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FOREWRD —

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

Of interest are methods for training individuals to develop and utilize instrue-
tional courseware in reasonable time, at acceptable cost. ARI research in
this area is conducted under Army Project 2Q2063743A794, FY 80 Work Program.

This Research Product is one of a series of 10 volumes designed to provide
guidance on the application of the Instructional Systems Development model.
The work was accomplished by pr. Ru=sel E. Schulz and Mrs. Jean R. Farrell,
Human Resources Research Organization, Contract No. DAHC19-78-C-0010 and
personnel of the ARI Manpower and Educational-Svstems Technical Area. Pers
nel from the Directorates of Training Development at Ft. Belveir, VA and Ft.
Gordon, GA provided assistance in the evaluation of the work.
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JOB AIDS: DESCRIPTIVE AUTHORING TFLOWCHARTS FOR PHASE [1T=DEVELOP OF THE
INSTRUCTTONAL SYSTEMS DEVELOPMENT MODEL

P a series of job-aids for the activities identified in the
Instructional Systems Development Model (15D, TRADOC Pamphlet 350-30).
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Proccdure:

y A series of job a‘ds were designed and developed for each of the five
ph’ées of the 18D model: ANALYZE, DESIGN, DEVELOP, IMPLEMENT, and CONTROL.
Each™job aid is comprised of Descriptive Authoring Flowcharts and a Job Aid
Manual which provide specifie guidance, examples, and relercnces necessary to
produce the product specified by the 1SD Block it covers.

Utilization:

ids will be usaed by militar, (=-ining persennel in meeting the
he 18D model,
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WHAT ARE JOB AIDS?

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

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

© Job Aids ute tiie zame classification system for identifying the activities that
must be performed in instructional systems development (ISD) as does
TRADOC Pamphlet 350-30 (Interservice Procedures for Instructional Systems
Development).

WHAT 1S THE CLASSIFICATION SYSTEM USED IN TRADOC
PAMPHLET 350-30 AND JOB AIDS? -

e TRADOC Pamphlet 350-30 suggests that instructional systems development be corn-
ducted in five phases:
— Anilyze
— Design
— Develop
— Implement

— Control

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

e Job Aids cover the activities required for the first three phases of th~
TRADOC Pamphlet (i.e., Analyze, Design, and Develop instructiorn.. .ystems).
The Aids cover each ISD block within these phases except for ISD Block 1.1,
Analyze Job,

&
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© . , . Table? g .
FIVE PHASES OF INSTRUCT!ONAL SYSTEMS DEVELOPMENT {iSD)
. .THE FIVE PHASES ARE: o

PHASE|
ANALYZE

" PHASE i
DESIGN

PHASE Il
DEVELOP

PHASE IV
IMPLEMENT

. PHASEV
CONTROL

inputs, processes, and outputs in Phase |_gre 31l based on job information. An inventary of job
tasks is compiled and dividaﬂ‘jn:ggﬁa’fgragm: tasks not salected for instruction and tasks
selected for instruction. Performance standards for tasks selected for instruction are determined
by ‘interview or abservation at job sites and verified by subject martter experts. The analysis of
existing course documentstion is done to determine if ail or portions of the analysis phase and
other phases have already been done by someone elsz following the 15D guidelines. As a final
analysis phase step, the list of tasks selected for instruction is analyzed for the most suitable
instructignal setting for each task, '

.
Beginming with Phase !, the ISD madsl is cancarned with designing instruction using the job
analysis infermation from Phase 1. The first step is the conversion of each task selected for
Irathing into a terminal learning objective. Each terminal learning objective is then analyzad 1o
determine learning objectives and learning steps necessary for mastery of the terminal learning
objective. Tests are designed te match the learning objective.. A sampie of students is tested to
insure that therr entry behaviars match the lsvel of learning analysis. Finally, a sequence of
instruction s designed for the learning objectives, ’

The instructional development’ phase begins with the classification of learning objectives by =
learning category so0 as to identify learning guideiines necessary for optimum iearning 1o take .
place. Determining how instruction is to be packaged and pressnted to the student is
accomplished thrQugh a media selection process which takes into aceount such factors as

learning category -and guideiine,” media charscteristies, traiming setting criteria, and costs. - "
Instructional management pians are developed to allocate snd manage all -resources for
conducting instruction. Instruttional materials are sslected or developed and tried out. When .
materials have been validated on the basis of empirical data obtained from groups of typical

students, the course 1s ready for implementation. o -

Staff training is required for the implementation of the instructional managementplan and the
instruction, Some key personnel must be trained to be managers in the specified management
Plan. The instructional staff must be trained to conduct the instruction and coliect evaluative
data on all of the instructional components. At the completion of each.instructional cycle,,
management staff should be able 1o use the coliecred information to improve the jns’tr’un;:tiﬁﬁal
sysiem, .

Evaluation and revision of instruction are earried out by persannel who preferably are neither

the instructional designers nor the managers of the course under study. The first activity '
{internal evaluation) is the analysis of learner performance-in the course to determine.instances

of deficient or irrelevant instruction. The evaluation team ‘then suggests solutibns for the

problems. In the external evaluation, personnel assess job task performance an the’ job 1o

determine the actual performance of course graduates and other job incumbents. All coliected

data, internal and extarnal, can be used as quality control on ingtruction and £ input to any

phase of the systam for revition,

—E



ISD BLOCKS IN EACH OF THE FIVE ISD PHASES v
0 - . i
’ _ L= 3B 0 e R s -] .
THE BLOCKS !N EACH PHASE ARE:-
5 13 .. ..
‘ 1.2 o eraier | L4 — 15
o B hnaLYzE SELECT o STRUCT. ANALYZE SELECT
PHASE | os TASKS/ P onmance | P EXISTING INSTRUCTIONAL
] - FUNCTIONS MEASURES COURSES SETTING .
T o3 I.e
. P DESCRIBE , DETERMINE
PHASE Il — ’DEVELQP }DEVE}DP ENTRY SEQUENCE & - . -
ossecTives |V TEsTS = =
. o BEMAVIOR STRUCTURE
—————— — — —— a = - —— ¥
; m.2
- SPECIFY ma e .
N 5FEEIFY -l INSTRUGTION . IO .4 a I.5
PHASE Il )LEAENING }MANAGE'MENT bgiéfm’éagm ’ DEVELOP - }\JAUDATE
o EVENTS/ . F pLaAN& MATERIALS INSTRUCTION F INSTRUCTION
ACTIVITIES DELIVERY IATERIAL
i : SYSTEM )
oI L
>IMFLEMENT  DI:2
= CE| — B INSTRUCTIONAL bt:ﬁﬂauc.? - —
PHASE IV MANAGEMENT | insTRucTION
PLAN .
i! - o = =
_ .4, T2 3 :
DLIAC y L COHDUCT CONDUCT b yle
PHASE V }!NTEHNAL EXTERNAL = } Soarem
- EVALUATION EVALUATION .
— .\' o N l
B 1 2

O

ERIC

Aruitoxt provided by Eic:

Table 2




Table 3 .
OUTCOMES OF ISD BLOCKS

= = s 1 = 5 B SR L - kLo i - ]
i = : - 4 ~1
THE OUTCOMES OF THE BLOCKS ARE
B ’ -1... alist of tasks performed in a particular job. .
, .2.7. alist of tasks selected for training,
) .3. .. ajob performance measure for sach task selected for instruction,
l‘ A .. an analysis of the job analysis, task selection, and performance measure
construction for any existing instruetion to determine if these courses are
usable in whole or in part, ’
:5... selection of the instructional setting for task selected for instruction,
e .1... a learning objective for and i learning analysis of each task selected for
o instruction. ,
I i 2. .. test items to measure each learning objective. -
* i 3., atestof entry behévigrs to see if the original aésuﬁipti@ns WEre correct,
3. the sequencing of all dependent tasks.
.1... the dasifieation of learning’ objectives X‘by learning category and the ;

" identification af appropriate learning guidelines, ,
.2... the media selections for instructional development and the instructional
- management plan for conducting the instruction, )

“r
‘"l ' .3... the analysis of packages of any existing instruetion that meets the given .
) learning objectives, : -
4. .. the. development of instruction for all iearning objectives where existing
fmaterials are not available,

! : - ..
-5. .. field tested-and reviséd instructional materials,
i i = » :
.1... doeuments containing information on time, space, student ahd instructional
IV resources, and staff trained to conduct the instruction, ‘
o .2... a completed cycle of instruction with infarmation needed to improve it for
the succeeding cycie,

o

. data on instructional effectivensss.

. data on job performance in the field.

<<
Wk -

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

e Job Aids are not just a re-hash of TRADOC Pamphlet 350-30. We use the

same classification system for ISD phases and the blocks within the phases

as does the TRADOC Pamphiet. However, the guidance and information provided
. in the Job Aids corhe from a variety of sources, the TRADOC Pamphlet being

only one such source. We have gathered information from any source that we

could locate. If the information was judged to be good it was included in the

Job Aids. In some instances the information in the Job Aid is based solely on the

educational technology experience of the project staff.

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

— TRADOC Circulars

— DA Pamphlets

- Pﬁntédi(}uidaﬁge prepared by TRADOC Schools (e.g., U.S. Army
Signal Center) -

— Army Research Institi;f;-e Documents

— HumRRO publications

— Other military and civilian agencies




WHAT JOB AIDS ARE PRESENTLY AVAILABLE AND WHAT 00
" THEY CONSIST 0F? T

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

— Descriptive Authoring Flowcharts. The Descriptive Authoring Flowcharts ( usually
referred to as Flowchart Manuals) are the Primary documents used 1n 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 ie product specified
by the ISD Biock they cover. In addition, eac!i Job Aid Manual contains one
or more Worksheets to use in the development of the product.

