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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. DAHCl9-78-C-O010 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).

t

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 xhich provide eperifir aiidan c aPp;es, and references necessary to
produce the product specified by the ISD Block it covers.

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?

* Job Aids are intended to be stand-alone, step-by-step procedural guides which
we hope will permit you to turn 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 yourself) 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
TRADOC Pamphlet 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

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.

1 £



Table I

FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVELOPMENT (ISD)

THE FIVE PHASES ARE:

Inputs, proceses, and outputs in Phase I are all based on job information. An inventory of job
tasks is compiled and divided into two groups: tasks not selected for instruction and tasks

PHASE I selected for instruction. Performance standards for tasks selected for instruction are determinedANALYZE by terview or observation at job sites and verified by subject matter experts. The analys of
existing course documentation is done to determine if all or portions of the analysis phase an

other Phases have already been done by someone else following the ISO guidelines. As a final
analysis phas step, the list of tasks selected for instruction is analyzed for the most suitable
instructional setting for each task.

Beginning with Phase II, the ISD model is concerned with designing instruction using the job

PHASE D anls ;nf oimation irom Phase I, The first step is the conversion of each task selected for
training into a terminal learning objective. Each terminal learning objective is then analyzed to

DESIGN determine learning objectives and learning steps necessary for mastery of the terminal learning
objective. Tests are designed to match the learning objectives. A sample of students is tested to
insure that their entry behaviors match the level of learning analysis. Finally, a 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 learning to take

PHASE i place. Oetermining how instruction is to be packaged and presented to the student is
accomplished through a media selection Process which takes into account such factors as

DEVELOP learning category and guideline, media characteristics, training setting criteria, and costs.
Instructional management plans are developed to allocate and manage all resources for
conducting instruction. Instructional materials are selected or developed and tried out. When
materials have been validated on the basis of empirical data obtained from groups of typical
students, the course is ready for implementation.

Staff training is required for the implementation of the instructional management plan and the

PHASE IV instruction. Some key personnel must be trained to be managers in the specified managementIMPL MEN plan. The instructional staff must be trained to conduct the instruction and collect evaluative
data on all of the instructional components. At the completion of each instructional cycle,
management staff should be able to use the collected information to improve the instructional
Wstem.

Evaluation and evision of instruction are carried out by personnel who preferably are neither
the instructional designers nor the managers of the course under study. The first activity

PHASE V finternal evaluation) is the analysis of learner performance in the course to determine instances
of deficient or irrelevant instruction. The evaluation team then suggests Solutions for theL roblms. In the external evaluation, personnel assess job task Performance on the job to
determine the actual performsrica of course graduaes An other job incumbents. All collected

data, internal and exernal can be used as quality control on instruction and as input to any
phase of the system for revision.

2



Table 2

ISD BLOCKS IN EACH OF THE FIVE ISD PHASES

TN!BLOKSIN EACH PHASE ARE:

1.2 1.3 1.4 1.6
LAALZE LSELECT LCONSTRUCT L ANALYZE L SELECT

PHASE I JOB 7 TASKcS/ 7'OBIFRAC EXISTING 7'INSTRUCTIONAL -
UFUNCTIONS MERSORME COURSES SETTING

L L DESCRIBE LDETERMINEPHASE 11 p DEVELOP pp DVELOP VI NTRY 7'SEOuENCE &
OBJECTIVES TESTS BHVO TUTR

in.?
=.I SPECI FY

SCIFY INSTRUCTION M. MA . m 5
PHASE III ~LEARNING MANAGEMENT LRE VIEW/SELECT DEVELOP bVALIDATE

EVENTS/ VPLAN & 7' EXISTING INTRCTO INTRCTO
ACTIVITIES DELIVERY MATERIALS ISTUIO INRCIN

SYSTEM

IMPLEMENT z .2
PHASE IV ~ INSTRUCTIONAL CONDUCT

MANAGEMENT ~'INSTRUCTION
PLAN

SCONDUCT LCONDUCT 3REVIS
INTERNAL pEXTERNAL REISPAEVEVALUATION EVALUATION SYSTEM



Table 3

OUTCOMES OF ISD BLOCKS

THE OUTCOMES OF THE BLOCKS ARE:

.1 ... a list of tasks performed in a particular job.

.2. .. a list of tasks selected for training.

.3... a job performance measure for each task selected for instruction.

.4... an analysis of the job analysis, task selection, and performance measure
construction for any existing instruction to determine if these courses are
usable in whole or in part.

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

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

.2... test items to measure each learnng objective.

.3 ... a test of entry behaviors to see if the original assumptions were correct.

.4... the sequencing of all dependent tasks.

.1 ... the classification of learning objectives by learning category and the
identification of appropriate learning guidelines.

.2 ... the media selections for instructional development and the instructional
management plan for conducting the instruction.I .3... the analysis of packages of any existing instruction that meets the given
learning objectives.

.4... the development of instruction for all learning objectives where existing
materials are not available.

.5 ... field tested and revised instructional materials.

.1... documents containing information on time, space, student and instructional
I ~gresources, and staff trained to conduct the instruction.
IV .2... a completed cycle of instruction with information needed to improve it for

the succeeding cycle.

.1... data on instructional effectiveness.

V .2... data on job performance in the field.
.3.. . instructional svstem revised on basis of empirical data.

4



WHAT SOURCES OF ZIFORMATION WERE LSED IN THE
DEVELOPMENT OF JOB AIDS?

" 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 variety of sources, the TRADOC Pamphlet being
only one such source. We have gathered information from any source that we
could locate. 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.

" 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 (eg., U.S. Army
Signal Center)

- Army Research Institute Documents

- HumRRO publications

- Other military and civilian agencies

m
i, 4
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WHAT JOB AIDS ARE PRESENTLY AVAILABLE AND WHAT DO
THEY CONSIST OF?

9 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 use 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.

0 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 Aid 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 11.1)

- Job Aid for Developing Tests (ISD 11.2)

- Job Aid for Describing Entry Behavior (ISD 11.3)

- Job Aid for Determining Sequence and Structure (ISD 11.4)

- Job Aid for Specifying Learning Events and Activities (ISD I11.1)

- Job Aid for Specifying Instructional Management Plan and Delivery
System (ISD I.2)

- Job Aid for Review and Selection of Existing Materials (ISD 111.3)

- Job Aid for Developing Instruction (ISD 111.4)

- Job Aid for Validating Instruction (ISD 11.5)

6



WHAT ARE THE MAIN PARTS OF THE FLOWCHART MANLAL?

" 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

" For a complete description of each of the main parts of the Flowchart Manual
see the pages that follow.

7



WHAT FLOWCHART SYMBOLS ARE USED IN THE FLOWCHART MANJUAL?

e 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 adaitional 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.

.......- -



WHAT INSTRUCTION IS PROVIDED WITHIN THE FLOWCHART

SYMBOLS?

* 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.

| .

I

I1

j iI



WHAT IS THE PURPOSE OF THE SUPPLEMENTAL INFORMATION
PROVIDED IN THE FLOWCHART MANUAL?

* 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
entire Job Aid Manual.

WHAT IS 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.

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

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

" 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 IS 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 return 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.

Ii
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WHAT IS THE PURPOSE OF THE QUESTIONS WRITTEN IN SCRIPT
THAT APPEAR ON SOME PAGES OF THE JOB AID MANUAL?

* 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). The Worksheets permit you to
produce (and document) the product called for in the ISD Block.

* 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.

F

Ii
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WHAT DOES THIS ALL MEAN AND WHAT DO I 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 development of Job Aids

- Job Aids presently available

- A description of Flowchart Manuals

- A description of Job Aid Manuals

* 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

13



JOB AIDS RESOURCE MANUAL
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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
of specific data requirements and sources of this data should be part of the overall
Job Analysis Plan.

16
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WHAT ARE SOME SOURCES OF JOB SIGNIFICANT VATA?

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

* Programs of Instruction

* Soldier's Manuals

* Previous Task Lists

* Documentation from the Systems Engineering Era

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

* Internal Research Reports

* Tables of Organization and Equipment and Tables of Distribution and
Allowances

* Civilian Publications (technical journals and professional publications)

* Equipment Modification Work Orders

* CODAP (Comprehensive Occupational Data Analysis Programs)

* Field Surveys

* Panels of Experts

WHICH SOURCES OF DATA ARE INCLUDED IN THE RESOURCE
MANUAL?

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.

17 17l
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WHAT IS CODAP?

To provide personnel managers and training managers with the reliable job data
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
Occupational Data Analysis Pronams) a 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.

2
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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. CODAP 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.
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FIELD SURVEYS
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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?

9 Types of Questionnaires

There are two types of questionnaires, the closed form and the open form. We
suggest using the closed form, which contains a list of possible iems to be selected or
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 fill 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 questionnaire is difficult to prepare. The designer
must be sure to include all possible responses expected from any of the soldiers 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
surveys 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 collect.

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:

" 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.

" 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.

" 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.

" 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 holders or
supervisors who are acknowledged experts at the job.

ip
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HOW IS A QUESTIONNAIRE SURVEY CONDUCTED?

4 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.

9 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

e Individual Administration

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.

* 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: 4

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.

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

2) Job Incumbents

This group includes those who are presently holding the jobs/performing
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 field 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 been 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.
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WHEN IS A PANEL USED?

Panels of experts are a good alternate data source when:

- CODAP 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 SUBJECTr 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.

WHEN ARE RECENT JOB INCUMBENTS ANDIOR 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 X

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.

HOW IS A PANEL ASSEMBLED? t
The panel is a relatively inexpensive and easy approach to collecting data. Three to

seven persons is the numb-r recommended to make up the panel. Whenever possible, you
want panel members to be representative of different locations and types of units in the
field. While many experts may be available within your school il 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
what exists in training rather than what actually exists on the job,
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Appendix A

EXAMPLE OF A CLOSED FORM QUESTIONNAIRE
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Appendix B

ADMINISTRATIVE PROCEDURES
FOR

CLOSED FORM QUESTIONNAIRE

1. Introduction (for user of questionnaire)
2. General Instructions (for user of questionnaire)

3. General Instructions (for project officer)

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

INTRODUCTION
I

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,
information on task criticality and frequency of performance. Feedback gained from
this questionnaire will play a major part in redesigning the Noncommissioned Officer
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
response. Your contribution is essential to a successful survey.

9i
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TO: 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

0 1 2 le 4 5 6 7 8 9

(000345) 0 1 2 3 f 5 6 7 8 9

0 1 2 3 4 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 -
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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b. 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 one
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 example.

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 11, 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.
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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.

c. 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.
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5. 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 questionnaire 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

b. 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.)

6. 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 accompanying answer sheets will be kept together.

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

b. 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.

7. 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 vho 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 please 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. "Turn 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 II."

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

instruct-'ons. 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
4 section. When you finish answering all questions, insert your answer

sheets into the questionnaire and turn them in to me. You may leave
when you are finished. Are there any questions?"

A-3. 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 returned to the Military Police School along with the question-
naires and answer sheets.

4
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Ka
JOB AID FOR

SELECTING TASKS FOR TRAINING

ISD 1.2

Manual

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."
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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* 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 job aid will help you to
systematically make the distinction between tasks which require formal training (critical)
and those which do not (non-critical).

- 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.
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* 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 bans for each task selection.
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0 OVERVIEW OF MAJOR STEPS IN SELECTING TASKS FOR TRAINING:

Step 1. Each candidate task is rated according to three selection criteria:

" Time to train by on-the-job experience (OJE)

" Consequences of inadequate performance

" Probability of emergency performance

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

Step 3. Tasks requiring training are examined for similarity of performance
requirements.

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

0 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:

* 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

* Self-Study

- Formal training does not inrluoe on-the-job experience (OJE)

- Instructional settings will be selected in ISD 1.5 Select Instructional Setting
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0 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.

* 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.

A-
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Table A-8

ISD 12 SeIeot Tans. fo, Trajim.9 Oi Sao+ Z111 a~

CRITICAL TASK IDENTIFICATION SHUET (front) -IF le d

ms Thal gM f.,

9.0. F010 00 0000 is ~,O0Qe00.*0
T*W Fi (T*Vi~w .

*TYLV2ETRO 7 4J 23 78ggq~Oi- 3~ 7 I~ 4 izl 4 4 1 '3U2I~a 5.5ig1 4 g-l f.M7g2j - -1-14111 4-

I~1 4 I' 7YNOIO T'-5I ,, 7 2 .Y V- Y . ,.Y! 4 -7, - - -Y -

* ~~ N V N N YN Y Njyp YNVN y' N N9 VN Y N' N N Y Y YI VN N N Y 'Y N Y

2~~ ~ ~~ 3 Y ,/i

c~~ 

is'/ 

13
EGUENCES~ -'I IROETJ

EMERENC YEFRAC -y -- - -

ERR" SrA. G- OEI-IRERR "O-RC T-

RTE O r TO -RE -ICgC 2508 /II 2 2.45 0 971 _ _

Ruo 4o RO1 AUURIE 1O --- __ - - -- - - -

E~flCO2EORE 103VAL 1035. -

- MEMS OFINADMA4

MRFW WF Oi M M A ~ft'LISMEI
I 1 1 1 1
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Table A-9

ISD 1.2 Select Tasks for Training

CRITICAL TASK IDENTIFICATION SHEET (back)

• Tl Nubir et/tm~n
I  

Tsk W-aP pwlM Tak Numbi.

IO,- ISI

/01P 9.5 % /1.23- ~ o /04f #11/6f

O 3 Y.2% //79 - I0. _ _/0

1-- 7-V

o 8 9__

lost- _ __ 87%_o /.2' 17 _,_/.21 I 3r o

/073 __1. 3 ?.X /.2'v/

_____C _ /AS~ . ~/8 -- 57Y /033 -S33'V

/072. 1 rTY. /2/"7 51~ Y,- 5/o/.

/0~ 5_7 I1-M 3-0O /. 3Y.

Too/27 S.1/% '3 I20T _

712 77 /. , 7a__?_X0 //77 .2_1%

//20 77-. 112-41_ 5-5%j 1/71 .2

oo % _O;%u 5 ' /,V 1. a/ .
77 /a570 53.2& V. 1/7IA-

-/0;4"o _ 70% _- /.3yS 12S I

70% 132 /3YI /J/

/IV 72 /Z?0 -v 515

70% ~ 4'16- _ .24 U

4 (Ia' 2- Y _ 422 03

C ---- -- V. /2" /-Z -- /

7_ _ - /.2.37' //2,9 /0

1ooP loq /'VA /.z/ /41 /07
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Table A-10

ISD 1.2 Select Tasks for Training

CRITICAL TASK LIST

MOS- 83 E Date Sepbmer 21, 197b

Sk,Ii Level 2_________ _____ Y-.. Nae SF All- lhrl

Tk as -po % Ist.
ID N~..b.. Th.OP~I.f f S

s-i 98

...... .V.~.92 F

411
6,8

90

47,

43

Note: The column marked Inst. Set. (Instructional
Setting) will be filled in at the completion of
ISD Block 1.5. Select Instructional Setting.
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from blocks 4 and 5

IfTsk > o 0 Task Inventory includes all ianks peronme

m th,s 0,11 Imol.

Yea

Gurdano. hot Otining e Task mnlrr Wtnold be avidble in Output
Tas In~nt~y s ornt ISO I I Anainne Job

. I, P-oneures lot ratin tanks it sk~lltel
rsse not comrplete. see pattons tetoonoble
tor _opthirn k 1.1t

o Wheon r. t has been obtonad elurin to Ma' -41.
ISO I 2=St Tasks pr Traros Block 6.

_______page A I

to block 8
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from blocks 6 and 7

Obtain Criticl 1ask0 Critical tak ,denirtitoi arid finas aoect,ofli are racoteod On the Critca
Ident'ticar.On Shaet, Tak idantificationi Sheet ICTI). The CTI Sheet. theretopine desfta
CT?) docunteid record t, thesie depcins and the basis fi each.

a For gurdancei Obtainig CTI Sheeits. me below.

to block 9

~ d*9 pa 6&'a 74 9dew#atrew 54ee (e79) ?
0 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

0 -

.



from block 8

Ob~wn otO~nhOo * Ifior in edrd t 'stI., up" Ite, CTI Sheet icludet; the fotibereng
d e i,n- MOS code

Up CTI Shieet -Skill loot,
-T1, ID onnibe

~to block 10Fosore ftortoseblw

t~e~a. #7d weaddc. #7tr

S 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 Source(s) Remarks

MOS and Skill Level 9 Supervisor 0 Excellent source
designation * AR 611-1 (for a new MOS) 0 Excellent source

* Output of ISD 1.1 Analyze Job & Excellent source

Task I.D. Numbers 0 Numbering system prescribed in
TRADOC Circular 351-28, if already
assigned 0 Excellent source

* Temporary numbering system of your
own design, e.g. 1 through 500, if
authorized numbers have not been
assigned 0 Excellent source

Task inventory 0 Output of IPISD 1.1 or job analysis 0 Excellent source

* List currently in use ~0 Good source

A- 13



from block 9

to block 11

~/edo" (4 eSe t4&e ~~

__ _ __ _ __ _ __ _ _ 12___________f,_______1,_97

ISD~~ :419,
________

A.100 0 1



from block 10

LOCO. onN~o T.h Tis WWI, IsiflCn INo P$Oi Of Init,111 SWKIo of I1i. for hii0g

to block 12

A. 15



from block I1I

T,- Mt a. Certain task may be Performied ,ro rte Thshn

at.Low Sk11* CTI Sheets 1 to- loe kill mets .te chalked
to e to mir It trebing tot the tak .O anthoiroed

nk,,Im ad loya. i tnot nhcresar .t thirs

Record in 0 Tasks aetrct re M"i, tIrned at a lower
Rome I thu B distil Skil !eoel are not consideref trina ing

0For puens. and esemple, me below

ATwdk, .... not mnd to datarmne
Hti Ir Elrr :Bfook nalu - tIIi-eb

Rot 9 tlowe 4 k)t. oe

No dasth in Row 4 and

a " wer At''

to block 15

I aw 9 "8'4e " I& 14 w 9?

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

e By recording dashes in rows 1 thru 8 you are showing that those questions will
not be considered. The "5N" in row 9 means no training required in this skill level.

7U'Aa daw (Ac p7,d 54 t 14 9d ce d~4 WC#

Example o 3E

Skil _l 1. -1 111P
al F Oan. VA irita enw 0 rd

S~~~ 0r~ir q 0 rein

B Parcen Peionnrni n Sil er-

A. 16



from block 12

Rate Teak on Tm to T im to T-m tJE means Row much time ., needed fo th boldier to
teen WE and Retold 4enn Poertotn this takt th ni ttaw. m1- togt
ti Ratng oae locted on bottom 01 CTI Sheee

For tuithe t ex ..mnation and ouro 01 inlormation. e below.

to block 16

!Wow 44 Iate& a as n i#e to Tr"& 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

A. 77



* SOURCES OF INFORMATION

Information Required Source(s) Remarks

Time to train a task by 0 Field survey of job supervisors and 0 Excellent source. See
*OJE job incumbents who have learned or Resource Manual
(without formal training) taught the t. . recently (within last

3 years).

* Panel of recent job supervisors and 0 Good source. See
job incumbents who have learned or Resource Manual
taught task recently.

* CODAP data when available 0 Good source. See
Resource Manual

0 Your own judgement, if you have 0 Fair source
learned/taught task recently.

* How to Estimate Time to Train OJE

- After considering the necessary factors and consulting the sources, select the
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.

or Less Hrs. Days Weeks Weeks Weeks or More

1 2 3 4 5 6 7

A.18



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

*4,eo4 fde e?* a4 4 &c w

Example

ToWt F-to, fTmk WOW~ Cnt..oon

,2 C,~,r f P.,tma; .
I 4

4,_ TOA VAU -t t

A--_ _ _ _ _ _ __101

A. 19



from block 15

Rate Tark Cn Conteqence of Inadequate Performance on m ton acompl men and/or
Conseruenot of battlefield wnival means
Inadequate Performance What are the retolt of ufradetote performance in terms of
and Record Rating in - matted time. meffi-cte
Row 2Son C Tt Set denttoyed mateilalt/eruiprntnt

Io h, Ile/,.Jury,

. R.- swle IZled o lom of CTI Sheer

e For further explanation and toures of intormation, e below

to block 17

How6do 7 ate a tasd oa eeConequences of

keedepa n misn hat th fuion tmso

a ccom plishment and batt lefiel d survival e ?
e Explanation of Consequences of Inadequate Performance I

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 mayi

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.

'requency 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.

A-20



" Things to Consider

- Wasted time, inefficiency (time is money)
- Destroyed materials/equipment
- Loss of lives/injury

" SOURCES OF INFORMATION

Information Required Sourceis) Remarks

Consequences of 0 Field survey of job supervisors* 0 Excellent source. See
inadequate task perform- Resource Manual.
ance mission accomplish- 0 Panel of recent job supervisors* 0 Good source. See
ment/battlefield survival Resource Manual.

* CODAP data when available* * Good source. See
Resource Manual.

