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INSTRUCTIONAL PROCEDURE

This module contains two sequential learning activities and a final check-out activity, A

brief overview precedes each learning activity and the final check-out ictivity. Each learning

activity tnd the final check-out activity Provide learning experiences to help you accomplish

the objectives. Feedback devices (learner self-test and performance checklist).are provided

to help you determme when L.%ich objective has been accompliShed. Sample elenwnts.of a

training manual are provided as a Lwide.in developing your own. manual.

The first learning actiVity is designed to provide you with the needed background

information. The second learning activity is designed to give you an opportunity to apply that

information in a practice situation. The Check-Out Activity is the final learning activity. It

is designed to allow you to develop a training manual in a real work situation, such as when

you are employed or when you are serving as an intern learner. The Performance Checklist

(APpendix A) is used by the learner and the instructor/supervisor to assess progress. The

checklist is applicable for both practice Performance and perforrnane in the real work

situa tion. .

After.reading the Objectives and the Introduction on pages 3 and 4, you should be

able to determine how much of this module you will need to complete before the Check-Out .

Activity.

* It' you.already have the necessary background informatiOn required for developing a

training manual, you may not need to complete Learning Activity I. p.5 .

* If you already have had practice in deVeloping a training manual, you may not need to

complete Learning ActiVity U. P.21

Instead, with the approval of your instructor or supervisor, you may .choose to proceed

directly to the Check-Out Activity, and develop a traMing manOal when you have access

to a real work situation.

Your instructor or supervisor may be contacted if you have any difficulty with directions.

or in assesSing your progress at any time.

-
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SUPPLEMENTARY TEACHING/LEARNING AIDS

An effort has been made to make this module as self-contained as. possible. The information

contained in the module should be sufficient to develop "entry-level- knowledge and skills.

However, more has been written on this topic. The advanced learner may wish to attain

higher levels of knowledge and skills.

A list of resources which suppleMent those contained within the module follows. Check

with your instructor or supervisor (I) to determine the availability and the location of these

resources, and (2) to get assistance in setting up additional learning activities.

This module may be used in conjunction with the following modules: module number

VIll-A. Conducting a Task Analysis; module ,number Vl ll-B, Developing Performance

Objectives;".module number V111-C, Determining Types of Instructional Methods and Media;

and module number VIll-D, Developing Performance Tests.

Learning Activity I

* Bryan, Faye et al. Duplicating Processes. Mississippi State, Mississippi 39762:. Re-

search and Curriculum Unit. Drawer DX; 1975.

* Butler, F. Coit. Instrpctional Systems Development for Vocational and Technical

Training. Englewood Cliffs, New Jersey 07632: Educational Technology Publications,
,

140 Sylvan Avenue, 1973.

* Johnson, Stuart R.; and Johnson, Rita B. Developing Individualized Instruction. Palo

Alto, California 94304: Westinghouse Learning Press, 2680 Hanover Street, 1970.

'* Mager. Robert F. Measuring Instructional Intent. Belmont, California 94002: Fearon

Publishers, 6 Davis Drive. 1975.

* Mager, Robert F. Preparing Instructional Objectives. Belmont, California 94002:

Fearon Publishers, 6 Davis Drive. 1975.

* Mager Associates. Inc. "You Can Hear the Learning Happen.- Two filmstrips and Tape.

Altos Hills, California 94022 Mager Associates. Inc., 13245 Rhoda Drive, 1974.



Learning Activity 11

* (Same references as above)

Check-Out Activity

* Instructional materials specialists who have written training manuals

* Central duplicating personnel

* Industry representative

OBJECTIVES

1. After completing .the required reading, take the learner self-test to demonstrate that

you have attained the knowledge of developing a training manual for an industry

services program. You should complete all items correctly. (Learning Activity I)

IL After analyzing the perforniance instnictions, complete all the designated experiences

in developing a training manual in a practice situation. your work must conform to the

checklist provided. (Learning Activity 11)

Ill. In an actual work situation, develop a training manual for an industry services program.

