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BSTRACT

This resource guide for the use of job aids
("how-to-do=-it" quidance) for activities identified in the first
phase of the Instructional Systems Development Model (ISD) contains
2n introduction to the use of job aids, as well as descriptive
avthoring flowcharts for Blocks I.2 through I.5. The introiduction
includes definitions: descriptions of classification systems and
flowchart symbols: instructions for using the Job Aid Manual: a
description of the Job Aids Resource HManual: an explanation of the
repnrting svysten: information on *he use of field surveys and panels:
and an example of a closed form questionnaire together with the
procedures for its administration. A flowchart is provided for each
of the four activities in Phase I--ANALYZE: (1) selection of tasks
for training, (2) task analvsis. (3) analysis of the existing course,
and (4) selection of instructional setting. (LLS)
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FLOWCHARTS FOR PHASE I-ANALYZE OF THE

ol job aids for

Development

aids were designed and developed for each of the five
21 AMALYZE, DESIGN, DEVELOP, IMPLEMENT, and COWNTROL,

Fach job aid is

omprised of Descriptive Anthoring Flowcha and a Job ALd
Manual which provide specific guidance, mples, and references necessary Lo
produce the product specified by the [SD Block it covers.
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we hope will pern. .
and easilv. We also h@pe th‘},E ’ChE} .'.»111 be equé,llj us,eful to mdwmun,ls at all
experience ievels of the instructional svstems development process. .-

@ Job Aids are intendad to address real needs. Prior to the development of the
JOD Aids, instructional techuology personnel (individuals like yoursell) at tie
U.S. Army Signal Center and the U.S. Army Engineer School were surveyed to
determine specific ISD needs—those areas in -vhich they had th2 greatest need for

assistunce and information. Emphasis was p.aced on satisfying these needs in the
dexelopment of the Job Alids.

o Job Aids use the same classification system for identifying the activities that
mu:i be performed in instructional systems development (ISD) as does
TRADOC Pamphlet 350-30 (Interservice Procedures for Instructional Systems
Development). '

WHAT 1S THE CLASSIFICATION SYSTEM USED IN TRAZ?OC
PAMPHLET 350-30 AND JOB AIDS'? )

e TRADOC Pamphlet 550-30 suggests that instructicnal svstems development be con-
ducted in five phases:
— Analyze
— Design
— Develop
— Implement

— Control

e For tha;é of you who are unfamiliar with TRADOC Pamphlet 350-30 we suggest
vou read the brief description of each phase of the ISD precess as shovwn (o -
Table-1. In the TRADOC Pamphlet each ISD phase is divided into specific
activities called ISD bloc! Table 2 shows these ISD blocks and Table 3 shows
the outcome of each bloc

» 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 ISL Bleck 1.1,
Analyze Job.

M,
. I""‘»J‘




PHASE |
ANALYZE

PHASE Ii
DESIGN

- PHASE Il

DEVELP

PHASE IV
!MPLEM:N’!’

 PHASE V
CONTROL

ERIC

Aruitoxt provided by Eic:

. Instru
conducting instruction. instructional naterials are selected or developed and tried out. When

Table 1

FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVELOPMENT (1SD)

THE FIVE PHASES AR

Inputs, processes, and outputs in Phase | are all based on job information. An inventory of iab
- tasks is compiled and divided into Two groups: tasks not selecred for instruction and tasks
selected for instruction. Performance standards for tasks selected for instruetion are determined
Ly nterview or observation at job sites and verified by subject martter experts. The analysis of
existing €ourse documentation is done to determine if all or portions of the anaiysis phase and
other phases have already been done by semeone else folléwing the {SD guidelines. As a final
analysis phase step, the list of tasks mlecteqd for instruetion is analyzed for the most suitable
instructional setting for each task,

Eegmﬁmg with Phase |1 the ISD model is cgncerneﬂ with designing instruction using the job
analysis information from Phase |, The first ‘siep is the conversion of : task selected for

trmnmg intg a terminal learnlﬁg objective, Each termlnal learning objective is then analyzed to

determine learning objectives and learning steps necessary for masiery of the terminal learmng

objective, Tests are designed to match the learning objectives. A sample of students is tested 10

insure that therr entry behaviors match the lavel of learning analysis. Finaily, a sequence of
nstruction 15 designed tor the learning abjectives.

The inftructional development phase begins with the ‘classification of learning objectives by
learning category so as to identify learning guidelines necessary for optimurn learning to take
place. Determining how instruction is 10 be packaged and pressisted to the student-is
sccomplished through a media selection pracess which 1akes into account such factors as
category -and guideline, media characteristics, training setting eriteria, and costs.
ional management plans are developed to aliogcate and maﬁ& all_resources for

materials have been validated on the basis of empinical data obtained from groups of typical
students, the course is ready for implementation.

#

Staff training 15 required for the implementaton of the instructional management pian and the-
instruction. Some key personnei myst be trained to be managers in the specified managemant
‘plan. The instructional statf must be trained to conduct the instruction and collect evaluative
data on all of the instructional components, At the comgletion ot each instructional cycle,
management staff should be able to use the collected information to improve the instructional
system,

Evaluation and revision of instruction zre carried out by personnei who preferably are neither
the instructional designers nor the managers of the course under study. The first activity
{internal &valuation) is the analysis of learner performance in the course to determine inst
of deficient or irrelevant instruction. The evaluation team then suggests solutions for the
problems. In the axternal evaluation, personnel assess job task performance on the job to
determine the actual performance of course graduates and other job incumbents. All collected
data, internal and extamal, can be used a5 Quality zamrgl on iNstrugtion and as input to any
phase of the system for revision.

L]



ISD BLOCKS IN EACH OF THE FIVE ISD PHASES
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THE OUTCOMES OF THE BLOCKS ARE:

.1.. . alist of tasks performed in a particular job,

ha

. alist of tasks selected for training.
. ajob performance measure for each fask selected for instruction.

3
I 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 seiected for instruction.

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

[

. test itermns to measure gach learning objective.

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

.4 .. the sequencing of all dependent 1asks.

.1... the dassificavon 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.

. the anmalysis of packages of any existing instruction that meets the given
learning objectives.

R
N
L ]

A4 . the development of instruction for all tearning objectives where existing
materials are not available,

.5 field tested and revised instructional materials.

.1... dacuments containing information on time, space, student and instructional
glv resources, and staff trained to eonduct the instruction.
.2 .. a completed cycle of instruction with information needed to improve it far
the succeeding cycle.

n instructional effectiveness.

[l

1... data
V .2. .. dataon job performance in the field.
3

_wnstructianal system revised on basis of empirical data.

o

o B
il
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WHAT SOURCES OF INFORMATION WERE USED IN THE
DEVELOPMENT OF JOB AIDS?

® Job Aids are not just a re-hash of TRADOC Pamphlet 350-30. We use the
same classification systera 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 techriology 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 cher sources of information would
include the following types: '

— TRADOC Circulars
«— DA Pamphlets

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

— Army Research Institute Documentsg

~ HumRRO publications

— Other military and civilian agencies

Kl
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WHAT JOB ATDS ARE PRESENTLY AVATLABLE AND WHAT DO
THEY CONSIST OF?
o There are thirteen Job Aids presently available. Each Job Aid is comprised
of two decuments. 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 ti.e product.

¢ Another important part of the Job Aids package is of course the document
you are presently reading, Introduction to the Use of Job Aids and Job
Aid Resource Manual, . v
© The specific Job Aids available are: (Flowchart Manual and Job Aids Manual
for each),
— Jcb Aid for Select:ing Tasks for Training (ISD 1.2)
— Job Aid fcr Conducting Task Analysis (ISD 1.3)
— Job Aid for Analyzing Existing Courses (ISD 1.4)
= Job Ajd for Selectg%g Instructional Settings (ISD 1.5)
— Job Ajd for Develgﬁing Objectives (ISD 11.1)
— Job Ajd for Developing Tests (ISD II.2) -
— Job Aid for Describing Entry Behavior (ISD I1.3)
— Job Aid for Determining Sequence and Structure (ISD I1.4)
— Job Aid for Specifying Learning Events and Activities (ISD III.1)
— Job Aid for Specifying Instructional Management Plan and Delivery
System (ISD III1.2)
— Job Aid for Review and Selection of Existing Materials (ISD IIIB)
— Job Aid for Developing Instruction (ISD 11.4)
— Job Aid for Validating Instruction (ISD II1.5)




WHAT ARE THE MAIN PARTS OF THE FLOWCHART MANUAL?
® 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 numbeﬁng system

© For a complete description of each of the main parts of the Flowchart Manual
-see the pages that follow. :
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WHAT FLOWCHART SYMBOLS ARE USED IN THE FLOWCHART MANUAL?

e Flowchart Symbois

— Only five symbols are used in the Flowchart Manual. These symbols and the
mstmctmns 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 yvou will find it a very useful
centrol docm-nent 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,

I YT )| Manual Symbol  — Indicates that you are to refer to
. the Job Aid Manual {or specific

additional guidance or instruction
shown in the symbol, :

o Rectangle Symbol — Indicates an activity that must be

performed but dues not require

specific additional g‘uldance 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?

e Each flowchart symbol except the Decision Symbol contains a brief statement
of the activity that you are to perform. If this activity requires the completion
of part of a Worksheet the specific part of the Worksheei 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 vour answer.

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

¢ The supplementa] information that is located beside most of the flowchart symbols
serves the following purposes:

— Provides 2 more complete description of the steps or activities that must be
performed in the ISD Rlock 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 indicutes 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 1S THE FLOWCHART BLOCK AND PAGE NUMBERING SYSTEM?
@ The flowchart block and page numbering system is as follows:
— Flowchart blecks are numbe;éd so that they can be easily referred to.

- = The page numbers in each of the 13 Flowchart Manyals 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 Mantal pages go from B-1 to B-15.) This same page numbering system
is also used in the Job Aid Manuals. '

&
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HOW DO T USE THE JOB ATD 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.

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

— Completed, or partially completed examples of Worksheets

WHAT 1S THE PURPOSE UF 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 paftial E;WEhEﬁ at
the.top of the Job Aid Manual page. You are to remain working with the Job

Aid Manual until you come to another partial flowchart. Then retum to the
Flowchart Manual. . :

, , , < , ,
e 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. '

o
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WHAT 1S THE PURPOSE OF THE QUESTIONS WRITTEN IN SCRIPT
" THAT APPEAR ON SOME PAGES OF THE JOB ATD MANUAL?

e The qﬁestions written in script are our way of teiling 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 performad

WHAT 1S THE PURPOSE OF THE COMPLETED OR PARTIALLY
COMPLETED EXAMPLES OF WORKSHEETS?

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

® Whenever you are required to make an entry on a Worksheet an example of that
type of entry will be shown in the Joh Aid Manual and will usually be cireled 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. .

LD B
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WHAT

DUES THIS ALL MEAN AND WHAT DO 1' DO NOW?

In this In;mducﬁan we havé atﬁémpt *d to explain the following:

— What Jéb Aids. are

= The classification system (ISD Phases and Blocks) used in the Job Aids
ESDQ:?ES of information used.in the development of Job Aids -
— Job Aids presently available

— A description of Flowchart Manuals ¢

i

— A description of Job Aid Manuals

Fiowchart Manual now. You will be referred to specific pages in the Resource
Manual (the remainder of this doéument) as you need the information contained
in them. Do not attempt to read the-Resource Manual now.