* Another important part of the Job Aids package 15 ef course the document
you are presently reading, Introduction to the Use of Job Aids and Job
Aid Resource Manual.

¢ The specific Job Aids available are: (Flowchart Manual and Job Aids Manual
for each). '
= Job Aid for Selecting Tasks for Training (ISD 1.2)
~ Job Aid for Conducting Task Analysiz (ISD I.3)
~ Job Aid for Analyzing Existing Courses (ISD 1.4
= Job Aid for Sélecting’ Instructional Settings (ISD 1.5)
= Job Aid for Developing Objectives (ISD'II.1)

— Job Aid for Developing Tests (ISD 11.2)
= Job Aid for Describing Entry Behavior (ISD I1.3)
— Job Aid for Determining Sequence and Structure (ISD I1.4)

— Job Aid for Specifying Lesmning Events and Activities (ISD 1L1)
= Job Aid for Specifying Instructional Management Plan and Delivery
System (ISD I11.2} S - ,
= Job Aid for Review and Selection of Existing Materials (ISD 1I1.3)

— Job Aid for Developing Instruction (ISD II1.4)
— Job Aid for Validating ngm;ctigﬂ-(IS]? I11.5)




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 flowc~art symbols
-~ Flowchart block an~’ page numbering system

e For a complete description of sach 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?

® Flowchart Symbols

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

control documen.. The five svmbols used are as follows:

Start-Stop Symbol — Indicates either the start or stop
A 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,

( Ty, Manual Symbol  — Indicates that you are to refer to
the Job Aid Manual for specific

additional guidance or instruction
shown in the symbol,

- l - Rectangle Symbol — Indicates an activity that must be
performed but does not require
specific additional guidance or
instruction in the Job Aid Manual,

- i, - (In some cases the user is given

the option of going to the Job
Aid Manual to see a completed
example of the activity called for
in the rectangle symbol).

Go To Symbol = Indicates a branch to some other -

’ flowchart block. The branch will
either be to a previously encountered
block or will jump you over blocks
that can be omitted.




WHAT INSTRUCTION IS PROVIDED WITHIN THE FLOWCHART
SYMBOLS?

® Each flowchart symbol except the Decision Symbol contains a brief statement
of the activity that you are to perform. If this activity requires the completion
of part of a Worksheet the specific part of the Worksheet will be identified
(remember, each Job Aid includes one or more Worksheets). Decision blocks
always contain a question that can be answered with a yézor no answer. The
branch you take after the decision block will depend upon your answer,




WHAT 1S THE PURPOSE OF THE SUPPLEMENTAL INFORMATION
PROVIDED IN THE FLOWCHART MANUAL?

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

— Provides a more complete description of the stei;»s or activities that must be
performed in the ISD Block you are working in than does the flowchart itself,

- = Refers you té 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 Manua! symbol.)

— For some flowchart blocks (rectangle symbol) examples of the completed activity

are shown in the Job Aid Manual. The supplemental information indicates the
specific page in the Job Aid Manua] cahtsjning the example. However, the user
has the option of going to the JobAid’ Manual to see the example. (The Manual
symbol, on the other hand, requires the user to g0 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 blocks are numbered so that they can be easily referred to.
= The page humbers in each of the 13 Flowchart Maﬁualﬁ a:e preceded by an
identifying letter unique to a specific ISD Block.’ (E.g., The Flowchart Manual
pages for ISD Block 1.2 go from A-1 to A-15 whereas for ISD Block 1.3 the

Flowchart Manual pages go from B-1 to B:15.) This same page numbering system
is also used in the Job Aid Manuals, :

10



10W D0 1 USE THE JOB AID MANUAL AND WHAT ARE THE
MAIN PARTS OF IT?

e Itis unli}:ely that ’ygu Will need to i-efer to every page ‘m the Jab Aid Ma;xual
chart Manugls that dm et you to speclﬁc pagés vﬁthm the Job AJd Manuals
Therefore, DO NOT ATTEMPT TO USE THE JOBR AID MANUALS INDEPENDENTLY
OF THE FLDWC‘HAR'I MANUALS.

@ Scan through a few pages of your Job Aid Manual. Observe the following:
~ Partial flowcharts shown at the top of pages
— Questions written in script that appear on most pages

- Cample;ed; or partially compléted examples of Worksheets

HAT 1S THE PURPOSE OF THE PAKTIAL FLOWCHARTS AT THE
TOP OF SOME PAGES OF THE JOB AID MANUAL? -

s When yéu are referred to the Job Aid Manual you will find a partial flowchart at
the top of the Job Aid Manual page. You are to remain working with the Job

Aid Manual until you come to _another QE.ﬁ:lal flowchart. Ther return 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. ’
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WHAT 1S THE PURPOSE OF THE QUESTIONS WRITTEN IN SCRIPT
THAT APPEAR ON SOME PAGES OF THE JOB AID MANUAL?

@ The questions written in script are our way of telling you what follows. They
highlight such things as: |
‘ i
— The purpose of performing a certain activity

— How the activity is performed
— What sources are available for performing the activity and how good they are

— What the Worksheet looks like after the activity is performed

WHAT 1S THE PURPOSE OF THE COMPLETED OR PARTTALLY
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
prodyce ( ?fd document) the product called for in the ISD Block.

N 1

e Whenever you are required to make an entry on a Worksheet an example of that
type of entry will be shown in the Job Aid Manual and will usually be circled so
as to make it stand out. It is hoped that these examples will give you a clear idea
of what is required on the Worksheet. '
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WHAT DOES THIS ALL MEAN AND WHAT DO 1 DO NOW?

# In this Introduction we have attemipted to explain the following:
- What Job Aids are -
— The classification system (ISD Phases and Blocks) used in the Job Aids
— Sources of information used in the develgﬁment of Job Aids
= Job Aids presently available
— A description of Flowchart Manuals
— A description of Job Ai;:l Manuals
# If you feel that you have an adequate understsndmg of the above, returm to the
Flowchart Manual now. You will be referred to specific pages in the Resource

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

b
RETURN TO THE FLOWCHART MANUAL NOW

i




JOB AIDS RESOURCE MANUAL
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" HOW CAN THE RESOURCE MANUAL HELP ME?

The purpase .of this resource manual is to as.slst 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 dec¢isions based on conditions
and needs in the field, you must collect, organize, analyze, and document job significant
data (information). Such data includes many specifics under the broad categories of
job background data, target population data, and critical task data. The specifications
of specific data requirements and sources of this data shr;uld be part. of the overall -

Job Analysis Plan. .



There are many sources of data to suppoert 2 job analysis,

Th-zse sources include such things as:
2 Technical Mznuals
® Field Manuals
© Army Regulations
® Cir_dlars and Phamplets
@ Programs of Instruction
® Soldier’s Manuals
® Previous Task Lists
e Deccumentation {rom the Systems Engineering Era
© Reports from outside agencies, i.e., Army Research Ins*itute, HumRRC),-
and other military and civilian research organizatiosn.,
e Internal Research Reports i

@ Tables of Organization and Equipment and Tables of Distribution and
Allowances ’

e Civilian' Publications (technical ]Du:nals and Professional publications)
e Equipment Modification Work Orders _ ;

e CODAP (Comprehensive @E\cu’paizigna:! D:sts‘ﬁnalysis Fmg:‘rg:;as)

e Field Surveys ' '

e Panels of Experts

* WHICH SOURCES OF DATA ARE.INCLUDED IN THE RESOURCE
 MANUAL? o R -

Each of the sources listed is useful for fulfilling specific needs in the Analysis Phase
of ISD. The Job Analysis Plah should specify exactly which items of data will be needed
and the recommended source(s) for each item. In this way all the dzta can be accessed and
ready for use as soon as it is needed. The last thrée 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 manua},
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Aruitoxt provided by Eic:
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To provide personnel managers and training managers with the reliable job data
nzeded for job and task analysis, the Deputy Chief of Staff for Personnel has selected the
occurational survey questionnaire for data collection and CODAP (Comprehensive
Occupational Data Analysis Programs) as the system for processing, reporting, and anal-
yzing this data. The combination of questionnaire and CODAP is currentiy being used by
all the U.S. Armed Forces to support their occupational survey and job analysis efforts,
This automated data system provides information in such areas as: duties and tasks
performed by job and duty incumbents; types of equipment, tools, and vehicles used
and maintained; special skills and knowledge which must be met by job incumbents:
quality and quantity of training received or required; physical and mental demands; and
special items pertaining to personal and job background information, work environment,
and job satisfaction.



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

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

HOW ARE CODAP REPORTS OBTAINED?

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

Commander

ATTN: DAPC-MSP-D

2641 Eisenhower Avenue

Alexandria, VA 22311
or call: '

325-9272/9493 (AUTOVON 221-9272/9493).

Allow at least three weeks for the rep;i\fts to arrive at your school. The necessary

lead time could be much longer if you are requesting special information which CODAP
has not yet collected. It is recommended that you obtain the two official guides from

MILPERCEN: the US Army Military Occupational Data Bank, and the US Army Occupa-
tional Survey Program. '

*Keep in mind that these percentages are based on the peacetime conditions in which soldiers are
presently being surveysd. Adjustments should be made for combat tasks,
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FIELD SURVEVS
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WHAT IS A FOUORMAL FIELD SURVEVY?