Satisfactory performance will be realized when all items on the performance checklist

(Appendix A) are rated "yes.- (Cheek-Out Activity)
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DEVELOPING TRAINING MANUALS

INTRODUCTION

Once the tasks to be covered in a training program have been identified and sequenced,

the industry services leader must compile or develop manuals which provide the trainees

with the performance objectives to be achieved, procedures to be followed in achieving the

objectives, related knowledge to be learned, and performance tests to be completed. It k

recognized that instructional materials/training aids may take many forms. However., the

"bread and butter" item in industry services is the job analysis-based information and

Procedural manual. This type material Ihis received wide acclaim in industry services pro-

grams because of the visibilitN provided for training requirements, and the mUltiple uses of

the manual.

Becatise trainees have a wide range of abilities and motivation, jt is desirable that the

manuals provide access to detailed information in a format that is easily followed. The

purpose of this module is to provide a framework for developing learner-centered training

manuals. The information begins with synthesizing information collected from interviews,

and tapes. and ends With the coordination of the printing and distribution of the materials..

This module suggests a format for training manuals which brings into focus acceptable

trends in materials development. It is very important that the induStry services leader adopt

a format which will-promote consistency' in training efforts, and streamline.materials develop-

ment and use.

4



LEARNING ACTIVITY I: INFORMATION

You should study the information presented in the following pages. After reading this

material. you will demonstrate knowledge of developing a training manual by coniplet mg

the Learner Self-Test. p. 15. You will he ealtiating your knowledge by comparing yout

sell-test answer; with the Answers to Self-Test. p.

I. TERMS UNIQUE TO MODULE

A. Learner-centered manual. Training information which is"designed and written

specifically for the 1,:arner. as opposted to a person other than the learner. e.g..

instructor. Learner-cmtered manuals may also be used as a blueprint for develop-

ing lesson plans and other training guides.

B. Authentication of information. To establish the truth of information presented.

C. Camera-ready copy. The final draft copy 'prepared for printing.

D. Composing copy. 'To put together typewritten information and illustrations on a piige.

E. Copy. 'Hie typewritten contents in a training manual.

F. Format. The organization and layout of written informatioft and illustrative

materials on the page.

G. Master copy. Used synonymously wit n'camera- rea,..y copy:

IL Pasting and stripping. Removing. replacing. and aligning copy and illustrations on

the page.

I. Synthesizing information. Bringing together separate parts into a first draft form.

J. Training manual. A book of instructions on task information and procedures.

K. Utilization guide. A document which describes how to implement the manuals

in state and local agencies. and industries. Also includes background data and

information onThroject planning. development, and reviews.

L. Vestibule training. Learning activities. provided within industry facilities, but in a

specially prepared classroom or area separated frothhe production facilities.

M. Vocational-technical curriculum and research unit. A.state center which develops

and distributes training manuals and other curriculum material, and conducts

evaluations and other research in vocational-technical education.

5



II. SYNTHESIZING INFORMATION FROM INTERVIEWS AND TAPES

. Sources of information. The content of training manuals begins to be formulated

during the first meetings with industry representat ives. Portions of the information

may be recorded on note paper. cassette tapes. or in industry-developed manufac-

turing guides. It is not a small task to synthesize this raw information into a form

which can be recorded in training manuals. Accuracy of the mfornhition is para-

mount.

It. Approaches to review tind synthesis of information. The synthesizing of industry

information includes reviewing the information one or more times. recording what

is considered to be pertinent, and having the recorded information authenticated

by industry manufacturing personnel. One or more revisions will be required before

the information is complete.

The availability of clearly formidated information from industry varies' wit h each

industry. Some industries possess detailed task information, and little effort may

be required for synthesizing this information. Other industries, with the encourage-

ment of the industry services leader. will assign one or more company employees

the responsibility of conducting task analyses. The latter method for identifying

training information is preferred. since it is generated by those who are most

familiar with.the industry procedures. However. it will be necessary for the industry

services leader to assist in developing a standard format/procedure for recording

this information. Even if every effort is made to obtain final copy from industry

porsonnel. e industry services leader will be required to edit the copy. combine

content when possiMe. and remove redundant information.

