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nie six weeks Assigrment being foor weeks in the field is to: 

review Industry's training 1.ee:is 
assist management of tbe Facility in the l)reparatian of trainirYJ 

progtanme cannensurate with Irdustry's requirements ard 

F-acility's resoorces. See Appendix 2. 

Overall objectives for the Project apply and are as stated in the 

first and seconj Project Iboments. 

'lhese objectives are as follows: 

expansicn of short tenn training courses of three to foor days 

duratioo suitable for middle level management oo specific sub-

jects. 

yarn quality improvements 

yam treat:nent 

finishing of garments 

yam select.ion in relation to machine gauge ard fashicn trends 

expan:iing intensive training ptoJtanmes for 6-8 weeks duration 

for operatives in different sections 

c~ilaticn of suitable infotmaticn of inmediate interest to the 

industry and suggesting inproveme&1ts to individual units 

preparaticn of vjsual aids for educational purposes. 

'nle second Project OXUt its states: 
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·~roving training capabilities of the 
Facility to neet specified quality levels.• 

The Facility has organised seminars and stx>rt trainiIVJ oourses since 

January 20th, 1982. See ~mix 1. 

Seminars have been the main input but have not produced desired 

results. It was expected that Irdustry would becane sufficiently 

quality oonscious to enter ham currency export markets with the 

assistance of the Facility. Knitwear manufacturers have not 

responjed to this inproved quality requirement since all prcducts 

readily find a lOCC'.l market or, are exported to USSR where quality 

demands s~-eni not so stringent. Few, if any, manufacturers are 

persuaded to make the necessacy upgrading to the quality of knitwear, 

which entails using yarns of an intematiooal quality stamam. 

It is against this backgroun:i that the Facility's resources have 

struggled to educate In:iustry to improve quality of knitted gannents. 

seminars have not sufficiently convinced Industry to ~e yarn 

quality standards. 

Successful training courses have been executed where manufacturers 

have needed to meet the critetea of the woolmark starx:lard. Unfort­

unately there is no reference to yam quality in this criterea am 
poor yams continue to be made into gaments, not withstarxliIVJ the 

woolmark. 

'lbe woolmark has local benefits since consumers are attracted to buy 

gai::ments labelled accoitiingly. 'lberefore, there are inrnediate 

advantages to knib.1ear manufacture::s receiving wool.mark licenses. It 

is not surprising therefore, to find training courses have been 

CXJDParatively successful in this respect. 

It is recognised that training ought to be more successful in 

prCJ1Dting higher quality yarns tut little respoose is forthcaning 

' 

( 
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fran Industry. Irdustiy need not attend to upgradi.n;l yam whilst 

there is a comfortable home and export market that makes little 

demards al quality. eonversely, prcducts need upgrading to inte~ 
national stardards since the present positicn may not continue 

irdefinately. 

If this is so, the Facility's pr:esent i:esoorces will not neet the 

demar¥1s of fUture training progranmes. nie Facility is limited to 

the organisaticn of seminars am talks because no manager is trained 

to train skills. Facility staff appear cc:mpetent in their respective 

areas of technical expertise tut without training know-hal it is 

unlikely they will be successful trainers. 
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lbe present stardard of knitwear quality satisfies CXX1SU1Der demaOO, 

although this level of quality is not sufficient to export proiucts 

to world hc!rd o.irrency markets, ie. Eurq>e or U.S.A. '!'he stardard of 

yarn quality is one reason, but there are also other teasons, such as 

poor styling arr:i lCM output of fully fashioned wear. The Facili~y 

exists to prcm:>te such improvements by the ~lementation of Project 

Ct>jectives. 

Fifty percent of Project Cb!ctives are ooncerned with training but 

present activities do not reflect this. At this time, management 

seminars fom the bulk of the training input fran the Facility to 

Iooustry, whereas extended training, exercised on JJrgent irdustrial 

problems: such as yam regularity/quality oontrol, should be 

organised. Training should therefore, follow priorities which relate 

to problems of the Irxiustey. 

The content of training inputs ooght to provide skills at the artisan 

level, reflectin.g those ideas for which the Facility stands. A 

considerable part of this trainirYJ should use haOOs-oo methoos in the 

workplace. It hi not sufficient to infotm irdustey what to do, it 

nust be shown hot, by the various D!pt Managers organising suitable 

progranmes. 'nle Managers sha..Jl.1 be supported by the Training Officer 

in these efforts. 

'!be length of the assigrment was insufficient to establish the proper 

working of the Facility's training organisatio~. The immediate 

dewlopnent of the training function is with the Facility's Manage­

ment, and is described in the reccmneooations of 'this report. See 

Olapter 10. 

-1 
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3. '1'RAINIRi NEEa; OF INOOSTRY 

lhe folloong steps are noi:mally taken to detemine training needs: 

comuct interviews with relevant irdividuals to seek opinion 

regarding problem aNaS to which training provides an answer. 

observe problem areas to quantify cpinions and establish 

priorities. 

Due to the short-time in the field it was not possible to do a 

thorough review of training needs. Quantification of trai~ needs 

has not been done, since it was not possible to spend lengt.lty periods 

in any one factory, or any one sector. Of the follcwing sectors only 

knitting, gannet making and spinning establishments were visited: 

top makers 

spinners 

knitters 

gannent makers 

finishers 

dyers 

Interviews were oonducted knowing sane training needs ha:i previoosly 

been identified (See Project DooJnents). 01ecks were done to verify 

whether these had changed, or might change in the forseeable future, 

ie. the next twelve months. Irdustrial units visited are listed in 

Appendix 3. 

As well as interviews done in i.rxSustry others were ccnducted with 

Facility Managers to detemine: 

current needs 

fut~ needs 

priority needs 
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Whilst no dyeing establishments were vislted, useful information was 
provided thrcx.gh the Facility coocerning this sector of in:iustey. 

lhe Kni~ nakers were visited to verify yarn quality problems arxi 

a full diagnosis was not done into skill requirements. No knitwear 

manager considered any form of training was required fer q:ieratives. 

Al:Proximately ninety percent of workers in the Imustry are 

contracted to work ai a self-errployed basis arxi the responsibility 

for training is with the worke~, not the company to which he is 

contracted. No statement of training needs was, therefore, elicited 

fran knitwear makers. No one thot.ght q:ierative knitters were 

difficult to recruit at present levels of prcxjuctiai. One 

manufacturer was of the cpinion that increased demand oould produce a 

shortage of skilled operatives. 

The types of dye stuff arxi nethods of dyeing are sufficient to neet 

present cirCl.lllStances but like yarn quality, industrial facilities 

are inadequate for quality markets. Iq>rovements and consequential 

training is in the areas of: 

dye stuff upgrading 

ooloor matching 

dyehouse equipm:nt upgrading 

methos of dyeing 

Colour fast dyeing is expensive and not cost effective for local and 

present export markets. Equipnent upgrading and training will only 

be necessaey when new markets in haid currrency areas are SOJght. 

'n\e most ovetwhelming problem for training relates to yarn quality. 

Ia1g, medium am short teen oount variatioo is the present nom. 

'!his is ccnpounded by excessive yam imperfections. '!he cause of 

this low quality is due to: 

material selection 

l 

' 
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machine capability 

market cxrditions 

Material ~lection 
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r:ue to econani.c oonstraints and lack of quality oonciousness, various 

lengths am fineness of fibres are bleooed before spinning. Fibres 

which are shorter and coarser than the majority migrate to the 

surface of the yarn. Many of these are lost durirv;1 the process aoo 

others, remaining on the surface, cause the problem of pillirv;1 in 

garments. 

Machine Caoability 

As already known, nachines are absolete ard technically inappropriate 

for spinnii\1 the desired quality of yarn needed for gacnent export:S. 

Machine efficiences are lower than need be am if :regular maintenance 

progranraes are performed, to already defined procedures, it will 

benefit not auy quality, b'.it improve profitability. Quality improve­

ment in ring spun yam will cause spinning productivity to increase. 

For this reasai spinners might be asked to participate in a nachine 

am mechanic skill upgrading progranme. Previously, yarn quality has 

been the reasai to upgrade aro a fresh approach in this, or other 

directiai is desirable. One approach should be that the Facility 

will provide hanjs-oo expertise fran its managers to effect selected 

improvements in yarn quality. 

Some essential pieces of yarn testing equi?Ent are needed. · Few, if 

any, spinners have test equipnent to measure yarn quality sta.OOards, 

expecially to the internatiooal s~s. Sane tests are made at 

the Facility rut this m.JSt all.y be seen as a ~rary arrangement 

and no substitute for a daily test and ex>rrect routine necessary for 

qual.i ty spinning. 
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Mark~t Ccn:litions 

'lhe markets ain:ently supplied do not require inprownents in quality 

an:i fran this point~f-view associated traini~ needs are minimal. 

Certainly the Facility's resources might not be needed, if only 

local, am Russian export markets had to be maintained. 'ttlis export 

market is unlikely to last indef inately and, because a great deal of 

knitwear is sent here, it nust be cause for concern if, and when, it 

is no longer available, At such a tine, other exp:>rt markets will be 

needed but the quality, as maintained at preseht, could prevent this 

possibility. It is vital that yarn quality is upgraded a00 

a::ssociated training done. 
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A technique used to determine training needs for a job, is to 

develop, fran a persais job descriptioo, details of skills am know­

ledge. 1hese are then a:mpared with skills an:! kncMledge of the 

person a:incerned. If there is a shortfull here, then training is 

needed to equip that person for work. nus assmes prerequisite 

skills am koowledge are present. 