If you feel that you have an adequate understanding of the above, return to the

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 bacl _round 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. :

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

These sources incl: 1¢ such things 2s:
@ Technical Manuals
2 Fi'd Lanuals
@ Army Regulations
& Circulars and Phamplets
o Programs of Instruction
¢ Soldier’s Manti. s

o Previous Task Lists

e Reports from outside agencies, i.e., Army Research Institute, HumRRO,
and other military and civilian resean:h argamzamons

e Intérnal Research Reports

e Tables of Organization and Equipment and Tables of Distributicy and
Allowances

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

o CODAP (Comprehensive Occupational Data Analysis Programs)

e Field Surveys »

e Panels of Experts 7 g’

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

F



o

Jh

a

Perdonane,

P



O

ERIC

Aruitoxt provided by Eic:

WHAT 1S CODAP?

To provide personnel managers and training rﬂ%
needed for job and task anaw:x:, tmz Deputx ﬁxef

'grg with the reliable job data
for P‘E‘rggjﬂé‘l has selected the
: (Lul“k’“ﬂlkﬂ;n&

Tor proc¢ cess ﬁg‘ reporting, and anal-
men Ire &ng 0o DAP is eyrrently being psed by
| the Orces Lo suppm‘t theg oecupatidngg survey and job analysis efforts.

This auto:: ted ¢.id systemn provides informarion 0 sych areas as: guties and tasks
>erformed by job and duty incumbents; types of ¢d4ipmept, t00ls and vehicles ysed

and maintained; special skillz and knowledge which H‘xus.. pe met b} job incumbents:

quality and quantity of training received or rsgiired: phygical and mental demangde; and

special items pertaining to personal and job “gckgrolingd information work envirgnment

and job satisfaction.

W
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WHEN SHOULD CODAP REPORTS BE USED?

Whenever data has already been prepared by CODFP it shouyyy bt Yseq ip ?fé’fefenge
to scnool concucted surveys in order to prevent duplicgrion of eftort: QADpap b# the
capability of supplying all your data needs. It is the regPODsibility. of 80k 2y Do,
school to initially provide the Army Occupational Survey Frogram A The put it Muge
have to supply your job analysis neads, and 2250 to deyeloP 3 joh aﬁglysis plan wﬁlrh
allows sufficient time to access the necessary data. )

Of particular use in job analysis are Group Summgar¥ Rép@m The Job Aid®
suggest that you obtain these reports for documenting such infory i as: a5k
performed in each duty position (ask for GPSUM6 report for }’Dur'fﬂD ), ang pefNtag,
of soldiers in the skill level performing each task (ask for GPSUM z,f Siven S:gfflél&zat‘f
lead time CODAP can also make up special reports to pgevide ray; -5 07 task sele®1On
factors such as, time to train OJE, consequences of inadeduate péﬁ}:jfmahgei and PfOba.
bility of emergency performance (ask for FACSUM repgrt). -

HOW ARE CODAP REPORTS OBTAINED?

-, In order to obtain CODAP data you should first check With 0 SUperyicor © See i
the information you need has already been accessed. 1If it has po W7t 5.

Commander

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

2641 Eisenhower Avenue
Alexandra, VA 22311

or call:
325-9272/9493 (AUTOVON 221-9279/9493)

Allow at least three weeks for the reports to arrive 4t your Sehéji{’l—-’ The pect ™y
lead time could be much longer if you are requesting special infah;ﬂgﬁ‘?i? which C} <P
has not yet collected, It is recommended that you obtgin the twb'éfﬁc?al guides frog
MILPERCEN: the US Army Military Occupational Dat; Bank, ap o Us Ay O%cup,.
tional Survey Program. o o

|

‘ (

"*Keep in mind that these percentages are based on the peyetime Cond; gﬂp‘ in Which Eﬁ,]dif‘—'s, are
pfese%iﬂ}' being surveyed. Adjustments should be made for comypat tasks t T

|
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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 Occupationa] Survey Program, only it is conducted by instructional development
personnel within an Army service school.

The use of guestionnaires permits the job analysis tean: 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 personnei 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 returmned.

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 collaction 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 cbtain permission from MILPERCEN in
accordance with the guidelines in AR 660-46. :

ERIC
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HOW 1S A FIELD SURVEY QUESTTONNATIRE DESIGNED?
& Types of Questionnaires

There are two types of questionnaires, the closed form and the open form. We
est using the closed form, which contains 2 lst of powible items 1o be selected or
bianks 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 aiternative,
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 returncd. The process of tabulating and sum-
marizing responses is simpler and less time consuming than with an open form guestionnaire,
Machine tabulation and computer dnalysis of the completed forms are practical when a

lorze number of gquestionnaires is used.

A properly designed ciosed 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, Scptemnber 1967.

Jacobs, T.0. Developing questionnaire items: how to do it well. Human
Resources Research Organization (HumRRO), 300 North Washington Street,
Alexandria, Virginia 22314. ’

PR
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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
shiould consider the total data requirement for the trammg revelopment process. These
data reguirements should be predetermined in the job analysis plan so that as much in
mation as possible can be obtained in a a single questmnnalre 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 Séldiér to rapidly scan groups of tasks.not performed and then pro-

WHAT TYPE OF INSTRUCTIONS FOR COMPLETING AND
ADMINISTERING THE QUESTIONNAIRES SHOULD BE PREPARED?
; After the formal field survey qugsticnna‘ir'és have been written, the inétructicns for
completing and administering the queatmr‘mau‘es should be prepared. These 1'15truq:t1cms

should include:

¢ For the usa: — an introduction explaining the purpose and
importance of participating in the field .  vey,

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

e For the p oject officer — general instructions regarding responsibilities.

(When quegtxannaire 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.

26
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HOW 1S A SURVEY SAMPLE SELECTED?

You are now ready to select organizations and individuals to provide vou with the
needed job data. The complex ity 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 vou need to collect. This will strongly
mnfleence the make-up and size of your sample. if the compiexity and amount of required
datd are greatr, the number of organizations and individuals interviewed will increase. As

@ general rule, your survey szmple should be as large as possible. This is particularly true
if you do nopt 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 emplovees, members of

vour job analysls team, or your field represeniatives who will conduct the survey will be
requil‘a; Lo obtain data upon which to base choices for your survey,

¢ In selecting UNITS for sampling. vou should select units that:
1. have at Jeast a small number of job holders and supervisors who do the
parcit‘ular jnb to he malvzed Preférabl\ vou should c,hoo:e some units

I;ge numbeﬁ.

s

I

il

- are geographicaily 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 analyvzed
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.

f'jhp-
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HOW 1S A QUESTIONNAIRE SURVEY CONDUCTED?

2 Trial Run (Validation of Instrumeants)

Before sending out the total number of guestic~naires you intend using, vou may
wisn o send out a small number. This will permit you 1o 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 :otal number of questionnaires required.

e Group Administration
The ideai way .o edrmmstef questmnn;ﬂres is g’reup ecgmmlstretxeﬁ Where the

the fellemﬁg
— 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
irﬂpreeﬁeal In these eeees, it is sometimes effective to eend the questiennmres te a

Ce:eful ettentmn should be pead to the metructmns for eﬂmm;stretmn 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 te 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 retum? Less and less confidence can be expected with each
reduction in the percentage returned. - What can you do if you are not satisfied with the
percentage of returns of the questionnaires? We suggest you try the following:

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

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

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-
vmers vﬁll have to deelde how fnueh ehaﬁce ym, are “'ilijng te take thet '

_]Qb as 11; ree.Lly exlsts

28
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WHAT IS A PANEL OF EXPERTS?

’ith this method a group of personnel, selected for their experience and knowledge
of th: JDbi i: rought together to confer about the required job analysis data. Panels may
e made up cf one or more of the follc}wing types of members:

5 - - e mm T0s
L} . TOU OLHVeETD Sk

-

I

These are per%cnmél found at your school who are acknowledged exper:s
in the tasks, dutv positions or MOS you are anzalyzing, They may be
fcund sfnang Lo structots or IS*) Ijér_@ﬂﬂ&l ﬁhg hold the MOS. SMEs

2y Job Incumbe ents

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 i:.

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 schcal Therefore, personnel from other locations
may have to be used.

30 D




WHEN 1S A PANEL USED?

Panels of experts are a good alternz:c data source when:
— CODAP is not available
— time and funds are inadequate for conducting a fisld survey
— the type of information required can be reliably previded by a small group

\
;\

WHEN ARE SUBJ:CT MATTER EXPERTS USED?

With this method, a group of highly experienced personne] 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 efféctiveness is in evaluating
and making decisions about job data that have been collected from other sources by
other means.

WHEN ARE RECENT JOB INCUMBENTS AND/OR SUPERVISORS USED?

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

HOW 1S A PANEL ASSEMBLED?

The panel is a relatively inexpensive and easy approach to collecting data, Three to
seven persons is the number recommended to make up the panel. Whenever possible, you
want panel members to be representative of different locations and types of units in the
field. While many experts may be available within your school it is critical that their
views be-balanced by those of persons serving presently or recently in the field. If all of
the panel members come from schools, there may be a tendency for the outcome to reflect
what exists in training rather than what actually exists on the job.,

R
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L " JOB INVENTORY
{DUTY-TASK LIST) .-

921 X0MZ2X0

V' Chwek taski you perlorm now (ﬁ

2. Add any 1asks vou do now which are not listed,

3. In the "Time Spent” co

umin, rate checked ("W | tasks on Dime 3pent in your

preent job

VERY MUCH BELDOW AVERAGE 4 -
"2 . BELOW AVERAGE L
3 - SLIGHTLY BELOW AVERAGE ‘ 6 -

i ABOUT AVERAGE
SLIGHTLY ABOVE AVERAGE

ABOVE AVERAGE

7 -

VERY MUCH ABOVE
AVERAGE '

C. FITTING AND MAINTAINING LIFE AAFTS AND FRESERVERS '

——— —

CHECK IF

TIME SPENT
DOING THESE
TASKS 1N,
PRESENT JOB

12, Make #fitvies on or revew User Cartificstion Labs forme (AFTO Eomm 2n

1. Cloan Iifs pressrvers B Bl T o
i 2. Ciesn life ratna T T T ;3 o
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JOB INVENTORY I ) L
B {DUTY.TASK ngT:l
; ] —

1 Check taiks you periarm now (ﬁ

2. Add anv tasks you do now which are not histed.

. 1n the " Time Spent” column, rate checked [V ) tasks on DMe yBEnt in your present job.

Tirne Spent Scale | : ) :
VERY MUCH BELOW AVERAGE 4 - ABOUT AVERAGE
BELOW AVERAGE

7 - VERY WMLUCH AROVE
" . AVERAGE

& = SLIGHTLY ABOVE AVERAGE VERAG

SLIGHTLY BELOW AVERAGE €& - ABOVE AVERAGE .

