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FOREWORD

The occupational analysis project was conducted by The Instructional Materials Laboratory, Trade
and Industrial Education, The Ohio State University in conjunction with the State Department of
Education, Division of Vocational Education pursuant to a grant from the U.S. Office of
Educaticn.

The Occupational Analysis project was proposed and conducted to train vocational educators in
the techniques of making a comprehensive occupational analysis. Instructors were selected from
Agriculture, Business, Distributive, Home Economics and Trade and Industrial Education to gain
experience in developing analysis documents for sixty-one different occupations. Representatives
from Business, Industry, Medicine, and Education were involved with the vocation& instructors
in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning and development of the
project strategies. The analysis process was based on sound principles of learning and behavior.
Phase two was the identification, selection and orientation of all participants. The training and
work-shop sessions constituted the third phase. Two-week workshops were held during which teams
of vocational instructors conducted an analysis of the occupations in which they had employment
experience. The instructors were assisted by both occupational consultants and subject matter
specialists.

The project resulted in producing one hundred two trained vocational instructors capable of conduct-
ing and assisting in a comprehensive analysis of various occupations. Occupational analysis data
were generated for sixty-one occupations. The analysis included a statement of the various tasks
performed in each occupation. For each task the following items were identified: tools and
equipment;procedural knowledge; safety knowledge; concepts and skills of mathematics, science
and communication needed for successful performance in the occupation. The analysis data provided
a basis for generating instructional materials, course outlines, student performance objectives,
criterion measures, as well as identifying specific supporting skills and knowledge in the academic
subject areas.
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PREFACE

The goal of this document was to describe the tasks required of a trained,
educated materials handler within the larger scope of motor transportation.
The participants attempted to explore the many behavioral and communica-
tions skills required for workers to effectively perform in this occupation.
The job duties and tasks analyzed, range from the supervising functions to
the actual physical loading and unloading of materials.
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JOB DESCRIPTION

A freight terminal material handler on a dock operation handles movement
of materials and superivses all performing functions to and from the dock
area, including unloading and loading materials for reshipment and/or'
delivery.
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DUTY I. SUPERVISING MOVEMENT OF ALL MATERIALS TO AND
FROM THE DOCK, AREA

A. Assign supervisory work force
B. Assign labor force
C. Route bills
D. Prepare loading manifest
E. Coordinate movement of trailers
F. Trace lost shipments
G. Handle grievances
H. Insure security measures
I. Enforce safety procedures
J. Insure proper use of equipment
K. Support management policy
L. Approve loading of trailers

M. Support governing body regulations
N. Prepare daily reports

11

I.



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

I-
A

 A
SS

IG
N

 S
U

PE
R

V
IS

O
R

Y
 W

O
R

K
FO

R
C

E

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

R
os

te
r 

sh
ee

t
D

oc
k 

ar
ea

Sh
if

t r
ep

or
t

A
ss

ig
ns

 s
up

er
vi

so
r 

to
 w

or
k 

ar
ea

Pr
ov

id
e 

ar
ea

 s
up

er
vi

so
r 

w
ith

 d
ai

ly
 d

ut
ie

s
Sa

fe
ty

W
al

k 
on

ly
 in

 d
es

ig
na

te
d 

ar
ea

s
W

at
ch

 f
or

 p
as

si
ng

 f
or

kl
if

t t
ru

ck
s

H
az

ar
ds

.

C
ol

lis
io

ns
 w

ith
 to

w
m

ot
or

s 
or

 d
oc

km
en

Fa
lli

ng
 f

re
ig

ht

D
E

C
IS

IO
N

S
M

IE
S

T
ra

ile
rs

 to
 b

e 
lo

ad
ed

 a
nd

 u
nl

oa
de

d
A

m
ou

nt
 o

f 
m

at
er

ia
l i

n 
st

or
ag

e 
ar

ea

E
R

R
O

R
S

D
et

er
m

in
e 

nu
m

be
r 

of
 p

eo
pl

e 
ne

ed
ed

 to
 p

er
fo

rm
 w

or
k

lo
ad

D
ec

id
e 

if
 a

ny
 s

pe
ci

al
 e

qu
ip

m
en

t i
s 

re
qu

ir
ed

D
am

ag
ed

 m
at

er
ia

l
L

ac
k 

of
 p

ro
du

ct
io

n
Id

le
 ti

m
e



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I A
 A

S
S

IG
N

SU
PE

R
V

IS
O

R
Y

 W
O

R
K

 F
O

R
C

E

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

B
eh

av
io

ra
l

H
um

an
 R

el
at

io
ns

 b
ei

ng
 a

bl
e 

to
 g

et
 a

lo
ng

 w
ith

 p
eo

pl
e

M
ot

iv
at

io
ng

et
tin

g 
m

os
t o

ut
 o

f w
or

k 
fo

rc
e

T
ac

ts
ay

in
g 

th
e 

pr
op

er
 th

in
g 

in
 th

e 
pr

op
er

 w
ay

 a
t t

he
 p

ro
pe

r 
tim

e
D

is
tr

ib
ut

es
 p

er
so

nn
el

 w
ith

 r
eg

ar
d 

to
 e

xp
er

ie
nc

e 
an

d 
op

tim
um

 w
or

k 
pe

rf
or

m
an

ce

U
se

s 
of

 W
ho

le
 N

um
be

rs
: (

w
ith

ou
t c

al
cu

la
tio

n)
C

ou
nt

in
g

C
oo

rd
in

at
e 

sy
st

em
C

od
in

g
[C

om
pa

ny
]

_.
./

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

...
...

--
E

X
A

M
P

LE
S

T
er

m
in

ol
og

y

M
em

o
T

er
m

in
ol

og
y

S
K

IL
LS

 /C
O

N
C

E
P

T
S

S
pe

ak
in

g

W
rit

in
g

--
...

O
ra

l i
ns

tr
uc

tio
n

W
rit

te
n 

in
st

ru
ct

io
n



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
B

 A
S

S
IG

N
LA

B
O

R
 F

O
R

C
E

"M
M

E
N

IM
IIP

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
C

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

C
E

S
A

F
E

T
"

H
A

Z
A

R
D

R
os

te
r 

sh
ee

t
D

oc
k 

ar
ea

T
on

na
ge

 r
ep

or
t

A
ss

ig
n 

w
or

k 
fo

rc
e 

to
 a

re
as

 (
zo

ne
s)

Fi
ll 

ou
t p

re
lim

in
ar

y 
sh

if
t r

ep
or

t
Sa

fe
ty

W
al

k 
on

ly
 in

 d
es

ig
na

te
d 

ar
ea

W
at

ch
 f

or
 p

as
si

ng
 to

w
m

ot
or

s

H
az

ar
ds

C
ol

lis
io

ns
 w

ith
 to

w
m

ot
or

.
-

vk
m

en
Fa

lli
ng

 f
re

ig
ht

D
E

C
IS

IO
N

S
C

U
E

S

D
ec

id
e 

w
he

re
 to

 p
la

ce
 la

bo
r

fo
rc

e
D

et
er

m
in

e 
ho

w
 m

an
y 

w
or

ke
rs

fo
r 

ea
ch

 r
es

pe
ct

iv
e 

jo
bs

T
ra

ile
rs

 to
 b

e 
lo

ad
ed

 a
nd

 u
nl

oa
de

d
A

m
ou

nt
 o

f 
m

at
er

ia
l i

n 
st

or
ag

e
T

ot
al

 n
um

be
r 

of
 m

en
 p

re
se

nt

D
am

ag
ed

 m
at

er
ia

l
L

ac
k 

of
 p

ro
du

ct
io

n
Id

le
 ti

m
e

E
R

R
O

R
S



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
B

 A
S

S
IG

N
 L

A
B

O
R

 F
O

R
C

E

S
C

IE
N

C
E

M
A

T
H

N
U

M
B

E
R

 S
Y

S
T

E
M

S

B
eh

av
io

ra
l

H
um

an
 r

el
at

io
ns

M
ot

iv
at

io
n

A
pt

itu
de

as
si

gn
 b

es
t p

er
so

nn
el

 to
 e

ac
h 

jo
b

T
ac

t
D

is
tr

ib
ut

e 
pe

rs
on

ne
l f

or
 b

es
t w

or
k 

pe
rf

or
m

ak
ce

'