The requirement of a job description is desirable to determine 

individual trainirvJ needs. Without such a document, duties, skills 

and knowledge elements of '-'Ork, are not clear. In this case it is 

difficult to acertain precisely what training, if any, is therefore 

required. 

Facility staff have no job descriptioos ard those descriptions at 

haOO need updating. 

Training needs were deteimined through out-of-date job descriptions, 

project objectives, opinioos of iooividual managers and their boss, 

the Technical Co-orinator. 

Among other duties, managers are required to train. Who from 

industry should be trained is not canpletely defined, but will 

include supervisors an:! middle level managers fran all sectors. High 

level managers who have atteooed past seminars in small numbers would 

continue to be invited to future progrmlm!!S. Hopefully, nethcds of 

inprovirvJ atten:iances will be applied. 

Facility managers are required to perform direct training duties. As 

none of the managers have skills in this area it was, therefore, 

decided to provide trainirvJ durirg the Assignment. Notmal.ly, a basic 

trainer' s course is for ten days, but this time was not available and 

an appreciation course of two days training was provided. (See 

Appendix S.) 1be objective of trainirvJ was to have Facility managers 

prepare a prcgranme of training for their own sector by the 
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applicatioo of systematic training techniques. 

instructed in: 

the role of the trainer 

establishing training needs 

jct>, skill analysis 

preparing an:1 presenting a talk 

preparing an:1 presentirY;; a denalstratioo 

learning theory 

maJdrYJ a trainirg pto;JLaanDe 

Managers were 

~e Wepth trainer training is requiLed for managers. 'l'he question 

of other Facility staff requi:ced to umertake training am 
dem:instratioos should be examined, sinoe managers are unlikely· to do 

all trainirg thulselves. 
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5. 'l'RAINER 'IRAINIRi FOR FACILI'1Y K\NAGERS (See Appendix 5) 

Facility resairces and training needs were examined and this showed 

that managers urgently needed training in trainer . skills. A 

progranme of trainer training was in¢emented for two days to provide 

an appreciation of techniques by instructirg D::lw to make a training 

progranme. 

The preparation necessary for the trainer progtaune took four days 

during which time over fifty pages of hard-oots weL-e made. (See 

Appendix 4. ) 

l 
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TWo D!y Progtamie for Trainer Trainin; 

TOPIC OOJECTIVE IXJRATICN 

IN'mXlJCTICN To explain programne 30 minutes 

THE la.E OF To explain the sccpe of the 15 minutes 
THE TRAINER Trainets Job 

ESTABLISBMmr To explain how In:1ustty's 
OF TRAINING problem may te quantified 30 minutes 
NEEDS in terms of training 

PARl'S METfl)[) To explain the step-bv~f:lll" 1-" minutes 
OF LF.ARNm; idea 

JOB SKILL To explain how training 15 minutes 
ANALYSIS elements are made 

JOB ~ To give practice in Job l hour 
Analysis 

TARGETS To show how objectives are used 15 minutes 

'!HF~ To explain the learning phase 1 hour 
CURVE characteristics 

'!HE TALK To give a talk to pre- 2 hours 
defined tUl.es 

SAFE:lY AND To explain how accidents may 
INIXx:TIOO be reduced am how to intrcx!uce 30 minutes 

trainees to new cperations 

'!HE OEM:fiSTRATICN Participants give demonstration 2 hours 

PRCXiR»MING Participants make progtarmie 2 hours 

E\TALUATIOO Participants canplete fotm 30 minutes 

niis programne is an appreciation of techniques used. It is 

considered m::>re theory aro practice is needed over a perioo of 

14 days x 6 hours. 

It is possible the Advance Training Institute based in Ludhiana can 

provide this exterded training. However, this would not give the 

oourse a knitwear bias which might be desirable. 



- 13 -

6. EVAWATI~ CF PAST K:rMTi 

Seminars and talks have been the major techr.ique used in training at 

the Facility. Knowledge is given ard hcMever well received, it is an 

in-adequate tool without a.'SSOCiated skill trainin"J. 

Seminars have been attended by factory managers who do not need skill 

training but sanewhere in their organisations are the nechanics and 

artisans who do. seminars have reviewed problems, put ncre light on 

problems and made Iooustry thoroughly infomed of its problems. nils 

is a necessary step on the wey to helpin'J Irxlustry. Help should not 

stop at this stage, it needs a better conclusion. Perhaps the steps 

can be followed as detailed in chapter 9. 

The Project has no identified priority, all cbjectives apparantly 

hold the same weight as far as training is concerned. Having said 

this many persons interviewed were of the opinion that yam quality 

improvement was the first priority. If this were accepted, the 

Facility would adopt more training courses in this area. The 

Facility might also need to sell these coorses using person-to person 

contact with Wustry. A great advantage here is that nost knitwear 

manufacturers are based in Ludhiana an::i there is no st.roog reason why 

personal contacts cannot be &de by the respective Departnents of the 

Facility. '!his terxls to assune each Department has itw own priority. 

For practical reasons this sho.lld be the case, each Department's 

priority being persued accordingly. 

-1 
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7. ~CNCELL 

There has been little time to cover this subject fully but the 

following p:>ints are given as an aside to the main activities of this 

assigment. 

lbe content of Newsletters give an excellent account of activity at 

the Facility aBJ further develqment might consider issuirg a forward 

programne with dates. nus idea might be develq>ed so registration 

focns for courses are supplied with Newsletters. 

Infonnatioo Bulletins have mt been studifd sufficiently to allow 

conclusions to be m2de. Further stOOy is needed an:i may proceed 

along the following lines, to review: 

publication of technical inprovement and modification etc. fran 

bane and abroad 
selective milin:J of varioos papers acco?:d~ to cx:npany activity 

publication of innovations brooght a.bout thraJgh ~rovement/ 

training activity of the Facility 

timin:J of EW.letin issue 

methcxis of preparation 

Library resources appear inadequate am further study is needed here. 

The British c:amcil have a policy of supplying books of the kind 

'teQUired. nus might be followed-up at a later date. 
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If each ~nt is to do training then it needs certain basic 

aids. '!he folloong shcW.d be considered for purchasing: 

large wall 11D1nted blackboam in each tepartnent 

cl.assroaD/instructioo area for each ~nt 

In support of the min traini.R;1 activity the folloong items are 

available at the Facility: 

tutor nachine 

overhead projector 
film projector 

slide projector 

canera 
main auditoriun 

central training nxm 
small blackboani C portable) 

Further equipnent cnild be used -

an epidiasccpe. 

a tape rea:>rder. 

The central training ro:m is used as an office at the present time 

and thought may be given to dividing its space, for use as an 

instructioo area near to the plant. 'this may then be used by one or 

two of the Departments, although interference fran one class to 

another will be a problem unless soumproofing is a:Sequate. 
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1. Select 4 to 5 pilot projects, in ~nies where ~ts 

are sought. 

2. ()Jantify yam faults by cause. 
3. List priority caiJCtes according to faults. 

4. Iq>roYe comition according to greatest priority cause. 

5. Produce sanple yam and carpare with uninproved ~le. 

6. ()Jantify ~nt in terms of quality am pmiuctivity. 

7. Express a cash value for inprovements. 
8. Train plant personnel to make ard maintain ~nts. 
9. Organise semina.IS, talks etc. to broadcast pilot activities. 

10. D::> further training as neoessaey. 

'lhis procedure is adaptable to other sectors ard cperatioos. 
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lC. ~cm 

After ci:ae spent with the Training Officer ard the Managers the 

tnilning secticn ~ now been upgr2ded to carry en the training 

p~-ogrames in a well ocganised manner, provided the technical 

managers whc are ~with other activities are spared to devote 
the requisite time to ccmuct speciali.sgd training. For this 

the Project authorities have to decide about priorities am time 

to be made available aJt of the total job description of the 

managers fer the pmpose. 

2. Now that the process for asses.e,ing training needs in different 

areas of the i.ndustty has been set rolling, the same a:JUl.d be 

qua..Pltifi.ed by the em of OctctJer, 1984. 

3. 'Ihe trainers i.e. Sectiooal Managers have to be trained in the 

methodology for conducting training programnes. For this 

purpose, a short oourse was c:aiducted, in the appreciatioo of 

training techniques and also a visit made with the Managing 

Director an1 the Project Co-Ordinator to the .Advanced Training 

Institute, Lu:ihiana which is fully equipped to conduct training 

of trainers in Pedagogy. It is :reo:mnerx:led that full advantage 

of this institute be taken to train the trainers. 

4. Even thO,XJh other objectives of the Project have been fully 

identified an:1 defined there is need to define the training 

objectives to be achieved in each of the q>erations priorities 

fixed am given to each manager by Noventler, 1984. 

5. <:nee the training status for micro-level training C needs) have 

been assessed by October, 1984 trainin;} activities of the Project 

should be ~arranged am focussed on those areas to ~rove the 

capability of the industry. 

l 
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APPENDIX I 

~m:xms 

ti). 