* Your own judgement* * Fair source.

* Need not have learned or taught

task in last 3 years.

" How to Estimate Consequences of Inadequate 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.

CONSEQUENCES OF INADEQUATE
PERFORMANCE ON MISSION ACCOMPLISHMENT

Semi- Critical Disastrous
No Effect Effect Effect

1 2 3 4 5 6 7

A-21



-Record this rating in row 2 on CTI Sheet, under the appropriate task.

7W'a deed de e?7'? £4ert e4 44& aze'

otateeq 644 deem ieca'~ded ce #too 2?

ISD 1.2 Select Tasks for Training

_____________________CRITICAL TASK IDENTIFICATION SHEET
mos 3 ETak ID

-'3

4_ _ _ _ TOATALEI-)RH 2-3

9____ :9- 4k4t.Wt7 N~

A-22



from block 16

Rate Task on Probab lity * Probbdit of Emergncy Performance means
of EmMote oc r W|s t I ttc tho l ink pflob trenrbrroe w1t 00CU0 OnDet cond IroM
Petrforetance and Record req-ng instant lord effectr act-n nih no t.- for preparstron or
Ratig r Row 3 of Pr.e
CTI Sh.,t Rating stale located on botto of CTI Shen

.Fo, furher e.ranatron and so-ts of formaton, sa baro

to block 18

ow c4Tl rte aftas4ea

e" ae gC4 17 "49("te Pe maae?

9 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.
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* SOURCES OF INFORMATION

Information Required Source(s) Remarks

Probability of emergency 0 Field survey of job supervisors* 0 Excellent sources See
performance of task Resource Manual.

* Panel of recent job incumbents* 0 Good source. See
Resource Manual.

* CODAP data when available 0 Good source. See
Resource Manual.

" Your own judgement 0 Fair source.

Need not have learned or taught
task in last 3 years.

* 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
Enotigh Time to Obtain Information Instant

to Practice or Assistance Response
Before Doing Before Doing Required

1 2 3 4 5 6 7

A.24



- Record this rating in row 3 on CTI Sheet, under the appropriate task.

What does tde T £heet 4loo like after

rating a 4een reeorded ic Too 3?

Example

ISD 1.2 Select Tasks for Training

CRITICAL TASK IDENTIFICATION SHEET
MOS 93 E Tsk ID N.mbe-

Toul Fsrto (Tk Value) Crite.,i I 1

2 or........ ... P.. ......

3 Poba.h .t , To . ... ,, . ,,

9 0,1-1 TW'

Rievng S.M. Gro Go,.lpg of Snl"a Tasks

TIME TO TRAIN 011
2 3 3 IN.

COSIOUENCES OF IOAOEOUATE
PERFORMANE ON MIUION ACCOSPLISMENT

M. Fri., .?

I 3 3 4 5 6 A
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from block 17
i8 .

Re1o d Total tithe * The ,.tnp of a11 3 raoiers ate added toptatet
3 Set~t,on Footo,
Ratm,n~ Roo4 * Eeameet. T zbelow

to block 19

hate dote TI Setlo lie afterthe3

Example

MOS 0 . E Task ID Nttbmrs

Still .oL" 2.

Totlator(Task ieV seCoiet rolmnX

...1 T. .t, ...... -- 
J- 7

2 C-eq-oee .1oVoot -- tr~oao 3 - -

3 P W 0 E-vmvo N,to-,ao -3 3
r4. TOTAL VA' UE l(tal1 R-e t, 2 ad 3 i 1431

5 Tra-n-ng Reqoed ...

6C Se-tl, t, Atotie, T,,,ot Rrq.-o 7, 4-Hk
7. Reo-oreded I., TI.-,o'- j -iI i.
8 P.,-,t P,0-eeg , L-11i

Cetoe TI.O N 7
Rating Sale Grip eooping oh Similar Taks

TIME TO TRAIN OJ

7 3 s 6 1

CONOUENCES OF IlADEOUATE

PIERFOMANCI ON MISION ACCOMWLISHMENT

1 2 3 C 5 6

-TY OF w
PAFORMANCE

t Ttee eeeeee ete
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from block 18

19 1

H lof oe Ipv 4go oo
Dot

to block 20

A.27



from block 19

oas your school given gudarue on what number

You, School N at . ate eurted (both unle fttor snd total

.Is

21

6urato loo Sytoog 0 For utloc aet t ing the alelctoh
Sieto Ffactottors criteria. aee below.

to block 22

two& dol, I determine tde selectiC faceto4 eteria?

- 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
* total factor (task value) criterion

and apply these values throughout the MOS you are working in.
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from blocks 20 and 21

22 1___

Record the SnOe FcOr, Is Space has been procded ai upper left comner of CTI Sheet far
arrd lotal Facto, th-nfroreraton

enon CT) Shet Is Fo,,:,,,mFIe of ho. the CT) She.r lock, whe, Il., niormaton

to block 23

Example

MSTack ID Numtbers

Sieeu Le. 2- In

t I f

ToulFsete -~l V... CIO I

Et Pere, ..... .. .. -n.r

Refiing S.aIe d6ioip (5 i SecI. e.k,

EMe TO TNee WJE

2 3 1 1 0 s.

CONeS(OECeS On reOFOUATF
PERFORMACE ON MISSION ACCOWLSCMENkO

EMIERONCO PEReORMAeI!

Ii. T-O
t.oo~irr oeannnrrr, ,tar -

in , Ift ire noOeOu,,eend



from blnck 22

23

On TIShot inh ntT-Sft v ldo,.d tlhoo w.-Ih atdtuh n-Rawz 41qvoettlono5
o Rotobeth' Rooe ho n the CTI Shoott ae toncdeled

to block 24
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from block 23

24
Do e 0Do the 3 atong add up.9 or I-ed the

th rn.or -- Totaat Fat I ank Vov) CInnon recorded
IoA Fch oo or0 N _ at hin top0 rrath CTI Sheat. o, %in Sin gle

Exceed the Crteiacor agoal to or great.? tithe single

Record in N in Ro- 5 en no tr.a 9nintatd"

Row 6 dast Dahes in Row5 , 6 .8 'endoeft a., prlv

Rw 7 Nd, N- n,__ *oRDaw. a S 'no n uf"

.D 
Do a1 Wlan 0* hacn

All T."c FNo do to NY. ot - Idaer) in

to block 27 to block 29

W4,e 4?* .54a4 Uz a#a

Example

vmas 8 3 E Tak 10 Numwbers

UsI8lLwed 2

Tot ales )Twk VOWa. Cotesw 2 ,iO*rnivO ' S'

o TOTAL. VALUE (Tntar wows tO 2n 3i -j

NYntOa tIr IN L L t

* Rgog owogGewsp G,.,.rorng oF dretrat Tasks

TIE 71) TRAIN 0WE
4 ra 5 Zn 2 1 4 5 8 1~o M

I- oe to Wler ias e Wee r or itr

CONEQENCES Of tRADIOOOATt
PRORMaANCE Oee MISSIONg ACCOaaPLtI"MgEaT

0001s,0LITY OF
2WPIGIFICY PEFORMANCE --- --- ---

a1. 0
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from block 24

27

R-rd Y in Raw 5 Yn Raw 5 mes t.yes. rngeau d
Ea[ampII, se belaw

to block 28

7Wat doe4s~( th T Sheet look lie afer a
"4C' e n is 4aeh &% aa

Example

MOS 63 E

0 r0l Oio 0 l
SW. F.oCW~ 6lw (0 0 0
Toteal (T.. v-,.., cs.o,, ,2. It , -r . 12-

4 TOTAL VALUE Tot.,R, 2 ,, 3 ',

__5- i T,- R..

. . . . . . . . . . . . . .A , , .. ..

... . . . . . . . . .

Rating Scale, Gra (.apn f S n, leek s
S-1. G-) l,,g of Sim.1at Tas*ks

TIME TO TRAIN WEJ

If 3 S t I

CO4QOUENCES OF INAFOUATE
'RFORMANCF ON MISSION A Cl'MPI S-FMSF5
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from block 27 from block 26

28

Do 0.D .11 has, Eowt*n N. Y. or-(daly
All TO No Gorto nRow 51

5ow 23

29

Locae F~lti~ot TrI 0Find rhe f-ntnrextask that has a "Y" under In Row 5- Training Rentird

to block 30
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from block 29

30

Task toOtt,,, ask, wo,t do hse , e ntryuo, Wr ow r i nt

to block 31

'H4ow do '7 deermine sid4/a ?

* Look across the CTI Sheet at all the tasks with a Y in row 5. Then consider
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 perform 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:

" equipment/materials similarity
" performance similarity

* SOURCES OF INFORMATION

Information Required -, Remarks

Similarity of one task to * Task Summary SI , .o ' : Excellent
another task which also Manual

I requires training 0 TMs and Fls • 'ood

* TOEs and TDA, Good

SMEs 0 Good

* Your own judgemvnt 0 Fair
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trom block 30

31
ukSmI . IiM1 Irslk sn o .1, 0 In m.11 .141l !Oks

ask treolarto No *0&0 rme~h Irarorrg hela f hib solde -tOCirnr
Any O1h., Taskro Win, .. to pedota n eo tThem he coolO enrd pelo-n ltre

eqorrefsi Trailon oth.1rra.0 or l dhordlon. IomottrW-,9ng

Ye32

m tesa e uthoos

to block 33

&- t " O45df4 tW4949P M144ta %z4
w~md~ed "r-"

Example

mos 83 E TakI 10 Nha

Siu*kFac~or Ce~.io~___ 0. 1 1
T.LI Fno Tk Valuse) C,ee,o 0* N-

2Qrrsrnr~r~y~roe.rOnrrrrrrro, A 34' 3 274 3 ' I j7 35 1
3y~~h~~yyrrn~r.3rrrree Sir *4 51133sC 1 7Nz

3 641. 63 174 3 '1114 f13
4 TOTAL VALUE T,-1 OR,- 1 2 ., 1- 31 e-q 1311111,1" 101)9 1 90 Is~t(3 &q0o

ir..ryyrr.r w- ! Y NI. YN:Y, Y VN A

TIME 10 TRI WE

I . . . . .Z.r.rr~r. ~,.e0.~rrr- r

Sp rr OFrrrr.r r SI 00E 1 - ,TI
ON~~~, --SO COMLSMN

0 rord tor M N' NN N 0435



from block 31

33 _

Sa" u Group Symbol * The group smbol ,denfls ol !,ks *thn l , I lU 0o

• .r lurthe, e pIsnston and gu-dl-n c 0 , O low, .

to block 34

~/

Wha i te purpose of a Group Symbo/ad

- 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 simsilar 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.

A13

I
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from block 33

In I 
a SmT

to block 35

(444P" 4dc aoae 9aOW
44ae~Ca ded4 ~a*~~6

Example

Mos 83 E li bNm~

101.1 F-co (Tail Valuel C,,ter,oo

~ - 5I4 ~ 7 ,31 3. 13371
3 ~ ~ - 3 6 # II'f 3 7 1 A

a TOTAiLVAU T,,Ia.1R,fl 11113 1321 f 1 qI 9ijl I Zj (13!

w,,,,. 
.. . . .N . .N

Ra-go Scale% Co.p G ,Ioq 0 S-noa, Talk,

ThhaF TO TRAIN (111
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from block 34

35

I R."d Goop SV; b1 * , -0lul te0Ipllat,,.n qu.I.o 0 t0
a -Buom 0t CTI Shel

to block 36

704t e4 te purpose oecod de 7gro upx&# b ea

whet does tis/ook/ e49?

" Notice that space has been provided for (identified by a letter symbol) you to
record the I.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.

Example Skil L., 2 -

--~t Fww ,~kVI m - /

WI. .T-- -' 1, ,+ 11 71 i I
_____ 4_ If 1r3  7 1j1

4TOTAL VALUE I loj! A s 2 a, 3I -A 111111 10 l 6llB I

r__5 T- -RAY M 4 YMy

i - 4,'

Ra.Ioh S.I. G'0 1

A.38



from block 35

3 Record Task 1D 1, h O e holmns) oppoite rtle troop Symbol. , cod rye lst 0 rrrrrbeis
Nimr roC Ail Tialls I br .1cr h r1, tisr 9roop

IAssigned With Ills

Gfroup Symbol J *Eeam . e below

to block 37

WOW4 414" deC ?7954 &d~ 44Ue ""e de
4" 17D w"&ui 4 4cwd44 (44 uiio~dd "4a

Example

mos s,__1E__ Tok I0 Numb-s

Skill L" 2- - ril s

re Time 1. 1 -- -7 4 1 3:I 1 -6 '4 1

I~~~~~~~~ 5e~al~er Ere;1e~ pr,,ri~n/~~ 3 ''1 y' / -7 / 1

9 Q -r AIV tie, or F Arn ~
I..rrnr Scbal.rsre.~ ler = - irum erml ak

MEro TO re TRAI Offs 8 0 0 '1 / 09d

m ONNEUIEAS fINDEAT

III Evil EPTSC UH ffiet,

PWOB"ITY O
o~ft~tXV PERORMANC



from block 36

37

Task oT [hi Gro:p

to block 38

HAo do7 "eaiy ale morep'esentate t4s of the group?

* 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.

What4 does the CTI7 £heet loo like wene the most

7____________________"_um___________

#ie6eee(4(~it 4 " "4 e A c&zd em taw 6?
Example Mos Ts E ...

--- A E - IA

Total Factor ITsrk Value) L,,t f..'... '% "" "' %

-1 Z51 3:Z. 3 1 .q ,' .', , q . . . . .

. . . '' ' . . . . .

1Ai-40i 4 10a 1 1 211
Na~ N N N

RA,. 0. 4Oul



from block 37

I in H 0o-e t and9 1 * N ! No ETantg Isnot recommended to, thuIasIse ca - she s not

11

Re~o~d +'It" 1 the mo,epe-tatve Itk Of the group

to block 39

W " at doe" th 7 9T S heet loo" le e w m a in ,4l ess -ep esa tat i task s au e ot e o m e dede fo t a inng ?

Example

,k1 L- 2-. 

;tSingle, Facor Csftseron 4O -Q 000 0 0 0

Total Fwwo (T.as Vallcel Cr, er-on 12 K ' ,- ..

' ' 1 s , ' "3 
.

-13O isto I-I -4, 6 . 13 1 1 3 1 8'o 1 it3 1 3

R tinq 5oafrs Grops 
s()tssq .5 Sin5,

T O T A L V A L U E r, , 2 1 , - 1 1.. I t lo i'/ A 1oo 8 o '1 I 1 1 3 1

55ME 

; 

TRAIN 

N YWE
CONS530NCE F INAEOI

PORFORMAN CE (IN MiSSION ACCOM5'LISHMIN

-,

TIMETRAIJNC W'5ViNE--

5 1 I 5 5 ? 10 4 00

A"',4 A



from block 38

39 1L...... Rocu ... 1 • Y = Vat Tr.innh .... sr ...oonedd .ou .le~ h ips.. tu.. ...

U2,0, I hO ask yoc lasS ofli s o FP .
Coed J Foi e.am. le. .e below.

to block 4C

hat ds de TI S.e &4 li w4a t mot
wfA4edeau&"c' 44 4 4e* wxctavscuead nri~ilf

Example

Isos Ts3 E r 10 0 N.eb-,

____L__ -; 1"qi p ,i7a ]3  o. ol i,.L 7- ,,4,±54 I]

a TOALoVLUE ooO eo 2 a,.clodf 2ff3(tI O I I

Sk,1,1 L..1,l , .

,o a. ulo.u ..sI ......, l -z! 88t
VS.gFc.,,,., o, . a. o9 fo

o ,, Tf. ,..............-,.LIL. ,..+. o. - ; # ~ .T ' + T + , : '+ 
+ 

!

I0, fT .7 "15- 3~~~~ o~ 08 ,

1'00 ' S O' 5'OC CII'O' 357 " A , " 1 ' 2

"6 1 1 1 3 1. '7

TO TAL OALIE T RO , 2 CO ' E8 10 9 16 21

Y N Y V:N IN 6NYN! NP

Ss 5.' '' t'."v It. ..t

. . ............. ...... N Y ;- - y , + - - - '- , i , +

Rav,.q Scs G'. G,o.,... of S.m,-rI .TA

TIME TO TRAIN WE O L/) / O tO..... .. .. .... .. , /008, /001 + +

CONSEOUENCES OF INADEQOUATE
PERFORMANC:E OtN MISSION ACCO- LISHMENT

PROEBABIITY OF
E MERGENCY PERFl=ORMANCE.. .E

o-V T- 0 1t" - 1
iP,.tte A- 11,l ,+,.++

A.42



40 1,Th-~c a IsIts-a cl, N oc -(daht)cn felyColl of
C.C .oty Ewoy No No.. 6o .. wh CTI Shiatt'

C.41 R41

4t1L-M Nutt Tak Which *Th. nwo teak st toamlod I.,
Doen Noit Hive0I (Iomp iilct$
Sonchol 0, 0eW in
So. 6

29

toblck 42

A-43



from block 40

42

Ausebl Altnat I SM 't -4~l t seltiol lucla, iltilti anink test NrIfey Judeient

to block 43

526' dWOW; d44 e#7 soaateEac6ae

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.

A-44



from block 42

Dues e W he pa-eI o SME s aee 1hal Lhanges

Hhuid be ",de?

"5,,

44

.1 Tumn e * ; , . .I t. .- a,! CII sI,,

T.,Iqln nHSSl . I.1 TRI& I,I 5
tI d a, CII Shle Sse le

to block 46

What does te CTI Sheet look~ lik whden number o
tass rmeed a en illd d n?

Example

RAln9 ScsIet 
Group

TIME To TRAIN OJE / o4 R51JW A Do a 009

Ll b., W , IN,- I

CONSECRIENCESi OF INADEQUATE
PRFORMANCE ON MISSION ACCOMPLISHMENT

PROEAGILITY OF
IMERGENCY PERFORMANCE .. ..

teeaee<l II, . ~ o,,
Ri~ eee ,oooeemt.. oo e hl,,

NUNSIlR Of TAiS RRCOSMINOCO 2 --- -- - ----- -

NUi BR OF TalSKS AUTHOIlZEO ... .. .. . . . ..----

IERV1IORS INITIALS _
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from block 45

46

O.WmmRe if Tt.,. a o ud. loYt~ i nw , bo
Owl. AIM oi.W tof
Tr, A hain d f.

to block 47

W a wd trm &Me Ow dlinte nu"Cr o

- Resource constraints often make it impossible to train every task recommended

for training.

•Source
SYour supervisor can obtain the information about the number of tasks

your command has authorized for training in this MOS and skill level.

A4

iI
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from block 46

47
Haise The numbe, of task, .e..r-.~ded

R . n Tasks Bee No compared 00th the number eutharreed
e ome ndr Than --------- tar, rainig fId there a such a number)
Numers Autirtried 'ttee n; no himrt, rake thre "No" branch

for Trarornhe

48

Re-ord 'N ~r n a For example, se beiom.

Spate Merked Numbe

rt flk, Awurrod

to block 49 to block 50

?Vg deet d Me7 54 &dec &Q~4 ae "71a 4Zcm

WOU&d4 9C #-4 M4d I'N.44~ 64 744 I4eye?

Example

Rasttg Sune G

IME TO TRAIN OJ A lO~ oos /O?
4 sor 5 6 2 5 ? 30 CC 1 J1"r

Lte tha Ot 0- . tem W he ok ,NIs

2 3 0 5 0

COR5800UENCES OF NAOEOUACE
PERFORMANCE ON MISSION A COMPLISHMENT

No Estm El"t Ell.m

EMERGENCY PERFORMANCE __________________

te Pnettt . Aeseat ..... rm-

Ns1-: OF TASKS RECOeMMENEND 250

NUMBER OF TASKS AUTSSORSZEO ohio Lrior./
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from block 47 from block 48

[IImnI h Numb., .1 The numbe, of tasks ottlch can be authn (a(
,mWhi-Ch Can Be !tsIflil is Wheea n he 50a. mitked Ntebe, .1

A.uCTboISued to, Tiajoin Tasks Autbotiled -f bottom of CTI Sheet

oC hes esample. see beloas

10 to block 50

o'4e d~ ~e e?* 54ae 61#4 u 4ae ede wmau*am woo&$~e
&i 44 4" Ca4 & aaf4wqed fnr uCtd ca?

Example

eq.n Scale G-mP

5 35 4 3M,., A 'o 1 e e cO

CONSEOUENCES OF INAOEOUATE
PERFORMANCE ON MISSION ACCOMPLISHMENT

1 2 0 1 5 6

PROBI LITY OF
EMERGOENCY PERFORMANCE

Sco I m n, Ost -Iti.... t.

0 0 s 6 5

U"MBSER1 OF TAsS's SeECONWINOEO -5-0

NUMBER OF TASKS AUTHORIZED .0-__- -- - -

SUPENRVISORS NWil
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from blocks 48 and 49

o ,Apptova n
l
t alo o lhb It,

CTI SSupervisors o, aFhoui b, p'tied or nootom of CTI ShtI

I * F tot examole lee to elow

to block 61

What doe4 e eTI Sheet 4oo4 lie 4ea te
4e'sw4 inci4i4 4ave Jeen recoided?