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

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

questjonnaires are completed and returned.

WHEN SHOULD FORMAL FIELD SURVEYS BE USED?
Whenever time does not allow you to access information from the Army Occupa-
surveys are suggested as an alternate data source in the ISD Job Aids. Should you decide

to conduct a formal field survey be sure to obtain permission from MILPERCEN in
accordance with the guidelines in AR 600-486.

>
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e Typses of Questionnaires

There are two types of questionnaires, the closed form and the open form. We
suggest using the closed form, which contains a list of possible items to be selected or
blanks to be filled in with words or numbers. (For an example of a closed form ques-
tionnaire, see Appendix A.) This form has several advantages over the other alternative,
the open form. It is likely to take a minimum amount of time to fill out, thus increasing
the chances that it will be completed and returned. The process of tabulating and sum-
marizing responses is simpler and less time consuming than with an open form questionnaire.
Machine tabulation and computer analysis of the completed forms are practical when a
large number of questionnaires is used.

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

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

dacobs, T.O. Developing questionnaire items: how to do it well. Human
Resources Research Organization ( HumRRO), 300 North Washington Street,
Alexandria, Virginia 22314.
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The details of the forms you use will be determined by:

1. how you will tabulate and summarize the resuits, and

[x]

. what information you wish to collect.

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

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

WHAT TYPE OF INSTRUCTIONS FOR COMPLETING AND
ADMINISTERING THE Q_UESTIQNNAZRES SHOULD BE PREPARED?
After the formal field survey questionnaires have been written, the instructions for

completing and administering the questionnaires should be prepared. Th-.:e instructions
should include:

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

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

e For the project officer — general instructions regarding responsibilities.

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

For examples of these types of instructions, see Appendix B.

5)
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You are now ready to select organizations and individuals to provide you with the
needed job data. The complexity of the MOS, the availability and quality of published
sources of job information, and the number of people in the particular job will determine
how much and what kinds of information you need to collect. This will strongl;
influence the make-up and size of your sample. If the complexity and arnount of required
data are great, the number of organizations and individuals interviewed will increase. As
a general rule, your survey sample should be as large as possible. This is particularly true
if you do not have personnel available with the responsibility and authority to assure that
most of your questionnaires will be completed. You should make an attempt to obtain a
sample that represents the distribution of individuals in the MOS according to command
and skill level. Review of personnel records, either by personnel emplovees, members of
your job analysis team, or your field representatives who will conduct the survey will be
required to obtain data upon which to base choices for your survey,

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

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

2. are geographically and environmentallv representative,

e In selecting INDIVIDUALS within the units, you should select a group made up
-of individuals who:

Land

- perform and supervise the job being analyzed
. perform with average satisfactory proficiency

. are representative in terms of length of time on the job

W o

. 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 acknow!edged experts at the job. -

t

i Ry
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HOW 1S A QUESTIONNATRE SURVEY COMDUCTED?

e Trial Run (Validaden of Instruments)

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

o Group Administration

The ideal way to administer quastionnaires is group administeation. Whesz the
local responsible official and his assistants schedule the administzation he should do
the following: . .

— Make certain tnat only eligible individuals are scated in the administration area

= Read the administrative instructions
— Provide any nrcessary assistance in completing the questionnaires

— Retum the completed questionnaires to the school

¢ Individual Administration

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

e Return of Questionnaires

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

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

2) - Recontact some of the first sample and try tc: encourage them to return
the questionnaires,

3) Visit a random Samplé of those who did not respahd and compare their
forced responses with the voluntary responses. Then you and your super-
visors will have to decide how much chance you are willing to take that
the data you have received presents a sufficiently accurate picture of the
job as it really exists.

m‘
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WHAT 1S A PANEL OF EXPERTS?

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

1) Subject Matter Experts (SMEs)

These are personnel found at your school who are acknowledged experts
in the tasks, duty positions or MOS you are gnalyzing. They may be
found among instructors or ISD personnel who hold the MOS. SMEs
may or may not have had recent field experience.

2} Job Incumbents

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

Job incumbents and job supervisors may be found on the post where your school is
located or at other locations. Check the TOEs and TOAs to find out where personnel
may be assigned. While personnel assigned to your post are most conveniently assembled,
they may nnt be completely representative of job incumbents/supervisors setrving in other
locations. Also, they probably have been heavily burdened by school surveys, panels, etc.,
already due to their proximity to the school. Therefore, personnel from other locations
may have to be used. ' -

I
v
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WHEN 18 A PANEL USED?
Panels of experts are a good alternate data source when:
— CODAP is not available
— time and funds are inadequate for conducting a field survey

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

WHEN -ARE SUBJECT MATTER EXPERTS USED?
. = !

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

WHEN ARE RECENT JOB INCUMBENTS 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. -

n
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| "Appendix B

ADRINISTRATIVE PROCEDURES
.. FR
CLOSED FORM QUESTIONNAIRE

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

N =

Spacific Instructions for Administering Questionnaire

in a controlled environment.
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TO: USER OF QUESTIONNAIRE

INTRODUCTION

TO THE NONCOMMISSIONED OFFICER:

This questionnaire is part of a field survey designed to identify tasks for military
police training. Its specific purpose is to obtain from you, the Noncommissioned Officer,
information on task criticality and frequency of performance. Feedback gained from
this questionnaire will play a major part in redesigning the Noncommissioned Officer
Advanced Eduration System, The ultimate goal is to design training so that it reflects
what we have learned from you in the field. . This goal is possible only with your full
cooperation. Consider each task listed in this questionnaire carefully and give your best
response. Your contribution is essential to a successful survey.

3e
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TO: USER OF QUESTIONNAIRE

GENERAL INSTRUCTIONS

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

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

3. Part II requires that you supply biographical information. This information will be
used to correlate feedback received from the field. Print all answers i1, the spaces
provided on the appropriate survey questionnaire page.

4. In the upper right comer of each page of Part IIl, Task Inventory, of this survey

-questionnaire is a BOOKLET NUMBER block. Immediately to the left of this
block is the individual booklet number. Print the individual booklet number in the

BOOKLET NUMBER block on each page of the Task Inventory as demonstrated i,

the example,

EXAMPLE:

BOOKLET NUMBER
o 1 2. B 4 5 6 7 8 g |
(000345) o 1 2 3 @.5 67 8 9
- o 1 2 3 4 @ 6 7 8 o9

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

(411

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

2. Column A requires that you rate how off.eh yow 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.

3
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b. Column B requires that you determine how soon you must be capable of per-
forming each task after reporting to your present duty assignment. The cri-
terion for this rating is the immediacy of task performance. Of the four
possible responses, select the one most nearly describing your requirements.
Select response number fuu: for those tasks which you must be capable of
performing immediately upon reporting for duty. Select response number one
for those tasks which you never perform.

[e]

Column C requires that you describe, in your opinion, how important each
task is to mission success. The criterion for this rating is the importance of
the task to the accomplishment of the unit mission. Those tasks that, in
your opinion, are most important to mission success will be rated four while
those tasks that you consider least important will be rated one.
6. After selecting‘ enter your responses for each task, using either a pen or pencil, in
' the answer portion adjacent to the appmpflate task statement as demonstrated in

“the example.

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

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

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

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




TO:

PROJECT OFFICER

[ e

GENERAL INSTRUCTIONS FOR PROJECT OFFICER

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

The care with which you, the project officer, administer the questionnaires will

determine the accuracy of field feedback and, consequently, the success or failure
of this project. . '

Survey Packet Contents.

a. Questionnaire
b.  Supervisor Questionnaire
Project Officer Instructions
d.  Answer Sheéts for Questionnaire

e.  Pencils for use on answer sheets.

Eé§p3n§i§ilit§gsg

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

b.  Project Officer. The project officer is responsible for the control and handling

of questionnaires, for the administration of the questionnaires, and for returning

completed and unused questionnaires to the Military Police School.

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

About the Questionnaires.

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

is performed. 7

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

B
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5.© Who Takes The Questionnaire. The project officer is responsible for selecting
individuals to take the-questionnaires (respondents) within their units. Those
selected must meet. the requirements listed below: '

a. The questionnaire respondent must:
(1) Be in an M.P. duty assignment (actually performing M.P. duties)
(2) Have been on the job at leasi 90 days o
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 80 days.
‘(Assign questionnaires proportionately among officers and NCOs.)

6. Questionnaire Administration.

Questionnaire. The questionnaire will be administered in a controlled environ-

ment. Persons participating in the survey will be allowed two hours to complete

the questionnaire and will turn the questionnaire and answer sheets in to the
questionnaire administrator prior to leaving the survey area. ‘Individual question-
naires and their accompanying answer sheets will be kept together.

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

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

7." Questionnaire Handling. Questionnaires and answer sheets become FOR OFFICIAL
USE ONLY when completed. For ease of accounting, each questionnaire and its -
accompanying answer sheets are numbered. All questionnaires must be returned to
the Military Police School whether they are used or riot. Instructions for returning
the questionnaires to the Military Police School are contained in the basic letter.

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

-

ADMINISTERING THE QUESTIONNAIRE

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

A-2, ;nstrg;tiogg. The questionnaire administrator will present the feilowing 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 questionnaire which
has been issued to you.,” )
(Note to ;hegdg;inigtra;or; It must be emphasized that your enthusiasm for -
this project or lack of it will be contagious. It is important that you demon-
strate a positive attitude to the participants. Allow time for the first page to
be read and underline the ‘importance of the questionnaire with the following
statement.)"

