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FOREWORD

The Computer-Based Instructional Systems Team of the US Army Research
Institute for the Behavioral and Social Sciences performs research and develop-
ment in the area of educational technology that applies to military training,

Of interest are methods for training individuals to develop and utilize instruc-
tional courseware in reasonable time, at acceptable cost, ARI research in
this area is conducted under Army Project 2Q263743A794, FY 80 Work Program.

This Research Product is one of a series of 10 volumes designed to provide
guidance on the application of the Instructional Systems Development model.
The work was accomplished by Mr. Russel E. Schulz and Mrs. Jean R. Farrell,
Human Resources Research Organization, Contract No. DAHC19-78-C-0010 and
personnel of the ARI Manpower and Educational Systems Technical Area. Person-
nel from the Directorates of Training Development at Ft. Belvoir, VA and Ft.
Gordon, GA provided assistance in the evaluation of the work.
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JOB AID MANUALS FOR PHASE I-ANALYZE OF THE INSTRUCTIONAL SYSTEMS DEVELOPMENT
MODEL

BRIEF

Requirement:

To develop a series of job aids for the activities identified in the
Instructional Systems Development Model (ISD, TRADOC Pamphlet 350-30).

Procedure:

A series of job aids were designed and developed for each of the five
phases of the ISD model: ANALYZE, DESIGN, DEVELOP, IMPLEMENT, and CONTROL.
Each job aid is comprised of Descriptive Authoring Flowcharts and a Job Aid
Manual vhich provide specific guidance; examples, and references necessary
produce the product specified by the ISD Block it covers.
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Utilization:

These job aids will be used by military training personnel in meeting the
requirements of the ISD model,
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WHAT ARE JOB AIDS?

e Job Aids are intended to be stand-alone, step-by-step procedural guides which
we hope will permit you to tum out quality instructional products quickly
and easily. We also hope that they will be equally useful to individuals at all
experience levels of the instructional systems development process.

® Job Aids are intended to address real needs. Prior to the development of the
Job Aids, instructional technology personnel (individuals like yourseif) at the
U.S. Army Signal Center and the U.S. Army Engineer School were surveyed to
determine specific ISD needs—those areas in which they had the greatest need for
assistance and information. Emphasis was placed on satisfying these needs in the
development of the Job Aids.

® Job Aids use the same classification system for identifying the activities that
must be performed in instructional systems development (ISD) as does
TRADOQC Pamphiet 350-30 (Interservice Procedures for Instructional Systems
Development).

WHAT IS THE CLASSIFICATION SYSTEM USED IN TRADOC
PAMPHLET 350-30 AND JOB AIDS?

¢ TRADOC Pamphlet 350-30 suggests that instructional systems development be con-
ducted in five phases:

~ Analyze

~ Design

— Develop

— Implement
— Control

e For those of you who are unfamiliar with TRADOC Pamphlet 350-30 we suggest
you read the brief description of each phase of the ISD process as shown in
Table 1. In the TRADOC Pamphlet each ISD phase is divided into specific
activities called ISD blocks. Table 2 shows these ISD blocks and Table 3 shows
the outcome of each block.

® Job Aids cover the activities required for the first three phases of the
TRADOC Pamphlet (i.e., Analyze, Design, and Develop instructional systems).
The Aids cover each ISD block within these phases except for ISD Block 1.1,
Analyze Job.
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Table 1

FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVELOPMENT (ISD)

THE FIVE PHASES ARE:

Inputs, processes, and outputs in Phase | are all based on job information. An inventory of job
tasks is compiled and divided into two groups: tasks not sslected for instruction and tasks
selected for instruction. Performance standards for tasks selected for instruction are determined
by interview or observation at job sites and verified by subject matter experts. The analysis of
existing course documentation is done to determine if all or portions of the analysis phase and
other phases have asiready been done by someone eise following the 1SD guidelines. As a finai
analysis phase step, the list of tasks selected for instruction is analyzed for the most suitable
instructiona! setting for each task.

Beginning with Phase 11, the ISD model is concerned with designing instruction using the job
analysis wiormation from Phase i. The tirst step is the conversion ot each task selected for
training into a terminal learming objective. Each terminal learning objective 1s then analyzed t0
determine leaming objectives and learning steps necessary for mastery of the terminal learning
objective. Tests are designed 10 match the learning objectives. A sampie of students is tested to
insure that their entry behaviors match the ilevel of learning analysis. Finally, 2 sequence of
instruction is designed for the learning objectives.

The instructional development phase begins with the classification of learning objectives by
learning category so as to identify learning guidelines necessary for optimum lesrning to take
place. Determining how instruction is tC be packaged and presented to the student is
accomplished through a media selection process which takes into account such factors as
learning category -and guideline, media characteristics, training setting criteria, and costs.
Ingteuctional management plans are developed to allocate and manage ail resources for
conducting nstruction. instructional materials are selected or developed and tried out. When
matenais have been validated on the basis of empiricai data obtained from groups of typical
students, the course 1s ready for impiementation.

Staff training is required for the impiementation of the instructional management plan and the
instruction, Some key personnel must be trained to be managers in the specified management
plan. The instructional statf must be trained to conduct the instruction and coliect evaluative
data on all of the instructional components. At the completion of each instructionsl cycle,
management staff should be sbie to use the collected information to improve the instructional
system.

Evaluation and “evision of instruction are carried out by personne! who preferably aré neither
the instructional designers nor the managers of the course under study. The first activity
{internal evaluation) is the analysis of learner performance in the course to determine instances
of deficient or irrelevant instruction. The evaiuation tesm then suggests solutions for the
problems. In the external evaluation, personnel assess job task performance on the job to
determine the actual performance of course graduates and other job incumbents. Al coflected
data, internsl and extarnal, can be used as Quality control on instruction and as input to any
phase of the system for revision.




Table 2

1SD BLOCKS IN EACH OF THE FIVE ISD PHASES

THE BLOCKS IN EACH PHASE ARE:
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THE OUTCOMES OF THE BLOCKS ARE:

. alist of tasks performed in a particular job.

. alist of tasks selected for training.

. ajob performance measure for each task selected for instruction.

. an analysis of the job analysis, task selection, and performance measure
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Table 3
OUTCOMES OF ISD BLOCKS

construction for any existing instruction to determine if these courses are
usabie in whoie or in part.

. selection of the instructional setting for task selected for instruction.

. a learning objective for and a learning analysis of each task selected for

instruction.

. test items to measure each learning objective.
. atest of entry behaviors to see if the original assumptions were correct.
. the sequencing of ali dependent tasks.

. the dassification of learning objectives by learning category and the

identification of appropriate iearning guidelines.

. the media selections for instructional deveiopment and the instructional

management plan for conducting the instruction.

. the analysis of packages of any existing instruction that meets the given

learning objectives.

. the development of instruction for all learning objectives where existing

materiails are not available.

, field tested and revised instructional materials.

. documents containing information on time, space, student and instructional

resources, and staff trained to conduct the instruction.

. @ completed cycle of instruction with information needed to improve it for

the succeeding cycle.

. data on instructional effectiveness.
. data on job performance in the field.

. instructional system revised on basis of empirical data.
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WHAT SOURCES OF INFORMATION WERE USED IN THE
DEVELOPMENT OF JOB AIDS?

e Job Aids are not just a re-hash of TRADOC Pamphlet 350-30. We use the
same classification system for ISD phases and the blocks within the phases
as does the TRADOC Pamphlet. However, the guidance and information provided
in the Job Aids come from a veristy of sources, the TRADOC Pamphlet being
only one such source. We have gathered information from any source that we
could Jocate. If the information was judged to be good it was included in the
Job Aids. In some instances the information in the Job Aid is based solely on the
educational technology experience of the project staff. s

o

e It is not within the scope of this Introduction to list all sources of information
examined or used in the development of the Job Aids. However, in addition
to TRADOC Pamphlet 350-30 examples of other sources of information would
include the following types:

~ TRADOC Circulars
~— DA Pamphlets

~ Printed Guidance prepared by TRADOC Schools (e.g., U.S. Army
Signal Center)

— Army Research Institute Documents
~— HumRRO publications
— Other military and civilian agencies
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WHAT
THEY CONSIST OF?

.

JOB AIDS ARE PRESENTLY AVAILABLE AND WHAT DO

There are thirteen Job Aids presently available. Each Job Aid is comprised
of two documents. A brief description of each is provided below: (A
complete description of how to usc each is given on the pages that follow.)

— Descriptive Authoring Flowcharts. The Descriptive Authoring Flowcharts (usually
referred to as Flowchart Manuals) are the primary documents used in the
Job Aids. They direct the user to specific guidance, examples and references
provided in the Job Aid Manuals.

— Job Aid Manuals. As stated above, the Job Aid Manuals provide the specific
guidance, examples and references necessary to produce the product specified
by the ISD Block they cover. In addition, each Job Aid Manual contains one
or more Worksheets to use in the development of the product.

Another important part of the Job Aids package is of course the document
you are presently reading, Introduction to the Use of Job Aids and Job
Aid Resource Manual.

The specific Job Aids available are: (Flowchart Manual and Job Aids Manual
for each).

— Job Ajd for Selecting Tasks for Training (ISD 1.2)

— Job Aid for Conducting Task Analysis (ISD 1.3)

— Job Aid for Analyzing Existing Courses (ISD 1.4)

— Job Aid for Selecting Instructional Settings (ISD 1.5)

— Job Aid for Developing Objectives (ISD I1.1)

— Job Aid for Developing Tests (ISD 11.2)

— Job Aid for Describing Entry Behavior (ISD I1.3)

— Job Aid for Determining Sequence and Structure (ISD I1.4)

— Job Aid for Specifying Learning Events and Activities (ISD III1.1)

— Job Aid for Specifying Instructional Management Plan and Delivery
System (ISD II1.2)

— Job Aid for Review and Selection of Existing Materials (ISD II1.3)
— Job Aid for Developing Instruction (ISD II1.4)
— Job Aid for Validating Instruction (ISD III.5)
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WHAT ARE THE MAIN PARTS OF THE FLOWCHART MANUAL?
e Scan through a few pages of your Flowchart Manual. Observe the following:

— Flowchart symbols used

— Instructions or questions within the flowchart symbols

— Supplemental information opposite most of the flowchart symbols
— Flowchart block and page numbering system

‘ e For a complete description of each of the main parts of the Flowchart Manual
see the pages that follow,
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WHAT FLOWCHART SYMBOLS ARE USED IN THE FLOWCHART MANUAL?

o Flowchart Symbols

— Only five symbols are used in the Flowchart Manual. These symbols and the
instructions within them act as a road map to lead you step-by-step through
the process of developing your particular product. We believe that after you
have gotten used to using the Flowchart Manual you will find it a very useful
control document. The five symbols used are as follows:

Start-Stop Symbol — Indicates either the start or stop
of the activities called for in the
Flowchart Manual.

Decision Symbol — Indicates that you must make a

decision at this point which will
determine the path that you take
thru the Flowchart Manual.

Manual Symbol — Indicates that you are to refer to
the Job Aid Manual for specific
additional guidance or instruction
shown in the symbol.

Rectangle Symbol — Indicates an activity that must be
performed but does not require
specific additional guidance or
instruction in the Job Aid Manual.
(In some cases the user is given
the option of going to the Job
Aid Manual to see a completed
example of the activity called for
in the rectangle symbol).

Go To Symbol — Indicates a branch to some other
flowchart block. The branch will
either be to a previously encountered
block or will jump you over blocks
that can be omitted.
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WHAT INSTRUCTION IS PROVIDED WITHIN THE FLOWCHART
SYMBOLS?

e Each flowchart symbol except the Decision Symbol contains a brief statement
of the activity that you are to perform. If this activity requires the completion
of part of a Worksheet the specific part of the Worksheet will be identified
(remember, each Job Aid includes one or more Worksheets). Decision blocks
always contain a question that can be answered with a yes or no answer. The
branch you take after the decision block will depend upon your answer.
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WHAT IS THE PURPOSE OF THE SUPPLEMENTAL INFORMATION
PROVIDED IN THE FLOWCHART MANUAL?

e The supplemental information that is located beside most of the flowchart symbols
serves the following purposes:

~ Provides a more complete description of the steps or activities that must be
performed in the ISD Block you are working in than does the flowchart itself.

— Refers you to specific pages within the Job Aid Manual for specific guidance,
examples and references needed for completing the activity called for in the
flowchart block. (This is associated with the Manual symbol.)

- — For some flowchart blocks (rectangle symbol) examples of the completed activity
are shown in the Job Aid Manual. The supplemental information indicates the
specific page in the Job Aid Manual containing the example. However, the user
has the option of going to the Job Aid Manual to see the example. (The Manual
symbol, on the other hand, requires the user to go to the Job Aid Manual.)

— Acts as an executive summary which will allow commanders and supervisors to
obtain a picture of the activities required by the Job Aid without reading the
entijre Job Aid Manual.

WHAT 1S THE FLOWCHART BLOCK AND PAGE NUMBERING SYSTEM?

® The flowchart block and page numbering system is as follows:
— Flowchart blocks are numbered so that they can be easily referred to.

— The page numbers in each of the 13 Flowchart Manuals are preceded by an
identifying letter unique to a specific ISD Block. (E.g., The Flowchart Manual
pages for ISD Block 1.2 go from A-1 to A-15 whereas for ISD Block 1.3 the
Flowchart Manual pages go from B-1 to B-15.) This same page numbering system
is also used in the Job Aid Manuals.




HOW DO I USE THE JOB AID MANUAL AND WHAT ARE THE
MAIN PARTS OF IT?

e It is unlikely that you will need to refer to every page in the Job Aid Manual.
1 As previously stated, the Job Aid Manuals are used as supplements to the Flow- ‘ é
chart Manuals that direct you to specific pages within the Job Aid Manuals. : E
Therefore, DO NOT ATTEMPT TO USE THE JOB AID MANUALS INDEPENDENTLY 3
OF THE FLOWCHART MANUALS. '

e

e Scan through a few pages of your Job Aid Manual. Observe the following:

~ Partial flowcharts shown at the top of pages
~— Questions written in script that appear on most pages

~ Completed, or partially completed examples of Worksheets

WHAT 1S THE PURPOSE OF THE PARTIAL FLOWCHARTS AT THE
TOP OF SOME PAGES OF THE JOB AID MANUAL?

® When you are referred to the Job Aid Manual you will find a partial flowchart at
the top of the Job Aid Manual page. You are to remain working with the Job
Aid Manual until you come to another partial flowchart. Then retum to the
Flowchart Manual.

¢ The partial flowcharts are identical to those shown in the Flowchart Manual.
They serve as an additional reminder of the activity being dealt with at the
moment.
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WHAT IS THE PURPOSE OF THE QUESTIONS WRITTEN IN SCRIPT
THAT APPEAR ON SOME PAGES OF THE JOB AID MANUAL?

o The questions written in script are our way of telling you what follows. They
highlight such things as:

— The purpose of performing a certain activity
~ How the activity is performed
— What sources are available for performing the activity and how good they are

— What the Worksheet looks like after the activity is performed

WHAT IS THE PURPOSE OF THE COMPLETED OR PARTIALLY .
COMPLETED EXAMPLES OF WORKSHEETS?

® As previously stated, every Job Aid Manual uses one or more Worksheets
(located 'in a pocket at the back of the Manual). ‘I'he Worksheets permit you to
produce (and document) the product called for in the ISD Block. *

e Whenever you are required to make an entry on a Worksheet an example of that
type of entry will be shown in the Job Aid Manual and will usually be circled so
as to make it stand out. It is hoped that these examples will give you a clear idea
of what is required on the Worksheet.

12
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WHAT DOES THIS ALL MEAN AND WHAT D0 1 DO NOW?

¢ In this Introduction we have attempted to explain the following:
— What Job Aids are
— The classification system (ISD Phases and Blocks) used in the Job Aids
— Sources of information used in the developmeni of Job Aids
— Job Aids presently available
— A description of Flowchart Manuals
— A description of Job Aid Manuals
e If you feel that you have an adequate understanding of the above, return to the
Flowchart Manual now. You will be referred to specific pages in the Resource

Manual (the remainder of this document) as you need the information contained
in them. Do not attempt to read the Resource Manual now.

RETURN TO THE FLOWCHART MANUAL NOW
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HOW CAN THE RESOURCE MANUAL HELP ME?

The purpose of this resource manual is to assist you in the formation of a data-
based system for decision making in the Analysis Phase of the Instructional Systems
Development (ISD). In order to make logical and objective decisions based on conditions
and needs in the field, you must collect, organize, analyze, and document job significant
data (information). Such data includes many specifics under the broad categories of :
job background data, target population data, and critical task data. The specifications i
of specific data requirements and sources of this data should be part of the overall ,

dJob Analysis Plan.

arde
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WHAT ARE SOME SOURCES OF JOB SIGNIFICANT DATA?
There are many sources of data to support a job analysis.

These sources include such things as:
® Technical Manuals
® Field Manuals
® Army Regulations
® Circulars and Phamplets

T T Y T T S T T T e L

® Programs of Instruction
® Soldier’s Manuals :
3 ® Previous Task Lists - 4
i o Documentation from the Systems Engineering Era

e Reports from outside agencies, i.e., Army Research Institute, HumRRO,
and other military and civilian research organizations

; e Internal Research Reports

e Tables of Organization and Equipment and Tables of Distribution and
Allowances

W SN

¢ Civilian Publications (technical journals and professional publications)
e Equipment Modification Work Orders

e CODAP (Comprehensive Occupational Data Analysis Programs)

o Field Surveys

e Panels of Experts

WHICH SOURCES OF DATA ARE INCLUDED IN THE RESOURCE
MANUAL?

. MN*#MM‘-"“A ., _"

Each of the sources listed is useful for fulfilling specific needs in the Analysis Phase
of ISD. The Job Analysis Plan should specify exactly which items of data will be needed
and the recommended source(s) for each item. In this way all the data can be accessed and
ready for use as soon as it is needed. The last three sources on the list, CODAP, Field
Surveys, and Consensus Groups or Panels, are frequently cited in the Job Aids for
specific items of information. How to use these sources is the subject of this manual. -1
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i WHAT 1S CODAP?

To provide personnel managers and training managers with the reliable job data
E needed for job and task analysis, the Deputy Chief of Staff for Personnel has selected the
occupational survey questionnaire for data collection and CODAP (Comprehensive
p Occupational Data Analysis Programs) as the system for processing, reporting, and anal.
' yzing this data. The combination of questionnaire and CODAP is currently being used by
all the U.S. Armed Forces to support their occupational survey and job analysis efforts.
This automated data system provides information in such areas as: duties and tasks
performed by job and duty incumbents; types of equipment, tools, and vehicles used
and maintained; special skills and knowledge which must be met by job incumbents;
quality and quantity of training received or required; physical and mental demands; and
special items pertaining to personal and job background information, work environment,
and job satisfaction.

20
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WHEN SHOULD CODAP REPORTS BE USED?

Whenever data has already been prepared by CODAP it should be used in preference
to school conducted surveys in order to prevent duplication of effort. CCDAP has the
capability of supplying all your data needs. It is the responsibility of each Army service
school to initially provide the Army Occupational Survey Program with the input it must
have to supply your job analysis needs, and also to develop a job analysis plan which
allows sufficient time to access the necessary data.

Of particular use in job analysis are Group Summary Reports. The Job Aids
suggest that you obtain these reports for documenting such information as: tasks
performed in each duty position (ask for GPSUM6 report for your MOS), and percentage
of soldiers in the skill level performing each task (ask for GPSUM 2).* Given sufficient
lead time CODAP can also make up special reports to provide ratings on task selection
factors such as, time to train OJE, consequences of inadequate performance, and proba-
bility of emergency performance (ask for FACSUM report).

HOW ARE CODAP REPORTS OBTAINED?

In order to obtain CODAP data you should first check with your supervisor to see if
the information you need has already been accessed. If it has not, write to:

Commander

US Army Military Personnel Center
ATTN: DAPC-MSP-D

2641 Eisenhower Avenue
Alexandria, VA 22311

or call:
325-9272/9493 (AUTOVON 221-9272/9493).

Allow at least three weeks for the reports to arrive at your school. The necessary
lead time could be much longer if you are requesting special information which CODAP
has not yet collected. It is recommended that you obtain the two official guides from
MILPERCEN: the US Army Military Occupational Data Bank, and the US Army Occupa-
tional Survey Program.

*Keep in mind that these percentages are based on the peacetime conditions in which soldiers are
presently being surveyed. Adjustments should be made for combat tasks.

21
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FIELD SURVEYS




WHAT IS A FORMAL FIELD SURVEY?

A formal field survey is similar to the type of questionnaire survey conducted by
the Army Occupational Survey Program, only it is conducted by instructional development
personnel within an Army service school.

The use of questionnaires permits the job analysis team to make limited contact with
large numbers of personnel; thus large amounts of information can be collected at a rela-
tively low cost. Questionnaires can be mailed to personnel who are asked to complete
and return them, or they can be administered to groups of job incumbents and/or super-
visors by local personnel who have the responsibility and authority to make sure all
questionnaires are completed and returned.

WHEN SHOULD FORMAL FIELD SURVEYS BE USED?

Whenever time does not allow you to access information from the Army Occupa-
tional Survey Program, an alternate data collection method may be used. Formal field
surveys are suggested as an alternate data source in the ISD Job Aids. Should you decide
to conduct a formal field survey be sure to obtain permission from MILPERCEN in
accordance with the guidelines in AR 600-46.
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HOW IS A FIELD SURVEY QUESTIONNAIRE DESIGNED?

e Types of Questionnaires
There are two types of questionnaires, the closed form and the open form. We

blanks to be filled in with words or numbers. (For an example of a closed form ques-
tionnaire, see Appendix A.) This form has several advantages over the other alternative,

the open form. It is likely to take a minimum amount of time to fiil out, thus increasing
the chances that it will be completed and returned. The process of tabulating and sum-
marizing responses is simpler and less time consuming than with an open form questionnaire.
Machine tabulation and computer analysis of the completed forms are practical when a

large number of questionnaires is used.

A properly designed closed form gquestionnaire is difficult to prepare. The designer
must be sure to include all possible responses expected from any of the soidiers who
will complete the questionnaire. The items must be constructed on the form so that
they clearly communicate to the user exactly what the designer is trying to ask. The
greatest single problem with research methods is improperly worded questionnaires, as they
produce faulty data. If you intend to design your own questionnaires we suggest consult-
ing the following guides:

Morsh, J.E. and Archer, W.B. Procedural guide for conducting occupational
survevs in the United States Air Force (PRL-TR-67-11). Lackland Air
Force Base, Texas: Personnel Research Laboratory, Aerospace Medical
Division, Air Force Systems Command, September 1967.

Jacobs, T.O. Developing questionnaire items: how to do it well. Human
Resources Research Organization (HumRRO), 300 North Washington Street,
Alexandria, Virginia 22314.
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WHAT SHOULD BE INCLUDED ON THE QUESTIONNAIRE?

The details of the forms you use will be determined by:
1. how you will tabulate and summarize the results, and
2. what information you wish to coliect.

How you will tabulate and summarize results will be determined by whether you
have available a computer and other automated data handling equipment and by the
number of people surveyed. To determine what information you wish to collect, you
should consider the total data requirement for the training development process. These
data requirements should be predetermined in the job analysis plan so that as much infor-
. mation as possible can be obtained in a single questionnaire survey effort.

One note of caution about the design of your questionnaire is that you should keep }
the questionnaire as short as practical. In general, the forms should be designed so they
can be completed in two hours or less. One way you can save time on a complex
task inventory is to list all tasks under their appropriate duty position title. This ]
will permit the soldier to rapidly scan groups of tasks not performed and then pro-
ceed to the next duty position.

WHAT TYPE OF INSTRUCTIONS FOR COMPLETING AND
ADMINISTERING THE QUESTIONNAIRES SHOULD BE PREPARED?

After the formal field survey questionnaires have been written, the instructions for
completing and administering the questionnaires should be prepared. These instructions
should include:

e For the user — an introduction explaining the purpose and
importance of participating in the field survey.

— general instructions explaining how the questionnaire
is to be completed.

o For the project officer — general instructions regarding responsibilities.

(When questionnaire is — specific instructions for administering the ques-
not self-administered) tionnaire in a controlled environment.

For examples of these types of instructions, see Appendix B.
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HOW IS A SURVEY SAMPLE SELECTED?

You are now ready to select organizations and individuals to provide you with the
needed job data. The complexity of the MOS, the availability and quality of published
sources of job information, and the number of people in the particular job will determine
how much and what kinds of information you need to collect. This will strongly
influence the make-up and size of your sample. If the complexity and amount of required
data are great, the number of organizations and individuals interviewed will increase. As
a general rule, your survey sample should be as large as possible. This is particularly true
if you do not have personnel available with the responsibility and authority to assure that
most of your questionnaires will be completed. You should make an attempt to obtain a
sample that represents the distribution of individuals in the MOS according to command
and skill level. Review of personnel records, either by personnel employees, members of
your job analysis team, or your field representatives who will conduct the survey will be
required to obtain data upon which to base choices for your survey.

e In selecting UNITS for sampling, you should select units that:

1. have at least a small number of job holders and supervisors who do the
particular job to be analyzed. Preferably, you should choose some units
that have a relatively small number of job holders, and some that have
large numbers.

2. are geographically and environmentally representative,
o In selecting INDIVIDUALS within the units, you should select a group made up
of individuals who:
1. perform and supervise the job being analyzed
2. perform with average satisfactory proficiency
3. are representative in terms of length of time on the job

4. are representative in terms of training.
For certain types of information you will also want to choose at least a few job hoiders or
supervisors who are acknowledged experts at the job.




HOW IS A QUESTIONNAIRE SURVEY CONDUCTED?

¢ Trial Run (Validation of Instruments)

Before sending out the total number of questionnaires you intend using, you may
wish to send out a small number. This will permit you to check the initial results and
possibly make some changes in your questionnaires or instructions. Then you will send
out what you hope will be the total number of questionnaires required.

o Group Administration

The ideal way to administer questionnaires is group administration. Where the
local responsible official and his assistants schedule the administration he should do
the following:

*‘ — Make certain that only eligible individuals are seated in the administration area
— Read the administrative instructions
— Provide any necessary assistance in completing the questionnaires
— Return the completed questionnaires to the school

Vs 3 s A R 5, B e PR 5

o Individual Administration
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Often, particularly with individuals at remote stations, group administration is
impractical. In these cases, it is sometimes effective to send the questionnaires to a
responsible officer and request that they be returned by a reasonable suspense date.
Careful attention should be paid to the instructions for administration or self-
administration. If your command has no authority to require that a suspense date ;
be met, then you must either obtain the concurrence of a command with that <
authority, or be willing to accept a reduced percentage return.

e Return of Questionnaires

How much confidence can you have in the validity of your questionnaire if you
get less than a 100 percent return? Less and less confidence can be expected with each :
reduction in the percentage returned. What can you do if you are not satisfied with the
percentage of returns of the questionnaires? We suggest you try the following:

1) Send out more forms to different people and hope for better results.

2) Recontact some of the first sample and try to encourage them to return
the questionnaires.

CONYL T e s b vt e et

} 3) Visit a random sample of those who did not respond and compare their

1 forced responses with the voluntary responses. Then you and your super-.
visors will have to decide how much chance you are willing to take that
the data you have received presents a sufficiently accurate picture of the
job as it really exists.

28
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PANELS
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WHAT IS A PANEL OF EXPERTS? ’

With this method a group of personnel, selected for their experience and knowledge
of the job, is brought together to confer about the required job analysis data. Panels may
be made up of one or more of the following types of members:

1) Subject Matter Experts (SMEs)

These are personnel found at your school who are acknowledged experts
in the tasks, duty positions or MOS you are analyzing. They may be

- found among instructors or ISD personnel who hold the MOS. SMEs
may or may not have had recent field experience.

R,

2) Job Incumbents

This group includes those who are presently holding the jobs/performing 3
the tasks/ you are interested in, or who have recently held the jobs. The
more recent the better. More than three years away from the fieid would
disqualify a potential panel member.

3) Job Supervisors

This group includes those who are presently or have recently (within the
past three years) supervised soldiers in the jobs/tasks you are interested in.

Job incumbents and job supervisors may be found on the post where your school is
located or at other locations. Check the TOEs and TOAs to find out where personnel
may be assigned. While personnel assigned to your post are most conveniently assembled,
they may not be completely representative of job incumbents/supervisors serving in other
locations. Also, they probably have heen heavily burdened by school surveys, panels, etc.,
already due to their proximity to the school. Therefore, personnel from other locations
may have to be used.




WHEN IS A PANEL USED?

Panels of experts are a good alternate data source when:
= CODATP is not available

— time and funds are inadequate for conducting a field survey

— the type of information required can be reliably provided by a small group

WHEN ARE SUBJECT MATTER EXPERTS USED?

With this method, a group of highly experienced personnel is brought together to
record and organize the required job analysis data. This method is particularly useful in
collecting job data on new jobs or on managerial and supervisory jobs where many of
the most critical behaviors are not directly observable. Since the members of a panel of
SMEs are experts in the MOS being analyzed, their collective effort should be decisions
about the requirements of the job. In general, their greatest effectiveness is in evaluating

and making decisions about job data that have been collected from other sources by
other means.

3
i!

WHEN ARE RECENT JOB INCUMBENTS AND/OR SUPERVISORS USED?

With this method, a group of job incumbents, job supervisors, or a combination of
these, is brought together to provide information about their jobs. The primary function
of this type of panel is to provide information about their jobs, not to make decisions.
Another name for this type of panel is Consensus Group.

o S

HOW 1S A PANEL ASSEMBLED?

The panel is a relatively inexpensive and easy approach to collecting data. Three to . %
\ seven persons is the number recommended to make up the panel. Whenever possible. you

' want panel members to be representative of different locations and tvpes of units in the

: field. While many experts may be available within your school it is critical that their

. views be balanced by those of persons serving presently or recently in the field. If all of

‘ the panel members come from schools, there may be a tendency for the outcome to reflect
1 what exists in training rather than what actually exists on the job.




Appendix A
EXAMPLE OF A CLOSED FORM QUESTIONNAIRE
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(OUTY-TASK LIST! 921X0922%0 oe 7 of 44 Page

1 Check tasks you perform now (%

2. Add any tasks you 0o now which are not histed

> 3 inthe " Time Speni” coiuim, (die chacked ((.m: o iR wpent in
Time Spent Scale
1 - VERY MUCHKH BELOW AVERAGE 4 - ABOUT AVERAGE ? VERY, MUCH ABOVE
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.2 - BELOW AVERAGE S - SLIGHMTLY ABOVE AVERAGE ERaGE
3 - SLIGHTLY BELOW AVERAGE 6 - ABOVE AVERAGE
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3
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\ 10. Make entrigs on or review Life Pressrver Inmaction Data Aecord torme (AFTO Farm 138} St
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JOB INVENTORY Arsc

? BELOW AVERAGE

3 - SLIGHTLY BELOW AVERAGE 6 - ABOVE AVERAGE

5 - SLIGMTLY ABOVE AVERAGE

{DUTY TASK LIST) 21x0m22%0 Page 8 of 4 Page
1 Check tasks you perform now ((
2. Add any tasks you do now which are not listed PR
3 Inthe "Time Spent” column, rate checked ( ) 1asks on time spent In your present job
Time Spent Scale
Y - VERY MUCH BELOW AVERAGE 4  ABOUT AVERAGE 7 - VERY MUCH ABOVE

AVERAGE

C. FITTING AND MAINTAINING LIFE RAFTS AND PRESERVERS (CONTINUED)

CHECK IF

OONE IN

PRESENT
JoB

TIME SPENT
DOING THESE
TASKS IN
PRESENT JOB

2. Refill CO7 cylinders

22. Send life ratt P cyli 10 other

for test, retill, Of wapection

23. Store iite ratts or lite preservers

mm

IF A TASK THAT YOU PERFORM IS NOT LISTED ANYWHERE IN THE ENTIRE LIST,
WRITE 1T IN THE BLANK SPACES BELOW.
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Appendix B

ADMINISTRATIVE PROCEDURES
FOR
CLOSED FORM QUESTIONNAIRE

Introduction (for user of questionnaire)
General Instructions (for user of questionnaire)
General Instructions (for project officer)

Specific Instructions for Administering Questionnaire
(for project officer when questionnaire is administered
in a controlied environment.
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TO: USER OF QUESTIONNAIRE

INTRODUCTION

L b T - LN S F VY

n

TO THE NONCOMMISSIONED OFFICER:

This questionnaire is part of a field survey ‘designed to identify tasks for military !

- police training, Its specific purpose is to obtain from you, the Noncommissioned Officer, ; 1
information on task criticality and frequency of performance. Feedback gained from : i
this questionnaire will play a major part in redesigning the Noncommissioned Officer i
Advanced Education System. The ultimate goal is to design training so that it reflects ’
what we have learned from you in the field. This goal is possible only with your full ' '
cooperation. Consider each task listed in this questionnaire carefully and give your best i
response, Your contribution is essential to a successful survey. 1
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TGO: USER OF QUESTIONNAIRE

GENERAL INSTRUCTIONS

1. Complete this survey questionnaire within the time specified by your unit project
officer and return it to him upon completion.

2. Because instructions for completing each part of this survey questionnaire are
different, read all instructions carefully.

3. Part II requires that you supply biographical information. This information will be -
used to correlate feedback received from the field. Print all answers in the spaces
provided on the appropriate survey questionnaire page.

4. In the upper right corner of each page of Part III, Task Inventory, of this survey
questionnaire is a BOOKLET NUMBER block. Immediately to the left of this
block is the individual booklet number. Print the individual booklet number in the
BOOKLET NUMBER block on each page of the Task Inventory as demonstrated in
the example.

EXAMPLE:

! BOOKLET NUMBER

c 1 2 W 4 5 & 7 8 9
{000345) o 1 2 3 @ 5 6 71 8 9
o 1 2 3 a4 @@ 6 7 8 9

5. Part III, Task Inventory, is divided into nine (9) separate sections (Sections I-IX).
The content of these sections concerns tasks you may perform in your present duty
assignment. You are asked to rate each task in accordance with three criteria - s
frequency of task performance, immediacy of task performance, and importance of
task to mission success.

Base all selections on your experience in your present duty assignment. -

a. Column A requires that you rate how often you perform each task on a scale
from one to four. The criterion for this rating is the frequency of task per-
formance. Those tasks performed most frequently will normally be rated four
while those tasks not performed at all will be rated one.
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Column B requires that you determine how soon you must be capable of per-
forming each task after reporting to your present duty assignment. The cri-
terion for this rating is the immediacy of task performance. Of the four
possible responses, select the one most nearly describing your requirements.
Select response number four for those tasks which you must be capable of
performing immediately upon reporting for duty. Select response number gne
for those tasks which you never perform.

c¢. Column C requires that you describe, in your opinion, how important each
task is to mission success. The criterion for this rating is the importance of
the task to the accomplishment of the unit mission. Those tasks that, in
your opinion, are most important to mission success will be rated four while
those tasks that you consider least important will be rated one.

6.  After selecting, enter your responses for each task, using either a pen or pencil, in
the answer portion adjacent to the appropriate task statement as demonstrated in

the exampile.

EXAMPLE: The task PREPARE CORRESPONDENCE, if rated as performed
FREQUENTLY in Column A, identified as must be capable of performing
IMMEDIATELY in Column B, and determined by you to be MOST
IMPORTANT in Column C, would be entered in the answer portion, as
shown below.

PREPARE CORRESPONDENCE 1 2 3 4 1 2 3 4 1 2 3 4

7.  After each section of Part III, Task Inventory, is a Write-In Section. These write-in
sections are provided in order that you may comment on each task inventory section,
or list any task(s) you think should be included in the Task Inventory. These sections

also allow you to comment on those tasks that you find are the most difficult for
you to perform.




TO: PROJECT OFFICER

GENERAL INSTRUCTIONS FOR PROJECT OFFICER

1. General. The Military Police School is currently involved in redesigning basic
military police training to produce military policemen better equipped to perform
when they reach the unit. The emphasis is toward training replacements in tasks
actually being performed in the field. The questionnaires in this packet are designed
to identify those tasks.

The care with which you, the project officer, administer the questionnaires will
determine the accuracy of field feedback and, consequently, the success or failure .
of this project.

2. Survey Packet Contents.

a. Questionnaire

b.  Supervisor Questionnaire

c.  Project Officer Instructions

d. Answer Sheets for Questionnaire

e. Pencils for use on answer sheets.

3. Responsibilities.

a. Unit Commander. The unit commander is requested to appoint a project officer
and to monitor administration of the survey.

b.  Project Officer. The project officer is responsible for the control and handling ’
of questionnaires, for the administration of the questionnaires, and for returning ;
completed and unused questionnaires to the Military Police School. !

¢. Questionnaire Administrator. The project officer may appoint someone to
administer the questionnaire, if necessary. Normally, however, it is recom- |
mended that the project officer administer the questionnaire himself.

4. About the Questionnaires.

a. Questionnaire. This questionnaire is designed to identify tasks being performed
by military policemen in the field and the frequency with which each task
is performed.

b. Supervisor Questionnaire. The supervisor questionnaire is programmed to pro-
vide feedback on task criticality, probability of deficient performance, and the
frequency with which each task is performed.

! !




Who Takes The Questionnaire. The project officer is responsible for selecting

individuals to take the questionnaires (respondents) within their units. Those
selected must meet the requirements listed below:

a.

The guestionnaire respondent must:
(1) Be in an M.P. duty assignment (actually performing M.P. duties)

(2) Have been on the job at least 90 days
The respondent to the Supervisor Questionnaire must:

{1) Command or supervise M.P. personnel

(2) Have been in a command or supervisory position in the unit for 90 days.
(Assign questionnaires proportionately among officers and NCO’s.) .

Questionnaire Administration.

a.

Questionnaire. The questionnaire will be administered in a controlled environ-
ment. Persons participating in the survey will be allowed two hours to complete
the questionnaire and will turn the questionnaire and answer sheets in to the
questionnaire administrator prior to leaving the survey area. Individual question-
naires and their accoinpanying answer sheets will be kept together.