U
se

s 
of

 W
ho

le
 N

um
be

rs
: (

w
ith

ou
t c

al
cu

la
tio

n)
C

on
[c

om
di

pa
g
ny

;
/

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

W
ri

tin
g

W
ri

tte
n 

in
st

ru
ct

io
ns

T
er

m
in

ol
og

y
D

es
cr

ip
tio

n

d5



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
C

 R
O

U
T

E
B

IL
LS

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

Iti
t

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

R
ou

te
 b

oo
k

F
re

ig
ht

 b
ill

s
M

ar
ki

ng
 p

en
s 

or
 p

en
ci

ls
S

ta
m

pe
r 

w
ith

 te
rm

in
al

 id
en

tif
ic

at
io

n
D

oc
k 

te
le

ph
on

e

Id
en

tif
y 

de
st

in
at

io
n

M
ar

k 
de

st
in

at
io

n 
co

de
 o

n 
bi

ll
S

ta
m

p 
ba

ck
 o

f b
ill

 w
ith

 te
rm

in
al

 id
en

tif
ic

at
io

n
A

lp
ha

be
tiz

e 
bi

ll 
in

 fo
ld

er
G

iv
e 

fo
ld

er
s 

to
 a

re
a 

su
pe

rv
is

or
C

he
ck

 r
ou

te
 fo

r 
do

ck
m

an
 w

he
n 

th
er

e 
is

 n
o 

fr
ei

gh
t b

ill

S
af

et
y

P
ro

pe
r 

ve
nt

ill
at

io
n

S
ta

nd
ar

d 
of

fic
e 

pr
ec

au
tio

ns

H
az

ar
ds

D
ro

w
si

ne
ss

, n
au

se
a

G
en

er
al

 in
ju

ry

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

W
ro

ng
 d

es
tin

at
io

n
M

is
pl

ac
ed

 fr
ei

gh
t b

ill
Lo

st
 fr

ei
gh

t b
ill

M
is

fil
in

g
Lo

st
 fo

ld
er

Ill
eg

ib
ili

ty

Id
en

tif
y 

pr
op

er
 d

es
tin

at
io

n
S

el
ec

tio
n 

of
 m

os
t d

ire
ct

 r
ou

te
U

lti
m

at
e 

de
st

in
at

io
n



I 
-C

 R
O

U
T

E
 B

IL
L

S

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

B
eh

av
io

ra
l

A
pt

itu
de

I. 
%

 o
f W

ho
le

 N
um

be
rs

: (
w

ith
ou

t c
al

cu
la

tio
n)

C
ou

nt
in

g
C

oo
rd

in
at

e 
sy

st
em

In
de

xi
ng

C
od

in
g

[C
om

pa
ny

]

C
O

M
M

U
N

IC
A

T
IO

N
S

W
rit

in
g

S
pe

ak
in

g

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S

T
er

m
in

ol
og

y
D

es
cr

ip
tio

n
C

la
ss

ifi
ca

tio
n

T
er

m
in

ol
og

y
D

es
cr

ip
tio

n

S
K

IL
LS

/C
O

N
C

E
P

T
S

C
od

in
g 

fr
ei

gh
t b

ill
s

C
he

ck
in

g 
ro

ut
in

g



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
D

 P
R

E
P

A
R

E
LO

A
D

IN
G

 M
A

N
IF

E
S

T

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

A
il

M
an

ife
st

C
lip

bo
ar

d
C

on
ta

in
te

r 
fo

r 
lo

ad
ed

 b
ill

s
W

rit
in

g 
ut

en
si

ls

C
om

pl
et

e 
m

an
ife

st
 in

fo
rm

at
io

n
P

la
ce

 o
n 

cl
ip

bo
ar

d
P

la
ce

 in
 p

ro
pe

r 
do

ck
 a

re
a

S
af

et
y

,

V
is

ua
l o

bs
er

va
tio

n 
of

 s
ur

ro
un

di
ng

s

H
az

ar
ds

F
al

lin
g 

fr
ei

gh
t

T
ow

m
ot

or
 in

ju
ry

C
ol

lis
io

ns
 w

ith
 d

oc
km

en

D
E

C
IS

IO
N

S
, .

C
U

E
S

E
R

R
O

R
S

M
is

in
fo

rm
at

io
n

Le
gi

bi
lit

y
M

is
pl

ac
em

en
t o

f m
an

ife
st

W
he

re
 to

 p
la

ce
 m

an
ife

st
W

ha
t i

nf
or

m
at

io
n 

sh
ou

ld
 b

e 
in

cl
ud

ed

T
ra

ile
r 

w
ai

tin
g 

to
 b

e 
lo

ad
ed

Lo
ad

er
 r

ea
dy

 to
 w

or
k



T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
D

 P
R

E
P

A
R

E
LO

A
D

IN
G

 M
A

N
IF

E
S

T

S
C

IE
N

C
E

M
A

T
H --
--

--
--

--
-

- 
N

U
M

B
E

R
 S

Y
S

T
E

M
S

ca
lc

ul
at

io
n)

U
se

s 
of

 W
ho

le
 N

um
be

rs
: (

w
ith

ou
t

C
od

in
g

[C
om

pa
ny

]

C
O

M
M

U
N

IC
A

T
IO

N
S

W
rit

in
g

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S

C
la

ss
ifi

ca
tio

n
D

es
cr

ip
tio

n
T

er
m

in
ol

og
y

Le
gi

bi
lit

y

.

S
K

IL
LS

/C
O

N
C

E
P

T
S

.

R
ec

or
d 

m
an

ife
st

In
fo

rm
at

io
n



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
E

C
O

O
R

D
IN

A
T

E
 M

O
V

E
M

E
N

T
 O

F
 T

R
A

IL
E

R
S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N

D
is

pa
tc

he
r 

bo
ar

d
D

oc
k 

sh
ee

t
T

el
ep

ho
ne

P
.A

. s
ys

te
m

P
E

R
F

O
R

M
A

N
C

E
K

N
O

W
LE

D
G

E

D
et

er
m

in
e 

em
pt

y 
do

ck
 s

pa
ce

R
eq

ue
st

 e
m

pt
y 

tr
ai

le
r

E
nt

er
 tr

ai
le

r 
m

ov
es

C
om

m
un

ic
at

e 
w

ith
 d

is
pa

tc
he

r 
re

ga
rd

in
g 

ne
ed

s

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

S
af

et
y

P
ro

pe
r 

us
e 

of
 c

om
m

un
ic

at
io

n 
de

vi
ce

s

H
az

ar
ds

E
le

ct
ric

al
 s

ho
ck

D
E

C
IS

IO
N

S

W
he

n 
is

 tr
ai

le
r 

ne
ed

ed
T

yp
e 

of
 tr

ai
le

r 
ne

ed
ed

W
he

re
 to

 p
ut

 tr
ai

le
rs

C
U

E
S

T
yp

e 
of

 m
at

er
ia

l t
o 

be
 lo

ad
ed

D
ai

ly
 w

or
k 

lo
ad

D
ea

dl
in

es
 to

 b
e 

m
et

E
R

R
O

R
S

W
ro

ng
 tr

ai
le

r 
fo

r 
m

at
er

ia
l

W
ro

ng
 tr

ai
le

r 
fo

r 
de

st
in

at
io

n
T

ra
ile

r 
se

nt
 to

 w
ro

ng
 d

oc
k 

ar
ea

M
is

re
co

rd
in

g 
in

fo
rm

at
io

n
C

om
pa

ny
 d

ea
dl

in
es

 n
ot

 m
et



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
E

C
O

O
R

D
IN

A
T

E
 M

O
V

E
M

E
N

T
 O

F
 T

R
A

IL
E

R
S

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

-.
...

...
...

..
...

...
...

...
...

"
B

eh
av

io
ra

l

H
um

an
 r

el
at

io
ns

C
om

m
un

ic
at

io
ns

 n
et

w
or

k

U
se

s 
of

 W
ho

le
 N

um
be

rs
: (

w
ith

ou
t c

al
cu

la
tio

n)
C

od
in

gg
iv

en
 a

 c
od

in
g 

sy
st

em
, r

ec
og

ni
ze

 a
nd

 id
en

tif
y 

ea
ch

un
it 

in
vo

lv
ed

 b
y 

as
si

gn
in

g 
ne

ce
ss

ar
y

sy
m

bo
ls

, n
um

er
ic

al
 o

r 
lit

er
al

[C
om

pa
ny

]

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

S
pe

ak
in

g

W
rit

in
g

R
eq

ue
st

in
g 

in
fo

rm
at

io
n 

fr
om

 d
is

pa
tc

he
r

R
ec

or
d 

tr
ai

le
r 

nu
m

be
rs

T
er

m
in

ol
og

y
C

la
rit

y 
of

 e
xp

re
ss

io
n

C
la

ss
ifi

ca
tio

n
T

er
m

in
ol

og
y

Le
gi

bi
lit

y

/4
4

44



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

1F
 T

it 
A

C
E

 L
O

S
T

S
H

IP
M

E
N

T
S

41
1,

M

T
O

O
LS

. F
.0

1:
1'