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

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

d. “Now read tl;xe instructions found in-Part I1."

(Note.to theé 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 shéets accompanying
your questionnaire. Take the answer sheets and number them one through
nine to correspond to the first nine secticns in Part III of tﬁe;questioﬁnaire.
If you do not have nine answer sheets, raise your hand—I have extra ones,
Use a separate answer sheet for each section. Answer only the number of
Questions listed in each and move to the next section and answer sheet.. It
is not necessarv to write your name, rank, the date, or course at the top
of the answer sheet. Also, disregard the blocks marked score, grade, extra

" points, and social security number.” ’ -




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

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 sheats,”

g.  *“All answers must be based on your experience in this your present unit. Do
not call on experience in previous units. This means that if you do not per-
form a p_a:ticula: 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

when you are finished. Are there any questions?”

A-3. Conclusion. After everyone has taken the questionnaire, ensure that all ques-
tionnaires and answer sheets are accounted for. Collect the pencils provided ‘so
that. they may be returned to-the Military Police School along with the question-
naires and answer sheets. . )
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JOB AIDS:
DESCRIPTIVE AUTHORING FLOWCHARTS

ISD 11,1 Specify Learning Events/Activities

Lo

/

This is the 9th 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 Specifying Learning Events/Activities
ISD II1.1:” If you do not have the supplementary manual, request it from your supervisor.
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Have ™
" You Read the
Introduction tc the Use

IS 111.1 Specify Learning Events/Activities

® This introduction ‘p'rmides the user with

of Job Aids
7

Yes

Introduction to the Use
of Job Ai'ds

[

Have
You Used

This Job Aid
Befare
?

Want
To See An

Overview, of This
Job Aid
?

Na

= N !‘x"ep ,77 a
Overview of Learning
Activities Job Aid

instruction on the bysic structure of the
Job Aids and Guidane fc: their use.

* Refer toIntroduction.

Overview includes: -
— Objectives

~ Purpose

— Product
— Major steps in process
- Wnrigsﬁeets used

¢ For detailed overview, see Manual,
page I-4. :



b

=" List of’
Critical Tasks No
and Associated TLOsand ™>—mooo
LOs Avy
?
Yes
/ _ - # List of critical tsks and associated Terminal
) o : Learning Objectives and Learning Objectives
: Guidance for Obtaining/ snould be available as output from 1SD 1.1°*
Preparing Critical Task Develop Objectives.
List and Associated ’ I e
TLOsand LOs | . I Learning Objectives are not available for
. ““all critical tasks, go to Job Aids: Descriptive
L - Authoring:Flowcharts |SD (1.1 Develop
T Objectives.
. I #® When Learning Objectives have been obtained
o return to Block 6. .

Select First/Next Critical
: Task Witly Associated
TLOsand LOs

Obtain First/Next
Learning Activities
Recording Sheet
(LAR Sheet)

Learning Objectives for each critical task are classified by learning category and
sub-category. Appropriate learning activities are then specified for each Learning
Objective. The Learning Activities Recording Sheets (LAR) are used to record
these data.

= For guidance in obtaining LAR Sheets, see Manual, page 1-8.

Complete Section | of & [nformation-required in “ection | of the LAR Sheet is:
LAR Sheet - ] — Name/Qffice Symbol
: — Date
— Course under development
. o . — MOS/Skill Level

e e Example: See Manual, page [-9. .

O
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ISD 1.1 Specify Learning Events/Activities

1

Camgplete Section || of ® Information required in Section 11 of the LAR Sheat is:

LAR Sheat . — Task 1D No.
.— Terminal Learning Objective {Action Stathent Unly)

Example: See Manual, page 1.9,

The actiun statement for each Iearnmg ubjectwe associated with the critical task
is recorded on the LAR Sheet.

For further guidance, see Manual, page 1-10.

Identify Record First/
Next Learning Objective
[Cal. A, Section i1,

LAR Sheet]

/

Do ® The three Ieammg categories are:

You Know )
the Characteristics _No - - g’ihentall
of the Three Learning - — Physica

Categcmeg = Attitudinal '

Tﬁ determine the characteristics of each of
the three lEarmng categaries refer to the
Manual, page I-11.

Characteristics of
Learning Categories

15 , f . .

Determine/Record ® One of the fallowing three learning categories is recorded in Col. B of the
Learning Category LAR Sheet:
[Col. B, Section Iil, — MENTAL
LAR Sheet] — PHYSICAL
= ATTITUDINAL ;
: | * For further guidance in de:armining and recording appropriate learning
T category, see Manual, page -12. S :
cq4

1.5




16

Is

Learmnq Category

Yes

Oetermine/Record
Sub-Category

Determine/Record
Appropriate Learnmg
Activities

[Cal. C, Section I,
LAR Sheet]

Have
All LOs for
This Task Been
Examined
7

Have
All Critical
Tasks Been
Examined
7

& The MENTAL learning categary is subdivided
into six subcategories. They are:
— identifying objects and symbals
— recalling information

[ Col. B, Section Il1, — discriminating
LAR Sheet] — classifying
— rule-learning and using

— decision-making
& For examples of each subcategory, see Manual,
page i-14.

Learning Activities necessary for teaching the
Iearnmg objectives associated with each of the
six subcategories of the MENTAL Learning
Category are prepared and recorded on the LAR

e For further guidance in preparmg and recording
appropriate learning activities, see Manual,
page I-17.

E -
o
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- "F’hysical“;
?

2 . x“%&%&
Is
<. Learning Catenory

[’ND

Yis

~_

Determine/Recard
Sub-Categary

[Cal. B, Section 11,

LAR Sheet]

23
Determine/Record
Appropriate Learning
Activities .
[Cal. C, Section 11,-
LAR Sheet)

24

Have
All LOs for
This Task Been
Examined
9

25

Have
All Critical
Tasks Been
Examined
?

ISD I11.7 Specify Learning Events/Activities

The PHYSICAL learning category is sub-
divided into two subcategories. They are:
= gross motor skill

= responsive motor skill

For examples of each subcateqory, see
Manual, page i-26.

Learning activities necessary for teaching the
Iearning abjectives associated with rach of the
two subcategaries of the PHYSICAL Learning
Category are prepared and recoided on the
LAR Sheet,

Far further guidance in preparing and recarding
appropriate learning activities, see Manual,

page 1-28.
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4; ming Category =
gy ”Attimrjiinal"/
e

s, No

~

Learning Categary Must
Be “'Mental”, ""Physical”’
or "Attitudinal”. See .
Supervisor for
Assistance.

q. Yes
27
28 B
Record Sub-Category o
[ Col. B, Section 111,
LAE Sheet] ]
@
29 B
Determine/Record l s
Appropriata Learning
{Col. G, Section 1, o

LAR Sheet]

_~"Have All

L0s For This

Task Been Examined
2

There is one subcategory under the ATTITUDINAL Category. Itis:
-- attitude-learning

Far examples of this subcategory, see Manual, page 1-34.

Learning Activities necessary for teaching the learning chjectives associated with
attitude-learning are prepared and recorded on the LAR Sheet.

For further guidance in preparing and recording appropriate learning activitiss,
see Manual, page {-36.



31
Have
All Critical
_ Tasks Been Examined
?

Revise LAR Sheets
As Necessary

3

Revise LAR Sheets
- As Necessary

34

Any
Infarmation For

Yes

Individuals Working in.
Other 15D Blocks
?

Na

= T
Record Comments gn
IS0 COORDINATION
SHEET o

ERIC
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ISD 111.1 Specify Learning Events/Actjvities

.'«.’/

® During the instruction activities selection Protegg

infarmation may have been obtained that WOUly pe
useful to persons who performed activities thay fed
into this step. Similarly, information may have
been obtained that would be useful to persons who
will be engaged in Instructional Systems Develap.
ment steps that follgw this one,

© Comments are recorded and submitted ¢,
appropriate persans.
o For further guidance, see Manual, page |41



JOB AIDS:
DESCRIPTIVE AUTHORING FLOWCHARTS

ISD 111.2 Specify Instructional
Management Plan and Delivery System

This is the 10th in a series of ISD Job Aids for use in instructional design and
provided in the supplementary manual “Job Aid for Specifying Instructional Manéééﬁ%’ent
Plan and Delivery System ISD II1.2.” If you do not have the supplementary manual,
request it from your supervisor.

5
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Have
Yuu Read the

of Job Aids

Intraduction to the Use ™

I1SD 1H.2 Specify Instructional Management Plan and Delivery System

This introduction provides the user with
instruction on the basic structure of the

‘¥€%§  N -
Introduction to the Use
of Jab Aids

o Refer to tntroduction.

Have You
Used This Jab Aid

No

Before
?

Want 1o See
An Overview of the
Jab Aid

Yes

& QOverview includes:
— Goal

Job Aid

- Objectives
g — Products
~ Major steps in process
Warksheet used
— Deseriptive flowchart

il

Overview af Instructional
Management Plan and
Delivery System

# For detailed overview, see Manual,
pages J-4 thru 6.

ERIC
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'8

_~"Da You

" Have Completed

Learning Activities

Recording Sheets
?

",

No

& These sheets describe the learning activities
sugyested for every learning ohjective within
a single task

Guidance for Obtaining/
Preparing Learning
Activities Recording
Sheets

e Learning activities for each task should be
available as output from 15D 111.1 Specify
Lezrning Events/Activities.