[N
i "

= S & .
CHECK IF | TIME SPENT
£. FITTING AND MAINTAINING LIFE RAFTS AND FRESERVERS (CONTINUED) : DONE iV | [:0ING THESE

. PRESENT TASKS IN
- Jos PRESENT JOB

. RAsfili CO3 eylinoers

22, Send life raft comprennd gas cylincan 10 othar sguncies for tast, refil, & svection a3

23, Swors life refn of life prassrven "

T\F A TASK THAT YOU PERFORM IS NOT LISTED ANYWHERE IN THE ENTIRE LIST, - T
\WRITE IT IN THE BLANK SPACES BELOW.

L . 3
3 _ —
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Appendix B

ADMIN!STRATIVE PROCEDURES
| FOR |
'CLOSED FORM QUESTIONNAIRE

Introduction (for user of questignhaire)

N o=

General Instructions (for user of duestianngjre)
General Instructions (for project otficer) '

>

Specific Instructions for Administéring Quegtionnaire
(for project officer when questignnaif® is agministereq
in a controlled environment.’ ,

S
1)
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TO: USER OF QUESTIONNAIRE

INTRODUCTION

TO THE NONCOMMISSIONED OFFICER:

This questionnaire is part of a field survey designed to ideny#y ks for pilitary
police training. Its specific purpose is to obtain fron, yOU, the N0 Rmissione® tticer,
information on tarck criticality and frequency of perfyymance Fégdbétfk gained T°m
this questionnaire will play a major part in redesigning the Ngnf_\é’ﬂjmls‘aigﬁeﬁ' officer
Advanced Education System. The ultimate goal is to design trajniff 5 that jt 767 0ot
what we have learned from you in the field. This gog) i POssible oY with you huy
cooperation. Consider each task listed in this questigpnaire careryll¥ A0 give yOUT begt
response. Your contribution is essential to a successfyl Survey )

— . : *w
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TO: USER OF QUESTIONNAIRE

et

PJ\

GENERAL INSTRUCTIONS

Complete this survey questiéﬂnai:é; within the time specified by your unit project
officer and retumn it to him upon completion.

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

Part 11 requi.res" thst yc:m sup’ply biograph;cal infﬁrmation T*ns infannatmn will be
pro\nded on the apprgpnate suﬁey questmnnaue page

In the upper right corner of each page of Part III, Task Inventory, of this survev
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
BDDI{LET‘ NUMRBER block on each page of the Task Inventor}* as demonstrated in
the example.

EXAMPLE:

= — e —

BOOKLET NUMEER

_.
~
w
-

B
L
4
o0

17

0
" (000345) i 0o 1
0

L%}
Wi
| l“:
o
o
~d
o0
Lrn T ]

Pa:t III, Task Inventory, is divided into nine (9) separate sections (Sections Ian{)

. The content of these sections concerns tasks you may perform in your present duty

assignment. You are askec 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 vour 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.

2,




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 peﬁnrmanpe 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 thase tasks which you never perform.

¢. Column C requires that you déscﬁbe in your opinion, how important each
task is to mission success. The criterion for this rating is the importance of
the task ta the accamphshmem of the umt mission, Thnse tasks that m

thnse ta@ks that you cﬂnsnder least important wﬂl 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 demcnst.rated 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

7.  After each section of Part III, Task Inventory, is a Write-In Section. These write-in
sections are provided in order that you may comment on each task inventory section,
or list any task(s) you think should be included in the Task Inveatory. These sections
also allow you to comment on.those tasks that you find are the most difficul. for
‘you to perform.

40
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TO: PROJECT OFFICER . S

GENERAL INSTRUCT DH PROJECT OFFICER

1.  General. Thé Military Police School is cwrrently 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

Project Officer Instructions

a

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 respcnslble for the control and handling
: of questionnaires, for the adminjstration of the questionnaires, and for returning
eompletéd and unused questionnaires to the Military Police School.

c. Quest:onnsu‘e 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 Questmnnaues

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

b.  Supervisor Questionnaire. The supervisor questmnnmre is programmed to pro-

vide feedback on task criticality, probability of deficient performance, and the
frequency with which each task is performed.




g3

E.Mi

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’,) .

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 Questminmre Supervisors selected as respondents for this ques-
tionnaire will be allowed to sign for the questionnaire and take it with them.

They will complete the questionnaire and return it to the project officer within
. a time frame he specifies. This time frame must be compatible with the
suspense date to the Military Police School.

Questionnaire Handlmg Questionnaires and answer sheets become FOR OFFICIAL
USE ONLY when campleted For ease of accounting, each questionnaire and its

accompanying answer sheets are numbered. All questionnaires must be returned to-
the Militsry Police Schaal whether they are used or mst Instructicns fer returning

If ygu have any pxoblems or quest;gns, cant.agt (NDTE, Gwe name Or names,
address; and telephone number).
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TO: PROJECT OFFICER ADMINISTEHING QUESTIONNAIRE IN A CONTROLLED
ENVIRONMENT

ADMINISTERING THE QUESTIONNAIRE

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

A-2. Instructions, The questionnaire administrator will present the following instructions.
a.. *Is there anyone here who is not working in an M.P. duty position? Is there
anyone here who has not been assigned to their present duties at least 90 days?
If so, please leave at this time.” -

b.  “Will everyone at this time please read the first page in the questmnna;.re which
has been issued to you.”

(Note to the_ administrator: It must be ernphaslzed 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 [irst page to

be read and underline the importance of the questionnaire with the following
_statement.)

““l 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."”

¢. “Turn to Part I, Biographical Information, and answer questions 1-13.
When you have finished, lay your pencil on the desk so 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.)
“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 quéstlonnalre
If you do not have nine answer sheets, raise your hand—] have extra ones.
Use a separate answer sheet for each section. Answer only the number of
questions listed in each and move to the next section and answer sheet. It
is not necessarv to write your name, rank, the date, or course at the top
of the answer sheet. Also, disregard the blocks rnarked 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
instructions. Also, please be sure not to make any stray marks on the
answer sheets. Finally, do not fold the answer sheets.”

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

not call on experience in previous units. This means that if you do not per-
form a particular task in your present unit, you must mark ‘do not perform
* this task’ on your answer sheet.”
h.  “You may begin answering Part III. Remember Section ten, the written
section. When you finish answering all questions, insert your answer
sheets into the questionnaire and tumn them in to me. You may leave
when you are finished. Are there any questions?”

Conclusion. After everyone has taken the questionnaire, ensure that all ques-
tionnaires and answer sheets are accounted for. Collect the pencils provided so
that they may be returned to the Military Police School along with the question-

- naires and answer sheests,

44
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DESCRIPTIVE A.  .ORIN

ISD 1.2 Select Tasks for Tra!nmg_

This is the 1st in a series of ISD Job Aids for use in instructional design and
development. This volume will direct you to specific guidance, examples, and references
'provided in the supplementary manual “ng Aid for Selecting Tasks for Training ISD 1.2.”
1f you do not have the supplementary mar;gal request it from your supervisor,

4y |
Frd
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Aruitoxt provided by Eic:

You Read the

Introduction to the Use.
of Job Aids.
7

Yes

ISD 1.2 Select Tasks for Training

e This introduction provides the user with
instruction on the basic structure of the
Job Aids and guidance for their use.

Introduction to the Use’
of Job Aids

You Used
This Job Aid
Before®

?

Want
to Seean

Overview of the
JDb?Aid

~Ng=—-

Nor

Overview of Task
Selection Job Aid

# Refer to Introduction.

Overview includes;

Goal .
Objectives ;
Major steps in process
Products ;
Worksheets used '

® For detailed overview see Manual,
page A4,



O

ERIC

Aruitoxt provided by Eic:

6

o Task
/ Inventory \\

Available
)

Yes

® Task inventory includes all tasks performed
— - in this skill level.

" Guidance for Obtaining

# Task inventory should be available as output
from 18D 1.1 Analyze Job.

e [f procedures for listing tasks by skill level
were not complete, see persons responsible
for compiling task list.

Task Inventory List

8

Dbtain Critical Task
Identification Sheets
{CTH:

Obtain Informatian
Necessary for Setting
Up CTI Sheet

Record an CTI Sheet:
Date; Page Number,
Name, MOS Code,
Skill Level, Task
Numbers.

Attach Task Inventory

T T & When list has been obtained return to Manual,
J 150 1.2 Select Tasks for Traininy, Block 6,
R page A-11.
! -

Critical task identification and final selectiens are recaorded an the Critical

‘Task Identification Sheet (CTI). The CTI Sheet, therefore, pravides a

documented record for these decisions and the basis for each.

For guidance in ohtaining CTI Sheets, see Manual, page A-12,

3
&7

information #oaded for “setting up” the CTI Sheet includes the following:
— MOS code
— Skill fevel

— Task ID numbers -

Task inventory

For sources of information see Manual, page A-13.

Number each CT1 Sheet (Use as many as necessary to list all the tasks).

Attach a copy of the task inventory to the first CT! Sheet to help you
identify the tasks to which the numbers refer.

e Example: See Manual, page A-14.

Co



1’

Locate First/Next Task
on CTI Sheet

12

Trainiﬁg Been

ISD 1.2 Select Tasks for Training

e This block begins the process of initial selection of tasks for training

e Certain tasks may be pEerrmEd in mare than
one skill level, o

Authorized for This Task
at a Lower Skill
LE%IEI

L2

_—
=
»

Tram DJE and Heznrd‘
Ratingin Row1on . -
CTI Sheet

a

ERIC

Aruitoxt provided by Eic:

® CTI Sheets from lower skill levels are: checked
to determine if training for the task.is authorized
in a lower skill level, (not necessary. if this is
Skill level 1), ) ' s

Record in:
Rows 1 thru 8: — (dash)

® Tasks which are being trained at a lawer -
skill fevel are not considered for training
at this skill level. !

» 14

Row3: N

¢ For purpose and example, see Manual,
page A-16.

B

® Have all tasks been

examined to determine:

— task value (number
in Row 4} or

— if training is authorized
at a lowers¥ill level
{dash i Row 4 and
‘Nin Row 9).

=" Do
All Tasks
Have an Entry in
Row 4 or
Row 9

® Time to Train OJE means: How much tlme [ ‘IEEdEd for the snldner to
learn to perfarm this task without a formal. training program?

& Rating scale located on hmmm of CTI Sheets.
& For further Explanatmn and sources of mfurmatmn see Manual, page A-17.
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Rate Task on
Conseguences ot
Inadequate Performance
and Record Rating in
Row Z on CT) Sheet

Performance and Record
Rating in Row 3 of
CTl Sheet

3 Selection Factor
Hatingsin Row 4

19

Do
All Tasks
Have an Entry

in Roaw 4
?

Has
Your School
Set Single/Total Factor

Canseguences of Inadequate Performance on mission accomplishment and/or
battlefield survival means:

What are the results of inadequate performance in terms of

— wasted time, inefficienty

— destroyed materials/equipment

= loss of lives/injury?

Rating scale located on bottem of CT1 Sheet,

For further explanation and sources of information, see Manual, page A-20.

Probability of Emergency Perfarmance means:
What is the chance that task performance will occur under conditians
requiring instant and effective action with no time for preparation ar
practice? .

Rating scale focated on bottom af CTI Sheets.

For furthér explanation and saum{es of infarmation, see Manual, page A-23.

