirenents.

(6) Wthin 30 days, the devel opi ng agent provides NETPDTC
Wi th source codes and docunentation required for replication and
di stribution.

(7) NETPDTC will include the course on the next CD ROM
di stribution and archive all course devel opnent materi al s.

3. Life Cycle Manager's Not ebook. The devel opi ng agent w ||
ensure that all aspects of course devel opnent are docunented in a
Life Cycle Manager's Notebook. At the conpletion of the project,
t he devel oping agent will provide a m ninmum of two copies of the
Not ebook for historical documentation purposes, one of which wll
go to the CCOW and one of which will go to NETPDTC.

a. At a mninmm the Notebook will contain the follow ng:
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(1) A copy of the initial DITIS search and the fi nal
DTIS entry

(2) Needs Analysis, Feasibility Report, and any ot her
prelimnary docunentation

(3) Plan of Actions & M| estones (POA&M

(4) Design Docunent portion of the IMDP, with suppl enent
i ncludi ng the nane, version, and vendor of each software package
used in the devel opnent of the course and the m nutes from each
| PR

(5) Screen/Franme Nanme ldentifiers Guide explaining how
i ndi vi dual course screens were identified

(6) Filel/Module Nanmes, with brief description of what
each contains and any other information pertinent to the course

(7) Master Tenplate Index (MIl) describing any course
tenpl ates used

(8) Multinmedia Tracking Log (MIL) listing all nedia
el ements used in the course and the correspondi ng screens on
whi ch they were used

(9) Project D ary docunenting any problens encountered
during devel opnent, along with | essons | earned

(10) Rapid scripts, storyboards, and/or database
structure with content

(11) Source code docunentation, including authoring
system and progranmm ng | anguage code docunentation

(12) Final Course Map and Suppl enental |nformation
(Cwsl), illustrating the overall |ayout and conponents of the
course, and their relationship to each other

(13) Flowcharts indicating the |ogical path the student
will follow and variable settings that wll result as decisions
are made whil e progressing through the course

(14) Preconpiled version of all source code and nedi a
related to the course, on CD ROM

(15) Final course in the format in which it is to be
di stri buted, on CD- ROM
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b. The Notebook and all its docunentation will be delivered
in a paper-based format and also in a digital format on CD ROM
If the size of the course is excessive, the itens specified in
3a(10) above may be delivered in digital format only, as long as
the files are identified and referenced in the paper-based
format. |If space is available, the digital fornmat may be
i ncl uded on the sanme CD-ROM as the preconpil ed version of the
sour ce code.
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COURSE DEVELOPMENT REVI EW CHECKLI ST FOR STEP COURSES

Refer to this checklist for guidance during each PR  Conplete
the checklist during the final IPR for each STEP course and
include it as part of the I PR m nutes.

PART 1. COURSE | NFORMVATI ON

COURSE TI TLE:

REVI EW DATE: a N
CCWM PRI MARY AUTHORI NG’ PROGRAMM NG
PHONE NUVBER: SOFTWARE USED:

COURSE LENGIH

PART 2. COURSE DOCUMENTATI ON

YES NO

1. Approved TPP for devel opnment is on file.

2. Approved TPP for course cancellation is on
file.

3. The Life Cycle Manager's Notebook is conplete
and accurate, and final copies have been
provided to the CCWM and NETPDTC.

PART 3. COURSE SPECI FI CATI ONS AND FORVAT

YES NO

1. Al filenames consist of an ei ght-character
name with a three-character extension (8.3
format), and contain only letters, nunbers or
t he underscore.

2. Al files (including unique drivers) and
folders required for installation and
operation of the course are contained in a
single, main course fol der.
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PART 3. COURSE SPECI FI CATI ONS AND FORNMAT ( CONTI NUED)

YES

NO

The main course folder contains a README file
in a non-proprietary format identifies: course
title; course identification nunber (CIN);
salient features of the course; course length
(in hours); hardware, software and system
setup requirenents; the authoring system
progranmm ng | anguage or applications software
used to devel op the course; the devel opi ng
agency; date of final rel ease; the Course
Curricul um Model Manager (wth contact

i nformation).

The course utilizes the STEP Application
Installation Mbdel to |launch the course
specific installation (i.e., the course icon
is placed in the "STEP Courses" folder on the
desktop, an uninstall file is placed in the
"STEP Uninstall" folder within the "STEP
Courses" folder, command |ine includes course
version verification routine).

All course release CD-ROVs provided are | SO
9660, Mbde 1 conpliant.

The course has been tested and is certified to
run, at a mninmm on Wndows® 95, 98 and NT
(ver. 4.0 and hi gher).