Example

. TRAIN OJ1
l4o b8 5 3 bt 00 _/Nv _0 C7_ /009

La tWt , D. t Wf11ett otN.

7 2 4 5 6 _ _

CONSIOUENCES OF INADEO.ATF
PIlRFORMANCE OtN MISSION ACCOMPLISHMENT

PROBABIt.YT OF t . . . . .

EMESGENCi PERFORMANCEl . ... . .

EOOVITt toht ,el.r, *t** - - - - - - - -

E.. 0 ... . . . . .. . . . .

"NUI Of TASKS OE 2S0 :T....11
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from block 50

In A-t 6 Fill in * Thi1 inlann.0tlion oill ll anu. tht list of rcocniflotand ls bW0
Petannt Pertforming Each thoo potlonicd by lt. larger nutenbors of soldieso wsill b. girm priority,.i
Talk flotannnoded to, noona tasks hove barnt leocted tor training than clano withorized
Training in 11-c1 * Em. it all bth.a mronanded Wn to solhorof~ for tIscingl, *40

ilnt tllon will to. nostled in ISO 1.5 Select Instruttional Smtting tor the took.
. F., sa -. and 1.1th41 gudn e. a n .1

to block 52

w eamw de doww*4 4 Waea . &eviw i

1"Wc~t 4 "WOWe *4 #10ftftui 4 ita4?

*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 su.pplement 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



e44 4 -4 e?9 SA ed 4 o 9"

Example

MO 3 E:

Skill L"I _____-________

So. FwtwCrot..on __ _ _ _ __ O O C Q

Tatol Factf. 17a Vol... CIA-c. £2.

I T- .T,...UJE (, 2. IS ;

13 4lq -3 36 .4 i 6 3 i"
4 TOTAL VALUE (Tow, . 1 2 *~I3 1 -11311 1111 114 00 1 lo

5 
T

-o..g R .wN Y IyN N Y y "
6 . 1.mA~lw U .- .I.q N fl -.' I,1 A)

/ R -o ,.d I ,,~ g - jy - N yr

8 Pc*crt N' . Sm~nq. L-11Iis.,.a

-'4E TO TRAIN WE Asi~ /004 /QO

H'. 58 33 5 31 3 3 I. A 10 , / 0 $
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from block 51

, Hes, aThe Number of Tasks Itoeu n deld snd tra
More TasksdB ren Teo aks ta e Number of Tasks Authoere are compared

Trante Than, CorT

11, R. 9 R-0or Y" a Thewe tn arl tasks
Ase Each, Talk Wira, *Fur esxample.wsee Marul pape A

51

to block 54

Vowi 4"e ar4 e?6 S54a 44 u~e &~A& at& ae 44
W" "M umwft"4 f ow"ae (ON too 7) 44C

Example

Pagee Laa

ar Training a.e. aijtaliff7s

CATION SHEET Ps.-nSr Allen, Son A

Taesk ID N..stes

a# 3ia 5- ~ I~3 a-,e -Iq c7 7 -3 -V (6 1
,O3l 4 'y -1 *1TIi £si £Eji2. b .- 1

1 ~ ~ ~ ~ ~ SD 8012,1 IP 113;0;1 Ibil~ ZI 1 3,

N' MN2B ~ ,IN ] r

~N N N N' YY _ Y
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from block 52

54 1
01451~~ Tak he 10 Numbers and Psent Pvtiningsch ink reommended Iror trami~

Rooomnrrwnskd Io- ale ,or ded .n he -me d. of ho CTI Sheetl .o h,Wesl perormng lb
T'anrq by P~n~reezr f1 t petomg.
P nrn * OhdeinO g task bpercent p.er1o.mn helps pr1o. 1hele.

•Fe, eonole. me bern-a

to block 55

A

.,o
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WhA" does tic prAs t/ed s &a taskso /ke

Example
Peret Percent PP.ceT.0~ Number P.,o-mmq Tak Numbdr Pi.ormWTa. ume Prfor-1n

/073, 9.3 % 1222. ,o% lo f V. oI,

/o{.3 r .a% / 7g %. / _o/ y _ _ I/.

/074/% /-2 U7/ 13.

/05 'f ? 7 % 51:1 42/ 3 f 5? %/

/0 ?2- 99% /23 5'9 % / I Sj7

/073 1S5' /0 5-77. /24//

/o/9- . 4/8 5-7% i 33%

/0 7.. T /2/7

/.______ ____ 5-s-70  /.-5" 36 Y.

S 1,

/07. _ l . - -f , a's 1 /0.

//27 17'Y "  1.2.5-0 P 52 . /

737. /;Z2 7/' /24 __v

/o3 72 _. 7 .237 5", 129 1__

/1,5-o 70%5 7qo% //.
7 -111 1 7o5-V .7 7 /2___

I0 0 __ _ 1 0 _ /2.1 i s2.21 /67

115,0 1/70 4/S ."2 I %'

loopV- 3 .25o- ,9,,,% 12 / 1%

LooP4' 70~% /22. '' /4f

____ _ {,o7 . /0. q 5 1.. 01.2 / 0.
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from block 54

NIdanty Rcomnwndod e Fat fulho explanation and uidjna. ee ibelo.
T.M WftOe WdF 8
A.thn".od T-..nq9

I~liT.W~

to block 56

04 #7 de&UV449C the eu-fld p#oint

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

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

i

A.55
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Wia do"sae ost l& e i 4 lt6e

a44 eut-o6 0# 4 e ind4ated?

Example . 1
TII N,.r. I! Tk Idu.llh. P.lomf TIkNu

OLD- .s$' I .Ibq95V X L -~ V 0,7__

/o13 17A% //71 5/ /23? . "/.

/o?'f ~ ~ ~ /. 3fT /-5?z Y />( ~ Y

fir % ,9 81 /,-, -:4

/073 S'/, Io'sO 5-77. /2_/ %

/0 c s%' /2/8 -% /~3 __ vV

/072- 7.__ /2/7 /12 _ I/_
/0~~~9 93. 7.&

/05-7 '

1/04'2 707. /2791 54%I245 37

7 27. ! s/7 2,.-

/036, 7t%4_ //C/ 3
106.2 7S' S' 3/ J V# 5", i / 77 ,o '

79Y /i1- 53%

73% . /2 4 _ 5-/ 12 l !

/0,/W _/23*7 5/%2 5-,

*o 70% 4 q -

170%/ - qt/ , 12.2/ I I

//134 70% /L2. qh _ 3

//3?Y. /17 "f5% 21 ex 1s

C3% /5,R % /l72 _?2

/00? P ' /202. ft /9 f

/005" 1o? IXi, r / 1¥I

I/27 /o 1337 YJ.2 /A.O I/ o

1120 oA y o l5, YA I . - 1 S.

A-56



from block 55

In Row 9 R od 'Y" l Row 9 n oi [re Ifron sde ol the CTI Sheet
Uner Eech Critlrl
Ta s • For lu llht e eoplenelron end grida nc , r e below
Record N' Under All

to block 57

(eesqd j v ( # .9) a ci "'N"~ ta ad).

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 value 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 that 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:

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

Task No. % Performing '

1541 37%
1543 37% Cut-off lines does not really

1566 37% discriminate between critical

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.
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7v'ue do" ~9 4 f.. & 604e s~eca a4
,w~zde~ as a aad -aetat a 4f0& 4v 'wa9

Example
ISD 1.2 Select Tasks for

CRITICAL TASK IDENTIFICA7

Skil LW 223.~ ~

- 7 35 f P 3 7 1

4 TOTAL VA.UE IToW A-1 2, M 3) 1311110 111 101/6q t :01 1sB~ 162.1 t3 (t
5 T'.-N~ R .,.e YYN N y y N I Al

6 - y - Nj- 14 A A} -j-..}. I -

lR -co 1., 711-1e.1' 1-_

S611 G-eP

TIME TO TRAIN WJE

45* N * S 11 2 , S, 2 A too V,-/0 Do / 9
tw W. , 0- O WW *.I' Ask.0h . M."

1 3 4 3 , 6 /0/8, /022., 0

C ./~, /0 3!5

A-58



3111
from block 56

51
Obuin Celirc Ta 0 Tb. Cierol Taki Liaoti Siwer i tthe dononnet on iohrh .11 thei tamh

L.m19 Shime tafa3ed foraing- - sag recoded. Thu; Cntioa Th fittngq .1i b, patead

.For, in mnltple Wl .Complete took rIningsheer, .nd guidanc n btaining
it.a for Mew -

to block 58

* 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:

MOS code
Skill level
Date
Your name

A.59
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Example ISD 1.2 Select Tasks for Training

CRITICAL TASK LIST

MOS _ 3__ Date Septaber 21, 1928

Sk.1l L-1e Your Names.l,2 :,' I- t a-h

Tak T.k% Inst.

tD Number Polf smt.

qly r- tvl- d f 1- , :,Aurl ,- -- ,v
, 555; ' v,S : rD r' ocol;lr, A-A -,AAA ,r'O SA!.:' In' , t . ss J

' . '; 7 AA , An:.,Itl # I~1r 'AAAtAr US., 1S* ,A,.-t5'r-{dA I

i :) -r ., I.+1¢1., , ll-AS ISAS Jrt vasRl. At * . "

IA Ja) <, ',, AS: t ;A,, ':AA~S r A nh'., IR t% t [lh.

Al,5( J.*' lI t"A ih ', 5.3~l r.AAA " A l.: Sel l%1 t'AS A" ': ' ,CA:. IIA,-I 1 ""1 1 f, - I 1 1A

10O ".A AjA 1 A A . A,,1 1 , -I r"

I / 4 ) ,, - 1 , . ] r , "a(;w' : [ j-,,g ,T*. .A.60 '-W. l-AI At '0A-' A! - 11-2 rA: I!

.. Is -tv ,t'-.A, A :A r!:, ' W
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from block 57

Wants Were nu'"beta assigned hTOtasks atsidsribed
10 WR."be TRtABOC gtardance nt RAW OCrculi

Rraddni. CT) Shtoet 3511-28'

NiCi fi cuu!Tas RD CC 10 ) bgO'p llo s III pasi16-18. explains the task nuibernu
Guidani ItTADOC 'ytstn
Cclxin 361 Z8

to block 60
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from blocks 58 and 59
60

Lotl C,,ttio T1.S * T~sk nunn 4fq vt@ 0.4.0 4 '000.00 pcO I 1,41 rn. on t r0.tUl 0a0
Accotden|iog OIt,~ tiot CTI St t P... ttwo ott,. B P0 00 t. tDn OflTa 040 tShm..

NumlO ,1 S=le
Ponto 0hg d SyTo ask Trml Percent Pool oun.,q fqut O .. .o d Task Loooo St.t

Los~nngSotot , * Eoeomple S.ttb6.o0

to block 61

What~#4 doest t4e 7rte/as4 4istin £4e

* See page A-10 in this manual.
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Obta. Crsc~T ~ a Obtain School Cooadn' Rwim Coismrn. Ap'NaI as '1rdle
I~~bai Aem To RADOC Q-,oM, 351-4. paip0 3 1632d. cap 27.

sdco.I C. ~..

to block 62j
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from block 61

Som~so, * Sobm-It Supnns- whu wfli pas i along to ndld.t wbn

ISO 13 Tak AMypi

to block 63

4
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from block 62

63
AM * O.c-ng the t lki ta 4tettIh p-oM.. ntO-t-ton

ntc ta 0f he ave been obti-d that Wuld be utetul toh vdodls Wok r in Y nnrsrr who partormed Mtr~rrrs that ted ,itths

Sitt.r ISO Block P -ce S-1.0,t triain ta ieebi
1,11IiiIdha b u tUl to 1 tons w *11

be en g d n the ISO Stop J that allo mis one

Recod C11nm 5 on 0 Coments ,a rsorded and sobmred ii
ISO COOROINATION ectpiocriete persos

to block 65

Wat 6 e oA e p#epA"4 E Co4enCts 4fr
peete (#4 v4)g cn otder steps .of e 6a (ia
sysers deG'dsopaeat proeess? How de '2 reord them?

0 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'
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from block 63 and 64

FSubnt Copy .1 Inldividual. whto con provide useful input at this stage of the, ISO process.

Citicel Task Lifting to g,. DOT. COO, tc huld ou sa .copy of the CnrdTrtas k Liting.

STOPs
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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 ISD 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.

;1

The wording in this manual should not be construed to I
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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from blocks 1 and 2

dI Y. No'

UUe d Th,, Job A d No

Vet

e Ye. Goal

Job Ad Obelven - Pfodrot
- Mao stnps oloonoe

V orksheet Used

So er o f the TFok Fat dete ed O oie , e bele .
Atyno Job A~d

to block 6

What is the Tas6k Anatysiz Job Aid ae about!

* 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.

* OBJECTIVES

1. Given a task statement, detail the following information for the task:
- 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)

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

- used as an evaluation tool by someone supervising the task
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* PRODUCTS

This job aid will result in

- a completed Task Analysis Worksheet, and
a Task Summary Sheet

for each task selected for training.

. 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 whichIi
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 includt 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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* 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 cJ 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.

DESCRIPTIVE FLOWCHART

The flow chart on pages B-90 thru BV2 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.

I I

)

I'I
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TASK ANALYSIS WORKSHEET (Front)

____________________ -____ -MOS - - 2 kI loe - F3 D0en~e 14 P~g ' 4 P 5
ISD 1.3 TASK ANALYSIS WORKSHIEET 19,i~fli ___

S. Anuless eif..s~s SWsfeSMtodl of Obl.,nig InhoratIon (C, a mnassssess
Sz'C ALLEN SMITII/ITAIh 05u Intonlon. n i it v*Osiato DO, e,l

Consensus Gioup Sell Pertoshnance

441-l1ll Ovh nuter artutucual :-siuratimL. -U, Vi ~ i .I~it . I Pc-7itrsn ., n1l W iti: rith- n fI ll
1004 t-oonitotiu uth~C~ "It'l n .< utn -hli~oi i,- <sualt .,I> Pin.o h fi r
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RI
TASK ANALYSIS WORKSHEET (Back)

13. Niab., 16 & inet (Ssp S saegCn IICsnos1 M.ndd Aftb.WrqTip

1 Determune if there is a pulse.

2 Position casualty on his back.

3 Clear airway of crstructions.
C.S.F.
S.C.

3.1 Open mouth, run fingers down the
inside of 1o-er cheeks, over base
of tongue, and into throat.

3.2 MOve fingers across the back of the
throat with sweeping motion to

reive any vomit, Mcus or foreign
bodies.

4 Enlarge airway--head tilt.

4.1 Tilt head back so chin is in jutting-
cut Position.

Place rolled blanket, pacco, etc.,
onder casualty's head to help
naintain position. If successful'
go to Step 7.

5 lslauge ainy, thieb-jaw lift. Step 4 not lane as task Pars. 5
successful

5. t Lift )aw with thutrb. Place thid in Preferre osr
casualty's nxouth, grasp lower jaw Step 6 When possible

5.2 Lift law forward. If successful, Do not hold or
go to Step 7. depress tongue.

6 Dilarge airway; 2 hand-jaw lift. Sane as task l.-e as task Para. 6

6.1 "ift jaw with both haris. Grasp Jaws so tightly
angles of lower jaw just belos ear- closed, thb
lobes. can't be inserted.

6.2 ift jaw forcibly forward.

6.3 Open lips by pushing licr lip
toward chin with th-bs.

7 Pinch nose shut. Sane as task Saw, as task Ss a. task Para. 7

7.1 Pinch nose with thuTb amd index Pinchinq nose shut
finger. pre ents air leakage

7.2 Use hand to exert pressure on fore-
head to maintain backward head tilt.

8 Seal uith and blow forcefully. cans as task Sars as task Artight seal, Observe casualty's
casualty's chest chost for rise.
nicit rise.

8.1 Take a deep breath and place your
mouth around casualty's.

8.2 Blow into his m-uth forcefully.
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TASK ANALYSIS WORKSHEET (Back, Continued)

13. F, I M~..w 14. C1. 1. E-mt (Stwps 16 -ti~ C.. 17. Canda-, 18 SIwndeds 19. Rf.wt.(T,p

9 Eshale ISame as task Sase as Us5k Casualtys c hest Cberve casal&ty's
must rise and fall. chest for rise and
Can hear air escape fall.

9.1 Stop blowing and remn mouth. durnq exhalatin.

9.2 Take another breath while listening
for casualty's exhalation.

0 Dislnodge foreign object. Ainway still not Same as task Sa as task Para. '0
clear.

10.1 o.11 casualty on hns side

10.2 Use heel of hand to dislodge foreign
body by administering sharp blows
bets, casualty's shoulder blades.
Peturn to Step 2.

11 Breathe until relieved by -Adic, or BOW next breath Sane as task First several If stand.-d not
until casualty regains conscioasness, after each breaths rapid and foll. d, you may
or for 45 minutes in absence of all ehalation. strorn. Thee normal becre faint.
life signs, even cadenc (12 to tinqle, or lose

20 ties per minute) consciousness.

i
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TASK UMMAR SHEE

~TASK SUMMARY SHEET

Tak hunt., 441-184-1004

T A Mstiaster arificial tespiratia by sntfr--uo , atxIx.

Conmtos -9rcr~ III allcltotic ,ssitl-, Xon, 211, a kni, 3i-f

SI.ads liitiI, 20 cYI 'nW -<eilt, will i - d5J~ , Moii nje -il he

R.ts,,sue l 21-11 F irst -,do 2,1:,Th:M

lU? 911-44i-00214f j-- i I tot '-: h,,-' ij'' i,itti), Br-ahilo,

*Usc, sock, i,-1 a.r:c'o1'as .rties in'r-'. If calty has othe
urri-ai moosEI this-ol'. tr- traroi coe-mint lv, if I- h-rn- as atsittant.
illcit-r, rotl'-,:1 thte,ithis; -ot he, stou first Lie,: it c-oki, aloe':.

* -,lRW' 1 ,,1 3 '"' -

* a. eth, run linteots 'l- tti. iooi-- t, Itr cheers, mc- 1,1s, I-'j gue
and lilt 1tor-t the fisos crs thy leeak of ,h -st- witsI a -psfitll

tii to .5'it at:"tr toe fr-ils latais ft- the -oth of rio'

ruita, tfio I "it,"s. If Lhi is oo'-s'nnfl, i. to StotS.

*if tis' Nsid tiltt1, s - o11. on!ocresfol, xlt'it 'th I-5 tI' jitni-tit-

cfIrmyadlf it - 'J. 1,ots attoA~c tU h''ld or dep~ress tent-
If nuoiiocful, in t" st'j3

3) 'fw-hand ja-lift 'withal

* If the casualty 's jaw ar- otiolttly cloned that the thiztt sisit he
ir-teds into the soth, thee ec la-th hand~s. (;isp thte -i;1-s of thi'
Iesr, i3-i just helenthe ca cos. Lift the jaw f-ribly turned: Us'N,
iF'n the tn he P'"siI t 1n -rac lip' trl.'tr ' chin ,tth Ut th-Isis.

Si. n11t(s !athE hI-l

a lin- the nse WithU tile thirt asnd Indeofnqe m 04Fi order to '-vent air leak~-'

lt Usissec hanel eaot ''aeit thefoeha to ii, Use Isseesrd
-su taIt,.

h. -lTt i AhAn H1-L I -I~ 13 ,

* Takn a ditto, breath, and 'lace your rnsth a-Iss Ust casualty's ,,uth. Itlis
foreefolly into casualtyts onsU, until s-oo i hits ciest rise.
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TASK SUMMARY SHEET (Continued) F
0 Stqi, bin;~s and rlnse your oaii skies casuaty's chsest rises. Take arvosherI

breath wtile listeini; f-r casualty' s nehalatili. If you hca air e-ea,
P1 we Step 9. _tt'w _i isntne iii Ste;, 8.

* If airiety is still not clear, fil roll casualty on his sidec. Viev Us' hi-I
ci you handl to delive sharp blowis lslts~e tn- casualty's sfrm.icr f.xi-lb

'Ibis sld dislislqe in, fireti - cii-. Tthey i- -S'0.i 2

e 4w siehalatile is ti-v -d, Llci tibenexst brcath. th5 !c irst severalt

(12-20 t;-s letriue

- 1: you breatoe I-u lee, 55-y drep -mA raind for tic lvii a o,-o i
LA-ai fait, t-411l, I- cool lose crseicosnss if lic riesist . ba-*,er,
i! you alk-alstcl culy Socr full quick breaths, Viee, -Ioons -u1 breatlsie; t"
tdtr ra ti apfrlu-ssfily 'ris enviry 5 scsrwsn with ciii io krate increas- i

netIl stlimse,. wti ill Iso able to cntiinuc to Iive srtificial respil-aic
-, 1- .i it -- itlei copt-eil ta.nf~ee 11i

4 . -1 A ca-solty leqi s t, breaithe for nioscIf, ho lvaii!itni ell resit
rosin-- effort. T, i in as-it that y-n satese!0c ffrs



from blocks 4 and 5

List of Tests Tssj 1.1.p ,od.0.t .000 o
Selected tot Taingn No lsng iidbyski snot I. ,

Y.o

Guidance foi List of inbs attested Wo toiring Moo0d b.
ObtainngltPt.og soot1ib s ootput Ifo.. ISO .2, Selist Teos
List of Solsotoo Teok, tot romnin

is if P01iU55 ore flot seoig toots vete not
complete. go to Job Aids Ostotpnoo
Aotboo 1" ,lot. Ppsi, -

it Whten lstot been Obtemed teown to Nisno.
ISO 13 Ctivdoot Took Ao.Iy, 81.1, 6,

to block 8
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from blocks 6 and 7

frob o Task Analys. The task statement, elements, conditions cus. standrd, iefert and trainng
-. ,dips a roded on the Tak Analysis TAI Workatta

pw-o gud ,nc tin ing A. T.A Worknt. bMl sc

to block 9

What is the pwtpose o fthe TasIk Analyzsi Wotksheet?