III. FORMAT

A. Rationale for a standard format. This module is directed toward developing a

particular type training aid which is learner-centered. Quite often, a written manual

is the only type training aid which can be justified in terms of c,nst. since a given

industry services program affects a relatively small number of persons. However.

this type manual has a wide range of uses in training, including a basis for instructor

lesson plans, individualized.dearner-paced instruction. and in-plant training.
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The dictionary defines format as the general makeup. plan. organitation. or

arrangement of the publication. A standard manual foimat is suggested for use in

industry services programs to insure uniformity of ;ippealance and consistency in

approaches to trainint.,. By following a standard nianual format, writers will have .

fewer routine decisions to make and can concentrate on the instructiondl content

of the manual. In the absence of a standard kunLii, 111Aill.lis tend to result tn a

hodgepodge of curricular activities.

For practical purposes, a standard format should accomplish the following four

things:

I. Determine tire sections to be contained in all training manuals.

2. Determine the sequential order in which the sections will appear in the

training manuals.

3. Establish a common terminology applicable to the sections of the training

manuals.

4. Serve as a check for the developer to insure that all necessary information

has been included in the training manuals.

Trainins manuals should be designed to be as self-instructional as possible. so

that the trainee will not need to ask the instructor for.routine learning directions.

B. Focus of training manual contents. The cont.2nts of a training manual should

center on one or more closely related tasks which. when completed. result in an

industry product or subproduct.

C. Elements of a training manual.

I. Title and subtitles. Titles should be carefully selected. and should state the

nature of the materials included in the manual: The title(s) should parallel

the task(s) for Which the manual is focused. Examples of titles follow:

a. Manual title Fabricating cylinders

b. Subtitles

I) Forming cylinders

2) Welding cylinder seams



Instruct tonal procedure. Tips section of the manual should indicate the nature

and intent of the materials. Specific suggestions and alternate suggestions, il

necessary, for using the manuals are stated. General procedures for the instructor

and:or learner to follow when using the manuals are presented in this section.

(Specific directions, when needed, are contained throughout the unit.) Evalua-

tion techniques and procedures are alsoincluded.

3. Supplementary teaching/learning aids. Equipment, tools, supplies, or audio-

visual media required to supplement the material presented in the manual

should be identified in this section. Any special preparaiion required by the

instructor and/or learner should also be stated. The exact Vocation of the

supplementary materials should be identified, along with ipstructions on'which

parts or pages should be examined.

4. Objectives, Objectives arc statements in precise measurable terms of particular

behaviors to be exhibited by a learner under specified conditions. Objectives

state exactly what the learner is to know or be able tO perform as a result of

completing the manual, and the degree of proficiency expected.

5. Introduction. This is actually the beginning.'of the subject matter. The two

important questions.which should be answered in this section are:

a. Why is the information or activity important?

b. What benefit will the learner derive from learning the information, or

from.heing able to perform the activity?

6. Learning activities. This seetion is the heart of the training manual. It L

the information and/or experiences the learner must read, study. partic :nt Lta

or perform in reaching the stated objective(s).

Because of the variety of materials developed for different industries, mat-

erial presented in this section may tttke any of several styles. These styles might

range from the question-and-answer approach:.the old "T'' format: a series ot

experiments or laboratory activities to be performed, information to bc read

and studied, or combinations of these.



Any 'supporting materials or data (tables, transparency piasters, instruction

sheets) needed for thL training manual should be included in this section. pro-

vided the length does not distract from thodearning activity. If it would be

distractful to the continuity of the manual, notation of it would be made and
7

the material should be presettied in the appendix.

If the learning activity is.concerned with skill development of a certain job,

task, cP. operation; a procedure (performance guide) should be included in thik

section. or the section itself may be the procedure. Any self-tests that are

part of the procedure, or would reinforce learning:should be included in this

section. When.it is possible to develop or acquire drawings. photographs. and

other illustrative materiak. they should be included with the technical infor-

=thin needed for task pertbrmance. The illustrations should be correctly

labeled and referenced to the technical information presented in the manual.