See attached item for the procedure to be followed in administering the
questionnaire.

Supervisor Questionnaire. Supervisors selected as respondents for this ques-
tionnaire will be allowed to sign for the questionnaire and take it with them.
They will complete the questionnaire and return it to the project officer within
a time frame he specifies. This time frame must be compatible with the
suspense date to the Military Police School.

Questionnaire Handling. Questionnaires and answer sheets become FOR OFFICIAL

USE ONLY when completed. For ease of accounting, each questionnaire and its
accompanying answer sheets are numbered. All questionnaires must be returned to
the Military Police School whether they are used or not. Instructions for returning
the questionnaires to the Military Police School are contained in the basic letter.

If you have any problems or questions, contact (NOTE: Give name or names,
address, and telephone number).
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TO: PROJECT OFFICER ADMINISTERING QUESTIONNAIRE IN A CONTROLLED
ENVIRONMENT

: ADMINISTERING THE QUESTIONNAIRE

A-1.  Preparation. A classroom or training room equipped with desks will provide the
most ideal site for administering the questionnaire. Questionnaires, answer sheets,
and two electrographic pencils should be issued to participants after everyone who
is to take the questionnaire has arrived. This ensures that everyone starts together.

A-2.  Instructions. The questionnaire administrator will present the following instructions.

a. “Is there anyone here who is not working in an M.P. duty position? Is there
anyone here who has not been assigned to their present duties at least 90 days?
If so, please leave at this time.”

b.  “Will everyone at this time piease read the first page in the questionnaire which
has been issued to you.”

(Note to the administrator: It must be emphasized that your enthusiasm for
this project or lack of it will be contagious. It is important that you demon-
strate a positive attitude to the participants. Allow time for the first page to
be read and underline the importance of the questionnaire with the following
statement.)

“I would like to stress the importance of this questionnaire. The Military
Police School wants to design training to fit the job in the field. You are
the only people who can tell them what they need to know. Please think
through each question and give your best answers."

c.  “Tumn to Part I, Biographical Information, and answer questions 1-13.
When you have finished, lay your pencil on the desk so I will know when ‘
to proceed to the next step.”

d. “Now read the instructions found in Part I1.” 1

(Note to the administrator: Allow reasonable time for everyone to finish before
moving to the next step.) 9

‘‘Are there any questions?”

e. “As you read in the instructions, there are nine answer sheets accompanying
your questionnaire. Take the answer sheets and number them one through -
nine to correspond to the first nine sections in Part III of the questionnaire.
If you do not have nine answer sheets, raise your hand—I have extra ones.
Use a separate answer sheet for each section. Answer only the number of
questions listed in each and move to the next section and answer sheet. It
is not necessarv to write your name, rank, the date, or course at the top
of the answer sheet. Also. disregard the blocks marked score, grade. extra
points, and social security number."
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A-3.

f.  “Because of the size of this survey, these answer sheets will be read by

machine. You must use the special pencils provided so that the machine can
read the answers. When marking your answer, take care to fill the vertical
rectangle outlining the letter as shown by the example on page 4 of the
instructions. Also, please be sure not to make any stray marks on the
answer sheets. Finally, do not fold the answer sheets.”

g. “All answers must be based on your experience in this your present unit. Do

not call on experience in previous units. This means that if you do not per-
form a particular task in your present unit, you must mark ‘do not perform
this task’ on your answer sheet.”

h. “You may begin answering Part III. Remember Section ten, the written
section. When you f{inish answering all questions, insert your answer
sheets into the questionnaire and tumn them in to me. You may leave
when you are finished. Are there any questions?”

Conclusion. After everyone has taken the questionnaire. ensure that all ques-
tionnaires and answer sheets are accounted for. Collect the pencils provided so
that they may be retumed to the Military Police School along with the question-
naires and answer sheets.
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JOB AID FOR
SELECTING TASKS FOR TRAINING

ISD 1.2

Manual
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This is the 1st in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document, )
“Job Aids: Descriptive Authoring Flowcharts ISD 1.2 Select Tasks for Training.” 1 ‘
The flowchart document will direct you to specific guidance, examples, and references : 2 3
provided in this volume. If you do not have the primary flowchart document, request
it from your supervisor.

The wording in this manual should not be construed to ) |
discriminate between the sexes. In order to avoid a

repetitious use of the terminology, “he/she,’”’ the terms,
“he,” “*him,”” and “his,”” as well as “‘men,” are intended
to include both the masculine and feminine gender. Any *
exceptions to this usage will be so noted.
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Overview of Task

® For detaiied overview see below.
Selection Job Awd

to block 6 "\,

What co the Tack Selection Job Aid all about?
® GOAL

| — The purpose of this aid is to help you select tasks which require formal training,
i.e., critical tasks.

Critical Tasks = Soldier’s Manuals Tasks = Tasks to be Trained.

— It is not efficient in terms of time, personnel, money and other resources to train
every soldier to perform every task of his MOS in every position in the world. This
block requires you to identify critical and non-critical tasks. This jeb aid will help you to
systematically make the distinction between tasks which require forma) training (critical)
and those which do not (non-critical).

i ¢ e e e

— Some of the reasons you may not select a task for training are:

(1) The task can easily be performed without formal training because most
job incumbents have previous experience, or the task is easy to “pick-up”
from daily on-the-job experience (OJE). Note the distinction between
on-the-job experience and the instructional setting called supervised on-

! the-job training (SOJT). (For a description of SOJT, see Job Aid for

ISD 1.5 Select Instructional Settings.

(2) The task may be part of the job, but it is not essential to adequate
job performance.

(3) The task may be quite similar to other tasks which require formal
training. It may be that if a soldier is trained to do one of the tasks
he will be able to perform the other similar tasks without further,

formal training.




e OBJECTIVES

1. Given a list of ta:ks for a single skill level within an MOS, select the tasks
which require formal training.

2. Given the appropriate worksheets and instructions on how to fill them out,
record the barsis for each task selection.

= WY - R TN




OVERVIEW OF MAJOR STEPS IN SELECTING TASKS FOR TRAINING:

Step 1. Each candidate task is rated according to three selection criteria:
e Time to train by on-the-job experience (OJE)
e Consequences of inadequate performance

e Probability of emergency performance

Step 2. Tasks with high selection criteria ratings are identified.

Step 8. Tasks requiring training are examined for similarity of performance

requirements.

Step 4. Administrative review of tasks recommended for training takes place.

PRODUCTS

— The input for this block is a listing of all the tasks which are performed in a
particular skill level of an MOS. The output, or products, include:
o The list of critical tasks for which formal training is authorized.

® The worksheets on which your task selection decisions are documented.

Keep in mind that:
—Formal training includes:
® Resident training (Institution)
® Supervised on-the-Job Training
o Self-Study
— Formal training does not incluae on-the-job experience (OJE)
— Instructional settings will be selected in ISD 1.5 Select Instructional Setting
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e WORKSHEETS USED

— The tables on page A-8 and A-9 show examples of the front and back of a
completed Critical Task Identification Sheet (CTI).

— The table on page A-10 shows an example of a completed Critical Task Listing
ordered by the numbering system authorized in TRADOC Circular 351-28,

pp. 16-18.

o  DESCRIPTIVE FLOWCHART

— The flowchart on pages A-67 thru A-69 shows the steps in the use of the
Job Aid for Selecting Tasks for Training. The flowchart will be useful to you in
getting a clear picture of the overall process used in this job aid.
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Table A-9

ISD 1.2 Select Tasks for Training
CRITICAL TASK IDENTIFICATION SHEET (back)
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A.10

Table A-10

P 1 ot 5 ten
ISD 1.2 Select Tasks for Training
CRITICAL TASK LIST
MOs___ 83 F I Dete_ Septomer 21, 1976
Sill Level 2 Your Name SFC Allen Smith
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Note:

The column marked Inst. Set. (Instructional
Setting) will be filled in at the completion of
ISD Block 1.5. Select Instructional Setting.

P .. .

- - . . . o

J




from blocks 4 and 5

Task

Inventory

Avaitable
?

Yoz

o Task snventory includes all tasks per‘ormed

n this skill level.

Guidance tor Obtaning
Task Inventory List

o Task inventory shoutd be availabie as output
from 1S0 1 1 Analyze Job.

» 1f procedures for [sting tasks by skill level
weie not complete, see persons fesponsible
for compibing task hst

i)

-
to block 8

1SD 1.2 Sefect Tasks for Tramning. Biock 6.
page A 11

@ When st has been obtained retusn 1o Mar .l

AN

s mar T e
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b
§
:
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from blocks 6 and 7

B
Obtain Crotical Tash & Criucal task identification and final selections ase rscosded on the Cntica)
Identification Sheets Task tdentification Sheet {CT1). The CTI Sheet, theretore, provides »
Ty documented record tor these decisions and the basis for each.
@ For quidance in obtaiming CY4 Sheets, see balow.
to block 9

Where do 9 get Gritical Tack Tdentification Skheers (077)7

e  Critical Task Identification Sheets (CTI) are available for duplication in the pocket
at the end of this manual.

* To see a completed CTI Sheet refer to page A-60.

A-12
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from block 8

Dbtain Intormation
Necessary for Setting
Up CT! Sheet

® Informalion needed for “setting up” the CT1 Sheet includes the foliowing

- MOS code

- Skill level

- Task 1D numbers
- Task inventory

j/ ‘\‘ ® For sources of informauion see below

to block 10

What icnformation do 7 need and whene do 7 get ct?

e  The following information is needed before you can set up the CTI Sheet. Sources
for locating each item of information are identified and in most cases throughout
this manual the source will be rated as “excellent,” “good,” or “fair.” Under-
standably not all sources of information will be readily available to you.

Information Required

Sourcels)

Remarks

MOS and Skill Level
designation

Supervisor
AR 611-1 (for a new MOS)
Output of ISD 1.1 Analyze Job

Excellent source
Excellent source

Excellent source

Task 1.D. Numbers

Numbering system prescribed in
TRADOC Circular 351-28, if already
assigned

Excellent source

Temporary numbering system of your
own design, e.g. 1 through 500, if
authorized numbers have not been
assigned

Excellent source

Task inventory

Output of IPISD 1.1 or job analysis

List currently in use

Excellent source

Good source

A~‘3




3 from block 9

" .
hoca L U1 Shent ]r ® Aot wath LT Dhes 6 Vine an niang a3 Secessaty T gh the taskad
Yate Page Numiter
@ Anat e P sk b £ the ! 1 Shwt 10 gy
Nome MUOS § oty ‘_(‘.. " o w"’ A '”-"'”\ ":"_'1‘ CT1Shewr te iy
Ml T vty b
e g artea
3 e Lk et

to block 11

What does the O7 Sheet look like aften it co “set-up'?

w05 e

ISD 12 Select Tasks tor Training o Sept 21,1978
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from block 10

1" I

Locate First/Next Task ® This block begns the process of initial setection of tesks for tesining
an CT1 Shest

o e k0 ki S

v T (
i
to block 12 i
3
: i
3
K
? 3

; [}
3

: !

i i
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from block 11

Has
Traimng Been
Authonzed tor This Task
ata Lowes Skl
Le:el

@ Certain tasks may be performed in more than
one skill level

® CTi Sheets fsom lower skill levels are checked

to determine if trasing for the task s suthonized
w3 lower skill {evel, (not necessary f thes i
Skill tevel 1)

e

Record in

® Tasks whith are being trained at 2 fowet
Aows Lthry 8 - (dash) |
Row9 N

skill tevel are nol considered for trawning
at thus skt level

® For purpose and example, see below

Oo
Al Tasks
Mave an Entry o
Row 4 o
Rm: 8

® Have all tasks been

examined 10 determine

- task value (number
n Row &) o

— of trmning 1s authotized
a1 3 towes skill level
(dash in Row 4 and
N Row 9)

to block 15

What co parpose of necording dadkes in
nows | thra 8 and an W in now 97

e When a task has been authorized qualification training at a lower skili level there
is no need to repeat that training at this skill level. Therefore, it is not necessary
to examine this task any further.

® By recording dashes in rows 1 thru 8 you are showing that those questions will
not be considered. The “N” in row 9 means no training required in this skill level.

What does the (777 Sheet look like when daskes in
nows ¥ thre § and an 7 in row 9 kave been necorded?

L
Example mwos_ 83 zE (
Skill Level 1 1
ilelzslalslalslelslelarleelslah
B o AL
Single Factor Criterion :181918191213(|8(3{s|o|s|o|s|8|s|e!s
Total Factor (Task Value) Crtavion SN SIS SISIS IS IS SIS SR Y
t
[ IR L T . N -\ SIS S L S 5 A O J
§ | 2_Corseauences at tnaequare Prrtormance - 1
B |2 Corseauences of tnavauare Pertorm 1-}= -+ gr T S
3 Probabutity of Emergency Pectormance - o |
4 TOTAL VALUE iTotal Rows 1 2 and 3} - K |
3 § Tianng Required _I- 4» Cld J L
& Simiar 10 Another Traiong Required Tash? - 1 N L [ ! |
7 Recommended for Training? - Lol b f
8 Percent Performing 10 Shitt Level” -
9 Critcar Tk \ N !
fating Scales N oup
24—

A-16




from block 12

Rate Task 0n Time to ® Time to Tran GJE means:  How much time 15 needed for the soldier to
Train QJE and Recorg fearn to perform this task without a formal tramning program®

1
S;;Igwlnw o ® Raung xcale located on bottom of CT! Sheets
® For furthes exptanation and sources of ntarmation, see below.

to block 16

Row do 9 nate a task on Time to Train OJE?

¢ Explanation of Time to Train OJE

Time to train on the job (on the job experience, not supervised on the job train-
ing, SOJT) is a relative measure of how difficult it is to perform the task. Some
tasks on a job are so easy to perform they require no formal training. Other tasks
are so complicated that the soldier can perform them adequately only after
lengthy, formal training. Other tasks lie in between these two extremes. In rating
each task on this criterion, consider how difficult it would be for a soldier to
learn the task on his own, without supervisor, as measured by the time it would
take in the OJE mode.

Things to Consider

— Amount of supervision required

— Experience of the soldier at previous skill levels

— Number of elements which make up the task

— Type of task, fixed sequence, alternate path or combination (Manual, ISD 1.3
Task Analysis)

— Amount of practice required to attain proficiency




o SOURCES OF INFORMATION

Information Required Sourcels) Remarks
/
Time to train a task by ® Field survey of job supervisors and ® Excellent source. See
‘OJE job incumbents who have learned or Resource Manual
{without formal training) taught the t. = recently (within last
M 3 years).
® Panel of recent job supervisors and ® Good source. See
job incumbents who have learned or Resource Manual
b taught task recently.
® CODAP data when available ® Good source. See
‘ Resource Manual
I
® Your own judgement, if you have ® Fair source
learned/taught task recently.

® How to Estimate Time to Train OJE

— After considering the necessary factors and consulting the sources, select the

1 appropriate number, 1 thru 7, on the rating scale. Unless you are using your
{ own judgement, this number will be the average of the ratings given by all
respondents.

TIME TO TRAIN OJE

4 Hrs. 5-8 2-5 2 3-4 5-8 3 Mos. k

or Less Hrs. Days Weeks  Weeks  Weeks or More 4
——— o — o —— 0 — o —» :
1 2 3 4 5 6 7

A.18
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T

mos 83 E

ik Lovel___ 2

Single Factor Critevions ____
Total Factor (Task Value) Criterion

/002

3

1006
10017

)
=Y

i s 1. Tume 1o Tran OJE

§7r of nade: Pe ar

[

3. Probabdity of Emergency Pertormance

— Record this number in row 1 on the CTI Sheet, under the appropriate task.

What docs the (777 Sheet look like after
rating kas been necorded in now 17

4. TOTAL VALUE (Total Rows 1 2. and 3)

I
I
[
_JP,‘_‘L
e
]
-
T
F—r—l}-
—t

5. YTraming Required? -
6. Simd Anather T A Task? JVT o
. e " - 4

mutsr 10 Anather Teaning Requiteq Tasl LI e .
7 _Recommended for Tranung? - L

ER T e
B Percent Performing i Skill Level> [ |
9 Criveal Tawk? N { [ !
Rating Scales Group
‘RAIN OJE

[} 2% ? 34 58

Days  Weeks  Weekt  Weeks of Morr

e 5 3

3 Moy
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from block 15

Rate Task un ® Consequences of tnadequate Perfoimance on mission accomphishment and/os
Consaquences of battlefield survival means

tnagequate Pertocmance What are the results of inadequate performance i terms of

ang Record Rating in - wasted time, wetficiency

Row 2 on CTI Shest - destroyed materiait/equipment

— loss of lveshapury?

® Rating scale iocated on bottom of CTI Sheet

® For further explanation and sources of intormation, see below.

to block 17

Fow do 9 rate a tack on Consegucnces of
Tnadeguate Performance on miseion
accomplishment and batilefield suaruival?

¢ Explanation of Consequences of Inadequate Performance

— This is a relative measure of the seriousness of incorrectly performing a task.
It is a relative measure because you are comparing one task to all the other
tasks in the MOS you are analyzing. You are not comparing a task to other
tasks in a different MOS. Also keep in mind that the focus is on both mission
accomplishment and battlefield survival. While the tasks of a clerk typist may
not have a directly observable impact on battlefield survival to the extent that
an Infantry rifleman’s tasks do, they certainly impact on mission accomplish-
ment. You must keep both aspects in mind.

- Frequency of performance is not necessarily related to this factor. Tasks
which are performed frequently may not have extreme negative effects if they
are inadequately performed, while tasks performed only rarely may have dis-
astrous effects if not done correctly.

Example: Consequences of Inadequate Performance on Mission Accomplishment.

If the driver of a truck does not react correctly to the oil light
coming on, damage to the vehicle will be extensive. This is a
situation which does not arise often, but must be handled
correctly.

— Thus, Factor 2 will help identify tasks for training which must be performed
correctly or else serious consequences will result.




¢ Things to Consider

~— Loss of lives/injury

— Wasted time, inefficiency (time is money)
— Destroyed materials/equipment

e SOURCES OF INFORMATION

Information Required

Sourcels}

Remarks

Consequences of

inadequate task perform-
ance mission accomplish- .
ment/battlefield survival

Field survey of job supervisors®
Panel of recent job supervisors®
CODAP data when available®

Your own judgement®

* Need not have learned or taught
task in last 3 years,

® Excellent source. See
Resource Manual.

® Good source. See
Resource Manual,

® Good source. See
Resource Manual.

® Fair source.

CONSEQUENCES OF INADEQUATE
PERFORMANCE ON MISSION ACCOMPLISHMENT

No Etfect

¢ How to Estimate Consequences of Inadequate Performance

Semi-Critical Disastrous
Etfect Effect
1 2 3 4 ) 6 7

— After considering the necessary factors and consulting the sources, select the appropri-
ate number, 1 thru 7, on the rating scale. Unless you are using your own judgement,
this number will be the average of the ratings given by all respondents.

A.21
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— Record this rating in row 2 on CTI Sheet, under the appropriate task.

What doeo the C77 Stheet look like after

raling kas been neconded iw now 27

1SD L2 Select Tasks for Training

CRITICAL TASK IDENTIFICATION SHEET

mos 83 E Task 1D B
Skil Level ;\NQz‘gQggge }{ ]
. o o o
Single Factor Criterion io°°°°°2322 | [
~
Total Factor {Task Value) Criterion 7 b Dl - |
i ,
§p |t Time o Tran OsE 4K ! [T
5 e + - Pk B N
1 E % 2 Conseauences of Tnadequate Pertormance -'3 ! ! il i
& S R s I E
1 3 y of Emergency P = i \ (o
b 4 TOTAL VALUE (Tota) Rows | 2 ond 31 - I | [ | : ]
‘ 5 Traning Required? R - [ ,L<,__..,! —lr _ ;, Vo] ' l ,l,,j
! P Sumilar to Another Traming Requied Task? - i i I\ ' . |
: R = R I S SR G ) R
t 7_Recommended tor Traming? - ! ! + | P
SO P S S Wy ) . _
8 Percent Pertorming in Skil) Level? - I L ! !
F 9 Crotical Task” N | ! ! |
Rating Scates Group
L TIME TO TRAIN OJE
i AHs 58 25 ? 34 58  3IMos L
o Less Hry. Da. Weakt  Weeks  Weeki  or More
? 3 4 5 6 v L
L
3 o
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from block 16

Rate Task on Probability @ Probability of Emergency Performance means

ot Emergency What 13 the chance that Task pe will oceur under
Performance and Record requiring instant and eftective action with no time for preparation or
Rating 10 Row 3 of practice?

CT! Sheet ® Rating scaie located on bottom gf CT) Sheets

@ For turther explanation and sources of information, see below

to block 18

How do 7 nate a tack ox
Consequences of Tnadeguate Performance?

e Explanation of Probability of Emergency Performance

Probability of emergency performance is estimated by figuring the amount of

time the soldier has between the time the need for task performance becomes

evident and the actual time performance must begin. There are some tasks for

which there can be no delay (a true emergency)—instant response is required.

For other tasks a delay of a few minutes might be quite acceptable, or even

mandatory, while the soldier gets advice, checks technical manuals, regulations,
etc. And for some tasks there might be time to assemble a group of experts

and/or practice the task before proceeding.

® Things to Consider

— The effects of time delays on the intended outcome of the task.
— The variety of situations in which task performance may be required.

A-23

Eﬂ;‘.—. P




»
¢ SOURCES OF INFORMATION
Information Required Source(s) Remarks ;
Probability of emergency | @ Field survey of job supervisors® ® Excellent sources See
performance of task Resource Manual. ‘
® Panel of recent job incumbents® ® Good source. See ‘l
Resource Manual.
® CODAP data when available ® Good source. See
Resource Manual.
® Your own judgement ® Fair source.
i
* Need not have learned or taught i
task in last 3 years. !
{
o How to estimate Probability of Emergency Performance |
After considering the necessary factors and consulting the sources, select the appropri- !
ate number, 1 thru 7, on the rating scale. Unless you are using your own judgement,
this number will be the average of the ratings given by all respondents.
.
PROBABILITY OF ‘
EMERGENCY PERFORMANCE "
Enough Time
Enough Time to Obtain Information Instant
to Practice or Assistance Response
Before Doing Befare Doing Required
1 2 3 4 5 6 7
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— Record this rating in row 3 on CTI Sheet, under the appropriate task.

What does the (77 Stheet look like after
nating kas been neconded cn row 57

Example
ISD 1.2 Select Tasks for Training
wos__ 83 E . Tesk 1D Numbers
Skill Lovel __ 2 N
i Hbd‘""“’"g%%& ‘
Single Factor Criterion §§gggg°°3‘l
AR
Total Factor (Task Vatue) Criterion N N [ ‘ I
1 I
55 1V Ture to Tean OJE - '1F__4_ 1 44”717‘! | 1 J,+
§ |2 Consequences of Inadequate Performance -1 L i |
R PR W - — - ' - .
3 Probatuhity of Emergency Performance 3 ' T | | ¢ !
4 TOTAL VALUE (Total Rows 12 and 3} - J ] ‘—‘ : ‘J ;
i f f : —
5 Traming Required? - H I : J L i
s : St s
€ Simiat 1 Another Trainng ffwﬂ_~_+_4‘4_ ,ﬁ,_, I 1 . P 4 T '
7 Recommended tor Tramng? - | | l o ! J |
- ——- ——1 - 1 i [ f j
B, Percent Pertorming -n Skl Level? - | oL Pl e
RN T T
o M RN
Rating Scates Group Grouping of Sumtlar Tasks
TIME TO TRAIN OJE
g 58 2% 2 34 58 IMa o
o L Hep Oays  Weeks  Wesks  Weehs  or More
1 ? 3 . 5 3 j e o
ES OF Te T
PeRFORMANCE ON MISSION ACCOMPLISHMENT
Semi Craical Disastrous CToTTT T
Ko Ettrct EHeet Ettecr L
1 2 3 ‘ s 3 ’ -t — - -




VT A T ey 4y s - e e

from block 17

o |

Recard Total of the ® The ratings of all 3 tactors are added togethes
3 Sefection Factor
Ratings n Row 4 ® Example. see below

-

to block 19

i

What does the @777 Skeet look like after the 3 © f

b
) [
delection factorn natings kave been totalled?

Example i
mos__ 83 E Task 1D Numbers (
skitt Level ___ 2 H

& IR NSRS | ‘ !
Single Factor Criterion *f§§§§g§g;’8§§ ] i ‘ §
Total Factor (Task Valus) Criterion SN NNENEAR : I | ]
§p |1 Time tc tran 0iE B -117 N B P!
Eg 2. Conseguences of Inadequate Performance -13 _q: b . ; T ”T—J—? Af I
3 3. Probability of Emergency Pertormance -13 1 ) ﬂk] T Tir RN q
OTAL VA? UE (Total Rows 1. 2 and 3) =113 ] P c T l
a * + 3
5 Truning Required? Lk Y D S 1, <+ 1] -+ 4 4—1.

6. Similar 10 Another Traming Required Task? | H [

—_— bt = - - ~ 4 - + 4 - —_ 4
7. Recommended for Training? - l | 4 ]
PO S S S 4 S U S
8. Percent Pertorming in Skt Level? - { 1 |
|
9. Crinicat Task? N | T ! )
i
Rating Scales Group Grouping of Similar Tasks
TIME TO TRAIN OJE 1
s 58 IS 7 31 58 3Mo o -
ol Wi Deyt  Weeks  Werks  Weels  or More ' T - - - T
1 ? 3 . 5 1 ?
JCONSEQUENCES OF INADEQUATE T T T e e T
t € ON MISSION ISHMENT .
Same Crtieel Ouasteaun - i T
o Ettect EMect EHect
1 ? 3 . 5 6 ! T - T T T
1TY OF »
" PERFORMANCE
Encugh Time
10 Obiain Intormation Instant S p— — [,
o Aspstance Retpanse
“store Downg. Requireq
5 5 !
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from block 18

Do

Alf Tasks

Have an Entry

w Aow 4
]

to block 20

No { Goto
Block
\\n

® |y these e:thes & number 0 2 dash recoided ;n Row 47

A.27
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from block 19

20

® Has your school given guidance on what number
atings are requited (both ungle tactor snd total
factor) 10 sdentify a critical task?

Has

Your Schaat

Set Single/ Totat Factor

Criena for Cringal
Tasks

Guidance for Setung
Selection Factors
Cruteria

* For guidance in se1ting the seiection
factors criteria, see below.

ta black 22

FHow do T determine the selection factore criteria?

— Remember that the requirement for training is determined by first considering
each selection factor separately and then considering the 3 factors together.

— A task should not be identified as requiring training on the basis of a single
factor rating, unless that rating is extremely high, a 6 or 7.

-~ When all 3 factors are considered together, the rating should be 12 or more in
order to identify the task as requiring training.

— These criteria values may be adjusted to fit your particular situation. The
important thing is to determine the

¢ single factor criterion
e total factor (task value) criterion

and apply these values throughout the MOS you are working in.

A.28




from blocks 20 and 21
2 |

Record the Single Factor ® Space has been provided al upper left corner of CTI Sheet tor

and Total Factor this (vfarmanion

(Task Value)

@ For an example of how the CTI Sheet looks when this information

Cuteria on CTH Sheet has been cecorded. see below.
4 to block 23
)

’ What does the C77 Sheet lsok lcke when the Single Factor and 1
70(4(74«:(01(7446 Wa[xe)&da@éaukwmuded?

Example

Task ID Numbers 4

T T
i [ '

mos _83 E
skift Level __ 2

m Criterion _kf .

Total Factor {Task Value) Criterion

/D008

/7009
/010
rott

B

Sy

1 Tume to Trae QJE

r— g

e B

[y,

2 Consequences of Inadequate Prrtormanct

Selectu
Factor

3 Probatn:ty of Emergeniy Perlormaocy

[
s
§ G,

1=

4 TOTAL VALUE (Tota Hows 1 2 amt 31 ~13;

5 Teaning Requiet

a1

+
e
[

}___.""’,

! Recomme

10 Anather Tranung Regared Ta

e
FUNRV SN §

t
.
.
‘
EiSeRERs
M
.
W
t
I
+
t

e o Tramera o 4L 4o ,,+

B Percent Pertorming 1 Sk Lever® |

9 Cepean Task> N T i l LT |

Rating Scates Group Groupng ot Simdar Tasks

—

),_ .

[ U

1+ — — -}

TIME TO TRAIN OJE

Y I X i 34 58 IMn . 1
o Loy My Cayy Weeny Weeky  Weeks  ur Muse
e

1 2 I 4 5 & ?

JCONSEQUENCES OF INADEQUATE b
[PERFORMANCE ON MISSION ACCOMPLISHMENT N
Semi Crotea Disastinus [ ) ) . o

M0 Eftect Eftecr Eftey

' ? 3 . L) 8 1

1] IPROBABILITY OF L'
EMERGENCY PERFORMANCE -
Enough Time

Enough Time 10 Obtar Informatian Inglant P

to Practre o Rspstame Arsaonse
Betore Doing Betore Oong Rrquued
-— ——— e e e

) ? 3 . L] L] )




. from black 22

® Now that Rows | thru & have been tiled 13 for sach tatk on the
CT1 Sheets (disregard those with a dash in Row 4) questions 5
thru 3 on the CT! Sheet are considered

Select First/Next Task
on CT) Sheet Which Has
3 Number Recorded
n Row &

to block 24

i
%
3
3
4

A-30 »




from block 23

¥

® Qv the 3 ratings add up to, or exceed the
Total Factar {Task Value) Critenon secorded
No 21 1he 1op of the CT1 Sheet, ac i any single 4
factor equal to of greater than the fingle K
tactot crteccan? i

the Singla o1
Towal Factors equal o
Excend the Critena

Recorded,
\'

Yes
% _
Recotd n ® N n fow S means “no training requised” a
:2: g N(dashl @ Dashes in Rows 6.7, 8 mean “does not apply”
RAow 7 (dash) & N Row 9 means “no traning authorized”
Rowd _ Idash) ® For example, see betow
Rowd N 4
26 d
Do © Do all tashs have an #
Al Tasks N, Y, or - {dash) in N
Have an Entry 0 Row 57 3
Row &
?
Yey
to block 27 to block 29

What does @77 Skeet look like after a
“wo' decision io neacked for a tack?

Example
wos 83 E Task 1D Numbers
ilt Lovet __ 2
rs 55'3"*'6‘8228&:
Single Factor Critarion R £ AL IR I RN IR IR
2 ﬁ\\\\\\\\\\\
Total Factor (Task Valvel Criterion __ ! |
1
1 Tume to Traw OJE o "T_*q L ] By .
2 Consequences of inarewate Preformance -13)04 L 1
S T :
3 Probebity ot Emergency Perfarmance - 35 i
-
& TOTAL VALUE (Totat flows 1 2 st 1) =13 i { j ;
- T !
S TwngReawrns o _1=| N J, _J%_Jﬂ{,«, NN
|
8 smiw o ot Tompg Reamen Ty d7L Qo)LL L P l Lol
1 Bscommended to Tt Il B D S 1 dd i, Lo
8 Prrcont Pertorming n Sk 1 Level? - - ‘1 |
9 rvcar Tk N| N L J LI
Rating Scales Group Grouping of Similar Tasks
TIME T TRAIN OVE
awy 58 2% 7 34 38 1w e L o
» u'- hey Oays  Weski  Weehs  Weeks o ufy:- -
- ———
' 2 3 « s 5 ! o o _
JOONSEQUENCES OF INADEGUATE
PEMFORMANCE ON MISSION ACCOMPLISHMENT e
See Comenl Disastrous -
o Ettec Efecs Ettect
—— L. S — - n
1 1 1 L) $ & 1
\
|
lrnosamLi Y OF o e
femenatncy rERFORMANCE
Enough Tme
~ogh Tume 1o Odtan {nformetan Ingiant s
e or Asmntance Respone
Betore Doing Required
4 1] 1] 1

!
i

el a




R PRI ORI QTS r 1

from block 24

2
i Record Y in Row 5 ® Y n Row 5 means "yes. training required’
o Exampie, see below
] |
: - |
to btock 28
d
-

.

3 ¥

What dses the (777 Sheet look lke after a .
“yes decisbon o neacked for a tack?

Y Ty

Example

.
mos_ 83 E 3 A
.
Skill Lovel __ 2= T 1. T !
NARRANNTINR PEITTTT o
. . 6 ololo] o ’QJQ QOIS ) [ T T 1
Single Factor Criarion ___ @ Qongq‘ﬁwcyo‘o I Lo i [ '
12 2 \\\\i\‘\]\{\‘\\\‘ " I i \ 3,
Totsl Factor (Tesk Value} Criterion __ /&= \1 L [ P L I | | | | 1
l " i i L 4 + s 4 1 I
> + + , - 3
§ 1 Time to OF 7z | [ e 1 r P i |
|l e S o S S T A D R Lot
2 Comequences af Inanequate Prrtormance -{13|¥. o | [
k vt sl h IR W o I § L S JE l 44 | PR 4;»4 e ee—p— 3
3 v of Emergency Pertormance =35 ) | | [ | | Lo . i
: — 4 | H 4
: t +
4 TOTAL VALUE (Totat Rows 1 2 and 31 ~|t3 HT T ; ' s 1 J !
e 4 - [ T
S Tewning Requeet’ ] LVJ'L' IR S S L L S 4 e e 1
& Simuar 1o Arother Tranig Requaed Tork? - - i } :
_ Simear to Arather B T T - P LI
7 Recommended for Training’ -; i-* b, l . R : C
Yecommended for Tewed” .} - . . PN . PP . e e e 3
8 Percent Pertorming 1 Skt Level? = - T ! i T ; - 1
; ™ * - + ¥
9 Cotcal Tash N N0 N o - 3 S 4‘
Rating Scales Group Gronging of Similar Tasks
TIME TG TRAIN OJE 3
s 58 I 88 A e . X ]
oo My Weeks  weebs  or Marr 1
- - s
' ? s 6 ! .
NCONSEQUENCES OF INADEQUATE
<HEORMANCE ON MISSION ACCOMPY ISHMENT
[HISTANT - T *
Citec1
b i 4 ) ) |
. :
me
e
e
Praairen
s 1 .




from block 27 from block 26

Do

® Do alf tasks have an N, Y, or — (dash)

Al Tasks n Raw 57
Have an Entry i
Row 5
?
Yo
29
Locate First/Next Task @ Find the furst/next task that has a ¥ ynder it in Row & - Traning Required.

with a Y in Row 5

to block 30

A.33
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from block 29

30

rﬂtmmm! Sinvdanty ot » Determine simiarily of task to other lasks recorded as “Y ' n Row 5
Tash to Other Tasks whah do 1ot have an entry 1n Row 6 on CTt Sheer
Heguioag Traning

L»j -

to block 31

}
I
I

® For turther explanation see below

How do T detenmine similanity? ,

o Look across the CTI Sheet at ail the tasks with a Y in row 5. Then consider 1
the following:

— If the performance requirements are highly similar for two or more tasks
which require training, it will not be necessary to train each task, but
only the most representative task of that group.

Example: A major item of electronic equipment may contain several power
supplies. Although each power supply is different, the performance
requirements of each task involved may be so similar that an individual
can be trained to perfcrmi the task on one or two components and then
be able to perform the same task on other similar components without
further formal training.

— Therefore, you want to determine if two or more tasks are similar due to:

e equipment/materials similarity
® performance similarity i

] e SOURCES OF INFORMATION

Information Required RYSVIE Remarks . }
Simnilarity of one task to | ® Task Summary St @ - 30l Lar g e Excellent
another task which also Manual
requires training e TMs and FMs e Sood 2
i ® TOEs and TDAs * Good
® SMEs * Good
® Your own judgement ® Fair




1

P

i from block 30

3

® 13 this task 56 Simislar 10 One of Mure ather tasks
No whick requice taming that f 1he soidier were traimed
— to perform one of them he could easy perform the
othet{s) without addilronal formal yamning?

ak Simitar to

Any Other Task(s) Which'

equirels) Traiming
?

' Yes
n
Record in Vs @ {dash) in Row 6 means
. Ruw 6 - fuash} Goto “does not apply
fow?7 ¥ \ '3"’0"‘ ® Yin Row ] means “yes
3 N\ L/ traimng recommenc

— ® intexamgie, see below

to block 33

What does the C77 look like when a tack whick cs nol

Example

mos 83 E Task 10 Nu.
Silt Lovel 2 _ T 7 T
b_ Es,gg\lz gf:gg%rs JN""‘I\A ’."BQVEH ' b
. : ~ ~. [
Single Factor Critarion____ - EY3s!8 o[qgo]‘oJoE,:,B 3‘6 3!950:: o i !
Totat Factor (Tesk Valua) Criterion /2 o~ ‘I‘ R I R A A R \\\l‘ A N ) !
= L S S N
1 Time 1o Tram OJE 1413, | i3 ‘
55 |l Timeto Tam Q08 [, 3] 4“,‘ ' .s;‘tll]é)}gsdi l [ | N
§; P — 312;703,6:3,7]7 424 Do
| 2 Commauercrs 0 naneauate Perlormante SOLIES g IS S PR ..
* 3 Probabicity of Emerarncy Performance 34 l"T" 3 1 ﬂ o ; I‘L3 | , !
4 TOTAL VALUE ‘Total Rows ) 2. et 31 13in mll "9 lgUBJEJLD" 9 '572023 Lo ! :
| 5 taumn AYINYIYINNY[Y NYNYY Y NN :
2 Tenre R e NN N NTNTY NS O . . H P
|6 S o Anerer Taeeg ey et Towr ’JFT T T e
Hecommended tor Tramn’ - L[Y,/ "} ; IS e
8 Percent Pectorming o Sktl Level? - T I - ! o
9 Gt Tase: N N ! NN RN
Rating Scales Group Grouping of Sinilar Tasks
TIME TO TRAIN OJE
4 My 58 % ? 14 s A i W | J
LU Y Cant Werks ek Bieehy cr o
- ... e e e —
1 ] 3 N I 3 y _‘l’;..,f, o
B —
“£S OF INADEQUATE
N MISSION ACCOMPLISHMENT
Sem Looteat wa e [T - ‘
£t Etter
.
L} 5 £ T




from block 31

3

—,

- Y

Il select Group Symbol | « The group symbol dentties all tasks within & gartcular group of
; i umilar tasks.
Y

I ® Toclurther explanation and gudance. see below.
| I

to block 34

What co the panpose of a Group Symbol and
bow do 9 select one?