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 complete and accurate Task
Summary.

WheAe do I obtain TA.k Analysi6 Workshee s?

" 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.
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from block 8

Irirac.o. of a V.I- h

K Gudnt for Gud.hnn ot-r Anorr.ron C1o -crnrn
Rmoognrrg W lltn Corml to-Tope tP .. nc
T.k StIm~r - P Ip.- I~- - Perorrnrlao, boor~r,

N- , urbd.

o For lirr Iuhl . b.t4w

to block 11

What ate the chaacerztis of a wea written
ta-sk stattement'?

1. CORRECT FORMAT

0 Each statement of a task is composed of three basic elements:

*1. A specific action word: describes what action is being done.
*2. The obect of the action word: identifies what is being acted upon.

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

9 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 maies the statement sound like the answer

to the question, "What do you do?" For instance, " (I) Load and unload
an M16A1 rifle magazine.")

Action + Object or Element Being Acted Upon + Necessary Qualifier

COMPUTE average test score on a desk calculator.
COUNSEL staff personnel on employee development.

REPLACE brake shoes.

SUBMIT receiving reports for new engine parts.

TYPE legal affidavits.

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.
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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
ha're task analysis throughout the Army use standardized terminology. The following

two action verb lists, one for supervisors and one for doers, ale suggested.

Preferred Verb List for "SUPERVISOR" Task Statements.

ADMINISTER DETERMINE INSPECT PRESENT TEACH

ADVISE DEVELOP INSTRUCT PROMOTE TEST

ANALYZE DIAGNOSE INTERPRET PROVIDE VERIFY

APPRISE DIRECT INTERVIEW RECOMMEND WELCOME

ASSIGN DISTRIBUTE MAKE RECORD

BRIEF ESTABLISH MAINTAIN REFER

CHECK EVALUATE MONITOR REQUEST

COMPARE EXPLAIN NOTIFY REVIEW

CONTROL FAMILIARIZE ORGANIZE SCHEDULE

COORDINATE IDENTIFY PARTICIPATE SELECT

COUNSEL IMPLEMENT PERFORM SPOT CHECK

CRITIQUE INFORM PLAN SUPERVISE
(PERSONNEL)

DEMONSTRATE INITIATE PREPARE SURVEY

B.15
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Preferred VERB list for "DOER" task statements:

ACTIVATE CONSTRUCT EMPLACE

ADAPT CONVERT EMPLOY

ADJUST COORDINATE ENERGIZE

ADMINISTER CORRECT ENCODE

ALIGN/ALINE CULTURE ERECT

APPLY DECODE ESCORT
ARRANGE DELIVER ESTABLISH

ASSEMBLE DEMONSTRATE EVACUATE

ASSIGN DETERMINE EVALUATE

ATTACH DEVELOP EXAMINE

BRIEF DIAGNOSE FABRICATE

CALCULATE DIG FI LE

CALIBRATE DISASSEMBLE FILL

CHANGE DISCARD FILL OUT

CHECK DISPOSE GROUND

CLASSIFY DISSEMINATE IDENTIFY

CLEAN DISTRIBUTE IMPLEMENT

CLEAR DRAFT INFORM

COLLECT DRAIN INSERT

COMPARE DRAW INSPECT

COMPI LE DRESS INSTALL

COMPUTE DRILL INSTILL

CONDUCT DRIVE INSTRUCT

CONNECT EDIT INSURE

CONSOLIDATE ELEVATE INTERVIEW
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INVENTORY PROCESS SECURE
IRREGATE PURGE SEND

ISSUE RAISE SEPARATE
LABEL READY SERVICE

LAY REBUILD SET-UP
LOAD RECEIVE SINK

LOG RECOMMEND SPLICE

LUBRICATE RECONCILE SORT

MAINTAIN RECORD STERILIZE

MEASURE REGULATE SURVEY

ORIENT REMOVE TAKE

OVERHAUL REPAIR TENSION

PAINT REPLACE TERMINATE

PACK REPORT TEST
PARTICIPATE REPRODUCE TEST-OPERATE

PASS REQUEST TIGHTEN

PATCH REQUISITION TRANSCRIBE
PERFORM RESTORE TRANSMIT
PLACE ROTATE TRANSPORT

PLOT ROUTE TRIM

PLUMB RUN TROUBLESHOOT

POSITION SAFEGUARD TYPE

POST SAMPLE UPDATE

PREPARE SCHEDULE VERIFY

PRESENT SCREEN WEIGH

PRESSURIZE SEAL WRITE
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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.

I
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2. COMPLETENESS

* 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.

B-19
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3. PERFORMANCE BOUNDARIES

" The statement should present or imply definite beginning and ending points.

" 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."
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4. OBSERVABILITY

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.

5. 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 aro with supervisor or manager tasks (soft skills).
Generally, the observability and measurability relate more to the result
or outcome of Lask performance for soft skills.
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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 element 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 muffler."
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from blocks 9 and 10

TIk

to black 12
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from block 11

I,~ Ho I4ho too, bW ftod ciwly .o8 tWoofto.Uy

T.kSlal..ont tdo Ko~o oI.b~Hotp~ nWo

A-plable* Stdlo ton to~oodoV- n GIti 10.

Oh,... Sopto..o -* tood mwdu to Hot

Apptool Io Cog.V t~ K Iu&I g ojW m d d

1R-ood Rooon q. Tb. ISO COORDINtATION SHEET
ISO COORDINATION g..on, took lto to ho updrted
SHEET

to block 16

Wha~t -z -the pupz o6 tcot'd-Ln9 tvAi60ns to
.&-61 saement,6?

*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 verzon.

*A brief explanation of any changes you make should be included.
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Whexe do I obtaint an ISV Cooi~tiation Shee~t and whoat
does it tCookz tikfe when exiptanation haz been 'Lec~trded?

*An ISD Coordination Sheet can be found in the pocket at the end of

this manual.

Dito SeptATborX21, 1978

ISO CGORDINAINI SHEET

F ROM:

N. SEX: AL.1JN 341I

.11. N.471,-

TO

."_ SEIC A. 0018L\

SUBJICT ttiVIl;(14 OF1 10.9) 7ATMtt.

!'-k NAfI,r 0k.j I o ta thlrt Pa f or 0-x; Sso T-r Stnt

09iA 1-1-1i Pdrlonstc 'ItIt "oI No%(t Ccrtpletc' , no bk ,itor Lrtsf-orl

Ux-rtit tethod.

091-1,2-1234 D-~oio. iv., Uot 4~~~- o hostn 14 bi1t
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IR... A.
from block 12 and 15

is I

ARwd It..wtto in* Woas"M~o m.ne on Tas Aaoys. %6,Isds,

Wookj..t -Tod~rs 6..

to block 17 a * - I. wu Ismos,

What doe. the Tae6z Anaiy,6s Wotrksheet tookz tCike

when identiq.yLng injot'uaio.. huv beenvt '.ecocuided?

Example

ISO L.3 TASK ANALYSIS WORKSHEIT I IS Ifi oe~30 1A d 4 L.-0t
-/Onyh', f [-0t,, Symbol 6 e o ..nn normfl-o (C,rci. as -v*0as appop..iei

SEC ALI.FN 9'I711i iron Rft~m of Inforohalon On S.1e Inlero-n'be.Io Otlie' (Sg.i

CTnasko G'oupi Soil~ Peoformance~p

441-L[OI ? io,00 in 1 'sio ti
1 004 t~O~i U.oJ.
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from block 16

W.ht Wehodls) G1 Me hods of obs9tk o, lprarm-c.,nlo-n~t,on notud.
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lFo frther opi t, M below

to block 18

Which method .should I use to obtain task
performance in6ounation?

" 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

" In most cases you will use a combination of the following methods.
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METHOD WHEN IT IS USED HOW IT IS USED

(1) Review of Task When starting your analysis. This is a Review. Locate and read as many
Information good starting point for analysis of any sources of task information as possible,

task, especially if you are not an expert i.e., field and technical manuals, training

in performance yourself. It should films, course outlines from both institu-
never be used as the only method of tional and extension training documents
analysis. of equipment manufacturers, etc.
When preparing a rough draft. You Evaluate. From all the sources, decide
may wish to use this information to which is the prefered method of task
fill out a rough draft of the Task performance.
Analysis Worksheet; then you can Describe. Record task conditions, cues,
verify and refine the information when standards, elements, tips and references
you conduct another method of task on Task Analysis Worksheet.
analysis.

(2) Consensus When analyzing soft-skills tasks. This Selecting a group. Assemble a group of
Grrup method is particularly useful for personnel (three or moie) who have
(SME's) analyzing supervisory and managerial knowledge and experience in the task.

tasks (soft-skills) in which many of the Pool information. SME's share
critical elements are not directly information.
observable, or for which there are Evaluate. SME'S evaluate all informa-
optional methods of performance and tion in order to make decisions as to the
alternative paths. most acceptable method of task per-
When analyzing new tasks. When you formance. In order to do this for
are analyzing a new task, that is, one alternate path tasks, key elements must
which has not yet been introduced to be identified.
the field, this is the only method Describe. Same as method 1.
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.

(3) On-Site When analyzing hard-skills. This is the Observe performance. Watch a soldier
Observation best method for analyzing operator/ who is proficient perform the task.
Interview performer tasks (hard-skills) which Observe the cues which initiate perform-

generally have a fixed sequence of ance of each step and the steps
performance. (elements) which follow each cue.
When analyzing all tasks. Whenever Interview soldier. Tactfully question
budgetary and time constraints allow, the soldier about various aspects of his
this method should be used, either performance. For example you may
alone or in combination with another say, "Is that step always done that
method, 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) Self- When on-site interview/observation is Reconstruct task performance. Here
Performance not possible. This method is not you mentally reherse or actually per-

recommended because it is very dif- form the task yourself.
ficult to be objective and to note Describe. Same as Method 1.
every step.
When a final check is desired. This
method can be used as a final check
on another method.
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from block 17

Ci~6uMeltod(.lci *For .- i,p4 v. o

to block 19

Wha.t doe6 the Ta~k Anatyzi&z Wo)Lkiheet tookz t&ike whe~n
method oj obtai~ning in~o.'mation ha6s been t.eco'ided?

Example:
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from block 18

'9

thitenrnorr Cues Whichr Tha ruet ur.ie the ugnrriqo a1 tak
Initiat Tes For turth. ifpio.ratroo d .dr nfta c .nhro run. -Wboo

to block 20

How do I determine the cue which initiate task
perfo)mance?

0 Ask the soldier, "How do you know when to begin task performance?"

a Identify 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
i appropriately to certain cues.
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to block 21

Wha..t doeiu the Tcu,! Anatysiz Wo'Lkheet took tike when
ini&tiatng cuue have been Ltecoltded9

Example:

1. MOO 2.0wLo .0it An~v,.d 4 fP= of___ Poll
ISD 1.3 TASK ANALYSIS WORKSOIEET 4 3E 1_

S. LAwsion.14Mwo.Wla Symbol -S. M.tlaod of Obutmog Wnmmv-o (CudI. a wo -mpoow.

SYC ALLEN 9171 'rrM ( Ot f~o SP-10y
Coaoa, 0GoP Soil1" P.o....__________

7 TwoS lhmoto Tak sno.owo 9 Ino.o C." 10. Condd-on It Sttd.ndo 12 Sal noco~lps

441- 181 Administer artificial respiration by ouoth- Disco.rY of
1004 to-ooth method. aoo -aos casoolty

with -ek pulse, no
breathincl, -o sever.
facial nwoo d.
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from block 20

21

D.ow-"n CirrndOorr * Th~oo,ii ondlil o o wht 9il" Ow 1, . W fireool ow i,, wh~ih if,. owk m
of Tk do o performned. id th n in, q.pl end .opolru,

* For tuth., expli-otion iind guidin, fm ,dwtfiq Conditions, wo below.

to block 22

How do I dete.Amine the conditions o6 ta-sk pAformnce?

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

" 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

1. Tools 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 close supervision.
3. Task performed as a member of a team.

4. Special physical demands of the task. 1. Crowded working conditions.
2. Unusual or prolonged physical exertion.
3. Kneeling or squatting.
4. Unusually cramped position.

5. Environmental conditions that influence task 1. Weather (tropical, arctic, desert)
completion. 2. Light intensity (night time)

3. Noise background.

6. Location of performance. 1. Air conditioned building.
2. Outdoors
3. Direct support maintenance van.
4. Field or garrison environment.
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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.
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from block 21

22

to block 23

Whatt doa the Tctk Anatysiz Wo.'kshee~t took Zize when
-ta~1z condi&t-Lonz have been teewztded.

Exdm pie:

1. MOS B.Silaevl3 ss A.Jot1d P ejt A. w
ISD 1.3 TASK ANALYSIS WOWh iEET I3 tiil'O~,17

5. And1ysts Nr../lficeSymo Method of Obtaiitrng irlitinat (Ciode a many as appropriae
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from block 22
5. 23

(~ettttimea Standatds * Th~I astk standard s a statement of how well the task mast be perlrmeT

to block 24

How do I detvuninc the task standautd,?

" Ask the soldier, "How do you know you have done the task correctly?"

" Identify the aspects 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 liow 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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* 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 1. The product is observable and 1. Although the product is more
leave a readily observable can be inspected, important than the processes
product. Example: Dig a trench 5 ft. that led to its completion, there
Example: Perform a drill deep and 25 ft. long. are critical points in the processes
ceremony in proper sequence. 2. The process by which the which, if misperformed, may

2. Failure to use the correct product was produced cannot cause damage to personnel or
process could result in damage be easily observed. equipment.
to equipment or danger to the Example: Prepare trip report. 2. The process and product are of
soldier or others. 3. The procedure leading to the equal importance.
Example: Defuse a defective product can vary without Example: Drive a motor vehicle
bomb within 30 seconds. affecting the product. cross country without accident in

Example: Complete parts 10 days. (If a task requires that
order from # 17756. 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: Standard described in terms of: Standard described in terms of
Sequence Accuracy both process and product.
Completeness Tolerances (range)
Accuracy Completeness
Speed of performance Format

Clarity
Number of errors
Quantity (number of work

units produced per time
unit)
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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.

NOTE: 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, hiack 23

What does .the Ta~h Antyiz Woth,6hee.t took Y£4ke when
.ta..,skz tandaALs have beent tecotded?

Example:
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from block 24

25
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to block 26

What re6eAences and training tips should be tecotded
for this task?

* 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 Supply Manuals Equipment
Tables of Allowancies Lubrication Orders Correspondence Courses
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* 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-
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. 4

- 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 4
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."
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from block 26

27

Stdv Gurdalinas o'* Thrs sarrn bet ns O r p1 oo.a of dimwrb-.g ho- rho taak wh acroaly
Wtong Task El.rnt dafornedin Staramnrts * For guidance it writing task elemntn stlterrrnr,. a. baelo

to block 28

How do I write task eement statnents?

- 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 com-
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.
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from block 27 f
f ltt t Task * Fied Oath rIks ar a1lw $ perfomed in the Lear procedural sequence

Sapried r a . Alternate sequence tasks are performed in s noo-proctdural seqrence

Cnbrne0o , Combittin tiks have elennts which are performed in bolh procedural
and non procedural sequence

i For further neplenetion, e below.

to block 29

How do I dete,,tine whe.theA tzak i6 pe,'foned in a
fixed 6equence, in an attenate sequence, or a
combination o6 both?

e 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.
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from block 26

* Are the at Aemnt MyS pedonted In the

No

D1111m1", Teal a Tas elements are t I e pocedral stlp n
lement, andI len t the petorrn o- Of tuak

. For pidance in determning and eordin
task .lents, rue below

to block 33 to block 31

How do I dete'mine and recorld the ta(k etements?

* 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.

if 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.

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

* 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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from block 29 from block 30

31

Numb., Eleme~nts by1 , wf r it.,xplanalon and iuodance n
erfora nr in benumnemg elements we below

Secroo U3 on T.A.

to block 33 to block 32

How do I number the task elements by performance
order on the Task Analysis Work~heet?

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, i.e., 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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Whavt dou -the Ta~k Anatqysiz Wotfk-hee.t tookz tike when
each etemen-t iz nwnbeAed?

Example:

13. EI- ft~i. 14. CI 15 EleentsI (Steps) -. Ni C..le 17 I. Coediso 18. Siand.d, 19 .. n~/Te We M

1 wed th"s, ee

1.1 Dep.e.. rlts barrel latch an,] slid
barrel forward.

1.2F~lly snrt rosund into br-I.

1. 3 Slide barrel rearwiard, i-okmr; it

to the Iae-h.

1.4 Plare safety is sa!le i-atbee.

2 Usnla the wreiae.

2.1 S e as 1. 1

2.2 Poid aute~stical I; ej-t.

-. 3S-r as, 1. 3

3 Clear tl r weapone.

3. 1 3t o as I1.I

3.2 Koepise we""' VesintW d-e re-s,,
looks ito ~r" Iare to ssur., there

the barrel.

3.3 an S 1.1
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from block 29 from block 31
32r

Record "Fixed a In a Iod uqugeo tak the ntaing cue
Osua oC inSooo 1 a antelement rs th. contpletion of the

on T.A. Worksheet p e' step, o, it. took cue tit.l
Th-oroor cies need not 1 be.onchni to,,nd dual element.

a FO r dnce. mo. below

to block 33

What is the puApose o6 recording "fixed sequence"
under cues and what does this look tike on the
Task Anatysis Wor6heet?

Because this task is always performed the same way there is no need to record a
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. Eoent N.uber ... lenent. S t"o ) 16 lnrtatng Cue 17 Condgion$ IS Stondetfo 19 Refennc'Tipo

Load t.e w-_rapon. Fiorod S ou300ce
1.1 Dpress the barrel 1.Atrh and sl

barrel forward.

Frully uert roun unt,, arel .

1.3 Slide barrel rearward, lokinl it
to the bread.

1.4 Place safety in safe oJsitial.

2 Unload the wat,

2.1 Sarle as LI

2.2 RPitd autooattcally ejnxts.

2.1 Sat - 1. 3

3 Clear the wapon.

1.1 Sate as 1.1

3.2 Keq) rl .atporn irrutoxi dItr ranqe,
lir into the barrel o insure there
Is no ertnd or c.rtde 'as , it,
the barrel.

3.1 Same, as 1.3
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from block 29
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to block 34

How do I determine the eemets of an alternate
sequence or combination task?

e 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 rectaigle 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.
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What does an attvenate sequence ot combination tas6k
look like when the steps have been ftowcha~ted?

Administer artificial respiration by mouth to mouth method

- [Ho efll ~ _i

TT

II

filSO

Y' 10 SL 1

_____ STOP

if0TF I S w p -da.i d u 1" " , Id h s e 1 0O.A1, f



from block 33 '4

34

t11 an Aco Acthon attemel ate ic de n ie tide, i whh tht are mo.t

C a t to C0,Eah tieqotntty pioitd
met FOi t-ithe, e.plnlhOn and goidance. U, beto

to block 35

How do I record the etement o6 an altermative
sequence oL combination tas6k?

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

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

Example:

13. EW t N.eber 14. C E. tA. temente (SteIp) 16 iticing Coe 7 CondltOn 18 S-tandas t RetetencisTp$

tcttci nt( mi-lty 1, hbck.

Cln-'cc airway of obtnts 't 1ioo.

Oion mouth, ruc fti ers d n th ,,

lina cole ny 1t- ciotnkco -nne bus
of rtn,,r and into thctut.

throat with stnpi ot - ti
,rmave any n-mot, mca or foreo m
bodies.

Fitla-qe airtty-head tilt.

Tilt lad Iack so clhn is in juttt-4

oct fPosition.

Place olled blankut, tr-1nho, .,
ntLer coencoJIty's tra to help

to to Step 7.
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from block 34

kb.; , explk %an dar. i , UmIWTri - Ib tn-9 b o*

ISe.,,, 13 on T A
W.,kd-11

to block 36

How do I rLecord the numbeA of elements 6o&
atternate 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:

13. kU It N..b., 14 CE i b Umn, $ ISI.Pl) 16. Inaw.ig Cs.. 17 Condaons I8 Sndads 19 ,#f- WT1P&

1 De if there Is a rInis.

2 posIntn casualty o hi back.

l~~l rpm ritr., thin I .'wry lio tin'

3f Cie- ., u d itoht, rt .