# |f pracedures for specifying learning activities
were not complete, go to Job Aid: Descriptive

Yes
— T~
Obtain Learning
Categary Matrices
T

Select First/Next
Learning Activities
. Recarding Sheet

Obtain Delivery System
Planning Sheet
{DSP Sheet)

Authoring Flowcharts, |.3.

& When liss of learning objectives and their
corresponding learning activities have heen
obtained, return to Block 6.

o Learning Category Matrices are available for all nine learning subcategories.
They are used to select the most appropriate delivery system for training each

task.

e Fot further information and guidance an obtaining Learning Category Matrices,
see Manual, pages J-8 and 9.

e Delivery System Planning (DSP) Sheets are used to doctiment candidate delivery
systems which meet the criteria specified by the learning artivities for each
objective. From this group of candidate delivery systems the final selection of
delivery svstem(s) for the whole task is made,

# For quidance in obtaining DSP Sheets, see Manual, page J-11.



ISD 1.2 Specify Instructional Management Plan and Delivery System

11 -
Complete Section | of ' e [dentifying information includes:
DSP Sheet - MOSs - Date 7
— 8kill level — Task 1.D. number located an Learning
— Course title - Instructional setting ./ Activilies Recording Sheet

— Name/Dffice Symbal

e For example, see Manual, page J-12,

Record ALL Learning
Objective Actian
Statements
[Sectian 1 {A),
DSP Sheet|

e For further information and guidance, see Manual, page J-13.

Select First/Next
Learning Objective
Action Statement -

[Section 11 (A), .
DSP Sheet] -

14

”"xL-*"P —
Record Learning
Category and Subcategory
[Section 11 (B),

DSP Sheet]

e For further information and guidance, see Manual, page J-15.

Locate Appropriate e The matrix is located for the learning subcategory which has an X in
Matrix for This Learning Section 11l B for this objective. For example, if there is an X in the
Category and Subcategory column for Gross Motor Skills, then that is the matrix to be used,
[Learning Categary .

Matrix]

ERIC

Aruitoxt provided by Eic:
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16

Record Appropriate
“Training Setting

Criteria”  [Learning
Category Matrix]

Record Appropriate
"Administrative Criteria’
[Learning Category
Matrix]

~ Does
Matrix Contain

<]

A light

check mark {+/) is made on the matrix to indicate thz criteria

specified by the instructional setting and learning activities for this abjective.

ror further guidance, see Manual, pages J-17 and 18.

A light

check mark (+/) is made on the matrix tn indicate the criteria

specified by the instructional management plan for this objective.

For turther guidance, see Manual, pages J-19 and 20.

o - All matrices include Stimulus Criteria except:
— Subcategory Identify Objects and Symbals

"Stimulus Criteria”
7

19

Record

“Stimutus Criteria”
[ Learning Category

Matrix]

{Mental Skills)
— Subcategory Gross Motor Skills {Physical Skills)
Subcategory Attitude Learning (Attitude Skilis)

e Alight check mark { +/) i5s made nn the
matrix to indicate the criteria specified by the
learning activities far this objective.

Appropriate

o For further guidance, see Manual, page J-21.

20

Does
Matrix Contain

Yes

o Complexity Criteria apply only to responsive
mator skills.

No

“Complexity Criterf’"/ .
7

-6

&
@
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ISD 1.2 Specify Instructional Management Pian and Delivery System

@ A light check mark ( +/} is made on the
matrix to indicate the criteria specified by
learning activities for this objective.

Record Appropriate
“Complexity Criteria’
[ Learning Category

Matrix] o For further guidance, see Manual, page J-22,

Examine “*Alternative
Instructional Delivery
Systems"’
[ Learning Category
Matrix]

Draw Line Through Any
Delivery System(s)Clearly
Not Available for Training
This Learning Objective
[Learning Categﬂiry Matrix]

Examine First/Next
Patential Instructional
Delivery System

[ Learning Category
Matrix]

25

Pre-recarded
)pposite Each “Training

There are two groups of alternative instructional delivery systems: the first group
consists of those which meet all the criteria completely; the second group consists -
of delivery systems which are adequate but do not meet the criteria completely. -

For further explanation of the delivery systems, see Manual, pages J-23 thru 25.

For further guidance, see Manual, pages J-26 thru 28.

e For further quidance on examining delivery systems for suitability, see Manual,

page J-29.

o For example, see Manual, page J-30.

etting Criteria” You
Ehegked :

Yes

%)
W

17
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2%

Reject as a Candidate
Deiivery System

27

X" e Far example, see Manual, page J-31.
Pre-recorded -
Opposite Each Na
~Administrative Criteria’.
You Checked

28

Reject as a Candidate
Delivery System

29

Dm}i\x

Matrix
Contain ""Stimulus
Criteria”
?

30 7

e For example, see Manual, page J-33.

Pre-recorded
Opposite Each
""Stimulus Criteria”
You Checked

J-8

O
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ISD 1.2 Specify Instructional Management Plan and Delivery System

31

Reject as a Candidate
Delivery System

32 )
! AA -

Matrix
Contain "Complexity
Criteria”
?

33 . _ e
"X e For example, see Manual, page J-35.
Pre-recorded ) ’
Opposite Each No ] o -

~Complexity Criteria”
You Checkec
?

Yes
34 i -
Reject as a Candidate )
Delivery System 2
J
Record the Delivery @ For guidance in recording the delivéry system on DSP Sheet, see Manual,

System on DSP Sheet page J-36.
{Section I {C), ' : .

DSP Sheet]

5]

T

19
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e Are there delivery systems shown under the
Alternative Instructional Delivery Systems that
have not been examined?

ave All
instructional
Delivery Systems

O
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37

-3 PP o L ol W a1 B
= s Uar ongel
7

Been Examined

You Record

At Least One Available™~__ No

Delivery System far
This Objective
?

- Yes

38

Repeat Blocks 24 thru 36
and Select the Delivery
-System Which Has the
Most ""Xs* Opposite
Your Checks :

i3
This the Last ™

Action Statement on

No
=

40

Erase All Checks on
Matrices or Get New
Sheets

¢ Matrices are used moy,

This block is included in the event that no
availablg delivery system could be found by
using thg algorithm. The mare delivery
systems that were crossed off tie list the
more likely this is to happen. Then a less
than perfect choice must be made,

than once in order to
reduce the amount of paper used with this

]ub aid,
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ISD 111.2 Specify Instructional Manay:ment Plan and Delivery System

i e S T
! Examine All Action , o For turther guidance on the purpose of this - -zmination, sce Manual, page J-40.
[ Statements and Candidate i
‘ Deliviry Sys tems l

|

|

[Sectiun 1 {A) and (D),

OSP Sheet J

- i,
42 , "
- "19*5%‘*1 e Does more than one celivery systen meet the
~ Than One ™ media selection criteria for this group of
~Delvery System M;L\t\"‘ fes L 7 - objectives? ~ e
Media Selection Criteria - - o )
For Objectives
[ No
a3 -
Select the Best Delivery & For guidance on how to select the bast
System(s) for This Group delivery system, see Manual, pages
of Objectives J-41 thru 43 *
e i -
e For further guidance and exampte, see Manual, page J.44, =%

45
:;{3;-' 15 This g
~ Thi Last Learning
CActivities Workshest
et

o
Go

111
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® For guidance in detarmmmg the whﬂle course delwery system, see Manual,
page J-45,

Obtain Stupervisor Review
of DSP Sheets and

Select Whole Course
Delivery System

Complete Systems

e This job aid does not include guidance for cumpletmg the Syslems Management
Managemem Plan L]

Plan (SMP}
¢ Forinformation ahout what is inciuded in the SMP ggd where to obtain guidance,
see Manual, page J-46. -

¢ During the delivery system selection process infor-
. . mation may have been abtained that would be useful
Yes to persons who performed activities that fed into this
) step. Similarly, information may have been abtained
that would be useful to persons who will be engaged. .
in Instructional Systems Development steps that
follow this one.

Any

Information ™

For Individuals Working

in Other 15D Blocks
7

Record Comments gn e Comments are recorded and submitted to
150 COGRDINATION . appropriate persons.
SHEET '

& For further guidance, see Manual, page 447.




JOB AIDS:
DESCRIPTIVE AUTHORING FLOWCHARTS

ISD 111.3 Review/Select Existing Material

This is the 11th in a series of ISD Job. Aids for use in instructional design and

provided in the supplementary manual ‘‘Job Aid for Review and Selection of Existing
Material I1SD II1.3.”" If you do not have the supplementary manual, request it from your
supervisor. ;




ISD 111.3 Review/Select Existing Materiai .-

-

’ ga"i I e This introduction provides the user with instructions

ou Read the - e
Introduction to the Use ~No - » ?c?rttl:ieéi?ajécé structure of the Job Aids and guidance

of Job Aids o

?
Yes
2 _
e

« Refer to Introduction.

Introduction to the Use
of Jab Aids

Have You No
- Used This Job Aid
: Befare

?

4
® Dverview includes: -
Want to Yes — Goal
, S es " .
See an Overview of —e — Objectives
the Job Aid =~ Product
— Major Steps

— Worksheets Used

Na
Overview of Review/ e For detailed overview, see Manual,
Select Existing Material page K-4.
- Job Aid : .
K-3 .
By
_ p 1
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Identify the Type of

Instruction You Have
Beeu Assigned to
Develap

Obtain Reference
Review Sheets (RR)
A&B

/

Record on Top of
RR Sheet A:

MOS Code  Namyg
Skill Level  Date |

Instruction Under Ddvelop.

