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INSTRUCTIONAL PROCEDURE

‘-..

This module contains two sequential learning activities and a final check-out activity, A
briet overview precedes cach learning activity and the l'in;u check-out RI_L:(i\’i(_\ . Each learning
ilCtiVi.tY and the final check-out activity provide learning expericnees to help you accomplish
the objectives, Feedback devices (learner selt-test and performance checklist) ":n'.c provided
to help you determine when euch ()bjccli\'c has been accomplished. Sample elements of g
training manual are provided as a guide in developing your own manual. |

The first learning activity s designed to provide you with the needed background
information. The second learning activity is designed to give you an opportunity to .1pp|y that
lnlornmllon ina pr.utue situation. The Check-Qut Activity s 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
(z\ﬁpcndix A)is used by the learner and the instructor/supervisor to :isscss progress. The
checklist is applicable for both practice performance and performance in the real work
situation. »

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

" able to determine how much of this modul_c you will need to complete before tlyc Check-Out .
Activity. ' |
* It you already have the necessary background infornmtion required tor developing a
| tr:_xinling manual. you may not need to complete Learning Activity I, p. 5 .
* I ydu already have had practice in developing a training manual. you may not need to

complete Learnmg Activity il. p.21.

* Instcad, with the approval of your lnstruuor or supervisor, you may choose to prowcd
dircectly to the Check-Out Activity. and develop a training manual when you have du.LsS

to a real work situation, .

/ Your instructor or .'sjupcrvisor may be contacted if you have any difficulty with dirccti.ons;

1\ _Or in assessing your progress at any time.
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SUPPLEMENTARY TEACHING/LEARNING AIDS

An cffort has been made to make this module as self-contained as possible. The informution

contained in the mgdulc should be sufficient to dcvélop “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 supplenient those contained within the module follows. Chc‘ck
with your instructor or supervisor (1) to determine the availability and the location ol these

resources. and (2) to get assistance in setting up u.ddilionul learning activities.

This module may be used in conjunction with the l'ollowi'ng modules: modulc number
VI1I-A. Conducting a Task Analysis: module number VIII-B, Developing Performance
Objectives; module number VII1-C. Determining Types of Instructional Methods and Media;

and module number VI-D. Developing Performance Tests.

Learning Activity 1
* Bryan. Faye etal. Dupllcatmg Processcs Mississippi State. Mississippi 3976"‘ Rc
search and Curriculum Unit. Drawcr DX, 1975.
* Butler. F. Coit. lnstr‘L;L'tionul Systems Development for Vocational and Technical .
Training. Englewood CIiffs. Nc‘w Jersey 07632: Educational Technology Publications.
140 Sylv;m A'.v.‘énuc. 1973. o A P
* Johnson. Stuart R.: and Johnson. Rita B. Developing lndividuulized Instruction. Palo
Alto. California 94304: Westinghouse Learning Press, "680 Hanover Street. 1970.
* Mager. Robert F. Measuring Instructional Intent. Belmont. Calitornia 94002: Fearon
_Publlsh;ra 6 Davis Drive. 1975. |
* Mager. Robert F. Prcparmg Instructional Objectives. Belmont. Culifornia 94002 :
Fearon Publishers. 6 Davis Drive. 1975. '
* Mager Associates, Inc. “You Can Hear the Learning Happen.” Two l'ilxﬁstrips and Tape.

Altos Hilis. California 94022: Mager Associates. Inc.. 13345 Rhoda Drive. 1974.
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Learning Activity 11
* (Same references as above)

Check-Out Activity
* nstructional materials specialists who have Written training manuals
* Central duplicating personnel '

* Industry representative - : \

OBJECTIVES

1. After comp‘lcting the rcqqircd reddi'ng, take the learper self-test to demonstrate that
you have attained the knowledge ot developing a training manual for an industry
services program. You should complete 4]l items correctly. (Learning Activity I)

1. After ;m;ilyzing the performance instructibnS. complete all the designated experiences
in deVeloping a training manual in a practice sitUation. Your work must conform to thc.
checklist provided. (Learning Activity [})