1.2 f'o3er' Im trs i- ris t l bark ,f ti

toI its.

4 l';~ai y-edtilt.

tit.. l.o. .o hn . . .

- it52, t . j ' l i,-kt to, tI1 1'
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from block 35

CWh£A SqWi W-
Pt.14. *i E~a

EI..r (SKUw I

to block 37

How do I detekmine and tecord the cues for each etement?

" 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 alternate 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.

* 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. Ele.,-e R-, 14. C.E 156 Elee.. ISIups) 16 Inaasn C.. 11 Cordo,, Is, stes.,d, 19 R~t,,.oW 'P,

I Dteeeia it there is a p lso. Sare as task

2 Posit-, casoay Me his bac-k. wleak psflsr verified

3 CLone ss s of etbstractsns sn task

3. 1 (),ne nnth. lts tirsers d-t the
-hside of ioter &-nk., over hos-
of tnaspat, andi into throat.

1.2 M1ow tinlers at-rots the back of lie
throat M~t setnj -st- to
reov any oait, mau rforeign

4 Eiarfe oot-h~ltilt. Sat as task

4.1 Tilt headi back so h-i it, is ]tl--

Place roiled blanket. ponct n, eta.,
oercasnalty's head to help

saintacs posit io. If samsessfni,
go to Step 7,
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from block 36

D~tmn. ndRnod Fni lurthar *xplanarton and sldane. qn darermlnng and f~cordng

d o fo EachelrnI ondon, U belo.
E..l~ (Sact..n 17.

.A. Wowkh.t

to block 38

How do I deteAmine and record the conditions for
each etement?

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

" 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.

i
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Example:

11 E~.Wst Nd.. 14. CA, 1i. EI-tIts (Swpsl 16 tsa.g Cs- 11. Csnt4,1.- 18 SU..d~d. IS. Rbr.tT*

1 Deteottire if throe is a stise. S-ts as ask Sate as task

2 'ositoat ca 1aty n his back. Waak pulse vent led other serino

3 Cle a aaay ~f obtitins . S- a task St. stask

3.1 (4-t ttstth, r- f trem dos- the

of~tk o, Is., chees vrbs
oftws'.t -ett throat.

3.2 Me fm~ers acros the ba-k of the
thon.t Wath 'r..psn ttstoo to
r,-ov aty -ast, '5-s5 or foreicts

a F.1-1,q atrat--hea tdlt. S-ts as task Sat-a task

4.1 '<i t N-1 back so chin is it,,pI

-In'Atlcdj blairt, rsa.t.
-d-k "asnIty's I-03 to 51'

t 1-t~i. st-s, It s
0 to t 7.
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from block 37

38

Em dFor dAdan in dt,. rmninng .nd r-o4.qng wIandsrds, e bew

SEder=t tar- Ie

l.A. Wo~k.*eti

to block 39

How do I determine and tecord the etement standatd?

a 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 two 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.

B-57
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Example-

13. EI,.itit Rebvi 14. C E, IS Eliese IWp.) is eengcu. 17 C~dtt,i~ 18 Su.dvd, 19. R.1.,-WuTip

I !t-citii if ther is a pil-e S.- a task S"i as task Mist macate
nerotund ara to
tate iw le

2 osion casuaty on his haCk. Weak si -eified. Otter sri-u Qaich carefl e

I ~Clear airwy of tsaot~r. Siltask lai asLik IkRnnl tales

3 Slainm~th, io firsjers dowe tJNs
-idh of 1-~er ohieks, -s ha-,

of toiler, xsuS roti throat.

1.2 Moei totters aeress the hark of thre
throt wifth stale- q ir; st ion to
r-,nct any emt, woo:fan iin
1idiers.

4 Einlai~p aiesia--kead tilt,.ari 51k i i s tack, laS- asak

4.1 fIl t halckk - c hi is is atti--

(St 1-OOt -,i

Plane rellid hbikct, pnichis, et. ,
cas3e -as-ty' s hcWi tio h-pi
esutain Irstt. Ifsuosu.

ito str .
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from block 38

39

D ltllnnn and R~told . Foi tuhtia *aplblclln and gu~idanlce In d4bteinnining and necoid1iq '

Wee cn and tflingn tips. ebelow.
Dinsin Tip. N,

to block 40

41

How do I determine and record the tefeences and
t aining tips6 for each etementc?

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. Et N 1.ees n 14 5 if there iS 0 !alpe. 6 in as naCun bne s t?1 sk 18,st dat M 21-11, aoapter ,.

-sk -k u t sea to N2-1 r hure 3enio
in d a to pars. I.

ttlni' 35510

PnSntln csaaltj n- hi, btc;. IdnIc 15l0 er - 'inl Other sericos Cick careful noes- Ss--- bledmqin frs
il-lins nesnt-awiid further ether intaries

injury inuirs attestim
oosesrcont with
Ittept to restore
bresthnl but shoold
t art- s prior

Sto reusritstier.

gU, ansthr assist-
-n if vailaJule.

3 Clear airway
l . t CdistilOiiss. Salne as task 3,50 as task Ou anvl tankes Pars. 3

3 '1--1- 1 1.t-11 - 1 1-kini-I-i

3.1 raoe n utli, ran finers ik U.,
of n I'-jng, .0001 itirri t -rott .

3.2 0ki oier.acri no tic. bomr e t i .

t*-rot wth S0 a'rfc nn . ti
r b any -it., nn as or ...n

4 tF-tl iks.

4 t.1.aru, siy--lossl ntt. Sour , ,is taskJ u ls is: n-lok So-c- n as ak pars. 4

4.1 Tilt i,l ot o , <+ laon is is atics,-
+

-1i,. Ncsi ktiir
late rollsz ] ht diii nnlo, c.,

r ncsotai tlt .. If -- fssI,.1.
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from block 39

40

Ra T, Wokhee I Ie tak analysts aew will d1sclo any omurons, inacuranes and
:oAconstseanop *n the task and tas k element drarpelons.

I a Consi..t.ncy

to block 41

How do I teview the Task Anatysis Wotksheet 6or
accwzacy and consistency?

" 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."
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from block 40

to block 43

8.6 1



from blocks 41 and 42

43

Hpo. All N. (Gol
TBsk SW Aniiyzed

to block 44
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from block 43 1
44

Cunen ba.,o SME I A Wolksa~eSt ale fe-end by subjent malt., expe,,. t0, om- ,an

n rkhnats a C lal lemet, .e dirf.d a, hoe wh.1h
21 Ident,Yv Cmt c.

iln commo source'n of f l th
s tve ., tonaquenm, of m"mpefomac.e

a,.ie most obaaeoa bfe and meas able
Fo ther expanamon ee below

to block 45

SHow is SME review conducted and how ate cxiL cal
neents identif4ied?

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.

* Sources of SME's
- peers in your division
- course development personnel
- job incumbents and supervisors on post
- instructors



Initial Identification of Critical Elements

" Critical elements are those steps in each task performance which will receive
greater emphasis 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 Identification.

" 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 failure to perform this element
properly cause serious ransequences in terms of mission accomplishment,
injury to personnel or damage to equipment?"

- ai-e the most measurahle and observable indicators <,itask 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
later in the ISD process as a result of leamning analysis (the identification of
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

Eleent u, COo- 14 CO t ioi~
OnF TA. Wor t Common SourC. .1 l,1W, - cW

Srou$ confqunn e -
MW . , bna . tl . M-w-Iendoa - mc0

to block 46

How doez the paneZ o SME' s m)k and code the
cItitcae eeements?

" 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:

CSF = common source of failure

SC = serious consequences

MOI = most measurable, observable indicator.

" An element may be identified as critical for more than one reason. If so,
code accordingly.

Example:

13. Elenwo ItN. ., 14 C E it 1in6r tps nun C-n 17 C-nnuro JI8 Sw,o d -1 9 4"1"nor ip

i

4.1 kIL, Iva tf~n.,- r f1- icc. U f J tin

ii. S.

unger rmnualny's bond to fci1 -
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from block 45

46
(1- a Did lb. panl of SME', armf Mat nm ot mart.

A Jl y ark t Y. Wiong - to ld la. i
nan ark-t
Rqu.i. Reo...

No

47

8o48

4 R -,, A -iiongt

Cori.-o Vitw

H,.
'9 All Task Anal- on o

Rhquinng Revlon
Bus. Reivia

01,1- Tak S m-y * Task Summary Shels povde th, formal tqolted for the Sol4efnt Manual
Shes . Ft gudance in obtain g Task Summary Slt1t. t, below

to block 51

Where do I obtain a Tas6k Swnmary Sheet and what does
it Look tike when completed?

o Task Summary Sheets are available for duplication in the pocket at the end of
this manual.

TASK SUMMARY SHEET

Task Nu.bRi 441-184-1004

7.6 Adux,ster rifcal rts-zritrno b, rtb-t,-ttiiath Un

tondtta 11fornid n all ciw n," cinli to , ,owrally -,o dcorr, tio-tomic

SteMnod.d Withio 20 .etaLn th, casoaLty .ii :1 J,, ro i , h-n ssot , w111 b,clear.d, ad n-tut-to-rrxuth t'suctat nu wIll 0. otartrd.

(Continued)
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TASK SUMMARY SHEET (Continued)

A.rca: f14 21-11 First Aid for Soldiers, Chapter 3

TBC 911-441-0026F Basic First Aid Measures: Restoring the Breathing

Iwc m .... ° i..
1. DETERMINE IF THERE IS A PL5

a locate an uninjured area to take pulse if casualty has ; .

2. POSITION CASUALTY U HIS bACK

* Use quick careful movesents to avoid further injury. If casualty h- )tlx-x
serious Inds, they should be treated concurrently, if you has- an %xsstint.
Hoever, restoring the breathing must be your first task if Workr 4 -. T.

3. CLEAR AIRWAY OF OBSTRLLTICNS

a Open south, run fingers down the inside of lower cheeks, near base of toagir,
and into throat. Move fingers across the bark of the throat with a s-,ping
motion to rom e any vomit, muus, or foreign luhdes from the moth o-f the
casuil Ity.

4. ENLARGE AIRWAY

Thr are three methods:

1) Place a rolled blanket. Ponh or ."I-la bgrt der casualty's head to help
maintain this position. If this is suessful, go to S S.

21 Thtur )aw-lift method

* If the hlead tilt method is suco'ssful, adjust the jaW to d jutt-,-out
position by pLacing your thaS, in the casualty's muth. 1rasp the lowser
jaw fiLly andI lift it forward. Do not attempt to hold or depress tcngue.
If sucesf'l. go to S .

3) Twr-hand jaw-lift method

* If the casualty's jaws are si tightly oloi that the thulb cannot fa
inserted into the muth, tren use both hands. Grasp the angles of the
lower jaw just below the .arobes. Lift the )su foreibly forard; tn

open the lips by pushing the Le0s'r Lip toward the cun with the thums.

5. PINCH OtbE SHUT

P finch the nose wtuL the thumb ard uldex finge: Ii, order to present air leakage.
Let this sx.e hand eert pressure on the foret .3 to maintain the backward
head tilt.

6. SLAL NhaUlH AN[D BLU.W ViEFULLY

e Take a deep brea th and place your moauth around te casualty's nssti. Blow
forecfulLy into casualty's routh until you see has chest rise.

7. EHALE

s ltop blowcg and remcee your mouth When casuaIty's e hst rises. Take anotfer
breath while listening for casualt,,'s exhalation. It you Inur alr esrap,
go to step 9. ctlrise, ontmue with step 8.

a. JISLtLC FOREIGN sJ..ECI

0 If airway is sutll sot clear, thn roll casualty on his side. Use te, he.l
of yrur hand to deliver sharp bles bt-en the casualty's shoulder bsies.
This should dislodge the foreign objet. Ther go back to step 2.

9. RtATH. tRIcL qLIEVED

* hne i ehalation is finished, hb in the nert breath. on the first sever %I
bh' ths, blow rapidly and strong. Then blosW in a norml, ovsi caensc,
f12-20 tuires per minute).

S0iE 1: If your breathiri has been cry deey -d rauid for too long a period, y- may
lante faint, tingle. or even los ctasaiousnens If you fr-sst. fitvt,
if you aditnster only four ful quick brea-ts, then aiiust yr breathui to
the rate of aprMiMIately one every 5 ses- s with only aerate Lreease in
normal volume, you wil1 be able to oonte , to ,ive artificij respratiin
for a- long period withut e ieseus teepsrary ill off'ts.

"NTE 2: nen a casuailty begins to breathe for humIf, h, will a-teuatically resist
renusoltatuoi efforts. This is a sign that Y ar cr i-eat yoUr efforts.
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from block 50

Stody Gulim~lo for * Godeli farmide detalld p%.oo to[ o oytsto% T~k Su~Osw Sbsat.
pmring TakFomstion a belowM

Summaty Swsss

to block 52

ii
What ate the guide nes for prepwaAng Task Summary Sheets?

" 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:

1) tcsk number
2) task statement
3) conditions
4) standards
5) references

(Cues are implied by the conditions.)

- Performance description includes:

1) 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.

2) 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.
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e Level of detail for performance description.

1) 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.

2) 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.

3) Do not include any information that is not specifically required for task
performance.

4) Give greater emphasis to critical steps.
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52from 
bl Iock 51

to block 53
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from block 52

CopyO~ l. Tulk Whole look xform"on ,mlodel:
Wo,.,stw, trs T. - ~trk uwor ne
Woatiwt Oto Trek - coodwihom

- rgefc

, For example. below

to block 54

What does the task swmaty 6heet took Zike when tazk,
tasfk number, condition6, .6tandawds and re6erences
have been recorIded?

Example: 4

TASK SUMMARY SHEET "I

Tub Number 441-184-1004

Tor, Administer aooricial respirtLi by ,,oouth-to-euth method.

Condlitoxm: Perfored n all clmatic condition, jenerally out doors, no-tolc

SImdww: Withxn 20 seonds the casaalty will be exam-e1, his air lssage will•
cleared, and mToth-to-mouth resuscitation will be started.

Reforma FTI 21-11 First Aod for Soldiers, Onapter 3

TSW 911-441-0026F Basic First Aid ! reo ,ro-: yestor-nc the Breoathmi;
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from block 53 t54

to block 55

8
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from block 54

Ad I.mosn 
* Cniac elsnes sr. dirtied an the T.A. Workshoot ch aftroks M.

ac Eiiltmsnents

to block 56

What doez4 .the Ta.6k Swnmatry Sheet tookz tikze when
etemen-t paoac duniuptoz, have been tecotded
anid &uiticaZ etemen.6 idenYti~ied?

1. DE1 RHINE IF THERE lS A PULSE

4 Locate an unus~ured ar-ea to take pulse if casualty has inluroos.

2. POfIONEI~ CASUALTY ON0 HIS aACK

*Use quick careful evameeents to avoid farther injury. If casualty lsother
serous weounds, they should he treated concurrently, if you hawc xaI-. ssstaut.
11enver restoring the breathing eust he your first task if woric' ale

*3. CLEA AIRWAY OF OBSThJCY IONS

Opbes mouth, run fingers dowun tt* inside of lonr cheeks, over bane of tooqgu,
ansd -to throat. Mtove fingers anross the bach of the throt waith a eaweping
enction to remosve any vanut, mucus, or feresgn boies from the mcouth of the'
,asusity .

*4. ENLARGE AIRWAY

There are three menthodus:

1) Place a rolled blanket, pronco or siosular soject ueder casualty's head to hellp

emaintain tis prosition. If this is successnfui. qo to Step 5.

2) Thumb jaw-lift eetld

4 If rhe head talt mesthodl as uesuorsesful. adjust the jaw to a jutting-out
pos 1tion by placing pour thumb in i the casualty's mosuth. Grasp the lwer
jaw firmly andi lift it f orward. Do not attempt to hold or dep~ress, tongue.
if succeasfoi, 'Jo to Step S.

3) Tnw-hand jaw-lift methodi

*If the casualty's jaws are so tightly elosscl that the thumb cannot he

inserted into the mouth, then use both hands. Grasp the angles of the
losWer jaw just heinso the earlobs. Lift the jaw fonvibly forward; ther
open the lips by posE ne the Stoner h ip tuard the chin with the thumbtis.

5. PINCHI NOSE SHUl

* inch the snse with the thumb ansi Lse finger in c, er to prevent air leakage.
Let this soe hand estert pressure n the forehead to nointain the heclseord
head tilt.

6. SEAL scnTY AND BLOWI FORCEFULLY

a Take a deep breath anri place, your moth aroosod the casualty's erwin. Blow
foreefully unto casualty' Youth until youa see has chest rise.

(Continued)
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TASK SUMMARY SHEET (Continued)

7. EXALE

* Stop blowing and reme pour mouth when casualty's chest rises. Take another
breath while listening for casualty's exhalaticn. If you hear air r -ape,
go to Step 9. Otherwise, continue with Step S.

B. DISLiOtA FikiLo,N OBriT I
* If airway is stall not clear, then rm. casualty on his side. Use the henl

,af yoor hand to deliver sharp blows hetween the casualty's shoulder blades.
This should dislodge the foreign object. Then go back to Step 2.

9. iRLAITk NTIL RILIEVEI)J

* When exhalation is finished, blow in the next breath. On the first several
breaths, blow rap Ily and strong. Then blow in a normal, even cadence
(12-20 times per minute).

NOTE ,: If your breathing has bees vry deep and rapid for too long a period, you may
becoe 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 appronimately once every 5 seconrds with Only moderate increase in
noral volume, you will be able to continue to give artificial respiration

for a long period without experienciri tamporary ill effects.

tWO 2: When a casualty begins to breathe for himself, he will automatically resist
resnscitvtioo efforts. This is a sign that you can cease your efforts.

I

I

*1
.... :.:B-74 i
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from block 56

O,mn. MW .a a , Mny , Iu trafioft W" twig t, todiac und;ttad tOw tak b411.,
t Guidance n dermn-n nWcd 1,Idustratofl '$ giW n b. ow

to block 58

How do I deteumine the need 6or itlustAations?

9 Illustrations are 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.

* * 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.

Id

*The illustrations shown on pages B-77 thru B-86 were reproduced from the Guidebook for the
Development of Army Training Literature, U.S. 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. Place the first blanket lengthwise across litter with (Place lower on litter for taller men.) Open folds
the blanket edge close to or just beyond the K ad of seond blanket for about 2feet 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 blesket. Bring bottom of blanket up over the
over the first, the upper edge of thin folded blanktet 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 ankles..
blanket depends upon the height of the patient. 4. Finally, wrap first one, then the opposite. si-" of the

first blanket over patient.

Figure 84. Dressing tht firt, (with tuwo I-laost).

TASK: Dress a litter with two blankets.
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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 palrts, what
happens at each stage, and the purpose of each part.

Example: I
J

A SAFETY PIN PLIES CLEAR OF F Z1
A AAAGAINST ACTION OP ITS SPREN0

SAFE T PI N 1 115 TO SIDE UDEE Em ~ ~ ~ ~ ~ 0 0 I Ty EI S i TB A F IN I[ T E. $10" O f . T S- 0 0N U TIL ,
OULT iES TEE SETEACS PIE STOPPED OV MORTA GARlEL

(5) ACTION ON IMPACT.

A. STRIKER AND PIRING PIN ARE
C 1FORCED IN AGAINST ACTION OF

THE SPRING.

B. FINING PIN CRUSHES ODTONATOR.

C. DETONATOR EXPLOD1.

D. BOOSTER LEAD EXPLODES.

E. BOOSTER CHARGE EXPLODES
TNT PILLER OF CARTRIDGE

)a :DETONATES
*Ftrure I9. PUuctlmOnq of M54,1 Iwe.

rII A LOCKING PIN *QOTS UP USNDI
TENS.E" OP ITS SPR1IN INTO ITS

A SAPETT 01O PLIES CLEAR OF EAE ROLE IN T." SLIR

SUENON1 R0 E TO. MOV.-E UD SLIDER LONER IN PLACE

OPPOSITE R0 Of CRASERE ALL RXPLOSIVES ARE ALlMEE

Prep p tiol /o- Firi .
(1) Turn the slot in the striker (at the nose of

the frze) to Mine with the SQ index or
the D index on the fuze body, depending
upon which action of the fuze is desired.

(2) Remove the safety pull wire just prior to
insertion of the round into the mortar. TASK: Fire an 81mm mortar.
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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. I and No. 3, with No. 2 and No. 4 assisting, then
lift litter over banister to second flight of stairs.

Figure 98. Carrying litter epetars where landings

are emall (step three).

TASK: Carry litter upstairs where landings are small.
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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) I
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:

The vertical half-rhombic antenna (fig. 47) and the wave an-
tenna (fig. 48) are the two field-expedient directional antennas I
that can be used with the FM radio sets. These antennas are di-
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-
mally increase the rated operating range of the FM sets.