ATIEmm:i 

20.1.82 MARKE'l"n«i ON:EP1'S & Ft.H:TICNS TALK 21 

29.1.82 som«i MMllINE EXHIBITICN & 
r r 32 

IE«:NSDATICN 

9.2.a2 ~I.MARK ~ PRXiRNM: IE«> 29 

13.2.82 DYEDG r::E' NX>I. KNI'lWFAR TAU{ 35 

12.4.82 ICNITl'D(; ~ ~ tel) 5 

20.5.82 IN'IEmATICH\L MAR1CE1'DG OF S?MPCGitJot 71 
la)[. 1CNilWFAR 

22.5.82 NXXMRK~~ IEfJ 23 

24.5.82 r r r r r r r r 20 

19.6.82 JCS EFm:'l'IvmESS TALK 15 
IMPRJVEMEm' CF CCALl'lY CCNlK1 
IN mITl'ING AND AU.IED 
INIXJSTRIES 

r r 48 

9.7.82 I. W. F .O. F>SIIOO FOREx::AST rEK> 22 
~ CDLLECTICN 

12.7.82 EXHIBmOO CF I.W.S. 15 
GARMENT IESI~ 

30.8.82 Pn.tm; I'l'S CAUSES AND 23 

RD£DIE.S 

31.8.82 EFFECT CF POOT SPINNING r ' 12 
PRX.'ESSES AND YARN 
CBARACTERISTIC CN '!HE 
ICNITl'ING ~ AND 
ICNI'1WFAR CCALl'lY 

9.9.82 1Q.JfXXJS FINISHING OF 
r r 20 

BOTANY KX)L EN.1.ll'EO 
Ga\RMfNI'S 

17.9.82 'IHE R)LE OF lHE SUPERVISING 10 
MAtw:;ER 
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ME'lilX> NJ. 
ATI'ENOlll:i 

7.10.82 HIGi PILE ICNITrI!C TALK 15 

16.10.82 MACHINE HAIN'MWCE ' ' 34 

6.11.82 APPUCATICN & SELECTICN ID!) 12 

OF MES 

7.2.83 REX:IPE FOIKJIATICN AND ' ' 4 

SBAIE~ 

3.~.83 PRINTm'.i OF iiX>L ICNI'l'WFAR . ' 45 

12.4.83 MACHINE SYS'llM) FCR SlMP(l;~ 38 

PRXOC'IICN OF w:RSIID YAm 

30.4.83 EXPCRr MARKE'l'I!C TAIJ{ 15 

31.5.83 I.W.S. mI1WEAR CX>U!X:TICN VIIEJ 21 
FOR SPRI!C AND SCM1ER 1984 

7.6.83 ACRYLIC FIBRE FOR ICNITrm; Sntro>IUM 70 

5.7.83 N:X)UWU{ TRAINING CXXlRSE IE«> J.O 

29.7.83 SPECIAL FINISHING OF t-J'.X>L TAIJ{ 60 

ICNI'lWEAR 

5.9.83 ICNI'1TING TRAINING FOR 3 

I.P.C.L. PERS00NEL 

1.12.83 OXEI!C IEK> 4 

'. ICNI'1TING TRAINING FOR FORl' . ' 8 

INS!l1Ul'E S'IUDEM'S 

2.1.84 ICNI'1TING TRAINING roR ' . 3 

I.P.C.L. PERS00NEL 

VARICXJS ~SEO PRACTICAL 'l~AINI!C 
AND ~CNS 10 
INDMIXJAL PEPSCNS FRCM 
INOOS'IRY: 

DXEI!C 8 

TtSIING & QUALITY c:ama. 13 

ICNI~ & MAKE-UP 4 
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APPENDIX II 

1CNI'1WEAR FACILI'lY 
UJrEIANA 

pJO:ilWI£ <::£ MR. J .A. SMI"lB tlffiD TRAINN; SPEX:IALIST 

ARRIVAL AT 1CN11WEAR FACILITY : 6.1.1984 

6.1.84 to 
9.1.84 

10.1.84 

11.1.84 

12.1.84 to 
13.1.134 

14.1.84 

15.1.84 

16.1.84 

17.1.84 

18.1.84 

19.1.84 

20.1.84 
21.1.84 to 

22.1.84 

23.1.84 

24.1.84 

25.1.84. 

26.1.84 

Assessnent of Knitwear Facility ~rces and neeting 
with Managers. 

Holiday 

Visit to York Hosiery to assess training needs. 

Preparation of training methc:dology/techniques. 

Visit to Saab Knitters and Jcrt Hosiery Mills to assess 
training needs. 

sumay 

Visit to ldvance Training Institute and Teeknit 
International to assess training needs. 

Visit to Amita Udyog and Jaidka Hosiery Mills to 
assess training needs. 

Preparatioo of training needs of Industry based on the 
visits made. 

Preparatioo of need based training pro;;tarmes for 1984. 

Preparatiai of teaching techniques to be dem::>nstrated 
to Knitwear Facility Manager. 

Sunday 

Evaluation of training pro;;ram:nes and feed-back system 
of evaluatiai. 

~ign two trclining programnes based oo needs of 
Industry as specimen. 

Review the work of disseminatioo of technical 
informatioo already done Cln:! suggest ways and means to 

i.JlpIOYe furthet'. 

Holiday 



27 .1.84 

28.1.84 

29.1.84 

30.1.84 

31.1.84 to 
6.2.84 

7.2.84 
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Use of ~io-Visual Aids for the trainirvJ progrannes. 
DiSOJSSions with TrainirvJ Cfficer. 

Denr:nstration of teachi~ technique to Manager to be 
followed for future trainirvJ progralilll95. 

Surday 

Discussioo with TrainirvJ Officer ani Managers. 

Preparation of final report 

oaparture 
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APPENDIX III 

c:apnies Visited 

~ HaiIERY MILLS (PVT) LTD. 
CIVIL LINES 
LtJIHIANA 

TEL : 29227 & 31844 

SAAB KNI'IWEAR 

CCNrACT : B.M. QJPrA 

JOY HCSIERY MILLS 
KIHl!\N PlJRI 
CIVIL LINES 
LtJIHIANA 

D.P. PURI 
'I'EEI<NI'l'S IN'I'ERNA1'ICNAL 
56E SARABBA NAG\R 
UJIHIANA 

.JAIDKA fllSIERY FAC'IORY (REGO.) 
133-134, INlXJS'1'RIAL AREA-A 
PQ)T oox 234 
UJIHIANA 

m. : 20468 

AMITA UDYOO 
SPINNING UNIT 
396 INOOS'1'RIAL AREA I A' 
LUtBIANA 

TEL : 27432 

a:NrACT : 1.AJPAT RAl 
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APPENDIX IV 

1. Glossary of TraininJ Teil!S 

2. 'llle Role of the Trainer 

3. Preparation for Training - establishing training needs 

4. Preparation for Training - job analysis 

5. Preparation for Training - task analysis 

6. l11eory of Learning - parts methcrl (micro training) 

7. Training Methcd - preliminary exercise 

B. Training Metha1s - dercnstration 

9. 'lheocy of teaming - ways people learn 

10. Training Methcds - talk 

11. 'lheocy of Learning - learning OJIVe 

12. Training Methods - job exercise 

13. Training Dxuments - job breakdown sheet 

14. Trainh19 Methoos - in:1uction training 

15. Trai·.ri.ng Methods - safety training 

16. Training Methods - targets in training 

17. Trainfog Methods - performance testing 

18. Training Methods - putting to work 

19. 'lbeocy of Learning - retraining 

20. Training Dx\.ments - programne 

21. 'Iheocy of Learning - owr learning 

22. Training Aids 

23. Training Methcds - a brief guide 

24. Ten Rules of Learning 

25. Training Methcds - evaluation 

26. Equipnent checklist for visual aid presentation 



TRAINIR:i: 

JOO ANA:.YSIS: 

TASK ANALYSIS: 

MICRO ~: 

TASK: 

JOB: 

JOB EXERCISE: 

CORE SKIUS: 

OCCUPATICN: 

JOB ~: 

KEY POINTS: 
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A MEmOD OF LF.ARNnr; iiUCH WALLY RESULTS IN '!HE 

PCSSESSICN OF A SKILL K>RE mAN ~­

~ ttiICH usr.NLY RESULTS IN 'IHE PO)SFSSIOO 

OF ~ K>RE '!BAN SKILL. 

THE SEPARATION OF A JOB INTO ELEMENTS EACH IN 

ITSELF A CXK'IEI'E ENTITY CAu.ED TASKS. 

mE SEPARATIOO OF A TASK IN'ID PARIS cntsISTm; OF 

SKILL, KNCK.EIGE AND KEY POINI'S. 

THE ~CN OF ~ CN ELEME1ll'S OF '!HE 

TASK OR JCB. 

A SYS'l'EMATIC ME'IHOD OF INS'l'RlcrING AN OPERATICN, 

EXCERCISE, ELEMm'l' OR TASK. 

A SMALL PART OF A JOB WHICH IN ITSELF IS A 

CCMPLETE OPERATICN. 

THE TOTAL OF TASKS OR OPERATIONS IN THE WORK, 

USUAU.Y FOR AN EMPLOYED PERSCN IT IS WHAT 'IBEY 

ARE P~D 'IO 00. 

A TASK OR GlaJP OF TASKS FOR 'mAINING PRACTISE. 

USUALLY PERFORMED WHm 'IHE TRAINEE IS P:ROFICIENT 

IN ~IC SKIUS. 
SKIUS NECESSARY FOR A WIDE RANGE OF OCCUPATIOOS. 

'IHE SKIUS OF: 

- NUMERACY 

- CXMUJNICATICN 

- PROBLEM SOLVIN:; ETC. 

A FAMILY OF SIMIIAR JOOS. 

ELDEN'l'S OF A JCB WITH REFEREOCE ro KEY POINTS 

INCLUDOO SAFE'1Y PIO:EIXJRES. 

A JOB OR TASK ELEMPm' NECESSARY FOR '1HE SUCCESS-

FOL CXMPLETICN OF 'IBE JC8 OR TASK. 

INIXx:'l'ICN 'l'RAINll«;: INSTRUCTICN GIVEN FOR INI'l()IXONG A TRAINEE 'ro 

'IHE PRCXilWH:, JC8 OR ~SATICN E'IC. 