7. Check-out activities. -This is the evaluation section of the manual. It is used
,

to determine the achieVement level Of the learner. In a skill development

activity, the check-out activities would closely parallel. or duplicate the pro-.

cedure for performing the job, task, or operation.

in a training manual emphasizing cognitive objectives,the check-out

activities (i.e:. paper-and-pencil test) should relate to the stated objectives.

Generally, che-ck-out activities are not presented in the student material bin

rather are given at the completion of the learning activities. This procedure

generally applies to any pretests as well. If pretests are used, notation of

these would appear in the INSTRUCTIONAL PROCEDURE section of the

manual.

A performance checklist may be used as a standard upon which to judge

learner performance on the check-out activity. It may include a list ot criteria

for judging task performance, rating scale, and instructions for rating task per-

formance..

Additional related activities (optional). This section would give directions to

the learner desiring to seek additional information, activities, or experiences

related to the training manual topics or tasks. It should not be a cOntinuation

9
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of the saint: Material included in the manual topics or 'tasks. Suggested additional

activities could include related readings. plant-site visitations, or related experi-

ments.

Appendices (optional). Any supplementary material to the training manual

would be included in this section. Data or information-used to support the

learning activities may be included in the appendices when their length dis-

tracts from the continuity of the matenals. (Transparency masters, worksheets.

charts. instriiction sheets, et

Summary of format elements. The following elements should be considered

for inclusion in training_ Manuals.

a. Tjtle

b. Instructional procedure

c. Supplementary teaching/learning aids

d. Objectives

c. Introduction

I. Learning. ac. !ties

)!.. Check-out activities .

h. Additional related activities

i. Appendix

I I. Variations may be necessary. The variety of instructional materials produced

and the different methods of packaging them may necessitate .slight variations

to the standard format. This can be done, however, within the framework of

.the format itself.

Obviously. a ten-page self-paced instructional manual is differ.mt from a .

I 50-page resource manual, however, with slight variations the format can be

used with both types of publications. Examination of these two vastly different

types of publications should point out where variation to the format would be

justified. The clue is usually found by asking the question, "Does the material

have to stand by itself?"

The ten-page manual designed to teach orte idea or task must stand by itself

10



Everything needed to instruct the learner, not only to understand the idea or

to perform the task, but how to make proper use of the material, must be

presented. The format. therefore, should be followed as.presented in the pre

vious pages.

The I 5VPaize resource,.manual must also stand by itself; but this is not

true of its various parts or chapters. Each part or chapter may be supported 1

information supplied elsewhere in the manual. For example, if the purpose 0

a particular resource manual is to provide the instructor with information

necessary in preparing a training program, there would be no need to repeat

the Instructional Procedure section at the beginning of each chapter. Instruc-

tional Procedures presented once .at the beginning of the manual would suftk

Each chapter then may only include the Objectives; Introduction, Learning

Activities, and Check-Out Activities. This variation could be repeated throug

out the manual. Nevertheless, even with this slight variation, the format iS

.still in effect.

IV. 'PREPARATION OF CAMERA-READY COPY

A. Appearance of copy on page. It is generally concluded tliat copy is easier tp read

when it is broken into small elements, as opposed to Icing paragraphs of written

information.

B. Coordinating the typing and composing of copy. Firm instructions on format musl

be provided to the typist and others involved in composing the preliminary and

final drafts. Composing the.final copy includes typing the master copy of the

training manual contents and pasting.and stripping titles, illustrations, and correcte

copy. Pasting and stripping activities cannot be taken lightly. When sections of the

manual are corrected, removed, or replaced, thecopy must also be properly realign,

on the page. .

C. Editing copy. Often, more than one person will be involved in cOmpiling a training

manual. Although a format may be agreed upon, one person must ultimately be

responsible for molding the contents into camera-ready copy. Much technical

editing will be necessary to obtain consistei.!cy in punctuation throughout-the niant

I 1
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and to insure thaCeovery word in the manual is correctly spelled. A person with

prpven editorial experience should review each draft.