HL In an actual work situation, develop a training Manual for an industry services program.
Sutisl‘actbry pérfor,muncc will be realjzed wht‘ﬁ all items on the performance checklist

(Appendix A} are rated “*yes.” (Check-Qut 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. p‘roccdurcs to be tollowed in achieving the

’ objectives, related knowledge to be learned. and performance tests to be compllctcd. It is
recognized that instructional materials/training aids may take many forms. However, the
“bread and butter™ item in industry servi:ccs is the job analysis-based information and
procedural manual. This type maternal buas received wide ucc.luim in industry services pro-
grams because of the visibility provided tor training requirements, and the multiple uses of
the manual. - _

Because trainees have a wide range of abilities and motivation, jt is desirable that the
manuals provide access to detailed information ina t'orxﬁut that is casily followed. The
purpose of this module is to provide a framework for dcvcloi)i.ng 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 Jormat for training manuals which brings into focus acceptable
trends in materials development. 1t is very important that the industry services leader adopt
a format which will'promotc consistency’in training efforts, and streumlinc’,matériuls develop-

ment and use.

O
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LEARNING ACTIVITY 1: INFORMATION

You should study the inforuation pr.c.\cnlvd in the tollowing pages. Atter reading this
material, vou will demonstrate knowledge ot developing a traming manual by completing
the Learner Self-Test. po IS You will be evaluating your knowledge by comnparing vown
| self-test answers with the Answers to Selt-Test. p. 9.

[P A

I.  TERMS UNIQUE TO MODULE
A, Learner-centered manual. Traming mtormation which i:’du.\lgnvd and written

specifically for the learner. as opposed to a person other than the learner. e.g..

il\strliu’lx)r. Learner-centered mantiads may also be used as i blueprint tor develop-

ing lesson ;3Igms and other training guides.

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

Camera-ready copy. The final dratt copy prepared tor prinli'ng.

Composing copy. To put together typewritten information and illustrations on a page.

mCc 0 ®

Copy. The typewritten contents ina Iruining nuanual.
F.  Format. The organization and layout of written informationsand illustrative
' muul'riuls on the page.
G. Master copy. Used synonymously wiln‘cun‘wm-ruud_\' copy.
H.  Pasting and stripping. Removing. replacing. and aligning copy and illustrations on
the page.
1. Swvnthesizing information. Bringing together separate parts into a first draft form.
J. Training manual, A book of instructions on task information and procedures. '
K. Uilization guide. A document which describes how to implement the manuals
in state and local ugéncics. and industries. Also includes background dulu; and
information on’project planning, development. and reviews.
L. Vestibule training. Learning activities provided within industry facilitics. but in a
spevially prepared classroom or area separated l'rom__.__L}:le production facilitics.
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.
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11. SYNTHESIZING INFORMATION FROM INTERVIEWS AND TAPLS

A

i3,

Sources ot information. The content of traming manuals begins to be formulated
during the first meetings with industry representatives. Portions ot the information
nuy be recorded vn note paper. cissette tapes. ur in industry-developed manutac-
turing guides. Itis not a small task to synthesize this raw information into a form
whicl can be recorded in training manuals. Accuracy of the information is para-
mount.

Approaclies to review and synthesis of information. Fhe synthesizing of industry

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

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

by industry manutacturing personnel. One or more revisions will be required betore
the information is complete.

The availability of clearly formulated information from industry varics with cach
industry, Somb industries possess detailed task information. and little eftort may
be required tor 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 tash analyses. The Litter method foridentitving
training information is preferred. since it is generated by those who are most
familiar with the industry procedures. However, it will be necessary tor the industry
services leader to assist in dci'cloping a standard format/procedure tor rcmrdihg
this information. Even if every eftort is made to obtain final copy from indﬁstr,\'
personnel. :‘w_ industry services leader will be required to edit the copy. combine

content when possidle. and remove redundant information,

I11. 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 m‘unuul
1s the only type training aid which can be justitied in terms of ¢ost, since o given
industry services program attects a relatively small number of persons. However.

this type manual Las a wide range of uses in training, including a basis tor instructor

lesson plans, individualized learner-paced instruction. and in-plant training.