INS'l'ROC'l'IOO SHEET 

(SEE AI.SJ JOO 

~) 

TRAINING PICGRAMME: 

TRA.INING SYUABUS: 

TASK ELEMENT: 

JCB ELEMENT: 

Jc:e DESCRIPI'ICN: 

JCS SPECIFICATIOOS: 

TARGET: 
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A FORM OF ~ INSTROCTIOO USED BY '1FAINER 

OR TRAINEE CErAILII«; S'IEP-BY-S'IEP ~Nir:+:i 

ELEMENTS roR '!HE ~ CR OPERATICN. 

A DETAILED c:moa.a;ICAL ORIER OF TRAIN:m:i TO 

BE WI:ERrAml. 

A LIST OF SKIU. IClOLEIXiE IN '1HE m::x:;IWo1ME OF · 

TRAINING tOI' NECESSARILY IN ORDER OF 

INS'IROC'I'IOO • 

'!BE SMALLESI' PAR!' OF SKILL KN:WLEIXiE. 

SEE TASK. 

A BRIEF STA'l'EMNI' OF Ill'l'If:S; RESPONSIBIUTIES; 

T>SKS; PREREXJCISITES cm PERFURM '1'HE JOB) AND 

THE NAME OF 'raE JOB/JOB B:>LDER AND IMMEDIATE 

0055. 

A IETAILED STATEMEM' INCLUDmi INFORMATIOO 

CONTAINED IN A JOB DESCRIPl'ICN WI'lH ADDmOOAL 

REFERENCE 'ro TASK ELEMENTS TARGETS AND 

FREX:.XJE?CY OF PERFORMANCE. 

OBJF.c'l'IVE OR SPECIFIC AIM. 
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2. THE R>LE CR lHE ~ 

'lhe name 'Trainer' covers nany jobs in the vocatiooal teaching area. 

'the name is applied to a persoo who performs any training function 

perhaps only for the time being, being one function of the 

supervisory manager. As an e~le, the folloong management jobs 

from time to time have a training function, am so as previously 

stated above, the person at that time will be referred to as 

'Trainer'. 

~ JOBS HAVING A TRAININ; FmCTIOO: 

- First line supervisor (regularly passes on directions to the 

operaticn) 

- Dept. manager (directing the supervisor's work) 

- Plant manager (pla.-uring to ensw:e the workforce has the necessary 

skills) 

- etc 

Nonnally, the role of the trainer is associated with the nanagement 

service function of training manager, instructor and may be, 

personnel manager. 'nle name of officer has sanetimes applied to the 

training functicn is a misuse of the woid 'officer', as this tetm is 

one taken fran the a.".':?18 J forces and misrepresents the role of the 

trainer as a service to management. Typical duties of a training 

manager are as follcMs: 

1. To detennine the organisational training needs ~ systematic 

review of manpc:Mer needs. 

2. To organise, direct or in:Urect trainin; to neet the training 

neB:!s. 

3. To evaluate training inputs and assess the quality of training 

provided. 

4. To assist management to review its manpower .requirements. 

s. To keep reooids of training. 

6. Etc. 

Typical duties of a trainer are as follows: 
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1. To provide direct instruction to trainees according to the 

objective of the training programne. 

2. To perform pre and post-course tests with the trainees, to 

detemri.ne perfomance levels. Areas of perfomance being 

quantity, quality and safety. 

3. To assist the training manager to evaluate training an.1 training 

objectives. 

The role of trainer therefore, will be for many jobs not no:cmally 

associated with training but requiring sane skill of the trainer. 

Sane of the duties listed pe:'haps need clarif icatioo an:i the 

following details are given with this in min:i. 

A duty of the training manager, to do a systematic review of manpower 

needs is open to misinte:rpretatioo unless we define the meaning of 

•systematic•. First, it may be useful to note systematic does oot 

mean accepting opinion as fact. The trainer needs to know the 

difference between fact and q>inioo. Opinioo, supported by fact, is 

one good tool but opinioo alone nust not cause training action. 'ttle 

following exar.ple gives a better insight to this problem. 

A ccrcpany, having low efficiencies, asked consultants to organise 

training of its weaving persoonel. lhis was foun:i to be q>inion, 

since although efficiencies were in:ieed low, the cause was sane other 

reason. Investigations of machine (loan) down-time catagorised 

stoppages and subsequent analysis showed the cause as poor 

maintenance. At this point the skills of mechanics were in question 

but analysis of this situation shewed the cause of the problem to be 

no spare part replacements. Mechanics were using skills to patch-up, 

and geed repairs were not always possible. At this stage there was 

no answer to the problem although the investigation was nearly 

~lete. Further inquiries showed no system of stores stock control. 

Machine down-time was listed according to varioos stoppages and it 

was shown thAt 80\ of stops were due to breakdowns, resulting fran no 

replacement ~s. A stock-control system was implenented and the 

~Y Md store-keepers trained to keep improved reo::>ms. 

lhis investigation also brought to managements attention, the need 
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for systematic recx>tdin:J of machine stopped time. !be benefits of a 

systematic approach to problems was also realised. 

A danger of not investigating problems systematically, is to do 
unnec:esacy training, which is otviCllSly wasting time ard r«rey. this 

is a reason for doing systematic investigation to find training 
needs, am kncwin:J the difference between opinicn am fact. Opinions 

may be used to irdicat6 where investigations should be directed. 

Facts, will be obtained fran systematic analysis to establish true 

trainin:J needs. 
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Training needs are established on fact not q>inion, am the first 

step in the exercise is to seek q>inion fran the persamel cc:ncerned. 

'the usual netha:i training need is established is as follows: 

1. Find the problem area. 

2. Cbserve and record facts related to the prd>lem. 

3. Consider observin:J other areas based on faeb. frail the first 

observations. 

4. Discuss findirgs with management to verify trainin;} needs. 

5. Agree and inplement training. plans. 

'Ihe above methcd is put into sinple tems and if further infomation 

is needed, the followirg details may help umerstami?YJ. 

1. 'the problen area wi!l be imicated by q>inions of managers and 

those closest to the problem. nus may not be the cause of the 

problem, rut it is used ~s a startiR:,;1 place for d:>tai.ning facts 

to quantify the problem. 

2. Observatioo of a problem requires careful hanilir.g of a 

situation. Delicate human factors my be raised, and it is 

important to do investigations in the correct manner. In 

manufacturing, a problem in prcduction will nomally be revealed 

in the follOiiing areas: 

- Materials 

- Machines 

- Personnel 

Often there is interaction between materials, machines and persoonel 

and a problen will often be evident by observirg materials or 

machines. There are good reason to start observations in CX1e of these 

two areas. 'Ihere is littel good reason to start observing penKX'U\el, 

since human nature can sa.ar the assignment before it ha£ got fully 

underway. secret observations are not recannended and to obtain best 

-1 
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exained not them9elves. In this way 1111c:h infoi::matioo will be given 

by operative persoonel for quantificatioo of the problem. Cb7iously, 

if people need to be observed directly it should be dcne with tact. 

Cl:>servatioo of tunan factors are best done after sperdin;J sane time 

getting to knew the persamel concerned. 

Reliable 501rces of infonnatioo are: 

- Machine dcr.m-time 

- quality c:oorol tests 

- time stufy reports. 
for nost reliability, infotmatioo should be firstham not secoo:l. 

Unreliable sources of infonnatioo are: 

- ~inions. 

- SecorxihaOO facts oot up-to-date. 

- Persoos who don't umerstam the difference between opinioo an:1 

fact. Facts can be proven, cpinioos have to be substantiated by 

fact. 

l 
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Job analysis is done for many reasoos by management.. In the training 

function, the purpose of a job analysis is to make the job learnable. 

No person CXJUld learn the whole job as me exercise, an:1 the job, 

split into several parts, called tasks or training elements 

facilitates learning. Each task is a small job, itself 01•\')JS«i of 

common elements. For example sane tasks in the job of a sewing 

machinist are as follows: 

- receives material 
- assent>les material before sewing 

- sews material 

- p.it material aside 

- threa:is machine 

etc • 

.Job analysis is used when making job descriptions ard the details 

used to guide in:iividual working. It is also useful to identify 

areas of training need; a persm can do this or cannot do that task, 

for exanple. It is also possible to use the task as a fom of test 

used after training. On many occassions tasks will be split further 

into snaller elements (task elements) to identify basic skills for 

training. 
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5. PREPARATIOO roR. 'I'RAINIMrTASK ANAL!SIS 

Task analysis fol.lows job analysis, and facilitates basic skills mi 

knowledge to be identified for the purposes of direct training or 

instructicn. Many tasks are cu•(iosed of skill ani krolledge elements 

arx:l learni.r¥J both may be done separately or CXllDined as training 

proceeds. 

This e~le fran a sewing machinists task s.~ these elements: 

~ SKIU. KlOiLEOOE 

SEWS SIDE CAN S!Ji ACCllRA'l'LEY ~ ID'l '10 CXNlK)L 

SF.AH CAN SEW AT PRfSSORE FOO'! 
SPEX:IFIED SPEED lQOi !IJi MANY MUST BE 

MAIE 

lQIH3 srnra FADLlS 
AND CU<RECfiOO 
P!lOCEIXJRE 
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Many experiments have been cxniucted into l"DI learning takes place, 

an:i JDJch of the theory and practical training techniques used in 

vocaticnal training are based en results of SJch experiments. Only 

practical aspects are put forward here, concerning the parts methcrl 

of training. A training exercise of approx 20 seconds duratioo with 

a single skill or knowledge element is an acceptable learnirg unit 

(element). Of course, sane tasks are s~le, an:i sane take a greater 

length of time to CC11Plete, especially where there is sane wai tin;;i 

time involved e.g. draining oil fran the sump of an engine. A 

learning element should not last a greater length of time than 20 

seccn1s where there is ccntiooouS actioo fran the in.ii vidual. This 

time is at the rate of the experienced work persoo, an:i trainees can 
be expected to take nme time to begin with, an:i beccme proficient 

with proper practice. 

