Letter head

Subject:  Critical Task Selection Board for Enter the name of the job or duty position being analyzed.

1.   Congratulations on your selection as a voting member of the Individual Critical Task Selection Board for Enter the name of the job or duty position being analyzed.  This board must study provided task survey information and recommend to Enter the name of department for which the commander, commandant, or approving authority those tasks that are critical to soldier performance and successful performance of unit missions.  This is a very important action, and what you and your fellow board members decide will affect the Army for many years.  A listing of your fellow board members, and other personnel involved in this action, are identified in attachment 1.

2.   First, you need to study the definitions of terms and purpose of the board provided in attachment 2.  Then, you need to comply with the procedure delineated therein.

3.   If you have any questions concerning this action, contact Enter the name of the point of contact, DSN: Enter the DSN phone number for the point of contact, Commercial phone: Enter the commercial phone number for the point of contact:  (###) ###-####, e-mail address: Enter the e-mail address for the point of contact.

Encls
Signature block

1.  Personnel involved

2.  Board organization and procedures

Subject:  Personnel Involved

Development Team:

     Proponent:      
     ARI:      
     HQ TRADOC:      
Board Members:

Name

Phone

DSN No.
E-mail Address
Chairperson:

     

     

     

     
Training Development Advisor

     

     

     

     
Voting members

     

     

     

     
Quality Assurance/Quality Control member:

     

     

     

     
Board Support Personnel:

     

     

     

     
Minute recorder:

     

     

     

     
Coordinator:

     

     

     

     
Subject:  Board Organization and Procedures

1.   Background:  The Army’s peacetime mission is to prepare for war, and a large part of the preparation is training.  Our soldiers are our greatest assets.  They must be the best-trained soldiers in the world -- trained to fight and win on the Battlefield of Tomorrow.  The Army uses a tried and proven systematic process to insure the quality of individual training.  This process is called the Systems Approach to Training (SAT).  Due to your unique qualifications, you are now part of this process, and will be involved in applying the critical task selection step required in SAT.  You are involved in the conduct of an analysis to identify the individual common critical tasks (skill levels 1-4) which soldiers must be able to perform to successfully do their jobs.

2.   Definitions:  You must know the following definitions to fully accomplish your job as a board member. 

Individual task - The lowest behavioral level in a job or duty that is performed for its own sake.  Individual tasks include common skill level and soldier tasks.
Common skill level task is an individual task performed by every soldier in a specific skill level, regardless of MOS or branch, e.g., a task performed by all captains.

Common soldier task is an individual task performed by all soldiers, regardless of rank.

Note:  There are common soldier tasks that apply to all Army civilian employees as well, e.g., Maintain Security of Classified Information and Material. 

Critical individual task is a task an individual must perform to accomplish his/her mission and duties and to survive in the full range of Army operations.  Critical tasks must be trained.  Types of tasks that can be identified as critical include common skill level and common soldier tasks. 

Note:  A critical task is usually assigned (listed) at the lowest skill level performing the task. 

Shared task - An individual task performed by soldiers from different jobs and/or different skill or organizational levels.  Shared tasks are usually identified when conducting an analysis of a specific job.

3.   How we got to where we are:

a.   The organization who compiled the TTI-led development team compiled total task inventories showing all the individual tasks that all soldiers at skill levels 1 through 4 perform.  The inventories were derived from various sources, including existing task lists, references, and soldiers.

b.   Next, organization who conducted the Job Analysis Survey (J1) conducted a survey.  This survey was created using the total task inventory, and task performance survey data was collected from soldiers on each task.  Of the number of surveys distributed survey forms mailed, over number of surveys collected were completed.  The survey collected TE and Frequency of Performance data that was analyzed and provided to the development team.  The TE scale used was 1 – 7, with 7 being the highest.

c.   The team established task selection criteria and applied that criteria to the analyzed survey data.  If a task received a TE rating greater than 5, it was listed as ‘probably’ a critical task; if less than 2, it was listed as ‘probably not’ a critical task.  Those tasks rated between the 2 and 5 were looked at closely by the board members.
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d.   We must now convene a critical task selection board.  