D. Proofing copy. Much effort is expended in developing/compiling training manuals.

Yet, it is not unusual for a low priority to be placedon proofing the final copy.

The final copy must be read and-reread- until-a1-1 cop-ym-ista-kres_arc_elimihnred

V. PRINTING AND BINDING MANU4S

A. Determining how the manuals Will be printed. The most common duplication

processes follow:

1. Photocopy process. This method may be used when only a few copies of the

manual ale-needed, and when manuals are needed on short notice. Many

schools have Photocopy equipment.

2. Offset process. The offset method may be used when a large quantity of

mantialS are needed. Only larger school systems have offset printing 'equipment.

3. Stecil (mimeograph) process. This method is used when the developer does

hot have access to theabove\ methods.

B. Determining who will print manuals. The following sources may have printing

capabilities:

1. State division of vocational-technical education

2. State research and curriculum centers

3. University central duplicating departments

4. 'Local school central duplicating departments

5. Local printing compailies

C. Dete mining how manuals will be package(L The manner in which the pages in a

manw I are attached affects the extent to which the materials can be used in a

trainin program. Some of the more common ways tO bind manuals follow:.

1. Per 'ect bind, using a glue process to attach pages and covers

/. Sadd e-stitch, by folding pages. and stitching or stapling

inding, using prepared plastic coil's

4. Three-ri notebook

5.. Stapling
.



1). Distributing manuals. Training manuals are ,:ood 'publicity tools, as well as tools I

training. A copy of the training maimals should be.provided to appropriate indiv

duals in the following organizations. provided the.industry.approves of the dissen

:lation of the materials:

State division of vocational-technical educatior

2. State research and curriculum center

3. State agricultural and industrial board

4. State economic council .

5: Governor's adninistrative departments

b. State senate and house of representatives

7., .State and local employment service offices

8. Area industry development,council

Local school 'administrative offices

.10. Local school vo,:ational-technical education department

i I. Local chamber of coMmerce

* Continue this learning activity by taking the LearnerSelf-Test which .follows.

13



LEARNER SELF-TEST

MULTIPLE CHOICE

This is a checkpoint knowledge test needed before proceeding to develop a training

manual in a practice situation. The test statements below represent types of information

appearing in trainiim manuals. Read the statement carefully and identifYll'h'er'Section of the .

manual format in which you believe this information should be placed. Make an "N'7 in the

parenthesis in front of your selection. Check your answers with tile Answers to SV1f-lest

which follow. If you fail to complete all items correctly. you may wish to refer back to

.appr9priate parts of the module information.

I. The information sheet appearing on page 7 of this unit must be duplicated in sufficient
_number for pass out to all learners.

a. ( Supplementary Teaching/Learning Aids..

b. ( Pre-Lesson Activities, '

c. How:to Usp This Ma terial:-

d. ( .) Instructions to Teachers

Press bearing to motor housing..
ApPly terminal wire..
Assembk reciprocating spindle.

a. ( ) Procedure

b. ( Steps of Procedure

c. ( ) Learning kztivities

d. '( ) Student Activities

3. Fifty-eight percent or buSiness conducted at the distribution center is charged on credit
cards. As a. distribution cenler trainee, it is important for you tolnow how to properly
fill out a credit card charge slip'.

a. ( ) Objective

b. ( ) Presentation

. ( SUbjeCt Matter

d. ) Introduction

4. Processing orders

.a. :(, ) Suggested Activities

b. ( ) Purpose of Lesson

c. ( ' ) Title

d. Objective

15



5. Your work Will be judged by the..instructor or supervisor using a performaffix checklist.
All items on the performance checklist must be nited "yes.-

a. ( ) Instructional Procedure

b. ( ) Check-Out Activities

C. ( ) Evaluation Procedure

d. ( ) Test Information

equire a fibrarY-otradverfising-.---

a. ( ) Instructions to Students

'b. ( . ) Instructions to Teachers

C. Instructional Procedure

d. ( ) Supplementary Teaching/Learning.Aids

7. The capacity of the cornpany's products is presented in TABLE XII, page 107.

.a. ( ) Technical Data

b. ( ) Appendix

c..

d.