.1
.v

ik
N

T
, M

A
T

E
R

IA
LS

,
O

B
JE

C
T

S
 A

C
T

E
D

 U
P

O
N

P
E

R
F

O
R

M
A

N
C

E
 K

N
O

W
LE

D
G

E
di

r
S

A
F

E
T

Y
 -

 H
A

Z
,N

R
D

F
re

ig
ht

 b
ill

s
In

sp
ec

t m
at

er
ia

l w
ith

ou
t f

re
ig

ht
 b

ill
s

S
af

et
y

T
el

ep
ho

ne
In

sp
ec

t i
nb

ou
nd

 tr
ai

le
rs

 fr
om

 o
rig

in
al

 p
oi

nt
 o

f s
hi

pm
en

t
O

.S
. &

 D
 fo

rm
C

om
m

un
ic

at
e 

w
ith

 fi
na

l d
es

tin
at

io
n 

po
in

t
W

al
k 

on
ly

 in
 d

es
ig

na
te

d 
ar

ea
s

W
rit

te
n 

co
m

m
un

ic
at

io
n

P
re

pa
re

 tr
ac

in
g 

bu
lle

tin
s

W
at

ch
 fo

r 
to

w
m

ot
or

s

Le
tte

rs
A

vo
id

 c
ol

lis
io

ns
 w

ith
 d

oc
km

en

B
ul

le
tin

s
M

em
os

H
az

ar
ds

T
el

et
yp

e
In

ju
ry

 fr
om

 fa
lli

ng
 fr

ei
gh

t
C

ol
lis

io
ns

 w
ith

 d
oc

km
en

 a
nd

 to
w

m
ot

or
s

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

W
he

re
 to

 lo
ok

 fo
r 

lo
st

 fr
ei

gh
t

U
nm

ar
ke

d 
fr

ei
gh

t
D

el
ay

s 
in

 d
el

iv
er

y

W
ho

 to
 c

on
ta

ct
F

re
ig

ht
 w

ith
ou

t b
ill

Lo
ss

 o
f r

ev
en

ue

T
yp

e 
of

 c
om

m
un

ic
at

io
n 

to
 u

se
P

ay
m

en
t o

f c
la

im
s

M
is

re
co

rd
 in

fo
rm

at
io

n
O

ve
rlo

ok
 m

at
er

ia
l



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
F

T
R

A
C

E
 L

O
S

T
 S

H
IP

M
E

N
T

S

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

B
eh

av
io

ra
l

In
du

st
rio

us
ne

ss
w

ill
in

g 
to

 w
or

k
P

er
se

ve
ra

nc
es

tic
ki

ng
 w

ith
 a

 jo
b 

un
til

 d
on

e
T

ro
ub

le
 s

ho
ot

er
so

lv
in

g 
pr

ob
le

m
s 

of
 lo

st
 s

hi
pm

en
ts

O
bs

er
va

tio
n

C
om

m
un

ic
at

io
ns

 n
et

w
or

ks

-
U

se
s 

of
 W

ho
le

 N
um

be
rs

C
ou

nt
in

g
In

de
xi

ng
C

od
in

gC
om

pa
ny

+
.-

.x
.÷

-

.-
,..

...

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

V
ie

w
in

g

S
pe

ak
in

g
S

pe
ak

in
g

.

W
rit

in
g

Lo
ok

in
g 

fo
r 

lo
st

 s
hi

pm
en

t

T
el

ep
ho

ni
ng

 o
th

er
 te

rm
in

al
s

P
re

pa
re

 tr
ac

in
g 

bu
lle

tin
s

V
is

ua
l a

na
ly

si
s

sy
m

bo
ls

, c
od

es
, e

m
bl

em
s

D
es

cn
bi

ng

T
er

m
in

ol
og

y
D

es
cr

ip
tio

n
C

la
ss

ifi
ca

tio
n

C
la

rit
y 

of
 e

xp
re

ss
io

n

C
la

ss
ifi

ca
tio

n
D

es
cr

ip
tio

n
T

er
m

in
ol

og
y - 
--

 -

46



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
G

 H
A

N
D

LE
 G

R
IE

V
A

N
C

E
S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

P

C
om

pa
ny

 p
ol

ic
y 

m
an

ua
l

U
ni

on
 c

on
tr

ac
t

G
ri

ev
an

ce
 f

or
m

s
C

om
m

un
ic

at
io

n 
de

vi
ce

s
T

el
ep

ho
ne

L
et

te
rs

M
em

os

,o
.

R
ev

ie
w

 g
ri

ev
an

ce
 s

ta
te

m
en

t
C

on
su

lt 
w

ith
 c

om
pa

ny
 r

ep
re

se
nt

at
iv

es
C

on
su

lt 
w

ith
 U

ni
on

 r
ep

re
se

nt
at

iv
es

A
tte

nd
 h

ea
ri

ng
Im

pl
em

en
t r

es
ul

ts
 o

f 
he

ar
in

g
C

om
pi

le
 f

in
al

 r
ep

or
t

D
E

C
IS

IO
N

S
cu

E
S

E
xi

st
in

g 
co

m
pa

ny
 p

ol
ic

y
E

xi
st

in
g 

un
io

n 
co

nt
ra

ct
Pr

ev
io

us
 d

ec
is

io
ns

 in
 s

im
ila

r

E
R

R
O

R
S

Im
pr

op
er

 d
is

m
is

sa
l

U
ni

nf
or

m
ed

 p
er

so
nn

el
L

eg
al

 a
ct

io
n 

re
su

lti
ng

 f
ro

m
 im

pr
op

er
 h

an
dl

in
g

D
et

er
m

in
e 

w
ho

 s
ho

ul
d 

ha
nd

le
 c

om
pl

ai
nt

D
et

er
m

in
e 

pr
op

er
 m

et
ho

d 
of

 h
an

dl
in

g
D

et
er

m
in

e 
w

ho
 e

ls
e 

sh
ou

ld
 b

e 
in

fo
rm

ed
D

et
er

m
in

e 
w

ha
t r

ef
er

en
ce

 m
at

er
ia

l i
s 

ne
ed

ed
D

et
er

m
in

e 
w

ha
t a

rb
itr

at
or

s 
ar

e 
ne

ed
ed



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
G

 H
A

N
D

LE
G

R
IE

V
A

N
C

E
S

S
C

IE
N

C
E

'
M

A
T

H
N

U
M

B
E

R
 S

Y
S

T
E

M
S

i-

A
pa

th
yw

or
ke

rs
 r

es
en

t s
up

er
vi

si
on

H
um

an
 r

el
at

io
ns

C
om

m
un

ic
at

io
ns

 n
et

w
or

k
P

re
ju

di
ce

ba
si

s 
of

 tr
ou

bl
e 

m
ay

 b
e 

a 
di

sl
ik

e 
of

 th
e 

cr
ee

d,
 r

ac
e 

of
 th

e 
in

di
vi

du
al

P
un

is
hm

en
t a

nd
 S

an
ct

io
ns

K
no

w
 h

ow
 to

 h
an

dl
e 

de
ci

si
on

s 
of

 h
ea

rin
gs

O
bs

er
va

tio
n

P
at

ie
nc

eA
bi

lit
y 

to
 a

cc
ep

t a
ll 

ph
as

es
 o

f g
rie

va
nc

e 
ha

nd
lin

g

B
as

ic
 M

ea
su

re
m

en
t S

ki
lls

 a
nd

 C
on

ce
pt

s
M

ea
su

re
m

en
t: 

N
on

-g
eo

m
et

ric
T

im
e/

C
al

en
da

r
U

se
s 

of
 N

um
be

rs
: (

w
ith

ou
t c

al
cu

la
tio

n)
In

de
xi

ng
C

od
in

g 
(C

om
pa

ny
]

C
O

M
M

U
N

IC
A

T
IO

N
S

I

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

Li
st

en
in

g

V
ie

w
in

g
--

S
pe

ak
in

g

R
ea

di
ng

W
rit

in
g

.
Li

st
en

 to
 e

m
pl

oy
ee

S
ee

in
g 

in
fr

ac
tio

n

H
an

dl
e 

la
bo

r 
gr

ie
va

nc
e

C
on

tr
ac

ts
 a

nd
 c

om
pa

ny
 m

an
ua

ls

R
ep

or
ts

 a
nd

 m
em

os

A
ud

ito
ry

, D
is

cr
im

in
at

io
n,

 D
is

cr
im

in
at

e 
fa

ct
s,

 R
ec

og
ni

se
 o

pi
ni

on
s,

W
or

d 
de

fin
iti

on

V
is

ua
l a

na
ly

si
s

T
er

m
in

ol
og

y,
 C

la
rit

y 
of

 e
xp

re
ss

io
n,

 C
on

fli
ct

 o
f s

em
an

tic
s,

 L
og

ic
,

P
oi

se

C
om

pr
eh

en
si

on
, I

nf
or

m
at

io
na

l r
ep

or
ts

, R
ec

om
m

en
da

tio
n,

 P
ro

-
gr

es
s,

 P
ro

po
sa

ls
, T

er
m

in
ol

og
y,

 In
st

ru
ct

io
ns

M
em

o 
fo

rm
at

, R
ep

or
ts

 (
sa

m
e 

as
 r

ea
di

ng
),

B
us

in
es

s
le

tte
rs

,
Le

gi
bi

lit
y

15



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
H

 IN
S

U
R

E
S

E
C

U
R

IT
Y

 M
E

 S
U

R
E

S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

H
A

Z
A

R
D

...
--

,..
..2

4

Sa
fe

ty

W
al

k 
on

ly
 in

 d
es

ig
na

te
d 

ar
ea

s
W

at
ch

 f
or

 to
w

m
ot

or
s

H
az

ar
ds

C
ol

lis
io

ns
 w

ith
 d

oc
km

en
 o

r 
to

w
m

ot
or

s
Fa

lli
ng

 f
re

ig
ht

1

--
-

Fe
nc

es
Il

lu
m

in
at

is
al

A
la

rm
s

Id
en

tif
ic

at
io

n 
ba

dg
es

L
n.

 c
ar

d
C

am
er

as
V

is
ito

r 
si

ts
n-

in
, s

ig
n-

ou
t s

he
et

Se
cu

ri
ty

 m
en

D
oo

r 
gu

ar
d

Pl
an

t g
ua

rd
Y

ar
d 

gu
ar

d
U

nd
er

co
ve

r 
gu

ar
d

E
le

ct
ri

c 
do

or
s 

an
d 

ga
te

s

.

In
sp

ec
t f

or
 u

na
ut

ho
ri

ze
d 

pe
rs

on
ne

l i
n 

do
ck

 a
re

a
Pe

ri
od

ic
 c

he
ck

 o
f 

em
pl

oy
ee

 a
ct

iv
iti

es
in

sp
ec

t d
ai

ly
 s

ho
rt

ag
e 

re
po

rt
s

O
pe

n 
co

m
m

un
ic

at
io

n 
w

ith
 s

ec
ur

ity
 p

er
so

nn
el

,

D
E

C
IS

IO
N

S
C

U
E

S

Sh
or

ta
ge

s
-

O
pe

n 
ca

no
ns

M
at

er
ia

ls
 in

 u
nu

su
al

 p
la

ce
s

--
-

.