The ratings of all 3 factors are added together,

Example, see Manual, page A-26.

@ |sthere either a number or 8 dash recorded in Row 47

e Has your school given guidance on what number
ratings are required (both single factor and total
_ factor) to identify a critical task? ) ;

Criteria tor Critical
Tasks
?

Yes

O

ERIC

Aruitoxt provided by Eic:

ALLE =-
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Aruitoxt provided by Eic:

ISD 1.2 Select Tasks for Training

e

7 e .For guidance in setting the selecfion
Selection Factars tactors criteria, see Manual, page A-28.

Criteria

—

' Guidance for Setting

T -

22

Record the Single Facter [
aind Total Factor

{Task Value)

Criteria on CTI Sheet

23 )
Select First/Next Task
on CT| Sheet Which Has
a Numher Recorded

in Aow 4

Do ™.

the Single or ™

o Space has been provided ai upper left carner of CT1 Sheet for
this infarmation.

o Foran example of how the CT] Sheet logks when this information
has been recorded, see Manual, page A-29,

o Now ;hat Rows 1 thru 4 have been filled in for sach task on the
CTI Sheets (disregard those with a dash in Row 4) questions 5
thrLiB on the CT} Sheet are considered.

® Do the 3 ratings add up to, orexcced the
Total Factor (Task Value) Criterion recorded
at the top of the CTI Sheet; or is any single

Total Factors Equal ar

Exceed the Criteria_—~" )
REEDrdEM

factor equal to or greater than the single
factor criterion?

25
Record in: ) e Nin Row 5 means “'na training required”, .
Row &: N g
Row 6: — (dash) o Dashes in EQWS 6,7, 8 mean “does not apply”’.
Row 7: = (dash) e Nin Row 9 means “no training authorized”.
Row 8: — (dash) o - .
Row 9: N o For example, see Manual, page A-31,
\\ )
e lr‘jl
O
A7
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27

Record Y in Row 5

29

1]
Al Tasks
Have an Entiy in
Row 5

26

Do e o Do all tasks have an

Al Tasks = No / Goto N, Y, o1 — (dash) in
Have an Entry in >————  Block Row 57

- Row 5 - \ 23
X\"/‘\o‘% 9 P ff S
~ -
-
Yog

Y in Row & means “yes, training requared

o

L4

Example, sep Manual, page A-32.

No all tasks have an N, Y, or — {(dash)
Go to 7 in Row 57

}

Locate First/Next Task
with a Y in Row &

Determine Similarity of
Task to Other Tasks
Reguiring Training

o Find the first/next task that has a “Y" under ~ in Row 5 = Training Required.

o Determine similarity. of task to other tasks recorded as Y™ in Row b
which do not have an entry in Row 6 on CTI Sheet.

& For further explanation, sce Manual, page A-34.

A'i !
[
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;;‘SIS Iy
Task Similar to ™~

No

Any Other. Task(s) Whigh™
~Reauire(s) Trainin}g;

., ? é"{:
~
[ Yes
33 ~
e T’-a/q |~ T,
,{ Select Group Symbaol l

34

Record Group Symbol
in Row B far This Task
and All Tasks Similar

toit.
KL o

Record Group Symbaol
on Bottom of CT1 Sheet

ERIC

Aruitoxt provided by Eic:

32

———

Record in:

Raw7: Y

Row 6: — (dash)

ISD 1.2 Select Tasks for Training

@ s this task so similar 1o ane or more other tasks
which require training that if the soldier were trained
to perform one of them he could easily perform the
other(s) without additianal formal training?

e — (dash) in Row 6 means
“does not zaply ",

s Y in Row 7 means “yes,
training recommended”.

& For example, see Manual,
page A-35.

e The group symbaol identifies al! tasks within a particular group of

similar tasks.

o Far further explanation and guidance, see Manual, nage A-36.

e Example, see Manual, page A

o For further éxplanatiﬁn and guidance, see Manual, page A-35.
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36

Hecord Task i.D.
Numbers for All Tasks
Assigned With This
Group Symbol

, |

rln Row 6 Circle the j’
Most Representative
Task of the Group Jl

In Rows 7 and 9
Record "N"

In Row 8 Record
- (dash)

38

in Row 7 Record Y
Under the Task you
Circled

a0

Is There
an Entry in Every

No

On the line(s) opposite the Groun Symbo!, rece the task 1.0, number-

for each task in this groun.

For example, see Manual, page A-39.

For further explanation and example, see Manuadl, page A-40.

“N" = No. Training is not recommended for this task because this is not
the most representative task of the group.

Example, see Manual, page A-41.

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

For example, see Manual, page A-42,

o lstherea Y or N or = (dash) in every cell of
Row 6 on each CT! Sheet?

Cell in Row 6
- ?

C



Assemble Alternate
Panel of SME's to

Review CTI Sheet !
T e e ,
43 -

-
" CTI Sheet Require ™

ISD 1.2 Select Tasks for Training

TR

Locate Next Task Which
Does Not Have a Group
Symbuol ar Dash in

Row G

Guto
Bluck
79

& Tho next task is examined for
similarities.

e SME'sventy the selection factor ratings and task similarity judgements.

s Far furth « explanation and guidance, see Manual, page A-44.

¢ Did the pane! of SME’s agree that changes

\ Revision -

X“a 2 ) -
T
e
No

I — should be made?

Revise an Basis of
Consensus View

45

Count Number of Tasks
Recommended for
Traning and Record
“Total an CTI Sheet

O

ERIC

Aruitoxt provided by Eic:

Count all the Y's in Row 7 on each CTI Sheet.
Fill in this tatal on bottom of the first CT1 Sheat:
Number of Tasks Recommended for Training,

Example, see Manual, page A-45,

.

e



Determing if There is a
Limit on the Mumber of
Tasks Autharized for
Training

Number Authorized
for Training
7

Yes

Fill in the Number of
Tasks Which Can Be
Authorized for Training
an CTI Sheet

.
" Munre Tasks Been™

Recommended Than the

e For further information and quidance, see Manual, page A-46.

X
N}

o
=

48

e The number of tasks recommended is
compared with the number suthorized
for training (it there is such a number),
It there is no limit, take the "No” branch.

Record "No Limit" in

‘Space Marked Number

of Tasks Authaorized

= For example, see Manual, page A-47.

Obtain Supervisors
Approval/lnitials on

CT! Shent

ERIC

Aruitoxt provided by Eic:

The number of tasks which can be authorized for
training is filled in the space marked: Number of
Tasks Authaorized, on bottom of CTi Sheet.

e For example, see Manual, page A-48.

CTI Sheets are submitied to supervisor {or appraval of the selections made

thus far.

Supervisors initials should be placed on bottom of CT! Sheet,

For example, see Manual, page A-49.



] " 4;9‘ T
i In Row 8 Fill in
Percent Performing Each ||
Task Recommended for ||
| Traimng in Row 7 i

lore Taske ™

e
o

~ Been Recommended for= 155

Ish 1.2

elect Tasks for Training

o Thisintormation will help organize the list of recommended tasks so that
those performed by the larger numbers of soldiers will be given priority, if
mare tasks have been selected for training than can be autharized,

& Even if all the tasks recommended can be authorized for training, this
sviorringtion will be needud in 130 1.5 Select Instructional Setting for the task.

e For sources and further guidance, see Manual, page A-50.

o The Number of Tasks Recommended and the
Number of Tusks Authorized are compared.

- O

T

Order Tasks
Recommended for
Training by Percent
Perfarming

55

e =,

Identify Recommended
Tasks Which Will Be
Authorized Training
{Critical Tasks)

ERIC

Aruitoxt provided by Eic:

53
In Row 9 Record "Y" e These are critical tasks,
Under Each Task Which R S )
Was Recommentded far e For example, ser Manual, page A-52,
Training in Row 7

e The ID Numbers and Percent Performing each task recommended for training
are recorded on the reverse side of the CTI Sheet from highest performing to
lawest performing.

¢ Ordering task by percent performing he'ps prioritize the list.

e For example, see Manual, page A-53,

For further explanation and guidance, see Manual, page A-55.

e
ﬁ 2

A-13



in Row 9 Fim:urd
Under Each Erntlr;al
Taszk,

Record "N'" Under All

57 ) B

l Obtain Critical Task Tl
! Listing Sheet - !
, Il

58

Y .
- ere
=710 Numbers\

“Recorded on CTI Sheet

Row § is on the front side af the CT1 Shest.

For further explanation and guidance, see Manual, page A-57.

The Critical Task Listing Sheet is the document on which all the tasks
selected for training are recorded, This Critical Task Listing will be passed
on to those working in subsequent |SO Blocks.

For an example of a completed task listing sheet, and guidance in obtaining
the form, see Manual, page A-59,

@ Were numbers assignes (o tasks as prescribed
by TRADOC quidance in TRADQC Circular
— — 351.287

Official Numbers

L&)
e

Obtain Official Task o TRADOC Circular 351-28; paragraph F,
Mumbers by Following pages 16-18, explains the task numbering
Guidance in TRADOC system.

Circular 351-28

60

List Critical Tasks
According to Official
Numbering Systam
Order on Critical Task
Listing Sheet

ERIC

Aruitoxt provided by Eic:

Task numbers were listed in arder of percent performing on the reverse side of
the CTI Sheet. Here they are listed in order of their official numbers,

s Transfer Percent Performing figures to Critical Task Listing Sheet.

e Example, see Manual, page A-62,

A-14
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61

Obtain Critical Task
List Approval from
School Cammandant

Collect All Work-in This
Block and Submit to
Supervisor

63

65

nformation for

Individuals Working in

Other ISD Blocks _—"
?

No

ISD 1.2 Select Tasks for Training

%

o QObtain School Commandant’s Review, Comments and Appioval as directed

in TRADOC Circular 351-4, paragraph 3-1832d, page 17.

s Collect: CTI Sheets

Critical Task Listing Sheets.

© Submit ta Supervisor who will pass it along to individuals working in

180 1.3 Task Analysis. :

o During the critical task selection process informatian
may have been obtained that would be useful to
persons who performed activitizs that fed into this

process. Similarly, information may have been
obtained that would be useful to persans who will
be engaged in the ISD Step 3 that follow this one,

64

—~—Jl—
Recard Comments on
IS0 COORDINATION
SHEET

o Comments are recarded and submitted to

appropriate persons. L
¢ For further guidance, see Manual, page A-GF

Submit Copy of
Critical Task Listing to
Approgriate Persons

ERIC

Aruitoxt provided by Eic:

¢ Individuals who can provide useful input at this stage of the ISO process,
e.g. DOT, COD, etc. should receive a copy of the Critical Task Listing.