The course has been tested under different

W ndows® Di spl ay screen resol utions, color

pal ettes and font sizes, and display problens
communi cated to the user

Cour se devel opnent, including the Conputer
Managed Instruction (CM) data handling
aspects of the course, conplies with the nost
recent version of the SCORM

(http://ww. adlnet.org/). Indicate if the
course has been AICC certifi ed.

Course text content and nedia references are
primarily stored in a database, from which
they are accessed for display to the user.

10.

Course is designed to be nulti-delivery (i.e.,
the course uses essentially the same content
to deliver training to a stand-al one conputer
LAN or the Internet (i.e. WEB based),
dependi ng on which installation best neets the
needs of the individual comand).
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PART 4. TECHNI CAL CONTENT

NOTE: If you answer NOto itens 1, 2, 3 under TECHN CAL CONTENT,
attach a list of discrepancies. Include |ocation,
docunentation to support the discrepancy, and recomrended
changes.

YES NO NA

1. Course content is technically correct.

2. Course content supports recent changes to the

techni cal docunentation and reference
mat eri al .
3. Test questions are technically accurate.
PART 5. COURSE DESI GN
YES | NO NA

1. Introduction explains how the student
navi gates through the course and the
materials required to conplete the course.

2. Course title, security classification, and
instructions for providing feedback to
CCWM and NETPDTC are accurate.

3. Student | og-on procedure is straightforward,
adequate, and easy to follow

4. Course Overview adequately prepares the
student to return to the bookmarKk.

5. Bookmarking procedures allow the student to
return to an appropriate and adequate
bookmar k.

6. Student can review information in any
sequence.

7. Key points are reinforced during training.

8. Lessons are structured to allow student to
finish in a short amount of time (typically 15
to 20 m nutes).

9. Course is challenging and provides the
student with essential information.

10. Course provides novel and interesting

exanpl es that stress objectives and
mai ntai n student interest w thout
detracting fromthe training.
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PART 5. COURSE DESI GN ( CONTI NUED)

YES | NO NA

11. HELP is conplete, easy to access, and
avai labl e at all tinmes EXCEPT during
testing.

12. Student interacts with the course material and
not just the conputer.

13. Student has the option to review materi al
prior to taking the final exam

PART 6. VISUAL AND AUDI O | NFORVATI ON

VI SUAL | NFORVATI ON i ncl udes: GRAPHICS - digitized photographs,
conput er-generated pictures, diagrans, etc., that do not have
notion. AN MATI ON — conput er-generated pictures, diagranms, etc.
t hat have notion applied (e.g., current noving through a wiring
di agram or a conputer-generated picture of a weapon firing).

VI DEO - series of noving photographs of actual equipnent,
facilities, personnel, etc. AUDIO - digitized sound w thout any
enbedded graphics, aninmation or video.

NOTE: While the STEP hardware configurations (enclosure (8))
specify that a sound card is required, courses should be designed
so that the |lack of a sound card does not cause the course to

| ock up or prevent the student from proceeding.

YES | NO NA

1. Video accurately depicts actual equipnent,
facilities, or personnel.

Vi sual information enhances | earning.

Text enphasi zes visual information.

Sound conpl enents the text and visual nedia.

ap M oW N

Key points of sound and audi o portion of video
are summari zed in text form

6. Lack of sound card or video driver does not
prevent a student from proceedi ng through the
course (i.e., progress is not keyed to
conpl eting an audio or video file/clip).
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PART 7. TESTI NG AND REMEDI ATl ON

YES

GENERAL TESTI NG PROCEDURES

>

Student is provided information on nunber
of questions, tine required to conplete the
test, and m ni mum passi ng score.

Student can nove around wthin the test
and change an answer before it is scored.

Test questions are cross-referenced to an
obj ecti ve.

Test questl ons are constructed in

AnnnvAanana st lh NIN/ENTDAN WA a+ Aandarv Ae

There are an adequat e nunber of questions
to neasure the objectives.

Types of questions/degree of difficulty are
consistent wth the objectives.

PRETEST PROCEDURES{tc \l 5 ""}

Pretest is optional and nay only be
attenpted once.

Pretest thoroughly covers the know edge
obj ecti ves.

For courses 8 hours or |less, the pretest
covers the entire course.

For courses 8 hours or |ess, students may
progress through the pretest as long as the
guestions are answered correctly.

For courses |onger than 8 hours, the
pretest is divided by objectives.

The pretest score is used to generate an
appropriate student track through the course.

Students are not renedi ated on the
pr et est .

A score of 100 percent must be achi eved on the
pretest, or the objective, in order to
be exenpt fromthe correspondi ng | essons.

Pretest questions are randonmy
generated/sel ected and different each tinme a
student | ogs on.
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PART 7. TESTI NG & REMEDI ATI ON ( CONTI NUED)

YES | NO

PROGRESS CHECK PROCEDURES

Progress checks are used to neasure
student understandi ng of the objectives.