Identify end Recard Name
of Existing Army Course(s)
far the Tasks You Wish to
Train _
[Section 1, RR Sheet Al

10

Identify/Record Qther
Army Reference.
Materials

[Section 1, RR Sheet Al

Any additional sources of o).

i T

Types of instruction may include: :
- a complete resident course — one or more modules

= acorrespondence course — 8 TEC lessort
— gne ar maore lessons - etc.

For further guidance, see Manual, page K-117.

Referénce Review Shects are cantained in pocket at the back of Manual.

For example of what completed RR Sheet A togks like, see Manual,
page K-7 and K-8, .

Example: See Manual, page K-12.

2

At the present time these tasks may be trained in pne or More courses,
if 50, namels) of Course(s) is recorded.

For example, see Manual, page K-13.

RR Sheet A includes standard Army references that should be examined.

RR Sheet A.

For help in identifying and recording additonal sources of Army material,
see Manual, page K-14. ; .

iate Army material are added to Sectian 1 of
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" B
e .

Obtain DA Pam 61111
DOD Occupational
Conversion Table

Do Yﬂﬁ

Know How to.Use No

ISD 111.3 Review/Select Existing Material

into Air Force, Navy, and Marine equivalents,

DA Pam 611-12 can be used.

DA Pam 611-11
?

Yes

13

- Guidance in Using
DA Pam611-11 =
December, 1977 Version

14

Examine DA Pam 611-11 |
to ldentify Any Service(s)
With Occupational
Specialty Similar to
Army MOS

15

1 or Mare Service

Have Similar Occupa-
tional Specialty
?

-3
(D]

K-5

DA Pam 611-11 replaces DA Pam 611-12. 1f 611-11 is not available,

Far further explanation, see Manual, page K-16.

e Forguidance in using DA Pam 611-11,
see technical rotes at beginning of
pamphiet.
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Record Qccupational
Specialty Codes for Other
Services.

if None, Recard “None”
[Section 1, RR Sheet A)

Identify and Record
Appropriate References

for Other Service(s)
[Section 2, RR Sheet A]

Identify/Record Appro-
priate Reférences Fram

Gther Sources

[Section 3, RR Sheet A]

Have RR Sheet A
Reviewed for Completeness
and Accuracy

]
=

Did
You Record
the Name of a Present

This code designation will aid in the later
search for apprapnate materials from
otheér services.

Example: See Manual, page K-19.

" For a list of standard references fram other

services and guidance in recording same,
see Manual, page K-20.

® For alist of thEﬂtlal references and guidance in recording same, see Manual,

page K-22,

» When all the possible references have been added to RR Sheet A, itis rewewed
to see if all potential sources have been tapped. .

e Sources for review would include supervisor, peers and/or instructors.

Army Course in Section
| RR Sheet A
?

ERIC
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ISD 111.3 Review/Select Existing Material

Obtain Pertinent e Material(s) may consist of films, tapes,
Material From Coursel(s) textbooks, graphs, pictures, over-head
projections, etc.

for guidance in obtaining materials,
see Manual, page K-25.

L g

Obtain All References
Recorded on RR-Sheet A

Were
All References
Available

?,

Yes

]

LT
- 4
24

Record Reason for e The reason for unavailability is recorded so
Unavailahility : : that someone else working on this block in

the future will not waste time looking for
[Record Under “’Com- references that are no longer in print, etc.
. ments”, RR Sheet Al i | s

mgie' t Sheet Al , &« Example: see Manual, page K-27.

Record ON RR SHEET B
First/Next Available
Reference

[Col. 1, RR Sheet B]

This block begins the process of identifying materials for appropriateness to the
instruction being developed. '

e Work is now being done on RR Sheet B. The following is also recorded:
— MOS Code — Date :
~-8kill Level = Your name

Example: see Manual, page K-28.

K-7

o



2

Is
This Reference
a Catalog/Index

& References are of two types:
1) Catalogs/indexes, etc.: these contain only
- descriptions of material which will be abtained

efc. later.
., 7 2) Items of actual material: which will he examined
luter,
27 I
Ildentify “Entries” in ‘e For guidance on how to find material in reference source, see Manual, page K-29,
Catalog/index, etc. That
Appear to be Appropriate
28
Record AIl Appropriate ® Name, number, etc., of potential material is recorded so that material may be
Entries (Name, No., etc.) olitained for further evaluation,
e Example: see Manual, page K-31.
.29

Have
All References Been
Recorded

Obtain Materials Recorded

s For guidance in obtzining materials, see Manual, page K-32.
in Cal. 2 of RR Sheet B : .

e q%‘\r‘?’a‘%"
I .
KB oy oy
. (]
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ISD 111.3 Review/Select Existing Material

)|
Were No
All Materials —
Available
7
Yes
32
Record Reason for o Example: see Mapual, page K-33,
Unavailability i
[Record Under “Com-
ments”, RR Sheet B]
33 | I ’*7”
Scan First/Next ® This block begins the process of scanning material to determine if it should he
Available Materidls held and examined in depth at a later time.
{Cal. Tor 2, RR Sheet B] e Forguidance, see Manual, page K-34.
Should £
the Material " No,
be Examined in — —
Depth
?
Yes
35 B
Entera “N”in Cal. 3. & An “N" meaning “"No' is recorded to
Record Any Appropriate designate an item of material which appears
Comments . to be of no further value for the instruction
[Cal. 3, RR Sheet B] being developed.
# Example: see Manual, page K-35.

ERIC

Aruitoxt provided by Eic:
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Enter *Y" in-Col. 3.
Record Any Appropriate
Comments.

[Cal. 3, RRA Sheet B]

* A"Y" meaning “Yes" is recorded to designate an
itern of material that initially seems appropriate
for inclusion in instruction and therefore should
be held for further evaluation,

e Example: see-Manual, page K-35.

31 /z

Have All
Materials Bean
Scagned -

38

Examine First/Next
{tem of Material

~ Determine/Record
Acceptability of ltem
of Material

[Cal. 4, RR Sheet B]

Daes Item
of Material Require
Revisian

?

Yes

o

ERIC

Aruitoxt provided by Eic:

This Bl.. & pns the process of an in-depth raview of selected materials.

Usefulness of materials is judged accarding to how consistent an item of
material iz with pre-determined: ’
~ Learnar characteristics — Delivery system .
= Learning guidelines - Management pjan

Fur further explanation, see Manual, page K-36.

An item of material may she:
Accepted as is
Rejected

— Revised

I

For further information and example, see Manual, page K-41,

~J
G



Recoid Su ggested
Ravision
[Back of RR Shect Bl

Is

There an

Entry in Caol. 4 for All

Iterns of Material

Listed in Cal.
7

Yes

43

Submit R Sheet B
to Supervisor for
Review

Any
Tnfarmation for
Individuals Working in
Other 1SD Blocks

Yes

No -

Ftecﬁrd Comments on
"1SD COORDINATION
SHEET

O
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2

The reviewer of existing materials records the
revisions he thinks are required if material is to
be used. Personnel respansible for cost decisions
willlater review these suggested revisions.

For example, see Manuai, page K-43.

During the review and selection of existing materials
information may have been obtainted that would be
useful to persons who performed activities that fed
inta this proecess. Similarly, information may have
been obtained that would be useful to persoris who
will be engaged in Instructional Systems Development
steps that follow this one..

e Comments are recorded and sibmitted to
appropriate persons,

s For further guidance, see Manual, page K-44.



«? JOB AIDS: . ;
DESCRIPTIVE AUTHORING FLOWCHARTS

- 1SD 111.4 Develop Instruction

This is the 12th in a series of ISD Job Aids for use in
development. This volume will direct you to specific
provided in the supplementary manual
If you do not have the supplementary

instructional design and
guidance, examples, and references
“Job Aid for Developing Instruction ISD HI14.”
manual, request it from your supervisor,

e
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I1SD 11.4 Develop Instruction

1

_® This introduction provides the user with

i
Have
~" You Read the No
Introduction to the Use "o —
of Job Aids
?
Yes
2 o
——

Introduction to the
Use of Job Aids

Have Yau No

Used This Job Aid
Before
9

Want
to See an Yes

Overview of This —— e
Job Aid /

No

m bEvelcping

l Instruction Job Aid

-

instruction on the basic structure of the
Job Aids and guidance for their use.

a Refer ta Introduction.

Overview includes:
- Goal
— Objectives

.= Prnducts

— Mzjur steps in process
— Worksheets used
-~ Descriptive flowchart

s For detwiled overview, see Manual,
page L-6.



,{;; Do
" You Have
Outputs of ISD ™~

® In order to develg

the fallowing inputs:
~ from 180D Phase i1

(ghase Hand 1111, 111,2,_>
N and a2

&y
o

7

3 parts learning objectives
corresgonding test items

group fetter and sequence number far each obje.tiva
~ from.I1SD Phase |1 S
*. learning category and subcategory for each objective

carresponding learning activities
management plan and delivery system
selected existing instruetional materials

p instruction it-is necessary to have

. ® The outputs of the 4 blncks

Guidance far Cbtaining/
Preparing Qutputs of
18D Phase 11 and 1111,
1.2, and 1i).3

at 18D Phase Il and

Begin Process of
Determining
Resource Requirements

w

— ——

Determine Instructional
Needs

e —

’ Study Types af 7
Resources and Cost

ll Factors for Developing
i| Instructicn v .
1L Aﬁ.’T T

ERIC
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1H.1,111.2, and 111.3 should be available fram
persons responsible for those activities.