6
L



O

ERIC

Aruitoxt provided by Eic:

The dictionary detines tormat as the general makeup, plan. organization, or
arrangement ol the publication. A standard manual tormiat is suggested for use in
mdustry services programs to msure untformity ol appeatance and consistency i
approaches to training. By tollowing a standard nuinual tormat, writers will have
fewer routine decisions to make and can concentrate on the instructional content
of the manuaal. In the absence ot a stundard formac msisals tend to result in a
hodgepodge of curricular activities, g

For practical purpbscs. a standard format should aceomplish the tollowing four

tUnngs:

. Determine the sections to be contained in all traimng manuals.

2. Deternuine the sequential order in which the sections will appear in the
training manuals.

3. Lstablish a common terminelogy wpplicable to the sections of the training
manuals, _

4. Serve as i cheek tor the developer to insure that all necessary information
has been included in the lr;nining.z manuals.

Training manuals should be designed to be as seH-instructional as po's;‘iblu. S0
that the trainee will not need to ask the instructor for routine learning difcclions.
Focus of training manual contents. The contents of a training manual should
center on one or more closely related tusks which, when completed. result inan
industry product or subproduct.

Elements of a training manual,

I. Title und subtitles. Titles should be caretully selected. lund should state the
nature of the materials included in the manual: The title(s) should parallel
blhu task(s) for which the manual is focused. Examples of titles follow:

. Munual title - Fabricating cylinders

b, Subtitles

1) Forming cylinders

2y Welding ovlinder seams
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Instructional procedure. This section ot the mapual should indicate the nature

and intent ot the m;ntcriu!s. Specific suggestions and alternate suggestjons, it

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

and;or learner to tollow when using the manuals are presented in this section.
(Specitic directions, when needed, are contained throughout the unit.) Evalua-
tion technigues and procedures are alsoincluded.
Supplementary teaching/learning aids. Equipment. tools, supplics. or qudio-
vistal media rc\quircd to supplenment the material |)rcscntéd.il.l the manual
should be identified in this section, Any special pﬂ‘puﬂlfim] required by the
mstructor and;or learner should also be stated. The exact location of the
supplementary materials should be identitied. along with instructions on whicly
parts or pages should be examined.
Objectives. Objectives are statements in precise measurable terms of particular
behaviors to be extubited by a learner under specitied conditions. Objectives
state exactly what the Jearner is to know or be able to perform as a result of
completing the manual, and the degree of proficiency expected. .
Introduction. This is actually the beginning of the subject matter, The two
important questions which should be ;u'lswcrcd in this section are:
a. Why s the information or activity important?
b. What benefit will the learner derive from learning the information. or

from being able to pérform the activity?
Learning activities. This section is the heart of the training manual. It containg
the information and/or experiences the learner must read. study . participate in,
or perform il‘] reaching the stated objective(s).

Because of the variety of materiais developed for different industries. mat-
crial presented in this section may take any of several styles. These styles might
range from the guestion-and-answer approach: _the old T fowrmat: a serics of
experiments or laboratory activities to be performed: »inl'ur'm'.ltion to be read

and studied. or combinations ot these.
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7.