Feedback recomrendi ng additi onal study
or practice is provided at the end of
t he progress check.

Test results can be correlated to the
appl i cabl e nodul e for renediati on or
further study.

PERFORMANCE TEST PROCEDURES

Per f ormance objectives are neasured through
si mul at ed exerci ses.

Students are required to conplete al
performance objectives regardl ess of the
pretest score.

Si mul ation depicts actual performance
when possible. |If not, disclainmers are
provi ded.

FI NAL COMPREHENSI VE

A final conprehensive examis given and
measur es student understandi ng of al
obj ecti ves.

Fi nal conprehensive examtest questions
and perfornmance exercises are
gener at ed/ sel ected randomnl y.

REMVEDI ATI ON AND RETESTI NG

St udents who achi eve the m ni mum cutoff score
on the final exam are renedi ated, then
retested on all m ssed itens.

Students failing to achieve the m ni num
cutoff score on the final exam are
remedi ated, then retested on a new exam

11
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PART 8. FEEDBACK & STUDENT CRI Tl QUES

YES

1. Acritique is provided at the conclusion of
t he training.

2. The critique allows the student to rate the
delivery nethod and course content.

3. A working process is in place to provide to
the CCVW CNET, and NETPDTC, on a regul ar
basis for review and anal ysis, all student
critiques, course data, and course statistics
t hat have been gat hered.

4. Upon successful conpletion of the course, the
student has the option of printing, at a
mnimum a Certificate of Conpletion and a
Page 4 with course and student-specific data

filled in.
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TESTI NG PROCEDURES FOR STEP COURSES

1. During the devel opnment/revision process the foll ow ng gui de-
lines will be used for all STEP courses.

a. Types of Tests. For the purpose of STEP the foll ow ng
types of tests or evaluation nethods will be used.

(1) Diagnostic Pretests. Pretests are required to allow
the student to challenge or accelerate through the course or
portions of the course. Additional guidelines for pretesting are
contained in paragraphs b and c bel ow.

(2) Progress Checks. Progress checks are designed to
measure the student's acconplishnment of the objectives. Progress
checks will be adm nistered at intervals determ ned by the
devel opi ng agent and are based on the conplexity and | ength of
the material .

(3) Final Conprehensive Exam These tests are the only
tests that are scored for the student. The m nimmcutoff score
for STEP courses is 70. The cutoff score is the score bel ow
whi ch the student will be forced to retake the entire exam and
at or above which the student wll be renedi ated on questions
m ssed until a score of 100 percent is achieved. The cutoff
score may be higher if deened appropriate by the CCMM and t he
devel opi ng agent. The mninmum cutoff score will be identified in
the I MDP. Final conprehensive exans will be randomy generated
each time a new student takes the course. As with pretests, it
may be desirable to neasure student performance through
successful conpletion of the entire final conprehensive exam or
objectives within the exam The nethod used will determ ne the
| evel of renmediation and retest required.

b. General Diagnostic Pretesting Procedures

(1) Pretests will be developed for all STEP courses.
Pretests nust be conprehensive enough to thoroughly cover each
objective. Pretest scores will not be provided to the student
and need not be stored for other than anal ysis purposes. The
requi renment for the student to take a pretest is optional.

(2) To successfully accelerate through the course, the
student nust achieve 100 percent on the pretest. Depending on
t he nunber of objectives and the length of the training, it may
be desirable to pretest the entire course or pretest on
objectives wwthin the course. The follow ng options apply:

(a) For STEP courses with an estimated | ength of 8
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hours or less in duration, pretesting the conplete course nay be
preferable. 1In this instance, the first tinme the student m sses
a question the pretest is termnated and the student will be
referred to the course nenu to conplete the training.

(b) For courses with an estimated | ength of nore than
8 hours, developing a pretest for objectives may be preferable.
In this instance, the student will be allowed to progress through
each objective. The nenu will reflect the | essons the student is
exenpt fromtaking.

(c) The type of pretesting nmethod used will be agreed
upon by the working group during the first PR and identified in
t he | VDP

(4) I'n order to reduce the chances of pretest conprom se,
no renediation wll be given on the pretest.

(5) Pretest questions wll be randomy generated froma
t est bank.

(6) If 100 percent is achieved on the pretest or objec-
tives within the pretest, the student has the option of conplet-
ing the course or portions of the course, or going directly to
the post test or final conprehensive exam

c. Pretesting Procedures for Courses Containing Both Know -
edge and Application Objectives

(1) Pretests will be devel oped for the know edge objec-
tives in the course only. |If 100 percent is achieved on the
knowl edge pretest, the student is directed to conplete the
application portion of the course.

(2) The student has the option of review ng the know edge
| essons prior to taking the application | essons.