!be parts met.'1crl facilitates basic skills an:i knowledge to be 

practiced apart fran the main body of the task. In this way the 

trainee an::i trainer may concentrate en preliminary training 

exercises, without the catplicatien of the trainees's lcu proficiency 

in the job as a whole. 

As proficiency llrt>roves skills can be built-up in various tasks until 

the whole job is practiced. 
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When the job, task or operatioo is ~licated am requires 

pre-requisite skills and knolilledge, preliminary training exercises 

will be umertaken. Vocatiooal trainirg often has mixed abilities 

amongst trainees. sane of these peq>le will be well educated a.rd 

able to learn at a greater pace than average. Others, with lower 

educational achievements will require further education to absorb the 

noi::mal vocatiooal prcgranme. 

Preliminaty trainirg exercises will be used not cnly for prerequisite 

skill training but also for trainirg basic skills (in the task) upon 

which further skills are devel.q>ed. An example; in the operatioo of 

many textile processes the skill of machine cperatioo is developed 

after training a basic skill, such as tyeirg the correct type of 

knot, in the supply yam. 'this to a weaver, is, the weaver's knot 

and ka1itting, the fisherman's knot. 

The nature of basic skills necessitates training ootside the main 

stream of instructioo. lhe trainer will o~anise a deviaticn to the 

main programne to allcw this. Training will be directed fran these 

preliminary exercises to the more ~licated exercises for trainees 

to: coosolidate leaming, have variatioo (to naintain their cxncentra­

tioo) an:! facilitate sane flexibility, for the trainer to run the 

programne. 

'Ibe nor:mal. guideline should be followed, that is, to proceed fran 

what is known to what is not known. Or fran what can be done to what 

cannot be done. 
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Sanetimes referred to as the shew-am-tell nethcd, this nethcx1 of 

demonstration is a nmt useful training technique. However, the 

steps in the demonstration 1111St be practiced by the trainer to give 

the best training results. Steps in the dem:lnstration are as follc:MS: 

explain the exercise 

check existing knoiledge 

shGi the trainirvJ element step-by-step wi tho.it any tellifV3 or 
further exolanation. 

shGi ard tell the training element taking care to enphasise all 
key points. 

allow the crainee to ask qu,:estioos 

as necessary, have the trainee explain or tell the trainer how 
the trai.rti.RJ element is perfoi:med. 

have the trainee do the training element 

correct errors as necessary 

have the trainee practise until proficient 

put to work am check as necessary. 

Before each new dem:>nstration an explanatioo or introduction to the 

exercise is neoessaey. '11'lere are a nunt>er of :reasons for this: 

it focuses attention of the trainca to training, am removes 
external influences, and therefore, brings both trainee and 
ir&Structor to matters at haRi. 

it rem::wes doubts regarding the purpose of the exercise. 

it puts the trainee at ease in a new situation. 

it is an opening to check existing experience the trainee 'lei 
have oo the subject. 

O\ecking the trainee's existing skill ard knowledge oo the subject is 

necessary for the following reasons: 
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it rtert mean trainirr:;i is not required, an:i therefore, saves time 
ard expense in proYidirr:;i unnec:essaey instruction. 

if the trainee has sane knowledge it establishes what extra 
trainirr:;i needs doing. 

it allows the trainer to create a rapport with the trainee. 

The method of checkirr:;i existing knowledge am skill is important. 

Knowledge can be assessed by usirr:;i a fotm of written test, knom as a 

pr~test. Skill will be assessed by testing the trainee's 

performance against standards. Training is then based on test 

results. 
Shori.rr:;i or dem:l'lStrating the training exercise is the duty of the 

trainer am is in two main parts. First, it is necessary to show the 

training element, allowing the trainee to only see the task is 

performed. 

The sense of sight is nore J;;>Oiierful for learning than hearing, aro 
appealing to the trainee's best sense in this manner, at the 

beginning is a mre favoorable learning ~nt. Inmediately 

after this 'silent dem::>nStration' a further deroonstration is 

performed, together with a full explanation of how the task is done. 

In this wey, the trainee uses CCllDined senses of sight am hearing to 

get insight into the task. 

nie speed, at which the trainer denx:nstrates, is ll'OSt inp:>rtant am 
generally, the task will be ~trated roore slowly than nocnal for 

the benefit of the trainee's learning. This speed will be varied as 

the trainer sees fit, according to in:iividual apptib.Des of trainees. 

At this stage of the demonstration, all key points ex>nnected with the 

task will be brought to the attention and understanding of the 

trainee. 

Now, inmediately after these 'Silent' an1 'S~ard-tell' inputs by 

the trainer, is the time for questions fran the trainee. Questions 
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need to be restricted to the task being learnt and should not be an 

opportunity for general questions outside the area of inmediate 

interest. 

At this stage the trainee is allowed to show the trainer learning 

that has taken place. If the task is one of skill, am providing no 

safety hazard is present, the trainee can proceed to show the 

trai~er, at the same time explaining what is being done. Often 

mistakes are made by the trainee at this stage and errors are 

correct.ed as they occur. The purpose of the trainee talki~ through 

the tr.aining exercise allows the trainer to dleck telated know..1.edge. 

If a task has any safety hazard or particular quality points the 

trainer may decide not to allow further practice until the trainee 

has an understarding of the task. After this stage, the trainer 

being satisfied, the trainee may continue practice. 

The above procedures make up the demonstration and is under the 

direction of the trainer, who is with the trainee throughout the 

exercise. 

Generally, errors are ex>rrected as they occur,. b.Jt there will be go00 

in allowing the trainee to discover errors, providing these do not 

result in bad practices, or accidents. 

When the trainee has got the right methOO of perfonning the task, the 

trainer allows practice. This additional practice is necessary to 

consolidate learning. Pn\ctice is introduced as variation into the 

progranme at later stages in the progranne. 

When the programme is complete the trainee is put to work and 

pericdic c:hec:ks by the trainer is needed for a successful outc:ane • 

The trainer is an important bridge between training progranme, and 

trainee's workplace arv3 pericdic follcw-up, by the trainer, provides 

useful feedback fran training. Follow-up facilitates evaluation of 

the training. 
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Peq>le learn by using the senses: 

SIGiT 
HF.ARm; 

'ltXX:H 

SMELL 

TASTE 

For training in manufacturing, the senses of SIGHT, HEARING and 

TOUCH, are roost often used. Sight provides the na;t pc:Merful means 

of learning; HF.ARIN:; am 'ItXJCll to a lesser extent. However, using 

the cont>inatioo of m:>re than ooe sense gives a nx:>re powerful means 

than any cne sense. Infonnation collected by the senses during the 

learning process should not be too nuch for the brain to absorb at 

one time. If, therefore, the senses are in action systematically a 

IOOSt favairable learnirg situation can be created. 

1"ring the dE!lilX1Stration, the trainee first saw what was dem:>nstrated 

an:l used the irost powerful sense CSIGiT) withoot blocking the brain 

with too nuch infcmnatioo. Then, oo the secord dem:xlstration, the 

combination of sight am hearing senses produced a better learning 

situation than the first dem:>nstration. 1'hen the trainee practices 

am learns to urxierstaro. 

The following Jraf be renembered: 

also: 

WHAT I HEAR I FO~ 

lfiAl' I SEE I RF.MEMBER 

WHAT I 00 I UNDERSTAND 

A PICIURE IS i'ORlH 1000 $t0Rt6. 
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Only a small part of what is heard is rement>ered: this is a salient 

fact every trainer should bear in mind. Even the best lecture will 

only produce a retentioo of no mre than 20\. Faced with this fact 

and the possible chance of the lecture not going to plan, it may be 

thought that the talk is r.ot worth doing. In reality the situation 

is not so bad, ooce the talk has been planned arrl visual aids added 

to help people remember, the talk can be a most useful training 

technique. 'lbe following steps ir. the deli vecy of a talk sOOuld be 

remembered: 

Preparing a Talk 

1. Have first ha.00 kncwledge cf the subject. 

2. Refer to background info:cmation fran books and other literature 

to help piece tcgether experience. 

3. Prepare real life e~les if possible wi~ a personal appeal. 

4. Plan a talk in adva."lce according to these guidelines: 

have an introduction which should be about S-10 minutes for 

an hour's talk but reducing this if the talk is for a 

shorter tine. 

mainbody of the talk. 

conclusion to the talk. 

In preparing a talk the above should be clear in ooe's mind. The 

int~uction must attract the listener's attention and must, 

therefore, create the necessary inpact. If the listener's attention 

is not got at this point, it is doubtful whether it will be 

throughout the talk. Included in the introduction should be a 

summary of what the talk will cover and this will lead into the body 

of the talk. 

Regarding t'.he lxrly of the talk, it will be renembered what is to be 

achieved. The objective should be clear and the talk take the 

listeners step-by-step to t.he o:::>nclusion. Each step will be a self 
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. . 

contained unit of information, each illustrated by wotds an:i visual 

aids as appropriate. Sinple visual aids previously prepated are nDSt 

useful to support the speakers points. 'tt1ese aids can support facts, 

by graphic met.hcDs an:1 colour used filly. At all times retain the 

attention of the trainee am each step in the talk will nake it easy 

for the Hstener to give attention. 

The conclusion of a talk should Sllllllarise the main points an:i provide 

an cpportunity for the listeners to ask questions. 