— A group symbol is an alphabetical letter used to identify a group of tasks which
are similar to each other.

— Select A to identify the first group of similar tasks, B for the second, C for the
third, etc., depending on how many groupings there are.

— Each task with an A in row 6 will be very similar to every other task in the A
group. Each task with a B will be very similar to other group B tasks, etc.

— Once a task is included in one group it cannot later be included in another group.

— Work with one group at :« time.




from block 33

Recnrd Group Symbaol ® bxample ser beiow
n Fow 6 far This Tash

ang Al Tgsks Sumiiar

1wt

to block 35

What does the (777 Steet look like when all the
tacks witkin one smilarn tacks

group

Example

) Numbers

mos_ 83 E

Skill Level 2

Single Factor Crnertan

Total Facior (Task Valuel Criterion [

r002 |
1003
u:)o‘i4
7005
10080

opl-14&1
oot

sew 2

2 Comearmrcrs W arauate Pertore

3 Prisbanisy W bmergency Partemgncr

4 TOTAL VALUE - Tuial Raws | ¢

ana 3

5 Traerg Regured

g Rt Tas

Raung Scates Group

TIME TO YRAIN Quf
[ G-
ooeny He

. — o
'

JENCES O INADEOUATE
CANCE ON MiLSHON ALCOMPLISHMENT




from block 34

S
Recatd Group Sy—‘;ul\‘ o Fuifuethet explanation yid guidance. see telow

an Buttom ot CT1 Sheet f

|
{ i
IV-T_\

to block 36

R

Example

What co the parpose of necording the grout symbol in
the Grouping of Similar Tasks section and
what does this look like?

e Notice that space has been provided for (identified by a letter symbol) you to

record the 1.D. numbers of tasks within each similar group. You probably have
had to use several CTI Sheets in order to record all the task numbers for the
skill level you are working in. However you will only need to record the similar
task numbers beside their designated group symbols on the first sheet—there is
ample space here for the similar tasks located on all the CTI Sheets.

By grouping the tasks according to similarity in one space you will have a clearer
idea of what each group consists of—how many tasks, which ones, etc. This will
make it easier when you select the most representative task in block 37 of this
job aid. It will also make it easier for your supervisor to see how you grouped
the tasks.

Record one group symbol at a time so that ample space is available for task
numbers next to the symbol.

mos _ 83 E Tack I Numbers
. 2 1 '
Skill Lowel — L gg}hggg,']gz ‘ l'ii{w‘\
Single Factor Criterion ____ & ¢§o°ggono§‘,on i ) bl
/2. BN NSNS N SIS IS S | ) i
Total Factor {Tesk Vaiuve) Critetion e |, ) ] ] 1 4‘ L L [
' ~1702|5]3 2]3i7]qli T8} ] HEEE
gllimmimer L ASTR53, LA ST N I A A N A
2 Consequences ot Inadequate Pertormance -3 §171413.2 Ti3'¢; | L
o comegumnens of Tnadege Tl o 20 SR R Sl B [ R
3 Probabilty of Emergency Pedturmance ~13{5 401 LE'[BJ L 7idig L | N
4 TOTAL VALUE (Total Rows 1 2 and 31 —~ 300 a0 I‘JJW:W BLW[T \ HN Il
s reemmeer L SYININGYC YR YD
= 6 Simiar to Another Traring Bequred Tok® ~[={"iA -T—l—1A1AI‘-+ Do 1 4 .;
1 Recommanded tor o -lYi- yn'l-l y T‘-‘ % " I l‘
8 Peccent Pertarrming - Skil Loved* ~ :1 o i N ) T I
s ot N[N [ INND TN T
Rating Scales Group
TIME TO TRAIN OUE @
awg  sg rs 2 34 50 aMn )
o lm Mo Dayt  Werki  Weeks  Werhi o Mare T
- el
\ 7 1 . 5 3 1




e e - -
from block 35 1
3 i
J 1
) 36
Record Task 1.0 ® On the linels) opposite the Group Symbol, record the task | D numbess
Numbers tor Al Tasks for each task 10 this grovp.
Asuigoed With This
Group Symbol o For example, see belaw
to block 37

E
o
task 7D wumbers of similar tacks ane necorded wewt to
()
Example
“_KEL*__>V_ —_— Task 10 Numbers 3
Skill Lovel . I IR ]
b | NN
Single Factor Criterson _ & ——  F é‘o 13
o Q) ~
Total Factor {Task Value) Criterion _/ d— ls‘[‘w 31 = \{
h
Sg | Tmerotemae T;ﬂl!? .
35 L2 commercn o marane pe ,“,31"19 | ) i
“N Probateirty ol Emergency Perlormance - ’ST s |
4 TOTAL VALUE {Tutal Rows 1 2 aml 3) -1 IIVIM‘ /l Vi ﬂla]lih 3 /0 7 /8! yLIJ‘ 101426 6 13 1P IS‘ . r
S g Requeedt —1;.~'y‘\l NN YINY VYN ‘ﬂN‘tN Yoo r
6 Simitac 10 Anather Tramung Reduaed Task ' —' : iA" '$‘ R H R ‘;"‘"i"%* =1 l i ‘ N i L 1 .
e ERN ,;1,'#3 U I 1.
8 Percent Pertaerming n Skilt Level? -, L Ly . o | ' by
S G o WO L v Y ]
Rating Scales roup Grouping of Similar Tasks

1 ? 3 4 5 6 !

TIME TO TRAIN OJE
Ahn 58 25 ? 34 58 le\ H, ,/00, H',, /00 ?l /0.0,7 e 1
o les M Days  Weeks  Weeks  Weeks o More o
. DA N \j
- . o .

JOONSEQUENCES OF INADEQUATE

[PERFORMANCE ON MISSION ACCOMPLISHMENT
Serm Cotical Onastroor }" I I ——
Mo Ettect Ettect Ettecr
3 1 2 3 ‘ 5 5 [ B -
PPROBARILITY OF
[EMERGENCY PERFORMANCE -
Enough T
Enough Time to Obtan Informatian Instant ' S
4 » % Practece o Aswtmance Response
Betery Domg Brfore Doing Required :
1 ? 3 L} $ 3 1 11
. j
i
OF TASKS ;
OF TASKS AU
SUPERVISORS INIT1~ "
2" !
A-39
4




o —

from block 36

ki

fn Row 6 Curcle the ® For tysthes explanation and example see below
Moat Represeatstive
Task of the Group l

e

to block 38

Fow da T identify the most nepresentalive tadk of the grout?

® The most representative task is circled in row 6.

¢ Things to consider in selecting the most representative task.
— The various types of equipment with which the task is performed.
— The steps in performance required in each task.
— The conditions under which each task is likely to be performed.
— The most representative task will probably be the most comprehensive. That
is, it includes the steps performed in most/all of the other similar tasks.
® Sources

— Same as for block 30.

What doee the (077 Steet look like when the most
nefresentative tack hao beew corcled in now 67

Example mos B3 E_ 7 Task 1D Numb
L T T . . T 1
sl vl 2 : E,.N!;[:“gm NE IS gv\m;m\tlhﬁ’;«\‘om o Ay
Sindle Eactor Criterion . 0 12991888983 qi3399/d3alsa N80
BN N SN NNV NN NS S s SN N NN S NN
Total Factor (Tusk Value} Criterion | 2 o . ' o :
on 7253237413345,
i v ERRAEERRREEAK)
“ 3541 531741 3774
3 %0168 10 91821 13
~YNYYNNYYNYNYYY.
s AS - ~mA- -
o IR A T
N N NN N
Rating $.atpe Groun
TME T TN N A | jo04, 1008 /009
' i - W 33 Al' V‘
S R

A-40
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from block 37

.

(n Rows 7 and 9 ® “N”:No Fraiming is n0t recommended tor this task because ths is ant

Record "N the most representative task of the group
i

"::;,8 Record * Examgle, see below

to block 39

What does the (77 Skeet look like when the nemaining.
leas-representalive tacks are wnot necommended for training?

Example

mos B3 E _

Skill Leve! 7,} .

tare

Single Factor Criterion @ o .- 3

/075
107

Total Factor (Task Value) Critenion ,__’_,ZA t\“
-
-4

¢ Fomwa Tr

.

-~ N W

2 rensequices of S
. - :

Setection
Factors

Al

3 Peobagtni ty 1 Eewrgron v Pusfocanee

S[e e n
Slw & w

4 TOFAL VALUE ‘Totat Powe ) 2 ot 0

z|e¢

4 Teanog Requitsd?

~<
z

£ Oirmiiar 'o Aoothe: Tr

F Rerommended tar 71

4 Percent Parformi g r Skl Lever?

9 Crticat Tk ?

Rating Scales

Grouping -f Simula

TIME TO TRAIN OJE A
1 LR 75 7 iR LR} I Moy .
e e Oays  Weekt  Weeky  Weels o Vure

— - - e
> : A « «

1004,

[CONSEQUENCES OF INADEQUATE
PEAFORMANCE ON MISSION ACCOMPLISHMENT
Sem Ly heat thastery
Ne Ettper Fttacy Hact
-—
' ? 3 ) n - '

1
+—
i
|

PROBAGSLITY GF
¥ FERFOHMANCE ——t - - - - -

Erough Tme
1 Ntae ~tacmaron tant
‘0 Practce ¢ Agtance Horpnse
elore 1) ing Setors lhn.og Qe red
— - .- S
v ? 1 4 ) s i

nongh Time




from block 38

R

in Row 7 Recug ¥
Undger the Task you

———

“Y" = Yes Training 13 recommended because this is the most representative
1ash of the group.

Cucied ® For example, see below. 5
1 a
4
to block 4C »
k. ¥
3
i
" i
E_,
What does the C77 Steet look like when the most
] »
Example $
mos 83 E Task (D Numbers
Skill Level ___ 4 _ e T ‘ . i‘*i%! ] ] ‘ T ‘ ‘ T1 W T T ‘
Bl ! [
Single Factor Criterion G 8 ‘ g{g‘ol | 5’ ° % R |
NS
3 Total Factor {Task Value) Criterion _ 12 ~ l \4‘ ~ ' ~ ‘k ! 1 \ |
1 ' 1 ' +—1
P ! ' c ] |
3 ! . PR *
5 % 1 faaseriate Pertormance '3 ' i H
2 ate Prilormane 2 e e i .
RS 1y of Emergency Pertormance 4 i L L L
4 TOTAL VALUE ITotal Rows | 2 ang 31 ' 8 ) ]
-+ ‘
T IR T
o 10 Another Tegmnng Required Task? -1~ ,-_4@ .— ; -- @ A;— LT T '} : . . i
: s e Trgmieg? - - L |- - - R [
SR 0 1 e I R
B Percent Pertarming 1 Sh 11 Lewol? - ~ =i -y~ -l - L A B R A \
. ; ! N i
e N RN VR e RN T T T
Rating Scales Group Grouping ot Similar Tasks
TIME TO TRAIN QJE oo
AHs 58 7% ? 34 58 3 Mo A 7/0941 7008 4 / ?
o Lews LI Days Weeks  Weeks  Weeds ot Moie
—. 4t g ®
t ? k) a4 L] 13 7 _ R _
i
[consEQUENCES OF INADEQUATE T 1
[PERFORMANCE ON MISSION ACCOMPLISHMENT
Sem: e t.cal Boastrow N R - -
Na {Hert Eftect EMect K
i ? 3 1 5 + ' B
- —-— — -
PROBABILITY OF
JEMERGENCY PERFORMANCE LJW - T T - | I
Enough Time h
Enough Tume 1o Obtavn 4n80rmat an Poatane
tu Practce at Aggana e Rrgpaese
trs Doy Bet-os Ly Heguied
D el e e e a - JE -
M 3 4 4 [ ?
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from block 39

e isthesrea Y or N or ~ {dath) in every cell of
Row B on each CT1 Sheet?

1s There

o Entry 1 Every

Call in Row 6
’

Yes
4“
Locate Next Tatk Which & The next task is examined for
Does Not Have a Group similanties.
Symbaol or Dagh in
Row 6

Goto
Block
2

to block 42

A-43
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from block 40

Assemble Alternate ® SME‘sverify the selection facior ratings ang task similarty judgements
Pane! of SME's 10 f
Review CT1 Shest ® For further explanation and guidance, see below

to biock 43

SMHE s newew the C77 Skeer?

e The purpose of having an alternate (different) group of SME’s review the CTI
Sheet is to provide an objective view. A panel of three SME’s is sufficient. The

panel should be asked to verify the selection factor ratings and task similarity
judgements.




from block 42

1 « )\ :
©7 Does 4

/' Yes ® D the panel of SME < agree that canges
; < CT1 Sheet Hequire ™ —— = shuuld be made?
~._ Rewson
~._ ! F

>
\r ) 4
No . :
| . -
H .
] : {
3 I 44 I !
! [ o ?
. 1 Hevise an Bases 1t ! B

. ' Consensus \ 2w \
3 . 3
3 ! .
‘ .
| T - -

a |
Count Number il Tasks o Cuortan the ¥ 5o Ruw 1o wach €74 Sheet
Recommenden tor
£ g A th o
Traning and Hecort . TS ot un hattnm o the st €Tt Shew
Tutal on CTH Sheet

EPNOR I

Nt e 0 kg Rt o Tiaiming

e tagmple see below E
I_"_T*,_,_J . 3

to block 46

What docs the (77 Skeet look like when namber of
tacks necommended kas beew filled in?

Example

9 Crtcal Task?

Rating Scafes :

TIME TO TRAIN OJE
9
awn S8 1S 2 I8 58 1M A ,/,o,,oyl,,",oc,a,’, {oo

k o Lot Oays  Wevks  Weeks  Weeks o More
k]

3 & 7

2 4

JCONSEQUENCES OF INADEQUATE
[PERFORMANCE ON MISSION ACCOMPLISHMENT

Sermu Concl Dussstraus
Eftect (]

Mo Ettect

1

1TY OF
EMEAGENCY PERFORMANCE

Enough Time
Enavgh Time 19 Obtan Intormation tnstany e o _ - . = _
3 10 Praciice ar Assstance Aesponse
~ Oetors Bang Belore Doing Required

1

OF TASKS
OF TASKS
SUPEAVISORS IMTIALS




from block 45

Determing if There is s o For furthes information and guidsncs, see below
Limit on the Number of
Tasks Authorized for

Teaining

to block 47

Why would thene be a limit on the wumber of
tasks authorized for tracining?
— Resource constraints often make it impossible to train everv task recommended
for training.

e Source

— Your supervisor can obtain the information about the number of tasks
your command has authorized for training in this MOS and skill level.

.”—-—ﬂg"— ey,




from block 46

® The number of tasks recommended 15
tompared with the number suthorized

———————— tor taining {if there s such & number}

1 there 1 no limit, take the “No™ branch

48

Record “No Limit™in @ for examgle, see below,
Space Marked Number
of Tasks Authorzed

T

to block 49 to block 5¢

What does the (79 Steet look like when “Ho Limit’ cs
neconded in the space marked Humber of Tacke sfuthorniyed?

Example
L
RN
Rating Scales Group
T s we VA | 7009, 1008, 1007

24 2 34
o lem  Hrs Days  Weeks  Wesks  Weeks  or More

) ? 3 e 5 6 ? N

[CONSEQUENCES OF 'NADEQUATE
PERFORMANCE ON MISSION ACCOMPLISHMENT

Seme Cotcal Oiastrous
No Etfect EHecr Effect
1 ? 3 ¢ 5 § ? T T T
L————h S
PROBABILITY OF
emercency PERFORMANCE i -
Enough Time
Enough Time 1o Obtan information iastant e i eem e - —_ —
o Practice o Aspstance Response
Betore Downg Betore Doing Requ:red
i 2 3 4 5 6 1

OF TAsKS 250
NoLimi!

.__*._.*'4.,, el s

OF TASKS AUT

AMAX)
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from block 47

43
rhll w the Number of
 Tasks Which Can Be

Authorized far Training
! on CTI Shest

1o biock 50

from btock 48

® The number of tasks which can he authorized ol
traiming 15 Iifled in the space marked. Number of
Tasks Authorized. un bottom of CTH Sheet

* For example. see below

What does the C77

Example

Stieet look like when the marimam number
of tacke whick can be authoriged for tracwing co filled in?

T _T !
. | L —
1 1
BN
..sng Scales Graup
< WE
N 59 25 2 3a 58 3 M A /,00‘/,,4_,/,,0?,,81’009
wtess M Days  Weeks  Weeks  Weeks o« Moce
-—
A ? 3 3 5 [} ' L—-[—~————~ e .
{CONSEQUENCES OF INADEQUATE ¥- T B
PERFORMANCE ON MISSION ACCOMPLISHMENT
Setmi Criticat Mastrous ToTTtTT T o
Na Eftect titece
1 ? 1 4 5 3 7 1 T -
S .

PROBABILITY OF
[EMERGENCY PERFORMANCE

SUPERVISORS INIT).

UMBER OF TASKS RECOMMENDED 250
NUMBER OF TASKS AUTHORIZED 200

Ingtant ———.
Response
Aequied

Enough Time
Enough Time to Obtan Information —— -
10 Practice o0 Asustance
Befors Doing Sefore Doing
1 2 3 . 5 6 !

e [ S

A.48
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from blocks 48 and 49

F
& (71 Sheets are subnutted 10 supensor tos approvai of the selections made

’ 0btan Supeisisory }
Approvai‘ininals on ‘ thus tar

L CT! Sheer | © Supervisors invwials should be placed on nottam of CTI Sheet

1

\ . @ For example, see below

L_—_____I_*_J

i
to block 51

Uhat does the P77 Sheet lsok like when the
supernuioon's initiale kaue been reconded?

Example

1aling Scales Groupming o! Similar Tam.

..« 10 TRAIN OUE

4 M 58 25 ? 34 56 3 Moy
o Len M Days  Weekt  Weeks  Weeks ot Man
e

! ? 3 . 5 [ ’ . -

SR B o

OF INADEQUATE
}PEAFORMANCE ON MISSION ACCOMPLISHMENT |
Sem: Critien Disastrous I T
No Etfect Ettect Etter
1 7 K 4 5 L] i — 7-1 h “ - - oo - -
I e
[PrOBABILITY OF
JEMERGENCY PERFORMANCE e e T T T
Enough T
Enough Time o Obten informatar Inuan: - el el S
to Practice o Assstamce Reuor s
Betoce Oong satare Doing Hrgy e
1 H k] 4 s ) [— - - T
~.
- I R ————

numeER OF Tasks recommenoen 25 0
200

NUMBER Of TASKS AUTHORIZED
~

SUPEAVISORS INITIALS
S —.
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from block 50

In Aow 8 Filtin # This information will heip organize the st of recommanded tasks 30 that
Percent Pertorming Each these performad by tha larger numbars of saldiers will be given priority, if
Task Recommended for more tasks have been selacted for training than can be suthorized.

Teaining in Aow 7 & Even if oll the tasks recommended can be suthorized tor tsaming, this
information will ba needed in 1SD 1.5 Selsct Instructionsl Setting for the task,

® For sources and further guidance, see beiow.

to block 62

What are the sounces of information for determining the
peveent of soldiens who perform eack task?

o Sources of information:

— CODAP Group Summary Report. CODAP data, when available, are excellent
for determining the percent of soldiers within the skill level who perform each
task. However, it is likely that not all tasks listed on the ISR Sheet will be
represented on the CODAP Report. Consequently, even when a CODAP Report
is available, it will probably be necessary to supplement the data from the
Report with data from other sources. See Resource Manual for guidance in
using the CODAP Group Summary Report.

— Field Survey. Field Survey data are excellent for determining the percent of
soldiers who perform each task. However, a field survey should only be con-
ducted when CODAP data are not available (or badly out of date) and when
there is sufficient time to conduct the survey. See Resource Manual for
guidance in conducting a field survey.

— Panel of recent job incumbents. This represents a fair source of information.
See Resource Manual for guidance in establishing and using a panel of recent
job incumbents.

~ Panel of subject matter experts. Use this source only if none of the above
sources are available. See Resource Manual for guidance in establishing and
using tHis type of panel.

~— Your own judgment. Use only as a last resort.

A-50
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What doeo the C77 Skeet look like when vou § has

tack recommended for training?

Example

wmos_83 E
Skill Level __ 2~ -
WMyl gt
Singe Factor Critrion ___ @ |} 88888882
Tou! Factor (Task Velusl Gritarion_(2___ | NN i
;5 1 Time to Tran OJE _ir’ 15ﬁ;i1 379,,'A
§ |2 Consequances of inadequate Pertormance ~'34|5 '1‘;'{03 }4,1 3
% T3 provatuiny of Emergency Pertormance -i3l81d]0 15131 (T4
4 TOTAL VALUE (Totat Rows 1 2 and 31 =T ll[il qi0lin| 8 l?‘
5 Traming Required? ~lY[NIY YJPLN Y[Y|NY
© Sormia 10 Another Traming Requies Task? —lel=lA{-l- > A -l-
/1 Recommended to: Traming? Y|~ |N]YN |- YIN[-Y
8. Percent Pe:*.uming i Skl Leves? ||~ |~ o)~ [~ B3]~ |-
9 Crvent Tow? DENORCIRNT
Rating Scales Group
IR T TR TRTIR ol LN KL APRA
" 3 ‘ s 3 i -IKLdL 4

e v '”M'&W

RS N

TR

e

A5




from block 51

@ The Number ot Tasks Recommended and the
/ nve Tukx Number of Tasks Authorized are compared
Bees tor
Jeaning Than Can e
Aulhonuu

No

53

15 Row 9 Record Y™ ® These ar+ critscal tasks

Under Each Task Which

Was Hecommended {01 ® For example. see Manual page 4
Tramng in Row 7

to block 54

What does the C77 Sheet look like when all the tasks
whick were uwanmwxdbt&bzﬂuuxagt(acaaw 7) i

¢uu%bu7a(jbz¢h4au~9 (accam 9)7 g

Exampfe ]

N
i

or Training Oate t 21,1478

ame 0 i

CATION SHEET ) tn Semit
Task 1D Numbers %
elolelsls s almlal 5|2l 8 5l alnlsl 2] 2] sl 2Rl :
s;at::283588o29y23§22§2289§g° {
AN ER4E IR R RN RS RN R RN AN ~ :
i i | &
3 elaleelairlalalaleln s ]312]e/9(2 3]7]5)~]-]-|alu|s]- j
JitgLaAL'il“avauzbv672---s~“- i
Tsleli i lwris i sl sais s llaialsalelalal=|-[-le]¥1¥] '
(19012 6 |l 1318113 10 1213 [11 18116115117 [ 6 2 16ile 16121, 4| = |~ | — M 1213 ~
T M T 1 T 3
T

: PR St (o8 St Mt . Sl Sl il Rl % =Sl o

Sinle s LY = I N e [y N Y Y I = [~ (oA Y Y

-~ 1= 1= Tua]= I3l Tau =1 <le8] - [57(72] - ja3] - Prafuil1a[ =1 == £ lsojus]0 + N

N NINTNIN N NN NN Y YTy (N NN Ty NN N IR Y [y [ e

Grouping of Stmilar Tasks

"""" T T T (
A.52 t
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;
from block 52
Order Tasks @ The 10 Numbers and Percent Partorming each task recommended or traiming
Recommended for are recotded an the revarse side of the CTH Sheet from highest perfarmung to
Tratving by Perce:d Towest pesformmng.
o Paforming o Ordenng task by percent performing heips prionitize the list '
k o for example, see below
to block 55

ra

A3 '-




What does the prionitized list of tacke look like?

Example

A.54

Bk e -

- vty | |
o/‘gﬂ 95 % | 1222 Co% | /ov9 42%
1063 22 % /178 §9% | 1074 2%
1079 g9% | /072 1% | /03¢ <t A
/08¢ 82% | /224 $?h| /239 399
1072 88% | /2,31 58% | s259 i 33%
1073 g5 % 1030 575 | a4/ 35
lorg S%h | 12/8 £7% | 1033 319%

| /1072 g¥%h | 1277 <% /252 /Y
1069 83% t_/.we 5% | lead 367
/o¢o [ 92% | r200 $5% | 10as | 207,
1057 1% Joii | su% | /267 30

.
1042 g0 /2_7.&“ 9‘7‘2. 1245 i 307,
1112 7% /272 s9% ! 1779 2

L /120 7‘,75‘/.,;,7_/;;41_ - 5}“/.4l /172|203
/03§ | 7¢% . tel rs‘S/.L Jo1 20%
1062 [ 75% /ey 153% | /172 18%
pox | 15% . /255 | &34 _lasy 1k
729 4% 1250 1 52% | /2¢/ sk
114 3% saac | s | a4 ISk

_lo31 9an 4237 tff'/‘_iw /1259 /5%

| /Is0 70% | 1149 50% 1128 /5%

_loww  70m 1247 9% | /asy | x|

/136 70% 123! “8% | [2al 3%

437 6rm | a3k | 4Eh [0¢3 3%

_lo3e | &8% | 11¢T “1% | Joe 3%

L 115y (5% 1170 “5h /021 2%

/22 Losh ., 1043 wsh |  Ja3¢ an |

| /79 ey #s% | /223 i% |
1795 €3% | /258 Yy /192 1%
/009 é3% | /202 “4%, 24%¢ /%
/005 | éol | ‘a/3 ¥3% | /177 107
/721 éo /237 y2% | /260 0%
/720 + §07 104§ ¥a% | 128/ /107

| |




from block 54

55

1dentity Recommended ® For further enplanation and guidance, see below.
Tasks Which Will Be

Authorized Trasning

(Crivical Tasks)

B N o o

£ 10 block 56

P

How do T determine the cut-off point?

e Starting at the top of the prioritized list, count down until you reach the number
of tasks for which training is authorized.

e Draw a heavy line just below the last task you counted.

A.55




F

What docs the prionitived Uit look like
when cul-off kas been indicated?

Example

A-56

, T Numow Aetaemng ok Numbe i ok Numbar Rivall
o/“o-;so' 95 % 1222 co% | /Jove 3%
/063 2% | /178 §9% | 104 H2%
1079 %% 10 72 §T% | /23 A
/08¢ 8% 1224 %% /239 9%
1072 g¥% | 7231 58% | /a8 33%
1073 g25% 1070 S5 1 241 35Y% |
loI§ es% | 12s3 £7% | 1033 | 33%
10 7. gY % /277 $¢Y% /252 Y,
1069 23% ‘208 95"’/#-"’— ’
lo¢o | 82% /200 [ s /02§ Y
1057 s | ot ! s“rw?
1042 gos | 127¢ S¥% | lavs | 3e%
112 729% | iara L S9% ! 1179 L2,
j20 [ 78% | /269 S¥h, 172 20%
/03¢ (78K | Ml IS3% L Jer L 3% |
1062 75% 1742 | £3% 1179 18%
1002 L IS% | 285 83% lase | 6%
/129 7% | /250 [ Sani 124 ISk
1014 P73k a2 St /2148 7 /5%
/031 wax 237 sou | /259 . /5%
/150 _70% | (149 | 0% ' /128 ] /S% |
lowy 70% 42;3/1 ,,!f{/?j/- ' /259 /sxﬁj
/13¢ 0% | a3 “8% | Jaal 3%
/737 7% | /a3 L 48 A [o¢3 /3%
ZFY, £8% 1167 41% 10¢1 /3%
1715y ésY% /170 9 5h /02] 1A%
/722 (Sh| lous “$h /23¢ /2%
1772 E5% | 1244 4s% /223 A
195 3% | 1258 Y% /192 1%
loo® €3N | 1202 Y%, 12%¢ "%
/005 éon | /a/3 y3% | /197 A
/727 éoh /37 v2% | /1Léo 0%
/720 0% | ro4¢ va'%h | 125/ /0%




from bilock 55

In Row 9 Record Y™ « Row 913 0n the front side of the CT{ Sheet
Under Each Camcal
Tash

Record "N Under All

Others

® Far turther explanation and guidance. see betaw

to block 57

- How do 7 decide whick tasks can be considened enitical
(centified by a "Y' in row 9) and whick taske witl wor
be considered oritical (identified by an "W in now 9)7

e In the last block you drew a ““cut-off’’ line under the last task included in the
number authorized for training. Note the % performing valuc for that last task.
Usually you can consider all tasks which have that value or a higher value as
critical; those which have a % performing below tliat value as non-critical.

® For ease of completing row 9 (on the front side of CTI Sheet), just look at the % per-
forming in row 8 and record “Y " for tasks which have the % falling above the line, and
“N” for tasks which have the % falling below the line. Note the following exception:

e However, if the line happens to be drawn in the midst of a group of tasks all
having about the sanie % performing value, you should take the list to your
supervisor. For example:

Task No. % Performing )
1541 37%
W 1543 3% Cut-off lines does not really
1566 37% discriminate between critical
s 1589 35% and non-critical tasks.
1595 35%
1599 15%

Your supervisor will probably advise you to examine the tasks within a certain

range for their task-values and select those with the higher values (total criteria)
as critical. Thus, you may be picking up some tasks which were below the line
and deleting some which are above.




What does the 77 Sheet look like when enitical tasks are

recorded as Y’ and mon-critical as” W’ in now 97

Example

I1SD 1.2 Select Tasks for *

CRITICAL TASK IDENTIFICA?

tememnsTe

mos_83 E
st v 2 oyt @0 w 1
Single Factor Critwion ____ ?§§g§g§ggg§§'§'§‘§;§§
Towsl Factor (Task Value) Criterion __( 2. T AT T e ik Al A T ek A
;s 1 Time to Tram OJE . [-17]2|5 3|23 17)4]) 3|3 417|513 ,2
;;.’.". 2 Gorseauences of Inadequate Pertormance 39|5]7/4[3]21713 6|37 742
3 Prooabisty ol Emergency Pertormance —(3iS|e S (3T 377401
4 TOTAL VALUE (Towl Rows 1 2. and 31 ~ 13 14101} |9 |10)76|B 10| 9 (1821136
5 Yramng Requien? “IY(NIY]YININIY [YIN|Y|N|Y|Y]YIN
6 Similar 10 Another Traiming Required Vask? -l= LA -i-1-(A AA:A el S bl A
7 Recommended for Training? “|Y[=[NJY| ==Y IN[-[Y]-Y »Y Y-
Pertorming in Skl Level? = 78]~ |- =|-lal-1-|s - 20192
9 Coneal Ta? NYININTY ININIY N[NV ININ]Y DY
—Afm—f&am Group
rmz:'n.z':‘r‘nu;"ols 02"5‘ *Im . A 700 ./,L {29787, /O? 9
1 ? 3 ‘ 5 6 7 =) /0/8, /022, 102
C 1039, /035




from block 56

Obtain Critical Task @ The Cretical Task Listing Sheet is the document on which all the tasks
i solected for training ary recorded. This Critical Task Listing wili be passed
on to those working in subsequent 1SD Blocks.
« For an example of a completed tash histing sheet, and guidance in obtaining
the tarm see below.

to block 58

. Wehere do 7 get the (nitical Tack Listing Skeet?

® Critical Task Listing Sheets are available for duplication in the pocket at the
end of this manual.

® To see a completed Critical Task Listing Sheet, see next page. Follow this
example for filling in:

[
i MOS code
! Skill level
f Date
Your name




Bt o

] A-60

Example

ISD 1.2 Select Tasks for Training

CRITICAL TASK LIST

mMos___ s3 ¥ Date Septamber 21, 1978
skl Lovet  * . Your Name st len Smith

f % nst.
10 Number Task Description i | o
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; from block 57

o Were numbers 2snigned to tasks a8 prescribed
gv TRADOC guidance in TRAGOC Circular
51-287

Recarded on £T) Sheet
Otiicial Numbers
2

Qbtares Gtheiat Task @ TRADOE Cucular 35)-28; paragraph F,
Numbiers by Following pages 16-18. explains the task numbering
Guidance n TRADOC system

Curcular 351 78

to black 60




from blocks 58 and 59

® [

List Cortical Tasks & Task numbers were listed in ~rder of percant performing on the revers uide of
According 10 Olticl the CT1 Sheet.  Hare they s listed wn osder of than ptiicial numbers
g:‘m Is:::';‘ 'k ® Transter Percent Performing higures to Crieal Tash Listing Sheet.
Listing Sheet o Example See below

to block 61

What does the Onitical Tack Lesting Skeet ]
look like when completed?

® See page A-10 in this manual.

A-62




from block 60

Obten Coitced Tagk
Lt Approvel from
School Cor nendant

——

to block 62

o Obtain School Commandant’s Review, Cominents and Approval as “irected
m TRAGGC Circuter 3514, paragrapl: 3-1632d, page V7.

A.63
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from block 61

Coltect Alt Wark 1n This @ Collect CTi Sheets
Block and Submt to Critecal Task Listing Sheets
Supervisa:

* Submit 16 Supervisor whi will pats 1t 3iong 10 (ND.¥ALBI wor.ing ;
1SD 1 3 Task Analysis J

-

to biock 63 1

A.64 i




from block 62

8

® Ouring the criical lask selection process information

ntormation (o1 Yes may have been abtained that would be usetul 10

persons who performed activities that fed inte this

orking in

Other IS0 Blacks pricess Similerly ntormation may have been
? obrained that wo- 1d be usetul 15 persons who will
be engaged i the 150 Step J that toilow s one

Ny

SHEEY @ For turther quidance. see Manual 15D § 2,

Record Commants on ] ® Comments ~re recarded and submitied to
IS0 CODROINATION appropriate pessons
Stack 57

to block 65

What co the importance of freparing comments jor
feople working in other steps of the inostractional
sydlems development frocess? Fow do 7 necord them?

e In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. For example, you may
have thought that other tasks should have been included in the critical task list-
ing, or that the job performance measures were incomplete or inaccurate. Some-
times, you may have had to do work that should have been performed in pre-

vious steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT’

RPN




from block 63 and 64

& _[\— ~

Submit Capy of
Critical Task Listing to
Appropniate Persons

STOP

® Individuals who can provide useful input at this stage of the ISD process,
8.9. DOT, COO, etc. should receive 3 copy of the Critical Task Listing.

A-66
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JOB AID FOR
CONDUCTING TASK ANALYSIS

ISD 1.3
Manual

This is the 2nd in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document,
“Job Aids: Descriptive Authoring Flowcharts 1ISD 1.3 Conduct Task Analysis.”

The flowchart document will direct you to specific guidance, examples, and references
provided in this volume. If you do not have the primary flowchart document, request
it from your supervisor.

The wording in this manual should not be construed to
discriminate between the sexes, In order to avoid a
repetitious use of the terminology, ‘‘he/she,” the terms,
*he,” “"him,” and ‘‘his,” as well as “‘men,"’ are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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ISD 1.3 Conduct Task Analysis
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from blocks 1 and 2

Have You

Used This Job Aid

Betore
’

Want to Sev

An Qverview of the

Job Avd
?

@ Overview includes 1
- Goal
Objectives
- Product
- Major steps i protess
- Worksheet Used

Overview of the Task ® For detsiled overview, see below.
Analysit Job Aid

to block 6

What 48 the Task Analysis Job Aid all about?

e GOAL

Your goal in using this job aid is to obtain, document, and summarize all the
information about each critical task that is needed to prepare the Soldier’s
Manual, courses of instruction, and SQT.

e OBJECTIVES

1. Given a task statement, detail the following information for the task:
T — CONDITIONS (in what environmental situation it is performed)
— CUES (when it is performed)
— STANDARDS (how well it is performed)
— References and training tips
— ELEMENTS or STEPS (how it is performed)

X 2. Given the above information about a task, summarize it in a format which '
can be:

— placed in the Soldier’s Manual
! — understood by the Soldier learning the task i
‘ — used as an evaluation tool by someone supervising the task
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e PRODUCTS

This job aid will result in
— a completed Task Analysis Worksheet, and
— a Task Summary Sheet

for each task selected for training.

e MAJOR STEPS IN PROCESSS

Step 1. Determine acceptability of task statement
Step 2. Select method of obtaining task information

*Step 3. Record cues, conditions, standards, references and training tips for
whole task.

Step 4. Record task elements (steps in performance).

Step 5. Record cues, conditions, standards, references and training tips which
are specific to each element.

Step 6. Convene panel of subject matter experts to:
a. review Task Analysis Worksheets
b. identify critical elements

Step 7. Summarize information from Task Analysis Worksheet on Task
Summary Sheet (write a clear, concise narrative description of task)

Step 8. Determine need/obtain illustrations.

*Task elements, conditions, cues and standards cannot be written for soft skill (managerial/
supervisory) tasks with the same degree of accuracy or specificity possible with hard skill (operator/
performer) tasks. This is because soft skill tasks often include information processing and communi-
cation skills not observable by the analyst. However, by using the Task Analysis Worksheet to document
task information, you are more likely to do the most thorough task analysis possible.
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B.6

o WORKSHEETS USED «

— On pages B-7, B-8, and B-9 there are examples of a completed Task Analysis
Worksheet (front and back). For ease % 4 reading all entries on Task Analysis
Worksheets have been typed. Your T.A. Worksheets will most likely be hand-
written since they are working documents.