E
fI

E
M

IS
Po

or
 s

up
er

vi
si

on
 o

f 
vi

si
to

rs
L

ac
k 

of
 a

tte
nt

io
n 

to
 e

m
pl

oy
*:

 a
ct

iv
iti

es

,

W
ha

t p
eo

pl
e 

sh
ou

ld
 b

e 
in

 w
ha

t a
re

as
W

ha
t a

re
as

 n
ee

d 
be

 p
at

ro
lle

d



T
A

S
K

 S
T

A
T

E
M

E
N

T
)

I-
H

 I
N

SU
R

E
 S

E
C

U
R

IT
Y

 M
E

A
SU

R
E

S

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

B
eh

av
io

ra
l

T
ro

ub
le

 s
ho

ot
in

g-
-t

ry
 to

 p
re

ve
nt

 p
ro

bl
em

s 
fr

om
 ic

cu
rr

in
g

O
bs

er
va

tio
nv

is
ua

l c
he

ck
s 

fo
r 

po
ss

ib
le

 p
ro

bl
er

as
O

pe
n 

co
m

m
un

ic
at

io
ns

 w
ith

 s
ec

ur
ity

 p
er

so
nn

el

U
se

s 
of

 P
os

iti
ve

 R
at

io
na

l N
um

be
rs

+
,-

,x
,4

-
B

as
ic

 M
ea

su
re

m
en

t S
ki

lls
 a

nd
 C

on
ce

pt
s

M
ea

su
re

m
en

t: 
N

on
-g

eo
m

et
ric

T
im

e/
C

al
en

da
r

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

V
ie

w
in

g

R
ea

di
ng

W
rit

in
g

Li
st

en
in

g

S
up

er
vi

se
 d

oc
k 

ar
ea

R
ep

or
ts

R
ep

or
ts

C
om

m
un

ic
at

io
n 

de
vi

ce
s

V
is

ua
l a

na
ly

si
s

M
em

or
y

D
es

cr
ib

in
g

C
om

pr
eh

en
si

on
In

fo
rm

at
io

na
l r

ep
or

ts
P

ro
po

sa
ls

In
st

ru
ct

io
ns

C
la

ss
ifi

ca
tio

n
M

em
o 

fo
rm

at
P

ro
gr

es
s 

re
po

rt
s

T
er

m
in

ol
og

y

A
ud

ito
ry

 d
is

cr
im

in
at

io
n

C
on

ce
nt

ra
tio

n

17



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

I-
I 

E
N

FO
R

C
E

 S
A

FE
T

Y
 P

R
O

C
E

D
U

R
E

S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

.
.

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

S
af

et
y 

m
an

ua
l

S
ch

ed
ul

e 
m

ee
tin

gs
 o

n 
sa

fe
ty

S
af

et
y 

po
st

er
s

R
ev

ie
w

 s
af

et
y 

pr
oc

ed
ur

es
S

af
et

y 
m

ea
su

re
s 

on
 e

qu
ip

m
en

t
U

pd
at

in
g 

sa
fe

ty
 m

et
ho

ds
ov

er
he

ad
 b

ar
s 

on
 to

w
m

ot
or

s
V

is
ua

l c
he

ck
 fo

r 
sa

fe
ty

 e
qu

ip
m

en
t

cu
t-

of
f s

w
itc

h 
on

 d
ra

gl
in

e
gl

as
se

s
ca

rt
 p

in
s

sh
oe

s

F
ire

 e
xt

in
gu

is
he

rs
ha

rd
 h

at
s

F
irs

t-
ai

d 
ki

ts
gl

ov
es

W
at

er
 h

os
es

pr
ot

ec
tiv

e 
cl

ot
hi

ng
E

xi
ts

 (
F

ire
 a

nd
 E

m
er

ge
nc

y)
P

er
io

di
c 

ch
ec

k 
of

 fi
re

 e
xt

in
gu

is
he

rs
, f

irs
t a

id
 k

its
, e

xi
ts

 e
tc

.

Q
ui

ck
-d

ry
 a

ge
nt

s
S

qu
ee

ge
es

B
ro

om
s 

an
d 

m
op

s
Ill

um
in

at
io

n

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

W
he

n 
to

 h
ol

d 
m

ee
tin

g
S

af
et

y 
re

gu
la

tio
ns

Im
pr

op
er

 fi
lli

ng
 o

f e
xt

in
gu

is
he

rs

W
he

n 
to

 c
he

ck
V

io
la

tio
ns

 o
f s

af
et

y 
pr

oc
ed

ur
es

Im
pr

op
eu

se
 o

f f
irs

t a
id

H
ow

 to
 h

an
dl

e 
vi

ol
at

io
ns

N
ew

 s
af

et
y 

pr
oc

ed
ur

es
N

ot
 fo

llo
w

in
g 

di
re

ct
io

ns

W
he

re
 to

 p
ut

 p
os

te
rs

M
is

us
e 

an
d 

ab
us

e 
of

 e
qu

ip
m

en
t

La
ck

 o
f p

ro
pe

r 
eq

ui
pm

en
t a

nd
 s

up
pl

ie
s

W
he

re
 to

 p
la

ce
 e

qu
ip

m
en

t
H

ig
h 

in
ci

de
nt

 o
f a

cc
id

en
ts

Im
pr

op
er

ly
 tr

ai
ne

d 
em

pl
oy

ee
s

W
ho

 to
 tr

ai
n 

to
 u

se
 s

af
et

y 
eq

ui
pm

en
t

T
yp

es
 o

f m
at

er
ia

l h
an

dl
ed

 (
co

m
bu

st
ib

le
)

