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FOREWORD

The Guidelines for Conducting a Training Effectiveness Evaluation (TEE),
Volumes 1-3 were developed in response to Army Training Study HRN 79-269,
entitled Methodolngy for Training Effectiveness Analysis (TEA).

The three volumes of the Guidelines explain how to use the TEE methodol-
ogy to evaluate a course of instruction and to formulate revisions for cor-
recting training deficiencies, in ongoing courses and in training for
operational tests (OT's) of new or improved equipmeuat. Both product analyses
of training materials and process analyses of training methode are covered by
the Guidelines. Volumes I and III are directed toward the TEE analyst and
associate analysts and explain how to conduct a TEE and how to remedy defi-
ciencies, respectively. Volume II addresses the nceds of the TEE data col-
lector.

i Ml

EDGAR M. JOHNSON
Technical Director
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CLASSROOM
INSTRUCTION:

COMMON ERRORS:
COMPONENT:
CONCEPT:

CONDITIONS:

CONTENT TYPE:

CRITICAL
CHARACTERISTICS:

DEMONSTRATION:

ENTRY SKILLS:

ENTRY TEST:

EXAMPLE:

GLOSSARY

A lecture or discussion involving a group of students and an
instructor. Statements, statement help; examples, and
example help are the most commonly used presentation
components in the classroom; however, practice, feedback,
and feedback help could possible be employed for some non-
equipment related tasks or for remember level objectives.

Errors commonly made while performing a task on the job.

See PRESENTATION COMPONENT.

A set of specific objects, symbols, or events, which are
grouped together on the basis of shared (critical)
characteristics and which can be referenced by a particular
name or symbol (see CRITICAL CHARACTERISTICS).

The “"givens" of a performance. They describe the
circumstances under which the task (objective, or team
function) is performed. Conditions are those things which
are specifically given or denied to the student at the time
he performs the action specified in the objective.

A category of subject matter which requires the same
general kind of learning strategies. Content types inciude
fact, concept, procedure, rule, and principle (see entries for
each content type).

A set of features which define a concept. Any object,
symbol, or event which has those features is included in the
concept class. Anything which lacks even one of the
features in the set is not a member of the concept class
(i.e., a non-example).

An actual performance of a procedure for purposes of
showing the learner how it is done. Demonstrations are
usually best when live or conducted with communciations
media (e.g., film, videotape, tape/slide), but may be written
when necessary.

The skills and knowledge required of students entering a
course necessary for them to succeed in the course.

A test covering course entry skills given before the course
begins. Used to restrict course enroliment to students
possessing the cntry skills.

A presentation component in which the student is told or
shown how a statement of a concept, procedure, rule, or
principle applies in a specific case. Also the specific case
itself which possesses the critical characteristics of the
concept class.
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GLOSSARY

EXAMPLE HELP: Additional information given following the presentation of
examples to aid students in understanding them.

FACT: A simple piece of information to be remembered, such as
an object, event, name, part, function, location, or date,
alone or in combination with others.

FEEDBACK: Information given to a student as to the correctness of a
practice or test performance.

FEEDBACK HELP: Explanation of why an answer to a test or practice item
was wrong.

FORMAT: See TEST FORMAT.

HELP: Additional information about a statement, example, or

feedback to aid the students in understanding it.

HELP SESSION: Instruction of any of a number of the types held in addition
to the regular course instruction to aid students who need
, additional help. Statement or example help as well as
practice and feedback would be the typical presentation
compaonents employed. ’

HIGHER-ORDER A rule made up of other concepts, rules, and/or principles

RULE: which is constructed and applied when using a principle.

INDICATOR Actions specified in an oblective which are performed to

BEHAVIORS: indicate that the student has acquired the required skill or
knowledge.

INDIVIDUAL STUDY: A situation in which students are allowed to study on their
own. It could follow classroom instruction or it could
occur in individual instructional courses where students
typically proczed at their own pace.

INTEGRATED Practice or testing of two or more tasks in conjunction

PRACTICE OR TEST: with each other at a high level of realism or in an
operational setting. This may be done by an individual, a
group performing indivdiual tasks, or a team performing
team functions.

JOB PERFORMANCE  Any written or pictorial device showing the steps in a
AID (JPA): procedure or rule or giving a decision rule for concept
classification. Used as an aid during job performance.

LEARNING A subunit of terminal learning objective consisting of a

OBJECTIVE (LO): precise description of what is to be learned in terms of the
expected student performance under specified conditions to
accepted standards. These learning objectives identify the
mental skills, information, attitudes, or physical skills that
are required to perform the terminal learning objective.
(See TERMINAL LEARNING OBJIECTIVE.)