A-15



JOB AIDS:
DESCRIPTIVE AUTHORING FLOWCHARTS

ISD 1.3 C;aﬂduct Task Analysis

g e

This is the 2nd in a series of ISD Job Aids for use in instructional design and

development. This volume will direct you to specific guidance, examples, and references

provided in the supslementary manual “Job Aid for Conducting Task Analysis ISD 1.3.”
If you do not have the supplementary manual, request it from your supervisor.
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Have ™.
7 You Daad the ™ N
Introduction to the Use ™~~____ "0 _
¢ " -
~ of . ﬁb{Axds -
e 7 =
Xﬁ"ms"';
Yas
2
e

Il Introduction to the Use
’ of Job Aids
|

} -

=

~ \x
Have You No
Used This Job Aid B
< Before
\\ 7
L~

=

— l Yes

" Want to See
" An Dveiview of the

Job Aid

No

——]

Overview of the Task
Analysis Job Aid

O

ERIC

Aruitoxt provided by Eic:

ISD 1.3 Conduct Task Analysis

@ Thisintroduction provides the user with
instruction on the struciure of tha
Job Aids and guidance for their use,

LI

e Refer 10 Intrcduction,

& Overview includes:
- Goal
- Objectives
— Products
— Major steps in process
— Waorksheet Used

e For detailed overview, see Manual, page B-4.
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_~"List of Tasks

5 Task listing includes a task selected for
taisiing grouped by skill level.

a List of tasks selected for training should be
available as output from ISD 1.2, Select Tasks
for Traininges

s 1 procedures for selecting tasks were not
complete, go to Job Aids: Descriptive

Authoring Flowcharts, page A-3.

& When list has been obtained -eturn to Manual,
18D 1.3 Conduct Task Analysis, Black 6.

o The task statemnent, elements, conditions cues, standard, referencss and trammg
tips are recarded on the Task Analysis (T.A.) Worksheet

e For guidance in obtaining the T.A. Worksheet, see Manual, page B-13.

" Selected far Training No -
lp -
‘\\ Avalmb Lfff
\_\K;;
Yag
7
—————
Guidanece for
Obtaining/Preparing
List of Selected Tasks
i
g
N
Obtain Task Analysis
Worksheets
|
l[’;ﬁ‘;& e
/
)\\
]
Do You
Know the

Characteristics of a Wall-
Written Task

x,iti.]\t?‘;l‘ﬂE%
T

es

10

L
Guidelines far
Recognizing Well-Written
Task Statements )

e Guidelines contain information concerning:
— Correct format
— Completeness
— Performance houndaries
— Observability
Measurability
Independence

e For further explanation, sze Manual, page B-14,

s
E

e
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RIC

1

RIS .
Select First/Next
Task
L - .
12 -
4 PN

- Task Statement\ﬁf No

T

Is

Acceptable " ) -
? =
o
=
[ Yes ‘

14

Obtain Supervisar's
Approval for Change

B
Record Revision on

ISD COORDINATION .
SHEET

=

‘%\i
s B.5
L]
v

ISD 1.3 “onduct Task Analysis

@ Has the 17k been stated clearly and specifically
according to the guidelines given in Block 107

o Siatement is revised according to the

guidelings given in Block 10.

e Supervisor should be consulted hefore
actual change is recorded

e The |SD CCORDINATION SHEET
permits task listing to be updated.

e For further quidance, see Manual,
page B-24,



Record Information in - » |nformation required an Task Analysis Worksheet:
Sections 1, 2, 3,4, 5, - MOS
7 and 8 on T.A. © = Bkill level
Worksheet — Todays date
— Page number
_ — Analyst’s name and office symbol

~ Task number
— Task statement
s For example, see Manual, page B-26.

# Methods afbabtammg task performance informati on include:
— Review of Task Information

— Consensus Group
— Qn-Site Interview/Observation

Select Methodl(s) of
Obtaining Task *
Performance
information

~ Self-Perfarmance
— Other
o For further explanation, see Manual, page B-27.

Circle Method(s) of e Forexample, see Manlial, page B-29. \
Obtaining Task ‘ . , \
infarmation ..
{Section 6 on T.A.
Warksheet)

® ﬁiesa cues signal the beginning of a task. .
@ For further explanation and guidance in identifying cues, see Manual, page B-30

Determine Cues Which
Initiate Task
-Performance

20

Recard Cues Which . - e For example, see Manual, page B-31.
Initiate Task ‘
Perfarmance
(Section 9 on T.A.
Worksheet)

ERIC

Aruitoxt provided by Eic:



15D 1.3 Conduct Task Analysis

e This conditions statement establishes the physical ;EIII!‘IQ in which the task is
performed, and the necessary equipment and sunalies.
e For further explanation ang guidance in identifying conditions, see Manual,

i
Determine Conditions
of Task Performance

page B-32,
Record Conditions of ® For example, see Manual, page B-34.
Task Performance : .
(Section 10 on T.A.
Worksheet) ' : -
N J

23. _
- v -
® This IHSk standard is a statement of how well the task must he performed.

e Fnrfurther explanation and guidance, see Manual, page B-35.

Determine Standards
of Task P%rfmma'nce

/

{’ s For example, see Manual, page B-38.

Record Standards of
_ Task Perfmmance ,

(Section 11 on T.A. !

Wnrksheet)

Determine 'F’(eferent:es'
and Training Tips to
Be Recorded

Training tips include:  Rules of thumb, safety precautmns stC.

o For further explanation, see ‘Manual, page B-39.

5

\Fieferences include: TMs, FMs, ather sources of task performance informatian

A

4 £

\\ -

\
\

ERIC
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\ Record References and
Training Tips

\ (if Appropriate)

- {Section 12 on T.A.
Worksheet)

Study Guidelines far.
Writing Task Element
Statements

Determine Whether Task
is Fixed Path/Alternate
Sequence or
Combination

Is Task

Yes

@ For example, see Manual, page B-41.

« This section begins the process of describing how the task is actually
performed. ’

e For guidance in writing task element statements, see Manual, page B-42,

‘® Fixed path talsks are always performed in the same procedural sequence.

# Alternate sequence tasks are performed in a non-procedural sequence.

e Combination tasks have elements which are performed in both procedural
and non-procedural sequence.

For further explanation, see Manual, page B-43.

£

o Are the task elements always performed in the

Fixed Sequence
?

No

O

ERIC

Aruitoxt provided by Eic:

Determine Task e Task eleme:. ; are the procedural steps in
Elements and Record
in Section 15 on T.A.
Waorksheet

e For guidance in determining and recording
task elements, see Manual, page B-44.

o
b
- T

|



Determine Task
Slements

Record an Actian
Statement far Each
Element

Number Elements by
Perfarmance Order
(Section 13 an T.A.
Waorksheet)

ERIC

Aruitoxt provided by Eic:

K]

Number Elements by
Performance Order in
Section 13 an T.A.

Warksheet

Record ”Fiited
Sequence” in Section 16
on T.A. Worksheet

ISD 1.3 Conduct Task Analysis

® For further explanation and guidance in
numbering elemznts, see Manual, page B-46.

s In a fixed sequence task the initiating cue
for air element is thz completion of the
previous step, or the task cue itself,
Therefare, cues need not be recorded for
individual elements.

e For guidance, see Manual, page B-48.

® The task is alternate path or combination.

@ All task elements must be identified even though they may not be included

in each task perfarmance.

e For further explanation, see Manual, page B-49.

® Action statements are recorded in the order in which they are most

frequently perfarmed.

¢ For further explanation and guidance, see Manual, page B-51.

® For explanation and quidance in numbering elemants, see Manual, page B-52.

i~ I
\Eu

B.9
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Determine and Record
Cues Which Signal
Performance of Each
Element (Section 16 on
T.A, Worksheet)

Oetermine and Record
Conditions for Epch
Element (Section 17,
T.A. Worksheet)

b )

38

Determine and Record

" Standards for Each
Element (Section 18,
T.A, Warksheet)

~ Determine and Record
References and

Training Tips for

Each Element

Review T.A. Worksheet
for Accuracy and
Internal Consistency

O

ERIC

Aruitoxt provided by Eic:

e For further explanation and guidance in determining and recording cues,
see Manual, page B-53. -

& For further explanation and guidance in determiming and recording
element conditions, see Manual, page B-55.

e For guidance in determining and recording standards, sez Manual, page B-57.

= For further explanation and guidance in determining and recording
references and training tips, see Manual, page B-59.

e The task analyst's review will disclose any amissions, inaccuracies and

inconsistencies in the task and task element discriptions.

# For guidance in reviewing the T.A, Worksheet, See Manual, page B-50,



I1SD 1.3 Condust Task Analysis

a1

Doés Analysis
Reveal Any Problems
7

No

42

Make Necessary
Changes

43

Tasks Been Analyzed
?

o T.A. Worksheets are reviewed by subject matter experts for omissions,
maccuracles and inconsistencies. -

Convene Panel of SME's
to: 1) Review T.A.
Worksheets

2) Identify Critical

Elements

e Critical E!ements are identified as those which:
— are commaon sources of failure,
— have serious consequences of misperformance.
— are most observable and measurable. . '

For further explanation, see Manual, page B-63.

- » Each critical element is markes with an asterisk (*) and coded in column 14
as follows:
Cummcm source of failure — csf

Mark and Code Critical
Elements in Column 14
on T.A. Worksheet

- MDSI measurable Dhser’vable mdu‘:atnr - moi

e For further explanation, :ee Manual, page B-65.

ERIC
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46

" Does ' ' e Did the panel of SME’s agree that one or more
Any Task Yes changes should be made?

Analysis Worksheet

Require Revision
?
No
47
Select First/Next T.A.
Waorksheet Requiring
Revision =
48
Revise According to
Consensus View
43
Have
All Task Analyses
Requiring Revision
Been Revised
Yes 7
Obtain Task Summary & Task Summary Sheets provide the fﬂrmat;requirgd for the Soldiers Manual,

Sheets

e For guidance in obtaining Task Summary Sheets, see Manual, page B-66.

ERIC
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ISD 1.3 Conduct Task Analysis

51
Study Guidelines for & Guidelines provide detailed gﬁ,idam;e for completing Task Summary Sheets,
Preparing Task
Summary Sheets

* For information, see Manual, page B-68.

o 1"
527
Select First/Next
Completed T.A. . -
Worksheet
h3
Copy Whale Task ® Whole task information includes:
Information from T.A. . — task number
Worksheet onto Task . . — conditions
Summary Sheet — standards
— references
s For example, see Manual, page B-71.
54
Select First/Next
Element
55
Record Element e Critical elements are ideniified on the T.A. Worksheet with asterisks (*).
Performance Description : ® For example, see Manual, page B-73.

With Identification af
Critical Elements

e e
B.13

ERIC
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56

Have™
Element Per-

Determine Need for
INustrations of Task
Performance

» For many tasks illustrations may help the soldier understand the task hetter. -
* Guidance in determining need for illustrations is given in Manual, page B-78.

Would
" Miustrations
Help Soldiers Understand

Task Better
. ?

Yes

Na

Obtain Illustrations and ® Sources of illustraiions are given in
Attach to Task
Summary Sheets

the Manual, page B-87.

.60

Have

Task Summary

Sheets Been Prepared

for All Tasks
?

i

ERIC
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61 |

Collect Task Summary
Sheets and Forward
for Review

62

Any
- Information

in Other 1SD
Blocks
2?

No

ISD 1.3 Conduct Task Analysis

e S0P is followed for having Task Summary Sheets reviewed before
production of the Soldier's Manual,

for Individuals Working

s
s During the task analysis process information may
have been obtained that would be useful to
- — persons who performed activities that fed into- the
task analysis process, Similarly, information may
have been obtainzd that would be useful to
- persons who will be engaged in the ISD steps that
; follow this one.
63
1 ——— = = e
Record Comments on e Purpose ot 1ISD COORDINATION SHEET
iSO COORDINATION is explained in Block 15.