W
he

re
 to

 s
to

re
 s

af
et

y 
m

at
er

ia
ls



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

I-
I E

N
F

O
R

C
E

 S
A

F
E

T
Y

 P
R

O
C

E
D

U
R

E
S

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

--
--

--
--

--
--

--
--

-
S

im
pl

e 
m

ac
hi

ne
s 

us
ed

 to
 g

ai
n 

m
ec

ha
ni

ca
l a

dv
an

ta
ge

F
lu

id
s 

un
de

r 
pr

es
su

re
M

ot
io

n 
re

su
lti

ng
 fr

om
 tw

o 
or

 m
or

e 
fo

rc
es

 a
ct

in
g 

on
 a

 p
oi

nt
 in

 a
 b

od
y

B
eh

av
io

ra
l

S
af

et
y 

ne
ed

si
m

pl
em

en
t s

ta
nd

ar
ds

 a
nd

 p
ro

ce
du

re
s

C
om

m
un

ic
at

io
ns

 n
et

w
or

k
O

bs
er

va
tio

n
T

ro
ub

le
 s

ho
ot

in
g

U
se

s 
of

 P
os

iti
ve

 R
at

io
n 

N
um

be
rs

B
as

ic
 M

ea
su

re
m

en
t S

i i
s 

an
d 

C
on

ce
pt

s
M

ea
su

re
m

en
ts

: N
on

-g
eo

m
et

ric
T

im
e/

ca
le

nd
ar

S
ch

ed
ul

in
g

T
em

pe
ra

tu
re

T
ra

ile
r

Li
qu

id
 F

la
m

m
ab

le
, m

is
ce

lla
ne

ou
s,

 p
re

ss
ur

e
R

ea
di

ng
 a

nd
 in

te
rp

re
tin

g 
ta

bl
es

, c
ha

rt
s,

 a
nd

 g
ra

ph
s

F
lo

or
 p

la
ns

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

S
pe

ak
in

g

R
ea

di
ng

V
ie

w
in

g

Li
st

en
in

g

In
-s

er
vi

ce
 m

ee
tin

g

M
an

ua
ls

, r
ep

or
ts

V
is

ua
l s

af
et

y 
ch

ec
k

D
oc

k 
no

is
es

T
er

m
in

ol
og

y
C

la
rit

y 
of

 e
xp

re
ss

io
n

Lo
gi

c

C
om

pr
eh

en
si

on
R

ec
om

m
en

da
tio

n
P

ro
gr

es
s 

re
po

rt
P

ro
po

sa
ls

In
st

ru
ct

io
ns

V
is

ua
l a

na
ly

si
s

M
em

or
y

D
es

cr
ib

in
g

A
ud

ito
ry

 d
is

cr
im

in
at

io
n

2-
7

19



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
J 

IN
S

U
R

E
 P

R
O

P
E

R
 U

S
E

 O
F

 E
Q

U
IP

M
E

N
T

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

0I
3J

E
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D
2R

O
pe

ra
to

rs
 m

an
ua

ls
V

is
ua

l i
ns

pe
ct

io
n 

of
 e

qu
ip

m
en

t
Sa

fe
ty

In
st

ru
ct

io
n 

sh
ee

ts
ai

r 
in

 ti
re

s
Sp

ec
if

ic
at

io
n 

sh
ee

ts
co

ol
an

t l
ev

el
s

W
al

k 
on

ly
 in

 d
es

ig
na

te
d 

ar
ea

s

St
or

ag
e 

ar
ea

s 
fo

r 
eq

ui
pm

en
t

fu
el

 le
ve

ls
ga

ug
es

 p
ro

pe
rl

y 
w

or
ki

ng

W
at

ch
 f

or
 p

as
si

ng
 to

w
m

ot
or

s

W
or

ki
ng

 in
sp

ec
tio

n 
of

 o
pe

ra
to

rs
 f

or
 p

ro
pe

r 
op

er
at

io
n

H
az

ar
ds

R
ep

or
t o

f 
eq

ui
pm

en
t n

ee
di

ng
 r

ep
ai

r
C

ol
lis

io
ns

 w
ith

 d
oc

km
en

 o
r 

to
w

m
ot

or
s

Fa
lli

ng
 f

re
ig

ht

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

D
et

er
m

in
e

w
ha

t t
o 

ch
ec

k
M

is
si

ng
 e

qu
ip

m
en

t
Sc

ra
p 

eq
ui

pm
en

t
D

et
er

m
in

e 
pe

rs
on

ne
l t

o 
us

e 
av

ai
la

bl
e 

eq
ui

pm
en

t
E

qu
ip

m
en

t n
ee

di
ng

 r
ep

ai
r

In
cr

ea
se

d 
op

er
at

in
g 

co
st

s

D
et

er
m

in
e 

if
 e

qu
ip

m
en

t i
s 

be
in

g 
pr

op
er

ly
 o

pe
ra

te
d

M
is

pl
ac

ed
 e

qu
ip

m
en

t
D

ow
n-

tim
e

D
et

er
m

in
e 

pr
io

ri
tie

s 
in

 a
ss

ig
ni

ng
 e

qu
ip

m
en

t
Pe

rs
on

al
 m

is
us

e 
of

 e
qu

ip
m

en
t

D
et

er
m

in
e 

w
he

re
 to

 s
to

re
 e

qu
ip

m
en

t



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

I-
.I 

IN
S

U
R

E
 P

R
O

P
E

R
 U

S
E

 O
F

 E
Q

U
IP

M
E

N
T

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

S
im

pl
e 

m
ac

hi
ne

s 
us

ed
 to

 g
ai

n 
m

ec
ha

ni
ca

l a
dv

an
ta

ge
F

lu
id

s 
un

de
r 

pr
es

su
re

B
eh

av
io

ra
l

S
af

et
y 

ne
ed

s
P

rid
e 

ca
re

 fo
r 

th
e 

eq
ui

pm
en

t
T

ro
ub

le
 s

ho
ot

in
g

T
ac

t i
n 

re
pr

im
an

di
ng

O
bs

er
va

tio
n

--
--

._
U

se
s 

of
 P

os
iti

ve
 R

at
io

na
l N

um
be

rs
B

as
ic

 M
ea

su
re

m
en

t S
ki

lls
 a

nd
 C

on
ce

pt
s

In
st

ru
m

en
ts

F
ue

l
T

em
pe

ra
tu

re
O

il

c,

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

V
ie

w
in

g

R
ea

di
ng

W
rit

in
g

Li
st

en
in

g

V
is

ua
l c

he
ck

 o
f d

oc
k 

ar
ea

 a
nd

 e
qu

ip
m

en
t

O
pe

ra
to

r's
 m

an
ua

l

R
ep

ai
r 

re
po

rt
s

D
oc

k 
no

is
es

V
is

ua
l a

na
ly

si
s

M
em

or
y

D
es

cr
ib

in
g

R
ec

og
ni

tio
n 

of
 s

ym
bo

ls
, c

od
es

, e
m

bl
em

s

C
om

pr
eh

en
si

on
R

ec
om

m
en

da
tio

n 
re

po
rt

P
ro

po
sa

ls
In

st
ru

ct
io

ns

M
em

o 
fo

rm
at

D
es

cr
ip

tio
n

T
er

m
in

ol
og

y
N

um
be

r 
re

co
gn

iti
on

A
ud

ito
ry

 d
is

cr
im

in
at

io
n

29

21



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
K

 S
U

P
P

O
R

T
 M

A
N

A
G

E
M

E
N

T
P

O
LI

C
Y

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

lb
0

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

Po
lic

y 
ha

nd
bo

ok
C

om
m

un
ic

at
io

n 
de

vi
ce

le
tte

rs
te

le
ph

on
ic

m
em

os
bu

lle
tin

 b
oa

rd

Sc
he

du
le

pe
ri

od
ic

 in
-s

er
vi

ce
 m

ee
tin

gs
In

te
rp

re
tin

g 
co

m
pa

ny
 p

ol
ic

y
D

is
tr

ib
ut

e 
ch

an
ge

s 
in

 p
ol

ic
y

s

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

W
ha

t t
o 

do
 w

he
n 

po
lic

y 
is

 q
ue

st
io

ne
d

D
is

co
nt

en
t p

er
so

nn
el

W
ha

t t
o 

do
 w

he
n 

m
an

ag
em

en
t p

ol
ic

y 
is

 v
io

la
te

d
Fr

eq
ue

nt
 v

io
la

tio
ns

M
is

un
de

rs
ta

nd
in

gs
 b

et
w

ee
n 

m
an

ag
em

en
t a

nd
 la

bo
r

St
ri

ke
s

W
ro

ng
 d

ec
is

io
ns

L
ac

k 
of

 c
om

m
un

ic
at

io
n

L
ac

k 
of

 p
ro

du
ct

io
n



I-
K

 S
U

PP
O

R
T

 M
A

N
A

G
E

M
E

N
T

 P
O

L
IC

Y

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

- 
--

--
B

eh
av

io
ra

l
U

se
s 

of
 W

ho
le

 N
um

be
rs

H
um

an
 r

el
at

io
ns

T
ea

m
tr

y 
to

 g
et

 la
bo

r 
an

d 
m

an
ag

em
en

t w
or

ki
ng

 to
ge

th
er

Pr
ev

en
ta

tiv
e 

pr
oc

ed
ur

es
tr

y 
to

 k
ee

p 
a 

pr
ob

le
m

 f
ro

m
 m

an
if

es
tin

g 
its

el
f

C
om

m
un

ic
at

io
ns

 n
et

w
or

k

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

Sp
ea

ki
ng

In
-s

er
vi

ce
 m

ee
tin

gs
T

er
m

in
ol

og
y

C
la

ri
ty

 o
f 

ex
pr

es
si

on
Im

pl
yi

ng
Pe

rs
ua

si
on

R
ea

di
ng

Po
lic

y 
ha

nd
bo

ok
C

om
pr

eh
en

si
on

In
fo

rm
at

io
na

l r
ep

or
ts

Pr
op

os
al

s
In

st
ru

ct
io

ns

L
is

te
ni

ng
M

ee
tin

gs
A

ud
ito

ry
 d

is
cr

im
in

at
io

n
D

et
ec

tio
n 

of
 p

ro
po

ga
nd

a 
de

vi
ce

s
D

is
cr

im
in

at
e 

fa
ct

s
R

ec
og

ni
ze

 o
pi

ni
on

C
on

ce
nt

ra
tio

n

31

.

T
.

23



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
L 

A
P

P
R

O
V

E
LO

A
D

IN
G

 O
F

 T
R

A
IL

E
R

S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

L
oa

di
ng

 m
an

if
es

t
T

ra
ile

rs
Fr

ei
gh

t b
ill

s

D
E

C
IS

IO
N

S

W
ha

t t
o 

to
ad

W
ha

t t
yp

e 
of

 tr
ai

le
r 

is
 n

ee
de

d
W

he
n 

m
us

t t
ra

ile
r 

de
pa

rt
W

ha
t p

la
ca

rd
s 

ar
e 

ne
ed

ed
W

ho
 is

 g
oi

ng
 to

 lo
ad

H
ow

 m
us

t t
ra

ile
r 

be
 lo

ad
ed

A
pp

ro
ve

 tr
ai

le
r 

fo
r 

lo
ad

in
g

O
bs

er
ve

 lo
ad

er
 d

ur
in

g 
lo

ad
in

g
M

ak
e 

pe
ri

od
ic

 c
he

ck
s 

of
 lo

ad
in

g
In

sp
ec

t w
ei

gh
t a

nd
 c

ub
e 

of
 tr

ai
le

r
In

sp
ec

t l
oa

di
ng

 p
ro

ce
du

re
s 

fo
r 

sa
fe

ty
G

iv
e 

fi
na

l a
pp

ro
va

l
A

pp
ly

 s
ea

l
R

ec
or

d 
se

al
 n

um
be

r 
on

 lo
ad

in
g 

m
an

if
es

t
R

ep
or

t t
o 

di
sp

at
ch

er
Fo

rw
ar

d 
fr

ei
gh

t b
ill

s 
an

d 
lo

ad
in

g 
m

an
if

es
t t

o 
di

sp
at

ch
er

Sa
fe

ty

W
al

k 
on

ly
 in

 d
es

ig
na

te
d 

ar
ea

s
W

at
ch

 f
or

 p
as

si
ng

 to
w

m
ot

or
s

W
at

ch
 f

or
 d

ra
g 

lin
e

K
ee

p 
ou

t o
f 

lo
ad

er
's

 w
ay

H
az

ar
ds

C
ol

lis
io

n 
w

ith
 d

oc
km

en
, t

ow
m

ot
or

, d
ra

g 
lin

e 
or

 lo
ad

er
Fa

lli
ng

 f
re

ig
ht

C
U

E
S

M
at

er
ia

l t
o 

be
 lo

ad
ed

A
va

ila
bl

e 
sp

ac
e 

on
 tr

ai
le

r
H

ow
 m

at
er

ia
l i

s 
pl

ac
ed

 in
 tr

ai
le

r

E
R

R
O

R
S

D
am

ag
ed

 f
re

ig
ht

C
la

im
 p

ay
m

en
t

D
ri

vi
ng

 a
cc

id
en

ts
 f

ro
m

 im
pr

op
er

 lo
ad

in
g

C
ar

go
 d

es
tr

uc
tio

n 
du

e 
to

 im
pr

op
er

 la
be

lin
g

O
ve

rl
oa

d



(T
A

S
K

 S
T

A
T

E
M

E
N

T
) 

