FAA ACADEMY INSTRUCTOR PERFORMANCE STANDARDS
Major Job Responsibility - General Performance
Outcome (Primary) - All employees understand and comply with the basic performance tenants of working in the FAA Academy.  

Expectations - Mandatory

a. Adheres to EEO and FAA Affirmative Action policy in order to support the  

organizational outcome(s) and expectation(s) for MWE. 

b.  Academy Time and Attendance Program (ATAP) & Activity Data Tracking System 

(ADTS) reporting must be accurate and timely.

c. Complies with organizational branch Physical Security and Information Security

requirements and takes action to report loss, theft, or disappearance of physical 

property in the work area.

d.  Complies with organizational branch energy action plan.   

e.
Reviews end-of-course/post-course evaluation questionnaires to identify and initiate appropriate action(s) to improve customer satisfaction.

f.
Meets task and project deadlines within 5% of assigned timeframes unless otherwise coordinated [with supervisor] in advance.  

g. Exhibits positive and professional work behavior with all customers and co-workers.

h. Adheres to FAA Travel Policy when travel is required.

Organizational Goals/Objectives

Link to the FAA Academy Strategic Plan:

Critical Success Factor #1 - Manage and Improve the Organizational Climate

Critical Success Factor #2 - Respond quickly to the needs of our customers and provide for those needs in such a way that we continuously improve customer satisfaction. 

Critical Success Factor #3 - Manage and improve the efficiency of Academy product and services.

Major Job Responsibility - Contact (Lecture and/or Laboratory)
Outcome (Primary) - Training is delivered to students in appropriate subject matter, both technical and non-technical, in resident and/or non-resident environment(s).

Expectations - Mandatory

a.  Instruction is conducted IAW approved lesson plans. 

b.  Course material is presented in a clear and concise manner with minimal clarification 

      required.

c.  Student participation is obtained through the use of interactive items (worksheets, 

     laboratory exercises etc.) and oral questions. 

d.  Appropriate evaluation techniques are used to measure students’ mastery of course

     objectives.   

e.
Training aids and materials are used to clarify and reinforce student understanding of the course material.

f.
Approved class schedule time frames are maintained.  

g.
A suitable learning environment is maintained during instruction (physical

      environment, model work environment (MWE), disruptions, student behavior).

h.   Appropriate training techniques are used in laboratory settings.  

Organizational Goals/Objectives
Link to the FAA Academy Strategic Plan:

Critical Success Factor #1 - Manage and Improve the Organizational Climate

Critical Success Factor #2 - Respond quickly to the needs of our customers and provide for those needs in such a way that we continuously improve customer satisfaction.

Critical Success Factor #3 - Manage and improve the efficiency of Academy product and services.

Major Job Responsibility - Preparation

Outcome (Primary) - Instructor, equipment and materials are prepared prior to training delivery.  

Expectations - Mandatory

a.  Instructional material is reviewed and studied for the purpose of effective instruction. 

b. Available resources and training are effectively used to maintain currency/proficiency relating to area(s) of responsibility.

c. Validates and prepares class materials used to conduct training and takes prescribed actions to correct deficiencies. 

d. Verifies readiness and prepares facilities and equipment to maximize the utilization of time and resources. 

e. Maintains proficiency with training aids and equipment.

Organizational Goals/Objectives:

Links to the FAA Academy Strategic Plan mission statement.

Critical Success Factor #3 - Manage and improve the efficiency of Academy products and services. 

Major Job Responsibility - Revision & Development

Outcome (Primary) – All course materials will be complete, current and correct prior to the beginning of training. Instructor applies knowledge of the appropriate ISD process while revising, reviewing and developing courseware.

Expectations - Mandatory (For any revision & development assignment)

a. Applies the phases of the Instructional System Design (ISD) process or other established Academy revision and development guidelines to the development and/or revision of new or existing courseware. 

b. Serves as subject matter expert for development and/or major revision of courseware, as tasked.

c. Meets established time frames for revision and/or development project completion.

Expectations - Non-Mandatory (Assigned where applicable)

d. Coordinates with supervisor, peer instructors, Instructional System Specialists (ISS), and Line of Business/Staff Office (i.e. AT, AF, FS) prior to major revision or development of courseware.          

e. Review, correct and update all training materials (resident and distance learning), including master copies and exams, for accuracy and currency prior to course delivery.

f. Maintains and updates instructor and student copies of reference materials (such as orders, guidelines, equipment modifications, policies, procedures) within 30 days of receipt of updates.

Organizational Goals/Objectives

Links to the FAA Academy Strategic Plan:

Critical Success Factor #3 - Manage and improve the efficiency of Academy product and services.

Major Job Responsibility - Course Management

Outcome (Primary) - Course material(s) will be maintained to a consistent level of readiness, accuracy, and reflect the most recent changes/updates/modifications. 

NOTE: All expectations below must be accomplished. They do not all have to be accomplished by a single person. Select the expectation(s) based on individual work assignments. 

Expectations - General

a.  Serves as the point of contact (POC) and maintains currency of the assigned course(s). 

b.  Updates the description of course assuring it reflects the current content of the course.

c.  Verifies the prerequisites needed to enroll in the course are identified and match the

     requirements of the course. (Not completion verification)

d.  Identifies and submits any needed changes to the supervisor/manager for forwarding to 

     Headquarters (if applicable).

e.  Verifies the classroom, any associated training equipment, and supplies are ready to   

      conduct training. 

Expectations - Course Content

f. Maintains a master copy of all course materials (resident and distance learning) and ensures changes are incorporated into the material.

g. Follows established processes to conduct revision and development efforts. 

Expectations - Course Material

h. Incorporates all corrections and updates prior to prior to printing and distribution. 

i. Coordinates with management to assure an adequate supply of course material is ordered/printed based on the anticipated usage. 

j.  Coordinates with an ISS to ensure written exams (including bypass), and performance 

     tests are valid and traceable to the course outcomes.

Expectation - Class Schedule

k.  Develops and submits a "draft" class schedule to the supervisor/manager ____ days 

     prior to the beginning of each class. 

Expectation - Administration

l.  As required, coordinates with supervisor/manager for pre/post course meeting(s).

m. Submits final class grades to appropriate Academy office.

n.  Completes class roster.

o.  Identifies the need for resources and communicates these to the supervisor/manager.

p. Reviews end-of-course and post-course critiques at the conclusion of each class and 

      proposes recommendation(s) for improvements to the supervisor/manager. 

Organizational Goals/Objectives

Links to the FAA Academy Strategic Plan:

Critical Success Factor #3 - Manage and improve the efficiency of Academy product and services.
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