Any supporting mulcriul.-s' or data {tables. transparency masters, instruction
shects) necded for the training manual should be included in this section. pro-
vided rlic length does not distract from lhc‘:lcurn‘ing activity. It it would be
dislrucl’ful to the continuity of the manual, notation of it \;‘ould be made and
the matefial should be prescited in the appendix.
. If the learning u«‘:livity is concerned with skill development of a certain job,
task, or opcrutibn;» a procedure (perfornuance guide) should be included in this
section. or the section itsell may. be the procedure. Any self=tests that are \

"'parLol' the procedure. or would rcinl'orté learning,’ should beincluded in this
section. thn'il is possible to develop or acquire druwi._ngs. photographs. and ' v
other illustrative materials. they should bL included with the technical infor-
mation needed for task performance. The illustrations should b.c correctly
lubeled undlrel'crcﬁccd to the technical information presented in the munuul.*
Check-out activities. -This is the cvuluutid'x—{;&-lion of the llldl;LluI. ‘l-l is used
to determine the achievement level of the learner. Ina skill dcv;‘lopmcnl

, activity, the check-out activities wduld closely parallel. or duplicuthlhc pro-
‘cedure for performing the job! task. or operation.

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

activities (i.c’. paper-aund-pencil test) should relate to the stated objeétives.
X Generally, check-out activit‘iAes are not presented in the student materiu,l.b"ug
rather are given at the con’;pl.ction of the lcurﬁing activities. This 'proccdlm: ,
generally applies to any pretests us well. If pretests are used. notation of
these would Auppc'ur 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 of 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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. h. Additional related activities \

of the same miaterial included in the manual topics or tasks. Suggcslcd additional
;u‘liviligs could include related readings. plant-site visitations, or related experi-
ments,

Appendices toptional). Any supplcmcnlur;v material to the training nuanual
would be included in this section. Data or information-used to support the
learnmg activities may be included in the appendices when their lengtl dis- _
tracts from the continuity of the materials, (Transparency masters. worksheets.
cliarts. instriuction shects, ¢t ) '

Summary of tormat clements, 'l'h.c following clements should be considered

for inclusion in [rumingkhumu.xI@

a. Title

b. Instructional procedure

¢. Supplementary teaching: learning aids
d. Objectives

¢. Introduction

-~

Learning ac ties

. Check-out activitieos

L

i, Appendix
Variations may be necessury. The variety of instructional mulcriul‘_\: produced
and the different methods of packaging them may nccg:ssilutc slight variations
to the stundard format. This can be done. however, within the framework of
the format itselt. ) I

Obviously. a ten-page self-paced instructional manual is difter:nt froma
1 50-page resource manual; however. with slight vuriations the 'f’ofmul can be
used with both types of publications. Examination of these two vastly different
typus of publications should point out where variation to the format woqld be
jusl_i'fied. The clue is usually found by asking the question, “Does the material
have to stand by itself?™ ‘ - ‘ : | .

The ten-page manual designed to teach one idei or task must stand by itself

1
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IV. PREPARATION OF CAMERA-READY COPY
A

Everything needed to instruct the learner. not only to understand the idcﬁ or
to perform the task. but how to make proper use of the material, must be
prc.@ntcd. The format. theretore. should be tollowed as presented in the pre-
vious pilges. _ .

’ The 150%age rcsq_urgq._rimnuul must also stand by itselt, but this is not”
true of its viirious parts or chapters. Each part or chapter may be supported 1
infornation supplied clsewhere in the manual. For example, if the purpose o
a particular resource manual is to provide the instruclor. with information
nécessary In preparing a training program, there would be no need to repeat
the Instructional Procedure section at the beginning of cuch. chapter. Instruc-
tional Procedures presented once at the bcgimﬁng of the manual would suffic
Each chapter then may only"inc[ude the Objectives, Introduction’.‘Learning
Activitics, and Check-Out Activities. This variation could be fepcutéd throug
out the manual. Nevertheless, even with this slight variation, the format is

still in effect.

Appearance of copy on page. It is generally concluded that copy is casier tp read
when it is broken into small elements, as opposed to long paragraphs of written

information.

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

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 "

truining. manual contents and pastiug 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, the copy must also be properly realign
on the page. . '
Editing copy. Often. more than one person will be involved in compiling a training

manual. Altho'ugh 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 consistericy in punctuation throughout.the mam

11



and to insure that'ewery word in the manual is correctly spelled. A person with
proven cditorial experience should review each draft.

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

Yet. it is not unusual for a low 1;£riority' to be placed-on proofing the final copy.