I-
L 

A
P

P
R

O
V

E
 L

O
A

D
IN

G
O

F
 T

R
A

IL
E

R
S

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

W
ei

gh
t d

is
tr

ib
ut

io
n

F
lu

id
s 

un
de

r 
pr

es
su

re
M

ot
io

n 
re

su
lti

ng
 fr

om
 tw

o 
or

 m
or

e 
fo

rc
es

 a
ct

in
g 

on
 a

 p
oi

nt
 in

 a
 b

od
y

eh
av

io
ra

l

H
um

an
 r

el
at

io
ns

P
rid

e
M

ot
iv

at
io

n
T

ro
ub

le
 s

ho
ot

in
gl

oo
ki

ng
 fo

r 
pr

ob
le

m
s 

su
ch

 a
s 

im
pr

op
er

 lo
ad

in
g 

of
 m

at
er

ia
ls

O
bs

er
va

tio
n

C
om

m
un

ic
at

io
ns

 n
et

w
or

k

U
si

ng
 P

os
iti

ve
 R

at
io

na
l N

um
be

rs
C

ou
nt

in
g

C
od

in
gC

om
pa

ny

B
as

ic
 A

rit
hm

et
ic

 S
ki

lls
 a

nd
 C

on
ce

pt
s

G
ue

ss
 a

nd
 c

he
ck

 m
et

ho
d

B
as

ic
 M

ea
su

re
m

en
t S

ki
lls

 a
nd

 C
on

ce
pt

s
M

ea
su

re
m

en
t: 

N
on

-g
eo

m
et

ric
T

im
e/

ca
le

nd
ar

W
ei

gh
t

R
ea

di
ng

 a
nd

 in
te

rp
re

tin
g 

ta
bl

es
, c

ha
rt

s,
 a

nd
 g

ra
ph

s
S

ca
le

 d
ra

w
in

gs
/fl

oo
r 

pl
an

s/
bl

ue
pr

in
ts

B
as

ic
 G

eo
m

et
ry

 S
ki

lls
 a

nd
 C

on
ce

pt
s

K
no

w
le

dg
e 

of
 g

eo
m

et
ric

 r
el

at
io

ns
hi

ps
S

ym
m

et
ry

D
ra

w
in

g 
flo

or
 p

la
n

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

V
ie

w
in

g

W
rit

in
g

P
ro

pe
r 

lo
ad

in
g 

te
ch

ni
qu

e

C
om

pl
et

e 
m

an
ife

st

V
is

ua
l a

na
ly

si
s

M
em

or
y

D
es

cr
ib

in
g

D
et

ai
l a

nd
 in

fe
re

nc
e

R
ec

og
ni

tio
n 

of
 c

od
e;

, s
ym

bo
ls

 a
nd

 e
m

bl
em

s

D
es

cr
ip

tio
n

T
er

m
in

ol
og

y
N

um
be

r 
re

co
gn

iti
on

25



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

1-
M

SU
PP

O
R

T
 G

O
V

E
R

N
IN

G
 B

O
D

Y
 R

E
G

U
L

A
T

IO
N

S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

I.
C

.C
. r

eg
ul

at
io

ns
 m

an
ua

l
St

at
e 

re
gu

la
tio

ns
 m

an
ua

l P
.U

.C
.O

L
oc

al
 r

eg
ul

at
io

ns
 m

an
ua

l
Sc

al
e

In
sp

ec
t t

ra
ile

r 
fo

r
le

ng
th

w
ei

gh
t

pr
op

er
 m

ar
ki

ng
s

lic
en

se
s

pr
op

er
 li

gh
tin

g
he

ig
ht

In
sp

ec
t t

ha
t p

ro
pe

r 
tr

ac
to

r 
is

 b
ei

ng
 u

se
d

az
i

D
E

C
IS

IO
N

S
C

U
E

S

Fi
ne

s 
fo

r 
ov

er
 lo

ad
in

g
C

ar
go

 im
po

un
de

d

F
R

R
O

R
$

W
ha

t t
o 

do
 if

 s
ta

nd
ar

ds
 a

re
 n

ot
 m

et
St

an
da

rd
s 

vi
ol

at
ed

W
ha

t m
ar

ki
ng

s 
do

es
 lo

ad
 r

eq
ui

re
L

oa
d 

do
es

 n
ot

 s
ca

le
 o

ut
Is

 lo
ad

 u
nd

er
 m

ax
im

um
 a

llo
w

ab
le

 r
eq

ui
re

m
en

ts



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

I-
M

 S
U

P
P

O
R

T
 G

O
V

E
R

N
IN

G
 B

O
D

Y
 R

E
G

U
LA

T
IO

N
S

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

B
eh

av
io

ra
l

O
bs

er
va

tio
n

C
om

m
un

ic
at

io
ns

 n
et

w
or

k

- 
--

U
se

s 
of

 N
um

be
rs

R
at

io
na

l
In

de
xi

ng
C

od
in

gI
.C

.C
., 

co
m

pa
ny

+
, -

, x
, -

-
B

as
ic

 M
ea

su
re

m
en

t S
ki

lls
 a

nd
 C

on
ce

pt
s

M
ea

su
re

m
en

t: 
N

on
-g

eo
m

et
ric

T
im

e/
ca

le
nd

ar
T

em
pe

ra
tu

re
W

ei
gh

t
S

pe
ed

M
.P

.H
.

R
ea

di
ng

 a
nd

 in
te

rp
re

tin
g 

ta
bl

es
, c

ha
rt

s,
 a

nd
 g

ra
ph

s
Lo

gs
S

ca
le

 d
ra

w
in

gs
/ f

lo
or

 p
la

ns
/b

lu
ep

rin
ts

M
ap

sR
ou

tin
g

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

R
ea

di
ng

V
ie

w
in

g

G
ov

er
ni

ng
 r

eg
ul

at
io

ns

V
is

ua
l c

he
ck

 o
f e

qu
ip

m
en

t

C
om

pr
eh

en
si

on
D

et
ai

l a
nd

 in
fe

re
nc

e
R

ec
om

m
en

da
tio

n
P

ro
po

sa
ls

T
er

m
in

ol
og

y
D

ef
in

iti
on

In
st

ru
ct

io
ns

V
is

ua
l a

na
ly

si
s

D
es

cr
ib

in
g

R
ec

og
ni

tio
n 

of
 s

ym
bo

ls
, c

od
es

, e
m

bl
em

s

nr
i

27



-N
 R

E
PA

R
E

 D
A

IL
Y

 R
E

PO
R

T

T
O

O
LS

. E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

R
ep

or
t f

or
m

T
im

e 
ca

rd
s

L
oa

di
ng

 m
an

if
es

t
R

os
te

r 
sh

ee
ts

D
et

er
m

in
e 

to
ta

l m
an

 h
ou

rs
D

et
er

m
in

e 
to

ta
l t

on
na

ge
 h

an
dl

ed
C

om
pl

et
e 

da
ily

 r
at

io
nu

m
be

r 
pe

r 
m

an
 h

ou
r

L
is

t n
um

be
r 

of
 tr

ai
le

rs
 lo

ad
ed

 a
nd

 u
nl

oa
de

d

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

L
ow

 p
ro

du
ct

io
n

H
ig

h 
op

er
at

in
g 

co
st

s
W

as
 d

ai
ly

 g
oa

l a
ch

ie
ve

d
C

an
 p

ro
du

ct
io

n 
be

 im
pr

ov
ed

W
as

 p
er

so
nn

el
 f

ul
ly

 u
til

iz
ed

T
on

na
ge

 r
ep

or
t

M
en

 o
n 

th
e 

sh
if

t



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

I-
N

 P
R

E
P

A
R

E
 D

A
IL

Y
 R

E
P

O
R

T

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

B
eh

av
io

ra
l

C
om

m
un

ic
at

io
ns

 n
et

w
or

k

U
se

s 
of

 P
os

iti
ve

 R
at

io
na

l N
um

be
rs

+
, -

, x
, 4

-
C

od
in

gC
om

pa
ny

R
at

io
"

B
as

ic
 A

lg
eb

ra
 S

ki
lls

 a
nd

 C
on

ce
pt

s
Su

bs
tit

ut
e 

gi
ve

n 
va

lu
es

 in
 o

rd
er

 to
 f

in
d 

th
e 

va
lu

e 
of

 th
e 

re
qu

ir
ed

un
kn

ow
nM

an
 h

ou
rs

, t
on

na
ge

N
um

be
r 

of
 m

en
So

lv
e 

pr
ob

le
m

s 
in

vo
lv

in
g 

nu
m

er
ic

al
 a

lg
eb

ra
ic

 e
xp

re
ss

io
ns

B
as

ic
 M

ea
su

re
m

en
t S

ki
lls

 a
nd

 C
on

ce
pt

s
M

ea
su

re
m

en
t: 

N
on

-g
eo

m
et

ri
c

W
ei

gh
t

C
O

M
M

U
N

IC
A

T
IO

N
S

'
P

E
R

F
O

R
M

A
N

C
E

 M
O

D
E

S
E

X
A

M
P

LE
S

S
K

IL
LS

 /C
O

N
C

E
P

T
S

R
ea

di
ng

W
ri

tin
g

Su
pe

rv
is

io
n 

re
po

rt
s

Pr
ep

ar
e 

da
ily

 r
ep

or
t

C
om

pr
eh

en
si

on
In

fo
rm

at
io

na
l r

ep
or

ts

N
um

be
r 

re
co

gn
iti

on
D

es
cr

ip
tio

n
C

la
ss

if
ic

at
io

n
In

fo
rm

at
io

na
l r

ep
or

ts

:1
7

29



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

II-
A

 A
S

S
IG

N
 D

U
T

IE
S

 T
O

 P
E

R
S

O
N

N
E

L

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
...