2
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LESSON:

NON-CRITICAL
CHARACTERISTICS:

NON-EXAMPLE:

OBJECTIVE:

ORAL TEST:
PERFORMAWNCE
TEST:
PRACTICE;

PRACTICE
REMEMBERING:

PRACTICE USING:

PRESENTATION
COMPONENT:

PRETEST:

PRINCIPLE:

PROCEDURE:

GLOSSARY

A unit of instruction teaching one or more tasks or parts
of tasks usually encompassing a short series of training
events.

Features which do not define a concept, but may be
possessed by one or more of the members of the concept
class (see CONCEPT, CRITICAL CHARACTERISTICS).

An object, symbol, or event which does not contain all of
the critical characteristics of a concept class, usually used
in contrast to an example during instruction.

A precise statement of a behavior to be learned centaining
a statement of the required action along with conditions
and standards of performance.

Assessment of how well students can perform at any task
level using spoken responses by the students.

Assessment of how well students can perform at the use
task levels in isolation from other tasks.

A presentation component in which students are.given the
opportunity to remember facts, classify examples and non-
examples of concepts, perform procedures, demonstrate
rules, or apply principles.

Practice at the remember task level.
Practice at the use-aided or use-unaided task levels.

A basic unit of Instruction; either a statement, example,
practice, or feedback.

A test given at the beginning of a course on cour<e
content; used to exempt students from parts of the course
they have already mastered.

A general rule for the development and application of a
"higher-order" rule. In principle-using situations the
behavior involved is that of recalling subordinate concepts,
rules, or principles; combining them in different sets; and
trying them out until the combination (the higher-order
rule) that works is discovered.

A set of ordered steps designed to solve a specific problem
that always presents itseit in the same way.
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PROCESS
EVALUATION:

PRODUCT
EVALUATION:
RELIABILITY:

REMEMBER
TASK LEVEL:

STANDARD:

STATEMENT:

STATEMENT HELP:
RULE:
SUBORDINATE
SKILLS:
SUPERORDINATE
SKILLS:

TASK:

TASK ELEMENT:

TASK LEVEL:

TEAM FUNCTION:

TEAM PRACTICE:

GLOSSARY

The observation of the process of training as it occurs
in the classroom or field setting and the analysis of the
resulting data.

The analysis of printed or otherwise mediated training
materials to ascertain their potential effectiveness.

See TEST RELIABILITY.

A dimension of task performance in which the student

Is required to remember either facts, concept definitions,
steps in a procedure or rule, or potential causes/effects
useful in principle building.

A po-tion of a task, objective, or team funciion which
specifies how well the action must be performed.

A presentation component in which the student is given a
statement of a fact, a concept definition, the steps of a
procedure or rule, or a statement of a principle.

Additional information given following the presentation of 2
statement to aid students in understanding it. -

A set of ordered operations or steps which, when applied,
will solve a particular type or class of problems.

Tasks which must be learned prior to the learning of other
(superordinate) tasks.

Tasks in a superior relationship to other (subordinate) tasks.
Superordinate tasks cannot be learned until their subordinate
tasks are mastered.

A highly specific component of a job stated in terms of a
verb and an object with conditions and standards of
performance.

A step in a task that Is just small enough that it requires
no explanation for a non-expert to understand what it
means.

A general classificatlon of task or objective actions, either
remember, use-aided, or use-unaided; (see the respective
task levels).

An action to be performed by a team or crew requiring
multiple tasks to be performed by individuals in conjunction
with each other.

Practice of a team function by all crew/team members in a
realistic setting.

4
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TEAM PRACTICE
CONDITIONS:

TEST ADEQUACY:

TEST FORMAT:

TEAM PRACTICE
FEEDBACK:

TERMINAL LEARNING
OBJECTIVE (TLO):

TEST RFLIABLILITY:
TEST VALIDITY:

" TRAINING EVENT:
USE-AIDED TASK
LEVEL:
USE-CONCEPT,
USE-PROCEDURE,
OR USE-PRINCIPLE:

USE-UNAIDED
TASK LEVEL:

VALIDITY:

WRITTEN TEST:

GLOSSARY

The circumstances under which a team function is
practiced including the resources available to team
members.

The extent to which a test conforms to factors contributing

" to validity and reliability.

The type of test item used in an examination, either
true/false, multiple choice, matching, fill-in, short answer,
listing, or performance.

Feedback given to a team following practice of a team
function.