- DI.CAPlON OFFM RONEIiFON
ANY TY P p-t IL M LENGTH 20 TO 331 w'Tft5
FORTl ItI[ LANCE !
Pot,, ETC I

.11G.1 3 5 TO 1 5 w'ET"$

AGOI GR1OUND

.CAPAIMLE OF HANDLING ONE HALF

OF IANSMITTER POWER
OUTPuT

Figure 48. Wave antenna.

TASK: Transmit and receive messages on an FM radio set.
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5) 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 performance description to cary 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: mea~linti n Angles. Wt'hen histruments are

not available, measure angles by the hand or
lingers held at arm's length from the eye. Deter-
nine the angle subtended by each before yoi go
into the field. These angles m'y vary from the
angle, slowi in figime 43.

U,

Figure 4.1. MWasurcment of angles by hand and finger.

TASK: Select a radar site.

SUBTASK: Measure angles by hand and fingers.
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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. ia

11) A is a long-wire nonresonant antenna that is used in
large fixed-station installations. 

A(2) B is a half-wave Hertz antenna that is fed b v 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.

EI

G

Figure 33. Types of transmitting antenmua.

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.

Example: PARALLEL SHEAF

0-
.1(.

Adjustment of SheafO
lt may be necessary for the observer to adjuet

the sheaf of a section to correct for any errors made
in laying the section parallel or to obtain a special SPECIAL SHEAVES
sheaf. The front covered by any sheaf is the width . ~ h.
of the sheaf plus the width of a burst. The types
of sheaves which may require adjustment are par- -p
allel and special. A special sheaf may be con-
verged, open, or closed (fig. 45). N'

2. Open Sheaf

p.

3. Closed Sheaf

0- r

Fiture 45. Ty~pe# of sheaves.

TASK: Select a radar site.
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8) NEED FOR ILLUSTRATIONS: To Emphasize Points in the Performance Description

How you do it: Visually confirm information.
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.

Example:

Select an aiming point beyond the range to not alined, bring it to the aiming point by rotating
any likely target. With the eye held several inches the elevation and Pzimuth correction screws with
behind the breech, aline the axis of the bore on the the screwdriver end of the combination wrench.
:liming point by elevating and traversing the rifle. Recheck the alinement through the bore and

Look through the telescope and insure that through the sight. When the sight and the bore
the boresight cross of the sight reticle is alined on are properly alined on the aiming point, the 90mm
the same aiming point. If the boresight cross is rifle is boresighted (fig. 42).

TMat isa WHAT TI S

PFlgre. 48. sght picture in boreightis.

TASK: Zero an M16A1 rifle.
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9) NEED FOR ILLUSTRATIONS: To Emphasize Points in the Performance Description
(Cont'd)

How you do it: Visually confirm information.
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.

Excample:

Figure 9.Rmeey of .,atwud "wuk.

TASK: Recover an overturned truck.
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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.

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 Departmpn- of Defense.

OPERATOR OF
USING UNIT

ORGANIZATIONAL
MAINTENANCE

UNIT MECHANIC f

OF USING UNIT

DIRECT SUPPORT MOEILR

G AENANC SUREPARR

GENERAL SUPPORT
MAINTENANCE ..

SEMIFIXFD REPAIR SHOP

D EPOTA
MAINTENANCE

FIXED REPAIR SHOP
-FM2--18 I ,-57

Figure .59. Ctegories of mainte, FMae.7

SUBTASK: Identify the appropriate category of maintenance
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from block 571

to lock' 60

T So c ek

*Dw DAA 108-1 Inde ofimo Arm Motion Picurean

R eltd ausd-V isual a l Excellent

* DAPAM 310-12 Index and Description of Army Training
Devices Good

* Course materials:
Correspondance course lessons and materials used in Good
resident courses, such as graphs, charts, etc.

* 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

O-i, BeoPrep.sd Block
for All Task, 62

NII

silu:tukScosy * SOP is I ollocwd or oing Tusk Sosereuy st... Misusd eoroe

to block 62
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from block 61

Any is ~During the teak Grneyfis cirocet mtrmoton Mtia

rinfoinat Yeshane been obtaifld that would be useful tu
orId'tiduels Working -prson, who Performed Ktovities that fed into Me,

in oter IOreek aelyst; proces. Srrnrletty. ,ntnrairi trwy
Ill~. hers trae.o oibtiued thirt would be useful to

gamefl whO witll be engaged n th. ISO sutae thuit
follow this one.

Record onrrtrotr on . Po of ISD COORDINATION SHEET
ISO COEILEINTION snpleitrod in block 1b of the ob .id.
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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.

0£

*" 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

START

e~ Tb.. in indction Prmw Tom. widtb to ttiion
yoo Read t,. on to.t b.. amtotet of th. Job A* NW~ Pod~tC

Iot, odm.O to the U. too. thi., ms

of Job Aid.

tot~oouo to fth.e RODS to otrojoctoo.
of Job Aid,

to block 3
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from blocks 1 and 2
3

You Uld N
1W 1.~b A,d N

Y.N

Lwoon t0Ov w icludes

S...s y - Goat
othe Job Ard - Obpltroes

- Msor stops pMooao

- Ploductu
Workolt.sl uuad

No

5 ovemrur of Course * For dmtd.I d .ovwr below.

to block 6

Whast i the ExiL6ting Cowuse Anatysis Job Aid att about?

" 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 1.1, 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.

" 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.
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* OVERVIEW OF MAJOR STEPS IN ANALYZING EXISTING COURSES 4

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 l8y 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.

* 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.
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* 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 i, 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-
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ISD 1.4 Analyze Existing Courss

CATALOG REVIEW SNEET

M,nsOfe Sm SFC Jo~se Gon.a1es/lTAfl______ 0.. 9/ 25/78

C.- 2,~ Co.I.- 3
CATALOGTITLE OURJSE NO COURSE TITLE

Ca1,8 of Air Force TraininTg 5AZY9OXO Ae-dic I E-t.ocdo Technician
Mr,.- J 3AAI9T23 T00 NrdI'a Service Special"'23ABR90.3 00 .TI. Ortng o-tSeils

J35292502 ieiu evc ehlc~JAZR9027T 001 Iiedt i Service Techvin Il

Votionai Surge

C-7



ISD 1.4 Analyze Existing Courses

EXISTING COURSE ANALYSIS SHEET
(ECA Shw.s

IDENTIFICATION

yoo, Ne.sI. S~no SIC Io. G o... lt D- of R- .. 9/25/78

Covn Tat Basic First Aid for Soldiers

C- N4 AHS 263 Date of Co.,, Pu,,c O, 1975

Otto. Sym/oI/AUTOVON OF Co,- Autho0 MEDTD/399

SECTION A: FRONT.END ANALYSIS (PEA)

2 If hwo..o e_ ,ob. d,d-. ob-datoou nclude o --,'IV.ntt,,,w d1o -- dA-,o or ,'.onno,,,ot I

Th, Wd, 0 M. Ob did the lob data SOurces ,nlIode I P1n1 O tOt

3. Weeak, aaIyed Fodg ,to th-. eto,. - oue ondto'o deO-oOd_d , -0_-_-

dWfs letlon ol at titd on ertbltO $00 orl,..,tP , u$ V yo,0O,,Odd , ,l k toloCT,O,,,' V

SECTION S COURSE CONTENT

__t No
SA,. wIoln~mc. d .toI o I OlootoO ,nodoett r.J~or,0Cl, 0011 d0.0o00d Ior, t,s MOST

6 AOe e-W'e, od Ternoloq aOole

SECTION C: VALIDATION

7 11 5l,dtOO dO*,n0flt,on dCt.RtlSle Io, oo, -W, Nolao 010

SECTION 0 RECONIMENTATIONS FOR REVISIONS OF PERFORMANCE DESCRIPTIONS IT.s tteb. -d So..d Cheo.el

Task 051-191-1005 De,,ribe CPR procedures.

Task 198-236-1090 Task descriptio doe,, n, direct, addres tIuer.o. StO.a .1- th, oldier ,ill
._ . FhtI he does . d ho. he dohe It.

Tds '33-971-3000 Too g mn akl, ae pr.edures more ,t ific.

Task 341-508-4113 Tim, t0 dcco.plih -k .1uld b, hngd irott 2 minte, t,, 3 minute- f

skill lovel IoId,'-.
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mc7Io a: NICORUMIA M.IS FOR REIVUHS OF IRM AMID IXALUE ISuR.sW - Im~

Change tee "systems enginering of training" to "ineesuofien.1 systems development of trainings."

Inclue uoen soldlere in illua.tration 2-B.

SEOTION FV USEFUL PARTS Io t. ee 0-4 -mes eteti st- . no,-d,-snn~ nn

1. Oee LO-mioste 35 ma slid, prertation demonratiog Installation of che tal rotor gear bo-

2. One set of transparencies demestrating thr ma intenanc operational check of the ma In transmi-1io

3. Student hand-u describing procedures for troubieshooting the main trasmission cil system.

4. Leesre script entitied Components and Trosbionhooning P-rodnen. explaining the
reiatinhips betwer the omponents at the main trannsmission oti system and the
preedo res for trobleshooting the syte-.

S. Studrnt outlie describing the components of the main transmission oii systnem.

6. Set of schemtic.I 3 -n aii~desddonsrating procdedur for inspec ting the main tc- nion1 ,il

syste. forcntr e vtIce .4h damage.
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ISD 1.4 Analyze Existing Courses

TASK LISTING SNEET

NO ~ F J- G ...e Gt1.,Va 9/25/78

MOS BEING ANALNZED

COURSE BEING RIEVIEWE3 J

CeteTt.Basf Fi-o Aid f.r S.1,d1..s C--O N AHS 263

App vthe olIFe-aignetrs

IobiniitEr fatrt,J..TIrt-n

PeTf, I first Ald ft stci std,.

Appl, :1r.t .id -- I., b born.

Apr!.... vp netiv .....re t. orloeimetir inisrie,.
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from blocks 4 and 5

w ,0. FtI RAwt*o'Od alnaivo..t I-e b.' Moipiald by

30w .1 S oCdo w.dw.IMwd Ow.M o1. w00TRADOC P-w 35830. Ib..N,- -o. I.,
IMflnCboo"i Syste. a Ooponw (IPISOI Pb. I
Aniyo.b. f-I ~0.d wv5.

. BloIm , 1,1 m,113) The ou.ol 1,0 job a0
(00OOM a -luht~l~ya h IIDsm

t to block 8
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from blocks 6 and 7

011-11 III 1., 11 11 * 751 blod wrqn th. _ h I., op'p~Oo r.m.
,OAP-611h 11 D Pao 61 1 OccrrpaUoMCn o io. t, dtt,.CoIo

o T Oos.tOM Pr-odM by DA Por 2l I2o. OKorb.. 1977 BA P-o 6111 -~,,y

For f-rI., dr. hon

to block 9

What iL6 VA Pam 611-12 wt' 6 11-11 and whepe can I 6-Lnd it?

" 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.

* 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.
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N1h,ch Has., W below

0o ruria 
Sb-,]lrS rlari to he MOS Yo,

Are Analyrirrq

to block 10

How do I identify which mitit y zservice has an
occupational 6peciatty sbnita to the one
I 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.
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from block 9

10 _

Ohiv Asoc..r * tor baImlop I, amech W -ooharac -a moofooO go eupbl,ocnepeclc

Servce 90,01 H~o* Count ca00 alo, aol 001.1 5000.er . fll. through 10. MOS or

accupacrona Specnlo1101011
Ee N Fo r aIc,ng 0 f 0.0.10 .ee below

to block 11

Whoat couue cataog-6 cv~e avai&b.e?
9 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

* Navy
1) NAVEDTRA 10500, Catalog of Navy Training Courses

2) NAVEDTRA 10061-AL, List of Training Manuals and Correspondence Courses

9 Marines
1) MCO-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.

C. 14



from block 10

bw tet t th 1,te --nt 1., .1 C.I.e C.1.109 ..od -eodatr t.,-c dweobetl

M-,.. Sheet (CR) tee tetlog wt ee be Kw~ded an the Ciuaot; Ae,. Sheet (CA)

tO ' tot qo.Oof lc .ntq CR Sheet te bt

Whv~e do I ob.tain the Ca.tatog ReviLew (CR) Shea.. and
wha~t iden-ti cation itndoiwaiton 1-.6 needed?

" The Catalog Review Sheet (CR Sheet) is available for duplication in the pocket
at the end of this manual.

" Record on the top of the CR Sheet the following:

- Name/Office Symbol

- Date

" To see a sample of a CR Sheet refer to page C-7.

C. 15



from block 11

~2
Auord Fniizt * Enmgd. w bgW-.
C.UP10 TOOl

fC,.I CR Shell

to block 13

Wha~t doe~s the Caitatog R~eview Shee-t tooka tike when
catatog t~teA have been )teco~ded?

Example:

ISD 1.4 Analyze Ezisting Courses

CATALOG REVIEW SHEET

N.E /Oflo. SVb SFC Jose Gonzaies/ITAD 0.1. 9/25/ 78

CATAI TITLE COURSE NO COURSE TITLEJ

Cotalog of AjE F.-c TE-iMI~g
CourSes

C. 16



from block 12

Id~~t arod a Coor adisifPtons in the C.t 1 a,. 9axamttsmd It tiay astjo ha,
Co. 1inth.,o and WrI~t. to "as. ARMY MOS ith., nionhay and tR. is mdsd ,
T.a1., to, Root nolontans 2 &t 3 so that theyta cat Ib. 0htammn atnd 91mineodm .ntw
Appropiat Coan. E
IXol 2 & 3, CR Sh.tJ * '. bass.

to block 14

Example:

ISD 1.4 Analyze Existing Courses

CATALOG REVIEW SHEET

N.nntOff. SYb.I sFC J.sa Gon~les/TTAD ______ .,9125/7t'

CataO at Air force Tootojog SAZY9O20.0 Aeromedical I/vaca
t

. ,,o ohniri..

J3ABR90230 000 Mtedical Service Specia1lis

J3000R90232 000 operatingO Roam Sperialial

C. 17



from block 13

Nor,, Al

to block 15

C-18



from block 14

Eoono.d 12

Yoo

to block 16

4
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Chock MOS or $chowd

UksrV to Do..o
trot, coon 0. You
trot. An. Cr..d,
rrStir

to block 17

C-20I



from block 16

17
A. All Some courss Tv not be avalable. aMellY

. The Co No Thr produced by o1te service..

How do I obtain couxs 
which ae 

not currentuy avaiable

in the tbrary? 

:

Order these courses through the MOS library, school library, or directly from

the proponent school.

RCn21

Ye.i
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from blocks 17 and 18

COII.U All C-O.ntly / Th. .t Ifw .0,,.., P..
S bm~lutV A-WW.
Cow

to block 20

C-22



from block 19

Course "r' 0"

tO block 25 to block 22

What does the Ca tatog Review Sheet took Like when a couse
ha6 been deZe.ted?

Example:

ISD 1.4 Analyze Existing Courses

CATALOG REVIEW SHEET

Nsne /Off, ENNEOI SFC Jose Gonzales/ITAD _ _ oe 9/25/76

CorI C-IOun 2 Col 3
CATALOG TITLE ;OURSE NO COURSE TITLE

Catalog f Air Force Training ZY902XG Aeromedical Ev cu tion Tech irlan
Course s ABR9 230 000 Medical Service Specialist

3ABR90237 000 Operating Room Specialist

J3AZR90270 001 Medical Service Techniian,
i3AZR90270 002 Medical Service T ech nician -

Vocat o ai Nurse

C.23



from block 20 from block 21

22

K- No Gi
<All Coo 8-.n Ioo

to block 25 to block 23

C-24



from block 20 from block 22

23 2

You F~nd Conduct Job Aualtyvs
An Cooo. Thai An Fo Guidan. a.

;Ate fo You T DOC P.. 35D30MS liI Antiy, Job)

Ye

to block 25

C-25

I

C-25



from blocks 20 and 23
25

DOiim d I..,.iaPr * operly 1 ; d C -ute 11r U wihp tur deuelopmen[ dotumntat-i
(the front trd anlIy$1I vadabil

iriti it Aerto~e 0 Eod guridarrdt , Obtalnitg this doeumentation tee below

Nea- Appioptiot, Co,,: e

to block 26

How do I deternmine i6 cowtse devetopment documentaton
is available?

" Course development documentation may be difficult to locate. However, if the
course was properly developed the information should 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.

"I-2



from blork 25

A Conduct Job Anlonr
no .opnnm Go,

flocurntutron Ao.,Itl, N For (Gu,dmno, -
( I 1 Anlyn. Job)

Yes

to block 28

C-27
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from block 26

28

tfo Each Cotas Hanot dooo .- h. wv...oAntoyto. Soot, 4ECA~A'hoai Shrt (0CA) The ECA Shoot. dthgto.., piovadmartord ofw0.0

Com S oPr Fo. g r n obw ECA Sh.n, -e blow

to block 29

Whete do I get an Ex~iting Corvse Analysis Shee t
(ECA Sheet)?

* The Existing Course Analysis Sheet (ECA) is available for duplication in the
pocket at the back of this manual.

" To see a sample of a completed ECA Sheet refer to page C-8.

C-28



from block 28

Rd ld.t.*idIh on oludE.
InIcn~nooh it Top of Your nle/oeotflce yombol Oa., of Rinorw
ECA Sheet tor Co.,. T.11,

Co.r. Cour- No 0a.e of Coors. Pbonatto
Office SymbolIAUTOVON of Course Auohoris)

for tOUCirn Of ,nfof matOO and an example of ihe form In fo'f. Or 11s
been rf erdd, ee below

to block 30

Whe. do I obtain identification in6ormation and what does
the ECA Sheet look tike when r-ecorded?

Information Required Source(s)

Course Title, Course Number 9 Appropriate catalog

Catalog Title * Catalog cover

Date of Review 0 Date on which you begin course analysis

Date of Course Publication 0 Course or course development documentation

Office Symbol/Autovon of , Course description in catalog or contact with

Course Author(s) proponent school

Example:
ISD 1 4 Analyze Existing Courses

EXISTING COURSE ANALYSIS SHEET
IECA Sheet,

IOEN TIF ICATI ON

Y..' N - Otffc SV-N." SR' I +.'t z l -L,,,IR., + '"

Cooro Trii Or s " At Aid 1 ,''A ld-r

C_.r. o ASS 26J .

Ofrf-.. So- -,,AUTitVON . C-- n,,,,,,,,,, M[iD' __ A
SECTION A FRONT END ANALYSIS IfEAP

4 W,,A,. f+' r' + r- I, ,'m+". ,,0,p, , ,,. .o~.o A ,, ,, ' V'' ' """o'''-2

C-29



from block 29

30

A ro n F on * Oetr I n4 of lt. Mit ml. dotrime. t a0no, and Pftrl noMn ate

ECA irt nwtoa,1y tt. am . r a tam e FsonW-End Arelym a otrducedahec F'n or Nc ds * For a tortr etFianatron and pradnce rn entawang Ouantron t.we Meow

to block 31

How do I detemine the answe' to Quetion 1?

" 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

C-30



from block 30 1
3 Aimos, o.i.,o. 2 on* O.tron 2 as it on-,,, , ... nd ob ,,ot, .dtoo

ICA Ska., son o . .... . .... job W or, an e st ing job , oi st of .x.nse
"Ik yeso NO 0u05 of job dit o, I, .w job

aA =po..... . Fo a iutho, exo n soi p oao o atO .n| Ooaoo,o 2. sa, 2 4. 101

to block 32

I

How do I deteumne the answer to Question 2? .

* This information concerning the original job analysis should be part of the
Audit Trail, listed under the data collection plan.

" 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.

C-31



from block 31

Aosa.,t uo 3 on . Qomst.o 3 sks I ,tsks rare ao ,yzd accorn IMothe, step petwtero, s .
ECA Shut condstions. cuan andumndls
Ch.rk Vs or No..

Appr opp, F 6 0 ,ns,"-t . 1 ,3 u

to block 33

How do I deteAm tne the answeA to Quieton 3?

" 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.)

" 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.)

* If the tasks are topic-oriented there will 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



from block 32

Anwer, aucti"" 4on nauston 4 aeskS t the Selh1nn of Mriki y k$ b0sed on pneolly the same
E CA Shot 0 l a used by yor comnnd in c wkiA u l. tnron
Check Yetor tNo aa
Apmnonir. * For a turter *aplflation and g.ldano. n ans-i1.9 0uf-ion 4,ne . elo.

to block 34IL

How do I determine the answer to Quetion 4?

" 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
c) 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.

" 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.

I
II

C-33
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from block 33

34

tnccpable

Nop

35

SLast Coo sYou Y. Gon
Have C urse Oeviopoment Block

No

to block 36

C-34 i



from block 34

ObtaIn T k, ty tt, Tak ListWi S t. s u.d 1. d o e d Ie te1 s th u MI U n pr1-4t

•FOr pildente t obeamnng the Task listing Ste see belowC

to block 37 4

i

Whee do I get a Task Listing Sheet?

e The Task Listing Sheet is available for duplication in the pocket at the back of
this manuall.

