04 February 2004

Standing Operating Procedures:  U. S. Army Medical Department Center and School (AMEDDC&S) Critical Task Selection Board (CTSB)

1.   This document serves as the Standing Operating Procedure for preparatory and operational procedures relating to AMEDDC&S CTSBs.  It is organized into five sections: (1) Board Composition, (2) Preparation Procedures, (3) Team actions prior to board meeting, (4) Onsite board procedures, and (5) Job Analysis Team actions after board adjourns.

2.   Board Composition: 

a.   Chairperson.

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

(2)   Convenes and controls the Task Selection Board.

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

(4)   Selects board members with development team.

(5)   Leads the discussion on critical task selection.

(6)   Advises the board on procedural matters.

b.   Subject Matter Experts.

(1)   Voting members.

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

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

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

c.   Training Developer or Instructional Systems Specialist.

(1)   Non-voting member.

(2)   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.

d.   Evaluator.

(1)   Nonvoting member.

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

(3)   Ensures task title meets the established standards.

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

3.   Preparation procedures.  As a board member, you must now study the task list and survey data contained in enclosure 4, apply critical task selection criteria to the tasks on the total task inventory, and determine which tasks on that list are critical.  Before coming to the meeting:

a.   Study the provided annotated task list at enclosure 4.

b.   Prepare your selection/non-selection rationale for discussion at the board.

c.   Prepare any recommendations for title changes or additions.  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.  A brief summary of this guidance is in enclosure 2.

4.   Team actions prior to board meeting:

a.   Prepare documents and distribute to board members.

b.   Prepare meeting site.

c.   Handle board member inquiries before and during the board meeting.

5.   Onsite board procedures:

a.   Chairperson will:

(1)   Convene and adjourn the meeting.

(2)   Poll the voting members on each task.

(3)   Lead discussion and debate when necessary.

(4)   Limit discussion to time available.

b.   Training developer or Instructional Systems Specialist will:

(1)   Explain the total task inventory. Specifically, explain the –

(a)   Item No.  This is an administrative number used for survey and analysis tracking purposes.  The number is used to quickly locate additional task data if we need it during the board meeting and for follow-on work.  A proper task number is assigned before the tasks are published.

(b)   Task Title.  This is exactly how the task was presented to the surveyed soldiers in the field.  Some are excellent examples of properly written tasks, and some are not.  In any case, the board members must make judgments based on the data, and recommend rewording at the board meeting. 

(c)   Task Performance Factor.  

· Performance Training Emphasis (TE).  The tasks are listed in order of highest Act TE rating, to lowest, for each skill level.  This will give you an idea of the order of importance of each task to the supervisors in the field.  Those at the top are ‘probably’ critical – those at the bottom are ‘probably not’.  However, look at all tasks with a low TE as still being a critical task.

· Percent performing.  The data in this column tells how many of the soldiers in the field are actually performing the task. 

(d)   Critical task.  Make the decision as to whether or not a specific task is critical.  Remember, a critical individual task is "An individual task an individual must perform to accomplish their mission and duties and to survive in the full range of Army operations”. 

Note:  You are NOT deciding where a task will be trained.  A critical task must be trained somewhere, somehow.  The training may take place in the unit, in the institution, or through self-development.  A vote of “YES” does not automatically mean that the task will be taught in the school.  Only tasks that are too difficult, or too important to train in the unit, are taught in our schools.

(e)   Level decision.  (Include if this analysis covers more than one skill level.)  Determine the appropriate skill level where the task should be performed. 

(2)   Provide guidance as appropriate throughout the board proceedings.

c.   Board members must: 

(1)   Remain focused and concentrate on issues.

(2)   Provide appropriate, definitive comments.

(3)   Vote on each task listed.

(4)   Nominate new tasks.  If there are any tasks missing from the data, nominate them before, or at, the board meeting.  

d.   Voting procedures: 

(1)   A majority vote is required to nominate a task as critical.

(2)   If board members’ votes result in a tie, the chairperson casts the tie-breaking vote.

6.   Job Analysis Team actions after board adjourns:

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

b.   Obtain approval of the task list from the commander/commandant.

c.   Inform board members of final results.

d.   Publish the approved critical task list.
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