A spacific description of the action, with conditions/
standards, to be performed after training. Derived from
job performance measures, TLO's are to be attained during
training. TLO's ar. ~roken down into their component
parts which are documented as learning objectives which
may be further divided Into learning steps.

The consistency with which a test measures the:amount of
student achievement.

Whether test items or tests measure what they are
supposed to measure as defined by instructional objectives.

A period of instruction with a specific purpose usually
involving one or two presentation components.

A dimension of task performance in which the student usos
a job performance aid in performing the task.

Terms used to describe objectives, practice items, or test
items at the use-aided or use-unaided task leve! and the
designated content type.

A dimension of task performance in which the student has
no aids to task performance except his own memory.

See TEST VALIDITY.

Assessment of how well students can perform at any task
level using paper and pencil tests.
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THE TEE SYSTEM

The TEE system consists of the TEE Evaluator's Handbook: Guidelines for
Conducting a Training Effectiveness Evaluaticn, a Data Collector's Manual, job
performance aids for product and process evaluation, and a set of reproducible
masters for worksheets and training materials.

The TEE Evaluator's Handbook includes the following major cornponents:
a. Guidelines for conducting the TEE (Phases A through F).

b. A master list of evaluation questions.

c. Job aids for conducting product and process evaluations.

d. Training materials for TEE analysts and associate analysts.

e. A set of worksheets keyed to the guidelines.

Worksheets are used with 11 out of the 18 TEE tasks in conducting an
evaluation. In other tasks, actual course documentation is annotated and used as a
worksheet. Each worksheet is for thc purpose of either planning to collect data,
collecting data, summarizing data, or interpreting data. The Guidelines give step-by-
step directions and examples for using the worksheets to conduct an evaluation.

The primary components of the Data Collector's Manual are:

a. The master list of evaluation questions edited for use by data
collectors.

b. Training materials on how to classify task level and to recognize
glossary terms.

The job performance aid for usas in product evaluation is a subset of the
master list of evaluation questions, It contains only those TEE questions appropriate
to product evaluation along with abbreviated rating guidance. '

The job performance aid for use in process evaluation is also a subset of the
master list. [t contains detailed guldance for those process TEE questions which
cannot be rated without directions beyord that provided in the guestions themselves.

The scope of the TEE Guidelines extends from the Initial request to perform
an evaluation on a designated Army . ourse to a report outlining the results of the
investigation, The scope of a TEE project includes collecting data for the purposes
of identifying failures in performance of tasks by the trainees (called performance
discrepancies in the Guidelines) and failures in the instructional system Iitself. Data
on both the conduct of training (derived from a process evaluation), and on the
training materials (derived from a product evauation) can be included.

Along these same lines, it may not always be n:cessary to conduct a "full
TEE" using cvery task and step outlined in Figures 1 and 2. Some of the data
collection steps may be omitted when corresponding information is already known, or
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one may wish to concentrate on certain aspects of the training which are known to
be bad. A complete TEE may not be within the resources available.

A number of different types of personnel will be involved in the TEE. In
addition to the sponsor, the organization that decides to conduct the TEE and
utilizes the results, and the training organization which will be evaluated, there are
three possible types of personnel who may also be involved:

a. The TEE analyst will be responsibie for planning and conducting the
TEE, analyzing the data, and writing the final report on the TEE. He
may need to supervise a team of data collectors. He shoutd have some
background in training development or evaluation and should preferably
have some familiarity with Instructional Systems Development (ISD, see
TRADOC Pam 350-30). Completion of an ISD Workshop and/or a
Criterion Referenced Instruction course (or their equivalent) is
recommended.

b. An associate analyst may be emploved to assist the TEE analyst with
some or all of his responsibilities. He should be a subject matter
expert (SME) in the training to be evaluated. If a team of data
collectors (described below) is employed, one of his primary
responsibilities should be to supervise much of the data collection
activity, acting as an interface between the TEE analyst and the data
collectors. In that event, he should be an Army officer,
noncommissioned officer, or enlisted man with a higher rank than that
of the data collectors selected for the TEE. He need not have a
training background, although that would be desirable.

c. Data collectors should be employed whenever the TEE analyst and
assoclate analyst cannot adequately observe the training alone. This
may occur when there are several classes being taught at the same
time. Data collectors can be selected from the ponl of all available
personnel, but should be used only after successful completion of
training on TEE observation tasks. It may also be desirable to have
one or more subject matter experts among them as an additional
resource to the TEE analyst.