SHEET (see block 15)

ERIC
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| , JOB AIDS: _
~ . DESCRIPTIVE AUTHORING FLOWCHARTS

’SD 1.4 Analyze Existing Courses

This is the 3rd in a series of ISD Job Aids for use in'instructional design and
development. This volume will direct you to specific guidance, examples, and references
provided in the supplementary manual “Job Aid for Analyzing Existing Courses ISD [.4.”
If you do not have the supplementary manual, request it from your supervisor,




You Read the

Intraduction to the Use

of Job Aids
?

Yes

Introduction to the Use
of Job Aids

Have
You Used
This Job Aid
- Before
7

Want to
See an Overview
of the Job Aid

Ygs

Dverﬁiew’ of Course
Analysis Job Aid

O

ERIC
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ISD 1.4 Anslirze Existing Courses

® This introduction provides the user with instruction
on the basic structure of the Job Aids and guidance
for their use,

e Refer to Introduction.

# Dverview includes:
~ Goal
~ Objectives
— Major steps in process
— Products
~ Worksheets used

s For detailed averview seé Manual,
page C4. .



i
. t
-
L
6 -
. Are . & Front-end analysis must have been am:a:gplished by
You Thoroughly No . acceptable ISD proccdures before judgement can be
Familiar With TRADOC >——— —_— passed as to whether an existing course can be used.
Pam 350-30 TRADOC Pam 350-30, Interservice Procedures for
7 Instructional Systems Development {IPIS0)}, Phase |
| . Analyze, describes front-end analysis procedures
| Yes : (Blocks 1.1, 1.2, and 1.3). The user of this job aid
| . needs a thorough familiarity of these IPISD Blocks.
| study TRADOC
L Pam 350-30, Phase |,

Biocks 1.1, 1.2, and 1.3

® This block begins the search for appropriate courses.

* DA Pam 611-11, Occupational Conversion Manual for Enlisted/Officer/Civilian
was preceded by DA Pam 611-12 before December 1977. DA Pam 611-12 may
be used if DA Pam 611-11 is unavailable,

© For further guidance, see Manual, page C-12.

Obtain DA Pam 611-12
or DA Pam 611-11
DoD Occupational -
Conversion Table

® For guidance in identifying the common DoD occupational groups,

Identify Each Service
I see Manual, page C-13.

“Which Has an .
Occupational Specialty
Similar to the MOS You
Are Analyzing

* Course catalogs from each service having a corresponding occupatianal specialty

Obtain ipprnpﬁate
should be examined.

Course Catalegs for Each
- Service Which Has a
Corresponding
Occupational Specialty

s Course ;atélngs for each military service ar - uvailable through the MOS or
schaol library.

@ Foralisting of catalogs, see Manual, page C-14.

Crr
- O
C-4
I
/
K
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ISD 1.4 Analyze Existing Courses

Obtain Catalog e The title, number, etc. of Course Catalogs and candidate courses described in
Review Sheet (CR) . the catalog will later be recorded on the Catalog Review-Sheet (CR).

. Fm guldarn;e in obtaining CR Sheet see ‘Manual, ﬂage C-15.

& . =

Record First/Next " o Example: see Manual, page C-16.
Catalog Title ' =
{Cal. 1, CR Sheet)

13 )
identify and Regurd . Enurse descriptions in the Catalog are examined, |f IhEy appear ty have
Course Numbers and application to the ARMY MOS their number and titie is recorded i
Titles far Each columns 2 & 3 so that they can later be obtained and examined in detail,

Appropriate Course
(Cols. 2 & 3, CR Sheet}

Example: see Manual, page C-17.

14

Have All
Appmpnate Course
Descriptions in Catalog
Been Ex?ammed

Have :
All Catalogs Been A—
Examined
?

[ o
0o

C-5

ERIC
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Check MOS or Schoaol
Library to Determing
Which Caurses on Your
Lists Are Currently

in Stock

i e

;3; - =
7 A All T
uf These Courses

< Currently Available for >

~

T

=,

Review

e Some courses may nat be available, especially
those produced by other services.

[ -
e = P T e,

e Faor guidance in obtaining courses,

Obitain Courses
see Manual, page C-21.

19

Callect All Currently/
Subsequently Available
. Courses

Does
~ First/Next Course
Contain Tasks Appropriate
for MOS

~._ 7

Yes

O

ERIC
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e This hinck ends the course search process.




- ISL 1.4 Analyze Existing Courses

Oraw Line Through . @ Forexample, see Manual, page C-23,
Caurse Title an :
CR Sheat

Have
All Courses Been
- Reviewed

23 > B S
7 Did )
" You Find - Eandurt Job Analysis
~ Any Course That No 1 For Guidance, see
CDntams Tasks Appra- L TRADOC Pam. 350-30
. priate for Your_—~ o
~.M0s?_ :,,f" (1.1 Analyze Joh)
~ o . . T
T Yes
5 |
ﬁh‘
Determine if Course l e Properly prepared 150 courses will have course devrlnpmem documentation
Development Documenta- |; (the frant end analysis) available.
tion is Available far First/

Next Apprapriate Course s For guidance in obtaining this documentation, see Mamal page C-26
4] F £3 i1 ’ = '

) !
e .

#y s
_="1s Course
~ Development
Documentation Available
for Any Course _.

Conduct Job Analysis,
U | For Guidance, see
TRADUC Pam. 350-30
7 {1.1 Analyze Jah)

o
N

ERIC
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Analysis Sheets (ECA)
for Each Course Having [
Course Development

Record Identification
Information at Top of
ECA Sheet for
First/Next Course

ECA Sheet
Check Yes or No as
Appropriate

Answer Ouestion 1 on ,
i
S—

EC/;\”SITE.Et
Check Yes or No
as Appraopriate

Answer Question 3 on l
ECA Shest

Check Yes or No as
Appropriate

[+]

o

Analysis of each appropriate existing zourse is documented on the Existing Course
Analysis Sheet (ECA). The ECA Sheet, therefore, provides a record of each
decision in the analysis.

For guidance in obtaining ECA Sheets, see Maral, page C-28.

Identification includes:

Your name/otfice symbal Date of Review
Course Title
Course No. Date of Course Publication

Dffice Symbol/AUTOVON of Course Author(s)
For sources of information and an example of the form when information has
been recorded, see Manual, page C-29.

Question 1 asks if the equipment, doctr: .2, manpower and personnel systems are
sentially the same as when the Front-End Analysis was conducted.

page C-30,

Question 2 asks if on-site interviews and observations and/or questionnaire
surveys were a source of joh data for an existing job; ar if panel of experts was
a source of job data for a new job.

For a further sxplanation and guidance in answering Question 2, see Manual,
page C-31.

Question 3 asks if tasks were analyzed according to their steps in performance,
conditions, cues and standards.

For a further explanation and guidance in answering Questian 3, see Manual,
nage C-32.

~ .8 O =
c.8 S0



Answer Question 4 on } 2
ECA Shest |
I Check Yes or No as . -
i Flatp -
" Appropriate ! page C-33.
34 e
,—f‘:; I_: »«‘
;; Front-End "“x YES
< Analysis Clearly T
. Unacceptable "
a7
No
35
5
=" This the
Last Caurse You Yes
< Huve Course Develapment _>———-
Documentation
For? =
-36 ) J ,,V,
— ]

Qbtain Task Listing

Sheet caLrse

ISD 1.4 Analyze Existing Courses

Question 4 asks if the selection of critical tasks was based an generally the same
criteria as used by your command in critical task selaction.

Fora further explanation snd quidance in answering Question 4, see Manual,

Goto
Bloek
58

e The Task Listing Sheet is used to recard all the tasks taught in a particular

o For guidance in obtaining the Task Listing Sheet, see Manual, page C-35.

Review Course Contents
and Fill Dut Task
Listing Sheet

e For guidance-in filling out the Task

P

[ ]
L

O

ERIC
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Listing Sheet, see Ma.. 141, page C-36.

%

Lz
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8

|
|

i

Have Panel of Experts

For a further explanation and guidunce, see Manual, page C-38.
Verify/Alter Task List '

" Is Task List

Now Acceptable -~ """~ — *T
7

Yes
40 / 41 7
L Conduct Jab Analysis.
- g \ fe - -
< Last [IL T?‘SYm? Have ~__ Y2 | For Guidance, see
SN Al TRADOC Pam. 350-30
. 1o Analyze -~ ) :
7 - (1.1 Anatyze Job)
Nu - T
Gn to
E.Inrl-:
42
Save This List for s The list of tasks taught in this course will provide input to the job analysis.
Eventual Submission to
Jab Analysis Parsonnel
43
Answer Question 5 on e This step begins examination of course content.
ECA Shfzet ] e Question 5 asks if the performance descriptions (rmrasures) for the tasks taught
Check Yes or No as e T T
e in the course have been reasonably well developed,

Appropriate

o Fora further explanation and guidance in answering Question 5, see Manual,

- "«T»-“ - page C-41.




44

. ..
- Did Yau e Wi

ISD 1.4 Analyze Existing Courses

_ Answer Question 5 = -
T With "No” 7
\\,\ij ;”r;
I Nn
45 -
e -< F‘fr—‘*‘f I ]
List Any Useful Parts \l & Even if the complete course is unacceptable
of Course in Section F due to poor perfarmance descriptions, some
of ECA Sheet parts of it may be useful.
e For examples of potentially useful parts of a
e course, see Manual, page C-42.
46
,fﬁx‘*»
Any of thr
Erfurmantr DESCX\* Yes
tions {Medsures) Hequnre .
Revision
rf No
47
Fill in Section D on s In Sﬂt:tmn D the tasks which require modifi-
ECA Sheet cation of their performance descriptions are
listed. Suggested changes to be made by
course development are also recorded.
2 - . ) N
_ o & For example, see Manual, page C-43.
48 B
T i )
Answer Question 6 on o Question 6 asks if examples and terminology in the course are appropriate for the

ECA Sheet
Check Yes or No as
Appropriate

T

page C-44,

[ R
o

ERIC
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MOS in which they would be included for training,

o For a further explanation and quidance in answering Question 6, see Manual,



49 P
TN

= =,
ffg Did You g‘&x Yes

List Suggested Revisians 7

{“a Answer Question 6 P — —
sawuh% No" -~
“*-.X%gfff
No
in Section E on ECA
Sheet
51
_“;‘ﬁqﬁfsfﬁ'—b

Answer Question 7 un
ECA Sheet

Check Yes or No as
Appropriate

j;;*“
" DidYou

o I Section E revisions are listed which would
make the course more appropriate to this MOS,

e For further explanation and guidance, see
Manual, page C-45.

e Question 7 asks if validation documantation is acceptable. If it is not available as
part of course development documentatian, check "No"’.

o For further explanation and guidance in answering Question 7, see Manual,

page C-46.

Answer Question 7
Wlthr“ND“rf:

53 1
s

-~ You Make

" Recommendations

for Revision in Sections
DorE -~
7

Submit Course and ECA
Sheet to Persons Respons-
ible for Conducting Valida-
tion Trials to Validate or
Revalidate-Course

ERIC
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[ [a]

@ Course must be validated if documentation is
unavailaple.

e Course must he ~ alidated if original validation
is unacceptable or if extensive revisions are made.