* To see an example of a completed Task Listing Sheet, refer to page C-37.

C.35



from block 16

37

Rev., CorasCanten Fe, guidanlce in hliflg o#ut Ith. Task Listing Shoesn,se beow

Riin StteeWlo.Ind Fi,,ll ,T.k O t ls

to block 38

What i.6 the purpose of filWing out the Task Listing Sheet?

0 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 I complete the Task L ting Sheet?

1) Fill in identification information at the top:

* Your name/office symbol
* Date
* MOS being analyzed

- MOS
- Skill Level

* Course being reviewed

- Course Title

- Course Number

2) List all tasks included in the course being reviewed.

3) Place a check (/ ) in the column labeled "Not relevant" opposite any task
that you consider is not relevant to your MOS.

C.36



What does the Taxed Li&zting Sheet tookz Zike ajtVL it hcu
been jL1tLed out?

Example:

ISD 1.4 Analyze Existing Courses

TASK LISTING SHEET

Yon, N-nffi.bS soIc SEC Jose Coasca D-, 9/25/78

MISS BEING ANALVZED

MISS 128 SI.1 L-1e I

COURSE BEI G REVIEWED

C-~t T,1. Basic First Aid for Soldiers COO,. No IS 263

Apply the foor life-ving meatsures.

Perform first aid for sp ciai ,uosd,.

Apply first aid e.....re, for barns.

Apply prevcntive meanorro to red,, er stc injurIes.

Appls tirst aid f, ,audaches.

C-.37



trom block 37

to block 39

Why and how shoutd a juAy o4 experts veijy/altteA
the tas6k list?

" 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."

i

I
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from block 38

S39
1, Task L-11 N

Now Atooptable

40 4

to block 42

C.30



from block 39

r ~ ~ h lis- * th of is~ks faughthi fl , w wllW pfI o,,de ,np., to thes jobh ,tysts

to block 43

C-403



from block 42

43

CA 5 ... * QU. SIO . . ... ........ . ....... ... .

-~ ~ ~ ~ ~ -l 1* $o,.,?ei pi~cu .dod.cen.,
0

,g U,,,,, so be,.

to block 44

How do I answeA Quetiion 5?

* 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. If 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) 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.

2) 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.

3) If the task is "field strip an M203 Grenade Launcher under night condi-
tions, 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.

* If the majority of performance descriptions are really unacceptable you should
reject the whole course.

C-4 1



from block 43

Vl "No

La. Any, Uno IFn * -Eowg -h opl." Coors, 1unacnatabl.
e1 Cours ~inSat]on F do. to ponor ormaeCe descro. oloMM
01 ECA Shat pans oh, -ray b. osful

aFor eoample o potanwtrllyu rt.t 0t1ans
coun. s b" owC

to block 46

How do I detemine and list potentially ueful
pa t of this cowrs6e?

- 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 doe" the ECA Sheet Zook like when SectiLon F
i" completed?

Example:

SECTION F. USEFUL PARTS (Lot ." Mt W r should - - -Inrsra I un

I O e O -minute 35 -n. slide pre not.ti-o d-nstrat_ li t n ai 'itin of Che tall rotor year box.

2. One let of trarrparenninu deanst-r .ri th-* enanse.'ieraiorlai check ,f Iho ain

tranumi,,In 1i system.

1, S udent hand- de,.riblnog pr-cdun-, h r r,,r ,.I1-h It rh main transtnn ion oil borne.

- Lec u-rn :, r pr ir ' i d "Copne n W Trubiv.io, ting Procedures.' explainlrr th,, nlatiionshp
betneen th.cm. rt ho0a,f l tr'I, i n ,, , .y re, and the roedur-!r tr-uhleshoirinp

i. Se t ttut i , , quietd erm,, mp -- d-, 1-.re inr l Ii ln, he atill r.n ioin oil

C-42 t o n t, , . 0 e dt r eh
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from blocks 44 and 55

Do
Any 09 thre

orriic am',i ret
re00 al.r R qror

No

47

Fil inSerro Do *In Section O the laest mili require moths,
ECA.1, S.re hin , ofrre iormbhroe descriptons-

listed, Suomed chanes t rb, Md. by J
course developmient re also recordled

is For noernl. e below,

to block 48

Example:

11 ii loerer docorr-i. -1W.rrr. , ~ o ue ~,~o
SECTIDON 0: RECOhA50ATtONS FOR REVIrSIONS OF PERFORMANCE DESCRIPTIONS l~aak niosiber ond Ikig..rd Chanel

Task 051-091-1005 Describe CPR procedures.

Task 198-236-1090 Task descr-iption does not directly adores: use,.o~ State what the
soldier wrill see, wrhat he does, and howh deo it

Tiank 233-971-3000 Too general. maake procedures more specific.

Tosk 341-508-4113 Tin, to oc.-rp li-h task shoruld be chaged iron 2 mnutes t10
3 tioutn for kil11 love

0 
1 soldiers.

C-43



from blocks 46 and 47

48.Ou, A~ts 
t 

6x On .i w s tsm,n oodOy in 5 coun. - e *.s ..w fo, tho
EGA Sho MOS in oCh thtoy woId tw -n dd to, . -,.n
CMOo Y n ot Nou t * tiO n Sod w0ioo0oI in 1onloWinl ~ola1 G Som , W0 5.W

to block 49

How do I dete i-ne the an6weA to Quetion 6?
* 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.

C4

J

C-44j



from block 48

Lotttt Suftte Reruc nScicSrucooael6anait o

in Section E on E nrae ie Com more aptuopriat. to tr, MOS
Sheor further epilnation and gu.dnc. ee below

to block 51

How do I indicate needed revions in examples
and teuninology?

t Make a list of all inappropriate terms and/or examples. Opposite each inappro-
priate term/example record your suggested change in Section 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 took Zike when Section E

i. completed?

Example:

I TIOW tu AII IIIENTAT1OaII FOU NEVtIeOquI OP TERMS AND IEXAWPLES ttagiae. Oterapt

Chsfnge tem "aySef engineering o craining" to " ntructto t sayst devnelatatrt o crEtn .' "

Include roen soldiersn io iustration 2-8.

C.45



from blocks 49 and 50

AtsOson I on * floa t so7 U I titj o 14 oog149(- ~ 0, Kath. OnIt not1& "01 #MIO a
pI, 09 coro lopmwt documnauton, chKk "No"

Chook Nio n tNMMo.0 11w 1

to block 52

How do I deteumne i6 vatidation documentation

4z acceptabZe?
" 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.

i

C-46
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~.,.o~ryr~tm~s m~m AIM.

from block 51

OWd Yo. Y.e

With 'No-

53 

NN

Did
Yo Y k.

Recomewoton Ye,
to. Rewio- n Sectronh

0Sof E

54

Suboit Coors gid ECA * Courts MWo kg vat~ted Jt docomos
Sheet to P.M.oo Swoon. -omate.
'.e tot Coodoorim V.1,4
Io Tials to habite or .Cours.-n be ie.tidted df o-9o- diat
Reoglidate Couri . ois opt~ble Or .1 Cetemio -o.l .re -We

-Thi , tya. asdou-metd on the E CA Sheer.
Zil shr Coors. Oeoopeiet toer dusiction

of tOwl

to block 55
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from blocks 53 and 54

Roord Coonl Soabilir/ . Coulrsesll oltich h .boon validated 4ie ao l, to o rriocl in fir. CMISMfOr flltllnci in CM/SM J o ulllll~lllnidI~lll,!blo

F.r frhr w*Otifrlfo ad ai~danr -. below

to block 56

How do I dete1'nne whetheA cowue iz sui0bte Jor
reference in CommandeA's Manual or Sotdi[' s Manual?

" 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 I record that the couue -6 suitabte Jot
reference in Commandev's Manual and
Soldier'se. ManuaZ?

" 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)

" If not suitable for use as a reference print across top of Task Listing Sheet,
"NOT SUITABLE FOR REFERENCE FOR CM/SM"

C-48



What does the Tak Lis6ting Sheet took Zike afteA
I have recorded that the co se s .6 utable 6or
use a,6 a e6erence in the Commander's and
SotdieA'.6 Manual?

Example:

RE Fz eNC E /Poi c1-/sy
ISD 1.4 Analyze Existing Courses

TASK LISTING SHEET

Y- N--Ofle Sy o SFC Jose Ca 9/25/78

MOS BEING ANALYZED

MOS 12B S01 L-e 1

COURSE BEING REVIEWED

Coo11 To
e  

Basic First Aid for Soldiers C..,,, N. ARS 263

Not l

C-49



from block 55

Hlo All No Iotos the Iasl course vou have0t0 OMlo'

A.lI.d Gzck

to block 57

C-50
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from block 56

Sobn,r task L~at.ng Shnoa Task L114.9 Sheets 1te b.4tot16 t. Job A.,na~,o S."'..~ tot the,,as
to Job Analyssi intstnn, I ) ob and task Analysts and 2) the Tra-n1n Mata-alsRtesm Sect,on
and ECA Shets to Cootse at CM'SM

Dmnstoonsaot *ECA Sheets artobmitted to phs-orna sponsble fat Re,,-eoobee Eoottnq
M.tst,al nCows, Osostopment

to block 58

C.5 I



from block 57

Si 1 An • During lheanalysS 0 oati~ g courSes ntOnnathOn

loriat,On I0r ma have been obtained that wold be UWtul to
Indiatluat Working n I.rsn ootkng -4 , ehers n the ISD oo

No

ecnd Cornrol on * Comri nts ore rocurded and submitted 0

ISD COORDINATION pprope p"atonl)
SHEr T For Wuithe g idance , tee belo

I

What is the impotance o6 prepaing comments for people
wor&kng in otheA steps oj the instrctionat systems
development proces? How do I recoxd 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.

I

I

I

I

I



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

9 A copy of the ISD COORDINATION SHEET can be found in the back of this manual.
Make sufficint copies to enable you to send one to every individual you
wish to conmunicate with-plus copies for your records.

* Complete the ISD CORDINATION 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 iqclude both the masculine and feminine gender. Any
exceptions to this usage will be so noted.
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ISD 1.5 Select Instructional Setting
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from block 1 or 2
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at is tde 9nArctional Seaingfs o4 ad af aoe?

* 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.

* 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?

ri-s
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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
easily forgotten)

(5) Does task require considerable theoretical knowledge?

(6) Must the task be performed immediately on entry to the job?

(7) Is the task a prerequisite for learning to perform other school
trained tasks? j

(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?

(12) Can the task be learned with very little supervision?

(13) Does the soldier's schedule allow sufficient time for independent
study?

D-6
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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.

Step 4. Administrative review and final selection of instructional setting. j
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.

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).

D-7



Table D-8

ISD 1.5 Select Instructional Setting

INSTRUCTIONAL SETTING RECORDING SHEET

teasI ITook ID Numbers

Skill Luwi /

C'ilerion fo High

Pefac Took*~ _ ~ '.K

T x~**,*A ~
__4 'X7 ~XN_

SK

0

Potreo PotforurrIng .~ C) ' - - '

SW .

SELF STUD,,. '
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Table D-9

Reverse Side of Instructional Setting Recording Sheet

TASK REASON FOR CHANGING
ID NUMBER INITIAL INSTRUCTIONAL SETTING

D.9



from blocks 4 and 5

IlTas. elected No ANl tasks selected tot stinong galoped by
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Yes Guidance ts, Obini a List of tasks Weatd to, trining; should
Preptaring List of Selected be a...table as output lom ;SO 1 2 Select
Tasks Task/Funon

0 It Procedues to, elcliig tasks were Oct
complete, go to Job Ais Descriptive
Authcflng Flosechaite ISO 1 2 Select Tasks
It; Trann

. When list has been obtained retuil to
Manual, ISO 15 Select Instiumroal
Sassing. Block 6. page S-10

to block 8

D- 10



from blocks 6 and 7
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to block 10
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*The instructional setting will often determine both the location and manner in
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.

0.1
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Table D-12

Description of Instructional Settings

Supervised On-The-Job
Institution (INST) Training (SOJT) Self-Study

Training conducted at TRADOC Training conducted at the Training administered during
resident schools and includes: soldier's unit individuals own time, usually

at the soldier's unit and includes:OSUT One Station Unit Self-teaching exportable
PNCOC Primary Noncom- packages (STEP)

missioned Officer Training Extension Courses

Course Job Performance Aids

BNCOC - Basic Noqcom- Study Guides

missioned Officer Correspondence Courses
Course Films, tapes, etc.

ANCOC - Advanced Noncom-
missioned Officer
Course

Training always conducted under Training supervised by best Little supervision required
supervision of qualified qualified NCOs in unit
instructors

D-12



Table D-13

Advantages and Disadvantages of Three Instructional Settings

Instructional Setting Advantages Disadvantages

Usually best setting for training Lack of real world environment
common skill level tasks or
tasks that are performed by High cost of soldier's housing
large percentage of soldiers in and travel

INSTITUTION the MOS/skill level

Time is spent away from job
Sophisticated training resource assignment
and expertise available

Effective for training tasks that May tie up unit's equipment and
can be learned faster or better thus equipment may not be avail-

SUPERVISED with hands-on experience able for operational use
ON-THE-JOB

TRAINING Soldier contributes to unit's May overburden supervisors
! mission while learning

Reduces time available in unit for

operational requirements

Effective for training tasks If study occurs during normal

whicf can) be learned without duty hours, this type of training
an instructor or where little may reduce time available in unit

SELF-STUDY supervision is required for operational requirements
/I

Can be accomplished at May require soldier to devote
trainee's convenience considerable off-duty time to

3study

D- 13



from blocks 8 and 9
10

Oburln Inetrcctonal If truotOo l settnltd lOn ar recorded on the InstrtuctOou
Settins Rordg Settn; Recordrr f1b..t (ISR). The ISR Sheet, therefore. prooides en
Sbeet, (iSpI hrerorrosr record of these deca-or and the D.,5 f., ech

0 For gu.dance In obtarning ISR Sheets, twe below

to block 11

stee.~t/ Settigs R £4et (175R)?

* 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.



from block 10
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to block 12

76'e e atio do 7 ned 4d wc 4 do 9 get a?

e The following information it 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 Source(s) Remarks

MOS and Skill Level designation 0 Supervisor 0 Excellent source

* AR 611-1 (for a new MOS) 0 Excellent source.

Critical Tasks and 0 Output from ISD 1.2 0 Excellent source.
Identifying Numbers Select Tasks/Functions

* Output from ISD 1.3 0 Excellent source.
Construct Job Performance
Measures

0 Soldiers Manual 0 Excellent source if already
prepared

Continued
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Information Required Source(s) Remarks

Duty Position * Output from ISO 1.2 0 Excellent source if list of
Designations Select Tasks/Functions tasks selected for training were

broken out by duty position.

" Output from ISD 1.3 * Excellent source if completed.
Construct Job Performance
Measures

" AR 611 series for existing 0 Excellent source.
jobs

- AR611-101 (Officer
Personnel)

- AR611-112 (Warrant J
Officer Personnel)

- AR611-201 (Enlisted
Personnel)

* Check with individuals who 0 Good source
developed the job identifi-
cation. For a new MOS

only.

* Soldiers Manual 0 Fair source

" TOE/MTOE/TDA's S Fair source.

Continued
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Information Required Source(s) Remarks

Tasks Performed in each 0 Output from ISD 1.2 0 Excellent source if list of
Duty Position Select Tasks/Functions tasks selected for training

was broken out by duty posi-
tion.

* Field Survey 0 Excellent source if time

permits. See
Resource Manual

* Output from ISD 1.3 i Fair source.

Construct Job Performance
Measures

* CODAP Group Summary 0 Excellent source. See
Report Resource Manual

* Panel of recent incumbents * Fair source. See
Resource Manual

* Soldiers Manual * Excellent source if tasks were
broken out by duty position

* Panel of Subject Matter * Use only if above sources
Experts are not available

* Your own judgment * Use only as a last resort

Continued
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Information Required Source(s) Remarks

Percentage of Soldiers in 0 CODAP Group Summary 0 Excellent source. See
Skill Level Performing Report Resource Manual
Each Task

* Field Survey 0 Excellent source if time
permits. See

Resource Manual

* Panel of recent incumbents 0 Fair source. See
Resource Manual

* Panel of Subject 0 Use only if above sources
Matter Experts are not available

* Your own judgment • Use only as a last resort

D-18
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from block I1I

12

Record r ISA 5~ur * ADS cod .S i t ISA Sheet page nunibin .1. recorded on
MOS Codall ISA Sheets
Sloll L~oel *For,~u o f r e q 01ud Wronnarot, ae Manual PL~eo 0 20 hnt, 5 23

to block 13

Example

ISD 1.5 Select Instructional Setting

INSTRUCTIONAL SETTING RECORDING SHEET

Tao 10 Numbers
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from block 12

13 odOOYPc~~n Octy PO~t-Ofl $~ kill 1" .l.itS ,oc ..d o~, th. bfuud.ng
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to black 14

WW 4e du de ISM" de4.4~

Example Ppo Pp

ISD 1.5 Select Instructional Setting

INSTRUCTIONAL SETTING RECORDING SHEET

uos Too -D - TaaWnmbers -----

Skilll /M
Criterion for H~igh
Performance Took %--

AyzS1ro - 3

11 - I---

D-20
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from block 13

14

hoard Tak tdetufRo. * Record the rdonwtrctpon number showsnt on the critrcal tak litng
lion Nont t on ISA (e.g 05 1 f 1.33 71 tur each of the crot tap en the Iifr I"e
Tst Ln Aah sa Atte a copy ot the jectcab toln to the ISR Stet to pt in

the -d41ifr1aton of f1. tak, the numben refr to.

- Em01 See wo

to block 15

2aedo" e 9$R 4AW ted t" 4#"e

Page of Pages

Example ISD 1.5 Select Instructional Setting

INSTRUCTIONAL SETTING RECORDING SHEET

MOS ________ Task 10 Ngaimbeevp II •

Skill Level .. - . -.
Criterion for High <,. q " 1 ,j . ;i "I 'i % .it.
Performeance Task...(... . ! " -21

I. .- l , *-1I

_ _.. . . -. . . . .
I  

lI.-
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from block 14

Record Tasks Pertorrnd * For gusdance it recording task petomance h each doty po-ron
in Cac uty Po0l5O we below

to block 16

449d 40 # 7 ""44Mea qV tde &a U es *W

* 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

MOS 4__ Task i Numbers

Skill LVel

F ~Criterion~ fo H.Vh
Perfmance Task _ _ IT 7 ? ? K

K Av

4~ T

__ -- ~~---- - ~

44
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from block 15

111-rd o' ISR Shee or I. ah k tthe ISR Shelf. the P.-I otfl W." h .1N. It. Wttte Pecent o Soldiers leve who perform the talk recorded
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ferorm Each Task a The errl soldaire s a Pitllev erformng each asks one Crterron for

ft - -J FO gu'datct 'idettrsmrnng and recrding the percentlpertcrrtmgeach taskTtee . telaas

to block 17

WOW4e de &Wwe l cd ld

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 ony1 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.
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" If the percent of soldiers in the skill level who perform each task has already been
recorded in ISD Block 1.2, copy the information from that source.

" 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: 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.

Step 2: Identify the percent performing from data.

Step 3: Record percent performing under the task on the line labeled
PERCENT PERFORMING.

Step 4: Examine next task listed on ISR Sheet and repeat Steps 1 thru 4.
When all tasks have been examined proceed to Step 5.

Step 5: Are there any tasks for which you do not have percent performing
data recorded? If no, proceed to block 17, Job Aids: Descriptive
Authoring Flowcharts (page D-6). If yes, follow the steps shown in
Procedure B.

DD-24 I



- Procedure B. When Panel of recent job incumbents or panel of subject matter
experts are used as data source.

Step 1: Examine first task for which percent performing data have not been
recorded.

Step 2: Arrive at consensus opinion within panel as to an approximation of
the percent of soldiers who perform the task.

Step 3: Record estimated percent performing the task on the line labeled
PERCENT PERFORMING.

Step 4: 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.

Step 5: 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).
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e Sources of information:

- Check with your supervisor. Your installation may have already established a
certain percentage as the criterion 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.

704w d4 6ec7 tee4 peue4ntu erdtea/on ar

* Refer to ISR Sheet

* 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

W103 Task 1 Numbers

Ilkill LevelII

Peformance Task 4 ' r ' "' ( ! " - t -:

• ' e t "lo - X _ _ ( t t ! ,r, x. . <- , ) 2 27 ; ?! ]--
')< >< <

__ _._" ,. 2
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24
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to block 25

0Steps to follow:

- Step 1: Check the task against each duty position listed on ISR Sheet.

- Step 2: Is task performed in all duty positions? (i.e., Is there an "X"
recorded for each duty position?)

- Step 3: Enter a "Y" (yes) or "IN" (no) as appropriate under the task in
question 1 row.