Another characteristic important for associate analysts and data collectors s
reading ability. Without this quality they will be difficult to train and will not
function well in the TEE. The associate analyst should have a reading grade level
of at least 10. It is also preferable for data collectors to have a tenth grade
reading ability. However, subject matter experts (SMEs) with a lower reading level
may be paired with non-SMEs who have a tenth grade reading ability. In no case
should data collectors be recruited with reading grade levels lower than 8.
Approximate reading grade levels can be computed from AFQT scores by using the
following formula*; Estimatrd reading grade = .075 (AFOT) + 5.52 level.

Especially in thc early stages of the TEE, the TEE analyst should become
well acquainted with the sponsor (the organization requesting the TEE) so that he

“Stitch, T.G. (Ed.). Reading for working: a functional literacy anthology.
Alexandria, VA: Human Resources Research Organization, 1975, p. $0.
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will understand what is expected from the TEE and what his resources will be, It
is also Important that the channels of zommunication be opened, putting him in
direct contact with the training organization conducting the training he will
evaluate.

The TEE methodology consists of six phases:

a. Phase A: Plan the TEE.

b. Phase B: Conduct product evaluation.

c Phase C: Plan training process evaluation.

d. Phase D: Conduct training process cvaluation.
e. Phase E: Assess trainee performance.

f. Phase F: Document the TEE.

Each of these phases s described in the following scenario of a typical TEE.
In this instance, all of the TEE tasks are exercised, as would be required for an OT
training evaluation.

Phase A: Plan the TEB

The purpose of Phase A is to collect as much background and logistical

! information as feasible in advance of observing the training and testing that will be
analyzed. This involves assembly of documentation and plans that already exist, and
an initlal meeting with the requestor/user of the TEE. It also involves decisions
regarding the TEEs purpose and the selection of appropriate questions to ask during
the TEE.

Little actual judgment of the training and materials Is involved In Pi\ase A.
The effort primarly involves getting ready to perform the TEE. However it doecs
involve a review of the tasks and objectives addressed in the course.

These are the tasks for Phase A:

Task Al: Collect background information and define TEE purpose. In this task,
EE analyst requests a meeting with the organizations that are

most knowledgeable of the training content and methods of the course
that the TEE will analyze. He also requests the following materials
and documentation relevant to the project:

a. Task documentation and/or Job Data Worksheets.

b. ISD or other documentation relevant to the training events that
will occur, such as objectives, hierarchies, lesson plans, and
practical cxercises.

C. Test administration dircctions and/or any documentation
concerning the methods that will be used during and at the ond
of the course to evaluate the performance of the trainces.

10
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d. Commander's manual relevant to training.

e, Soldier's manual(s) relevant to the training.

f. Course materials to be used by the trainees.

g Testing/evaluation instruments to be used in the course.
h. Training/testing schedules,

I Course administration policies.

This documentation is s.wudied prior to the initial meeting with
representatives of the training organization. A worksheet entitied
"Background on the Project" is provided to organize relevant TEE
background information and for use as an agenda for the intial meeting.
Guidelines for completing this worksheet are included in the TEE
Evaluator's Handbook.

Another subtask in Task Al involves determining the scope of the TEE
effort in light of the TEE purpose and corresponding resource
considerations. The TEE analyst makes his initial determination from
an Informal needs assessment and from reference to the flowchart of
TEE tasks and the table of TEE purposes and corresponding task options
in the TEE Evaluator's Handbook. A preliminary assessment of TEE
purpose (i.e. operational test, Review, or Complaints), corrésponding
TEE tasks, and rcquired resources is made to define the scope and to
guide the TEE Analyst in making recommendations to his sponsor,

The TEE Analyst then meets with his sponsor for the final
determination of the scope of the TEE. It is the TEE Analyst's
responsibility to insure effective communication so that a complete
understanding of the eifort required and the anticipated results is.
establizhed with the sponsor. Once this understanding is achieved, the
TEE Analyst documents all coramitments in writing. '

Task A2:  Review course materials and document tesk/TLO actions. The analyst
next reviews all available documentation and the Information
accumulated via the Background worksheet. If practical, he discusses
the key training tasks to be taught with the instructors or other
subject matter experts.

The analyst then develops an accurate list of tasks or objectives and/or
team functions. A glossary, self-instruction and practice on classifying
content types and task levels, and "Guidelines for Task/TLO Actions"
are provided in the manual as supporting reference material for this
effort.

If an existing list of tasks o. objectives s unavailable or Is of poor
quality, the Guidelines provide for options of extensively revising the
existing task list or producing a new one.