—On pages B-10 and B-11 are examples of a Task Summary Sheet.

e DESCRIPTIVE FLOWCHART

The flow chart on pages B-90 thru B-Y2 shows the steps in using the Task Analysis
Job Aid. The flowchart will be useful in getting a clear picture of the overall
process used in this job aid. A more completely described flowchart is provided in
Job Aids: Descriptive Authoring Flowcharts, pages B-3 thru B-15.
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TASK ANALYSIS WORKSHEET (Front)
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TASK ANALYSIS WORKSHEET (Back)

— —
13. Element Number 14. C.E. [ 15. Etemants (Steps) 16. Initiating Cums 11. Condivons 18 Standerds 19. Referonces/Tige
1 Determine if there is a pulse.
2 Position casualty on his back.
3 * Clear airway of ohstructions.
3.1 Open mouth, run fingers down the
inside of lower cheeks, owver base
of tongue, and into throat.
3.2 Move fingers across the back of the
? throat with sweeping wotian to
ranove any vamit, mucus or foreign
bodies.
4 * Enlarge airway--head tilt.
M.O. 1.
E: 4.1 Tilt head back so chin is in jutting-
out position.
Place rolled blanket, poncho, etc.,
under casualty's head to help
maintain position. If successful,
go to Step 7.
5 Enlarge airway, thumb-jaw lift. Step 4 not Same as task Para. 5
successful
5.1 Lift jaw with thamb. Place thumb in Preferred over
casualty's mouth, grasp lower jaw Step 6 when possiblef
firmly.
5.2 Lift jaw forward. If successful, Do not hold or
go to Step 7. depress tangue.
6 Enlarge airway; 2 hand-jaw lift. Same as task Same as task Para. 6
6.1 Lift jaw with both hands. Grasp Jaws so tightly
anyles of lower jaw just below ear- closed, thumb
lobes. can't be inserted.
6.2 Lift jaw forcibly forward.
6.3 Open lips by pushing lower lip
taward chun with thurbs.
7 Pinch nose shut. Same as task Same as task Same as task Para. 7
7.1 Pinch nose with thumb and index Pinching nose shut
finger. prevents air leakage|
-
7.2 Use hand to exert pressurc on fore—
head to maintain backward head tilt.
8 Seal mouth and blow forcefully. Same as task Same as task Artight seal, Obgerve casualty's
casualty's chest chrst for rise. ‘
st rise. d
>
8.1 Take a deep breath and place your 3
mouth around casualty's. 5
8.2 Blow into his mouth forcefully. z
L N — 1




TASK ANALYSIS WORKSHEET (Back, Continued)
g 13. Elnment Number 14, C.€. | 15. Elemants (Staps) 16. Initisting Cues 17. Conditions 18. Standards 19. Raferencer/Tips
9 Exhale Same as task Same as task Casualty's chest Chserve casualty's
must rise and fall. | chest for rise and
Can hear air escape | fall.
L during exhalation.
. 9.1 Stop blowing and remove mouth.
3
9.2 Take another breath while listening
. for casualty's exhalation.
10 Dislodge foreign object. Airway still not Same as task Same as task Para. 10
clear.
4 .
10.1 Roll casualty on his side
b 10.2 Use heel of hand to dislodge foreign
body by administering sharp blows
between casualty’s shoulder blades.
Return to Step 2.
. 11 Breathe until relieved by medic, or Blow next breath Same as task First several If stand..rd not

wmtil casualty regains consciousness,
or for 45 minutes in absence of all
life signs.

alter each
exhalation.

breaths rapid and

strong. Then normal
even cadence (12 to
20 times per minute)

followed, you may
became faint,
tingle, or lose
consciousness.

8.9
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TASK SUMMARY SHEET

B-10

TASK SUMMARY SHEET

Task Number 441-184-1004

Task: Administer artificial respiration by mouth-to-mouth methad.

Conditions: Porfarmed in all climatic cumditions, jenerally - Joors, non-towic
aumwsphere.

Standards Within 20 seNdgs the Sasadity will o examind, h 211 tassage will be
cleared, and moutiet —mogth resuscitation Wil e startad.

Reterences: 21-110 Farst fud tor sohdiers, Jhajter

THC 910-441-0026F  basic Flrst AL Dkeasures. Restoring the Breathimg

Pertormance Description

1.

DETV Mt 10 ki Do

® coate an winoured area to take pulsc 1t casualty has 1njuries.

FOCPT) R ASHALTT fo el s

@& Use nuck carctul movrmen wooavond further Lhary, 17 casualty has other
seritus wounds, they shouls e troatoed concurrently, 1€ you have an assistant.
However, restoring the breatfuns must be your first tasi 1t workins alone,

che ALRWAY B UBS TR T ot

& Ouon maath, run tingers down the anside of lower cheeks, over base of tongue,
and into rhrodt. Move finguers across the back of the throat with a sweeping
motion Lo ramove any vamit, mucus, of forerdn bouies fram the routh of the
casualty.

FHOARGE A[RW
Theere are three mothads:

n teaad to helis
3 head to hel

2)  Thumby jaw=1aft methed

e 1f the head tilt methad s unsuccessful, adjast the 1w to a juttinu—out
pos1tian by placig your tnmb n the casualty's mogth.  Grasp the lower
1aw fimly and 137t 1t forward. Do not attempt W hold or depress tomque,
1f succwssiul, go to Sty 5.

3) Two~hand jaw-lift method

e If the casualty’s jaws arv .0 tightly closad that the thumb cannot be
inserted into the mouth, then usc both hands. Grasp the angles of the
lower jaw just below the earicbes. Lift the jaw furcibly forward: then
open the 1ips by pushing the lewer lip toward the chin with the thumbs,

PINCH NOSE SHUT

® Pinch the nose with the thumb and index finger 1n order to provent air leakaqe.
Let this sune hand exert pressure on the forehead to maintain the bacrward
head tilt.

SEAL MOUTH AN BL W Fowe 6oLy

e Take a deep breath and plaoe your mouth arownd the casualty's mouth. Blow
forecfully into casualty's mouth until you soe his chest rise,




(XIS ST Y

TASK SUMMARY SHEET (Continued)

AL

® Stop biowing and romove your mouth when casualty's chest rises. Take another
breath while listenirg for casualty's exhalation, If you hear air escape,
Jo to Step 9. Otherwise, continue with Step 8.

DISLOGE FORE §4be GBUEL”

. 1f marway 15 still not clear, then roll casualty on his side.  Use the heel
of vour hand to deliver sharp blows between the casualty's shoulder tlades.
This should dislodge the rorelan dbjeci. Thon s back en Srop 2,

BREATHE ONTHL REL L VED

® when exhalation 1s fin.. .ad, bLlow in the noext breath. on the first several
breaths, blow rapudly and strona. Then blow o a normal, even cadence
(12-20 times por mapute) .

1t your breathina has been very deep and rapid for ton lon: a jrciad, you may
boame faint, tingle, or even 1ose consciousness if you jxosist.  However,

1 you adrunister anly “our full quick breaths, then adjust your breathon: to
the rate of appraximately onoe every 5 seconds with only moderate 1ncrease in
normal volume, you will be able to cantinye to awve artificial respiration
for a long peraad without experiencing tamporary 111 ofioets,

- i

casualty begins te breathe for hunself, he wiil autamrtically resist
resuscitation efforts.  Tris 1s a sin that you can cease your offorts,

7 A
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from blocks 4 and 5

List of Tasks
Selected for Training
Avul;tbh

Yes

© Task listing includes » task salacied for
franing grouped by skill level.

Guidance for
(braining/Preparing
List of Sefected Tasks

@ List of tasks selected for tairung should be
available as output trom ISQ 1.2, Seiect Tasks
for Training.

® if procedures for selecting tasks were not

to block 8

complete, go to Job Ards: Descriptive

A y Fi . page

« When list hat been obrained return to Manual,
1SD 1.3 Conduct Task Analysis, Block 6.

B.12
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# from blocks 6 and 7
3

Obtain Task Analysis ® The task statement, slements, conditions cues, standard, references and training
Worksheets ups are recorded on the Task Analysis (T.A.} Worksheet

® For guidence v obtaining the T.A. Worksheet, see delow.

tc block 9

What 48 the purpose of the Task Analysis Worksheet?

The Task Analysis Worksheet provides an easy to use format for recording all
relevant information about the performance of a task. The headings of each section will
remind you not to omit any necessary information as you are recording, and the com-
pleted Task Analysis Worksheet can be checked at a glance for any such omissions. Think
of it as a rough draft which will help you prepare a more compiete and accurate Task
Summary.

Whene do 1 obtain Task Analysis Worksheets?

e Task Analysis Worksheets are available for duplication in the pocket at the
end of this manual.

® To see an example of a completed Task Analysis Worksheet, refer to pages
B-7, B-8 and B-9.

B.13




from block 8

N
Guidehnes for @ Gudehines contain intarmation co cerning

Recognizing Well Written - Correct format
Task Statements - Completeness
~ Pertormance boundaries
Observadity
—_— PO - Mueasurability
independance
T o For further explanation, se befow

to block 11

What are the characteristics 0§ a well wiitten
task statement?

1. CORRECT FORMAT

e Each statement of a task is composed of three basic elements:
*1. A specific action word: describes what action is being done.
*2. The object of the action word: identifies what is being acted upon.

3. Whatever qualifying phrases are needed to communicate clearly what
the task is.

o Thus task statements are simple sentences which start with an action word.
(The pronoun I is never written into the statement, however, because when
read before the task statement it makes the statement sound like the answer
to the question, “What do you do?” For instance, *“ (I) Load and unload
an M16A1 rifle magazine.”)

RS - o— v S [ . ety g e st S, et " g £ e ¢ o~ .

Action +  Object or Element Being Acted Upon +  Necessary Qualifier -
COMPUTE average test score on a desk calculator. ] ]
COUNSEL staff personnel on employee development. o
REPLACE brake shoes. ' } '
SUBMIT receiving reports for new engine parts. 4
TYPE legal affidavits. a :

Note: *More than one action word may be used when actions are very closely related, such
as: mount/dismount AN/PVS-2 on M16A1 rifle.
*More than one object may be included when objects are closely related, such as:
decontaminate self and individual equipment.

B.14
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e In order to improve the quality of the CODAP (Comprehensive Occupational Data Analysis

Program) survey questionnaires, which are used as a job analysis tool, it is helpful to
have task analysis throughout the Army use standardized terminology. The following
two ‘action verb lists, one for supervisors and one for doers, afe suggested.

Preferred Verb List for “SUPERVISOR’ Task Statements.

ADMINISTER
ADVISE
ANALYZE
APPRISE
ASSIGN
BRIEF
CHECK
COMPARE
CONTROL
COORDINATE
COUNSEL
CRITIQUE

’ DEMONSTRATE

DETERMINE
DEVELOP
DIAGNOSE
DIRECT
DISTRIBUTE
ESTABLISH
EVALUATE
EXPLAIN
FAMILIARIZE
IDENTIFY
IMPLEMENT
INFORM

INITIATE

INSPECT
INSTRUCT
INTERPRET
INTERVIEW
MAKE
MAINTAIN
MONITOR
NOTIFY
ORGANIZE
PARTICIPATE
PERFORM
PLAN

PREPARE

PRESENT
PROMOTE
PROVIDE
RECOMMEND
RECORD
REFER
REQUEST
REVIEW
SCHEDULE
SELECT
SPOT CHECK

SUPERVISE
(PERSONNEL)

SURVEY

TEACH
TEST
VERIFY
WELCOME




Preferred VERB list for “DOER’’ task statements:

ACTIVATE
ADAPT
ADJUST
ADMINISTER
ALIGN/ALINE
APPLY
ARRANGE
ASSEMBLE
ASSIGN
ATTACH
BRIEF
CALCULATE
CALIBRATE
CHANGE
CHECK
CLASSIFY
CLEAN
CLEAR
COLLECT
COMPARE
COMPILE
COMPUTE
CONDUCT
CONNECT
CONSOLIDATE

B.16

CONSTRUCT
CONVERT
COORDINATE
CORRECT
CULTURE
DECODE
DELIVER
DEMONSTRATE
DETERMINE
DEVELOP
DIAGNOSE
DIG
DISASSEMBLE
DISCARD
DISPOSE
DISSEMINATE
DISTRIBUTE
DRAFT
DRAIN

DRAW

DRESS

DRILL

DRIVE

EDIT
ELEVATE

EMPLACE
EMPLOY
ENERGIZE
ENCODE
ERECT
ESCORT
ESTABLISH
EVACUATE
EVALUATE
EXAMINE
FABRICATE
FILE

FILL

FILL OUT
GROUND
IDENTIFY
IMPLEMENT
INFORM
INSERT
INSPECT
INSTALL
INSTILL
INSTRUCT
INSURE
INTERVIEW

|
|




INVENTORY
IRREGATE
ISSUE
LABEL

LAY

LOAD

LOG
LUBRICATE
MAINTAIN
MEASURE
ORIENT
OVERHAUL
PAINT
PACK
PARTICIPATE
PASS
PATCH
PERFORM
PLACE
PLOT
PLUMB
POSITION
POST
PREPARE

PRESENT
PRESSURIZE

PROCESS
PURGE
RAISE
READY
REBUILD
RECEIVE
RECOMMEND
RECONCILE
RECORD
REGULATE
REMOVE
REPAIR
REPLACE
REPORT
REPRODUCE
REQUEST
REQUISITION
RESTORE
ROTATE
ROUTE

RUN
SAFEGUARD
SAMPLE
SCHEDULE
SCREEN
SEAL

SECURE
SEND
SEPARATE
SERVICE

SET-UP

SINK

SPLICE

SORT
STERILIZE
SURVEY

TAKE

TENSION
TERMINATE
TEST
TEST-OPERATE
TIGHTEN
TRANSCRIBE
TRANSMIT
TRANSPORT
TRIM
TROUBLESHOOT
TYPE .
UPDATE .
VERIFY

WEIGH

WRITE

L e e,




3
~ 1
Verbs on the Preferred Verb Lists for Supervisor and Doer Task Statements are
considered generally acceptable and appropriate for questionnaire statements. However,
if the meaning of a task statement is unclear because a specific verb is not on the lists, .
use the appropriate verb. f
’ 1
!
,
{
i
3
i
i
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o
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2.

COMPLETENESS

o The task statement describes a specific, complete action performed by one
individual.

NOTE THAT ...

a. “Repair wheeled vehicles” is not sufficiently specific to be a good task
statement. To one person, such a statement might mean performing such
actions as *“‘replace wiper blades” and “replace burned-out head lamp.”
Another person might think it means ‘“‘overhaul transmission and engine.”

b. Also, ‘“inspect and repair exhaust system’ is not sufficiently specific. However,
one task might be “inspect exhaust system,” and another task be “repair

exhaust system.”

c. Likewise, “perform general administration” is not a specific task, but
“prepare correspondence” is.

%
;
#




PERFORMANCE BOUNDARIES
® The statement should present or imply definite beginning and ending points.

e Tasks are performed in relatively short periods of time, i.e., seconds, minutes,
or hours, but rarely, if ever, days, weeks, months, or years.

EXAMPLE:

Such phrases as ‘‘have knowledge of” or ‘“take responsibility for” are not
time-relatable and therefore should not be included in a task statement.

While ‘““assure a well-trained Army” has no performance boundaries, “clean
an M-16 rifle” does.

Likewise “‘tune radio,” has unclear performance boundaries. A better task
statement is ‘“‘select frequencies for command net.”

et ¢ RN . L VEint s AR
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OBSERVABILITY

e Some one should be able to observe

— the soldier performing the task(process) and/or

— the results of the soldier’s actions(product), and determine definitely that
the task has been performed.

EXAMPLE:

“Understand electronic principles” is not observable. Neither the process nor
the results can be observed. In a task such as “read equipment work order
and determine what action to take,” you cannot really be sure the soldier is
performing the task by observing his action (reading) but you can observe
the result of his performance—the action he takes.

MEASURABILITY

® A technically proficient person (SME) should be able to observe the task or
the end product and decide whether or not the task has been properly performed.

EXAMPLE:

“Know how to’’ or ‘“be able to” are not measurable. Neither are they
observable, However, ““fill tires to 32 lbs. air pressure” is measurable, as
is *‘advise : uspect of his rights.” (The observer could check to see if the
performer of this task presented a complete and accurate statement.)

NOTE:. Observability and measurability are easier to define with operator tasks
(hard skills) than they arr with supervisor or manager tasks (soft skills).
Generally, the observability and measurability relate more to the result
or outcome of vask performance for soft skills.




6. INDEPENDENCE -

¢ Each task statement describes a specific part of the job, which is independent
from other tasks. In determining whether an action is an independent activity
it is necessary to keep in mind who the performer is and what his function is.
A whole task for skill level 1 may only be a single clement in a more complex
skill level 2 task.

EXAMPLE:

If one of the skill level 2 tasks is “repair exhaust system,” then ‘“‘remove
muffler”” might be one element of the task. However, a skill level 1 soldier
might be assigned the task of ‘“remove muffler.”” For the skill level 2
soldier “remove muffler” is only part of his task. His responsibility is not
fulfilled until he performs the other appropriate elements that are part of
“repair exhaust system.” However, the skill level 1 soldier’s responsibility
for this activity is fulfilled as soon as he properly ‘‘removes the mu*fler.”
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from blocks 9 and 10

Select First/Next
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to block 12
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Al

from block 11

N ® Has the task been stated clesrly ang spacifically
o actording to the guidelines grven in Block 107

s
Task Statement
Acceptable
p)

13

Revrse Statement ® Statement 15 revised according o the

guidelings given 1n Block 10,

Qbtan Supervisor's ® Supervisor should be consited belore
Approvai for Change actual change is recorded.

Record Revision gn ® The ISD COORDINATION SHEET
ISSDEEC‘UDRDINATION perauts task listing to be updated
H

T

to block 16

What is the purpose of hecording revisions to
Lask statements?

® In order for the Instructional Systems Development process to work effectively
it is important to communicate with other people who have worked before you
and will work after you in the ISD process. This communication should be
documented on an ISD Coordination Sheet.

® Since the task statement is used to identify the task throughout the training
system, there can be only one official version.

® A brief explanation of any changes you make should be included.
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ISB COORDINATION SHEET

Whene do 1 obtain an 1SD Coordination Sheet and what
does it Look Like when explanation has been recorded?

e An ISD Coordination Sheet can be found in the pocket at the end of
this manual.

Pape 1 ogt 1 Py

Daw: Septesbeer 21, 1978

FROM:
Nowe | SFC ALLEN SMITH
O/ Branch JTAD.
Tetphooe No 4715

TO
Nume _ SPC A. GARCIA
GocBrana [TAD

SUBJLCT - REVISION OF TASK STATEMENTS

Task Nuvber Orignal Ta

08l-191-1111 Adnunister artificial
respiration.

0%1-192~1234 B15Arm eXpdiatve
Yevioes,

=191~ 1057 tdder stand tochng aes
2 radic PEMYscation,

Not camplete, no
qualifier jiven,

Not arplete, e
guaitfier given.

Action not
abservabiie or
Pweasur able; no
sl rer piven,

Admnmster artaficaal
respiration by mouth-
to=mouth method.

Disarm the M14 blast
Ant 1-guersonnel mine.,

TTepaire “yar
M oradios (A
AVRC=64 U SRC-160)

RIS PRTERVIE A

-

BRI b N A e A

A




from block 12 and 15 1
R
/ w |

Racord Information in & Information required on Task Analyss Worksheet

2 Sections 1,2, 3,4, 5, - MOs

TndBon TA — Skl lgvel |

Worksheet - Todays date
4 - Page number
o} - Analyst's name and office symbol

' - Taak number
- Tak piatememt
to block 17 ® For examphe. see below.

What does the Task Analysis Wornksheet Look Like .
when Ldentifying informatio.. has been recorded?

Example

R T T Mes T 2 suites T T (3 omeanaveed e b 1 ot 3 fa]

I1SD 1.3 TASK ANALYSIS WORKSHEET 83 ! Sentemboer M1, 197R
U U5 VU RSN SR - _ S—
5. Analyst's Name/Qthce Symbol 6 Merhod of Obtaining informatian (Circle as many a5 appropratet
SFC ALLEN SMTTH/ITAD Aeview o Information On Site Interview:Observation Other (Specity)
Consensys Group Selt Pestarmance —_ -
7 Task Number |8, Task Statement I 179 tnnatng Cues 10 Conditions T 1” Standards - 12 References/Tips
441-18H Admunister artificial respiration by outh- 1
1004 to-mouth methed.

| !

) ' i
I

i
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R
from block 16
.
ae
?
. Select Methadis) of © Methods of obtaining task performance inlormanion include
Obtaining Tek - Review of Task Intormation
Purformence ~ Consensus Group
ntormetion - On-Sie InterviewiOtaarvation
- Seit-Pertormance
- Other

® For turther explanation, see below.

to block 18

. . 7
Which method should 1 use to obtain task ~
perfpormance ingormation? {

e There are several different methods of obtaining information for task analysis.

The method(s) you choose depends on:

— your knowledge of the task
— type of task
— budgetary and time constraints

e In most cases you will use a combination of the following methods.

8.27 ;




METHOD

WHEN IT IS USED

HOW IT 1S USED

Review of Task
Information

1)

When starting your analysis. This is a
good starting point for analysis of any
task, especially if you are not an expert
in performance yourself. It should
never be used as the only method of
analysis.

When preparing a rough draft. You

may wish to use this information to
filt out a rough draft of the Task
Analysis Worksheet; then you can
verify and refine the information when
you conduct another method of task
analysis.

Review. Locate and read as many
sources of task information as possible,
i.e., field and technical manuals, training
films, course outlines from both institu-
tional and extension training documents
of equipment manufacturers, etc.
Evaluate. From all the sources, decide
which is the prefered method of task
performance.

Describe. Record task conditions, cues,
standards, elements, tips and references
on Task Analysis Worksheet.

(2) Consensus
Greup

(SME’s)

When analyzing soft-skills tasks. This

method is particularly useful for
analyzing supervisory and managerial
tasks (soft-skills) in which many of the
critical elements are not directly
abservable, or for which there are
optional methods of performance and
alternative paths.

When analyzing new tasks. When you

are analyzing a new task, that is, one
which has not yet been introduced to
the field, this is the only method
available. The “experts’’ in this case
are personnel who have expertise in
similar tasks, or who have been con-
tractor trained on the new equipment.

Selecting a group. Assemble a group of
personnel {three or moie) who have

knowledge and experience in the task.
Pool information. SME’s share
information.

Evaluate. SME'S evaluate all informa-
tion in order to make decisions as to the
most acceptable method of task per-
formance. In order to do this for
alternate path tasks, key elements must
be identified.

Describe. Same as method 1.

. {3) On-Site
' Observation

Interview

When analyzing hard-skitls. This is the
best method for analyzing operator/
performer tasks {hard-skills) which
generally have a fixed sequence of
performance.

When analyzing all tasks. Whenever
budgetary and time constraints allow,
this method shoutd be used, either
alone or in combination with another
method.

Observe performance. Watch a soldier
who is proficient perform the task.
Observe the cues which initiate perform-
ance of each step and the steps
(elements) which follow each cue.
Interview soldier. Tactfully question
the soldier about various aspects of his
performance. For example you may
say, “‘Is that step always done that
way?’’ or “Can you do anything else at
this point?”’

Describe. Same as Method 1.

Note: More than one soldier should be
observed/interviewed ideally in more
than one location.

{4) Seif-

Performance

When on-site interview/observation is

Reconstruct task performance, Here

not possible. This method is not

recommended because it is very dif-
ficult to be objective and to note
every step.

When a final check is desired. This
method can be used as a final check
on another method.

you mentally reherse or actually per-
form the task yourself.
Describe. Same as Method 1.
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from block 17

L)

Circle Method(s) of @ For example, see below.
Qbtaining Task
information
{Section 8 on T.A.
Worksheet)

—
to block 19

What does the Task Analysis Worksheet Look Like when
. method of obtaining Anformation has been reconded?

Examp]e:

1. MOS 2. Skill Lol 3. Dute Analyres P ot
ISD 1.3 TASK ANALYSIS WORKSHEET h—
5. Analyst's Nama/Offics Symbol o

6. Method of Obtaining Information {Circle a8 many as sppropriata)

-
Consansus Group Self-Pectormance

9. lnitiazing Cues 10. Conditions 11 Standacds

7. Tesh Number 8. Task Statement

T2 St
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from block 18

Determina Cues Which ® Thete cues signsl the ueginning of o tesk
Initiate Task « For turther and guidance n g CURt, see befow

Performance

to block 20

How do 1 determine the cues which initiate task
pergormance?

e Ask the soldier, “How do you know when to begin task performance?”

o ldentify the state of affairs or occurrences that determine when the soldier begins
to perform the task in his job situation. Cues are often dependent upon condi-
tions {see block 21) so you actually want to consider them together. For
example:

For a wheeled vehicle mechanic, a flat tire on a vehicle that he was
supposed to repair would be a cue that should result in his changing
the tire or repairing the tire. Other cues and conditions, such as
length of time before the vehicle must be driven, location of the
vehicle, and availability of a spare tire, would determine which of
several actions he should take; that is, whether he should change
the tire and possibly repair it later, or whether he should immedi-
ately repair the tire.

— Obviously, many different cues could initiate performance of the same task.
What is important in your task analysis is to identify those cues which a
soldier can recognize on the job and respond to appropriately. For example:

If the engine of a 1/4-ton truck does not “crank,” this is a cue

for the wheeled vehicle mechanic to check the battery and battery
cables. However, if the vehicle engine will not start and, as a result,
the mechanic changes the tire, he has not done his job satisfactorily
even if he did a perfect job of changing the tire. He has responded
inappropnately to certain cues.




from block 19

Record Cuss Which
Initiste Task
Prformance
(Section 3 on T.A.
Workeheot)

|

to block 21

® For example, sse below.

R

What does the Task Analysis Wonksheet Look Like when
initiating cues have been recornded?

Example:

4
ISD 1.3 TASK ANALYSIS WORKSHEET

1. MgS 2. Skat Level
83E

E. Date Analyzed

IAA Page of

Pages

5. Anslyst’s Name/Otfice Symbol

6. Mathod of Obtaining Inlormation (Circle as many as appropriste)

Gn-Site [nterview/Gbssrvation

Other {Speciy)

with weak pulse, no
breathing, no severe
facial wourds.

SFC ALLEN SMITY /TTRD
- Consensus Grovp Selt Performance
7. Task Numbee 8. Task Statemant 8. (mitiating Cues “The. Canditions 11. Standards 12. References/Tips
441-18H Administer artificial respiration by mouth- Oiscovery of an
1004 to~mouth method. unconscicus casualty
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from block 20

Determine Conditions © This conditions statemant ss1ablishes the physicsl setting i which the task is
of Task Performance performed, and the necessary equipment and suppliss.
« Far further expianation and guidence i 1dentifying conditions, see below.

to block 22

How do 1 detemine the conditions of Ltask pernformance? .

e Ask the soldier, “What tools/equipment, etc. do you normally have to do this task?”

o Identify everything in the on-the-job environment which significantly affects task
performance. These conditions must be so specific that you can observe their
effect on task performance. Many conditions can be derived from the job descrip-
tion itself. Chart below shows items to be considered in stating task conditions.

Items to be Considered in

Examples
Statement of Task Conditi~ns xamp

1. Tooly and equipment ammunition used to per- 1. Cleanroom overalls
form the task. Use identification numbers where 2. Lead-lined gloves
appropriate 3. A-70 aircraft
4, Soldering iron
2. Special job aids and manuals. 1. Procedural checklists
2. Technical manuals
3. Kind and amount of supervision and assistance 1. Job holder performs task completely
normally available during task performance. independent of assistance from others.
2. Task performed under ciose supervision. b
3. Task performed as a member of a team.

4. Special physical demands of the task. . Crowded working conditions.
. Unusual or prolonged physical exertion. .
. Kneeling or squatting.

. Unusually cramped position.

HWwWN -

5. Environmental conditions that influence task
completion.

. Weather (tropical, arctic, desert) o
. Light intensity (night time)
. Noise background.

WN =

6. Location of performance. . Air conditioned building.
. Outdoors
. Direct support maintenance van.

. Field or garrison environment.

W =

.
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NOTE: CUES AND CONDITIONS ARE INTERRELATED

It is possible to have different sets of cues and conditions for the same task when it
is performed in different situations.

In order to simplify the task analysis you should record only the most typical
cues and conditions. If there is more than one set of equally typical cues and conditions
and each set causes task performance to change significantly, then you should consider
doing task analysis for each situation and renaming each new task.

For example, if you are given the task statement: Administer artificial respiration,
you will quickly realize that there are two distinct methods to choose from (each with
minor variations), depending on the situation. If the casualty has no severe facial injury
you will perform the mouth-to-mouth method. However, if he does have severe facial
injury, you will recognize that as a cue to perform the chest pressure arm-lift method.
Because the performance steps for each major method are completely different you
really have two different tasks. (The minor variations within each method of course
are treated within a single task because the overall performance is basically the same.)

Determining which situation to select for task analysis and knowing when to break
a task into two tasks, (or combine two tasks into one), is a matter of judgment based
on guidance from your command and your own experience.




Mo

from block 21

n |

Worksheet)

Record Conditions of T
Task Pertormance
{Section 10 on T A

® For exampie, see below

e

to block 23

What does the Task Analysis Wonksheet Look Like when
task conditions have been necorded.

Example:

I1SD 1.3 TASK ANALYSIS WORK {EET

5. Analyst's Name/Oftice Symbol

SFC ALLEN SMITH/TTAD

6. Method of Obtaining Infort:ation (Circle 35 many as appropriate)

feview vt intormation Un-Site Interview/Dbsen -tion

Consensus Group Seit Pertormance

I

B.34
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1. sask Number 8. Task Statement 9. Imtiating Cues 10. Conditions
441-18ii Administer irtificial respiration by mouth- r[‘xrmvery or ar
1004 to-mouth methad.

Performed in all
unJonscious casualty | climatic conditions,
with weak pulre. no general ly outdoors,
breathing, no swere | nor-toxic atmosphvere
facial wour it

1 mos 2 skil Level 3. Date Analyzea
83E 1 Sepember 21,
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from block 22

2

Determine Standards ® This task standard 1s & statement of how well the task must be performes

ot Task Performance o Fac fucthes explanation and quidance see below

to block 24

How do 1 determine the ftask standards?

® Ask the soldier, ‘“‘How do you know you have done the task correctly?”

e Identify the aspecfs of the task whicn give proof of proficient performance
on-the-job. These task standards must be clear enough to
— let the soldier know what is expected of him on the job

*— provide a basis for evaluation of his performance on the job.

*The task standard which appears in the Soldiers Manual is a statement of how well a task mus.
be performed on the job regardless of the cost, time, or safety hazards involved in performing the
task. Sometimes, especially with combat tasks, the task standard is not used to actually measure task
performance testing situaiion. However for purposes of task analysis you want to record the on-the-

job standards—not training standards and not testing standards
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e Decide whether task is a process, product or combination process/product so
that you know which type of standards to look for.

PROCESS TASK

PRODUCT TASK

COMBINATION TASK

1. Performance of task does not
leave a readily observahle
product.

Example: Perform a drill

ceremony in proper sequence.
. Failure to use the correct

process could result in damage

to equipment or danger to the

soldier or others.
Example: Defuse a defective
bomb within 30 seconds.

1. The product is observable and
can be inspected.
Example: Diga trench 5 ft.
deep and 25 ft. long.

. The process by which the
product was produced cannot
be easily observed.

Example: Prepare trip report.

3. The procedure leading to the
product can vary without
affecting the product.
Example: Complete parts
order from # 17756.

1. Although the product is more
important than the processes
that led to its completion, there
are critical points in the processes
which, if misperformed, may
cause damage to personnel or
equipment.

. The process and product are of
equal importance.
Example: Drive a motor vehicle
cross country without accident in
10 days. (If a task requires that
a motor vehicle be driven from
Point A to Point B, the existance
of the vehicle at Point B could
provide a product standard.
However, since the driver might
have run 10 other vehicles off
the highway in the process, the
product standard alone would
not be sufficient).

Standard described in terms of:
Sequence
Completeness
Accuracy
Speed of performance

Standard described in terms of:

Accuracy

Tolerances (range)

Completeness

Format

Clarity

Number of errors

Quantity (number of work
units produced per time
unit)

Standard described in terms of
both process and product.




NOTE:

NOTE:

To simplify writing the standards statements, often a number of implied
standards are not included in the documentation. Some of these implied
standards are ‘‘complete and accurate,” ‘“‘submitted on time,” and ‘“correct

solution.” Thus, for some tasks the standard is implied in the task statement
but need not be listed as a separate item.

Task standards are the same for all situations, with the exception of speed of
performance, e.g., more time may be allowed for task performance in a black-
out situation. If speed of performance is not a relevant standard do not
record it. If speed is a relevant standard and it is affected by the situation,
record the standard for both situations.
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from biock 23
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What does the Task Analysis Wonksheet Look Like when
task standarnds have been necorded?

Example:

-

5. Anslyst's Name/Ofhee Symboi
SFC ALLEN SMITH/TTAL

1SD 1.3 TASK ANALYSIS WORKSHEET

7. Taak Number 8 Task Statemant
341-18H Admanister art1f1cial regparation by mouth-
1003 to~mouth method.

1 MOS
33

- _— I - -
6 Mathod of Cbtaming intormation (Ciecle a8 many as sppropnate)

Review of infarmanio

Consensus Group
9 it

osecvery of an
UNCONSCICUS casualty
with weak rulse, no
breathirst, an severe
facial wounds

f 7 Skt Lever
b
!

LS(';‘fmbr'r 21,1

Qa Sae totecview/Observauion

onditions

j Performed un Al
i shimatie eenditiong,
generally aetdox
[ NON=LONIT A0S

|

Seif Pertgrmance

W Stndacte

withir 20 scoonds

the ¢rsua

%
) pas
| clearad, ard mouth-
] to-mnth resuscita-

tion will be started

i
|
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Other {Specity)
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from block 24

Oeterune Reterances
and Travung Tips 1o
Be Recorded

@ Reterences include  TMs. FMs, other sources of sk pertormance nformation
o Tihming tipsinclude  Rules of thumb, satety precautions, etc
« For turther explanation, swe below

to block 26

What negenences and thaining tips should be recorded
fon this task?

e REFERENCES

— The purpose of recording references on the Task Analysis Worksheet is to
provide the soldier with additional study materials. Therefore you should
list all the primary study materials which you have reviewed. Be sure they
are up to date, relevant, and available to the soldier in most locations.

— Include: reference number, title, paragraphs, page numbers, publication date.

— Record the references in rank order of usefulness. That is, if you found four
sources which meet the criteria of being up to date, relevant and available, but
some were clearly better than others, record them in the order you would
want the soldier to seek them out. This is a matter of judgment; however,
since the soldier is likely to check only one reference beyond his Soldiers
Manual, you will be guiding him to the best first. If it isn’t available he can
go down through the list until he finds the next best reference available.

— Include the following types of references:

TEC Lessons Technical Bulletins Technical Manuals

Slide Kits DA Circulars Training Circulars

Slides DA Pamphlets Army Training and Evaluation
Recordings DA Posters Programs

TV Tapes Field Manuals Firing Tables and Trajectory Charts
DA Regulations ROTC Manuals Tables of Organization and

Supply Bulletins Suppiy Manuals Equipment

Tables of Allowancies Lubrication Orders Correspondence Courses

B.39
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e TRAINING TIPS

— The purpose of recording training tips in the same column as the references
is to document any information needs that are not covered by the task condi- i
tions, cues, standards, and elements (to be recorded next), or by the references.
Training tips include such things as *‘tricks. of the trade,” “rules of thumb’ and
precautions to prevent injury, damage, or performance error. '

— If the references you have listed contain all the necessary information and
you are sure they are available to the soldier, there is no need to record ‘
training tips; the references will be sufficient,

— Caution: Do not confuse training tips with steps in performance, or standards, ‘
e.g., “be sure to tighten all screws,” this is a step. The tips would be, “Severe |
damage will result if screws are not tightened.”

B.40 /
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to block 25

s |

Record Refarences and ® For examgle, see below
Treining Tips

{it Appeapriste}
{Section 12 on T.A.
Workshest}

r

to biock 27

What does the Task Analysis Worksheet Look Like when
task neferences and training tips have been neconded?

Example:

1. MOS 2 Skt Levet

5. Oate Anslyzed [ 4 Page | of 1 Page
1SD 1.3 TASK ANALYSIS WORKSHEET B3E —_—

Septumber 21, 1978

6. Method of Obtaning Infarmation (Circie as many as wnmnnmiw

Un Site interview/Qbservation Other (Specity}

S. Anglyst's Name/Gffice Symbol
SFC ALLEN SMITH/TTAD

Consensus Group Selt-Performance
7. Tusk Numbec 8. Task Statement 9. imtiating Cues T167 Conditions 11, Standards 12 Reterences/Tips
e S S e
441-18H Administer artificial respiration by mouth- Discovery of an pPerformed in all Withun 20 soconds Py 2312

1004

to-mouth method.

unconscious casualty
with weak pulse, no
breathing, no severe
fac1al wounds

climatic conditions,
generally outdeors,
nop-toxic atmosphere !

casualty will be
cxamined, his air
nassae will b
cleared, and mouth-

First aid for
Soldiers, Ghapter 3

TRC 911{-44i-007p

to-mouth resuscita- Basic First Axd
tion will be started | Measures: Restorire
the Breathins

When o casualty
beviins to breathe
for hunsel?, hoe will
wtemat ically ros
resuscitatin

RecTaires oot eeqnes
of vndurance




from block 26

Study Guidelines for ® This secthion begins the process of describing how the task 15 actuatly
Weiting Task Element performed

Statements o For guidance in wribng task element statements, see below

to block 28

How do 1 wiite task element statements?

— Think of the task elements as step-by-step directions and guidance to the soldier.
They give a physical description of exactly what the soldier must do to success-
fully perform the task.

— In block 10, p. B-14, a list of characteristics of well-written task statements was
given. All but one of these characteristics of tasks are also characteristics of
elements. The last characteristic listed for tasks (number 6) points out the major
differences between a task and an element. These differences are:

1. Tasks are not components of a procedure. Elements are always ccm-
ponents of a procedure.

2. In the eyes of the soldier, a task is performed for its own sake in the job
situation. An element is one step in the performance of a task.

— Review the guidelines 1 thru 5 on p. B-14 thru B-21 and apply them to
each task element statement.

— Determine the appropriate level of detail in breaking out the steps; that is,
break the task down into specific elements to the point where the soldier can
accomplish the task by following the written procedure. When in doubt it is
better to record too much detail than not enough.