If procedures far any of these activities were not
complete Job Aids; Guseriptive Autharing Fiaw-
charts may be referred to as follows:

Develop Dbjectives, pages E-3 thru E-13,
Develop Tests, pages F-3 thru F-00. .
Sequence and Structure Objectives, pages H-3
thru H-00.

Learning Categaries/Activities, pages -3 thru i-go.

Management Plan/Delivery System, pages J-3
thru J-1%
Select Existii.g M. erials, pages K-2 thru K-11.

This black begins fhe process of identifying:

— instruetional needs
= resources
— constraints

Process is accomplished in blocks 9 thry i3

: Instructional needs are determined on the basis of previous analyses and
planning which took place in ISD Phase |] and 11,

For further information, sge Manual, page L-11,



ISD 1.4 Develop Instruction

11 ! -
. ) . o :
ldentify Resources & For quidance in identifying availanic resources, see Manua!, page L-15%
Avanlable
Presently under
Orveinnret |
! ,_‘SZ—%:“‘-‘——J.J
12 A
" o -
_~"You Knuw the ™~_ Ne
o Functionsofthe ~ 7 b Y
- Production Personuel
\t Your School
e 7535
Yes
e Fur descrintion of funztions of th
— media specialist
— graphic artist
— print specialist
- photographer
“~ audio protucer (ennineer)
— technician
e o For further guitnce, see Manual, page L-16.
e 1L0%aie nutially sorted into two groups
A) thase for which unst [ arn availabte
T»-m Im 1, A ,::m i B)  those for which instructional maerials must now be devilopad
| | e , ,
' = For further information, see Manoat page L1868,
lomm T T T l

= Sstruction must be developed s now - rid etcording to
. ' : i y|v Ty o et
i BaF i oas [ e B s .
© gr fnrthe atnomehioon R
i
.
Lo
. . @JX\)
.

O
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Select First/Next e A group ol learning objectives for g particular delivery system is selected,
Group of LOs for :
Specified Delivery
System
17 )
Begin Process of & This bluck begins the actual development of instruction,
Developing Fist
Oraft
18

@ Instruction Developmert Checklist is used to document Steps in

(1btain Instruction
preparation of first drft materals.

Davelopment (10)
" Chacklist

® For guidance in obtaiaing 1D checklist, see Manual, page L-23.

Recard Identitying e |dentifying information includes:
'nfurmation = Yaur name/0ffice symbal
[1D Checklist) - Date

— Course/Module under development
~ MOS/Skill Level

20

I5 .
© o _Delivery Systam™~_ Ve
<for This Group of LO5 Sy L

Audir Unly
? /

—~
No

O

ERIC
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ISD 111.4 Develop Instruction

it

(I

Determine/Check J o Far further information, see Manual,

Techniques o Stimulate puge L-25.
Audio Sense
110 Checklist]

22

| N | - . P o RA
Prepara/Chweck e For further information, see Manual,
Lean Script in Correct page L-26.
Format
[10 Checklist]

e For further information, see Maoual,
pane L-27.

Review/Chack
Scripy for Continuity
{1D Checklist]

e For further information, see Manual,
page L-28.

Determine/Check
Pacing 6f Presentation
and Indicate on Seript
{10 Checklist]

Gotwo
Block ’
43
\“’a,_i_,;
25 A
Sl
Defivery ™ 7
< oysten fai Tlis Groiip ™ Yes o
~.0f LOs Audio Visua! -~
~.{5lide- Tape) "
-~ ,_? 5,-*‘;3
{ No
(Ol
L7 (WY

O
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i
P

1
e T i .
: couf Martdlan | e Fuorfurihes infurmaton, see Marenal,
‘ \ puge L-29.
- i
,
¥
e DU
v Y ,
;P t j 9 aiformation and guidanes,
STy : Cpags L-3G.
i !
j i
| I |
! ! ]
| i |
i . ‘L:—‘F“?qz‘—bx,_v,s“——i-?""-« i
i
|
. 25 !
— S S -
e This block begins the actua! productinn af
the audio-visual lesson,
: 79
i e
; i Prepare/Ch e Rough sketches ur stick ngures are callad

Sturybo storyhoards,

|
|
[1 Chectlisti [ = . . . .
11D Checklist] o for turther information and guidance, seg
Manual, page L-32. '
i

For fur o infarmation and quidance, spe

J Sangal, e 134,

o

J Review Che
’ of Storyhoa
|

o Chu[.His!lL

. i
S
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C. Text
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ystemt for This Grot

1S i11.4 Develop Instruction

EHIIEEI HIGE, e

- ¥
! Corpiete Check Visual 3 For further g and guidanie, see
I Components by i Maniul page L 35

I Consultation with
[ Phetographer/Arhot
i

. R .
| Complete’Check L, = Pt ther intur seoon s idance, see
poihanon ol o Manual, pane &2
e . ; .
} S0 Checklist i
! |

Yo lndwate/Chenk ] e Faor further informatinn and guidance, sce
Shide Changoes l Manual, payiz L-38,
{14} Chacklist] .

) ]
[
[ )



36 -

’ i ."ﬂ"a | ™ i - 7
Use/Check e Far further information and quidance, see
Simple Wards and Manual, page L-39.
Short Sentences

‘[ [I1 Checklizt! !

Foi further information ang guidance, see
Manual, page L-43.

Writing Style

|

) |

[1D Checklist] l
38

I emphasioo ook ]

Emiphasize/Check e For further information and guidance, sep
Main Points in Text Manual, page L-47.
[1D Checklist]

39 e
Develop/Check e Fai further infarmation ana Juidance, see
Ideas Clearly Manual, page L-49.

[1D Checkiist]

l Devetap/Use ' ! @ Farfurther information and quidance, see
Clear Furmat . : Manual, page L-51. .
(1D Checkiist] -

Co
e

O
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Recond

U;v/Ehm:k l
Formula to Determing
Reading Grade Level and
| [ID Chprlflhl] ‘

Adjust Reading
Duihullty Lavel

I

43

Attach 10 Checklist to
First Draft Lesson
faterials and Subimit to
Supaervisor for

Inttials/ Comments

Ei“'ﬁk
=" Do T
= e

You Know e

How to Conduct
|nd|v1dua| Valltlatlun

No

& Supervisor check .-

- usetul for abtaining another pers

15D 111.4 Develop Instruction

The Reading Grade Level Foimula is used 1o
keep the woiting at a level appropriate for the
target papulation,

For further information mu guidance, sou
Manual, page L-52.

on's apinian of the lesson,

and for double LIILLkmr] the items on the 10 Checklist,

45

Read Job Aid for
150 111.5, Validate
Instruction

ERIC
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individual Validation Trials are also knawn as
developmental testing.

e This job aid does not cover individual
validation trials. This topic is cover
anather job aid.




ot
[ard

Conduct Individual
Validation Trals

The individual validation trials will revea any
: of deficiencies in the instructiona

S materials.

18 ’ 5

& Instructional materials are revised
scearding to informatien collected it
the validation trials.

47
;f
:;, wa sinng "’»,,,\ Yeos
ff H(:(um’d ; -
;‘f
r No
Fovise Accurdingly
49
Davelop
Instruciors Guuge ®
50

Develop
Student Guide

O

ERIC
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o This job aid does nat cover the development of an instructor's quida.

TRADOC Pam 350- 30, Black 1114 Develop [nstrucrion, caovers this tapu.

e This job aid does not cover the development of student guide.

TRADOC Pam 350-30, Black 111.4, Develop Instruction, covers this topie,

"]
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Submit 1o Supervisur:

=]
e Invrructor's G

. End i = N
#oGhingert [iprle

e

o
%]
k

= nfufmation

a Supervisor check o uerded ar this

production.

= ; Yo
< for Individuals Workiig S~ _
~ in Other 150
\\\g Blocks "
x"*z,x\? -
FXNU
s J .
_;[‘"’ T T
" flecord Comments ’
' on 150 :
|' COORDINATION ‘
{1 SHEET !
| I
i T T *““‘;:7_;'""?1|
( . STOP )
' L-13

ISD {I1.4 Develop Instruction

pung, before moerals goointo final

During the instructionat develnament NEAcEss
mivtngbion may have been obtamed that would
be useful to persons who performed activities
that fed into this ane. Similarly, information
may have been obtained thot would be useful to
persons who witl be enganed in Instructional
Systems Devel sment steps that follow this one.

e Coumments are recorded and submitted to
appropriate persans,

e For further quidance, see Manual,
page L-o2.



JOB AIDS:
DESCRIPTIVE AUTHORING FLOWCHARTS
ISD 115 Validating Instruction
This 15 the 13th in a series of 18D Job Aids for use in instructional design and

development. This volume will direct you to specifie guidance, examples, and reforences
provided in the supplementary manual “Job Aid for Validating Instruction 18D 111.5."
if you do not have the supplementary manual, request it fror vour supervisor,

O
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a Mo

< Introductian ta the Use

ol Jub Aids "
e, ; ff

- 7 -
E‘“"-; Sf
g
Yos

Introductian to the Use

of Job Atds

L%

Have You

Used This Joh Aid No

Bef u ro f;—f
—

-, ? ="

|

x‘é’f{\‘.’a fit to

Yes

. =
.Qamz an w..view of
~ the Job Aid

Overview of Validating
Instriictian Jab Aid

1sD 111.5 Validating Instruction

o This muoduction pravides the user with
instruction oi the busic structure of the
Job Aids and gindance “or their use.

e QOverview includes:

- Goal
= Objectivis
— Products
- Major steps in process
~ Warksheets used
- Descriptive flowcharts

s For detailed ave%view, see Manual,
page M-4.