@ This analysis, as documented on the ECA Sheet, -
will save Course Development fram duplication
of effort,

|
|
!
i



55 : L

Record Course Suitability
for Reference in CM/SM

56 P
- ~_
;;Have All ™
Courses Been

- Anaiyzed
T, ‘}‘ -

Submit Task Listing Sheets
to Job Analysis Personnel
and ECA Sheets tn Course
Development

58 .
=
ANy S

_~Infarmation for ~_
s e "
Other 150 Blocks
’x\\?;ff

No

Yes

iSD i.4 Analyze Existin

[
|
o

& Courses which have been validated-are suitable for references in the CM/SM.

s For further explanation and quidance, see Manual, page C-48.

1f CM/SIM.

Mazerial in Course Development.

& s this the fast course you have to analyze?

- Task Listing Sheets are submitted to Job Analysis Section for their use in

ECA Sheets are submitic:! "o persons responsible for Review/Select Existing

o 2 During the analysis of existing courses informatien
may have been obtained-that would be useful to

59
,eaﬁ14fgésﬁé{1
Record Comments on
ISO COORDINATION
SHEET

ERIC
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persuns working elsewhere in the 150 process.

Comments are recorded and submitted to
apnropriate person(s).

For further guidance, see Manual, page C-52.

LOUTEES



JOB AIDS:
DESCRIPTIVE AUTHORING FLOWCHARTS

{SD 1.5 Select Instructional Setting

o
This is the 4th in a series of [SD Job Alds for use in instructional design and
development. This volume will direct you to specific guidance, examples, and references
P provided in the supplementary manual “Job Aid for Selecting Instructional Setting [5D [.5.7
If vou do not have the supplementary manual, request it from vour supervisor,
D-1 )
a1
.
Q
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o qa*z.,
7 Have N
" You Read the ™.

.,

a

No

T JobAids

iy ?
g"'-s-.,g : fffs
Yes

rodriction to the Use of >——

2

lnt,mdur:tidn 1o the Use
of Job Aids

e

" Have

7 YouUssd

< This Jub Aid -
\\““x Before e

:f‘;; -
;ff Weaint

- to See an .

Yes

<. Overview of the B
Job Aid =
e 2 . -

s =

FND

O

Overview of Instructional
Settings Job Aid

O
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D.3

15U L5 Select Instructional Setting

This introduction provides the user with
instruction on the basic structure of the
Job Aids and quidance for their use.

| & Refer to introduction

Overview includes:

= Objectives

~ Purpose

= Majar steps in process

o For detailed overview see Manual,
" page D-4,

e -
‘ru
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o Task listing includes:
All tasks selected for training grouped by

" of Tasks Selecte ~_  Na |
. for Training skill level
o Available -~
L ;
ey —
Yes Guidance for Obtaining/ e List of tasks selected for training should
Preparing List of Selected be available as output fr-~ 150 1.2 Select
Tasks Task/Functions,
o |f procedure. - selecting tasks were not
complete, go tc Job Aids: Descriptive
— —T1" Authoring Flowcharts IS0 1.2 Select Tasks
for Training
e When list has been ohtainad return to
- Block 6.
8
fYD\(/]v . e The three instructional sattings are:
T prouant B Yes ~ Institution (INST)
" a Description of ™. res o : S ren
<_Each of the Instruclional >—————— — Supervised an-the-job training (SOJT)
Settings Used_~" ~ Self-Study
: 7
e,
No
9 P -
Description of & Fora description of each instructional
Instructional Settings setting used in this job aid see Manual,
page D-11.
]
10 j
Obtain Instructional s |nstructional settings decisions are recorded on the Instructional

Settings Rewarding -
Sheets/(15R}

G-4

Settings Recording Sheet (ISR). The ISR Sheet, therefore, provides an
historical record of these decisions and the basis for each.

# For guidance in obtaining ISR Sheets, see Manual, page D-14. -

Cad
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J’L - "”Jﬁ‘”:’f‘% ]’

| Obitain Information
Necessary for Setting Up
"the 1SR Sheet

| - ) -y
|
12 I}

L Record an ISR Shest;
MOS Code
Skill Level
ISR Sheet Page

|
|
|
|
!
]

S S |

I Record Task [dentificy-
tion Numbers an ISR
Sheet and Attach Critical

l Task Listing

{50 1.5 saicct Instructional Setting

Information needed for “setting up” the 18R Sheet includes the followino:
{ uf

© - List of critical tasks and ther wentifying numbers

[

MDS code

- Skill leve] designation

= Duty puations within skill level

— Tasks performed in eacn duty position

~ Percentage of saldiers in skill level performing each task

Sources for this infarmation are shown in Manual, pages D-15
thru D-18.

MOS code, skill level and 1SR Sheet page number 202 recarded on

all ISR Sheets.
Far saurces of required infarmation see Manual, pages 0-15 thru D- 18.

Examnle:  See Manual, page 0-1Y.

Duty positions for skill lavel are recarded under the heading:
DUTY POSITIONS

For saurces of infarmation Block 11.

Exampla:  See Manual, paqu L -

Record the identification number shown on the critical task listing
(e.0. 051-191-3397) for each of the critical fasks in the skill level,

Attach a copy of the critical task listing to the ISR Sheet to asist in
the identification of the tasks the numbers refer to,

Example:  See Manual, page D-21,

)

For guidance in recarding task perfarmsnce in each duty position
see 'VLJI]UEI page 0-22,



l

1

¢ the Percent of Saldiers |
1 i Skill Level Who i

: Ret.rd on 1SR Sheet I
i

Portura Dach Task )
: : :‘T
17 e U
i o Ny
. | Estabilish/Recon {
4 F'Erm;m;;g? Critetion for l
‘! "High Performance |
” Tisks' “
i i
U
R s
18 )
s
Thure
R Mure Than One
Duty Position Listed
an 15R Shent i
Yes
. f
19
— - s -
Locate the Fist Task

on ISR &hm’t

|
|
N
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iect Instructional Setting

@ For each task on the ISR Shewt, the percent of soldiers within the skill
level who perform the task is recorded.

a Tha percent of enldiers in 2kl fovel :

determining the instructional sefting 1 |

GUICTTRL. 5 Onn LIILLH\I” foi

o For guidance in determining and iecording the percent performing each tish

see Manual, page 023,

@ "High Perfarmance Tasks” are those asks that are perfarmed by a high per-
centage of job incumbents. quh Perfarmance Tasks are usually trained in
the institutional instructional setting., -

e The percentage that defines a high peefarmance task istied in this
block. (e.g. at least 80% or 90% of the joh incumbents perform the task).

© oy guidance in establishing and recording the percentage 1o be used for hrqh
performance classificaticn, see Manual, page 0-27.

! Gota
i Block

e This block hegms the process of initial assumment uf tasks to one of three
instructional settings,

- -
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RIC

"~ at Lower Skill -

= Certain tusks may be performed in mare 1n one skil! level

Na
21
‘ Assign Task to Instruc- o Place an X" under the task in the appropriate instructianal
* tional Setting Selected in setting. {i.e. The instructional setting selected in the lower
‘ Lower Skill Level skil! Tevel,
]
1 PR T =
22 L]
3;“"/‘5,3///
:5:5 X"—g
i ~~ Have ™
. =" All Tasks Been
! Examined
‘\_}5‘;\ 7
‘ ~
No
23
Examinc Next Task e Taking the next iask on the ISR Sheet you will start again
with question 1, :
|
Gota
L Binck
: 20
24 J
"ASA—%‘? - ;,Arfr”///‘sil R =
Ask Questian 1 on ISR l e QOuestion 1 determines if task is performed in all duty positions
Sheet, Record "*Y" ar ' and should therefore be classified as a “common skill level task”.
"N as Appropriate, - e A S o
: @ Far turther guidance in answeraing question 1, see Manual -
: ’ page 0-30. S
L D-7 " e ’

woul
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M
L)

27

Was ™

~2"Y" Recorded ™~_
far Either Question

Tand 2 o g
Yes
— | —

Ask Question 3 on ISR
Sheat. Recard "Y" or
“N" as Appropriate,

o=

2

——

—+

"Ask Question 4 on ISR

Sheet, Record "Y" ar
"N'" 35 Apprapriate.

. Na / Gotw
> Block

ISD 1.5 Selzct Instructional Setting

1rd

= QOuestion 2 determines if task should be classified as 2 “high performance task””,

‘:j_,;,.\g:i . i ‘C!‘. i7 )

2 Fui lurther guidance in answering guestion 2, see Manual, page D-32.

A “'yes” response is made if the task was classified as either a
comman skill level task and/ar a high performance task.

& A "no” response is made if the task is neither a commoan skill
level task nor a high nerformance task. 1f “no” go to black 33,

& Question 3 determines if taining requirements far the task are essentially the
same even though equipment, unit mission and/ar geographical lozation may
differ.

@ For a further explanation and guidance in answering question 3, see Manual,
page D-33.

= Question 4 asks if school training for a task would be remembered until the
task is perfarmed in the field.

= For a further explanation and quidance in answering question 4, see Manual,
page 0-35.



Weare ™ @ Theie is littie variability in task training requirements
th Questions ™ Yas and tat preficiency s easily retainad.

nd 4 Answered .

No 30 — L
Assign Task Initially to & Place an X" under the task in the row labeled
INSTITUTIGNAL INSTITUTION. Remember, this is anly an initial
Instructional Setting. assignment and may be changed later

¢ Example;  See Manual, page D-37,

kY

%
———
J |

-
" Have

" All Tasks Beenn

< Examincd
| T
§ooisy
32 ’
Examine Next Ttk ' o Takmq the next task on the [SR Sheet you will start
again with question 1.

Ask Questions 5-8 on ) Questions 5-8 ask the following questions:
ISR Sheet, Record a ! — High theary cantent?
“Y¥qar “N” for Each as ' - Need for immediate perfarmance?

i

L]

Appropriate — Task a prerequisite skill/knowledge for another task already assigned for
institutional training?
P — - Equipment/facilities for training only available in the institutional setting?

o Fuorafurther explanation and quidance in answering questions 5-8, see Manual,
page D-38,

)
ol
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.
- Were

-

Ask Questions 9-11 on
15R Sheet. Her.ljrd a’y"

O
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1 or More
Y's" Recorded hjr X\P*

ISD 1.5 Sefect instructional Setting

o | pven one question was answered yes a Yes”
branch is to be taken.

35
o ] , , ,
Assign Task Initially to o Piace an ""X" under the task in the row laheled
| INSTITUTIONAL INSTITUTION. Rememiber, thisis anly an initial
l Instructional Setting. azsignment and may be changed Iater.
L ' o Example: See Manual, page D-41.
36
- E‘““s.
= T
7 Have T~ \
_~" All Tasks Been Yes Goto
‘;ﬁ"‘\x‘ Examined Sf,f 7777 B'Utk /
/%‘%,1 ? ) gf‘j \\X‘ 52 -
7 —
No
31 ]
l‘ Examine Next Task ‘ e Taking the next task an the ISR Sheet you will
start again with gquestion 1,

o (Question 9-11 help in determining whether the task can be assigned initially
to SOJT (Supervised nn-the-job training).