The finul'cbpy must be read unﬂ-»rereaéwﬂau—eem;misudcu;xwdimmm_w___

- ?

.l’
V.. PRINTING AND BINDING MANU;J,\LS
A. Determining how the manuals {vill be printed. The most common duplication
brocesscs follow:
1. Photocopy process. This method may be used when only a tew copies of the
_ manual ae-needed. and when ﬁlunuuls ;1rc‘nccdcd on short notice. Many
s¢hools have phgt()c'opy equipment, |

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

to

-

. mu.x.u_luls are necded. Only larger school systems have offset printing equipment.
. 3. -Sten_cil {mimecograph) procéss. This method is used when the developer does
. not have access to the'fubovez";‘methods. -
- B.. Determining who will print manu:;ls. The following ;omIrL‘cs may have printing
capabilities: | '

I.  State divisiop of vocational-technical cducation

to

State research and curriculum centers
3. University central duplicating departments

"Local schoot central duplicating departments o - .

Local printing companies

2 e-stitch, by folding pages. and stitching or stapling
3. inding, using prepared plastic coils
4, notcbook
5. Stapling l\:\
ol = AN -
12-- i6
Q . ) N
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D.  Distributing manuals. Training munuals are good publicity tools. as well as tools
training. A copy of the training munuals should be -provided to appropriate indiv
duals in the following organizations, provided the industry approves of the dissen

nation ot the materials:

— i, State division of vocational-technical educatior
‘2 State rescarch und curriculum center -
) 3. State agricultural and industrial board P
4, .Stutc cconomic council . ) ‘ - ' V
5 Governor's administrative departments

6. State senate and  house of representatives
7.. State and locul employment service offices
8. Arca industry development council

9:  Locul school udministrative offices

10, Local school vocational-technical educuation department L

. “1l. Local chamber of commerce b :

.

* Continue this learning :-wtivitly by tuking the Learner Self-Test which follows.

/
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LEARNER SELF-TEST
MULTIPLE CHOICE . .
This is a checkpoint knowledge test needed before proceeding to develop a truining"
manual in a practice \l(lld(lon The test statements below represent type: ot information
appearing in training mammls Read the statement carctully and 1dent1t\f the Section of the

manual format in which yvou believe this information should be placed. Make an X7 in the

p‘lrcnthcsls in front of your sclection. Check your answers with the Answers o Self-Test
which follow. [t you tail to complete all items correctly. you may wish to refer back to
-apprypriate parts of the module im'orni'mon

I, The information sheet appearing on pdgc 7 of thls unit must be duplicated in sufficient
numbnr tor pass out to all learners.

a. ) Supplcmcnmry Teaching/ Lcarnmg Aids.

s b. ( ) Pre-Lesson Ac_tivitics.
‘ o ‘. ) wajto Use Tilis Material® | :
d.  ( ) . Instructionsto Teachers -
2. Press bearing to motor houung .
. Apply tcrmuul wire.
lAssemb]c reciprocating spindle. .
a. () ‘ Pro«.cdu_rv . ‘
. b () Stcps of Procedure
¢. ( ) Learning Axnw.ms )
Cood () ) Student Activitics
3. Fifty-eight {nrunt of business conducted at the distribution center is charged on credit
i Cards. Asa distribution center traince. it is important for you to-kilow how to proerIy
) fill out a Ll‘Cdlt card d]arge 5|lp - . : .

* a. () Ob)ccnvc ) : o o ' B =
b. ( ) _Prescntatron | .
R G Subjcu Matter

) d C ) : lntro_ducnon .
' 4. Processing orders ,
! a. . P )t ’ Sugg;sted Acgivitics

b. | ¢ ) Purpose of Lésson :

B () itk i
d. ( )  Objective

. 1S ‘

O
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5. Your work will be judged by the. mstrmtor or supervisor using a performante chee klxst
All items on thc performance checklist must be rated yes.” .

a. () Instructional Procedure
b. ( ) Check-Qut Activities
e () Evaluation Proceduré '
d () Test Information
6. Acquire a book fronryour-ibrary onudvertising——m—MmM8M8M8m ————
. () ' lnstructions to Students
b (. ) Instruction.s to Teachers
e ( l ) lnstructionai Proccdure

d () Supplementary deung/Learmng Aids
7. The t.apauty of the Lompdny 's produgts is presented in TABLE XII, page 107.