Task A3: Select tasks to be evaluated in the TEE. In this task, the analyst
decides whether or not he can evaluate all of the tasks in the course.

i
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If doing so is beyond existing resources or is impractical, tasks must be
selected for evaluation. ‘The list of tasks under consideration is
iteratively narrowed down, based on considerations of whether each task
iss already known by the majority of trainees; known to have had
performance problems in the past; difficult to learn; performed
frequently on the job; and other factors.

Task Ab: Document conditions and standards. The purpose of this task is to
document objectives so that they validly reference tasks as they are
performed on the job. Up to this point, the analyst has examinad tasks
in terms of the actions the trainee will be expected to exhibit after
training. Now conditions and standards for tasks/terminal learning
objectives (TLOs) must be evaluated or added if not already
documented.

"General Guidance on Objectives™ and "Guidelines for Evaluating
Objectives" are included in the TEE mmanual as an aid to
identifying/writing complete TLOs which correspond to tasks, and
learning objectives (LOs) which match the major subtasks. Criteria are
given for deterrining whether each objective (TLO or LO) is correctly
stated, classifiable by task level and content type, and appropriate.
Guidance is also provided for determining whether all of the required
LOs for a TLO are present.

Task AS: Specify training event types and select events for observation. Using
the documentation collected in previous Phase A tasks, the :analyst now
makes a list of the types of training events that are employed in the
course. These may include:

a. Classroom Instruction.

b. Demonstration.

C. Practice.

d. Performance test.

e. Written test.

f. Oral test.

8 Integrated practice or test.

h. Individual study.

Is Help session.

He then lists the training events associated ith cach lesson topic,

annotates this list with the corresponding task numbers, and eliminates
events for tasks not selected for evaluation.
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Phase B: Conduct Product Evaluation

The purpose of Phase B is to evaluate the course materiais and note
deficiencies that are likely to cause performance problems on the final test. The
general evaluation strategy is to check to see that test items are adequate and
match the objectives, end to check the planned presentation for adequacy and its
match to the test items.

These arc the tasks for Phase B:

Task Bl: Select product evaluation tions. In this task the master list of
evaluation questions (Appendix A) has its first use. A list of the "short
forms" of all master list questions, along with thelr rating scales, s
shown in Appendix B. The master list is divided into two sections: one
for tests, and one for the presentation of the instruction. In Task Bl,
the analyst Identifies those questions that are applicable to a product
evaluation (conducted using the course materials), and to the training
situation. A similar process is conducted for process evaiuation in Task
Q.

Task B2: Evaluate test materlals. In this task, the TEE analyst, referring to
both the list of objectives and the course test(s), identifies the test
questions that test each objecitve. He then dassifies each test
question by task level and content type, eliminating inapplicable test
items, Finally the TEE analyst conducts the evaluation of applicable
test materials by asking each of the test-related master list - questions
(not previously eliminated) of each test or test item, as appropriate., A
job performance aid for product evaluation is provided to facilitate this
process.

Task B3: Evaluate presentation materials. The first step in this task is to
. gather the necessary course documentation:

a. The course objectives,

b. All lesson materials and manuals uscd by the students.

c. Any audio-visual equipment needed to hear or view the materials.
d. Lesson and course administrative directions.

The Product Evaluation JPA and the course outline with events to be
evaluated are also required for this task. The analyst conducts the
evaluation of presentation materials by asking each question in the
presentation section of the master list, of cach lesson, objective,
presentation comnponent (e.g., examples or practice), or the course as a
whole, depending upon the level to which each question applies.

Phase C: Plan Tralning Process Evaluation.
The purpose of Phase C is to prepare a set of worksheets for recording

training process observations appropriate to the TEE setting and to make plans to
observe specific training events. General worksheets containing all possible TEE

13
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questions for different event types are included in an appendix to the TEE
Evaluator's Handbook,

‘No actual judgment of the training or materials is involved in Phase C. The
effort primarily involves getting ready to train data collectors and preparations for
observing the training as it is being conducted in Phase D.

These are the tasks for Phase C:

Task Ci: Prepare process evaluation worksheets. In this task the analyst locates
the appropriate TEE worksheets for the training events to be evaluated
in the process mode. The general heading of each worksheet is
modified to fit the analyst's particular requirements. TEE questions
which are inapplicable to the events under consideration are eliminated
from the worksheets. The analyst also has the option of creating his
own process evaluation worksheets, tailored to the training settings to
be observed.