The questions asked are:

- Equipment available at unit?

— Supervision available at unit?

— Time to train available at unit?

For a further explanation and guidance in answering questions 9-11,

see Manual, page D42,
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39 |

Were .
(Questions

43 J
Ask Questions 12-14 on
ISR Sheet. Record a
"Y' ar "N far Each as

Appropriate,

ISD 1.5 Seleut Instructional Setting

2 Note that ALL questions must he answered ~Y"
for @ “yes” branch to be taken.

SCJT Instructional S0JT (Svpervised an-the-job training).
| Setting.

mirber, this s anly an autisl assignment and may

1E
¢ changed later.

Assign Task Initially to & Place an X" under the task in the row labaled
| -
| b

-

’ — — e Example: Sce Manus!, page D-45,

41
o7 ;;fxﬁ_‘/&
_~" Have Ry : ‘/’“\\
" All Tasks Been ™~ Yes . Gaoto
< Examined . Block )
S~ 7 - \ 52 .
No
42 B
’ Examine Next Task T ® Taking the next task un the 1SR Sheet you will start
’ again with guestion 1.
L —

@ Questions 12-14 help in determining whether the task should be initially
assigned to a sell-study instructional setting. )
# The questions asked are:
— Little supervisian required?
— Time to study available?
— Lessons/equipment exportshle?

® Fora further explanation and guidance in answering questions 12-14,
see Manual, page D46,

= et
o
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L

Rssign Task Initially to a
| Sel-Study Instructional
Satting.

A
i

[

s asacrome arwnsbriy

= Note that ALL questicns must be answared Y

for a “yes” hranch to he Loken.

e Place an "X under the task in tha row Il

SELF-STUDY. Remember, this is anly an ;. il
assignment and inay Le changed later,

@ Example: See Manual, page 0-49.

Lv)
I
o

& Taking the next task an the 1SR Sheet you will

start again with guestion 1.

N7
LU
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51

Tcim,mmnl\, Leave Task

AII Tarks BEE‘! )
Examined

Are
There Any
- Uﬁ,assxgngd Tasks

|
|
J

Locate First Unassigned
Task,

instructional Setting

@ The task has not basn initially assigned to an Instituizona!, SO0JT 1 Sl
Study Instructional setting, Temporarily vou will tpave ths:f task pnossig:
I alater hlock unassigned tasks will be re-examined and instructional
setting assignments will
¥
No / Goto )
T Block
L

@ Unassigned tasks sre those tasks temporarily left
unassigned in black 48,

® This block begins the re-examination of tasks previously left unassigaed.
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Mare Than fn
W ﬂs*spgnre Record
. for Duestmr’s

18D L5 Select Instructicnal Setting

e Inasmuch as the task has stitl NOT bx:vn mmaliw
nsstgnad to an instructions! setting, 1t y 1o
re- LVSlleIL the answers 10 some orevig Iy answaered .
questicns, SOJT is reconsidered in blocks 53 thru 55,
Ifitis determined that S0JT is indead unsuitabls as
an instructional setting, the task will be re-evaluated

I

Yes for assignment to another instructional settiag,
Re-evaluate "N Judg- } e Question with “N" respanse is re-examined and further
ment and Change 1o "Y" investigation is made if ariginal response was marginal
if Feasible, , {could have been “Y" or "N").

| | @ For a further explanation and quidance see Manual,
[ .
. rage D-52,
[ :»-vf—‘-«@l pag
2
;:;f‘:; HX"’%, .
" Questions 9-11 ™~ Yes
‘1«,‘ Now ALL Answered ;}"—*" —
.y ey -
-~
X‘\ 7 f‘ff
.
Na 55 !
Assign Task Initially to o Place an "X’ under the task
J SOJT Instructicnal in the row labeled SOJT.
e Setting Rermember, this is anly an
initial assignment and may
be changed later
- @ Example: See Manual,
page D-53.
56
=" Have ™ e
AII Unassigned Yes Goto
f
. Tasks Been X%"—' Block
™. Examined e 67
57
Examine Next Unassigned © Usi..y the next task on the
Task. ISR Sheet you will start
again with question 1.
D-14
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e Inasmuch as the task has still NOT been initially assigned
1o an instructional setting, 1 is necassary 1 re-evaluate
the answers to some other previously answered questions,
Self-Stuny as an instructional setting is reconsidered in
blocks 58 thry 61, 1f itis determined that Self-Study is
indeed unsuitable as an instructional setting, the task will
be initially assigned to an institutional instructional setting.

¢ Question with “"N* response s re-examined and further
investigation is made if original respanse was marginal
(coutd have been “Y" or "N"),

© Fora further explonation and guidance see Manual,
page D-54,

Assign Task Initially fo @ Place an X" under the task

a Self-Study instructional in the row labeled SELF-

Setting. STUDY. Remember, thisis
nily an initial assignment and
may be changed iater.

T B e Ebxample: %ee Manual,

page 0-55.

62
e
" Have %\y%”‘x -
=" All Unassigned Yes Go to
< Jasks Been Examined >=——{ Black
~_ ! e 67
i B ';Nm
63 |
Examine Next Unassioned
Task.
B-15
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Select Instructional Setting

o The wsk s initally assigned to the Instizutional instructianal setting
because it was determined (initially) that an SOJT or selfstudy instructiona!
setting was not appropriate. Hemamber, this is only an initial assignment and
may be changed later.

i l A35i910 1Sk li1ili;§li‘f Ig
INSTITUTIONAL
, Instructional Setting.

e Example: See Manual, page D-56,

K

|

i

|

|

l

!

!
]

i o
| -
!
% |
65 |
Na
66
r o , e
cxamine Next Unassigned = Usiny the next task on the 188 Sheet yau will start
Task. again with guestion 1.
R ——
s"‘l"/@
"Goto
Black
’ h2
€7
Review ALL Tasks ] e All of the tasks previgusly initially assigned to an institutional setting are
Initiaily Assigned for re-examined ta determine if this classification is the best instructional
Training in the : setting for the tasks.

istitutional Settin . . -
l_nsmu!tmna Setting & For additional guidance, see Manual, page D-57,
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68

" Therea
Need to Change This

Assignment far
) Any Task .~
Na
69 -
i ecord “new”’ W' @ Both the previous initial instructional setting and the
ugtional Setting i new.setting are shown on the 18R Shaet.
Assignment on ISR i o T - - et
Shes = For guidance in recording new instructional seiting,
aheel L . . A e
l see Manual, page D-58.
P 70
Document Reason for @ The task 10 number and the reason for changing the
Change of Instructional instructional setting to SOJT or Se'f-Study is recorded
Setting an Back of on back of ISR Sheet
SR ¢ t, i - -
ISR Sheet e Example: See Manual, page D-59,
71 )
Review ALL Tasks ’hjl e All of the tasks previously initially assigned to a S0JT setting are re-examined
Initially Amgned for to determing if this classification is the best instructioral setting for the tasks.

Training in a S0JT

Instructional Setting o For additional guidance, see Manual, page D-61.

.
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ISD 1.5 Select Instructional Setting

s Both the previous initial instrustional setting and the
new setling are shown on the 1SR Sheet. .

e For guidance in rechrding new instructional atting,
sze Manual, page D-62, ’

e The task 10 number and thz reason for changing
the instructional setting to Institution or Self-Study
is recorded on hack of ISR Sheet,

® Example: See Manual, page D-9.

@ All of the tasks previously initially assigned to a Self-Study setting ,
are re-examined to determine if this classitication is the best instructional

e For additional guidance, see Manual, page D-63,

T

107

=" Need to Chang .. Yos
.. This Assignment far e -
) Any Task ’
| No ‘
| i
j |
‘ |
; I
|
: 73 ’
i [ Record “new” ”
i Instructional Serting 1
| Assignment on ISR I
¢ Shaet.
| |
L Tf%,
74
i Dotument Reason for
Change of Instructional |
Setting an Back of
ISR Sheat.
75
——l—
Review ALL Tasks
Initially Assigned for 7
Il Training in a setting for the tasks.
| SELF-STUDY
’ Instructional Setting.
D-18



1SD L5 Seject Instruetignal Setting

I
i
|

71

rs%':-%Q:f* T

' ﬁé";’fﬁd _'gflws'ém / © Both ”;,’3, Previoys initial ingyryctional setting and the -

Strugtional o8tling new SBUING arg ghowD 0N the SR Sheey
. | Assignmont on ISR pu 2N sha §l1g ISR ,At'
Sheer. & For guidance i recording jay instriiCliong| setting,
| : sep Manual, page D-64.

]
|
! A
!

8 +

Document Reason fg;
Change of Instructiongt
Setting n Back of
ISR Sheot,

el

T
i
|

‘\

’\

|

|

\'\’ o
i,l__
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® The task 10 numper and the reason for changing the
instructional seqting 10 INStitgyign or SOUT i recorded
on back of ISR Sheet.

Example:  See Mapual, Page p.g.

[ T
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ir:}
&
79 '

Any ™ L] There_ may b.e unfegmded iﬁfxﬂfmﬁti[’!” per,tair?ing to the
selection of instructional setting process. It is important

Additional ™ ) L . A L e
~ Comments Pe,ftaining:: Yes that this is decumented as part of the historical record.

“to Instructional
- Setting -
T 7
\i/
No
80
__ \
Record Comment on ~ ° € Use the back of any of the ISR Sheets (wherever
Back of ISR Sheet. space is available). On the hottom of the front
' of the ISR Sheet # 1 record: “Crmment and
page number.”
- s
o ' : :

Submit ISR Sheet(s) to e All of the tasks have now béen assigned to one of the three instructional
Supervisor for Review. settings and documentation for each assignment has been recorded. The
. ’ completed !SR Sheets are now submitted to the supervisor for final

review.,

® Any changes in instructional setting assignments are recorded on the
ISR Sheet. .
* For additional guidance, see Manual, page D-B6.

Revise/Record. .
Instructional Setting
Assignment as

B
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83 )
Record Instructional - J ® The final instructional setting assignment has now been arrived at and
Setting Assignment for L recarded on the ISR Sheet. In this block the Instructional setting
| Each Task on CRITICAL l assigned for each task is recorded on the Critical Task List,
TAS IST ; . C o .
L ASK LIST J * Toseeacopy of a Critical Task List see Job Aid for Selecting Tasks
e ) for Training (1SD 1.2).
84 ! :
f;fﬁrlf’"ﬁ»‘a ’ o During the instruction setting selection process information
=" Intormation ~—_ .Y' may have been obtained that would be useful to persons
< for Individuals L who performed activities that fed into the Instructional
=~ Waorking in Dtherff“f Setting selection process, Similarly, information may have
~. 150 Blocks -~ been obtained that would be useful to persons who will be
™~ ?_{;’“ © engaged in Instructional Systems Development steps that
follow this one.
No
|
|
85 . B
’ IF e o
| Record Comments an , e Comments.are recorded and submitted 1o -
!5 150 COORDINATION | appropriate persons.
SHEET. ® For further guidance, see Manual, page D-68.
U R
( sTOP )
. -
- 110
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