. A ) Technical Data
” b. () Appendix o : ‘
'C- C ) Supplementary Tcaching'MuteriuL o '
d.” ( ). Related Information .
LISTING | e
Instructions:  List m correct 'scquencc the secti(;ns con'tai_ncd‘.in a training manual.
. : - - _
. , . ﬂ
> N 9. o
4 — 10. L
5. - 1. _
A: - S 12. o
- «
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ANSWERS TO SELF-TEST

| MULTIPLE CHOICE
N d.
2. ¢
3. d
g ‘ —— ———
5. b
6. d.
7. b
| LlSTlNG
I. Title ; ‘
20 lnslrglctionul’/ll’rocu;durc \ -
.3.. Supplemfﬁf;iry TguChinQ’Lcurning‘; Aids
4. Objectives |
5. Introduction
6. Learning .Aclivitics
7';; Check-Out Activities o
8. Additional Related Activities
9. Appendix | o )

2

* Proceed to the next learning activity for develeping a training manual in’a practice situation.

”<
“
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LEARNING ACTIVITY 1I: PRACTICE PERFORMANCE

You.will be reguired to develop @ traingpg manwil in g practice situation. You may wish
to refer to the information found in the modyle. You must select at least two related tasks
- T
performed ina job. You miust use the tormyy _\-ugl_vc\lcd in this module to develop a manual

which will-instruct a learner in performing tliese tasks: You will be evaluating vour performance

in developing a training manual by using the Performiance Checklist (Appendix A).

l. Slm_‘l,y this module to dcl;-rminc the clements to be included in the training manual. Take
close note of the sumpl; cleménts Presented in APpendix R.

I1. _SGIccl at least two nmnipululivc_(PSS'cllomomr)_ tasky _\f'u.u have [\L‘l”‘l'urn_]ud on i job during
lhc.lusl vedr. it' possible, select l}usks which are part o.l' your present administrative or
instructional responsibility ln.dlhcr \\-ords..dcﬂ""’l’ Hl _ma‘muul tor tusks which must bce
learned by _\"our students or pecer group, )

111. Us:ing references or pL-rson;nl kx'm\Vchgc.\ propary intormation for cach Qdﬂ)n contained
in the manual. This will include dc\’clopmg it 1ilﬂ|c. instructiondl procedure. supplementary ‘
teaching/learning aids. objectives. introduction. |L‘urhing activitics, ;u]d check-out activitics.

=1V, Prepare illustrative materials andsinclude (hem at dPpropriate points in the manual.

<

Use the Performance Cliecklist from Appendix A o pate your competendy in developing

a training manual. All items on the Cheeklist must be rated Cyes”

s

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

real work situation.

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

*  CHECK-OUT ACTIVITY: PERFORMANCE IN A REAL
WORK SITUATION ‘

T‘hcA activity below is intended to be'conducted in an‘actual on-the-job situation. It may |
completed without com‘plcting the two learning activitics. if you think you have the proficienc
to do so. - '

In an actual work situation. you must-develop a training manual foran ixldustr_\;.ixl ‘your
community, 'You nuy wish to consult with an inslruutiq‘hul 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 shouid be used. You musl‘ coor-
dinate the typing. proofing. and editing of the final copy. Your performance will be judged by

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

(Appendix A) must be rated “yes.” .

N

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

instructor or supervisor may be contacted it yoit have any difficulty in selecting a module.



APPENDIX A .

PERFORMANCE CHECKLIST

Developing trainihg manuals.

INSTRUCTIONS: - If the performance is satisfactory, 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. :

I. Learner directions in the manual are clearly written.

12

The manual is free of technical subject errors.