B-42




from block 27

J Determine Whether Task @ Fixed path tasks are always performed 1n the same procedural sequence
s Fixed PathiAltarnare @ Alternate sequance tasks are performed in a non-procedural sequence.
Sequence o

Combinastion o Combination tasks have stements which are performed in both procedural
and non-procedural sequence

o For further explanation, see below.

to block 29

How do 1 determine whethen task 48 pergormed in a
fixed sequence, in an alternate sequence, on a
combination of both?

® Just as important as knowing what the elements are is understanding the rela-
tionships between elements. The elements within a task will be:

1. fixed sequence—the steps are always done in the same order, such as
“mount/dismount AN/PVS-2 on M16A1 rifle.”

2. alternate sequence—the specific situation encountered determines the appro-
priate sequence, such as “Formally counsel subordinates on substandard
performance.”

3. a combination of both—most of the steps follow a predetermined sequence,
however decisions made during task performance result in the addition or
deletion of certain steps, such as “Troubleshoot disabled field radio.”

® As you obtain information about task performance, ask this question: “Is the
task always performed in this sequence?”

— For many hard skills (operator tasks) the answer will be yes. Then you have
a fixed sequence task.

— For many soft skills (manager/supervisor tasks) the answer will be no. Then
you have an alternate sequence or possibly a combination task.

— For many maintenance tasks the answer will also be no. Many of these tasks
are combination.

B.43
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from block 28

® Are the task elaments slweys performed n the
same procedurs! sequence?

Detesmine Task
Elements and Record
wn Section 15 on TA.
Workshaet

# Task elements are the procedural steps in
the performance of & task.

o For guidance n determiming and recarding
task siements, see betow.

to block 33 to block 31

How do 1 determine and necond the task elements?

o This part of the task analysis is best accomplished by observing another person
perform the task. If you have already reviewed task information and made a
rough draft of the elements, you can simply check them off as you see them
performed, making additions and deletions as necessary. If you have not made
the rough draft, simply record the steps in procedural order as you observe
them being performed.

e [f you are observing the task as it is performed you will not have time to be con-
cerned with the correct format and phrasing of the element statements. How-
ever, at some point, when you have time, be sure to check them over according
to the guidelines given for writing task elements in block 27, p. B-42,

e Expanded explanation is permissible to make each element clearly understood.
element clearly understood.

o If the task is performed by a variety of procedures, select and record the steps
by which the most inexperienced soldier in that skill level could achieve task
proficiency. Be sure this procedure matches the task conditions and cues which
you have already recorded. .

® Expect to do some erasing and crossing out before you are finished. Remember
that the Task Analysis Worksheet is exactly that—a worksheet on which to
collect and verify information.
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What does the Task Analysis Worksheet Look Like when
all task elements have been recorded for a f4ixed
sequence task?

Example: o
i T 1 mos T ]2 Skitleve |3 OmeAnsiyzed ™ of Pages 4
18D 1.3 TASK ANALYSIS WORKSHEET - ;
—_— [ T P ,7,J7 ———— - — e — «_._—*__——J 3
S. Analyst'y Name/Otfice Symbol & Method of Obtawning Information (Cirzle as many as approps ate)
SFC ALLEN SMITH/ITAD Review ut intormation On Site Interview/Observation Other (Specity)
Consensus Grou, Selt Pertormance 3
7 Tah Number |8, Task Statement T T8 manng Cues Fa Conditans N Standatds T2 ReterencevTigs
051-191 Load, unload, and clear the M203 jrinade .
1212 launcher. "
13 Elament Nymber 14 CE€ |15 Elements (Steps) [

16 tnitiating Cues 17 Conditions 4 (8 Standards 18 References/Tips

load the weapon,

Depress the barrel latch and siyw
barrei forward.

Slide barrel rearward, lockins 1t
to the breach,

1
Fully ansert rouxd inte barrel. ! ! ad
!
1
i

flace safety n safe josltil.

‘ \

i |
Cnloosd the weeapsn, = |
oS as 1.1

Round autamatically eyects,

Same as 1.3 ’

Clear the weapon. H -
Sxa as 1.l (

Keepang weapn  owntad down ranoe,
look nto the barrel to insute there
15 no round or cartridae case 1n

the barr 1.

Sace as 1.3
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from block 29 from block 30

Number Elements by @ For fuither explanahon and guidance i
Performance Ordec in numbering elements. see below

Section 13 un TA,

Wotktheet ‘

m....w‘ .

to block 33 to biock 32

How do 1 numbern the task elements by performance
orndern on the Task Analysis Worksheet?

. RPN
H

1. Once the task elements have been identified, the next step is to sequence each
element in the order that it will be performed, that is, what must be done
first, second, third, etc. Frequently, many steps seem to be done simultaneously
or appear to have no particular order of performance. You must use your own
judgment in listing the elements.

2. Check over the elements again to be sure you have them listed in their most
usually performed order.

3. Number each element sequentially, ie., 1, 2, 3, 4, 5, 6, 7, 8, 9, etc., unless
you can easily determine that some steps are substeps of other steps, as with

the example given on p. B-47. Steps and substeps can be numbered using the
decimal number system.as in the example on the next page.
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3
£
L
. h_ .
What does the Task Analysis Wornksheet Look Like wher
.
each element is numbered?
| #
¢ . 3
Example:
I
L .
b )
] -
{ 13. Element Mumber 14. C.E |15 Elements (Steps} 18. Imtiating Cues 12. Conditions 18. Standards l 18 References/Tips
i - ee— el ———— T J— 1 _;
1 Load the weapon. i l 1
1.1 Depress the barrel latch and slide !
barrel forward.
1.2 Fully insert round into barrel.
1.3 Slide barrel rearward, locking 1t
to the reach.
1.4 Place safety in safe position, 4
t 2 Unload the weapon.
2.1 Same as 1.1
2.2 Round autamatically ejects.
.3 Same as 1.3
-4 3 Clear the weapon.
3.1 Same as 1.1
3.2 Keeping weapon pointed down rane, .
look into the barrel to insure there !
- is ne round or cartridae case in
) the barrel. .
3.3 Same as 1.3
::‘ 3
L .
‘ i
i

B-47




from block 29 from block 31

32

T

Aecord “Fixed
Sequence” i Secuion 16
on T.A. Warksheet

Go to
Block
: 38
L -

to block 33

l @ {n a hxed sequence task the imtiating cue

far an element 15 the completion of the
prnus step, of the tash cue itseld.
Theretore, cues need not be recorded for
ndwidusl elements.

& For guidance, sse below

What is the purpose of recornding "fixed sequence”
unden cues and what does this Look Like un the ‘
Task Analysis Worksheet?

o Because this task is always performed the same way there is no need to record a 3
separate cue for each element. The whole task cue initiates performance of the
first step, and the cue for each subsequent step is the completion of the previous
step. (This is the easiest type task to analyze.) The words ‘“fixed sequence” will
identify this type of task at a glance to anyone reviewing the completed Task
Analysis Worksheet.

Example:
13. Element Nymber 14. CE. |15 Elements (Steps 16. imnating Cues 17. Conditions 18. Standards 19 Referances Tips
1 Load the weapon. Fixed Sequence
1.1 Depress the barrel latch and slide
barrel forward.
1.2 Fully insert round into barrel.
1.3 Slide barrel rearward, locking it
to the breach.
1.4 Place safety in safe position.
2 Unload the weapon.
2.1 same as 1.1
2.2 Round autamatically ejects.
2.1 San: = 1.3 .
3 Clear the weapon.,
3.1 Same as 1.1
3.2 Keep.nqg weapon pointed down range,
look into the barrel to insure there 1 9
18 no round or cortridae case in
the barrel.
3.3 Same as 1.3
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from block 29

Determene Task ® The task 13 alternate path ur cor.natiun

Eloments ® All task tlements must be «dentihed even thoagh they may oot be nciuded
wn each tash perfoimance

® For turther expiangtion, see below

to block 34

wa’- :

How do 1 determmine the elements of an alternate

sequence on combination task?

As you observe task (again observation is the best way of obtaining information
about elements) write down every step the soldier performs. (You could also
do this as you read about, discuss or self-perform task).

Next, ask the soldier how different conditions and cues would affect his perform-
ance (“‘Is the task always performed this way?”) Write down alternative method:
of task performance.

Later, when you have completed your observation/interview:

Diagram (flowchart) the task elements on a clean sheet of paper. At first you
may find this difficult, but it is the best way to be sure no steps are left out.

1. Draw a rectangle for each element, record a brief description of action in the
rectangle and connect rectangles with lines to show sequence.

2. Draw a diamond for each decision (new cues), and record a question in diamond.
(This occurs whenever alternative steps occur)

Compare this diagram with the elements you recorded on the Task Analysis
Worksheet.

Revise your list of elements, your flowchart, or both, unt.l you have a perfect
match.

Number each rectangle on the diagram. Follow the normal job order in so far
as possible. The numerical order you assign will structure the order of your list
of elements and will make your list more understandable to others.

B.49
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What does an alternate sequence or combination task

Look Like when the steps have been glowcharted?

8.50

Administer arufic@at respiratica by mouth to mouth method

}

o Toat |

Thete s o Puise

I

Povwvon Tasuanty

, Pt Nose
Shurt

1
/Auwu: Now ‘)__,_ -

. 1 |

Cinagr Ariwiy ‘) s I

| Stal Mouth and
| — — . Brow Foroetury

Enlarge Anway v I q ﬂj

Head Tut Metho! }

Nn

Dpen ’
\7// Casualty’s Chest -
Rising -
Vg [ T

‘ Fatirgr Arway by
L Thinohr Jaw Ui
( Methag

Distadge Fategn
Obrect

s ~
< Ay Naw w, |

Qpen

Cuntinue tnti
Rebeved

Enlarge Awway by :
2 Hand Jaw Lt i _ o
Methad

L
1 7 ( stoe w

- e

NOTE 1 Substeps need not be mouded wn the fiwchart, bot shauld be wcluded e the st al elements st yae think they me

necessa .t elanty the step performdnes Numbere them acconting to the der mal numbening system

NOTE 2 The dec.son dramands are cues fo the next <1ep tn tollow_ theretore ey are nnt numhered  Toosee how degisians

A W6 o5 ER ated ety e piements took al plement 4 i the next example page 8

A
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from block 33

-3 Record an Action & Aclion statements are recorded in the prder (n which they are most
; Statement tor Each fiequently performed
Etement © For further explanation and gardance. see betow

to block 35

] How do T necord the elements of an alternative
1 sequence or combination task?

® Record all elements in the same order by which you numbered them on the
flowchart diagram.

e Whenever an alternative step may be taken, indicate which numbers to follow
4 by rephrasing the question in the decision diamond and directing the soldier to
; the step he should take. (Note the last step on page).

o Example:

13. Elernent Number 14. CE. |15 Elements (Steps)

16 imnating Cues 17 Conditions J 18 Standards 18. Reterencesi Tips

Determine 1t thoere oo pulse.

Tosition sualty on his back.

Clear ateway of obstructions.

Open mouth, run fingers down the
inside of lower cheeks, over base
= of torxyue, arxd into throat,

Move fingers across the back of the
throat with Swhoping motirn to
famove any vamit, mucus or forerm
bodies.

Enlarge airway--head tilt.

Tilt head back so chan is 1n jutt -
out position.

Place rolled blanket, poncho, ete.,
under casualty's head to help
mantain jositin. 1§ successful,
go to Step 7.

U U, —

St il

W

aizd,




from block 34

Numbes Elements by » fot and guidante i viements, see betow
F Pertormance Order
(Section 1300 T A

Worksheet)

to block 36

N
How do 1 necord the numbern of elements fon
alternate sequence and combination tasks?
1) Check one more time to be sure the elements are in as normal order as possible
for this type of task.
2) Record numbers as explained in block 31, p. B-46.
Example:
T}. Elament Humber 14 CE 115 Elements (Steps) 16. lmitiating Cues TTT Condinans 18. Standards 19. Refecencer/Tipy
t
1 Determine 1f there is a pulse,
2 position casualty on his back.
3 Clear a rway of odbstructions,
Ll open mouthi, run fogers down tne
nside of lawer checks, over hase
of tomque, and into throat.
3.2 Meve fingers across the back of the .
i throat with sweeping motion o
reMOVe any vomit, macus ot toreign
trxdies.
4 Fnlarje alrway--head tilt.
3
I Tilt head back s chan 18 sttt ing- l
out jusItion
Plax rolled blanket, paxho, ote.,
under casualty's head to help
maintain sosition. 1 swecessfal,
10 to Step 7. l
L ) R Y S U
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from block 35

o Foi fucther vapianalion and guigancs n delermuring and recording tues
we below

Elemer- (Sacuon 16 on
T.A Worksheet)

to block 37

How do 1 detemine and hecond the cues forn each element?
e Refer to Block 21 of this job aid for more information about initiating cues.

® Adequate task performance clearly consists of more than performing the task
elements. The correct order and appropriateness of performance of each element
depends upon recognition of cues and upon knowledge of the correct response
to each cue. In an altermate sequence or combination task, the situation may
change, which may cause the cues to change. In other words, the cue for each
step will not always be the completion of the previous step as in a fixed sequence
task. Decision points in the task will usually present new cues.

e Therefore, you will have two ways of recording cues:
1) Statement of the new cue after each decision point.

2) The words ‘“same as task’”, when cue is the one which initiates the first step
of task performance, or is the completion of the previous step.
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Example:

13. Element Number

14 CE

15. Elernents {Steps)

Detemmine if there is a pulse.

Position casualty on his back.

Clear airway of cbstructimns.

Open mouth, run fingers down the
wnside of lower cheeks, over base
of tongque, and into throat.

Move fimjers across the back of the
throat with sweeping motion to
remove any wimit, mucus or foreign
bedies.

trlarge airway--head tile.

Tilt head back so chin is in jutting-
out position.

Place rolled blanket, pacho, etc.,
under casualty's head to help
maintain position. If successful,
go to Step 7.

16 (muatng Cues

17. Conditsons

——
18. Standards

19. Reterences/Tips

Same as task

Weak pulsc verified

Sawe as task

Same as task
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from block 36
|

Dewrming and Record @ For further explanation and guidance in determining and recording

Conditions for Each element conditions, sse below.
Elemant (Saction 17,

T.A. Workshest)

to block 38

How do 1 determine and record the conditions fon
each element?

e Block 21 explains how to determine the whole task conditions. The same
guidance applies to element conditions, except now you want to he more

specific.

e List only those conditions which apply to the particular element you are con-
sidering. In other words, if the task is performed in a field hospital there is
no need to repeat the location with each step; however, if various surgical instru-
ments are used they should be listed specifically with the element in which they

are used.
® Therefore you will have two ways of recording conditions.

1) Statement of conditions which apply only to specific steps.

2) The words “same as task’ when conditions are same as task; or ‘‘same as
(element number)” i.e., “same as step 3"’ when conditions have been listed

sepcifically for a previous element.

B.55
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Example:

13. Element Number

15. Elements {Steps)

16. tnitisting Cues

17. Conditions.

Detemmine if there is a pulse.

Position casualty on his back.

Clear airway of abstructions.

Open mouth, run fingers down the
inside of lewer cheeks, over base
of tongue, and tntc. throat.

Move fingers across the back of the
thrmat with s»wpipg motion to
reame any vamt, mucus or foreign
bodies.

Enlarye airway--head tilt.

Tilt head back so chin is 1n jutting-
out ORI tION.

rlace rolled blanket, joncha, ete.,
under casualty's head to help
magntair, posttion, If sucvessfol,
o o Stey

Weak pulse verified

Other serious
injuries




from block 37

Standards for Each
Elemant {Section 18,
T.A. Worksheet}

Detsrmine and Record l o For guidence in determining and recording standards, see below.

to block 39

How do 1 deterumine and recond the element standarnd?

® The guidance given in block 23 for whole task standards applies when you are
describing standards for the separate elements.

For some task elements there may be no observable indications that the step

has been performed correctly. (This is particularly true with soft skill tasks). In
these cases you may list as a standard a statement of the purpose of the step.
Take this element from a supervisory task as an example:

Element: Informs the individual concerned of the occurrence and/or purpose
of the observation.

Standard: Prevent misunderstanding on the part of the individual.

If the element standard is clearly implied by the task standard, such as, ‘“perform
without error,” it need not be recorded.

Therefore, you will have f‘wo ways of recording standards:
1) Statement of standard or purpose of step.

2) The words “same as task™ when element standard is implied by the task
standard, or ‘“‘same as (step number)” when standard is the same as a

previous element. .

Al




Example:

13, Elemant Number

4. GE

|

15. Elamants (Stept}

16. tnivating Cues

u Condinons

18 Standards

19. References/Tips

S N

Determune if there is a pulse.

POS1tion casualty on his back.

Clear alrway of obstructins.

Open mouth, run fingers dow the
inside of lower cheeks, over base
of topque, and into throat.

Move finers across the back of the
throat with sweeplng motion to
remove any vanit, rmucus oo foreian
bodies.

Erlarge airway--head tilt.

Tilt read back so chan ig an jutting-
out position.

Place rollad blanket, poncho, etc.,
under casuaity's head to help
maintain position. If suwccessful,

Jo to Step 7.

Same as task

Weak julse verified.

Same as task

Same a5 task

Same as task

Other serious

injuries

Same as task

Samc as task

Must locate
uninijured area to
take ulse

Quick careful move-

ments—avoid further
injury

Removal taves
1-5 seconds

Sanw as task

-

T
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from block 38

Determine and Record
References and

Traivng Tips for
Each Elament

to block 40

o For further explanation and guidance tn determining and recording
reterences and traiming tips, see below

How do 1 determine and necord the references and
thaining tips fon each element?

The guidance given in Block 25 of this aid applies to determining training tips
and references for each element. There is only one further step: record the references
by specific paragraph number, as required by TRADOC Circular 351-28.

Example:

13. Elvment Number

“re

5. Elements (Steps)

16, tmtisting Cues

I i

17 Conditigns

18. Standards

19. References/Tips

1

4.1

Determine if there is 4 julse.

Position casualty on his back,

Clear airway of dbstuuctions.

Open mouth, run fingers down the
inside of lower cheeks, over base
of rongue, and into throat.

Move fingers across the back of the
throat with sweeplnd motio to
YOmove any Vinat, maus or toreign
texdies.

B dare nrway--hest il

Tilt head back so clan 15 in juttuxe
Ut st Ion.

Place rolled bl wket, rncho, ete.,
wnader casualty’s head to help
mawntain position,  1f successfal,
e Step 7,

Same as task

Weak pulse versfied

Same as task

same as task

Sane as task

Other serious
inwries

Must locate
uninjured area to
tike pulse

Quick careful move-
ments—avoid further
injury

™ 21-11, Chapter 3,
Para. 1.

Severc bleeding fram
other injuries
requires attention
concwrrent with
attempt to restore
breathing but should
not be started prior
to resuscitation,
Usc another assist-
ant if available.

Samc as task Ramoval takes Para. 3
1=5 seconds
Same as task Sy as task Para, 4
B8.59
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from biock 39

Review T A. Workshest ® The task anatysi's review will disclose any pmussions, inaccuracies and
for Accutacy and Inconsistenciss in the task and task elemant discriptions.
Internal Consistency

to block 41

How do T neview the Task Analysis Wonksheet fon
accuracy and consistency?

e Conduct vertical analysis

1) First, read down the list of elements. Do they provide logical, step-by-step
instructions for performing the task?

2) Next, read down lists of element cues, conditions and standards (columns 15,
16, 17). Are they compatible with each other? Are they also consistent with
the whole task cues, conditions and standards? (columns 9, 10, 11). For
example, if you said steps 1, 2, and 3 had to be completed in 5 minutes each,
but the whole task standard was for 10 minutes, you have to change either
the standard for the whole task or the standards of the elements.

® Conduct horizontal analysis

1) Examine each step horizontally with its cues, conditions and standards. Are
they still compatible, logical and practical as a result of any changes made
in vertical analysis? If not, revise appropriately.

The desired result of each Task Analysis Worksheet is a physical description of
“when to do it,” “how to do it,” and “how to know when it’s done for each task.”




from block 40

4

Does Anelysis
Reveai Any Problems
?

} 42

Make Necestary
Changes

- to block 43

E
A |
A
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from blocks 41 and 42

to block 44

/ Goto
Block
n
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from block 43 F
i} Cunvene Panet of SME's ® T A Worksheets are teviewed by subject matter experts Jor omissions,
| 10 1) Review T A Inaccuracies and inConsistencies 1
arkineets o Critical elements are idantitied as those which . i
2 fernfy Crucal ~ are common sources of failure :
ements ~ have senous consequences of muperfotmance =

are most observable and measurable

® For turther explanation, see below

to block 45

How 45 SME neview conducted and how are critical
elements Ldentipdied?

Review

® The purpose of having an alternate (different) group of SME’s review each task
analysis is to provide an objective view. A panel of three SME’s is sufficient.
The panel should be asked to verify:
— that you have indeed chosen the most typical version of task performance,

— that your description is accurate and complete.

e Sources of SME’s
— peers in your division
— course development personnel
— job incumbents and supervisors on post

— instructors




Initial Identification of Critical Elements ¢

e Critical elements are those steps in each task performance which will receive (o
greater empbhasis in instruction and in SQT Development. Therefore, it is :
important for SME’s at this stage of the ISD process to have input as to the
elements (performance steps) they think should be stressed in training and testing.

This is an Initial ldentification.

e The following guidelines will be helpful in the selection of critical elements.
1) In reviewing task elements look for the steps which:

— are common sources of failure in performance of the task. To identify
the most common sources of failure ask the question, ‘“Why do most
soldiers fail to perform this task correctly?”

— have serious consequences of failure. Many elements in this category
are related to personnel or equipment safety. To identify elements of
this category, ask the question, “Would fajlure to perform this element
properly cause serious ronsequences in terms of mission accomplishment,
injury to personnel or damage to equipment?”’

— ave the most measurahle and observable indicators ~{ task proficiency. To
identify the best indicators of task proficiency, ask the question, “Which
step(s) would I observe in order to be sure the task has been performed
correctly?” In a product task you may only need to observe several steps,
or just the last step.

2) Panel of SME’s should come to a consensus view on critical elements.

NOTE: Keep in mind that the critical elements identified at this time may be revised 3
later in the ISD process as a result of leaming analysis (the identification of . +H
independent, dependent and supportive steps), and SQT development (in
which testing constraints of time, personnel, money and safety may preclude
the testing of certain elements).




from block 44

Mark and Code Crivical
Elemants i Cofumn 14
on T.A. Worksheet

to block 46

a5 follows
~ Common source of ladure ~ cst

~ Serious consequences - i

Woxt measurabie, observabiie indicator - mor

@ Each crtical slgmant s markes with an atensk () ang coded 0 tolumn 14

How does the panel of SME's mark and code the

ecultical elements?

® Each critical element identified by the panel of SME’s is marked with an

asterisk (*) and is coded with initials to indicate the reason it is considered
critical. The code to be used is as follows:

I}

CSF
SC
MO1

common source of failure
serious consequences

most measurable, observable indicator.

® An element may be identified as critical for more than one reason. If so,
code accordingly.

Example:

o -

nin e
k]

M.O. 1.

13. Element Number 4 CE

-
15. Elements {Steps}

etemine 1f there 15 1 pulse,

Position casualty on his back.

Clear aireay of obstroctions.

Open month, oun fuvjers down the
inside of lowmer cheeks, owver Lo
of tongque, and nte threat.

Move Yimgers acrnss the back of the
Lhroat with Sweeplng motion to
TOOUVE any Vamit, MUCUS or foroggn
bodes,

Enlarge anrway--head titt.

Tilt head back sc chan s a0 Juttimg-
aut positinn.

Flace rolled blanket, poncho, ote.,
under casuvalty's head to help
maintain position. It sucoessful,
o to Step 7,

18 Intatng Cues

17 Condinons

18 Standards

T 19 References Tips
)
i
)
i

[ ——d
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from block 45

# 0id the panel of SME's agree that one ot more
changes should be made?

4

Setect Furst/Next T.A
Worksheet Requiring
Revision

—

4

Revise According to
Consensus View

9

Have
All Task Anals ses
Requiring Revision
Been a:men

Obtan Task Summary ® Task Summary Sheets provide the format required for the Soldiers Manual
Sheets

@ For guidance in oblaining Task Summary Sheets. see below

to block 51

Where do 1 obtain a Task Summary Sheet and what does
it ook Like when completed?

e Task Summary Sheets are available for duplication in the pocket at the end of
this manual.

TASK SUMMARY SHEET

Task Number 441-184-1004

Tosh Admanister artificial respiration by mevth-to-mouth method.

Condimons Performad 1n all climatic conditions, generally out doors, non-toxic
atmosphere.

Standards Within 20 seconds the casualty will be examined, his air passage will be
cieared, and mouth-to-mouth resuscitation will be started.

B-66
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TASK SUMMARY SHEET (Continued)

Reterences: M 21-11 First Aid for Soldiers, Chapter 3

TEC 911-441-0026F Basic First Aid Measures: Restoring the Breathingy

Performance Osseoiption:

DETERMINE 1F THERE 15 A PULSE

& Locate an uninjuwred area to take pulse if casualty has 1:; “irs.

POSTTION CASUALTY ON HIS BACK

® Use quick careful movements to avoid further injury. If casualty has other
serious wumnds, they should be treated concurrently, if you have an assistant,
However, restoring the breathing must be your first task i1f worki 3 a:we.

CLEAR AIRWAY OF OBSTRUCTIONS

® Open mouth, run fingers down the inside of lower cheeks, owver base of tungue,
and into throat. Move fingers across the back of the throat with a sweeping
motion to remove any vamit, mucus, or foreign xxhies from the mouth of the
casualty.

ENLARGE ATRWAY

There are three methods:

1) Place a rolled blanket, poncho or similar dbject under casualiy's head to help
maintain this position. If this 1s sucocessful, go to Step 5.

2 Thub jaw-lift method

e 1If the head tilt method is ‘insuccessful, adjust the jaw to a jutting-out
position by placing your thumb in the casualty's mouth. Grasp the lower
jaw firmly and Jift it forward. Do not attempt to hold or depress tongue.
If successful, yo to Step 5.

3) Two-hand jaw-lift method

® If the casualty's jaws are sc tightly closad that the thurb cannot be
inserted into the mouth, then use both hands. Grasp the amles of the
lower jJaw just below the carlobes, Lift the jaw forcibly forward: tien
open the lips by pushing the lower lip toward the chin with the thumbs.

PINCH NOSE SHUT

e Pinch the nose wita the thunb and index finge: 1ir, nrder to prevent air leakage.

Let this sae hand exert pressure on the farehc.d to maintain the backward
head tilt.

SEAL MOUTH AND BlLuW FORCEFULLY

® Take a deep breath and place your moutl, around te casualty's mouth. Blow
farecfully into casualty's mouth until you see has chest rise.

EXHALE

¢ Stop blowing and remove your mouth when casualty's chest rises. Take amother
breath while listening for casualty's exhalation. 1f you hear air esnape,
g0 to Step 9. otherwise, continue with Step 8.

JISLOLGE FOREIGN UBJECT

& 1If aivway is stall not clear, then roll casualty on his side. Use the hecl
of your hand to deliver sharp blows between the casualty's shoulder blades.
This shauld dislodge the foreign object. Then go back to Step 2.

BREATH. UNTIL RELIEVED

@ Whed exhalation 1s finished, blow in the next hreath. On the first several

breaths, blaow rapidly and strong. Then blow in a normal, evon cadence
{1220 times per minute).

NOTE 1:  If your breathing has been ery deep and rapid for too long a period, you may
However ,

beame faint, tingle, or even lose consciousness 1f you persist,

if you adunister only four full quick breaths, then aljust your breathan: to
the rate of approximately once every 5 seconds with only moderate inCrease in
normal volume, you will he able to contime to gqive artificial respiratiom
for 2 long period withaut experiencing temporary ill cfficts.

E NOTE 7. When a casualty beqgins to breathe for himsclf, he wall automatically resist
resuscitation efforts. This is a Sign that you can cease your efforts,

i
}
¢




from block 50

Study Guidelines for ® Guidelings provide detarled guidence tor compitting Task Summary Sheets.
Preparing Task @ For information, see below.

Summary Sheets

to block 52

1)

2)

B-68

What are the guidelines gorn preparing Task Summary Sheets?

o Introduction

— The end result of a good task analysis is the Task Summary Sheet, a specific
standard format that fully describes the task for the soldier in the field. The
format will accommodate any product or process task whether it is fixed
sequence, alternate sequence, or combination. The Task Summary is used both
to train the soldier to perform the task and to evaluate the soldier’s ability to
perform the task (within testing constraints).

¢ Contents

— Whole task information includes:

task number
task statement
conditions
standards
references

(Cues are implied by the conditions.)

— Performance description includes:

Each major step in large print.

This will help “fix”’ the whole procedure in the soldier’s mind.

Alternate methods for performing the same step may be given under one
number. "n this case it is permissible to alter the original element num-
bers on the Task Analysis Worksheet. )

One or more sentences under each step as needed to fully describe the
skills and knowledges required for acceptable performance. This infor-
mation is derived from the cues, conditions, standards and training tips
for each step.




o Level of detail for performance description.

1)

2)

3)

4)

Check whole task conditions to see if a job aid, technical manual, field manual,
etc., is to be used by the soldier during on-the-job performance. If yes, only
abbreviated descriptions of steps with their cues, conditions and standards will
be included. If no, then the description you are preparing must be complete
enough to be the soldier’s sole source of information.

Likewise, if task performance is well documented in FM’s, TM’s etc., which are
readily available for reference, a more abbreviated task description should be
given.

Do not include any information that is not specifically required for task
performance.

Give greater emphasis to critical steps.

B.69




from block 51

o |

Setect Firgt/Naxt
Completed T.A.
Workshest

to block 53




from block 52

83

Copy Whole Task ® Whole tagk information inciudes:

Information from T.A. ~ task umber

Workshest onto Task ~ conditions

Summary Sheet — standards
- references

r ® For example, see below,
to block 54

-
~
What does the task summary sheet Look Like when task, i ,
task numbern, conditions, standarnds and neferences
have been neconded? *
Example: ¥ 3
i
TASK SUMMARY SHEET b
%
. %
Tash Number  441-184-1004
Bl
Task: Administer artificial respiratian by mouth-to-mouth method. :
Conditions: Performed in all climatic conditions, generally out doors, non-toxic *
agrosphere. :
1
;
Stendards: Within 20 seconds the casualty will be examined, his air passage will .. ‘:
cleared, and mouth-to-mouth resuscitation will be started. -
1 ..
3
-
{
Reterances M 2l-11 Fairst Aud for Soldiers, Chapter 3 4
. TEC 911-441-0026F Basic First Aid !easures:  Restoring the Breathing %‘
i
A
i
3 3
* 3
. : -

ok IR, N

B.71
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from block 53
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Select First/Next
Element
T ¥
to block 55 {
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from block 54

.|

Record Elament © Critical eloments are :dentified on the T.A. Worksheet with asterisks (*).
Parformance Description

With Identification of o For example, see below

Criticel Elements

-

to block 56

What does the

element performance descriptions have been neconded

Task Summary Sheet Look Like when

and cuitical elements identified?

Pertormance Oescription:

1.

DET:RMINE IF THERE 1S A PULSE

e locate an uninjured area to take pulse if casualty has injuries.

POSITION CASUALTY ON HIS BACK
e Use quick careful movements to avoid further injury. If casualty has other

serious wourds, they should be treated concurrently, if you have a. assistant.
However, restoring the breathing must be your first task if working alone.

CLEAR AIRWAY OF OBSTRUCTIONS

e Open mouth, run fingers down the inside of lower cheeks, over base of tongue,
and into throat. Move fingers across the back of the throat with a sweeping
motion to remove any vamit, mucus, or foreign bodies from the mouth of the
casualty.

ENLARGE AIRWAY

There are three methods:

1} Place a rolled blanket, poncho or similar abject under casualty's head to help
maintain this position. If this is successful, go to Step 5.

2)  Thumb jaw-lift method
® If the head tilt method is unsuccessful, adjust the jaw to a jutiing-out
position by placing your thumb in the casualty's mouth. Grasp the lower
jaw firmly and lift it forward. Do not attempt to hold or depress tomgue.
If successful, .jo to Step 5.
3) Two-hand jaw-lift method
e If the casualty's jaws are so tightly closed that the thumb cannot be
inserted into the mouth, then use both hands. Grasp the angles of the
lower jaw just below the earlabes. Lift the jaw forcibly forward; ther
open the lips by pust'ng the lower lip toward the chin with the thumbs.
PINCH NOSE SHUT
® Pinch the nose with the thumb and index finger in o.Jer to prevent air leakage.
Let this same hand exert pressure on the farehead to maintain the backward
head tilt.
SEAL MOUTH AND BLOW FORCEFULLY

@ Take a deep breath and place your mouth aroundd the casualty’s mouth, Blow
forecfully into casualty’s mouth until you see his chest rise.

(Continued)




TASK SUMMARY SHEET (Continued)

EXHALE

® Stop blowing and remove your mouth when casualty's chest rises. Take arother
breath while listening for casualty's exhalation. If you hear air € cape,
go to Step 9. Otherwise, continue with Step §.

DISLOLGE FORE TulN OBJECT

e If airway is still not clear, then ro.l casualty on his side. Use the hecl
of your hand *o deliver sharp blows between the casualty's shoulder blades.
This should disladge the fareign abject. Then go back to Step 2.

BREATHE UNTIL RELIEVED

® When exhalation is finished, blow in the next breath. On the first several

breaths, blow rap.lly and strong. Then blow in a normal, even cadence
(12-20 times per minute).

NOTE +: If your breathing has been very deep and rapid for too long a pericd, ycu may

become faint, tingle, or even lose consciousness if you persist. However,

if you administer only four full quick breaths, then adjust your breathing to
the rate of approximately once every 5 seconds with only moderate increase in
normal volume, you will be able to continue to give artificial respiration
for a long pericd without experiencing temporary ill effects.

NOTE 2@ When a casualty begins tO breathe for himself, he will automatically resist

resuscit.tion efforts. This 1s a sign that you can cease your efforts.
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from block 55

to block 57
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from block 56

K Determune Nowd tor ® For many tasks ilustrations may help the soldiec uad;rttand the task bettst
X Uustrations ot Task ® Guidance in determining need 1. dlustiations 15 given below

Pyrformance

] to block 58

How do 1 determine the need forn (LLustrnations?

e [llustrations arc a very important component of the task summary. Nothing is
more dull and uninteresting to a young soldier than page after page of text.
Illustrations should be used whenever possible to:

a) reduce detail burden in the performance description.
b) emphasize points in the performance description.
<) motivate soldiers to read their Soldier’s Manuals, especially when the

Soldier’s Manual is the sole source of information for task performance.

* o Examples of how illustrations can reduce detail burden and emphasize points in
the text follow. Greater use of illustrations undoubtedly contributes to the
soldier’s motivation.

*The illustrations shown on pages B-77 thru B-86 were reproduced from the Guidebook for the
Development of Army Training Literature, US. Army Research Institute, special publication P-75-3,
November 1976.
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1) NEED FOR ILLUSTRATIONS: To Clarify Performance Description

How you do it: Integrate text with visuals (self-contained illustrations).

When you do it: You are writing a description of how to do something; for example,
put something together or take it apart. You want to convey action
by words but parts and location by visual aids.

Example: 1 i F
[ —— 1
] ¥
o r
1 ]
| |
I
| .
1 [ ]
| 1 ‘
1 '
i 1 '
E I I ]
) | !
. L T
1. Place the first blanket lengthwise across litter with (Place lower on litter for taller men.) Open folds
d the blanket edge close to or just beyond the hcad of second blanket for about ¢ feet at the foot end.
end of litter. 3. To wrap patient, place him in position on the second
2. Fold second blanket in thirds. lengthwise, and place blanket. Bring bottom of blanket up over the
over the first, the upper edge of this folded blanket . patient’s feet, with a small fold between the feet.
being about 10 inches below the upper edge of the Tuck the two open folds closely over and around
first blanket. The exact position of the second the feet and ankies.
. blanket depends upon the height of the patient. 4. Finally, wrap first one, then the oppnsite, si”2 of the

first blanket over patient.

Figure 84. Dressing the litt. r (with two Mankets),

TASK: Dress a litter with two blankets.




Ca

2) NEED FOR ILLUSTRATIONS: To Clarify Performance Description (Cont’d)

How you do it* Integrate text with visuals (self-contained illustrations)

When you do it: You are writing a description of how something works in task
performance. You want to identify its component parts, what
happens at each stage, and the purpose of each part.

Example:

A ALL PARTS REmAIM 1N PLACE

B SAFETY Piw i NOW RESTRAINED
ONLY BY THME SETBACK PIM

m 'S

A SAFETY P PLIES CLEAR OF FULE
€ SLIDEA MOV FAEL TO mOVE UNDER

THE ACTION OF ITS SPRING TO
QPPOSITE END OF CHARSER

Preparation for Firing.

A SAFETY PIM FLIES CLEAR OF FyZE
AGAINST ACTION OF TS SPRING

® SAFETY PN MOVES TO SIDE UNDER
TENSION OF ITS SPRING UNTIL
STOPPED BY MORTAR BARREL

A LOCKING Pt mOVYES UP UNDER
TENSION OF 173 SPRING INTO (TS
HOLE IN THE sSLIDER
SLIDER LOCKS N PLACE

ALL EXPLOSIVES ARE ALINED

(1) Turn theslot in the striker (at the nose of
the fuze) to aline with the SQ index or
the D index on the fuze body, depending
upon which action of the fuze is desired.

(2) Remova the safety pull wire just prior to . .
ingertion of the round into the mortar. TASK: Fire an 81mm mortar.

B.78

A

moow

(3) ACTION ON IMPACT.

STRIKER AND FIRING PIN ARE
FORCED IN AGAINST ACTION OF
THE SPRING.

FIRING PIN CRUSHES DETONATOR.

DETONATOR EXPLODES.
BOOSTER LEAD EXPLODES.

BOOSTER CHARGE EXPLODES
TNT FILLER OF CARTRIDGE
OETONATES

Figure 19. Punctioning of M524BS fuse.