Many peq>le are not naturally gifted· speakers, in public, but 

practice using the following check list will help inprove techniques: 

prepare 

speak f ran experience not fran secorrlhand events 

tell the listeners what ycu are going to tell them 

tell the listeners using visual aids as appropriate 

tell the listeners what yoo have told them 

get feedback oo your technique (use a tape recorder it does not 

tell lies) 

get as much speaking practice as possible both inside and 

outside ycur profession. 
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12. 'l'RAINit«; MEmX6 - ~ EXERCISE 

A job exercise may be referred to as job element or task; a job 

exercise will be urdertaken after task elements have been trained. 

Doing task elenents, at this stage, need not be to target perfotmanc:e 

but until eoough ~tancy in met:hcxl is achieved. By perfo~ the 

task as a whole, the trainee progresses. HC:Mever, where the trainer 

observes m::>re practice is needed, the trainee should do task trainirg 

elements. One reason for having training elements is so more 

difficult and skillful parts of the task can be put to isolated 

practice. 
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13. .XE BRFAm:lti SHEET 

TASK: 

- --- -~~ 
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Introducing the trainee to the job, or training prcguaue is knom as 

induction training. Induction may take the form of a special 

progranme, or part of a whole pn>;1raame. 'l'he content of i.rducticn 

prcgranmes are thos items of knowledge whidl ae necessaey an:i sane­

times those whidl are just nioe-to-know. Infomaticn helping the 

trainee feel nore at ease with the situaticn will often be inclOOed. 

Since much of the in:iuctin is in the fonn of knowledge, consideraticn 

by the trainer needs to be given to variaticn in presentaticn. 'lbe 

trainee will be shewn either visually, by illustrations ar presented 

in reality. 'Dle followiBJ exanple is given. 'l'he order of methcxj is 

the point: 

JCS 

StJBJECl' 

ME'lBOD 

: IABORATORY ASSISTANT 

: t£Pr ORGMISATIOO 

: 1. 'lOOR OF tEPT MEE:Tm:; VARIOOS SECTICN 

BFAIS, 2. INPUTS usm:.; C>RGANISATICN 

OiARl' AND FAC'IURY IAY~ 

'Dle order of presenting thi.c; informaticn will have sane beariBJ en 

learning retenticn. '!he trainee will be instructed in the order 

written alx>ve, i.e. proceediBJ frcm practical to theory where 

possible; 1 then 2. 

Irrluction Training Check-list 

Trainee should umerstan:i: 

ltlo's, who in the organisaticn especially the inmediate boss. 

History of organisaticn. 

Organisatioo's procSucts. 

Welfare facilities sudl as; toilets, first aid am social facilities 

etc. 
Organisatioo rules am discipline. 



Grievance procedure. 

a>rkers legal rights. 

Pay + wages systaa. 
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Holiday am time-off arrargements. 

Introductioo to the job. 

Etc. 
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Safety training shoold be preventing accidents. 

catagorised as follows: 

Persooal injury accidents 

damage accidents to machines and materials 

Accidents are 

accidents .mere no injury or damage occurs are 'near miss' 

accidents. 

Personal Injury Accidents 

Every work persoo shcW.d know of hazards facirg them at work and 

one's respoosibili ty in reducirg hazards in the work area. Inductioo 

trainirg will provide the trainee with a basic knowledge of safety 

hazards and accidents. 

For inductioo am safety trainirg purposes the trainer will prepare a 

progLw of hazard awareness. A method of doing this will be to 

have the trainee do a tour of the departnent/sectim spottirg safety 

hazards. A further method allows trainees to make accident 

preventioo posters for the organisatim. A study of accident reports 

is also a nest useful trainirg aid. 

oamage Accidents 

Where no inJury to a person occurs and some damage is caused to 

plant, machinery or materials, this is known as a damage accident. 

Accidents of this nature are costly and time consuming to the 

organisatim. T?ai.nees need trainirg in methods of cost reductim by 

the eliminatim of damage accidents. Prepared exanp!es of material 

faults will be made into a form of swatch book. The cause and 

preventive measures of the fault will be detailed. Further exaq>les 

of damage accidents m machines will be shown, but it may not be 

possible to show the caaplete range of accidents in this area. 

Exant)les of damaged machina parts together with accident and 
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preventioo details will be deSCribed 

purposes. 

Safet:y training is about accident preventioo am CX)St reduction. 

From this point of viev it is a nost worthwhile training exercise for 

all levels of cx:cupatioo - managir¥1 director to casual worker. 

Accidents of arrt kin:i are uq>lanned events CX)Stin;} tine ani ncney. 

Reduc~ accidents :;.nc:reases efficiency fran i.Bii viduals wage to 

cxnpmy prof it. 

-, 
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The definition of target shall be taken as the same meaning as 

objective i.e. that which is to be achieved. Training must be 

directed towards a target so it is knGm what is to be achieved. 11le 

idea, that if we do not know precisely what is to be dooe, oo ooe can 

know when it has been done; should be born in mirxl. For exaq>le, 

the dept. manager has SOie responsibility for varioos duties, ooe of 

these bei~ to keep spemi~ within certain limits. If that manager 

does not know what the limit of spemi~ is, how can expenses be kept 

within it? nus principle will be applied to any ~ orientated 

organisation. F\lrther to this, train~ will be a means of helpirrJ 

the organisation reach related sub-objectives. Trainl.RJ assumes 

objectives have been made, and more inplrtantly, sub-objectives 

o::mrunicated to personnel responsible for attaini~ them. 

Targets in training are orga."risation objectives tx>iled down to 

sub-objectives for the job and task. What is neant by this is shown 

through the followin;;i exanple: 

Knitter - knits withrut ~ing stitches 

Sewer - sews along a straight line 

tept. manager - ensures supervisors ~e an agreed weekly work 

schedule, by HorxSay 11. 00 am. 

Productioo Manager - Ensures organisation has resources for 

productioo plan. 

Director - Ensures organisation has resources to meet planned 

objectives. 

An example of how these duties can be boiled down to training 

activities is give. 
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Knitters - Task - casting off stitches 
Learning - How to do it without dropping a stitch 100' 

of the attenpts in a set time 

Sewer - Task - naterial control 

Learning - How to sew 1 matte of mterial in a straight 

line with no nore than 1-1.S mn. deviatioo. 

Supervisor - ~k - utilises nachines to 80' efficiency 

Leamil'V;1 - Bow to make machine settil'V;1 correct. 

Prcxiuctioo Manager - Task - Ensures weekly productioo meets 

agreed anount. 

Learning Bow to c:cntrol supervisors activities and 

CXJllllJiri.cate effectively. 

Director - Task - Ensures organisation has resources to meet 

planned objective. 

Leaming - How to manage objectively. 
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w'lly performance testing: a trainer needs objective feedback on 

training activities. A trainer needs to know if a trainee has 

difficulties, or not. These are two good reasons to give a test. 

When performance testing: at the beginning am erd of each learning 

element and the beginning and end of each job exercise, and the 
begiMing am en:i of the job. 

How, the testing is done: tests for skill will be pass or fail oo 

performance accoroing to the objective. Tests of knowledge can be 

written or otherwise the result scored. 

Criteria used in tests will be based oo the target perfotmance. 

Results of tests are used to decide whether further training is 

required. Results of tests provide the trainer with a progress 

check. '!be trainee may know withwt the trainer informing, that nore 

or less practice is necessary. '!be test will be a self infoming 

feedback system to the trainee and trainer. 

Tests along these lines, will be designed by arl'f c:aipatant trainer. 

Tests will be designed to fit the c:peratioo am not varied to suit 

trainees. Pre-tests, allow the trainer to establish the training 

needs anc post training tests show if the training objective has been 

attained. Post training tests are used as the basis of a certificate 

provided after training. 
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At this stage of . training, time am expense will be '-"aSted if the 

trainee is not p.it to work in an apprcpriate manner. 

An obvious, but often neglected, point is; works shoold imnediately 

be available for the trainee to do following training. No time 

should pass between the em of training am p.itting the trainee to 

work. It is at this tine, when training shruld be re-enforced with 

experience at work. If learning is not re-enforced, little will cane 

of training as forgetfullness takes place. 

Once the trainee has been p.it to work there will be further ex>ntact 

with the trainer. During this period, inmediately followiJ'¥1 

training, the trainee will have difficulty am needs further 
guidance. If the trainer cannot check . the trainee, sane responsible 

irdi vidual will help in these matters. This is know as follow-up. 

Follow-up provides the trainer with infonnation to fom the basis of 

programne evaluatioo. nie trainer thus fin::is hOi effective training 

has been am what changes, if any, shruld be made to future 

programnes. 

At this time, of putting to work, it is not expected the trainee is 

at target performance. W::>rk experience brings iooividuals upto the 

required work standard. This point suggests the boss of the trainee 

is infoi:med am so, helps in develq>ing the trainee to full cupacity. 
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Re-training gives the trainer the biggest problem. If all goes well 

it may just be a matter of checking existing kncwledge an::i providin;i 

the necessaey progI~. It nay be expected that checkin;i previous 

skill ard knowledge may take oore time t.lian with the inexperienced 

trainee. Re-training assumes sane past experience an::i new ideas and 

skills may present trainee am trainer alike with a problem. 'tt\e 

reason for this is well knom. Old habits are difficult to change. 

Even if the trainee is willin;i arxl wants to leam, old practices are 

difficult to change. 'l11e trainer will have this in mi.n:1 an:1 plan for 

it in the progranme. 
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22. Tl\AININ:; AID - CllECK LIST 

Aid 

Blackboard 
O\alk 

overhead 
Projector & 

Epidiasoope 

Audio/ 
Slide 
Projection 

Flip Chart 

Advantages 

Available, cheap an:1 ooce 
the technique is mastered 
an acceptancable methc:d 
of giving informatioo to 
large groups. 
Facilitates a subject to 
the develcped in a logical 
manner. 