3. The manual is free of writing errors (punctuation 4hd grammar). v

4. The format of the manual tollowed standard proce"iiurcs.

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

LN

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 gdnluins one learning activity and a final chbckﬂut activity tor the task covered.
The Icurning activity should provide the learner wit!, \lhc knowledge required tor suceesstul pertor-
munce 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 reintoree learning of lulsk knowledge. and to determine

readiness for the check-out activity (task pertormiance). )

. SUPPLEMENTARY TEACHING/LEARNING AIDS

* Video Tape.Armature Assernbly.. Jackson. Mississippi 39205: Mllw-ul\w Electric Iuol

Corporation. Milwaukee Street, I() 5.

PERFORMANCE OBJECTIVE 1: Wind armature core

¥
Using a GlObL HFA 1 Aulomalu Armatire Winder loaded with two bales of 24- ;,aug.c wire
(23- 94 1700) dlld armature blod\s for ubove .1rm.|lun. 0.b.. wmd an .1rmalurc core ( 16-09-000).

No tead er&.‘b 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 procedurcs nccessufy for winding an armature core. The manutacturing
engineering départment has spent months analyzing the most efficient and safe way to perform
the task. The 6perutthould not gicvizlle from these procedures . without the expressed consent

of the supervisor.

* Proceed to the learning activity.

31
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LEARNING ACTIVITY

You should study caretully the technical information and pertormance guide prcscht,cd in .
The follow ing pages. Alter reaaing this material, you will demonstrate knowledge ol winding an
ﬁrnuilurc core by completing the Learner Self-Test. You will be evaluating your knowledge by
comparing y.our.sclt'-lcst answers with the Answers to Self-Test.
"1, TERMS UNIQUITTO TASK
A. - Armature core. Laminated iron.
B.  Armature stack. The parts which make up an armature core.
.. Coil. Wire wound around an armature core.

D. Laminatics. Thin layers of iron.

. MACHINE AND WORK CENTLR ILLUSTRATIONS J206-0000

Wind 12 turns/coil of 23-94-1700 (24 Ga).
Globe wind, left hand flyer going, C. W. index.

bl
>
2
2
.- ‘ 2 b
- ™ PoTT BEGINNING AND : -
: 4 ro 1
M S ;7____“ o 7ENDING LEAD
3 .

E Armature Winder
. (Courtesy The Globe Tool
and Engineering Company)
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INFORMATION OUTLINE

The purpose tor winding an armature core s to provide coils which produce -
magnetic poles when current is supplicd to the clectric motor. 'l'hcrg are two coils per
armature slot. The numcrous coilslprovidc for smooth armature rnl;nt-_inn in the elec-
tric motor, |

Two automatic winding machines wil! be operated simultancously at this work

sstation. Aninspector will occasionally sample and check the armatures 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 cach armature slot,

» The operator must observe the winding to in.‘s'urc that I¢ads are not wound under |
coils. It 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 \\indihg Juws. No attempt
must be made by the operator to adjust the machine. Call the Qct-upl person it udj-ust-\
ments are needed. ” | '

Each coil and slot on the armature is idcn.tit'icd by a lead wire. The winding machinc
produces.long axld-éilort leads a'ltcrnatc'ly at cach armature Qlot. -The long and short
leads uré separated and connected to the armature commutator in I;lt‘cr't-usks. The

beginning and ¢nding leads are identificd by twisting the wires together.

i~
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'I.V., PERFFORMANCE GUIDL

i

PINISH

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

| = —

A~

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

34
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LEARNLR SELF-TEST

List two parts needed 1o wind an armature core.

a.
b.
No

The beg.nning and _

Which of the tollowing procedures is incorrect?

i,

' b.

d.

wires must be wound under a coil,

©nsert armature into winding juws.

Start machine.

Separate the beginning and ending leads.

Place wound agnature core ;1.~tidc.

leads dre wdentitied by twisting the wires together.