3) NEED FOR ILLUSTRATIONS: To Clarify Performance Description {Cont'd)

How you do it: Integrate text with visuals (self-contained illustrations).

When you do it: You are writing a description of what each member of a team does
when performing a task requiring close cooperation and coordination.

Example:

No. 1 and No. 3, with No. 2 and No. 4 assisting, then
lift litter over banister to second flight of stairs.

Figure 98. Carrying litter upstasrs where landings
are small (step three).

TASK: Carry litter upstairs where landings are small.

B.79
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4) NEED FOR ILLUSTRATIONS: To Clarify Performance Description (Cont'd)

How you do it: Use visuals to expand on information (complementary use)

When you do it: You are writing to tell the soldier when or how he should use
certain equipment or techniques in task performance.

Example:

{

l

The vertical half-rhombic antenna (fig. 47) and the wave an- ’
tenna (fig. 48) are the two field-expedient directional antennas l d
that can be used with the FM radio sets. These antennas are di- E
rectional and will transmit and receive in the direction of the ’ '
terminated end. If the transmitter loads poorly, add to or sub-

tract from the length of the antenna. These antennas will nor- i

mally increase the rated operating range of the FM sets. |

¥

I

|

|

i

|

|

LANCE POLE

OIRECTION OF TRANSMISSION
HELD WIRE. LENGTH 20 TO 30 METERS

(S PR WAVE ANTENNA
R *‘ (A o 2 10 80 MC
. V" . VERTICAL POLAIZATION

ANY TYPE SyP-
PORT {TREE, LANCE-
PORE, ETC )

* 600 OMM RESISTOR
CARMUN

MEIGMT 3 5TO 4.5 METERS
ASOVE GROUND

GROUND STAKE

B] | GrOUND sTAKE
m;.\ EARTH SURFACE
fy 7
i )

#CAPABLE OF HANDLING ONE MALF
OF TRANSMITTER POWER
OuTPUT

Figure 8. Wave antenna. H

TASK: Transmit and receive messages on an FM radio set. f




5) NEED FOR ILLUSTRATIONS: To Clarify Performance Description (Cont'd)

How you do it: Use visuals to expand on information (complementary use).

e e G s e

When you do it: You want the performance description to carry the information
about when the soldier will use a technique and need only a
brief example or description of how the technique is performed.

Example' Measuring Angles. When instruments are

not available, measure angles by the hand or
fingers held at arm’s length from the eye. Deter-
mine the angle subtended by each before you go
into the tield. These angles may vary from the
angles shown in figure 43.

Figure §3. Mcasurcment of angles by hand and fingers.

TASK: Select a radar site.
SUBTASK: Measure angles by hand and fingers.

B.81




6) NEED FOR ILLUSTRATIONS: To Clarify Performance Description (Cont'd)

How you do it: Use visuals to expand on information (complementary use)

When you do it: You want the soldier to identify the different types of a general
class of equipment he will use in task performance.

Example:

b. Several types of transmitting antennas are shown in fig-
ure 33.
(1) A is a long-wire nonresonant antenna that is used in
large tixed-station installations.
(2) Bis a half-wave Hertz antenna that is fed by a resonant
(tuned) feeder line from the transmitter,
(3) C is an end-fed. vertical, modified Marconi antenna,
also called a whip antenna,
{4) D is a loop antenna that radiates a strong signal in some
directions and almost no signal in other directions.

(5) E is a Marconi antenia.
(6) F is a half-wave Hertz antenna that is fed by a non-
resonant (untuned) feeder line from the transmitter.
(7) G is a fixed-station radiator that may be hundreds of
feet high.

Figure 33. Types of transmitting antennas,

TASK: Transmit and receive messages on an FM radio set.
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- 7) NEED FOR ILLUSTRATIONS: To Clarify Performance Description (Cont'd)

How you do it: Use visuals to expand on information (complementary use).

When you do it: You are describing a task step which requires the use of special
- terms. You want to keep the performance description focused on
how, but also give the soldier a definition of terms.

b Sl

Example: PARALLEL SHEAF
¢ 5 *3
4 % o= cd i
. . 4 b
Adjustment of Sheof O— 4{9’ - 1

1t may be necessary for the observer to adjuet :
the sheaf of a section to correct for any errors made i
in laying the section parallel or to ohtain a special SPECIAL SHEAVES
sheaf. The front covered by any sheaf is the width
of the sheaf plus the width of a burst. The types f. Converged Sheaf ;
of sheaves which may require adjustment are par-
allel and special. A special sheaf may be con-
verged, open, or closed (fig. 45).

2. Open Sheaf

T VY PRI .

3. Closed Sheat

o Al o 8 i

Figure j5. Types of sheaves.

TASK: Select a radar site.
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When you do it: You are writing a performance description for a task element. You
want to show the soldier how it should look if he does it correctly.

To Emphasize Points in the Performance Description

8) NEED FOR ILLUSTRATIONS:
How you do it: Visually confirm information.
Example:

8.84

Select an aiming point beyond the range to
any likely target. With the eye held several inches
behind the breech, aline the axis of the bore on the
aiming point by elevating and traversing the rifle.

Look through the telescope and insure that
the boresight cross of the sight reticle is alined on
the same aiming point. If the boresight cross is

not alined, bring it to the aiming point by rotating
the elevation and rzimuth correction screws with
the screwdriver end of the combination wrench.
Recheck the alinement through the bore and
through the sight. When the sight and the bore
are properly alined on the aiming point. the 90mm
rifle is boresighted (fig. 42).

Figure 42. 8ight picture in dorevighting.

TASK: Zero an M16A1 rifle.




9) NEED FOR ILLUSTRATIONS: To Emphasize Points in the Performance Description
* (Cont'd)
How you do it: Visually confirm information.

1 When you do it: You are writing a performance description and want to help the
] soldier visualize the equipment he must use in task performance,

3 Example:

T T

a2

Figure 99. Rocevery of overturned truck.

TASK: Recover an overturned truck.




10) NEED FOR ILLUSTRATIONS: To Emphasize Points in the Performance Description
(Cont'd)

How you do it: Highlight or summarize main points.

When you do it: You are describing a task which involves several steps, and each step

has supporting detail. You want to emphasize the main point of
some or all of the steps,

23

Categories of Maintenance

Example: There are four broad categories of maintenance (fig. 59) that
have been defined by the Department of Defense for all services.
They facilitate the assignment of maintenance missions and re-
sponsibilities within the Department of Defense.
CATEGORIES OF MAINTENANCE
OPERATOR OF
& USING UNIT
!
ORGANIZATIONAL
MAINTENANCE
UNIT MECHANIC {
OF USING UNIT
DIRECT SUPPORT "‘ = MosILE
MAINTENANCE K Shop
!I,
GENERAL SUPPORT 1
MAINTENANCE -
’ ;
. !
DEPOT
! MAINTENANCE
FIXED REPAIR SHOP
. FM24 18 1-%7
% Figure 59. Categories of maintenance.
1 SUBTASK: Identify the appropriate category of maintenance
B.86
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from block 57

Would

Artach to Task

Obtan Itustrations and @ Sources of itustrations are given below.
Summary Sheets

to block 60

What sounces are available fon obtaining L{LLustrations?

Source Remarks

o Field Manuals and Technical Manuals Excellent
o DAPAM 108-1 Index of Army Motion Pictures and

Related Audio-Visual Aids Excellent
o DAPAM 310-12 Index and Description of Army Training

Devices Good
o Course materials:

Correspondance course lessons and materials used in Good

resident courses, such as graphs, charts, etc.
o DAPAM 310-3 Index of Doctrinal, Training, and Organizational

Publications (Firing Tables and Trajectory Charts). Good
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from blocks 58 and 59

;
h Coltect Task Summary ® SQP is followed for having Task Summacy Sheets reviewed befors $
Sheets and Forwerd production of the Soldier's Manual. ¥
for Review "
to block 62

e R s
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from block 61
82
Any ® During the task analysis process information may
laformation ™ Yo have been obtained that would be useful 1o
" Warking persons who performed actwvities that fed inta the
in Other 1SD tagk analysis process. Similarly, information may
Blocks have been oblained that woutd be useful 10
persons who will be engaged in the {SD steps that
No follow this one.
§3
Record Comments on  Purpose of ISD COORDINATION SHEET
IS0 COORDINATION is explained in block 15 of that job aid.
SHEET {see block 15)
STOP

B.89
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51
TN
Study Guidetinas for

Preparing Task
Summary Sheets

YT

52

Select First/Next
Completed T.A,
Waorksheet

Copy Whole Task
Intormation tram T.A.
Worksheet onto Task
Summary Sheet

54

Sefect Fust/Nexy
Element

Ascord Element
Performance Oescription
With Identiticanon of
Cotical Elemems

Have'
Element Par-
formance Descrptions
Been Recordad far All
Jask Elgmmls

Determine Need for
[Hustrations of Task
Pertormance

Would
Iustrations

Help Soldsers
Task 5/
7

No

Obtsin [Hustratnns and

Attach to Task
Summary Sheets

Have
Tah Summary
Been Prepared
for Al Tatky

’

e

Yo

=

Colisct Task Summary
Shests and Forwerd
for Review

B-92

Any
{nformation
Working

Yes

n Other 1SD
Blocks

No

63

Record Comments on
(50 COQRQINATION
SHEET (see block 15}
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O S U
JOB AID FOR
ANALYZING EXISTING COURSES
ISD 1.4
Manual

This is the 3rd in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document
“Job Aids: Descriptive Authoring Flowcharts ISD 1.4 Analyze Existing Courses.”

The flowchart document will direct you to specific guidance, examples, and references
provided in this volume. If you do not have the primary flowchart document, request
it from your supervisor.

The wording in this manual should not be construed to
discriminate between the sexes. in order to avoid a
repetitious use of the terminology, “‘he/she,” the terms,
“he,” “him,” and “his,” as well as “‘men,” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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ISD 1.4 Analyze Existing Courses :
7
i
1
Hove o This introduction provides the user with nstruction .
You Read the No on the besic Structure of the Job Asds and guidece 3 1
10 the Use tor thev use :
of Job Aids 4
? 2
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from blocks 1 and 2

Have

You Used

This Job Aid

Betore
?

Yes
Waat 1o

See an Overview
of the Job Awd
?

® Overview includes.
- Goat
- Objectives
- Major steps in process
- Products

r - Worksheets used
No

Overview of Course @ For detailed overview see below.
Analysis Job Aid

to block 6

What is the Existing Cowrse Analysis Job Aid all about?

o GOAL

— The purpose of this aid is to eliminate duplication of effort in several ISD

processes, Thus it contributes to one of the overall goals of the IPISD
program—to increase the cooperative development and use of training through-
out the military services. By analyzing existing courses you can accomplish
the following:

— the generation of an initial task list for a particular MOS

— the identification of suitable courses for training

— the identification of courses, or parts of courses, which may be suitable
after revision by course development personnel,

In other words, when suitable courses are found, much of the job analysis
effort can be eliminated (i.e., ISD, Blocks I.1, 1.2 and 1.3 of the IPISD process),
as well as much of the course design and development effort (Phases II and III).

Additionally, the courses which are found suitable for training become part of
the input to the training materials/references section of the Commander’s
and Soldier’s Manuals.

e OBJECTIVES

— Given an existing course, analyze its development documentation and determine

if the course, or part of it, is useful in training development.

— Given a course which has been developed according to ISD procedures (if one

is located) derive an initial task list for the MOS/Skill Level you are analyzing.




¢ 4
v 3
§ 3
’ §
» e OVERVIEW OF MAJOR STEPS IN ANALYZING EXISTING COURSES ;
Step 1. Locate existing courses appropriate for MOS for which you are :
developing training.
Step 2. Locate their course development documentation.
Step 3. Determine if front-end analysis was conducted by acceptable ISD procedures. ;
Step 4. List tasks included in acceptable courses on Task Listing Sheet.
Step 5. Determine if course requires revision of performance description (perform-
ance measures), terms and examples, or if validation is required.
Step 6. Make recommendations for revision/validation.
Step 7. Identify validated courses on Task Listing Sheet and submit to persons
responsible for deriving a task list and listing references in the Soldier’s
Manual. '
Step 8. Identify useful parts, if complete course is rejected. 3
e WORKSHEETS USED
— Catalog Review Sheet, shown on page C-7.
— Existing Course Analysis Sheet—front and back sides of completed form are shown
‘ on pages C-8 and C-9.
— Task Listing Sheet, shown on page C-10.




PRODUCTS

— This job aid will result in:

1) A listing of all courses which initially seem appropriate to this MOS and
the catalogs in which these courses were located.

2) An analysis sheet for each course indicating whether or not revisions are
required, and if so, which ones, (contributes to course development effort).

3) A verified list of tasks taught in each appropriate course indicating if course
is suitable as a reference for those tasks in the Soldier’s Manual/
Commander’s Manual.

DESCRIPTIVE FLOWCHART

— The flowchart on pages C- thru C- shows the major steps in the use of the
Job Aid for Analyzing Existing Courses. The flowchart will be useful to you in
getting a clear picture of the overall process used in this job aid. A more com-
pletely described flowchart is provided in Job Aids: Descriptive Authoring
Flowcharts, pages C-3 thru C-




ISD 1.4 Analyze Existing Courses

CATALOG REVIEW SHEET

SFC Jose Gonzales/ITAD

Oate 9/25/78

Narme/Office Symbot

Catalog of Air Force Training
Courses

JIABRIN230 000
J3ABR90232 000

Py

Column t Cotumnn 2 Columa 3
CATALQOG TITLE COURSE NO COURSE TITLE
5AZY302X0 Aeromedical Evacuation Techunician

Medical Service Speclalist
Operating Room Specfalist

J3AZR90270 001
JIAZRS0270 002

Medical Service Techniclan
Medical Service Technician -
Vocational Nurse

L L b i far. - AL




ISD 1.4 Analyze Existing Courses

EXISTING COURSE ANALYSIS SHEET b

{ECA Shest) E

IDENTIFICATION 4
Your Name/Office Symbol  SFC Jose Gonzales Date of Review 9/25/78
Counse Tiie Basic First Ald for Soldiers

Course No.  AHS 263 Date of Course Publcation__ 1975

Office Symbol/AUTOVON of Course Authorls)_ MEDTD/399

SECTION A: FRONT-END ANALYSIS (FEA)

<
2
2
o

1. Ase Equipmen. doctime, manpower and personnel systems essentially The same as when Front.end Analysis was conducted?

211 this was an existing job, did job data sources include on-uile INterview: dnd observations and o1 Questionnaie survey
this was & new job tid the ob data sources include & panet of expert.”

3. Were 1asks analyzed according to thew elements, cues. cond ions and standerds®

4 Was selection of tasks based on generally the same Critera as USEO Dy yOur Command (n Crtwal sk selection’

NN
|

- '
SECTION B: COURSE CONTENT .

Yes No

N

5. Are performance descriptions (performance meawutes) reasonably well developed for this MOS?

6. Are examples and termnology appropriate”

SECTION C: VALIDATION

Yes No E
7. Is validation Gocumentation acceptable for your ferget pupulat-on \/

SECTION D' RECOMMENTATIONS FOR REVISIONS OF 7ERF(ORMANCE DESCRIPTIONS (Task numbers and Suggested Change)

Task 051-191-1005 Describe CPR procedures.

Task 198-236-1090 Task description does not directly address the user. State what the soldier will
see, what he does, and how he does it
Tasa "33-971-3000 Too general, make procedufes more specific.

Task 341-508-4113 Time to accomplish task should boe changed from ! minutes te 3 minutes for
skill level 1 soldiers.




SECTION E: RECOMMENTATIONS FOR REVISIONS OF TERMS AND EXAMPLES (Suggeesed Changs}

Change term "systems engineerlng of trailning” to “instructional systems developmenr of training.”

Include women soldiers in illustratjon 2-B.

Z

SECTION F: USEFUL PARTS (Litt any perts of course winch should be incorporated into new courses)

One 10-minute 35 mn slide presentation demonstrating installation of the tail rotor gear box.

One set of transparencies demonstrating the maintenance operational check of the wain transmission

oil system.

Student handout describing procedures for troubleshooting the main transmission vil system.
Lecture script entitled "Comp s and Troubleshooting Procedures,' explaining the
relatioaships between the components of the main transmission oll system and the
procedures for troubleshooting the system.

Student outline describing the components of the main transmission oil system.

Set of schematic 15 mm slides demonstrating procedures for inspecting the main transzission oi}

system for external evidence of damage.

Cc.9
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ISD 14 Analyze Existing Courses

TASK LISTING SHEET

8P Jose Gonzales 9/25/78

Yout NameiOttice Symbol Date
MO3S BEING ANALYZED
mos 1B Skl Lever 1
COURSE BEING REVIEWED
Course Twle Basic First Aid for Soldiers Course No AHS 263
Taks [ Mot Retevant

App v the four life-~saving measures.

Administer artificial respiration.

Immobilize fractures.

Perforr first aid for special wounds. !
Apply first ald measures for burus.

Apoly preventive measures to reduce climitic injurfes. [

e bas

O
'
<




from blocks 4 and 5

Front-end analyss must have been accomplished by
accept ibls iSD procedures befors judgement can be
passed &s 1o whether an sxisting courss Can be used
TRADOC Pam 35030, interservice Procedures for
fnstructional Syste..is Dovelopment (IPISD) Phase |
Ansiyze, describes front-end analysis procedures
{Blochs 1.1, 1.2, and 1 3). The user ot this job and
needs a thorough tamilaecty of chase tPISD Blocks.

Stdy TRACOC
Pam 350-30, Phase |.
Biocks ).1.1.2,8nd).3

¢ to block 8

S de

Ve I SO s £




from blocks 6 and 7

Obtan DA Pam 611 12 @ This biock begins the search for appropriate courses

3’03‘02-7:«’.;.‘: ® DA Pam §11 11, Gccupational Conversion Manual for Eniisted/Qtticer/Crvilan

was proceded by DA Pam 611 12 betore Oscember 1977 DA Pam 611 12 may
be useg 1t DA Pam 611 11 15 unavailable

o For turther guidance, see below

Conversion Table

to block 9

What <5 DA Pam 611-12 on 611-11 and where can 1 find Lt7?

o The DoD Occupational Conversion Manual is a compilation of all enlisted
officer, and civilian occupational specialties in use in the Armed Services, arranged
under a common DoD occupational grouping and numerical coding system.

e DA Pam 611-12 or 611-11, Department of Defense (DoD) Occupational Con-
version Manual, is available through your supervisor, MOS library, or school
library.




from block 8

Idenuly Each Service o For guidance in 1dennitying the common DoD occupational groups,
Which Has an ¢ below.

Occupational Speciaity

Simular 10 the MOS You

Are Analyzing

to block 10

How do 1 identify which military service has an

occupational specialty similarn to the one
1 am analyzing?

1. Locate the definitions of occupational groupings.

2. Using the occupational group and area numbers, locate the occupational specialty
you are interested in.

3. Note which services have that occupational specialty. These services are therefore
likely to have training courses for their personnel in that specialty.




from block 9

Qbian Appropriate » Course catalogs trom each service having 3 correspongding occupational speciaity
Course Catalogs 1or Each should be examined

Service Which Has 2 o Course Catalogs for each mulitary seevice are availabis through the MOS or

school Iibrary

Corresponding
Occupational Specraity

o For alisting of catalogs, see below

to biock 11

What cowwse catalogs are available?

e Army
1) DA Pam 351-4, U.S. Army Formal Schools Catalog
2) DA Pam 351-20, Announcement of Army Correspondence Courses

e Air Force
1) AFM 50-5, USAF Formal Schools Catalog
2) EC IRP 50-1, Extension Course Institute Catalog
3) Catalog of Air Force Training Courses !

e e A vt M st ol

e Navy
1) NAVEDTRA 10500, Catalog of Navy Training Courses
2) NAVEDTRA 10061-AL, List of Training Manuals and Correspondence Courses

e Marines
1) MCO0-P1500.12F, Marine Corps Formal School Catalog
2) MC10-P1550.1, Marine Corps Institute Catalog

NOTE: The TEC lesson catalog is not listed here. Because TEC lessons generally
cover a single task they are not as useful for generating a task list as part of
the original job analysis.
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from block 10

n___

o fiwe onig, numbe etz of Course Catatogs and candidate courses descnbed in

l;uw«&ldng \
Review Sheet (CR} the tatalog will ister be recorded an the Catalog Review Sheet (CR) %
@ Foi quidance in obtaining CA Sheet. see beiow i
t?/k 12 a
o blo 4
i :
g
g:
Where do 1 obtain the Catalog Review (CR) Sheet and
what identification information is needed?
e The Catalog Review Sheet (CR Sheet) is available for duplication in the pocket
at the end of this manual.
e Record on the top of the CR Sheet the foilowing:
— Name/Office Symbol
— Date
e To see a sample of a CR Sheet refer to page C-7.
cs

:
i




from block 11

Ascord First/Next
Catsiog Tite
(Col. 1, CR Sheet)

P
o Example see below. v

to block 13

What does the Catalog Review Sheet Look Like when
catalog titles have been recorded?

Example:

ISD 1.4 Analyze Existing Courses

CATALOG REVIEW SHEET

Name/Otfice Symbot ___SFC_Jose Gonzales/ITAD Oate 9/25/18
Cotur = 1 Column 2 Cotumn 3
CATAL’ . TITLE COURSE NO COURSE TITLE

Catalog of Air Force Training
Courses




B O ——

from block 12

Identify and Record ® Course descriptions i the Catalog ace examined 1f they appear 1o have

Courss Numbers snd application 10 the ARMY MOS their number and tite is recorded in
Tities for Each columns 2 & 330 thet they can later be obtaned and examined in detat
Appropriate Course

o Example: se9 below.

{Cols. 2& 3, CR Shest]

to block 14

Example:

ISD 1.4 Analyze Existing Courses

CATALOG REVIEW SHEET

Name/Office Symbol __SFC_Jose Gonzales/ITAD Date 3/25/78
Column 1 Coturn 2 Column 3
CATALOG TITLE COURSE NO COURSE TITLE
—1
Catalog of air Force Training SAZY902%0 Aeromedical Evacuatien Technician
Courses

J3ABR90230 000 Medical Service Specialfst

J3ABR90232 000 Operating Room Specilalist

c.17
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from block 12

Appropriate Course
Jexcriptions «r Catalog

to block 15

S
b

c-18
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from block 14 .

15 .

Have
Al Catalog Been

4 Examined i
? 2

] i
i

to block 16 ;

Al

k|

3

% ]

. AN 3

: 1

Y E

: 3

! 4

; 1
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from block 15

Check MOS or Schood
Libeary 10 Determune
Which Courses an Your

Lists Are Currently
n Stoek

to block 17

[

.20 | !




from block 16

® Some courses may not be available, especially
No those produced by other services.

of Thase Coutses

Currently Available for

Review
B

B v
Obtain Courses ® For gudance i obtaining courses,
see below,

7

|

to block 19

1 How do 1 obtain cowrses which are not cuwvrently available
f in the Librany?

® Order these courses through the MOS library, school library, or directly from
the proponent school.




from blocks 17 and 18 o~

Coliect All Cusrently/
Subsequently Avaslabie
Coutses

to block 20

@ The black énds the ourss tesrch procest

L 3
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from block 19

Doss
Fust/Next Course No 4
3

Dsaw Line Through o For example, see below.
Course Title on
R Sheet

_—

to block 25 to block 22

What does the Catalog Review Sheet Look Like when a couwrse ?
has been deleted?

Example:

ISD 1.4 Analyze Existing Courses

CATALOG REVIEW SHEET

Name/Office Symboi__ SFC Jose Gonzales/ITAD Date 9/25/78
Column 1 Cotumn 2 Column 3
CATALOG TITLE JOURSE NO COURSE TITLE
Catalog of Air Force Training L . ZY902X0 Aeromedical Evacuation Technician
Courses ' JABR90230 000 Medical Service Spectallist
3ABR90232 000 Operating Room Specialist
; 0374000 diead i hnied
«

—independent—Ruey—
J3AZRI0270 001 Medical Service Techniciam
J3AZR90270 002 Medical Service Technician -
Vocational Nurse

C.23 i ]

[ R




from block 20 from block 21

Have
Alt Courses Been
Reviewed
?

[ v

to block 25 to block 23

C.24
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from block 20

to block 25

from block 22

3

id
.~ You Find
" Any Course That
Contamns Tasks Appro
nate for Your

24

Conduct Job Anatyns
For Guidance, see
TRADOC Pam 35030
(11 Analyze Job)

C-25
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from blocks 20 and 23

b Determine :f Course ® Properly p.epared ISD courses will have course development documentation
Oevelopment Documenta (the tront end analysis} avadable

tion 15 Avastable Yo Fist)
1 Next Appropriate Course @ For guidance in gbtaiming this documentatian, see helow

to block 26

4

How do T determine 4§ cowrse develfopment documentation
ﬁ s available?

i vvrs TR - .

e Course development documentation may be difficult to locate. However, if the
course was properly developed the information shouid be part of the Audit Trail.
Different schools and services may call it by various names. Contact the school
which developed the course and request information on how the course was
developed and validated.

¢ Look at blocks 30, 31, 32 and 33 to determine the kind of information you need.

.26




from block 25

® ¢

[—Cnnﬂun Job Analyss,
For Guidance, see

TRADOC Pam 350 30
{11 Analyze Job)

Is Course

Oevelopment

Bocumentation Available

o1 Any Course
1

% to block 28

[




from block 26 ‘

“4 Obtan Existing Course o Analyus of sach appropuiate existing courss it documented on the Existing Course
_ Analyss Shonts {ECA) Analysis Sheet (ECA). The ECA Sheet, theratore, provides a record of sach
B for Each Course Having decision in he analysis.
i g:"‘:mu"::::"'"‘ o For guidance in obtaining ECA Sheets, see below
&3
to block 29
) [ ]
Where do 1 get an Existing Cowrse Analysis Sheet |
{ECA Sheet)?
o The Existing Course Analysis Sheet (ECA) is available for duplication in the
pocket at the back of this manual.

e To see a sample of a completed ECA Sheet refer to page C-8.




from block 28

Record identification o identihcation includes

information at Top of Your name/athce symbol Oate of Review

ECA Sheet for Course Title

Furst/Next Course Course No Date of Course Publicatron
Ottice Symbol/AUTOVON of Course Author(s)

@ For sources of information and an exampie of the torm when informanon has
been reccrded, see below

to block 30

Where do 1 obtain Ldentification information and what does
the ECA Sheet Look Like when fecornded?

Information Required Source(s)
| Course Title, Course Number ® Appropriate catalog
Catalog Title ® Catalog cover
Dét:of Review ® Date on which you begin course analysis
Date of Course Publication ® Course or course development documentation
Oftfice Symbol/Autovon of . ® Course description in catalog or contact with
Course Author(s) L proponent schoo!

Example:
ISD 14 Analyze Existing Courses
{ECA Sheet)
.

IDENTIFICATION
Your Name/Ottice Symiwe _ SFC Tose tonzales Date ot Revwm 9728078
Course Tule Basic ¥irst Ard tor Suldters
Course No __AHS 263 R IR CRURPIES L
Oftice Sym #/AUTOVON of Course Aurmortsr  MERTDS 83

SECTION A FRONT END ANALYSIS IFEA)

Yer ~
1 Are EAnpment doctnnr mgnonwrn and DESAIE SYAEMS AT 3y e Lae s whee o <t Aratyae W s ondu o
2 this was g exating OB i et dab aore ey Sl 068 b s A b ahereat o et et
Mg Ads o tew roh et Stee ok et aonrees ncuile « panie 1 oeagmets

3 Were tashs avuly et acfon tog ¢ thes ciements
4 Way wtertir




from block 29
3

Answer Question | on o Ouestion 1 asks i the squipment, doctiine, mengowsr and pertonnel systems ace
ECA Sheet nantaily the same 3s when the Front-End Anslysis was conductd

Check Yes or No os ® For a turther expianation and guidsnce in answer ng Question 1, 3ee below

Apprograte

10 block 31

How do 1 determine the answer to Question 17

® Note the date on which course was published.

® Check the following sources to determine what changes in equipment, doctrine,
manpower and personnel systems have taken place since the course was
published.

~— Tables of Organization and Equipment (TOE)

~— Tables of Distribution and Allowances (TDA)

— Job supervisor interviews

— Subject Matter Experts (SME)

— Equipment modification work orders

~— Directorates of Combat Development (Organization and Operations Concepts)
~— DA/TRADOC Circulars and Pamphlets

— Army Regulations

— Technical Manuals

~— Soldier’s Manuals




from block 30

Answer Question 2 on @ Question 2 asks 11 on-site [ and/os
ECA Sheet swrveys were 3 source of job data for an exisung job; of +f panel of experts was
Check Yes or No  source of job data (or a new job

& Approprate » Fora further expianaon and guidance in answenng Quastion 2, see below

to biock 32

How do T determine the answen to Question 27

e This information concerning the original job analysis should be part of the
Audit Trail, listed under the data collection plan.

e From studying IPISD Block 1.1 (TRADOC Pam 350-30) you know that the more
contact the job analyst has with the field, the better the product, both in terms
of accuracy and acceptability by the field. Look for evidence of this contact.
You cannot accept the Front-End Analysis if it was based solely on old course
lesson plans or other sources removed from the field.

I I TN

i
{
!
]
1
1




from block 31

n

@ Questian 3 asks f tasks were anatyzed according 10 then sieps in peetormance,
conditions, cues and standards.

Answer GQuestion 3 an
ECA Shent
Check Yas or No 8t

Appropriate ® Fus o furtier explangiogn and gurdence 1 ssweiing Quastion 3, 5e¢ belaw

to block 33

How do T determine the answer to Question 37

® The procedures used in task analysis should be identified in the Audit Trail.
If not, you may have to look at the course content itself to determine if tasks
are performance-oriented rather than topic-oriented. (Complete your review of
course development documentation before reviewing course content.)

e If the tasks are performance-oriented it should be easy to identify the steps in
performance (elements) and their associated conditions, cues and standards.
(Also called performance measures.)

e If the tasks are topic-oriented there wiil be no mention of these things. Rather
than a course based on “what to do” or “how to do it the course will simply
tell “about” a subject area.

C-32
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from block 32

Answer Question & on
ECA Sheet

[
::::;:':' Noa ® For a turther explanation and guidance 10 answering Question &, see below M

® Question & asks it the selection of critical tasks wes based on generally the same
criteria as used by your command in coinical task selection

to block 34

How do 1 deteamine the answen to Question 47

® The purpose of this question is to determine if the proper tasks are being taught
for the needs of the MOS and skill level you are analyzing.

® In reviewing course development documentation look for evidence that the
following criteria were considered:

a) time to train OJE
b) consequences of inadequate performance
¢) probability of emergency performance

® Also try to determine if the data upon which selection of tasks was based, was
obtained from a population similar to the one you are working on in skill level
and geographical locations.

e Finally, try to determine if those who developed the existing course were working

with basically the same time, money and other resource constraints that exist in
your command.




from block 323

n
is
-~ Front End
Analysis Creatly A e
Unacceptabie
?
No
35
s
7 This the
.~ Last Course You
Have Course Oevelopment
Documentation
For?
to block 36

]
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from block 34

. aenkaitmaned AR

3%
Obtain Task Listing o The Task Listing Sheet 15 usad 10 record all the tasks taught in a particular
Sheet course
1 o For guidance in obtaiming the Task Listing Sheet. see below
4
to block 37 %
H
i
A .
. i
r
:
[ - .
Where do 1 get a Task Listing Sheet?
F
® The Task Listing Sheet is available for duplication in the pocket at the back of
this manual.
¥
k l e To see an example of a completed Task Listing Sheet, refer to page C-37.
]
5
? :
§
!

3
i
1
.
[
H
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from block 6

Review Course Contents ® Fot guidance in filling cut Ihe Task Listing Sheet, soe below.
and Fill Dut Task

Listing Sheet

to block 38

What is the purpose of §illing out the Task Listing Sheet?

¢ The purpose is:
— to identify tasks taught in systems-engineered courses similar to those required
for your MOS

— to provide input to personnel responsible for deriving task inventory for
this MOS

How do 1 complete the Task Listing Sheet?

. 1) Fill in identification information at the top:

® Your name/office symbol
® Date
® MOS being analyzed

- MOS
— Skill Level
e Course being reviewed
— Course Title
— Course Number

[

2) List all tasks included in the course being reviewed.

3) Place a check (v ) in the column labeled “Not relevant” opposite any task . | BB
: that you consider is not relevant to your MOS.
" j
3
3
] i




What does the Task Listing Sheet Look Like after it has
been {illed out?

Example:

ISD 1.4 Analyze Existing Courses

TASK LISTING SHEET

Your Name/Ottice Symboi ___ SFC Jose Gonzales Dare 9/25/78

MOS BEING ANALYZED
MOS_ 12B Skui Leve 1

COURSE BEING REVIEWED
Course Tie Basic First Ald for Soldiers Gourse No AHS 263

Tasks Not Retevant

Apply the four life-saving measures.
Administer artificial respiration.
Immobilize fractures.

Perform first aid for special wounds.

apply first aid measures for burns.

Apply preventive weasures to reduce climatic Injuries.

Apply tirst aid for headaches. [ \/

1
{
H
{
3
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trom block 37

®

-

1| Have Panel of Experts ® Fora lurther exlanation and quidar:ce, see below
} Verty Alter Task Lust
i

—

to block 39

Why and how should a fury of experts verify/alten
the task Lis2?

® Although you have accepted the job analysis conducted by the developers of the
existing course you should check with other subject matter experts (SME’s) to
be sure the tasks included in the course are the same ones required in the skill
level of the MOS you are analyzing.

® Ask at least two other SME’s to review the task list. Any tasks which are
inappropriate should be checked ( +”) in the column labelled ‘“Not relevant.”

C.38 ;
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from block 38

Is Task List
Now Acceptadle
]

Yes
49
- Conduct Job Analysis
Last i MVMN Fui Guidance, see
2 Course You Have TRADOC Pam. 35030
y 7 v (1 1 Analyze Job}
to block 42

PO Sl
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from block 39
8

o |
ey

Save This Lad fur

@ The st of tasks faught in this course will provide input to the job anatysis
Eventual Submission to
Job Analysis Personnel

to block 43




from block 42

43

, Answer Question § on ® This step Deguns examenatun uf CoursE [ ontent
ECA Sheer
Check Yes or Nr as ® Question 5 ashs ! the perlormance descrprions (meagures) 1o the Tasks taught
I Appropirate in the tourse have been reasonahly well develuped
L J ® Foiaturthei eaplanat'un and guidance o answesing Question § see below
to block 44

How do T answern Question 57

o Careful review of a small sample of performance descriptions (measures) will
give you an idea of whether most of the performance descriptions are generally
acceptable. 1f the ones in the sample appear reasonably well developed, then
you will want to review all of them.

e The following three examples will explain the basis for judgement.

1)

2)

3)

If the task is ‘“‘adjust carburetor”” and the performance description is “tell
why well-adjusted carburetors are important,” the performance description
is very poorly developed. The match between ‘adjust” and “‘tell why"”
lacks validity and fidelity.

If the task is “‘destroy bridge,” and the performance description is “given
appropriate tools and equipment, destroy bridge, in the face of enemy
fire, in one hour or less,” you can reject the existing course because the
performance test is impossible to administer.

If the task is “field strip an M203 Grenade Launcher under night condi-
tionsg, in two minutes, you have a reasonably well developed performance
description.

¢ Remember, if the majority of performance descriptions are reasonably well
developed you should answer ‘“yes.” You will be given space to revise the
few which you do not agree with on the ECA Sheet in a later step.

e If the majority of performance descriptions are really unacceptable you should
reject the whole course.




from block 43

List Any Usetu) Pants
of Course n Section F
of ECA Sheet

 Evan i} the compiete course 1s unacceptable
due to poor performance descriptions, some
parts of 1t may be useful

# For examples of potentally usetut parts ot a
course, see below

§

to block 46

How do 1 determine and £ist potentially useful
pants of this course?

o Look for segments of the course which could be incorporated into a new course
by course development personnel. As an SME you will be able to identify such
things as graphics, slides, skill performance aids, etc., which are useful in
themselves.

What does the ECA Sheet Look Like when Section F :
48 completed?

Example: ]
.
SECTION F: USEFUL PARTS {List sny perts of nourse winch shouid be incorporated into new courses}
i"
1. One 10-minute 35 mm s)lide presentation demonstrating fnstallation of the tail rotor gear box. -
2. One set of transparencies demonstrating the miintenance operatfonal check of the main
transmission o1} svstem. -
¥
1. Student handou: describing procedures tor trosbleshootiog the mafn tiansmission ofl svatem, i
.
4. Lecture script entitied “Components and Troubleshvoting Procedures,” explaining the relationships
between the comjuonent: «f the mali transmission vil svstem and the procedures for troubleshooting
the system.
%.  Student outline describing the compenents of the main transmission oil svstem.
b. Set of schematl: ‘% =r slides demonstrating procedure  tor {ngpecting the mdin transmission ofl
svatem for extetnsl evideace of damage -
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from blocks 44 and 55

47

Fill in Section D on ® tn Section O the tasks which require modify
ECA Sheet cation of their performance descriptians are
histed. Suggested changss 1o be made by
course development are lso recorded

T @ For example, see below.

=

to block 48

Example:

7. 15 valvdstion documentation acceptable for you: target population?

SECTION D: RECOMMENTATIONS FOR REVISIONS OF PERFORMANCE DESCRIPTIONS {Task number snd Suggetted Change)

Task 051-191-1005 Jescribe CPR procedures.

Task 198-236-1090 Task description does not directly address the user, State what the
soldier will see, what he does, and how he does {t.

Task 233-971~3000 Too general, make procedures more specific.

Task 341-508~4113 Time to accomplish task should be changed from 2 minutes to

3 minutes for skill level 1 soldiers.

R NN

3
E
¥
p
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from blocks 46 and 47

o Question 6 ks it examples and terminology in the Course are appr0pruate for the
MOS 1n which they woutd be included for tra:ing

« For o furthes sxplanation and guigsnce in sngweing (usstion 6, e below

Antwer Question 6 on
ECA Sheet

Chack Yes or No as
Apbropriate

-

to biock 49

How do 1 determine the answer to Quesition 67

e Even though you may have found an acceptable course there may be language
barriers created by specialized terminology.