Not so expensive. Allows 
tutor to face trainees. 
Makes use of previously 
prepared illustratioos 
etc. Permanent or not 
deperding 00 the type 
of pen used. 
Facilitates animation. 

Text can be projected 
f ran a printed page or 
transparencies. 

AllOWS fresh slides to be 
inserted. 

Relatively cheap to 
buy when canpared with 
film a.rd video. 
Useful to sb:lw key points. 

Better than blackboard. 
Allows p:cevic:usly made 
infocnatioo to be used. 
Useful for small to nedium 
size groups. 
Cheap to b.Jy. 

Posters & For permanent or sani 
wall Charts per::manent display of 

rootine facts. 

For short pieces of 
inf ocnatioo 

Disadvantages 

Contact is lost between 
the graJp am tutor when 
the board is in use. 

Is not pemanent. 
Infoz:matioo is atl.y 
received at the rate the 
slowest trainee takes 
notes. 

Effected by pc:Mer-cuts. 

Needs time to make ~ 
transparencies. 

Limited in use. 

Needs camera am 
recording facility to 
get the ~c;t use fran 
the system. 
Readymade slide/tapes 
are too general am not 
specific. 

Small writing surface. 

More suitable for 
illustrative work. 

Looses ~ct if left 
m permanent display. 
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Advantages 

siJllUlate work place and 
~-up shOiS witha.i~ stq>ping 

regular work. Expensive 
if specially engineered. 

Colour 
Coding of 
Machine 
Mechanisns 

Photographs 

Film (16mn 
Projection) 

Sh<:Ms separate machanism 
within a whole machine 

Useful for visual recoros 
of faults and saves 
spoiling materials. 
Useful for saving visual 
faults frail the kniblear 
_in:lustry. 

creats initial interest. 
Useful for supportirrJ 
lectures. 

Creats a versatile 
training system. 

Video/Camara/ Useful for: 
Reex>roers obtaining feedback 
and VIXJ on skill training 

such as lecturing, 
sales and 
camunication, etc. 

Disadvantages 

Abstracts training 
Ik>es oot shCM related 
mechanism, if any. 

Machine sha.ild be 
switched-off fran 
power supply during 
demonstratioo. 

Colour expensive 
nlack & ~te is best 
\"alue. 
Li.mi ted in use. 

Limited in use, are 
usually of general 
appeal since costly 
to prcxiuce. 

Expensive, if oot 
used sufficiently. 

Participants may be 
camera shy. 



NlAT IT IS 

Lecture 
A talk given without lll..ICh, 

if any, participation in 

the form of questions or 

discussions. 

Talk 

A talk incorporates a 

varity of techniques, 

and allows participation 

by the trainees. 

Participation will be in 

the form of questions, 

brief periods of discussion. 

23. TRAINING ME'lllOll> - A BRIEF GUIDE 

WllAT IT WILL ACHIEVE 

Suitable for large audiences 

where participation of the 

trainee is not possible 

because of ntl'flbers. '11le 

information put over will 

be worked out beforehand. 

The timing will be 

accurately worked out. 

Suitable for putting across 

information to groups of not 

nnre than twenty trainees. 

Participation by trainees 

keeps interest ard helps 

learning. 

POINTS 10 WATCH 

The lack of participation on the 

part of the aooienoe means that 

unless the whole of it, f ran 

beginning to end, if fully under­

sb.xx1 arrl assimilated, the sense 

will be lost. 

Limited feedback to trainer. 

Trainees have opportunity to 

participate but may not wish 

to do so. The cx:mnunication 

will then be all one way arrl the 

session will be little different 

fran a lecture. 

VI 
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Discussion 
Knowledge, ideas ard opinions 
on a particular subject are 
freely exchanged aoong 
trainess aoo instructor. 

ibTe Play 
Trainees are asked to enact, 
in the training situation, 
tl'8 role they will be called 
upon to play in their job of 
work. Used mainly for the 
practise of dealing with 
face-to-face situations 
( iea where people cane 
together in the work situ­
atioo). 

Suitable where application 
of infonnation is a matter of 
opinion. Also when attitudes 
need to be ioouoed or 
changed. Trainees are rr..:lre 
likely to change attitudes 
after discussion than they 
wa.1ld if they were told 
during a talk what their 
attitude shruld be changed. 
Also suitable as a means of 
obtaining feedback to the 
instructor about the way in 
which trainees may apply 
the knowledge learned. 

Suitable where the subject 
is one where a near-to-life 
practise in the training 
situation is helpful to the 
trainees. 'Ille trainees can 
practise aoo receive expert 
oovice or criticism ard 
opinions of their colleagues 
in a "Protected" training 
situation. 'lllis gives confi­
dence as well as offering 
guidelines. 'Ille trainees get 
the feel of the pressures of 
real life situations. 

Trainees may stray f ran the subject 
matter or fail to discuss it use­
fully. 'l1le whole session may be 
blurred aoo beoc:ne entrenched 
alx>ut their own attitudes. 

Trainees may be Eni>arressed ard 
their confidence sapped rather 
than ruilt up. It can also be 
regarded as 'a bit of a lark' aoo 
11ot taken serlrusly. 

V> 
V> 



Case Stt.rly 
A history of sane event or 
set of circunstances, with 
the relevant details, is 
examined by the trainees. 
Case stt.rlies fall into 
two broad categories: 
a) 'nlOSe in which the 
trainees diagnose the 
causes of a particular 
problem. 
b) 1bose in which the 
trainees set out to solve 
a particular problem. 

Exercise 
Trainees are asked to 
undertake a particular 
task, leading to a required 
result, following lines 
laid down by the trainers. 
It is usually a practice or 
a tet of knowledge put over 
prior to the exercise. 
Exercise may be used to 
discover trainees existing 
knowledge or ideas, before 
further information or new 
ideas a.re introduced. 
Exercises may be posed 
for inc:lividuals or for 
gt"OUpS. 

Suitable where a cool look 
at the problem or set of 
circwnstances, free fran 
the pressures of the actual 
event, is beneficial. It 
provides cpportunities for 
exchange of ideas ard con­
s ide rat ion of possible 
solutions to problems the 
trainees will face in the 
work situation. 

Suitable for any situation 
where the trainees need to 
practise following a partic­
ular pattern or formula to 
reach a required objective. 
The trainees ae to sane 
extent 'on their <:Mn'. This 
is a highly active form of 
learning. Exercises are 
frequently used instead of 
formal tests to find out 
how much the trainee has 
assimilated. There is a 
lot of scq:>e in this method 
for the imaginative trainer. 

Trainees may get the wrong 
iq>ression of the real work 
situation. They may fail to 
realise that decisions taken 
in the training situation are 
different frun those whic:h have 
to be made on-the-spot in a live 
situation. 

The exercise nust be realistic 
and the expected result reason­
ably attainable by all trainees 
or the trainees will loose 
confidence anc:I experience 
frustration. 

U1 
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~lication Project 
~llar to an exercise b.lt 
giving the trainee nuch 
greater ~rtunity for the 
display of initiative and 
creative ideas. 11le 
particular task is laid 
down by the trainer but 
the lines to be follc:Med 
to a~-hieve the objectives 
ace left to the trainee 
to decide. Like exercises, 
projects may be set for 
either irdividuals or 
groups. 

In-Basket (fn.:tray) 
Trainees are given a series 
of files, papers aoo letters 
similar to those they will 
be requinld to deal with 
to the place of work (ie: 
the typical content of a 
desk-worker's in-tray). 
Trainees take action on 
each piece of work. 11le 
results are marked or 
oaapared one with another. 

Suitable where initiative 
and creativity need 
simulating or testing. 
Projects pt'ovide feedback 
on a range of personal 
qualities of trainees as 
well as their range of 
knowledge ard attitude 
to the job. Like 
exercise projects may be 
instead of fonnal tests. 
Again there is a lot of 
scope for the imaginative 
trainer. 

Suitable for giving trainee 
desk-workers a clear uooer­
stand ing of real-life 
problems and their solu­
tions. 

The sinulation of the real 
situation aids the trans­
fer of learning f ran the 
training to the work situ­
ation. 

A valuable way of obtaining 
feedback on trainees' 
progress. 

Also useful for developing 
attitudes towards the work, 
eg: priorities, cust~rs• 
catt>laints, superiors, etc. 

It is essential that the 
project is undertaken with 
the trainee's full interest 
and co-operation. It rrust 
also be seen by the trainee 
to be directly relevant to 
his needs. If the trainee 
fails, or feels he has failed 
the project, there will be 
severe loss of confidence on 
his part and possible 
antagonism towards the 
trainer. 

It is important' that the contents 
of the in-tray are realistic. 
11le aim should be to provide 
trainees with a typical in-tray. 

'11le marking or c:x:uparison of 
of results 111.1st be done in a 
way which will not sap the 
confidence of the weaker 
trainee. 

V1 
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tll\T IT IS 
Business Games 
Trainees are presented with 
information about a caq;>any -
financial position, products, 
markets, etc. 

'lt\ey are given different 
management roles to 
perfoon. One group may 
be ooncemed with sales, 
anothre with production aoo 
so on. 

These groups then 'run' 
the carpany. Decisions 
ae nme a00 actions are 
taken. '!he probable 
result of these decisions 
in tenns of profitability 
is then calculated. 

Sensillvlty Tralnlng 
(Group Dfnamlcs) 
Trainees are put into 
situations in which: 
a) the behaviour of each 

iooividual in the 
group is subject to 
examination aoo oooment 
by the other trainees; 

b) the behaviour of the 
group (or groups) as a 
whole is examined. 