.-
.

P
E

R
F

O
R

M
A

N
C

E
 K

N
O

W
LE

D
G

E

-
S

A
F

E
T

Y
 -

 H
A

Z
A

R
D

R
os

te
r 

sh
ee

t
A

ss
ig

n 
pe

rs
on

ne
l

Sa
fe

ty

D
ut

y 
sh

ee
t

un
lo

ad
er

s
D

oc
k 

la
yo

ut
 s

he
et

lo
ad

er
s

O
bs

er
ve

 s
ta

nd
ar

d 
sa

fe
ty

 p
re

ca
ut

io
na

ry
 m

ea
su

re
s

Fr
ei

gh
t b

ill
s

to
w

m
ot

or
 d

ri
v,

:r
b

M
an

if
es

t s
he

et
s

lin
%

til
le

rs
H

az
ar

ds

C
ha

lk
A

ss
ig

n 
do

or
s 

to
 I

.a
de

rs
W

ip
in

g 
cl

ot
h

G
iv

e 
fr

ei
gh

t b
ill

 a
nd

 tr
ai

le
r 

lo
ca

tio
n 

to
 u

nl
oa

de
rs

C
ol

lis
io

ns
, s

lip
pi

ng

Pe
nc

il 
an

d 
pe

ns
A

ss
ig

n 
ar

ea
s 

to
 tc

w
m

at
or

 d
ri

ve
rs

 a
nd

 li
ne

 p
ul

le
rs

Fa
lli

ng
 f

re
ig

ht

-

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

W
ho

 to
 a

ss
ig

n 
th

e 
du

tie
s

T
ra

ile
rs

 to
 b

e 
lo

ad
ed

 a
nd

 u
nl

oa
de

d
Im

pr
op

er
 p

er
so

nn
el

Pr
io

ri
tie

s 
in

 lo
ad

in
g 

an
d 

un
lo

ad
in

g
A

va
ila

bl
e 

pe
rs

on
ne

l
In

ad
eq

ua
te

L
ow

 p
ro

du
ct

io
n



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

II-
A

 A
S

S
IG

N
 D

U
T

IE
S

 T
O

 P
E

R
S

O
N

N
E

L

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N -
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

R
os

te
r 

sh
ee

t
A

ss
ig

n 
pe

rs
on

ne
l

-

Sa
fe

ty

D
ut

y 
sh

ee
t

un
lo

ad
er

s
D

oc
k 

la
yo

ut
 s

he
et

lo
ad

er
s

O
bs

er
ve

 s
ta

nd
ar

d 
sa

fe
ty

 p
re

ca
ut

io
na

ry
 m

ea
su

re
s

Fr
ei

gh
t b

ill
s

to
w

m
ot

or
 d

ri
ve

M
an

if
es

t s
he

et
s

lin
:ti

lle
rs

H
az

ar
ds

C
ha

lk
A

ss
ig

n 
do

or
s 

to
 1

 ,a
de

rs
W

ip
in

g 
cl

ot
h

G
iv

e 
fr

ei
gh

t b
ill

 a
nd

 tr
ai

le
r 

lo
ca

tio
n 

to
 u

nl
oa

de
rs

C
ol

lis
io

ns
, s

lip
pi

ng

Pe
nc

il 
an

d 
pe

ns
A

ss
ig

n 
ar

ea
s 

to
 to

w
m

ot
or

 d
ri

ve
rs

 a
nd

 li
ne

 p
ul

le
rs

Fa
lli

ng
 f

re
ig

ht

--
-

.
D

E
C

IS
IO

N
S

C
U

E
S

E
R

R
O

R
S

W
ho

 to
 a

ss
ig

n 
th

e 
du

tie
s

T
ra

ile
rs

 to
 b

e 
lo

ad
ed

 a
nd

 u
nl

oa
de

d
Im

pr
op

er
 p

er
so

nn
el

Pr
io

ri
tie

s 
in

 lo
ad

in
g 

an
d 

un
lo

ad
in

g
A

va
ila

bl
e 

pe
rs

on
ne

l
In

ad
eq

ua
te

L
ow

 p
ro

du
ct

io
n



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

H
-A

 A
S

S
IG

N
 D

U
T

IE
S

 T
O

 P
E

R
S

O
N

N
E

L

S
C

IE
N

C
E

B
eh

av
io

ra
l

H
um

an
 r

el
at

io
ns

M
ot

iv
at

io
n

A
pt

itu
de

T
ac

t
D

is
tr

ib
ut

e 
pe

rs
on

ne
l f

or
 b

es
t w

or
k 

pe
rf

or
m

an
ce

M
A

T
H

- 
N

U
M

B
E

R
S

Y
S

T
E

M
S

U
se

s 
of

 w
ho

le
 N

um
be

rs
C

od
in

gC
om

pa
ny

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
/C

O
N

C
E

P
T

S

Sp
ea

ki
ng

W
ri

tin
g

M
ak

in
g 

as
si

gn
m

en
ts

C
om

pl
et

e 
du

ty
 s

he
et

T
er

m
in

ol
og

y
C

la
ri

ty
U

sa
ge

C
la

ss
if

ic
at

io
n

N
um

be
r 

re
co

gn
iti

on
L

eg
ib

ili
ty

40
33



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

II-
11

E
V

A
LU

A
T

E
 W

O
R

K
 P

E
R

F
O

R
M

A
N

C
E

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

1

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

Sh
if

t r
ep

or
t

R
os

te
r 

sh
ee

t
D

ut
y 

sh
ee

t
T

im
e 

ca
rd

s
T

on
na

ge
 r

ep
or

ts
D

ai
ly

 r
ep

or
t

O
bs

er
ve

 o
n-

th
e-

jo
b 

pe
rf

or
m

an
ce

E
va

lu
at

e 
an

d 
co

rr
ec

t d
ur

in
g 

w
or

k 
sc

he
du

le
Su

m
m

ar
iz

e 
pe

rf
or

m
an

ce
 a

t e
nd

 o
f 

sh
if

t

Sa
fe

ty

O
bs

er
ve

 s
ta

nd
ar

d 
sa

fe
ty

 p
re

ca
ut

io
na

ry
 m

ea
su

re
s

H
az

ar
ds

C
ol

lis
io

ns
 o

n 
do

ck
 a

re
a

Fa
lli

ng
 f

re
ig

ht

D
E

C
IS

IO
N

S
cu

E
S

L
ow

 p
ro

du
ct

io
n

Id
le

 ti
m

e
Po

or
 w

or
k 

pe
rf

or
m

an
ce

E
R

R
O

R
S

Pl
ac

em
en

t o
f 

pe
rs

on
ne

l i
n 

pr
op

er
 a

re
as

A
re

 p
er

so
nn

el
 c

ha
ng

es
 n

ec
es

sa
ry

A
re

 d
ai

ly
 g

oa
ls

 u
in

g 
m

et

W
ro

ng
 a

ss
ig

nm
en

t
Pa

ym
en

t o
f 

cl
ai

m
s



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

II
-B

 E
V

A
L

U
A

T
E

 W
O

R
K

 P
E

R
FO

R
M

A
N

C
E

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

t

B
eh

av
io

ra
l

A
pt

itu
de

H
um

an
 r

el
at

io
ns

C
om

pe
te

nc
ys

ee
in

g 
th

at
 la

bo
r 

fo
rc

e 
is

 c
ap

ab
le

of
 d

oi
ng

 th
e 

as
si

gn
ed

 jo
b 

pr
op

er
ly

O
bs

er
va

tio
n

P
un

is
hm

en
t a

nd
 s

an
ct

io
ns

w
ha

t t
o 

do
 if

 w
or

k 
pe

rf
or

m
an

ce
is

 n
ot

 u
p 

to
 s

ta
nd

ar
ds

S
af

et
y 

ne
ed

s
C

om
m

un
ic

at
io

ns
T

ac
t

U
se

s 
of

 p
os

iti
ve

 N
um

be
rs

+
.