~— Check to see if the vocabulary is familiar to soldiers who would be using
the materials, e.g., a Navy course may refer to a ‘“deck’” rather than a floor,
or a ‘“head” rather than a “latrine.”

— Check to see if examples are ones the soldiers in your MOS could relate
to. Many customs and duties common to the Army of 10 years ago may
be unfamiliar to today’s soldier; examples taken from other services are even
more likely to be unfamiliar.

- - . . - — —~, —— ~—

.

, ‘
-’ — —

Y

“—

-~
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from block 48

List Suggetted Revizons
n Section € on ECA
Sheet

@ 1n Section € revissons are hated whith would
make the Courss more app:opnate to this MOS.

@ For further explanation and guidance, see below

s
to block 51

How do T indicate needed revisdions in examples
and terminology?

e Make a list of all inappropriate terms and/or examples. Opposite each inappro-
priate term/example record your suggested change in Section E.

e If however, you think there are so many revisions to be made that the course
would be altered drastically, indicate this by recording “revisions impractical”
in Section E.

What does the ECA Sheet Rook Like when Section E
L8 completed?

Example:

‘SECTION E: TIONS FOR OF TEAMS AND EXAMPLES (Suggertad Chengs}

Chenge term "systems engineering of trajning" to "instructional gystems development of training."

Include women soldiers in fllustration 2-B.

C.45
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from blocks 49 and 50

Antwar Question 7 on ® Question 7 asks o validation Socumantation is acteptable 1t 1 13 not svadabie as
ECA Sheet part 0f course development documentation, check ““No*

Chack Yes or No as @ Ege fucthes explanation and guidance in answesing Tuyshon 7, see beiow

Appropriste

to block 52

How do 1 deteamine if validation documentation
48 acceptable?

® Check to see what kind of a group was used to validate the course. Was it
similar to the soldiers in the skill level of the MOS you will be training in:

- previous military training
— education level

® Check to determine if field feedback data is available. Analyze this data.

® Analyze feedback from students and instructors, if available.

C.46
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from block 51 2

o i

Od You

Angwer Question 7

With “No”
9

Submit Course and ECA ® Course must be validated if documentation 15
Sheet 10 Persons Respons. unavailable.

ible 4 1ing Vahida.
ible for Conduching Vahida @ Course must be revalidated if orsgnal validstion

) tion Trials to Vahdate or
R te Course Is unacceptable or if extensive revisions are made
® This analysis, as documented on the ECA Sheet, 3
will save Course Deveiopment fram duphcation
of aftort ‘
4 4
3 to block 56 ;

C47 ‘
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from blocks 63 and 54

s |

Record Course Suitatulity ® Courses which have been vahidated are surtable for references in the CM/SM
for Reference in CM/SM

® For turther explanation and guidance, see below.

to block 56

How do 1 determine whether cowwse is sultable fon
negerence Ln Commanden's Manual on Soldier's Manual?

e Earlier, you were asked whether the validation documentation for the course being
examined was acceptable for your target population. (See page C-46)

® The course should be considered as acceptable for reference in Commander’s and
Soldier’s Manuals when:

— validation documentation is acceptable and no revisions are necessary

— validation trials have been completed for those portions of the course that
require revision. (See blocks 53 and 54, Manual page C-47).

How do 1 necond that the course 4is suitable for
rnefenence in Commander's Manual and
Sokdien's Manual?

e If suitable for use as a reference in the CM/SM print across top of Task Listing
Sheet, “REFERENCE FOR CM/SM" (Use Bold Letters)

® [f not suitable for use as a reference print across top of Task Listing Sheet,
“NOT SUITABLE FOR REFERENCE FOR CM/SM”

C.48 l




What does the Task Listing Sheet Look Like aften
f 1 have neconded that the cowwse 48 suitable fon
' use as a reference 4in the Commandern's and
Soldier's Manual?

Example:

REFERENCE FOR CM/sk
E ISD 1.4 Analyze Existing Courses

TASK LISTING SHEET

[’ Your Name/Office Symbol  SFC Jose Gonzales are 9725778
MOS BEING ANALYZED
MOS-_12B Skl Levet 1
COURSE BEING REVIEWED
Course Titte Basic First Aid for Soldiers Course No  AHS 263
Tasks Not Relevant

C.49




from block 55

to block 57

® Is tins the Iast course you have to analyze?

C.50
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from block 56

Subrmut Task Listing Shewts
1o Jab Analysiy Personnes

and ECA Sheers 1o Course
Develupment

to block 58

® Task Listing Sheets are submatied 10 Job Analysis Section tor them use sn
1) (ob and task analysss, and 2) the Traiming Matessals/References Section

of CM/SM

o ECA Sheets are 10 persens
Matenial in Course Development

for

Existing

C.51
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from block 57

58

h ® During the analysis ot existing courses information
Intormation tos Yes may have been obtained that would be uselul 10
Indwiduats Working in persons working elsewhere i the ISD process.
Other 1SD Blocks
)
~

' Aecord Comments on

e Comments are recorded and submitted to
1ISD CODADINATION appropnate persons).

SHEET » For turther quidance, ste below

What 4s the importance of preparing comments for people
wornking in othen steps of the instructional systems
development process? How do 1 necord them?

e In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. Sometimes, you may
have had to do work that should have been performed in previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.




LTI VI 6 1 e ey s

In your research for this step of the Instructional Systems Development process you may
have discovered additional information that you think may be useful to people who will

be working in steps that follow this one. If so, it is equally important that you pass this
information on to the appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS
DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUC-
TIONAL DEVELOPMENT

e A copy of the ISD COORDINATION SHEET can be found in the back of this manual.
Make sufficivnt copies to enable you to send one to every individual you
wish to comm:unicate with—plus copies for your records.

o Complete the ISD COGRDINATION SHEET in duplicate. Send one copy to
the individual and attach one copy to the Instruction Settings Selection Package

(ISR Sheets).
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JOB AID FOR
SELECTING INSTRUCTIONAL SETTINGS

ISD 1.5

Manual

This is the 4th in a series of ISD Job Aids for use in instructional design and
development. This volume is to be used as a supplement to the primary document,
“Job Aids: Descriptive Authoring Flowcharts ISD 1.5 Select Instructional Setting.”
The flowchart document will direct you to specific guidance, examples, and references
provided in this volume. If you do not have the primary flowchart document, request
it from your supervisor.

The wording in this manual should not be construed to
discriminate between the sexes. In order to avoid a
repetitious use of the terminology, “he/she,” the terms,
“he,” “him,” and “’his,”’ as well as “‘men,” are intended
to include both the masculine and feminine gender. Any
exceptions to this usage wiil be so noted.

——
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ISD 1.5 Select Instructional Setting

v A
“ove o This introduction provides the user with
/‘Vou Read the No (n3truction on the basic structure of the
1 <lntraduction 10 the Use ot —_— Jab Ads and guidance tor their use.
N Job :nm ;
Yoz
|
)
. d
lmvoduwon 1o me Un © Reter to Introduction
of Job Auds

e
to block 3

3 1
3 1
1

i

[}

b
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. . o > (o eSS > )
BRI -

from block 1 or 2

3 1
" Have
- You Used No
This Jub Aid > -
Betore
7

L)

- Want T » Dvereen includes
oSeean N Yes Ohjectives
Overview ot the > “ Putpose
Job Ard Major sleps v process
? Worksheets used

L 4
[No

i 5 !

C .

~

o\
| Overview of lustructional ® For detasted overview see below

,
; i Settings sob Aid
i
|
|
|

l._,, .4

to block 6

What cs the Tnotractional Settings fob Aid all abswt?

e OBJECTIVE

1. Given a list of tasks selected for training within a single skill level, select the
; most appropriate instructional setting for training each task to the Soldier’s
Manual Standard. (Qualification Training)

2. Given the appropriate worksheets and instructions on how to fill them out,
record the basis for each instructional setting selection,

e PURPOSE

The purpose of this aid is to help you choose instructional settings (training locations)
for tasks selected for training within each skill level. Due to advancements in instruc-
tional technology it is often more cost-beneficial and efficient to train tasks in a non-
institutional (extension) setting. This aid is designed to help you identify as many tasks .
as possible for which extension training is appropriate.

D.4
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PRODUCT

— This job aid will result in a listing of all critical tasks in which each task is
assigned for training to one of the following instructional settings:

a. Institution (Resident school training)
b. Supervised On-the-Job Training (SOJT)
c. Self-study

— This output will be especially useful in the preparation of the Commander’s
Manual.

DESCRIPTIVE FLOWCHART

— The flowchart on pages D-70 thru D-73 shows the major steps in the use of the Job Aid
for Selecting Instructional Settings for all critical tasks. The flowchart will be useful to
you in getting a clear picture of the overall process used in this job aid. A more com-
pletely described flowchart is provided in Job Aids: Descriptive Authoring Flowcharts,
pages D-1 thru D-21.

OVERVIEW OF MAJOR STEPS IN SELECTING

INSTRUCTIONAL SETTING:

Step 1. Tasks selected for training are listed and categorized by skill level
and duty position.

Step 2. Task performance data is obtained and recorded for each task. That is:
a. In which duty position is the task performed?

b. What percentage of soldiers perform the task?

b.5
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Step 3.

Initial assignment of the task to one of three instructional settings (institu-
tion, supervised on-the-job training, or self-study) is made based on the
answers to the following 14 questions:

(1) Is task a common skill level task?

(2) Is task performed by a high percentage of soldiers?

(3) Is task performed in a similar manner in various duty positions
and units? ]

(4) Is proficiency in task performance retained over time? (i.e., Not 1 !
easily forgotten)

(5) Does task require considerable theoretical knowledge?

(6) Must the task be performed immediately on entry to the job?

ot AR s Wy

(7) Is the task a prerequisite for learning to perform other school
trained tasks?

(8) Is training equipment and/or facilities only available at the school?

(9) Is the equipment required for individual training of the task in the
unit available at most units?

(10)  Are personnel with the necessary expertise to conduct training of
the task available at most units?

(11) Do operational requirements at most units allow sufficient time for
the soldier to receive training in the unit?

o

{12) Can the task be learned with very little supervision?

(13) Does the soldier’s schedule allow sufficient time for independent
study?

TN S OMPRN e  WO ERR W DR iy
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‘ (14) Can everything required for training (which is not already available
in the unit) be included in the exportable training package at a
cost competitive with school (institution) training?

The complete list of questions is not necessarily asked for each task.
Questions are asked only until a decision is reached for task assignment to
a particular instructional setting. As a consequence of the sequence of
questions, only a few tasks require that all 14 questions be asked before an
initial instructional setting is selected.

e b

Step 4. Administrative review and final selection of instructional setting.

a. In Step 3, tasks were assigned initially to one of the three instructional
settings. In this step each task is reviewed to determine if the initial
assignment is still the best instructional setting on the basis of expert
opinicn.

b.  After reviewing each task and asking questions similar to those above,
any indicated changes in instructional setting is made. The rationale for
each change is to be carefully documented.

c.  The task listing with the final selections of instructional settings is :
submitted to the supervisor for review and revision. 1

e WORKSHEET USED

— The Tables on pages D-8 and D-9 show a sample of the front and back of a com-
pleted Instructional Settings Recording Sheet (ISR).
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Table D-8

ISD 1.5 Select Instructional Setting

INSTRUCTIONAL SETTING RECORDING SHEET

!
[
,
3
).
3
3 Mos [ H Tesk 1D Numbers
I T T A 1
i / Co N ! ! ‘
F Skill Level S i . . i i . !
; SR T AT Bt MR T
._ Criterion for High - O TP D S SN S PR S EE S
E Performance Task _.‘X’V__% R R = ! < ~ N < [N
; ! | ) !
L 3 XK X X< S < A X
areligene Tomsmany XX (X K0 (X8 p iYL e I
. - | I , &
1w mho wrd Zperaree JA L, LKL KUK %X e L. R
i I
- — . b ; ! |
Piovrer Tede JomerRea X 0 0 XL N i O NN
!
it oo Ay 7z 3rfn v N N X XK X K .. N
»
Cn. e _—;Jzau,’?/?; TASIIX N KN, X XK X . . . X
i
|
L Lo e e, .
- !
$ |
ZL : —
g ‘
[ N
- P . -
] !
é ‘
L R :
L !
o . ]
Percent Performing o @ , .- s Q e al = . PO
11 Commor Skl Leyel Tosk® . . . oo \ . . .
oMk Pesrarmar co Task® .
3 ,
T Tea g Ridur et Highy S L ® . A .
. - : .
1
4 Hgh Tak Aeteereg ? . N
Bobgh Theary Costert? .
oF Thwiry Contert oo o . . 2]
b tiewd tar memer gt Pestoemani N . . RN . . . . . . . .
'\ N . v -
N e ]
P g 16 e Tatk seiected S s . . . . PR I oo , IV
Wb et Bar tes g e Senpt . . . . . . . . . . .. . .
777’-';‘;777‘7 ) ; E v . ¥ . v Vv
bl peant ALy abe gt ot . . .
[N 4 Al : . ' ~ ; 1 \ . i’ . ."\— v -
T e Asaiabie g1 ot ~ . oy e . VoAV |
Tra Acaiatee gt 0 . . . N 4\‘1) -~ L " I
b — ——— R e - e’ e
1L e Gupeevaay Requesn T \ A A \ \
O. | .
TE T e ot Study Avaotenis” ~ ‘\// \l N 4
T8 :evors Enooment Baportatee N A A y " Y
¥ INSTITUTION . :}, P . N . X . . « <
e L . . o . - . . - . . . -— .- —
H = : e e .
2 SELE STUDY X RS
.
D.-8
T e SRS L WNRTRR K DU ARGR v w e - . . - - 4




Table D-9

Reverse Side of instructional Setting Recording Sheet

TASK
ID NUMBER

oyl 16 H

REASON FOR CHANGING
INITIAL INSTRUCTIONAL SETTING

Recenr SAT reselss mdicare whar a s oy o Soldiewrs Scored MO GO on v
tasx Ty would be more €asily ledrned in Ha Hot where appropriate Cuc§ and
Stimvts are uvaitabie

Persorming i+

EVen thoigh +asK retearion 13 /w ind +asKk meers al! 3 regeire menrs Hor SOT[ s
Should bé +rained 1n ywhe mSH ALTION becavie n:a,/J se0 Y% of Soldes shavld pe




from blocks 4 and 5

7 La
-7 of Tasks Selected
tor Training
Available
2

© Task iisting includes
All tasks sslected tor training grouped by
skill Jevel

Yes Gudance for Obtaiming/ ® List of tasks selected for training should

Praparing List of Selacted be available a5 putput trom 1SD 1.2 Select
Tasks Task/Functions

1F pracedures far selzcting tasks were not
campieie, go to Job Aids Descriptive
Authoring Flowcharts 1SD | 2 Select Tasks
10i Training

When iist has been obtained return to
Manual, 150 | § Select Instructional
Setting, Block 6, page D-10

to block 8
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from blocks 6 and 7
|

.

v Um ) ® The thiee nstruchonal settings are
Uy Wan
a Desttition uof Yes Institutiant (INST)
£ach ot the Ingteng tonal > — " Supenvised o 1he job teammy (SGJTH
Settings Used Sett Study
)
1
No
E]
T ~ -
F Descipuon ot P e Furedecnption of each mstructions
L | f testtuctsaat Settings r setang used 19 19918 10b 290 see LEIOW
\ | ; {
-
i
to biock 10

What ane the three instructional settings?

e The instructional setting will often determine both the location and manner in 1
which instruction on a task is to take place. The following table provides a :
brief description of each of the instructional settings. Table D-12 shows some of

‘ the advantages and disadvantages of each.

® Selecting the most appropriate instructional setting is important for several reasons.
Among them are:

— Soldiers learn tasks better in the proper setting and retain them longer.

— With training requirements increasing in a time of decreasing resources, the
best possible use must be made of our trainers and our training dollars.

D-1
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Table D-12 ‘
Description of Instructional Settings |
Supervised On-The-Job _’ k
Institution (INST) Training (SOJT) Self-Study b
j
Training conducted at TRADOC | Training conducted at the Training administered during \
resident schools and includes: soldier’s unit individuals own time, usually I
h Idier’ it and incl : i
OSUT - One Station Unit at the so |e|r s unit and includes
S Self-teaching exportable
Training ackages (STEP) !
PNCOC - Primary Noncom- p . . k
L . Training Extension Courses
missioned Officer .
Job Performance Aids !
Course Study Guides :
BNCOC - Basic Noncom- )
L . Correspondence Courses ;
missioned Officer . :
Films, tapes, etc. !
Course g
ANCOC - Advanced Noncom- 4
missioned Officer
Course ;
Training always conducted under | Training supervised by best Little supervision required !
supervision of qualified qualified NCOs in unit i
instructors o

Sm——
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Table D-13

Advantages and Disadvantages of Three Instructional Settings

Instructional Setting

Advantages

Disadvantages

INSTITUTION

Usually best setting for training
common skifl level tasks or
tasks that are performed by
large percentage of soldiers in
the MOS/skill level

Sophisticated training resource
and expertise available

Lack of real world environment

High cost of soidier’s housing
and travel

Time is spent away from job
assignment

SUPERVISED
ON-THE-JOB
TRAINING

Effective for training tasks that
can be learned faster or better
with hands-on experience

Soldier contributes to unit's
mission while learning

4

May tie up unit's equipment and
thus equipment may not be avail-
able for operational use

May overburden supervisors

Reduces time availabie in unit for
operational requirements

SELF-STUDY

Effective for training tasks
whict. can be learned without
an instructor or where littie
supervision is required

Can be accomplished at
trainee’s convenience

If study occurs during normal
duty hours, this type of training
may reduce time available in unit
for operational requirements

May require soldier to devote
considerable off-duty time to
study




from blocks B and 9

Obtan Instructional & Insteuctional settings decisions are recorded on the Instructional
Settings Recording Settings Recording Sheet (ISR}, The ISR Sheet, therefore, provides an
Sheets (ISR} mstonca) record ot these decisions and the baus for each

® For gu.dance in obtaming ISR Sheets, see below

to block 11

Where do 7 get an
TInstructional Settingse Recording Skeet (1SR)7

® The Instructional Settings Recording Sheet (ISR) is available for duplication
in the pocket at the end of this manual.

® To see a sample of a completed ISR Sheet refer to pages D-8 and D-9.
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from block 1C
v
Obtain Information b o Intormation needed tor “selting up'” the ISH Sheet includes the toliowing
Necessary tor Setting Up ’
- Lsst ot erinical tasks and thew sdentslying numbers
the ISR Sheet _ NOS code
Skl level designation
Duty positigns within skili jevel ES

~| Tasks performed n each duty position
Peicentage of soldiers i skill fevel pertor ming each task

® Soutges for this inlormation are shown below

to block 12

What information do ] need and where do 7 get 7

e The following information is needed before you can set-up the ISR Sheet.
Sources for locating each item of information are identified and in most cases
throughout this manual the source will be rated as “excellent,” “good,” or “fair.”
Understandably not all sources of information will be readily available to you.
However, where a source rated “‘excellent” is available, use that source in preference
to one rated ‘‘good’ or ‘““fair.”

Information Required Sourcels) Remarks

MOS and Skill Level designation | ® Supervisor ® Excelient source

e AR 611-1 (for a new MOS) ® Excellent source,

Critical Tasks and e Output from I1SD 1.2 ¢ Excellent source,
identifying Numbers Select Tasks/Functions
4
® Qutput from I1SD 1.3 ® Excelient source.
Construct Job Performance
Measures
® Soldiers Manual ® Excellent source if already
prepared

]

Continued

p D.15




Information Required Sourcels) Remarks ;
; i 4
! Duty Position e Output from ISD 1.2 e Excellent source if list of i3
: Designations Seiect Tasks/Functions tasks selected for training were

broken out by duty position.

o Qutput from ISD 1.3 ® Excelient source if completed.
Construct Job Performance ) ;
Measures i 3

® AR 611 series for existing ® Excelient source,
jobs

— AR611-101 (Officer
Personnel)

— AR611-112 (Warrant
Officer Personnel)

— AR611-201 (Enlisted
Personnel)

® Check with individuals who ® Good source
developed the job identifi-
cation. For a new MOS

only.
® Soldiers Manual ® Fair source N
e TOE/MTOE/TDA’s ® Fair source. :
4

Continued




Information Required

Source(s)

Remarks l

Tasks Performed in each
Duty Position

Output from ISD 1.2
Select Tasks/Functions

Field Survey

Output from 1SD 1.3
Construct Job Performance
Measures

CODAP Group Summary
Report

Panel of recent incumbents

Soldiers Manual

Panel of Subject Matter
Experts

Your own judgment

Excellent source if list of
tasks sefected for training
was broken out by duty posi-
tion.

Excellent source if time
permits. See
Resource Manual

Fair source.

Excellent source. See
Resaurce Manual

Fair source. See
Resource Manual

Excellent source if tasks were
broken out by duty position

Use only if above sources
are not available

Use only as a last resort

Continued

TN

o lisani




Information Required

Source(s)

Remarks

Percentage of Soldiers in
Skill Level Performing
Each Task

CODAP Group Summary
Report

Field Survey

Panel of recent incumbents

Panel of Subject

Matter Experts

Your own judgment

Excellent source. See
Resource Manual

Excellent source if time
permits, See

Resource Manuat

Fair source. See
Resource Manual

Use only if above sources
are not available

Use only as a last resort

D-18
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® from block 11
§
: Record on (SR Sheet . MOSau;:,sknl tevel and ISR Sheet page number are recorded on
;‘:’:E&: . :.:p:ssouv::: requued mformation see Manual, piges D 20 thru D 2
ISR Shatt Page = ® Example See below
——-
to block 13
What doce the ISR sheet ook like after the MOS code.
skill level and page mumber kave been necorded?
-
Example
ISD 1.5 Select Instructional Setting
INSTRUCTIONAL SETTING RECORDING SHEET
os 6 H Task 1D Numbers
| REERRE
1l Love! / [ ' ‘
ri | \
e g | HEEREE
| ]
—— ——— 7 7/ . ]ﬁ '—ﬁ'ﬂ ,A I
| i ‘
ol — EEEnE
1 i SRR
| I o T
R N S T A U S O A
i i |
EESEEEEEEE
i — T
? — — H
T
D-19
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from block 12
13

Record Duty Positions * Duty positions for skill level are recorded under the heading:
on ISR Sheet DUTY POSITIONS

® For sources of information Block 11.
® Exampie: See Betow.

to block 14

Wehat docs the ISR sheet look like
after duty positions are vecorded?

Example Pae_/ of & Pagms
ISD 1.5 Select Instructional Setting

INSTRUCTIONAL SETTING RECORDING SHEET

™Mos 6 H Task ID Numbers

Skilt Level /

Criterion for High
Pertormance Task %

LE/Z,;:_Q{& Assistant

Swrtchboard Operator

otter - Tetler - Jowrnal Recorder

Console Cpecator ANJTS1-38

Console, Gperaror AN/ T3 51

e
i
\' ;

o —




from block 13

Record Task ldentifica- ® Recosd the identiiication number shown on the critical task lisung
tion Numbers on ISR {u.g. 051-191-33871 tur each of the cotical tasks 1n the skill fevel

m'l_""':n:"“" Cueal ® Artach a copy of the cneal 1ask lisung 10 the ISR Sheat 1o assist in
the identitication of the tasks the numbers refer 10.

o Exemple: See betow.

to block 15

What does the ISR sheet look like after
7D numbers for all cnitical tasks kave been necorded?

Page_/ ot & Pages

ISD 1.5 Select Instructional Setting

INSTRUCTIONAL SETTING RECORDING SHEET

Example

Task ID Numben

T
J
‘(

MoOS 16 H

|

i

Criterion for Migh ‘ o
Performance Task _.8__.___0
!

| Tntelhiqene Assisranr  § N TR B #;'N .
j\!x ‘ ‘ Y? R *“L-—--& b

| Swrchboand Qpeeater . Lot { Lo - ,&H_kg,,ﬁ#ﬂj_w%,_
o T S T S AU A
 Connscte. Qoerater MYT32-30) 1

(‘msolg;_‘ggg:a ro AN/ 75438 ]

skt Levet [ ol
5 A i

; \L

N : . i

Duty Positions




from block 14

5

Record Tasks Pertormed « For guidance i recording task pertarmance i each duty position
in Each Duty Position see below.

—

to block 16

How do T necord tacks performed in cack duty position
and kow do ] delermine of the task (o performed?

e To record task performance complete the following steps:
— Step 1: Examine the first task.

— Step 2: Place an “X”’ on the ISR Sheet under the task ID number for each
duty position in which the task is performed.

— Step 3: Repeat Steps 1 and 2 until performance data have been recorded
on the ISR Sheet for all tasks in the skill level.

® Sources of task performance information: See Manual, page D-18.

Example

mMos /e H Task 1D Numbers

Skill Level /
Criterion for High
Performance Task _L%

Iﬁfs!/r;b}gc Qssistunt

| St poard Operaref 1




from block 15
1

Record on ISR Sheet @ For gach task on the ISR Sheet. the pesteny of soldiers withn the st
the Percent of Soldiers fevel who pertorm the task is recarded.
w Skill Level Who

Perform Each Task ® The percent of soldhers i skl level pertarming each task 15 ane criterion for

determining the instructonal setting for tasks.

—— T e @ For guidance 0 determining and recording the percent perforaung each fask
et below

to block 17

What are the sources of information for defermining the
percent of soldiens who perform cack tack?

e Sources of information:

— ISD 1.2, Check with the individual who selected the tasks for training (ISD 1.2).
Did this individual use the Job Aid for Selecting Tasks for Training? If so, the
percent of soldiers in skill level who perform each task will be recorded on the
Critical Task List used in that Job Aid.

— CODAP Group Summary Report. CODAP data, when available, are excellent
for determining the percent of soldiers within the skill level who perform each
task. However, it is likely that not all tasks listed on the ISR Sheet will be
represented on the CODAP Report. Consequently, even when a CODAP Report
is available, it will probably be necessary to supplement the data from the
Report with data from other sources. See Resource Manual for guidance in using
the CODAP Group Summary Report.

— Field Survey. Field Survey data are excellent for determining the percent of
soldiers who perform each task. However, a field survey should only be con-
ducted when CODAP data are not available (or badly out of date) and when
there is sufficient time to conduct the survey. See Resource Manual for
guidance in conducting a field survey.

~— Panel of recent job incumbents. This represents a fair source of information.
See Resource Manual for guidance in establishing and using a panel of recent
job incumbents.

~— Panel of subject matter experts. Use this source only if none of the above
sources are available. See Resource Manual for guidance in establishing and
using this type of panel.

~ Your own judgment. Use only as a last resort. 1

D.23
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What otepo arne followed in delenmining and
recording om the ISR sheet the percent of soldiers

performing cack tack in the okill lewel?

D.24

e If the percent of soldiers in the skill level who perform each task has already been
recorded in ISD Block !.2, copy the information from that source.

e Use one or both of the following procedures for determining and recording on the
ISR Sheet the percent of soldiers in the skill level who perform each task (here-
after referred to as'“‘percent performing’).

— Procedure A, When CODAP Group Summary Report or field survey data

are available.

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Examine data to determine if task is listed. If listed, proceed to
Step 2. If not listed, repeat Step 1 with next task on ISR Sheet.

Identify the ;;ercent performing from data.

Record percent performing under the task on the line labeled
PERCENT PERFORMING.

Examine next task listed on ISR Sheet and repeat Steps 1 thru 4.
When all tasks have been examined proceed to Step 5.

Are there any tasks for which you do not have percent performing
data recorded? If ng, proceed to block 17, Job Aids: Descriptive
Authoring Flowcharts (page D-6). If yes, follow the steps shown in
Procedure B.




~ Procedure B. When Panel of recent job incumbents or panel of subject matter

experts are used as data source.

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Examine first task for which percent performing data have not been
recorded.

Arrive at consensus opinion within panel as to an approximation of
the percent of soldiers who perform the task.

Record estimated percent performing the task on the line labeled
PERCENT PERFORMING.

Circle the percent performing number you entered. This will identify
the task as one in which percent performing was estimated by a panel
rather than obtained from CODAP or field survey data.

Repeat Steps 1 thru 4 for all remaining tasks for which percent per-
forming data have not been recorded. When finished proceed to
block 27, Job Aids: Descriptive Authoring Flowcharts (page D-8).

D.25
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from block 16

w ]
Establish/Record w

Percentage Critenion tor

® “High Pertormance Tasks' are those tasks that are pertormed by a high per
“High Pertormance l

centage of job incumbents  High Performance Tasks are usually trained in
the ishtutinnal nstructional setting,

Tasks'
l ® The percentage that defines a high performance task 15 established in this
o - black {e.g. at least 80% or 90% al the job incumbents perfarm the task:
® For quidante :n establishing and recording the percentage (o be used for high
performance classification, see betow
to block 18

What sources of information do 7 wse for establisking the
pencentage oniferion for kigh performance task classigication?

o Sources of information:

— Check with your supervisor. Your installation may have already established a
certain percentage as the critericn for training a task in the institution.

— Check with subject matter experts working in other MOSs. Find out what
value(s) they have used and their reasons for selecting that value.

Wehere do 7 necord the percentage eritenion for
kigh performance tack classification?

o Refer to ISR Sheet

o The percentage to be used for classifying high performance tasks is recorded on the
ISR Sheet in the space labeled CRITERION FOR HIGH PERFORMANCE TASK.
See the example below.

Example
MOS 16 H Task 1D Numbers
T | ] Cl \ RS
sum\.ml.__L_____s\ | [ )3 ’ A
P N FARR IR < I | ET R | ‘
Clmmere o G F 88093 111+
! ‘
= T
o ,quK KX X x| K*'X'T‘J‘" L]
| S th board Operaror ,ﬁrl(‘ ‘L% ~ X_I)(.X;}( ‘;/Li_)_(_‘)(__l_’( i
Plo tre - Je ler -Journc!. Recorder T")'( ﬁ’){li )< XXy
[ Console O-




from block 17

There
o Mn;: Than lL)nu
~Duty Position Listed
X0 ISR Sheet

19
Locae the First Task

on ISR Sheet

-

to block 20

@ This block begins the process of initial assignment of tasks 10 one of three
instructionat settings.

D.28
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from block 19

20

Has Task
Been Amsigned
a lnstructional s|'a"'"'
il

at Lowar Sk
Level

@ Cectan tasks may be parlormed in more than one skl level

Assign Task 10 Instruc @ Place an “X"* under the 1ask tn the appropnate nstructionst
tional Setting Selected in setting. {1.8. The instructional setting selected i the lower
Lower Skili Level skill level.

Have
Al Tasks Been
Examined
7

o Takng the next task on the ISR Sheet you wll start again
with question 1.

Examine Next Task

to block 24

D.29
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from block 20

© Question 1 dewwrmines if task is performed in el duty positions
snd should therefors be clamiied a5 8 “common skill Lovel task”.

© For further guidence in snswersing question 1, s besow.

to block 25

Wosw do 9 decide whether a tack ¢s a
commeon bl level tack?

D-30

e Steps to follow:

— Step 1:

— Step 2:

— Step 3:

Check the task against each duty position listed on ISR Sheet.

Is task performed in all duty positions? (i.e., Is there an “X”
recorded for each duty position?)

Enter a “Y” (yes) or “N” (no) as appropriate under the task in
question 1 row.

RO e e I B e b o ARSI G A PR e 0




What docs the ISR sheet look like agten guestion 1
kao been anowerned?

Example
—_— Task 1D Numbers
st Lover —/ R . o & . .
e~ o Y o | of <] ~ 2 * ol ~| « -
et 2 B SRR EEEEEEEEEEEREERERE *
//:3mc¢ Assistant XXX [ XXX [ XX [ XX %
L&Mbm_&zdor XXX X RIX X XXX X
Plotter - Jefker - L. xnal Recorder, XXX |X[X XXX X X X | X
Consok. Cpersror Ayrsa-38 | K| X X | X X|X|X|X|X|x X |x
Console Operator AN/752:51 XXX [ XX |X[XIX|X]|X X | x
i
i
Porcont Porforming 78177 (@) 92195 | &1 |75 (85|81 |75 |@)|50 |0 lwa |20|wo |35 |30 |2a|as }
1) Common Skilt Level Task? yIvIiylyly lyly lvlyly ¥ AV RDALALRURAD /Vj ‘
2) High Performance Task? ;




from block 24

. Ask Question 2 on ISR © Question 2 detarmines if task should be classitied as 2 “high performance task”.
Shest. Record “Y" or {Parcentage was established in block 17.)
“N" as Appropriate.

® For turther guidance in answaring question 2, ses betow.

to block 26

Fow do '/ decide ¢ a tack (s a kigh performance task and
kow (o (L necorded?

o Steps to follow:
— Step 1: Look at the entry in the row: PERCENT PERFORMING.

— Step 2: Is this percentage at least equal to the percentage entered on the
ISR Sheet in Block: CRITERION FOR HIGH PERFORMANCE TASK?

— Step 3: Enter a “Y” or “N” as appropriate under the task in question 2 row.

Example

Parcent Parforming 78 77@ 9295181 |75 |85 |81 |75 |(EO) |50 (w0 |42 |20 (4o |35 |30

22

<
23
x

1) Common Skill Level Task? Y IYIiviylYIivIvIinvINVINV

QT Petormance Ter Niviylylylyivlylyiwiwiviv (WiwvNivinv

NINE

3) Training Requirements Highly Simitar?

4) High Task Retention?

5} High Theory Content?

6) Nesd for Immediste Performance?

7) Precequisite for task selected for schoot?

#) Equipment/Facitivie- ¢

D.32




from block 25

Was ® A “yss” msponss is made if the task was classified as #ithes »
2”Y” Rocorded common skill levei task and/or & high performance task.
tor Either Quastion P . .
Tand 2 £y ® A “no” rexponse is made it the task is naither a common skitl
] level task not 3 high performance task. 1 “no” go to block 33.

Ask Question 3 on ISR o Quastion 3 determings if training requirements tor the task ars etsentislly the
Sheet. Record Y or same even though equipment, unit mishion and/or geographical focation may
L “N" as Approprate. ditter.

o For a further explanation and guidance in snswering question J, see below.

to btock 28

Yokas o guestion S all about?

® Question 3 (Training Requirements Highly Similar?) is asked only if the task is a
common skill level task and/or a high performance task.

Generally a task classified as either a common skill level task or a high percent
performing task will be trained in the resident school (institution) setting.

In question 3 you are questionir g whether task training requirements are essen-
tially the same independent of the mission, equipment allocation, geographical
location, etc., of units in which the job incumbent is assigned. If task training
requirements are pretty much the same an institution training setting should be
strongly considered. On the other hand, if training requirements differ con-
siderably between units or duty positions, training in the unit (SOJT or self-
study) should be considered.

What sounces of imformation are available
for ansmering guestion 37

e Sources of information

— Job performance measures or task performance descriptions developed in
ISD 1.3 Construct Job Performance Measures will be an excellent source of
equipment used in task performance. This will assist in determining whether
equipment differences between units will have an effect on training requirements.

— TOE/MTOE and TDA is another excellent source of information concerning
equipment allocation in various units.

— Training Manuals and supply bulletins used in conjunction with TOE should
be considered as a good source of information.
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, — Panel of recent job incumbents can provide good information for answering
1 question 3. See Resource Manual for guidance in establishing and using this

particular panel.

— Panel of subject matter experts. This also is a good source. See Resource Manual
for guidance in establishing and using a panel of subject matter experts.

— Your own judgment. Use only as a last resort or in conjunction with other
sources.

Fow and where do T necord my amswer to guestion 37

e Procedure

— Record a “Y” or “N” as appropriate under the task in question 3 row of the

ISR Sheet.
Example
Purcent Performing 78 77 792|958 175|858/ 75‘ S50 |40 |42(20 |40 |35 %0 |22 |as
._UCommonS(ilILmlTuk? viviylylylvlyly Y VNNV vV VIV v
21 Migh Performance Task? vivly ly y vy VI INVIVIVIVIVIVNIV VIV IV
3) Training Requirements Mighly Similar? )1 Yy y Y /‘/ j Y )’
4) High Task Retention

D-34




from block 27

28

Ask Quastion 4 on ISR @ Quesuon 4 asks if schoal traming tor a task would be remembered until the
Sheet. Record "Y' or task is performed in the field.
“N" as appropriate.

—

to block 29

® For a turther explanation anu guidance in answening question 4, see below

What factors are involued in delermining of a tack
taught in the school will otill be nemembered by the time the

dsoldien kas to perform the tack on the job7

e We all know that there are some tasks we remember how to do more easily than
others. Factors which influence retention must be considered when you select
the instructional setting. There is no point in training a task in the institution if
the soldier can’t remember how to perform the task when he arrives on the job.

SOJT or self-study should be considered when training retention is likely to be low.

¢ The following are examples of factors to consider in answering question 4:

— Tasks for which the soldier has had previous civilian or military experience will
usually be easily remembered. (e.g., driving a vehicle.)

— Tasks which the soldier considers important to remember will be better learned
and more easily recalled.

~— Some tasks require frequent opportunities for practice in order to retain task
proficiency.

— In general, motor tasks (physical activities) are more easily remembered than
mental tasks.

— Tasks which involve short regular procedures are more easily remembered than
those for which there is no clear cut procedure to follow.

e In answering question 4 consider the above factors plus any others you think
may affect task retention.

:
4

R




® Procedure 3 b

— If you decide that a task trained in the school would still be remembered until
performed in the field enter a “Y” under the task in question 4 row. Other-
wise, enter an “N.”

il
Example —
1
i
’ i 4 d - - homnms Sl S
Y ]
ﬁf—_'k _J._ ,44‘4_‘,,4‘1 4'# —4—*—;— ———— O S . e
_— = — - —+ — t——————+ —¢ +
| L :
Percent Performing 7g TIEE) 92 15 3¢ 75 %S L\‘,‘[ T~ f N0 L D20 HO BE NS Ld LS 3
1) Common Skl Level Task? . !