( ) Supplementary Teaehing.Material.

Related Information

LISTING

Instructions: List in correct sequence the sections contained in a training manual.

7.

2. 8.

5.

P.

1 7
19



MULTIPLE CHOICE

I. a..

2. c.

3. d.

4. L.

5. b.

.6. d.

7. b.

LISTING

I. Title

2. Instructiohal Procedure

ANSWERS TO SELF-TEST

3.. Supplementary Teaching/Learning Aids

4. Objectives

5. Introduction

6. Learning Activities

7. Check-Out i,kctivities

8. -Additional Related Activities

9. Appendix

* Proceed to the next learning activity for developing a training manual in'a practice situation.

19
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LLARNING ACTIVITY II: PRACTICE PERFORMANCE

. You ill be required to develop a training manual in a practicc situation. YOU may wish

to refer to the information found in the !nodule. you must sclect :it least two related tasks

performed in a job. You MUSI use rolallat "ested in this module to develop a manual

which will-instruct a ledrner in performing these tasks You will be evaluating your performance

in developing a traMing manual by using the performance Checklist Appendi Al,

I. Study this module to determine the elements to be included in the training manual. Take

close note of the sample elernOnts presented in APPendix 1.

II. Select at least two manipulative (Psychomotor) tikks you have performed on a job during

the last year. If possible, select t.asks which are Part of your present administrative or

instructional responsibility. In.other words..develop a manual for tasks which must be

learned by your students of peer group.

Using references or personal k nOW ledge prepare information for each s6ction coRtained

-in the manual. This will include developing.it title, instructional procedure. supplementary

teaching/learning aids, objectives. lniroduction. learning activities, and cheek-out activities.

IV. Prepare illustrative materials and.include them at a PPropriate poinis in the manual.

V. Use the Performance Checklist from Appendix A to rate your competenCy in developing

a training manual. All items on the ehecklist must be rated "yes:

* Continue to the Check-Out Activity for instructions on developing a training manual in a

real work situation.

21



(

.CHECK-OUTACTIVITY: PERFORMANCE IN A REAL

WORK SITUATION

The activity below is intended to be.condu,:ted in an'actual on-the-job situation. It may

completed without completing the two learning activities. if you think you have the prolicien .

to do so.

In an actual work situation. you ,must-develop-a training manual for_an industryin your

community. -You may wish to consult with an instruotional materials specialist who has

developed training Manuals for industries. You must contact industry representatives for

information to be included in the manual,._,A standard format should be used. You must coor-

(linate the typini.l. proofing. and editing of the final copy. Your performance will be judged bN

your instructor or supervisor using a checklist. All items on the Performance Checklist

(Appendix, A) must be rated "yes.-

*-After completing the Check-00t Activity, you may select another module for study. Your

instructor or supervisor may be contacted if you have any" difficulty in selecting a module.
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APPENDIX A

PERFORMANCE CHECKLIST

Developing training manuals.

INSTRUCTIONS: If the performance is satisfactoiy, write YES in the space provided.
If the performance is unsatisfactory, write NO in the space. Each
item must be rated "yes-- for satisfactory task performance.

1. Learner directions in the manual are clearly written.

2. The manual is free of technical subject errors.

. The manual is free of writing.errors (punctuation Shd grammar).

4. The format of the manual followed standard procedures.

5. The information presented is easy to read and understand.

6. The manual is free of trite, unrelated information.
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APPENDIX B

Sample Training Manual Elements
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INSTRUCTIONAL PROCEDURE

This manual contains one learning activity and a final check-out activity tOr the task covered.

The learning activity should provide the learner wit!, the knowledge required for successful pet-for-

nmnce of the task. The check-out activity is designed to alloW the learner to perform the task in

a real work situation.