('ltle trainer is a psy­
chologist, sociologist 
or a person who has him­
self received special 
training). 

WiAT IT WILL AOUEVE 

Suitable for giving trainee 
managers practice in dealing 
with management problems. 

11\e sinulation of the real­
life situation not only 
aids the transfer of 
learning but is necessary 
because a trainee manager 
applying only broad 
theoretical knowledge to 
the work situation cculd 
cause major problems. 

Also a valuable way of 
assessing the J,X>tential aoo 
performance of trainees. 

It helps CX)llSiderably in 
develq;>ing many aspects of 
manager's role. 

A vivid way for the trainee 
to learn of the effect of 
his behaviour on other 
.people aoo the effect of 
their behaviour upon him. 

It increases knowledge of 
how aoo why peq;>le at work 
behave as they do. It 
increases skill at working 
with other people aoo of 
getting work done through 
other peq>le. 

ronrrs 10 WATCH 

'Ille main difficulty is in assessing 
the probable results of the 
decisions made. SCJ1W!tim;,s a 
OC11p.1ter is used for this purpose. 

The trainees may reject the whole 
of the leaning if they feel the 
assessment of the probable aJtcane 
of their decisions is unrealistic. 

11\ere is also a risk that the 
trainees may not take the training 
situation seriously. 

Difficulties can arise if what the 
trainee learns about himself is 
distasteful to him. 

Trainees may 'opt-out' if they feel 
put off by the searching examination 
of rootives. 

It is inlx>rtant that problems 
arising within the group are 
resolved before the group breaks up. 

Vl 
00 
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24. TEN RJI.ES CF LEARmC 

1. '!he capacities of learners are inplrtant in detemining what can 

be learned and bail long it will take. 

'11le inplicatioo of this principle is that trainers sOOul.d know 

their auiience. Bright people can grasp a ~ex message that 

is over the heads of the less bright ones. And they grasp 

significance of a s~le mes:iaQe in less time. 

2. '1he ocder of presentatioo of materials to be learned is very 

important. 
Points presented at the beginning and en:i of the nessage are 

remembered better than those in the middle. '11lus, if four 

reasons •why• are given in a series of copy, the two most 

ilrp:>rtant points shoold be given first and last. 

3. Showing errors in how to do sanething can lead to increases in 

learning. 

The effectiveness of a demonstration might be increased by 

showing not ally •what to do• but •what not to do•. 'Ihus, to 

show how not to use a pro:iuct am also how to use a product will 

be useful. 

4. '1he rate of forgetting ten1s to be very rapid imnediate after 

training. 

Accocdingly, the continuirg repetition of the training nessage 

is desirable. It usually takes a lot of repetitioo in the early 

weeks of a progranme to overcane rapid forgettirg. 

s. Repetition of identical materials is often as effective in 

getting things re•ertiered as repeating the same stoey but with 

variatim. 

Psychologists tem this identical w. varied repetitim. Using 

trainirg films r they have failed to fin:1 significant differences 

in leamirg, after employirg a lot of different e~les versus 

repeatil'rj1 the same few over again. 

I 

I 
I 

11 



- 60 -

6. tcno.iledge of results leads to increases in learning. 

! f you are interested in teadU1Y1 a given amamt of naterial to 

people, knowledge of how well they are doing as they are 

learni.R1 l~ to greater leaming gains. 

7. Leaming is aided ty active practice rather than passive 

receptioo. 

'l11is point is of great importance. If yoo can get yoor auiience 

lllelltlers to •participate• in your presentaticn, they are much 

m:::>re likely to re•e•Der your points. 

S. A message is m::>re easily learned and accepted if it does not 

interfere with earlier habits. 

'lhus, a training theme which draws oo past experiences of the 

auiienc:e will help learning. 

9. '!he mere repetition of a situatiat does not necessarily lead to 

leamin;J. '!Wo thinqs are necessary - •belongingness• and 

•satisfactioo". 

Belor¥;1ingness neans that elements to be learned nust seem to 

be long together, DBJSt show sane fom of relationship or 

sequence. Satisfiers are real or symbolic rewards, as 

distinguished fran anooyir¥;1 ccn;equences that ~ be present in 

the lear.1ir¥;1 process. 

10. Learnif!l sanething new can interfere with the rememberir¥;1 of 

sanething learned earlier. 

This is most inp:>rtant when the learner is beir¥;1 asked to change 

his habits or methods of work. For e~le, if yCll stu::ly French 

for an hour, and then study Italian for an hcur, your ability to 

recall the French will probably be less than it would have been, 

had you substituted an hour's interval of teSt in place of the 

hour's study of Italian. 
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Evaluatiat is the careful study and appraisal of training activity. 

Evaluatiat can be done oo several levels each level is given various 

notatioos but nomally these can be resolved to the following:-

i.nmediate level 

intei:mediate level 

lon"J tenn level 

For training feedback, further definitiat is necessary, so it is 

clear what is being evaluated at these levels. 

For measuring the reaction to a classroan input, practical dena\stra­

tioo or self-learning activity. '!he evaluatioo may be direct 

questions, questionnaire or ability to do a task. A trainer will be 

expected to design an evaluatioo system to fit the progranme. Design 

of a systen will be based oo the d>jective for the trainin;;1 session. 

Feedback will be geared to measuring the attainment of objectives at 

this the imnediate level. This implies the trainer will be involved 

in the process of setting objectives. Such objectives will be 

designed by the trainer bearing in mind the objectives of the 

organisatioo. Trainers will not set objectives without regard to the 

organisatiooal needs. 

INTERMEDIATE EVALOATICJll LEVEL 

For neasuring the outcane of the training progtanme. Evaluation at 

this level provides infomation aro feedback regarding, trainees 

knowledge at the erxi of COUI'!.e, trainees skill at the erxi of course 

and whether the course/programne objectives were overall achieved. 

If the d>jectives were not achieved in:iicatiaus as to why, will be 

the result of evaluation. Evaluation at this level will also be 

aided and supported by evaluations done at the imnediate level. '11lis 

pre-supposses evaluatiat at both levels form part of a total system. 

As before when evaluating inraediate objectives, evaluation measures 

I 
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and the trainer corrects fut.w:e i.nplts accordingly until 

organi.satimal ard lcn=i teen objectives ate realised. 

This implies the evaluation for the organisation ard is often cut of 

the control of the trainer or even trainin1 manager. It requires a 

scphisticated system am evaluatioo is affected by other organisa­

tional factors. Generally, the trainer need not be oonc:erned with 

this kind of evaluation. 
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(For l!daptioo to Irdividual Needs) 

Nlen con.siderirg the use of visual aids equipnent, ask yourself the 

follOWirYJ questions: 

Wlat equipnent do I need? 

N'lere is the equipnent? 

~en an:i where shatl.d it be put in the mnference roan? 

Who will arrange to put it in the conference roan at the right 

time? 

ClfALKBQ\RD - white chalk, coloured chalk, eraser or sponge, pointer. 

Is the board large en~h for the puzpose ? 

Is the board clean ? 

Are the chalk am eraser at h.mi ? 

Is the erasing sponge wet ? 

Is there a ruler or other pointer available ? 

FLIP CllARI' - triped or stam, paper pads, felt pens. 

Have prepared pages been securely attadled to the pad ? 

Are writing pens at harxi ? In several different ex>lours ? 

Are pens full of ink Cam not dry) ? 

Is the stand stable ? 

Bave special pages to which you 111.lSt refer been mrked with a 

clip or folded corner ? 

FIANNEL BOt\RD - on tripod or wall, with prepared appliques. 

Is the board slanted aro positioned for ea5'j viewing ? 

Is the stand stable ? 

~ the flannel surface need to be brushed up ? 

Have you planned the arrangemant of your appliques ? 

Are the appliques arranged in the oroer they are needed ? 

Do all pieces stick en ? 

Are letters ard figures clearly readable ? 

OVERHEAD P~ - roll of plastic, prepared transparencies, 

!"creen, grease pencils or felt pens, erasing cloth, alcohol for 

etasing if necessary, extra bulb. 

tllere are the electrical outlets ? 

I 
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Is an extension o::>Id needed ? 

Bas the projector been prefocused ard centred on the screen ? 

Has the screen been tilted to avoid a trapezoidal projection 

image ? 
Are the prepared transparencies arranJed in ocder of use ? 

Do the transparencies lie flat en the projector ? 

Is there a supply of blank plastic sheets at ~ ? 

Are the pens full of ink ? 

Do the pens write snoothly ard darkly, withcut evaporatioo ? 

FILM PlnJEC'lOR - SLIDE PROJEC'l'OR - TAPE REXDRIER - screen, extra 

bulb, extension ex>Id, film reels am slides, tapes. 

Has saneone been asked to set up am :nm the projector at the 

proper time ? 
Have preparations been made for darkening the roan ? 

atere ' a the electrical outlets ? 
Are the chairs well pla~ for viewing ? 

Has the lens been focused oo the oo the screen? 

Is the so.iOO control aijusted for the size of the roan? 

Is the machine rea1y to run when it is turned oo? Must it wai:m 

up first? 
Is the loodspeaker, or the recording microphooe, well placed? 
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APPENDIX V 

PARI'ICIPANl'S IN ~ PRCGlWt£ 

C(JALI'IY CCNm:>L MANAGER 

PR:x:ESSIN; MANAGER 

~~ 

SP~ & WINDOO MANAGER 

RESEARCH & DEVEIDPMENT OFFICER 

CHIEF ENGINEER 

A$ISTANT rm: MA.STER 

~ OFFICER 
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