3
Juipuy]

vpm"l

200 dmruny oo
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CHECK-OUT ACTIVITY

This ;zuliviiy is inlcndcdwm be conducted inan actual on-the-job situation. You must wind
an arnuture core. A Globe HEA-T Automatic Armature Winder is set up and'ready for operation.
You nust l'irsl'.n'r;;'ll.'\‘ repeat the procedure tor eyvehing the machine to your superviser. Then
vour supervisor will observe while you eyveld thie machine without a part. Next, your supervisor
will observe \\'hilc'_vou wind un arnuiture core. Your [_1c|'t‘&)|'|1\;||1cc will be judged by vour supcbr-

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

syves” for satistactory perfornuime.

36
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APPENDIX A .

PERFORMANCE CHECKLIST

Wind armature core,

INSTRUCTIONS: It tie performance is sulist'uctofy. write YES in the space provided.
If the performarce is unsatistactory. write NO in the space. Each
item must be rided “yes” for satisfactory task performance.

a

. No lead wires were wound under i coil.

3

tJ

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

-: L . . NE

3. Operation was completed within the time speciticd by the
SUpCrvisor,

4. Standard procedures were followed in operating the machine.

5. Leads were twisted together. C <
" . 1 .
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LIST OF INDUSTRY SERVICES LEADERSHIP DEVELOPMENT MODULES

| Onentation o Dndustry Seavices

AY Introductions to Tadustiy: Services
B budustry Services Teadersing Development Program
Gande tor Using the Selt-Paced Dstractional Modul «

. Establishing Cantacts and Relatiunships

A Speakime to bndustoal and Commumty Grotgs

B Writing Articles tor News Medi

( Fentitving Bunctions of Agencies lnvolved
Industry Services .

Do Developmg a Brochure tor Industry Senviees o

HEL  Obtaining Agreements

A Developmg Trimg Agecments
B Desclopimg o Load-tine Schedule
CoAnterpretmg Legnlation Related to lndistry Services

AV ddentifving Training Needs

Ao Collecting Framework l’r‘mlncllun ad e

Informaction
B Sclectmg Types of Trammmy Proecann
C o Preparing o Budget for an Industey Services roged

V. Acquiring Resourees

A Selectimg Instruetors tor Indistry Serviees
B Securmpea Traing Sie
Co Secunng Trammg Egupanent. Tools and Supplics

VI Traming Instractors for Industry Services
Traming tustructo for Industry Services
VIL  Preparing for Training

Ao Adapting the Tramg Site to Tranmg Necds

B, Evaluating Satety Condinons at Trmnme Sites

“Co Announcing the Openmg ot g Tonnmg Program
VIIL  Preparing Training Materialy

A Conducting a Task Analysis
B, Developmg Performance Objectives

C. Determnung Ty pes Gt Instructiona Methods and Medii
D, Developing Performance Tests
o Developing Trimimg Manuals

. o Prepuning Videotapestor an Industry Services Progiam
. . Setting Up Leaeming Centers tor Industry Services Prograns

IX.  Selecting Candidates
Beveloping a Plan tor To nng and Counseling Apphamts tora bronmg Program

X.  Monitoring Training Programs

A Asasting i Providing Pre-Fmplos ment and n-Phov Trinnmy

B Developing a Procedure tor-Keeping Pasticipating Agencies Tntermed
About Fraining Progiam Activities

C. 0 Momtoring Trnnmg Programs ton Progress and I ypenditures

XL dming Training Programs
Closing o Trning Program
- . Xil.  Placing Program Purticipants
Developmga Plan tor Placimg Graditates of a Pre-l mployent 1rammg Program
,\"lvll. li\;lhl:uing Industry Services Progrinns )

Evadinating Tndustry Seovices Prograoans

Direet Inquiries Tos Researa and Curnculum Uit tor Vocational-
Techimal Bducation. College of 1 ducation,
Missisaippi State University . Drawer DXL
Missisvppn State. MS 39762
(601 325-2510
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