A self-test is used by the learner to reinforce learning of task knowleCge. and to determine

readiness forthe check-out activity ( task perforMance).

SUPPLEMENTARY TEACHING/LEARNING AIDS

* Video Tape,:Armature Assembly.. Jackson. Mississippi 39205: Milwaukee Electric Tool

Corporation. Milwaukee Street, 1975.

PERFORMANCE OBJECTIVE 1: Wind armature care

Using a Globe HFA-1 Automatic Armatiire Winder loaded with two bales of 24-gauge wire

(23-94-1700) and armature blocks for above armature O.D..'wind an armature core (16-09-000).

No lead wires must be wound under a coil.

INTRODUCTION

A vital aspect of training is.the accurate performance of tasks. The following will depict

.the information and procedures necessary for windine an armature core. The manufacturing

engineering department has spent months.analyzing the most efficient and safe way to perform

the task. The operator_should not deviate from these procedures.without the expressed consent

of the supervisor.

* Proceed to the learning activity.
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LEARNING ACTIVITY

You should study carefull the technical informatiOn and performance guide present,ed in

t he follow ing pages. After rcduing tlik material, you will demonstrate knowledge of winding an

armature core by completing the Learner Self-Test. You will be evaluating your knowledge by

comparing your senest anSwers with the Answers to Self-Test.

I. TERMS UNIQULF0 TASK

A. ArMa t ure core. Laminated iron.

B. Armature stack. The parts which make up an armature core.

C. Coil.' Wire wound around an armature core.

D. Laminatiens. Thin layers of iron.

II. MACHINE AND WORK CENTER ILLUSTRATIONS J206-0000

Wind 12 turns/coil of 23-94-1700 (24 Ga).

Globe wind, left h4nd flyer going, C. W. index.

ty.171,1111122/

.L)

BEGINNING AND
ENDING LEAD

Wound Armature

32
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INFORMATION OUTLINE

The purpose for winding an armature c:re is to pro\ ide coils which produce

magnetic poles when current is'Supphed to the electric motor. There arc two coils per

armature slot. The numerous coils provide for smooth armature rotation in the elec-

tric motor.

Two automatic winding machines vil! be operated- simultaneously at this work

`station. An inspector will occasionally sample and check the armotures for the Proper

number of turns per coil. This inspection procedure includes unwinding one coil on..

one armature slot and counting the number of turns. The operator of the automatic

. Winding machine must also observe an automatic counter on the machine to see that

the desired number of turns are being made on each armature slot.

The operator must observe the Winding to insure that leads arenot wound under

eoils. If this' occurs, stop the machine and pull the lead back into position behind the

lead trap. The lead traps are located on the back side of the winding jaws. No attempt

must be made by the operator to adjust the machine. Call the set-up person if adjust-,

ruents are needed.

Each coil and slot on the armature is identified by a lead wire. The winging machine

produces,long and short leads alternately at each armattire slot.- The long and short

leads are separated and connected to the armature commutator in later tasks, The

beginning and ending leads are identified by twisting the wires together.
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PLRFORMANCI: GUIDL

Step
Wire from last coil of winding machine is taken through slot to complete final turn of coil.

Step 2 (Left Index)
Same wire is looped over tooth and brought down through slot to right of last coil.

Step

* Continue this learning activity by taking the Learner Self-Test which follows.
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ANSWERS TO, SELF-TEST 

1. Any two a the l'oflowing: 

a. Wirc 

b. Armature blocks 

c. Arrnaturc core 

Lead 

3. Ending 

4. c. 

.opd:r :moo .urortti.ut 
pullOM .1.111d 

Ppot pt111 Ot11 ;Wird'OS 

'1) 

g:W[111.111S 

'tiA1111-1tuptum mu! o.troliltirit ipsup , 
.1t 

Joo.lroom sompolloid litumonot oto 

,..lotootiot oto zittosimI poonuopt 0.1.1"! sprol putt lituutr'flog otu_ 

.poor! opun punom q Istitu S.1.11M ON 

.q 

0.111111l1.11! plIIM 01 ppou surd omi 

-c 
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CHLCK-OUT ACTIVITY

This activity is intended to be conducted in an actual on-the-job situation. You must wind

an armature core. A Globe 11FA- I Automatic Armature Winder is set up and'ready for operation.