, x
, -

:-
C

ou
nt

in
g

In
de

xi
ng

C
od

in
gC

om
pa

ny
B

as
ic

 M
ea

su
re

m
en

t S
ki

lls
 a

nd
 C

on
ce

pt
s

M
ea

su
re

 s
en

se
/r

ol
e 

of
 u

ni
t

M
ea

su
re

m
en

t: 
G

eo
m

et
ric

Li
ne

ar
A

re
a

V
ol

um
e

M
ea

su
re

m
en

t: 
N

on
-g

eo
m

et
ric

T
im

e 
/c

al
en

da
r

W
ei

gh
t

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

12

V
ie

w
in

g

W
rit

in
g

O
bs

er
ve

 p
er

so
nn

el

C
om

pl
et

e 
sh

ift
 r

ep
or

t

V
is

ua
l a

na
ly

si
s

M
em

or
y

D
es

cr
ib

in
g

C
la

ss
ifi

ca
tio

n
D

es
cr

ip
tio

n
In

fo
rm

at
io

na
l r

ep
or

ts
N

um
be

r 
re

co
gn

iti
on

Le
gi

bi
lit

y

35



(T
A

S
K

 S
T

A
T

E
M

E
N

T
)

II-
C

 P
R

E
P

A
R

E
 S

H
IF

T
 R

E
P

O
R

T
S

T
O

O
LS

, E
Q

U
IP

M
E

N
T

, M
A

T
E

R
IA

LS
,

O
B

JE
C

T
S

 A
C

T
E

D
 U

P
O

N
P

E
R

F
O

R
M

A
N

C
E

 K
N

O
W

LE
D

G
E

4:
1

S
A

F
E

T
Y

 -
 H

A
Z

A
R

D

S
hi

ft 
re

po
rt

T
im

e 
ca

rd
s

T
on

na
ge

 r
ep

or
ts

D
ai

ly
 r

ep
or

ts
A

dd
in

g 
m

ac
hi

ne

S
um

m
ar

iz
e 

da
ily

 r
ep

or
t

m
an

 h
ou

rs
to

nn
ag

e
w

or
k 

pe
rf

or
m

ed
E

nt
er

 fi
gu

re
s 

on
 s

hi
ft 

re
po

rt
F

ig
ur

e 
to

ta
ls

S
af

et
y

O
bs

er
ve

 s
ta

nd
ar

d 
sa

fe
ty

 m
ea

su
re

s

H
az

ar
ds

C
ol

lis
io

ns
 in

 d
oc

k 
ar

ea
F

al
lin

g 
fr

ei
gh

t

D
E

C
IS

IO
N

S
C

U
E

S
E

R
R

O
R

S

W
he

re
 to

 e
nt

er
 fi

gu
re

s
A

m
ou

nt
 o

f p
ro

du
ct

io
n

R
ec

om
m

en
da

tio
ns

D
ai

ly
 g

oa
ls

-

M
an

 h
ou

rt
on

na
ge

 r
at

io
s

M
at

he
m

at
ic

al
 m

is
ta

ke
s

W
ro

ng
 e

nt
rie

s



T
A

S
K

 S
T

A
T

E
M

E
N

T
)

II
-C

 P
R

E
PA

R
E

 S
H

IF
T

 R
E

PO
R

T
S

S
C

IE
N

C
E

M
A

T
H

 -
 N

U
M

B
E

R
 S

Y
S

T
E

M
S

B
eh

av
io

ra
l

C
om

m
un

ic
at

io
ns

U
se

s 
of

 P
os

iti
ve

 R
at

io
na

l N
um

be
rs

+
, -

, x
, -

ii-
.

C
od

in
gC

om
pa

ny
R

at
io

B
as

ic
 A

lg
eb

ra
 S

ki
lls

 a
nd

 C
on

ce
pt

s
So

lv
e 

pr
ob

le
m

s 
in

vo
lv

in
g 

lit
er

al
Su

bs
tit

ut
e 

gi
ve

n 
va

lu
es

 in
 o

rd
er

ho
ur

s-
to

nn
ag

e)

al
ge

br
ai

c 
ex

pr
es

si
on

s
to

 f
in

d 
th

e 
va

lu
e 

of
 th

e 
re

qu
ir

ed
 u

nk
no

w
n

C
on

ce
pt

s

-

(m
an

no
. o

f 
m

en
B

as
ic

 m
ea

su
re

m
en

 S
ki

lls
 a

nd
M

ea
su

re
m

en
t: 

N
on

-g
eo

m
et

ri
c

W
ei

gh
t

C
O

M
M

U
N

IC
A

T
IO

N
S

P
E

R
F

O
R

M
A

N
C

E
 M

O
D

E
S

E
X

A
M

P
LE

S
S

K
IL

LS
 /C

O
N

C
E

P
T

S

A
 A

W
ri

tin
g

Sh
if

t r
ep

or
t

C
la

ss
if

ic
at

io
n

D
es

cr
ip

tio
n

In
fo

rm
at

io
na

l r
ep

or
ts

N
um

be
r 

re
co

gn
iti

on
L

eg
ib

ili
ty

a

37



DUTY III. UNLOADING INBOUND MATERIALS

A. Obtain freight bills
B. Prepare trailer for unloading
C. Select and remove individual shipments
D. Close out trailer

1315.- 39
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DUTY IV. STORING MATERIAL

A. Transport material to proper storage area
B. Pull the drag line
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DUTY V. LOADING FOR RESHIPMENT AND/OR DELIVERY

A. Prepare trailer for loading
B. Load individual shipments
C. Close out trailer
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GLOSSARY

BayArea used for open storage of heavy items
Bill of LadingContract between shipper and carrier showing consignee, number of pieces and

weight of shipment
Bill Router (Job)Person who places final destinaz;on on freight bill
BracingSecuring material to prevent shifting and damage
CarrierA company in the business of transporting persons or property
City Delivery (Pick up and delivery)Materials to be delivered locally
Claims DepartmentDepartment which handles requests by shipper for payment of compensation

for lost or damaged goods
Common CarrierCarrier whose business is open to the public i.e. P.I.E., consolidated, roadway
Communication DevicesItems used to facilitate messages such as phones, P.A. systems, etc.
Concealed DamageDamage not evident when shipment arrives
Connecting LineSame as interline
ConsigneeTo whom materials are being shipped
ConsignorShipper of material
ConsolidationPicking up, transporting and delivering freight of almost any kind and size within

the area the freight company serves
Contract CarrierCarrier hired on a long-term basis by a company to supply its outlets
CoordinationSuccessful control and direction of all operations
Destination TerminalTerminal in the consignee's city
DispatcherSupervises movement and placement of trailers
DockArea where material handling takes place
Dock EquipmentDevices used to handle materials during the loading, unloading, and storing

functions such as toy/motors, conveyors, dollies, drum carts, handcarts
Dock LayoutMap showing location of loading doors, unloading doors, storage area, and shape of

material handling area
Dock officeArea which houses all dock operation activities
Double HeaderTractor-trailer rig which has two or more trailers in tandem
Drag LineMoving line on which carts are placed to send them to other area of the dock
ExceptionsAny errors in shipment which should be noted on the freight bill
Exempt-CarrierPrivate carrier exempt from I.C.C. regulations (not engaged in intrastate activities)
ExpediteDoing everything possible to speed delivery of shipments to final destination
Free astrayShipments and partial shipments expedited at no charge
Freight BillBill listing consignor, consignee, number of pieces, rate, weight, and total charges of

shipping
Flat BedSemi-trailer with no sides
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Full TrailerTrailer with wheels on both ends
GrievanceComplaint filed by the labor force against management
HostlerV:;rd driver who moves trailers to or from dock area
Ifot noteNote attached to freight bill to facilitate speedy handling
I.C.C.(Interstate Commerce Commission)Federal body governing all carriers engaged in

interstate commerce
InboundMaterials coming into a terminal
In-service meetingTraining sessions for the benefit of the work force
Intercity Carrier Deliverer engaged in delivering only between cities
InterlineFreight that handled by two or more freight companies
In-transitGoods that . being transported
Loader(Job)--Person who supe vises the placement of shipments on a trailer
L.T.L.Less than truck load
ManifestLog on which the number of pieces and the weight of individual shipments are listed
Open .Top TrailerTrailer without a top for hard-to-handle merchandise. Also referred to as

"Ragtop"
Origin TerminalTerminal in the shipper's city
O.S. & D.Overages, shortages and damagesdepartment whose duty is to investigate exceptions
O.T.R. Over The RoadTrailers which are sent to other terminals
OutboundMaterials to be sent to other terminals
PalletForm on which material is placed to facilitate handling with tom( for
PerishablesMaterials that require special handling because they may decay or spoil quickly
Piggy backTrailers transported by means other than tractors, O.T.R., such as placing on flatbed

railroad cars
PlacardSigns placed on outside of trailer
Private CarrierCarries company or private merchandise
Pr) numberNumber on freight bill which is numbered progressively for filing purposes
P. U.C.O. Public Utilities Commission of OhioGoverns intrastate activities
Rating and BillingMethod of giving customer information on freight carriers
Roster SheetList of workers on a shift
Route BookBook containing destination terminals for outbound shipments
SealMetal strip that interlocks and is placed on trailer door when loading is completed

The seal has a number which is recorded on loading manifest
Semi-TrailerTrailer with wheels on only one e.,d
Shift ReportSummary of all activities that take place on a shift
SkidAnother term for pallet
Tank TrailerPrimarily used for transporting liquids
Tariff BookComprehensive listing of freight rates and services
TerminalStructure from and between which truck and unit carry freight
Tonnage ReportSummary of total weight handled during shift and ratio per man hour
Tracer (Job)Looks for lost shipments or goods in transit



TractorMotorized vehicle used to transport trailers
Traffic DepartmentDepartment which determines rates, negotiages agreements with other carriers

for interlining freight
TrailerUnit on which shipments are loaded
Unconcealed damageEvident damage upon receipt of goods
Unloader (Job)Also called stripper, checkerPosition responsible for removing shipments from

trailers
Yard JockeyAnother term for hostler
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