(3) Once the application | essons are conplete, the
student may progress to the final conprehensive test.

(4) The final conprehensive test will cover both know -
edge and application objectives.

d. Ret est and Renedi ati on Procedures

(1) As required by NAVEDTRA 135A, all m ssed test ques-
tions nmust be reviewed to ensure the student conpletely under-
stands the material. This revieww || be acconplished through
the renedi ati on process.
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(2) For progress checks, renediation (review of materi al
m ssed) will occur inmediately after the student's second unsuc-
cessful attenpt to answer the question. For true/false ques-
tions, the student will be renediated on the first incorrect
attenpt. |If the student still answers the itemincorrectly after
remedi ation, the correct answer will be provided to the student.

(3) For final conprehensive exans, students will be
remedi ated on all mssed itens regardl ess of the score.
Renmedi ation will occur at the end of the test. Menus can be used
to indicate how many itens were m ssed and direct the student
back to the material for renmediation, or renediation on m ssed
itenms can be provided directly.

(4) Retesting only occurs for the final conprehensive
test. Students scoring below the m nimum cutoff score on the
final conprehensive test will be retested on the entire exam A
new examw || be randomy generated for this purpose. Students
scoring above the mnimum but less than 100, will be retested
only on the mssed itens. Retest and renediation will continue
until of score of 100 is achieved.

(5 Grades will be recorded as foll ows:

(a) Students scoring below the m ni mum passi ng score
are required to retake the conplete exam and a separate score
mai nt ai ned for each attenpt.

(b) Students scoring above the mninmum only the
original test score will be recorded; however, students are
required to renediate and retest until all questions are answered
correctly.
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HARDWARE AND SOFTWARE REQUI REMENTS

1. In order to produce the highest quality STEP packages, the
Navy must exploit state-of-the-art advances in technology. At
the sanme tine, the introduction of innovative training packages
must be balanced with fleet custonmers' ability to run the pro-
grans on existing equipnent. Wth this in mnd, STEP courses
w Il be devel oped to operate on the follow ng system As previ-
ously devel oped STEP courses are revised, they will be devel oped
to this m ninmm

- Central Processing Unit (CPU): Intel Pentium 133 MHz or
equi val ent

- Random Access Menory (RAM: 16 MB (W ndows 95/98), 64 MB CH 1
(W ndows NT)

- Graphics Adapter: SVGA, capable of at | east 640X480 and
800X600 screen resolution with high color (16 bit) option. 2MB
on- board DRAM

- Mass Storage Media: The STEP Installation Programrequires
3 MB of free space on the Hard Drive. Each course requires an
additional 3 MBto 30 MB of free space when the course is
installed to run fromthe CD-ROM Wil e space required to
downl oad a course to the Hard Drive and run it w thout the CD ROM
varies with the course, in all cases free space requirenents wll
increase significantly.

- 3.5 inch floppy drive, 1.44MB capacity or greater

- Conpact Di sk Read-only nenory (CD-ROM): one 6X (900 Kb per
second transfer rate), 5" CD-ROM drive with cache of 256K or
greater, 195 ns access tine or |ess.

- XY input device: nouse or trackbal

- Audio: 16 bit soundboard, Soundbl aster conpatible, MPU 401
conpliant, wth external speakers or headphones. Audio recording
and pl ayback rates 4-44.1 Khz stereo.

- Operating System Wndows® 95, 98, or NT (ver. 4.0 or
hi gher)

2. \Wile the system descri bed above wll serve to neet m ni num
training needs for the immedi ate future, the installation of

Li brary Multinmedia Resource Centers (LMRCs) and Aut omat ed

El ectronic O assroonms (AECs) will continue to provide the STEP
program w th access to increasingly higher |levels of technol ogy.
As of Cctober 1999, the m nimum configurations being specified
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for new equi pnment include the foll ow ng:

- Central Processing Unit (CPU): Intel PentiumlIll 450MHZ (or
greater); 100MHz Bus

- Random Access Menory (RAM: 256MB ECC DRAM (2 DI MMVB);
100Wnhz

- 512k cache

- Graphics Adapter: SVGA, capable of at | east 640X480 and
800X600 screen resolution with high color (16 bit) option. 2MB
on- board DRAM

- Mass Storage Media: 9GB Hard Drive (7200 RPM or greater)

- 3.5 inch floppy drive, 1.44MB capacity or greater

- Conpact Di sk Read-only nenory (CD-ROM: one 32X (or
greater)

- XY input device: nouse or trackbal

- Audio: PCl Sound Card (Soundblaster 128 or equal) wth
external speakers or headphones. Audio recording and pl ayback
rates 4-44.1 Khz stereo.

- Operating System Wndows® 95, 98, or NT (ver. 4.0 or
hi gher)
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