Sarteere Ay lv |y ‘
2} High Performance Task? VJ]’/ N Y \/ )/ N w\/ Y Iy ‘,A‘/ Y, NNy VoA N
_ vy v vy v v vy Ly ]
‘; 4} High Task Reteaton? v \/ \/ Y /V ) /V :/‘/ : y Y] /Vj

—

——
5) Hhgh Theory Content?

Gy N NN NN N NN Y L]

3} Traning Requirements Highly Similar?

6) Need for Immediate Performance?

- - B Y . B

71 Prerequisite for task seiected for schoor?

t
|

81 Equipment/Facihties Unigue to School?

b - Y S B
‘i 10) Supervision Avaiable at Unit? I
. . 4o b -
b 11} Time to Team Avmlabie > ©°
-

|
-
91 Equipment Avaiable at Un:1? l \‘
|
|
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from block 28

I |

Wein & Thew 15 ttle woriah Bly o Lanh TRaunig gy, etien fy
Both Uuestoomy o Yoo 206 Task vy S basy ¢
58 8 amaeied ~ M
e
N
M
N | 5
Assor Lty 1 b e e
[ NSTTIINAL 4t ey an ot
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to block 33

What doco the TSR sheet look like for tasks when assigned to
Tnotitutional instructional celting?

Example

s

v Vv M i Vi / .
—
31 Tranung Requiremants Highly Simidar 7 N
i N \
\/ Y. Y oy W~ AN VoY \
4y High Task Retention? \ ’
y ¥ Y Y v N Y N
&) High Theory Content”
61 Need foc tmmediate Performance > 3
71 Prerequiate tor task selected for schoor”
+ 1 B E - - - . -
B Equ:pment Faci ties Umguor 10 Sch il
W Faarpment Avalabbe at Lot
100 Supervision Avadable at Un't?
B . . -
114 Time to Tram Avaiiable at Umit? 3
121 Little Supervisior Requ ed’
' - -
13. Time to Study Avadable? |
. ‘ . . .
14) Lessons Equipment Exporta e’
-!- INSTITUTION x X X X
- . . '
22 ' ,
EE st X~
! SELF STUDY '




from block 29
n

Ask Questions 58 on
ISR Sheet. Record a
Y or “N” tor Each a8
Apprepuate

@ Questions 5 8 ask the foliowing questions
High theory content?
- Noed for tmmediate pectormance?
- Yask 2 prerequisite skill/knowtedge tor anather task already assigned lor
institutional traming?
- Equipment/tacihinies o1 vaining onty avaiable 1n the institutional setting?

@ For a turther expianavon and quidance in snswering questions 5.8, tee befow

to block 34

Wehat do guestions 5 thra § mean? .

e Question 5: High Theory Content?
— Is there a considerable amount of theory to be taught with this task?
¢ Question 6: lmmediate Performance?

— Must this task be performed immediately on entry to the job? (i.e., Before it
could be trained on the job)

¢ Question 7: Prerequisite for task selected for school?
— Is this task a prerequisite for learning and/or performing other school trained
tasks? (i.e., Must the soldier be able to perform this task in order to learn
other tasks taught in the school?)

® Question 8: Equipment/Facilities Unique to School?

— Are equipment and/or facilities only available for training at the school?

JUEST T o P
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What sounces are available to kelp ix
answering guestions 5 thuu §7
® Sources of information for these questions are:
Question 5: High Theory Content?

— Qutput from ISD 1.3 Construct Job Performance Measures or Job Aid for
Conducting Task Analysis. Examine task descriptions to determine how task
is performed. This should provide an excellent insight into the amount of
theoreticai content that will be required for training the task.

-~ Training Manuals are an excellent source of information.

— Field survey of Job Supervisors is an excellent source if time for survey is

available. (See Resource Manual for guidance in conducting a field
survey)

— Panel of Recent Job Supervisors. Fair Source. (See Resource Manual
for guidance in establishing panel)

Question 6: Immediate Performance?

— Field Survey of Job Supervisors and/or Incumbents. Excellent source when
time for survey is available and if information is not available through
CODAP. (See Resource Manual for guidance in conducting the
survey.)

~— Panel of Recent Job Incumbents. Good Source. (See Resource Manual
for guidance in selecting panel.)

— Your own judgment. Use only if all other sources are unavailable.

Lok




Question 7: Prerequisite for task selected for school?

— Review of other tasks already assigned to resident school setting.
Question 8: Equipment/Facilities Unique to School?

— Check Training Manuals, task description ete. to determine training

equipment requirements.  Survey field supervisors to determine if
training equipment is available in field units.

— Panel of Recent Job Supervisors. Use in conjunction with Training Manuals,

Job Performance Measures, ete. (See Resource Manual for guidance in
selecting panel.)

Fow and where do 7 record my
ancwers to guestions S thnu §7

e For cach question (5 thru 8) record a “Y' or *
task and in the appropriate question row.

Ty

as appropriate under the

Example
(YL TIPTRTITE S YN NPT Y
4 Mgt Tack Heteonp . N .
- - - . M . ' e ——
i
Mgh The vy (i care .
y”* O .
. N . DY L " N N N
£ Newt for Domimant ate Part o e R
v ~ . N .
LR P ot " et [
: S B nn , . N . .
L] ks . 4
Q bogu e Fa tre e . . . B . B .
- -— A bl i - - - L i
b ORI A bl 4 T
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from block 33

‘ u
Weie ® 1l gven one question was answered yes a “Yes”
1 or More Yes branch 15 10 be taken
< "Y's” Recorded for —
Questions 58 -
? .
No 3% .
rAmgn Task imtially to @ Place an X" undes the 1ask i the row tabeled
INSTITUTIORAL INSTITUTION. Remember, this 15 onty an imitsal
Instructional Setting, assignment and may be changed fater
R e Example See befow.
. _ e
. e
b . Have >
p <" All Tasks Been Yes G to ]
3 - Examined Block 1
? 52 3
22 9
No
I 377 - _—
' Examine Neat Task © Taking the next task on the ISR Sheet you will
. Start again with question 1
{ ' r‘(}‘nm‘
Block \
. 0/
to block 38
What doce the ISR sheet look like when all appropiate
. ’ » . g
taske kave been adsigued to Tnotitutional instnuctional cetting?
Example A ]
N Nt : v 4
. NN ;
N T k>
5 High ~ient? ! N 3
: .
L. NNV VN YN NN VY VN VNN
61 Need for immed:ate Perfarmance’ ' ! ;
! .Y NN Y YNV NNY NNV NNVYY
71 Precequisite for task selected for schoor” ‘ , 7 f
L . NNV NVNY N NVNNNNNNNN YA

A 8) Equpment/Facilittes Unmigue to School? . | N A V /V V V y V /V 4/ /V /‘/ /1/ /l/ /1/ /1/

N Equipment Avalable at 1)mt? . : !

10 Supervision Avarlabie at Urit?

11 Time to Train Avallable at Unit? '

2) Little Supervision Reguired? i

B - i . . . t . - - . . ‘ . . P Ly w—
13} Time to Study Available?
. , . - . . . . . . . . . . .« —
14} tessons/Equipment Exportable? J ‘l . .

- INSTHTUTION
\; :
k e —_sauI

o\

S
.
i
'
+

\
.
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from block 34
38

— =

Ask Cuestions 9 11 an » QOuvesnon 911 help in determuning whether the 1ask can be assigned «ntialty

4 ISR Sheet Recorda "'Y" to SOJT (Supervised on thejob Iraining)
U on N tor Bach s
1 ;l App'npna‘l! » The questions asked are

Equipment availsble at ynii?
Supervision available 21 unit?
Time to tain available at sint?

® For 3 further exptanation and guidance 1n answeting questions 9-11,
®e betow

to block 39

: What do guestions 9 thnva 1l mean? .

; o Question 9: Equipment Available at Unit?

— Is the equipment required for individual training of this task in the unit
available at most units?

e Question 10: Supervision Available at Unit?

— Are personnel with the necessary expertise available at most units to conduct
the training for this task?

e Question 11: Time to Train Available at Unit?

— Do operational requirements at most units allow sufficient time for the soldier
to be trained in the unit?

D-42




. What sounces ane available to kel in answering
guestions G thnew 177

e Sources of information for these questions are:

Question 9: Equipment Available at Unit?

— Field Survey of Supervisors is an excellent source of information if time for
survey is available. (See Resource Manual)

l — Panel of Recent Job Supervisors is a good source of information. (See Resource
Manual for guidance in selecting panel.)

— Training Manuals to determine equipment requirement followed by review of
TOE/MTOE or TDA for appropriate units. Good source of information.

Question 10: Supervision Available at Unit?

— Field Survey of Supervisors is an excellent source of information if time for
survey is available. (See Resource Manual)

— Panel of Recent Job Supervisors. Good source. (See Resource Manual)
— Your own judgment. Use only if other sources are not available.
Question 11: Time to Train Available at Unit?

— Field Survey of Supervisors is an excellent source of this information. (See
' Resource Manual)

— Panel of Recent Job Supervisors. Good source. (See Resource Manual
for guidance in selecting panel)

D-43
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How and where do ] record my answers to

guestione 9 thne 177
® For each question (9 thru 11) record a “Y” or *“N”’ as appropriate under the
task and in the appropriate question row.
PR )
Example f
! )
2: High Tneory Content? o
6) Need for Immediate Performance”
| SO S :
71 Precequisite for task selected tos schoor?’ !
8 Equipment. Fac/lities Unque to School? ' fv 1 y o . ’ VoA Iy "y 1 N ., .
9 Equipment Avaishle at Unit? N, N \ A N \ A v . l
- e e Loov - B . AR AU S S S
10 ion Avail Unit? , , foa
OSmmen et Ly oo LN v VN N Y Yy
111 Time to Train Avaglable at Unit? . N ‘»// v /’V ’ Y L L ) i
T Supervision Required® ) i
. L U T —
13} T.me to Study Available? ! |
14} Lessons/Equipment Exportable? I |
I " ,
- L
- I INSTITUTION i
i
. ' !
D-44 -




from block 38

ALL Ousstions
8-11) Answared
oy

Yes

» Note that ALL questigns must be answered "Y'
for 3 “yes” branch to be taken

Cin o

2
No 4 .
- .
Asnign Task lninally 1o © Place an “X" under the task In the row labeled N
SOIT Instructional SOUT {Supervised on-the job trainsng} .
Setiing @ Rememiber. this is only an (2l assignment and may 1
. be changed later 5
® Example: See beiow. !
4
:
Have ., Y
N " A Tasks Been Yes Goto -
~ Examined . Block .
] w32 ,
No .
42
Examine Next Task © Taking the next task on the ISR Sheet you wiib stary
again with question {
/Bowo
{ Biock )
Ln
R
to block 43
. .
What doee the TSR sheet look (ike after all appropriate
,
tacks hauve been acsigned to SOJ77
Example -
ECTRLTIERN At
. . . . F—
Hofg e 0B et e e Sehe . . . ) . . N
— — T I e - “ sty % ke - v v ‘ LY M
A R S N
. bt 1M + N .V N , N
T gy i Avd atwe at e tt . : 4 '
. v A 3 PR
s Aglabie ar v 0? . N
. . . .
R e o e - JEPUE -
A YL rtte Supery cor Reg et
T T et Study Avalabie’ J
4 Crssort Bgu pment £ agxortatie )
i INSTHTUTION
27 -
8 £ T . . . s
1 , . . . .- ¢
TYYT -/ :
N N —_— |
i
D-45
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from block 39

Ask Questions 12-14 on ® Quesiions 1214 help in determiming whether the task shouid be mitially
ISR Sheet. Record a assigned to a self-study \nstructional setning.

“Y" or “N" for Each as
Appropriate.

® The questions asked are
- Litte supervisian required? 4
~ Time (o study available?
~ Lessons/squipment exportable?

® For a further axplanation and guidance n answening questsons 12.14,
sae below.

to block 44 [

Wehat ds guestions 12 thru 1€ mean?

o Question 12: Little Supervision Required?

— Can this task be learned with very little supervision? (i.e., Can the soldier
learn the task through self-study?)

e Question 13: Time to Study Available?
— Does the soldier’s schedule allow sufficient time for independent study?

e Question 14: Lessons/Equipment Exportable?

— Can everything required for training (which is not already available in the field)
be included in the training package and is it inexpensively exportable,




What sources are available to help in answering
guestions 1€ thru 147

® Sources of information for these questions are:
Question 12: Little Supervision Required?
— Qutput from ISD 1.2 Select Tasks/Functions. Task learning difficulty should
have been established on a rating scale of 1 to 7 and will therefore be an

excellent indication of the amount of supervision required.

~— Field Survey of Job Supervisors. Excellent source if time for survey is avail-
able. (See Resource Manual for guidance in conducting field survey.)

— Panel of Recent Job Supervisors. Good source of information. (See Resource
Manual for guidance in selecting panel.)

~— Your own judgment. Use only if other sources are not available,

Question 13: Time to Study Available?

— Field Survey of Job Incumbents and Job Supervisors. Excellent source
especially when a comparison is made between the two sources. (See Resource
Manual for guidance in conducting a field survey.)

— Panel of Recent Job Incumbents and Recent Job Supervisors. Good source.
(See Resource Manual for guidance in selecting panels.)

— Your own judgment. Use only if other sources are not available.
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E
»
$
»
;
i

»
E Question 14: Lessons/Equipment Exportable? 1
— Check with Course Development Personnel. F
— Panel of Subject Matter Experts. Fair source. (See Resource Manual t BE
for guidance in selecting panel) ;
] — Your own judgment. Use only if other sources are not available. _ _‘
L Fow and where do 7 record my answers to ;

' guestions 12 thra 147 ) i

L )

: e For each question (12 thru 14) record a “Y”’ or “N” as appropriate under the ;

- task and in the appropriate question row. ’ !

{ Example ;

t 10) Supervision Availabie at Umt- . ! . . , L i _

- . e e e e 47_—5-_7".*:._% —
113 Time 1o Train Available at Umit? | \‘,’ v A/ \N | \/ IN ] : 1 ; ; VA/ '
% 12) Litth Supervision Regquired? Tt i ' \, :\ ‘: ‘ i | .
. ‘ R ‘A . R Y >,_‘v/_,_r e f‘/\/Jl %A/ N‘*y \/ {y v
13 Time w Study Avalable? ; \/ ) 1y e y ‘* v j y I ' ;
. . - . . . . v i 0 4 b - - 7‘7—/7 L - !
14; Lessons Equipment Exportable’ ]w ’ H y ; \ \/ l x/V /\/ \/ y Z !
+ m ene revenpe - i
- ANSTAXMTION. + i | o —tm — *
5; — } 4 & 4 R e S e 1 s l
SE SOt ‘ ; o | i
ga N l . . . + ‘ . Co s . - - S } —
z SELF-STUDY i L D L o { i |
;
3
D.48 .




from block 43

“
P
l‘LL Weie ‘-\\ ® Kole that ALL questions must be answered "Y'
L~ “ALL Questians Yo tor & “yes” bianch to be 1aken
<214 Amsweren > T8 1
~. v
~C T !
N {
¢
as |
. Assign Task tomally 10 2 ® Place an "X ynder the ask i the 10w labesrd
T Seft-Study fnstrucnonal | SELF STUDY Remembes, this (s anly an st~ 3
; Setting . assigninent and may b thonged Jater
‘[ 1 ® Exampte  See helow
% )
Have .
. AIlEIa:ks Been Yes Gotw
xamined T Black
\ ? / 52
o
~_ -
I
'i
I
'
|
0
a_ |
; ! Examine Next Tosk «] ® Takng the ent task 1 thic ISR Sneet yon wit
{ start agasn weth questian |
i
o,
N
~,
Gota
+ Block |
20
to block 48

What does the ISR sheet look like
to a Self-Study inatructional setting?

tacks whew assigned

Example ;
rv- - Lo e ] - e e TS S S G RN S
11) Time to Tran Avarlable at Unit? ‘ ' ' ; i Y ; ‘
—— VA L N Y NN
Lsttie Supervision Required? r i

13) Time to Study Avatlable?
- R

14) Lessons/Equipment Exportable?

| N o '
b Y N MMy Y
o

M Y Yy ]

Ly N Wy

INSTITUTION l‘ R o ‘ N
e A Pt e b e ]
sout R o RN }
- _.T_ - f s - L ) + T e - P . ‘~4_ ——
O . S e N S O A

" ST MR N 3 it e AL W ) 4 g NI R L Y~ s o
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from blocks 43 and 47
|
i
a8 .

Temporanils Leave Tash
Unassigne

L]

Have
Al Tasks Boer ('™
Examined .
?

Yes

to block 50

® The 1ask has not beers snitiplly ssmgned to an institutional, SOJT or Sett
Study Instruttional setting  Tempotarily you will leave the task unassugned
In a e block tasks will be d and
Selting assignments will be made

Go o
Block
2

o M g

i




from block 49

ungssigned n block 48.

Yer

st

Unassigned o Thus block beging the of tasks p

* Unassigned tasks are those tasks temporanty left

Locate First
Task,

!

]

to block 52

y lefy

D51
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from block 51

82

s
Thers
More TMn'{)M o
N Response Recor
':’&muims
9»;]

® tnasmuch as the task has stil NOT been instially
assigned 10 an instructional setting, it is necessary to
re-gvaluate the answers to same previously answesed
questions, SOJT is reconmidered in blocks 53 thiu 56
it it 1s determined that SOJT is indeed unsuitable as

an instructional satung, the task will be rc evalusted

Yos for asgnmant 1o another instructional setting.

|
53 ‘

RN
Re-evaluate “N” Judg- » Question with “N"" response is re-examined and further
m.  and Change to Y | investigation 1s made if oniginal respanse was margina'
if Feasible ’ (could have been “Y" or “N"}).
\] ® For a turther explanation and guidance see below.

Questions 811 Yes

Now ALL Answered
oy
?
85
| Assign Task Inttislly to ® Place an “X" under the task
| SOJT Instructionsl in the tow labeted SOJT.
- Setting Remember, this is only sn
initial assignment and may
be changed later.
—_ ® Example: See Manual,
page D53
56

//Nan
LT Al Unmlm\w _ﬁ:{u\\
Ny Tasks Been Block |
~._ Exsined - \ &/
? /-‘/ e

\\ )
57 No
Examine Next Unassigned ® Using the next task on the
Task ISR Sheet you will start
again with question 1

to block 58

What showtd 9 consider when 7 ne-cualuate the "W~ nesponse

made to guestion 9. 10, on 177

D-52

¢ At the time you recorded this ‘“N”’ response you may have been in doubt about your
answer. If this is the case, do some additional checking to determine if your initial

judgment was correct. Check with your supervisor, a new sample of recent job
incumbents, or other subject matter experts.

NOTE:

It is important that you DO NOT change your ‘N’ response unless
you definitely think there is a legitimate basis for changing it to “Y.”




How and where do 7 record a change from "W~ to Y’ for
gucstion 9. 10. on 117

® Follow these steps for recording a change from “N” to “Y”
— Step 1: Erase the “N” response

— Step 2: Enter a “Y” response

— Step 3: Circle the @ response as an indication that this response was

previously recorded as a “N.” You and/or your supervisor may want
to pay particular attention to this task when you are reviewing the
initial instructional setting assignments.

Example

6) Need for Immediate Performance?
1 Prerequisite for task selected tor school’

A/’/\/ /t//i/“/

8) Equipment/Facilities Unique to School?

9} Equipment Available at Unit?

10} Supervision Available at Unit?

11) Time to Train Avadable at Unit?

12} Little Supervision Rﬂuned

13} Tume to Study Available?

14} Lessons/Equipment Exportabie?

INSTITUTION

ST

Instructions!
Yot

SELF-STUDY




from block 52 and 54
8

(. ® (nasmuch a5 the task has 51l NOT besn cwtaily amgned
There ™ 10 3N INStructionsl Mg, It i ASCESLITY 10 re-ovaluate
~"Maote Than One “~ No he answecs to some othet previously snsiverad Questions.
Q Response Recorded > —— — - Self-Study #5 30 structional setting  reconsidersd o
ot 9'2"1’:0"‘/ : bincks 58 thry 61. 1t ot 13 determined that Sett Study 1
LS indeed unsuitable as an wstructionsl setting, the task will
h T ves ‘ be imtially atsgned 10 an instiWLionsl nstructions) sting.
53 '
1
\ .

Re-evaluate "N~ ® Queston with “N” response i re-exaamned and further
Judgment and Change to Investsgation « made f origial response wes margnsl
“Y" il Feasible {could have been “Y" or "N}
[ ® Forafurther explanation and guidance see delow
i
| ! T e
' V Y
50 .
! -
: -7 e
| - Questians 1214 Yes
.. Now ALL Answered >

| N .
i N
' T ne 61 l ]

|

.

| i a Selt Study Instrucnionat in the row labeled SELF
- i Sexting STUDY. Remember, this s

i [ Assign Task imtuatly to o Pace an “X" under the task
only an mtial amgnment snd

i

N

may be changed fater

|
!
- T ® Example. See Manual,
—‘! page 0-55

62 /l\

. Hove ™ ~
All Unassigned Yes Go tn\
. Tasks Been Examined Block
. 7 L . 67
N
[ I

|
|
|
j ‘ Examine Next Um
|
|

.

/ Goto
[ Block
. 82

I
i
1
|
i

S

to block 64

What shoutd 9 comsider when 9 ne-cvaluate the ¥ response
made lo guestion 12, 13, on 147 )

e At the time you recorded this ‘“N” response you may have been in doubt about
your answer. If this is the case, do some additional checking to determine if your
initial judgment was indeed correct. Check with your supervisor, a new sample
of recent job incumbents, or other subject matter experts, etc.

NOTE: It is important that you DO NOT change your “N” response unless _
you definitely think there is a legitimate basis for changing it to “Y”. b
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i

!

; Row and where do 7 recond a change from W' to “Y” for
' gueslion 12, 13. on 147

e Follow these steps for recording a change from “N™ to

CE\T 9y

— Step 1t Erase the N response
— Step 20 Enter a 'Y response

— Step 3 Circle the "Y'/ response as an indication that this response

o was previously recorded as an *“N.” You and’/or your supervisor
may want to pay particular attention to this task when you are
reviewing the initial instructional setting assignments.

.
Example O, _{
4
Cutgae v Sehens
HoEQuipeent Aggiabibe gr () 0t , N, 2 . \ ”. ~ . '
. - e e .. —
10 Supervision Ayva able at Updt . N A A \
: . f X v ol \
. “ . - ]
1T . i " . . 3 . R
1 me to Traimm Available a1 Unit : , N A r L\' Y . 3 .
171 Lattie Supervisior Required? Q \ . . N
R 13y Time to Study Available? \ i \ . . . J
B . . s i -
18} Lessons: Equipment Exportable? . Y A A/ “ N v
N / - ! ‘ h
P — —
- INGTITUTION " S
g, Loy .o . . [
e - —
EE oyt
£ S| o . SN L.
.!. SELF-STUDY | . !
l i s A J : . . i | - . A
D.55
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from block 58 and 60
‘ ‘
‘ [
[ Asign Task tntally to @ The task 15 titially assigned 10 the Institutional iastructional setting
INSTITUTIONAL i because 1t was determined {initially) that an SOJT or se't-study instructional
Ingtructional Setting. setting was not appropriate. Remember, 1tis is anly an wnitial assigment and

may be changed Jates.
Example  See below.

" Have e
Al Ynassigned -

Tasks Been Examined > L
5 P

66
i e e |
; Examine Next Unassigned | @ Using the next task on the ISR Sheet you will start
} Task again with question 1
i

i
; !
S

|

I
] . / Goto :
;. } ! Block
y ‘ Los2
; a

to block 67

|
I

3
: . , ‘
- What doce the ISR cheet look like for taske when assigned A
e
. . , , . 3
o (nalitutional imatructional settinge? :
Exampie o R
R Y AN R A A A ””(V‘ VoV ;
. LA A . A
K & Need for Immechate Pertormance? i ’ . S . X , -
[ o e LYW N Y Y v Y Y v o vy v i
N Prerequisite for task setected for schooi? . , . -
a Sl R S I VR VA /A R A VR CRSU ARV YINY NNV EANEVIN] i
+ - —.—— . . P B - DT . . . . — ¢
' ' . %
8 Equipment.Fachbes Umique to Schao!? , i
i pme! h que to oo l' /Av/ “v/ /V/ Av/ A/ v ,Av/ "s// ," [ /VI l‘/ f/ ‘v ‘Ll ‘é
2
D Fegnrpment Avalable o Uait? | . N 2
[ 2 L S S R YL o
107 Supervision Avaable at Unit® ' i 4
T 2 2 vioy e vy ;
. : . R . A i
11) Time to Train Avaable at Unit? } \ ; / 2 .
L vy (W lv v }

12t Little Supervision Required?

: | NPV VY Y :
13 Time fo Studv Avalable? N My
, Co . v y.rY
14) Lessons/Equipmer.: Exportable? ) !

| ViV v Y §
2 I INSTITUTION ORI X x o+~ x x X X X




from block 66
67 !

Review ALL Tashs & Al gf the tashs previously inttiatly 255igned to an istitutianal setling are
Initaally Astigned tor i e examined io tH af th 18 the best
Timmng w the setting tar the tasks

) Institutional Setting )

B e

1

to block 68

i s it A s e se Kb

o For additional guidance. see below

Wehat factors do 9 consider when T ne-cramine the tasks
Cnitially assigned to an imstitutional imstnuctional selting?

® Your initial selection of the Institution as the instructional setting was based on
questions 1 through 4 or 5 through 8 on the ISR Sheet. There may be some
reasons why the task should not be trained in the institution even though it was
initially assigned to an institutional setting.

For each task initially assigned to the Institution consider any reason why the
task should NOT be trained in an institutional setting. Following are examples
of questions you might want to ask as you review each task:

— Do feedback from the field or SQT results indicate that an Institutional setting
has proven ineffective for any of these tasks?

— Are appropriate cues or stimuli not available in the school for any task?
— Are skilled instructors available for teaching the task in the school?
— Is time and money available for training the task in the school?

— Are there any job factors unique to this MOS which would cause you to change
this instructional setting?

— Will new equipment/simulators soon to be available cause you to change this
setting?

You may have other reasons why the task should not be taught at the insti-
tution. Consider each reason carefully.

o If you decide that an institutional instructional setting is unsuitable review ques-
tions 7 through 14 on the ISR Sheet to determine if the task can be assinged to
SOJT or Self-Study. If necessary, consult with other subject matter experts or
your supervisor to arrive at a suitable instructional setting for the task.

D.57



from block 67

68
[}
Tiwce s
AI:-I'D Chmg’ This L
gnment for
Sany Task
?
No
H v
; 89 L
{ e —
i'/mcom “new" ® Both the previous inihal initructiona setting and the
|| instructional Seiting new satting are shown on the ISR Sheet.
| ;::nmm on ISR ® For guidence 1n recording new instruchonal setting,
| 00 briow.
| J—— t
noo
i Docurnant Aesson tor o The task 1D number and the resson for changing the
Change of Instructional instructional setting 1o SOJT or Sedl-Study is recorded
Setting on Back of on back of ISR Shest
ISR Sheet ® Exampie: See Manual, page D58
to block 71

Fow do 7 necord the wew imstructional setting o the
ISR shkeet?

e Procedure to use in recording new instructional setting:
— Step 1: Record an “X” under the task in the SOJT or Self-Study row.

— Step 2: Circle the @ recorded under the task in the INSTITUTION row.

DO NOT erase the originally recorded “X.” This will later allow ycu

and/or your supervisor to easily determine that the initial instruc- ‘
tional setting was changed from INSTITUTION to SOJT or

SELF-STUDY.

ST A R, LA e



Wehat docs the ISR sheet look like for tasks changed
from an institutional setting to an SOJ7 or
Self-Study instructional setting?

EXAMPLE

f——
Percon. .

t) Common Skill Level Task?

it 2 Aty et 24 g R

10} Supervision Avadable at Unit?

1) Time to Train Avasfable at Unit?

2) High Performance Task? r

T
3) Training Reqguirements Highly Sirmuilar? I } ;

. - . i 4 i R

41 High Task Retention? ! ,

— ;
St High Theory Content? ) !

o= - l - IS - . T e e e
6} Need for Immediate Performance? { [l f .
e ———— e - - ————— ; l [ — e ———
7) Prerequisite for task selected for schoat’ i : l
I - N {; R G
81 Equipment Facilities Umique to School? | T
| —

. +

9) Equ.pment Avadable at Un«? B )
- e ————h e

12} Little Supervision Required?

. R |
13) Time to Study Available? ! l ‘ I i \
L - (N S O U S S SO VU U U SRS S S
. ;
MEWL_ ) | . i (- ‘ |
i | ! - | el i n
e ‘ 1 ; + i

INSTITUTION X

oJT

SELF - STUDY

e

CEe o e e

[P

e




Fow do T document on the back of the ISR sheet the reason
for changing the instructional setting from imotitution

to SO or self-study?

Example

1l = 1064t

TASK
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from block 68 and 70

i & Al of 1he tasks previously iitially sssigned to & $0JT setting are re-exanuned
&'I::I‘:IVAA‘;;?: :nr 0 it this it 15 the best { setting for the tasks
Teaining 1 2 SOIT o For additional guidance, see below

(nstructionar Serang

to block 72

What factons do 7 consider whem 7 ne-cramine the tasks
initially assigued to an SOY7 instractional setting?

e Your initial selection of SOJT as the instructional setting was based on questions 7
through 9 on the ISR Sheet. There may be some reasons why the task should not
be trained by SOJT even though initially assigned to a SOJT setting.

e For each task initially assigned to SOJT consider any reason why the task should
NOT be trained in a SOJT setting. Following are examples of questions you
might want to ask as you review each task.

— Do feedback from the field or SQT results indicate that a SOJT setting has
proven ineffective for any of these tasks?

— Is the environment too hazardous for training this task in the field? For
example, would errors made during training in a field environment be critical
to the student, to others, or to equipment?

— Will new equipment/simulators soon be available which would cause you to
change the setting?

— Do “percentage performing” figures indicate that fewer soldiers are performing
this task than should be? If so, does the percent which should be performing
meet the criterion for high task performance and therefore consideration for
Institutional training?

— Are there any job factors unique to this MOS which would cause you to change
this instructional setting?

You may have other reasons why the task should not be taught by SOJT.
Consider each reason carefully.

e If you decide that a SOJT instructional setting is unsuitable, review all of the
questions on the ISR Sheet to determine if the task should be assigned to an
Institutional or Self-Study instructional setting. If necessary, consult with other
subject matter experts or your supervisor to arrive at a suitable instructional
setting for the task.
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from block 71 a2

Is
There a
Noed to Change
This Assignment lor

y Task

tee below.

73
- -
| Record “new’ . @ Both the previous inhal instructional setting and the K

Instructional Setting new setting are shown on the ISR Sheet.

Assignment on ISR *

Sheet. ® For guidance in recording new instructionsl setting, %
2
3

"

o -
Oocument Reason for . ® The task |0 number and the reason for changing
Change of the ional i or Selt-Study

" e setting to
IS;:;I;: :"' Back of is recorded on back of ISR Sheet.
“ ) ® Example: See Manual, page D.9.
L

O —

to block 75

Fow do T necord the mew imotructional setting on the
ISR sheet?

® Procedure to use in recording new instructional setting:

— Step 1: Record an “X” under the task in the INSTITUTION or Self-
Study row.

— Step 2: Circle the (**X”/ recorded under the task in the SOJT row. DO ’
NOT erase the originally recorded “X.” This will later allow you :
and/or your supervisor to easily determine that the initial instruc- -
tional setting was charged from SOJT to INSTITUTION or N
Self-Study.

D.62

LR C IV, T VI TR S y Tl




from block 72 and 74

1]

Review ALL Tasks ® All of the tasks previously 1mihally aswigned to a Seif-Sudy setting
Ioitially Asuigned for e 4d to o this 15 the best
Temning 0 2 wtting tor the tagks
fi&lﬁw‘gv&mw e for additrona! quidance, see below
! I
to block 76 b

What factors do 7 consider when 7 ne-cramine the tasks
inctially acssigued to a self-otudy instnuctional setting?

e Your initial selection of Self-Study as the instructional setting was based on
questions 12 through 14 on the ISR Sheet. There may be some reasons why the
task should not be trained by Self-Study even though initially assigned to a
Self-Study setting.

e For each task initially assigned to Self-Study consider any reason why the task
should NOT be trained in a Self-Study setting. Following are examples of ques-
tions you might want to ask as you review each task:

— Do feedback from the field or SQT results indicate that a Self-Study setting
has proven ineffective for any of these tasks?

! — Will new equipment/simulators soon be available which would cause you to
change the setting?

— Do “percentage performing” figures indicate that fewer soldiers are performing
! this task than should be? If so, does the percent which should be performing
meet the criterion for high task performance and therefore consideration for
Institutional training?

i — Would the percent performing figure change radically during mobilization?
. Would the task then become a candidate for training in the Institution?

— Are there any job factors unique to this MOS which would cause you to change
this instructional setting?

You may have other reasons why the task should not be taught by Self-Study.
Consider each reason carefully.

o If you decide that a Self-Study instructional setting is unsuitable, review all of the ques-
i tions on the ISR Sheet to determine if the task should be assigned to an Institutional
or SOJT instructional setting. If necessary, consult with other subject matter experts
or your supervisor to arrive at a suitable instructional setting for the task.
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Record “New”

Instiuctional Setting
Astignment on ISR
Sheet

78

@ Both the previous initisl instructional setung and the
new seiting are shown on the ISR Sheet.

e For guidance in recording new Instructional settng,
see below

setting to or SOJT i recorded

Document Reason far @ The task 1D number and the reason for changing the
Change of i i i i
Setting on Back of on back of ISR Sheet.
ISR Sheet. o Exsmple: See Manusl, page D.9.
—d

]

Fow do 7 necord the mew imstrnuctional selling on the

ISR sheer?

® Procedure to use in recording new instructional setting:

— Step 1:

— Step 2:

Record an “X” under the task in the INSTITUTION or SOJT row.

Circle the recorded under the task in the SELF-STUDY row.

DO NOT erase the originally recorded “X”. This will later allow you
and/or your supervisor to easily determine that the initial instructional
setting was changed from INSTITUTION to SOJT or SELF-STUDY.




from block 76 and 78

9
Any ® There may be unrecorded infarmation pariasning 10 the
Additional selection Of iNStruclioNal seting process It 15 \mportant
Commenis Pertasning _Y« that this 15 documented as part of the historecal record
. to Instructionah
© . Satting
U
No
|
fecard Comment on ® Use the back of any of the ISR Sheels (wharever
Back of (SR Sheet space 1s available). On the bostom of the front
of the ISR Sheet = 1 record  “"Comment and
page number
|
S|

!
]

to block 81




from block 79 and 80

8 )
Submit ISR Sheetis) 1o @ Ali of the 1asks have now been amigned 1o one of the three instructional
Supervisor 1or Review setungs ang documentation lac each asigament has been recosded  The

completed ISR Sheets are now submutted to the suparvisor for final

' W,

[R—— -

82
Aevisa/ Record ® Any changes @ structonal setting aSSignments aie tecorded on the
Instructional Sesting ISR Sheet
:::"L":m - ® For addihonal quidance, see below

to block 83

Row do 9 necord changeo in the imostractional setting made (‘
as a result of my cuperuison’s vewlew?

¢ Changes in instructional setting made by the supervisor are recorded in the same
way that you recorded your changes. That is:

— Step 1: Record an “X” under the task in the NEW instructional setting row.

— Step 2: Circle the recorded under the task in the previously assigned
instructional setting. DO NOT erase the originally recorded “X.”

— Step 3: Record task ID number on back of ISD Sheet.

— Step 4: Record reason for change in instructional setting and record that
this change was as a result of supervisor review.




from block 82

Record Instiucnional
Sutting Assigvment for
Each Task on CRITICAL
TASK L1857

8
[ © The hnai instructional setting assignmen( has now been arrnved at and
i tocorded on the ISR Sheet. In this block the instructional setting

i amsigned 1or sach task 15 recorded on the Critical Task List

® To e acapy ol a Cotical Task List see Job Avd 101 Selecting Tasks
,[ . tor Trning 1150 .24

—

to block 84

o

R




from block 83
|

8
o Dutng the mstruction setting selection prucess information 3
Inlovmunn may have been obfaned that would be useful 1o persons »
who performed actwities that fed into the Insttuctional .

101 Indwiduals
w:v’k :g 'lvv: Smﬂ Setting sslection process  Simuarly, intormatian may have

{B!uﬁ been obtaned 1that would be uselul 1o persons who wili be

engaged i Instructional Systems Deveiopment steps that
foilow this one

!

i

I

6 \l——~ o

Recaig Comments on ® Comments are recorded and submitted 10

«“

ISD CODRDINATION appropnate persons.
SHEET. o For further guidance, see befow

[ 4 ¥

sTOP
—

What co the importance of freparing comments for fpeogle
wonking in othen oleps of the mstructional systems
develofiment frocess? How do 7 necord them?

e In order for the Instructional Systems Development process to work effectively
it is imperative that there be forward and backward communication between the
people involved in the process. At some time or other you have probably com-
plained about the input that has been provided to you. For example, you may
have thought that other tasks should have been included in the critical task
listing, or that the job performance measures were incomplete or inaccurate.
Sometimes, you may have had to do work that should have been performed in
previous steps.

IT IS IMPORTANT THAT YOU FEED THIS INFORMATION BACK
s TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.




In your research for this step of the Instru tional Systems Development process you
g may have discovered additional information that you think may be useful to people who
i will be working in steps that follow this one. If so, it is equally important that you
pass this information on to appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS
DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUC-
TIONAL DEVELOPMENT

e A copy of the ISD COORDINATION SHEET can be found in the back of
this manual. Make sufficient copies to enable you to send one to every
individual you wish to cominunicate with—plus copies for your records.

k e Complete the ISD COORDINATION SHEET in duplicate. Send one copy to the
individual and attach one copy to the Instruction Settings Selection Package
(ISR Sheets).
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