You must first' orally repeat the procedure for cycling the madiine to your supervisor. Then

N.our supervisor will observe while you cycle. I machine without a part. Next, your supervisor

will observe while you wind an armature core. Your performance will be judged by your super-

visor using the Performance Checklist which follows. All items on the checklist must be rated

yes- for satisfactory performance.
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APPENDIX A

PERFORMANCE CHECKLIST

Wind armature core.

INSTRUCTIONS: If the performance is satisfactory, write YES in the space provided.
If the performarce is unsatisfactory, write NO in the space. Each
item must be ructed -yes- for satisfactory task performance.

I. No lead wires were wound under a coil.

2. No attempt was made by the operator to adjust the machine.

3. Operation was completed within the time specified by the
supervisor.

4. Standard.procedures were followed in Operating the machine.

5. Leads were twisted together.
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LIST OF INDUSTRY SERVICES LEADEIISHIP DEVELOPMENT MODULES

I t il11. ill I MhiSt r SC1% KV\

A IiiIiIiiiiii llithisii% i,CS
hithist 1,1 SCi ics Cik ci ship 1.),,,elopment Piogiain

C ;nide lot I sing the ed nonal ,

Establkhing Contacts and Relationships

SrcakIng to Industrial .ind Commilint% irours
B Writing Arlides tot N, Media

Wind ying Eundions ol Agencies In% ed In
IndlistrY SCrlies
Doeli'Plug Bro, hole tot Industry Sei%kesD.

Obtaining Agreements

A. Developmg "Framing Agieements
Doeloping a Li ad-nme Schedule

C. Interpreting l egklation Reiated to Industry Services

V. Identifying Training Needs

A C,dlect rit lramework Py)diicmin and I Liminp
Intormat ton

B. Selectingl ypes of Framing Programs
C Preparing a Budget it,r an Industry tier% is l'ioicu

V. Acquiring Resources

A. Selecting 111Shilitors !or Industr Scricvs
B. Surin I raitnne Sue
C. Securing 'Framing Equipment. Fools. and Supplies

VI. Training Instructors for Industrv tier% ices

Framing Instructors tor Industry Ser% rs

VII. Preparing for Training.

. A. Adapting the Training Site to Trammg Needs
B. Evaluating Safety Conditions Al raining Sites

Announcing the Opening ot a *I raining Program'

VIII. Preparing Training Materiak

undilet ing a Task Analysis
B. Developilig Performance Object n es
C. Determining 'types t Instruct nalai Methods and Media

De%eloping Perfortnance reNtS
I. De% elopi ng.framing Manuals
F. _'reparing Videotopcs ior on Industry Services Prugioni

tip Learning (en1r Ir Indust rN SCIA Prognins

IX. Selecting Candidates

Doeloping a Plan tOr mg and Counseling Appli,ank tot .1 I taming Phglani

X. Monitoring Training Programs

A Assisting in Providing Pre-Emplo,, tnent and In-Plant I raining
B. Developing a Procedure for-Keeping Parl!ciPAIng AgencIt's I nlormcd

Allout Framing Progi,lin Activities
C. Monitoring 1 raining Programs I ol Proffc.,,ind I \

Xl. Closing TrainingTrograms

Closing a Training Program

XII. Placing Program Partkipants

Developmga Plan tor Placing tiraduatcs I .1 Pied mplov went I raining Pr, ,:11-.1111

XIII. Evaluating Industry SENA ices Programs

Evaluating Industi Se,%ic.cs Programs

Direct IIh1Luiri lu searoi mii&l CurriL ulum Vim tor \ oc,tio
I (iticotion. ( ollege ot I ilmation.

Nlississippi State Uni%crsit . Diawcr DX.
State. NIS .)762
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