4.   Board makeup:

a.   The purpose of the board is to identify and nominate individual tasks as critical, and submit those decisions to the approving authority.

b.   Board organization:

(1)   Chairperson.

(a)   Nonvoting member, except in cases of tie vote.

(b)   Convenes and controls the Task Selection Board.

(c)   Ensures adequate Active Component (AC) and Reserve Component (RC) representation.

(d)   Selects board members with the development team.

(e)   Leads the discussions on critical task selection.

(f)   Advises board on procedural matters.

(2)   Subject Matter Experts (must include AC and RC members).

(a)   Voting members.

(b)   Recommend changes, (i.e., rewording, combining, additions, or deletions of tasks to the total task inventory).

(c)   Provide technical information and advice to the board.

(d)   Determine criticality of each task based on the task selection criteria.

(2)   Training Developer.

(a)   Nonvoting member.

(b)   Advise board on educational, analysis, and procedural matters, to include explaining the TD process, especially task selection process, task and critical task definitions, task performance data, and task selection criteria.

(3)   Evaluator.

(a)   Nonvoting member.

(b)   Ensures recommendation of tasks as critical or noncritical, based on appropriate task selection criteria.

(c)   Ensures task title meets the established standards.

(d)   Ensures the critical task selection board complies with policy.

5.   Your preparation procedures.  As a board member, you must now study the task list and survey data, apply critical task selection criteria to the tasks on the total task inventory, and determine which tasks on that list are critical.  Before you come to the meeting:

a.   Study the provided annotated task list.

b.   If, in your opinion, the tasks that have a TE < 2 are not critical tasks, submit your NO vote.  These are the tasks that are categorized as ‘probably not’ critical tasks because of their LOW TE rating.  You should submit a YES vote for those you think are critical, even though they received a low TE.  Prepare your rationale for discussion at the board.

c.   Submit your YES/NO vote on all tasks with a TE > 2 or < 6.

d.   If, in your opinion, the tasks that have a TE > 6 are critical tasks, submit your YES vote.  These are the tasks that are categorized as ‘probably’ tasks because of their HIGH TE rating.  Submit an NO vote for those you think are not critical, even though they received a high TE.  Prepare your rationale for discussion at the board. 

e.   Submit any recommendations for title changes or additions, to point of contact for survey administration, DSN DSN number for point of contact; commercial number for point of contact with area code, email address for point of contact, at least two weeks prior to the board meeting date.  Your recommendation must be IAW task writing guidance defined in TRADOC Regulation 350-70, chapter VI-1, Job Analysis.  This regulation is available on the TRADOC homepage at http://www.tradoc.army.mil/tpubs/regs/r350-70/index.html.

f.   Be fully prepared to discuss any points or issues you want to raise at the board.  In the past, these boards have taken 4-5 days because of raising previously resolved issues, trying to change task titles to unacceptable titles, and not having the task list categorized. 

6.   Team actions prior to board meeting:

a.   Tabulate board member votes.

b.   Prepare documents.

7.   Onsite board procedures:

a.   Chair will:

(1)   Call for acceptance of all tasks with a TE greater than 6 to be accepted as critical tasks.  Discussion on any NO votes received will be conducted.

(2)   Chair will call for rejection of all tasks that has a TE less than 2.  Discussion on any NO votes received will be conducted.

(3)   Lead discussion on tasks with TE less than 2 but greater than 6.

b.   Board members must:

(1)   Remain focused and concentrate on issues.

(2)   Provide appropriate, definitive comments.

8.   Team actions after board adjourns:

a.   Prepare documentation.  Prepare approving memorandum with complete recommended task list to the Training/TD (Task) Proponent commander/commandant for approval.

b.   Obtain approval of the task list from the DCST.

c.   Inform board members of final results.