The steps remaining in this task concarn the preparation of trainee and
Instructor reaction instruments. While trainees are not particularly
qualified to make subjective judgments about the quality of training,
they are quite capable of observing what happened in the training and
stating how it affected either the way they learned the material or
their motivation for learning it. Therefore, trainee reactions which
pinpoint individual learning problems or points in the instruction that
substantially reduced motivation for learning are appropriaté for TEE
cata collection.

Task C2: Make logistical arrangements to conduct the training process TEE. At
this point, the TCE analyst must consider how many training events to
observe. As a minimum, the following events must be observed for
each task selected for evaluation:

a. A final test for each task selected for evaluation.

b. At least 50% of the demonstrations for each instructor involved.
c. As much practice as Is practical for each task selected.

d. As much classroom instruction as possible.

e. As many of the other training event types as possible.

When the purpose of the TEE Is to certify training prior to an
operational test of a developing weapons system, it is more important
to observe a large percentage or all of the training events for their
entire duration. On the other hand, when ongoing training is observed
that appears to be functioning fairly well and which is consistent across
Instructors, complete observation of every training event becomes less
Important.

After deciding which events to observe, the analyst prepares an
"observation plan" or TEE schedule, and communicates his plans for an

14
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on-site visit to the personnel in charge of the training to be observed.
At this time the analyst obtains and reviews all training material and
tests for the events to be evaluated, if he has not already done so.

Phase D: Conduct Training Process Evaluation.

During Phase D, the training and testing events selected in Phase A are
observed directly. The primary purpose of Phase D observations is to gather
information that will be useful in analyzing the results of the training, i.e., the
performance scores.

If the trainees are unable to meet performance criteria when they engage in
operational tests, the information collected in Phase D will be useful in determining
the causes of the performance deficiencies.

If the trainees are able to perform to criteria, the observation data collected in
Phase D will serve as a record of the training and testing conditions that produced
the result. A record of success is often as helpful to the designers and deliverers
of training as feedback on failures.

Three major types of information are collected during this phase:

a. Direct observation data.

b. Trainee and instructor characteristics.

C. Trainee and Instructor reaction data.

These are the tasks for Phase D:
Task DI: Train data collectors. In this task the TEE analyst familiarizes data

collectors with the worksheets they will use in observing the training
and trains them in the skills necessary to do so.

The analyst first insures that he has a sufficient number of data
collectors, if indeed the course has sufficient enrollment to require
additional personnel to collect data.

In the next few steps the analyst gathers the appropriate training
materials, gives the data collectors an overview of the TEE process and
the mechanics of what they will be doing, conducts training on
terminofogy used in the observation worksheets that may be unfamiliar
to the data collectors, and administers a self-instructional module on
how to classify task level, a skill the data collectors will need in
answering some of the questions on the worksheets.

If some data collectors are not SME's, the analyst must insure that all
of them are familiar with the tasks to be evaluated. He rnay have one
of the data collectors who is a SME conduct this segment of the
training.

15
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In the last few steps, the analyst gives a thorough explanation and
discussion of the questions on the applicable observation worksheets,
demonstrates methods for interviewing trainees and administering
questionnaires, and gives the data collectors an opportunity to practice
making ratings on a segment of the training.

Task D2: Collect dat2 on training and testing events. In this task, the TEE
analyst sends the data collectors out to observe the training. On a
daily basis he prepares assignments, stating where to go and what to
observe. He includes the appropriate data collection worksheets
prepared in Task Cl and training materials needed for reference. When
the data collectors return, the analyst reviews the data and clarifies
problem areas with the data collectors. He decides whether data are
usable or not and whether individual data collectors can indeed collect
good data.

When a series of training events has been observed that apply to an
individual task, the analyst fills out a special worksheet answering
questions that are broader than can be answerzd by observations of a
single training event.

Task D3: Collect _trainee and instructor characteristics data. At some point
during the TEE, the analyst examines available personnel records or
other documentation to ascertain course entrance requircments and
instructor qualifications, and the degree to which students and
Instructors possess them. The TEE Handbook provides gmdehnes for
filling out worksheets for trainees and instructors.

Phase E: Assess Trainee Performance.
This phase has four major purposes:

a. Make assessments of how well trainees can perform the tasks selected
for evaluation upon completion of training.

b, Judge the adequacy of the above assessment.

C. Summarize observations of the training and training materials as an aid
to identifying performance discrepancies and as input to the revision
process.

d. Identify tasks on which performance standards are not met --
(performance discrepancies).

The TEE analyst takes all of the observational, interview, questionnaire, and test
data collected during the TEE and synthesizes two primary outputs: a. a list of
tasks for which the standards have not been met, and b. a list of potential problem
arcas for each task. Each deficiency will have been rated as minor or serious as it
would impact test adequacy or student performance.