0.30
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from block 24

2Ask Werrorio2 W IS41 * Quilarion 2 d*Iglrng i tak should be daotifid a a 'Irishofo,,mo task".
SeinS. Flaooti y- or 1Ptwttt.- ftltosIeld in block 17.1

N"1. , AweptijU - I., tuftt.t assid-O in .- .- ltion 2. ers below.

to block 26

*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 "0Y" or "N" as appropriate under the task in question 2 row.

Example

-28 7n 2 -91 75 1s 6 -S Q6 S-6Y 4- - -' 3 -3 2

4) High Task Reteention?

51 Hgh Thteoy Content?

6) Neud for Immediate Performan~ce?

7) Ptreeoateits for seek selected for schoot?
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to block 28

W/4aC fc4&4 3 41if 44ar

*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 prety 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.

je;4ad(~ ~cd..3?

*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

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.

5o4 a4d 0" 46 Wd my a w0 te rccdt# 3?

9 Procedure

- Record a "Y" or "N" as appropriate under the task in question 3 row of the
ISR Sheet.

Example

IV

Pm@ esfit PSW9~A 7 7 -F-4 q5 18' 7.5 .95 0/ 7 SQ 50 11 .2 1.20 140 35- -S 2.z a 5
,,co.. s,,,..,. ,y y Yy y y y /V V/ 1// 4/ 1 / V/ 4/1/ V/

2 Hih Peformance. uk AI IV v y y y Al Y ' Iv A/ A/ AfV/ V M V A 4/ /VM

31 Training Requ.femwnts Hjiily S-mdw? Y Y / At A I

41 Hig Tu& Rettin- --
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from block 27

As unst-o t on SRI o Quarion 4 askn I onfo training torea task would be rememntrd until ft
Stee Rnond Y' or task is performed in he feld

N' a.pioirutte. e For, a furher explanaion an guidance n answerinog question 4, see beow

to block 29

2'4t jiet1rs are/n'o/ved /n a / q tas

t e 4c&& wi// st/ ere em" erd y e time tdeso~i/e# Avs to pe drm e tasi on te job?

* 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.

* In answering question 4 consider the above factors plus any others you think
may affect task retention.
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0Procedure

- 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."

Example

Polment Performing (<9 Y-_ ,Tj7 i' ;'o ' 2 o ,

11 Com-eo Sk,1l Level Task'

2) High PeW,onne Task? Y, Al Y V V /V 4/

3) Tr-n Requ-tements Hiqhlv Si,lao'
- -I Y V

041 Irqfr Task RV-teot, 1n'

5) High' Theory uontlit'

61 Need f.,noed~t Pertorronce' I

7) Pfereguste for task sreleCted for sChool'

81 Equvrreneta,.tes Unvove to Stchool.t-

91 Eriup-eet Ava.lable at U,,, 0 ~ -

10) Sopii-ose Ava,4.Wle at Uoo'

11l lere to Train Avaio li,..

D-36



from block 28

,4

SIf%V,T IFLS .A INS11TI h N 5.,,.r,., t r' ,,,t,

5A ,

A ~ .-,

to block 33

Vhat des the ISR 44t look lie for t 4a 4 ent assigned le*

Example V

4' Hjrt Task Rel-st ,' , VA

4 ... . . . . . .

1SI Neas S ,sC, a5 .A p,, , t L cs,

p-- A-ssn' F at~ ,,~, 5 t, cI

'5,0*, ss" Az;77-I at-,t

1, T.m Io T, rf Av-abh- at U,.?'

12. L1.51. 1 s ,oeo' Requ ed'

13 T,e to Study Assla bts/

141 Le-1n EquIP s n E.pota ,1'

-INSTITUTION ~ \'I

SOJT

SFLF STUDY

D37
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from block 29

33 - _ _
Ask nustrOna 5- on * Questions 58 5r 10e llto-orlo Questions
SR saser Rhod t t High theuryc oneoty
"" or 'N to, Each a Need to, mmediate pediiomanoeo

r*ntiotruhla trainrng?

- Equryyisnt~taoitr ot t11 raining Wnty a.b.01e in the nstrtutonet seting'

Fo, haolhor, e.p0to andguodao ei n ~entg qutonsh, a.bt ow

to block 34

" Question 5: High Theory Content?

- Is there a considerable amount of theory to be taught with this task?

" Question 6: Immediate 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?
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deatswc are av'aie to 4 em
anwei4g oesatoA 5 tr 8?

9 Sources of information for these questions are:

Question 5: High Theory Content?

- Output 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
theoretical 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)

IIQuestion 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.
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Question 7: Prerequisite for task selected for school?

-Re~view of' other tasks already assigned to resident school setting.

Question 8: Equipment/Facilities Unique to School?

- (Check [raining Manuals, task description etc. to dleterminle training
equipment requirements. Suirvey field supervisors to determinle if
training equtiplment is available inl field Units.

- Panel of' Recent Job Supervisors- (Ise in con~uflctiun with 'Training Mlanuals..
Jobd Performance Mleasulres. etc. (See Resource Manual fur guidance inl
selec-(ting p~anel.

'~w aud "g4u -do -7 e i'dm
(0CA lee f "4u4 5 (a~

e Fonr each q uestio'i (5 thr bi)S record a "Y" or "N"' as appropriate under the
task and inl the appinopriidt, (ILle~tion row.

Example



from block 33
34

0 lfne, on. goennion wvas answered yes al"Yet
oMoo Yes branchrs to be like,

IFAnsrn lank 1nrtra-hy -to 0Plat, a, X" under the I Sk rn the noo, labeled

:.NSTIIUTlONsALm INSTITUTIO h Rretnbo.lrtyr a lo rrt1

Laoorona Selrs neog~mnI aod man be changed later

Ai Tanks an Yes Go to
Esa:mrnet - ok)

Irr me arTas likin he next lank on I.nto S 11 r d to .- H

stnr Inmri ql.

Amo'k-

to block 381

7v'4e des ede #7.5, 4eet I. de a4ea aiff a~iasom

IV A

V. V< I/ V. A/ V V IV V I

61 Ned fo lmm~atePe~0.41-



from block 34

AskZu essons on S tle~n 91help e, m- nq s the he can be- ld nh lty

S R S h e e t R e o a " Yt o S O J T (S p et l s e d o n t h e - o b a n g )

to N I1.,. han The questons asked a:5e Supurv~s~on asslable 51 unI'

- - - - .T m to Itaun va ilble wa n ?
ao fullher eoplana n and . dance n o s e-n q fionf, 9 11P stee beam

to block 39

7W'at d. ,,a9 dim lme?

" Question 9: Equipment Available at Unit?

- Is the equipment required for individual training of this task in the unit
available at most units?

" Question 10: Supervision Available at Unit?

- Are personnel with the necessary expertise available at most units to conduct
the training for this task?

" 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?
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'1

Wha so4ces au availae to hl in 'e a ing
questions 9 thru 11?

9 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)

- 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)
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~ace~~49 td4MII

0For each question (9 thru 11) record a "Y" or *'N" as appropriate Linder the
task and in the appropriate question row.

Example

6) Na to, Inmmed~at. Pe,fo-,mc'

7, P-,,,o~te f-, tasik slected to, schoo,'

8Eq. omen Fachte, Unnue 1, School?

qEq..pmen A-al0,Ie mt U,,!

11t T-t to Tan Avalhe a Uo.tt' -,

7,t C.-ft Supe-vsot Requre0 ...

131 T-t to Studv AvaIablef ?. . . . . . . . . . . . .

41 LesonEq.p-et ExPottabtef

INTITUTION
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from block 38

aee Not" that ALL quarrd mat be ancacered Y"
ALL -orrasrn Tee tot a tYee" branh to be Ilke,,
19,11 A-ted

No 40

Asero Tak Iniralit IQ Place an X' ode, the enk o thei, labeled
uJT In.....ronel SOJT bropetocad an the job tamiong)

be change lat.,
Eoamil. bee blt-

41

Al Tak Bee > e OtEcerored - lack

No

42

Fcrn .. earII. Talk eTak 9 the ntt tack on the ISP Sheet tou dr. mtn,
egarn neth 4intrbn

Blck I

to block 43

(a4deced dee 175, 4d .eto £097? ~e l a#rev

Example

4o Tin

.1.0.5



from block 39
43

Al u 0rnior 12-14 on * Ou..urons 12 14 help in determining wether the ink sbouid be finally
SheSbet. Record aafrphed to. f lf thodv IflbtimOnbI setting

Ar forE.h 14 Th. quatiom asked at.Apped;n-i tl m ennltrarr rg id
-Tier. tomitudy mailable
- Inon.qiptreirt exportable?

ra For.a further axylarratron and guidanceint anateeg hunrons 12.14.

to block 4

W~a 4.~~c~at12 eS6a /4 W"i47?

to Questo 12: Little Supervision Required?

-Can this task be learned with very little supervision? (i.e., Can the soldier
learn the task through self-study?)

* Question 13: Time to Study Available?

- Does the soldier's schedule allow sufficient time for independent study?

a 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.
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s %ees eatde ava tl& to4 'a ia
fac4u"4 lef ra 14?

0 Sources of information for these questions are:

Question 12: Little Supervision Required?

- Output 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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Question 14: Lessons/ Equipment Exportable?

- Check with Course Development Personnel.

- Panel of Subject Matter Experts. Fair source. (See Resource Manual

for guidance in selecting panel)

- Your own judgment. Use only if other sources are not available.

cad &4~e dO, I 4Ct6d "u a#44e'444a.
r"a4&twd /2 dm~ 14?

* For each question (12 thru 14) record a "Y" or "N" as appropriate under the
task and in the appropriate question row.

Example

_0 _ -, -"--'---4 at~ U-

I i
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from block 43

5 - . * Note that ALL qst,os -not be aoswsels Y
ALL aoesbore to, es b-ch~ to b, take,,
1i 12 14) Anss2.

No

Sel S,2 .....o, SL TO l - h ... M

Astore Takt ]~,,ally so s ~ *P all o x, .11e teask ,tbs sa~ n
Selts Sg~ assotnyonot S ."d 515 ht,rnosn 1-, -

*Esopoe See he'low

46

Att Tasks Been Yes, Gn tn
orannrd - Soc

5 52

47

N- Tsalk Nesta IsE Ik tbn tt k bI ISR lI,, t ;

Stok

to block 48

W1'4r dmd (de *25 &Get 64, &14e & d t4t4fta a4"ac
&~ a Sdj-S,644 4Wweec4t

Example

I I To- to ests Ae dabl at U,,q /VA/ I IV IV A .,



from blocks 43 and 47

48 .

L-mpoaIl Lea., T6 1I" 1.0 I et, nllv f Dan IWllullolal. SOJT si Wf

Unr411gllq Sr In.,rUa,,una sent.g Tempotdyyou Willv,, i the Ink u n d

I -lack W lnook, n¢l 11 1.eaalnned and ,nsttucoal
ln ocsynnn to Dol1 be ne

49

All Tas Bs SO., l
koa, ~ 9os

V.20

to block 50
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from block 49

50
An. UnfsVmd tests we those tithe teflporarty tell

Titer AMY NO o 00 cissed in block 48
Uitrtspd Ts OWS

Yeo

51

Ts.

to block 52
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from block 51
542

T ts * Inasuitocttao thetask hias tIlNOT been initially
More Thin One NSo Msed to an ifltUCtionS astilg. it iswneesay to

'.N.. =aj~wReCoded te.aii-ailu the itnswetO to tosm Pmenuivly aseaed
to, Ovesivosquestions, SOJT " te000Sdeed in block, 543 thto ISc

911 1fitis drtetened that SOJT indeend onsotable as
an insatrutional serttng, ths tas, will be tialuated

Y. ftot asxgonot to anotttet instructional selling,

53__

Be-valat 
I'" Jd- 

* Ontton 
with 

"N" eaionse a s te-exaned 
and torthe 

ri. niChneto pY" ifostiat tun is -dt uitoal tesponos - nasaitrgunai
iFeasthla 100010 h-a breen "1" 011N').

a F or a further explirnhtion and guidance see belon,

54

14AL Anored

Aasiugt Task Initiall 1 to Race an "X' ondet the tsk
S TJ inatiuctional tn tbe tOw labeled SOJT.

-2 Sallno Remember this wa nly an

intial rrtnen and Oa

be gbo d latet.
w Eaanole: See Manual.

546

All Unsanatgnd I-Ye
Tals Bean Block)

5ExamineNt nassiegned Usn th: fleat task on the

Tard, ISh teet yo. w-11 st
it h qustian I

Black

to block 58

2'4e 4"U * 9esxa4se I '7e-eoa4&f de 41" w~
W44 to ae~~u" 9, 10,611

0At 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.
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p7/dW tld &,4e" do *7 W6 a d4age em "If" i -1 4/ "
ecwaw 9.y /0. dn It?

0 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 6"Y" 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

7) Prerqc.cte for ta~k selected 1.o,ch0 O-1 - - - - - - -

0) Ewveriet/Facdltae Un~q., to School? 4/~ Vt v~ A L' / V 1  
', / 4

V ___V

Ill T-l, to Train Available at Un't)

12) Lttle S.,pe-von R toted? -

13) T-e~ to Studv Avao).ble7 I

14 Lemsn/Equepnitnt ~Eporta.)
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from block 52 and 54

!namucl a ttw u n o NOTr ae. rattiilltily ndTher Vn n-nluct,"a ft. lt . - ourv ..oiielitit
Moue lhin On, - No Irh' tosm oleipertulse dqett

59

Bt, evaloal "N' . a. .'nrn h NIC rpoee r- -- ~n d iad Wirttoe
Jodqrnt and Chee netge lrot nu . 1 ~d repine.p - enikWn.1

V I' F-bale i l b Y M.

.fore alurtre explanillux and puirdtca M 60lo

-o

No 61

A yu~ Tank lnr,el P lee. rrX" ondn tht. t.0
Sell "'vd ln1"t.ilI a h rwlbld SELF

-Sirrnno STUDY. Reererlrathrer
nly nen ll ineeo .m
naly be chrard later

pap 55

62

Har,
All lloe-qe DoSn1tk, . e fenr Blink

63 N

Soirrr, .ell U naoared
lik

Block

to block 64

7%' aU 0 7 es4&&e $7 w-o&x de 0 "T d~

av4dea4 "eUt 12, 13, " 14?

0 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.

D-54



We sad Seu do, *7 tee4 a eia jwm "It" to 4f'

e Follow thes~e steps for ret or(ifg a change from "N'' to "Y."

-Step 1: Frase the "N'' response

- Step 2: Enter a " Y- response

- Step 3: Circle thet -N"') response as an indication that this response
wasd peviu CIL recorded as an "N."- You and 'or your supervisor
may w~ant to paN pairticular attention to this task when YoLI are
rev~iew~ing the initial instructional setting assignments.

Example

I I- T- t " - li ,,

- INSTITUTION

-SELF STUDY - 1, ' .
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from block 58 and 60

I:tSTITUIIONeAL bcarceaI se, derns-nsd finitally) that a, SOil 0, witlstuds Ifstnuct-aen
Insu-ti al Setting. etlIng 4eerit apprograte Rtememnber. INiS is only an rntial aserfnment and

-aV betlnellt.

65

All Urwaid N

Y.t

Eeam l ,ne ee Uncengred Us 9 the neat lack on the ISR Sheet Voc wl l ca,i
leek again with qireelin I

to block 67

V4t de4 d~e 19SR deer tt,' 4&6e am aw4 adf

Example
jV /J / IV Al / A/ , A/~ I,' ILA ,

61 Need f., lrermndaee Pettr r vt 4,cILI .V

Sch-t...

V

10P Su,-o -~r Aea,I~,ic. a dl Lrr'

111 T-rt tm Trait A attbll at U,4 1  I i , I,

12i 1-41ttl Scc.eer,ro Rea-ied
1

13) Tre t. Stud, Acatlable'~ t

141 SeetnbqcpEtm.w egoratlet
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from block 66

67

R.-,, ALL Talk:. *Al0t.4h$poul tal 000la ltltoa 40
Ifl

n
t I4

l 0 
Aligeto 0 *xinfd 0 dtemne 4this clasidct,on is the best isltuct-fal

sht
9  

4 4h* at tn9 to, I the task,

to block 68

W7t 4ae o& de7 eaddad Sea 97 w-e*za4eae de fad4

* 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.

" 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 instrictional setting for the task.
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from block 67

to Che p This

69

fr Itcold it.Both the plioiiiii i oIo,onts att n d this

Ai o S 0 Fot 9u~di~s In lotisig 05 Ilt~t~lse tting.

70 _

Docuiinn Reait tot I Th. tek Id not st d l te snO fot ltnesths
Cto ot wwst h o sgtuional tliog to SOJT or Sll-Study is receded
Sotng on Book Ot sO kXIk of ISO Sheet

IS'R Sheet E xtple See M no.l. pege 0-S9.

to block 71

'a'.. ~ m9 'w~d e aea eacf4.aa d4&"4~ "

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 you
and/or your supervisor to easily determine that the initial instruc-
tional setting was changed from INSTITUTION to SOJT or
SELF-STUDY.
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"Wt4t da de *2SR 44aea &S ie fr4 t446 dawed

£eq- S&4 eaaua"I aadof ?
EXAMPLE

Porcen.

1) Common Skill Level Task
1

Highrqf Performance Task)

31 Trainingq Requiremrents f,qrlV S- n1aO 1

41 Highr Talk Retentiorr'

S1r Tfe,eo Conenrt?

6) Need for Imrmediate Performance? I

7tPerarlt for task selected for chco'

91 Euopeet Available at Unt'

I I Tie, to Tra,. Aeawfable at Un.t0 -

12)v Litl Suenso -.- __ -. -

131 Time to Study Avarlabie'- - - - - --7-.-----

14 qu-o-wnt Elirponar e

INSTITUTIO



';?Vo da 97 4oeat oa e 4d~. tde 9SR d4et ide wcaaa

& ~ eda 94g (4 a4?e~a 4t~

Example

TS REASON FOR CHANGING --

ID NMBERINITIAL INSTRUCTIONAL SETTING

7 1, __ _
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from block 68 and 70
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" 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.

" 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.

o 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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SProcedure 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 () 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
Self-Study.
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" 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.

" 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?

- 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.

If you decide that a Self-Study instructional setting is unsuitable, review all of the ques-
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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0 Procedure to use in recording new instructional setting:

-Step 1: Record an "X" under the task in the INSTITUTION or SOJT row.

-Step 2: Circle the (si) 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 INSTI~TUTION to SOJT or SELF-STUDY.
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* 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.
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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

TO THE APPROPRIATE PEOPLE SO THAT REVISIONS CAN BE
MADE TO EFFECT IMPROVEMENT IN THE END PRODUCT.
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In your research for this step of the Instru tional 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 appropriate people.

REMEMBER, COMMUNICATION WITHIN THE INSTRUCTIONAL SYSTEMS
DEVELOPMENT PROCESS IS CRITICAL FOR EFFECTIVE INSTRUC-
TIONAL DEVELOPMENT

* 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 communicate with-plus copies for your records.

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).

D.69

4'



STAOI M& 20

4..A, Task.. I-0..4.

R , IS R S-, a o.Si

ME Ttaa
Na< -d

YLan 0-41 ItnSo-

"T,~uiO Y. 23 W

kOJ~kARa. Uo ,oa,k I t~.

I. Sa

lion Efot DIEN > -

7-E Et.4. "UM I 1

7 tOar -f Ion Nn S W n Ao I

300' Ln in 30145

YSol1 4 0410

I20

Oara.a 4 InitciOONRa~id iks rio~. 3

21H 0.04 Y

'. A.1 1 I

4>504' 5fla,,n

D-70 ~4 0140

.41494 .pi,,.,4 00A A



I----Il

I BI

WIG. WL sot

43 
U-9,'cld, Ilk 67

VW',

-

All .. 8- c ~ G

42 
3

207



T.

TTh.

Y~No

[I ~ enbat. Lon

nnol~O~Al) 0 O~pme

B'. 
Goee

N.ALA,,ev.o'

N'.R
7 0

crT~t 00 lm ll ~anooe eet oaego6
5227 T.1oiOoa 1- .1

he 1GB Sh,

OasBe lock B'2
E-a~o 67

No
67 

7
T., Oto-ALL Tooks R--,. AL:I ot-

Go.o
61.1k

'T 
76

Fo he,, Tots T-, - h,
01 1 Nee"d 1. Chanp .~

ononnlA., 7I

699-

0' k

Sheet9 I'Rto l N .sflIs. ooso ti Sts

000.0,l''N I ;Rooto nS

Al heeFGoso]To
-w ILh

D-72



519m

IOD..' C

to I .o :

,.C-I

TAS LIST--

S d Comment on
BOk oORSA SheetI

STO

D-7

Rohint SgR Sheet!:s) to-
So pelvo. o lot Rnv~ew

82 !,

IjnltfuttloOI Selt~ng

81 -

Reord InsI r,,I,otl
Shtt~n m enln l ot
Cool Tosk o CRITICAL
TASB LIST

Any - O

ltIntol
Antn SInR d . Y

85

STOP

0.73