O
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SR RHT I
Nec
Prug Gl
Impartancs of reedback )
=~ How vatidation heips imprave instroction

gty Tar vabidahon

e For tdriher mfurmation, soe Manual, paye
MY thry M10.

i it bstractn, !
P Vandation Recoriog ];
P Bt - dnivigua !
“' HVR Shee | |
|
L — i
f
g

r Compiete Sectian 1o

Validation Using
Teelivielgat Trogl

Evaluation(s) J

S;udv Guithelines tor ]’
l

© dnsHuction Vahdation Recording Sheet — Individual VB Sheet Iniiv ) 15 used
o document the Individual Trighls) Vatidation greees

= o quidance in abtainin. 'VR Sheat =tndw, see Manual, page M-11,

ion iy as fally

Infgrmatinn meladafin
Cotirse MOS Code
Skill lpvel .
Instruction under developmen:
Instraction being validated
Individual Vahidation Trial Number

&

e Fotguidance in completing Section 1 of 1IVE Shent ~lnthy., ser Manual, page M-12,

e

Guidulines explain the process of and procedures used in, o validatior inal using

a single tranee as a sublject.

e For further mfurmation, see Manual page 33-14.

=

)
W

M=



o |
- ) —
I - e
F

Sulnet/ Hocort Vainl:

|

IVH Shes

[i sthot i
I[ {Seetiog 1

Rucood Trames iy

Sheet v

!
I
|
|
i |

f
|

Recardmng Formls)

. - !
Prepare Validatiun 1{

'I
(VI3 Forms) |
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,-_L_

&

[E LTS PUU I E L PP DRSNS FERRY L LT

PRt The

Fe e g IR EY
e ANethods used ne vahdation
lests HETRINT

ELHI!

Atmmi- Scgles i *lhmi‘ s o the irnig

@ Facdurthapxplanabons, see Mane | page MATT

e ramiens whi are fepiesstative af the nrqet gaputatinn are okt

o For turther guidance, see Manual, page M-20

Validation Recardu, Cringiude
Questiannaires

— Altitude §
Interview Forig
Observaticn Forms

= Far gudance in prepaneg Vahdation Reenrding Forms, see Manual, pave M-21,

(S
<




S

Prasent Instructianal
Material to Trainee

17
' Administer/Record
i Re

espanses un VR Farmis)

18

: , Analyze VE Furm(s)

cord Results of

]
Evaluation
f
{

S
v

Determine f Additonal
Trainee is Needed Prior
to Revision af
Instruction

ERIC
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e Methods are discus

o

<]

= Who should present the material
~ Location (site} far presentation
Zanount af material to be presentad

For further information, see Manual, page M-25,

Farme mar aithar be filled oot by the

personis) conducting the validation {e.q., respo

s sl i1 HI P
Pooubhaililende wopiv] o o

1505 10 an inferview),

whether or not revision of material is [acassary.

e Following are examples of types of information that should he recorded:

~ Patterns of correct and incorroct responzes.

— Indications ot probiems areas within the instructional material,
- Trainees comments, where applicable.

- atc.

e For further guidance, see Manual, page K-27.

e For guidance in determinimg if an additional traiszs should be used tn

evatuate the istructional material, see Manual, page M-28.

i
e ()

3

sed for presentation of instroctional moienal They ety de

Lit::

e Forms are analyzed for putterns of responses or other infarmation indicative of



ISD 11.5 Validating Instruction

s‘; E"\R o -

Is
<Additm|ml Tmii/

-~ Needed

e

[

No
2 .
XHZ
Revisioh of ™  No

Instructional Material —
Required ffgf

23
Record “Na Revision s For example, see Manual, page M-29.
Needed"”
| [Section HI,
i & B B
IVR Shaet—Indiv.]
\
\\
\
\
A
it
24
—T— — 7 | |
Record Summary of e For exaniple, see Manual, page M-30,
Required Revisions
[Sectinn 111, 7
IVR Sheet—Indiv.]
F. ) '5!‘
— — H
25
Revise Instructinnal & Revisions will normally be made by the individual(s) who develaped the
Material as Necessary _ insfruction being evaluated.

97

O
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LU ‘

Obtain Supervisyr

Anpraval uf Rovsions

\
b

Record Date Revisions e Forexample, see Manual, poge M-317.
Completed
[Section {1,

IVR Sheet Indw. )

28
’ ol e — =
Determine it Additional & When revistons resulting from the previoos [ndividual Validation Trial werp
INDIVIDUAL Validation extensive, an additional Individual Voiidation Trial may be desirable.
Trial 15 Needed - . . 5
‘ ’ e Forinformation and guidance, sec Manual, page M-32.
!
I .—;.?G-F —
24 L
= e
P
- PR, K—‘, N
-~ Additional - Yos

il X .. e
<__Evaluation of Revisions > - —
T~ Needed 7
!

TF;N 1

Obtain New IVR Sheet--
Indiv. and Complete

O
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- J o

Vahdation Using Group

Study Guidelinas fuar ]
e |
Trab Evaluatian(-: |

S

ad
1‘ (%]

Complete Soction | of
Instructinn Validatian
Recording Sheet-- Gioup
{IVR Sheet--Group

Begin GROUP Trial
Evaluation of Instruction
Using First/Nixt Group

34.

Record 180 Personnel
Conducting Evaluation
[Section I, Black A,
IVR Sheet - Grp)

Select/ Necord Vahdatian
Methiod{s) to be Used in
Evaluation

[Section 11, Bluck B,
IVR Sheet=Grp}

1ISD 1.5 Validating Instruction

agroup of tramees 15 used 10 evilogie the ratrag lian matsal

= Do oLt .
= hddulini oo e

3=

e Instruction Volidation Recording Sheet- Group, s an revarse side of
IVR Sheet - Indiv.

For eaampie, see fanual, poge 3335

L]

= This block beqgins the Group Validatinn Tral(s) prodess

e The name and organization of the indwideal(s) conducting the svalienon s

recordard. .

e For example, see Manual, page M-37.

* The validation methad(s) used in Group Validation Trals are the samn as lar
Individual Vabidation Trals, They are:
Tosts - Interviews
Questionnanes - Observation
- -Attitude Scales - Other methogs specific to the training situations,
s Foar example nf how to record validation methods, see Manual, page. M-38,

plam the process ana procedores ased e validation toal inowhich



hie Used in Evaluation

PSection 11, Block €,

{
I
L IVH Sheat-Grpl J’

~
1 Select/Record Group to

37
—, | T
Prepare Validation
Recording Form(s)

[ (V& Form)

|

Presant Instructional ]
Matenal to Group

[
[Sa]

Adninrster/Record
Ruesponses on VR Formis)

41

Analyze VR Form(s)

o

ERIC
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o Groups of trainees whao are representative of the taret papulation are
selucted as subiects.

& Fort Sei ol paas N30

e Yalidation Recording Forms for Group Validation Trials aie ossentially

the same as for Individual Validation Trials. They melude:

Quoestionnaires

Attitude Scales
- Interview Forms

Observation

a For quidance in preparing Validation Recarding Forms, see Manuat

» e M40,

e Methods are discussed for presentation of the mstichonal matenal 1o g

group of tiainess.

e For further information, see Manual, page M-42.

e Forms may be hilled out by trainees (atbitude scale), instroctor (commaents),

validation team (interviews),

100

M-10

e Formsare analyzed for patterns within the graup or othar information
indicative of whether or not revision of material is necessary.



15D 111.5 Validating Instruction

w |
Record Results of e For example, see Manual, page M-45,
Evaluation
[Section II, Block D, »
IVR Sheet-Grp) l

Determine if Additignal
GROUP is Needed Prior
to Revision af

Imstruntion

s For guidance, see Manual, page * 46,

43
~
Is
Additional Group

, Go to
Yo Go to
® { Binck

 Needed /a Qz

No

Is
Revision of
Instructional Material
Required

Record "No Revision & For example, see Manoal, page M-47.
Nepded" .
|Section 11,

IVR Sheet-Grp]

O
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: . Y I Losd
' G : ot e e Mgl ad | g B
|
{
i
i
Y S

Hoivoe I & Bgsmaons el doistatly b made byt oo ahs develipiegd the

Shateoal oy Nepeasay

sttt g eslugted

e e

Revord Date Hevianns e For examphe, see Manual, page M-51.
Complnted
[Zectinn 111,

IVR Sheat Grpi

H

Determine if Additianal s When revisions resulting from the previous Group Vahdation Trial wers
Group Vahdation Trial extensive, an additional Group Validation Trial may be desirable,
is Needed o o L )

Fat lurther information and guidance, see Manial, page M52,

!
{

]
r.2
'O

M-12

O
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o

Sutyrmit Cunpiebed
IVR Shests tu
Supervisog

o

:;AI“,/ /X“%,;‘/
~Information ™
for Individuats ™ Yes

G Validating Instruetion

Obtain New VR Shaer
Gip and Complets
Section |

Working 1o Other 150~
Blonks -
g -

No

| —

Record Cn:?u:mnis on
150 COORDINATION
SHEET

]

M- 13

o [Junng the mstruction valulaton process mianmation
may have been ohtmned that wauld be vsefel to
persens who pedformed acties that fed into the
instruction Validation process. Simifarly, imformation
may have been abtmned that would be useful to
persuns who will e engaged i Instructional Systems
Developinent =tips that follow this ene.

+ Cor -onts are reconded and submitted to
Qptupnate persnns.

s For further guidanee, see Manual, page M-55,

O
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