16
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Phase E Tasks are:

Task El:  Collect and summarize test data. In this task, the analyst locates all
of the relevant test data for the course final exam. He converts to
Go/No Go scoring on a task by task basis, if the data are not alrecady
in that form. He then enters the data on a worksheet which allows
him to calculate the percentage of No Gos on each task and for the
entire test. The same process can be accomplished for team functions,
if crews rather than individuals are scored.

The data from any within-course, entry, or pretests are summarized in
the same manner.

Task E2: Summarize product and process evaluation data. For process evaluation
data which do not stem from master list questions, i.e., trainee and
instructor reaction instruments, the reactions must be rated on a three-
point scale. Having done that, the analyst averages ratings for all TEE
data for questions where different data collectors have rated the same
event. The averages are then used rather than the raw data.
Reactions by trainees and instructors are labelled as pertaining to
product or process evaluation.

‘Testing problems are then summarized: the analyst records the
question number and rating for each probiem noted in the data for
each task or learning objective. Prcduct and process ratings are
recorded under separate headings, which are segmented further into
secticins for questions that apply to each test item, to the objective, or
to the test as a whole. The analyst then uses a similar method to
record ratings of the training presentation. When serious problems a :
identified in the next task, these summaries of training and testing
problems become one of the primary TEE outputs mentioned avove.

Task E3: Identify task and team function performance discrepancies. The analyst
must first define an appropriate performance standard for each task.
These standards are based on task factors rated in TEE Task A3, such
as task criticality or uniqueness. The analyst then rates test adequacy
for each task based on the seriousness of problem areas summarized
earlier. He then combines test ratings with percent No Go data for
each task to yield a task rating, either acceptable, discrepant, or
unknown. The analysis process is conducted to this point for both final
exam and within-course test data. If both exist, the analyst combines
the task ratings from each into a single set of ratings.

Having determined “"combined task ratings" (or final exam task ratings
alone when no within-course tests exist) from test adequacy and
performance data, the analyst examines the presentation data
summaries and rates the presentation for each task based on the
seriousness of the problems summarized, again as acceptable,
discrepant, or unknown. Finally, the analyst combines the ratings from
tests and performance data with the presentation ratinas for a "final
task rating" for each task. These ratings represent the other primary
TEE output referred to above.
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If entry or pretest scores are available, the analyst can identify student -
selection probiems by arraying entry, pretest, within-course, and final
exam data for each trainee. Summary data is recorded at the bottom

of the worksheet. Test adequacy is also rated. In addition, the

analyst records discrepancies between specified and actual trainee
characteristics.

When team functions are analyzed, and data are available for their
subordinate tasks, the analyst can use a special worksheet to arrange
the tasks and team functions hierarchically. He then rates the
relationship between each team function and its subordinate tasks and
identifies team functions which are discrepant due to team
communication skills beyond individual task performances and those
which are discrepant due to problems with subordinate tasks.

Phase F: Document the TEE.

The purpose of Phase F is to summarize the findings of the TEE, prepare a
report documenting the effort, and organize the raw data worksheets for future use.
Phase F has two tasks:

Tark Fl: Prepare report suminarizing TEE conduct and findings. Before writing
the final report, the analyst must first consider whether all desirable
data have been collected. If not, he must decide whether it is feasible
to collect additional date. When the data and its analysis are
complete, the analyst must then interpret his findings and draw some
conclusions. He considers the following items:

a. Test adequacy.
b. The number of tasks rated discrepant or unknown.

c. The need for a second TEE (when the tests are very inadequate
or extensive revisions in the presentation are Indicated).

d. Which lessons nced the most revisions.

e. Relationships between poor lessons and instructors.

f. An excessive number of No Gos on the entry test,
-8 An excessive number of Gos on the pretest.
h. Relationships between trainee characteristics and entry and

pretest scores.

I Problems with team functions not related to problems with their
subordinate tasks.

The analyst prepares a rough draft of his conclusions and
recommendations and lets some of his associates review it, taking notc
of their questions and chailenges. As the analyst prepares his complete
report, he follows sections of the TEE Handbook which give examples

18
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of techniques for displaying data and a recommended outline for the
report.

Task F2: Preserve TEE documentation. So that future TEE analysts and those
who may become involved in revising the course will be able to
reference the TEE documentation, the analyst files it by task and step.
The documentation includes course materials, product and process data
collection worksheets, summary worksheets, the final report, and other
TEE documentation.

19
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PHASE A: PLAN THE TEB
OvervievofPhaseA

TASKS: RELEVANT WORKSHEET:

Al. Collect the background Al
information and define
TEE purpose.

A2. Review course materials and Task List
document task/TLO actions.

A3. Select tasks to be evaluated A3
in the TEE.

A4, For tasks/TLOs selected for Task 'List,
evaluation, document Objectives List
conditions and standards.

A3. Specify training event types Course Qutline

. and select events for
observation.

Guidelines for Phase A

Task Al:  Collect background information and define TEE purpose.

Al.} Request a meeting with the organizations that are the most
knowledgeable of the training content and methods of the course that
your TEE will analyze.

Al.2 Request the following materials and documentation relevant to the
project:

° Task Documentation and/or Job Data Worksheets

° ISD or other documentatiun relevant to the training events that
will occur, such as objectives, hierarchies, lesson plans, and
practical exercises

° Test administration directions and/or any documentation
concerning the methods that will be used during and at the =
of the course to evaluate the performance of the trainees

° Commander's Manual relevant to the training

° Soldier's Manual(s) relevant to the training

* Course materials to be used by the trainees
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° Testing/Evaluation instruments to be used in the course
° Training/Testing schedules
° Course administration policies

Al.3 Study the documentaton provided prior to the initial meeting with
representatives of the training organization. Fill out worksheet Al as
far as you can.

NOTE: It is recommended that you read this User's Guide before the meeting
so that you will be familiar with the requirements of the TEE.

Al4 Determine the scope of the TEE effort in light of the TEE purpose and
corresponding resource considerations. As indicated in Figure 2 (pg. 3),
the flowchart of TEE tasks, major decision points determining the scope
of the TEE involve the selection of product and process evaluation
components and the treatment of resulting data. Table | specifies
those TEE tasks which are required and those which are optional for a
TEE in response to each of three basic purposes (i.e., "OT," "Review"
of ongoing training, and "Complaints" arising from performance
discrepancies and/or perceived instructional deficiencies). Optional TEE
tasks are selected or omitted on the basis of time and manpower
resources available to the TEE Analyst. For examle Task B3, Evaluate
Presentation Materials, is optional for a TEE which has the purpose of
reviewing ongoing training. If resources are constrained, the scope of
the TEE may be limited to a product and process evaluation of tests,
rataer than instructional materials as well. A TEE which has the
purpose of responding to complaints has numerous optional TEE tasks.
This is because indications of the problem area(s) are given as &
starting point. If resources are contrained. the TEE Analyst can thus
focus on probable discrepancies and/or deficiencies, and select such
components as product or process evaluation and tests or presentation
materials. Note, however, that a TEE with the purpose of fulfillng OT
requirements has no optional TEE tasks. This is because the TEE
model was designed specifically for that purpose. OT training is newly
developed training, thus requiring an in-depth analysis of the entire
training system. It would appear then that a TEE in response to OT
requirements can not be conducted if resources are constrained.
However, the scope of a TEE for any purpose can be limited to a
significant extent when resources are constrained by exercising the
sampling strategies and contingency options described within many of
the TEE tasks. Task A3, Select Tasks to be Evaluated in the TEE,
offers the greatest opportunity for limiting the scope of a TEE in this
manner. Additional opportunities exist in such TEE tasks as Bl, where
product evaluation questions are selected, and A5, where training events
are selected for observation.

AlS Make your decisions relative to the scope of the TEE based on TEE
purpose, resource considerations and the goals and objectives indicated
by your sponsor. At the initial meeting, you shouid identify the
decision points and the options available, and work with you sponsor in
defining exactly what is to be done. It is extremely iraportant that
you both reach an understanding of requirements, expectations, and
commitments.
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TABLE 1. TEE PURPOSES AND CORRESPONDING TASK OPTIONS

i a A

oT REVIEW COMPLAINTS
TEE TASKS REQUIRED | REQUIRED | OPTIONAL REQUIRED | OPTIONAL
Al ° ° °
A2 ° L °
A3 [ )
A4 e ° °
A5 ° . ()
Bl ° ° .
B2 ° ° °
B3 ¢ . °
Cl . ° .
ol 5
C2 ° ° )
Dl ° ° .
D2 . 0 °
D3 ° ) )
El [ ° °
E2 ) ) '
E3 ° ° °
Fl [ ° .
F2 ° . °
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Al.6 Use Worksheet Al and notes from study of the documentation as an
agenda for the initial meeting. Guidelines for completing Worksheet Al
are given in the table below.

Guidelines for Worksheet Al

WORKSHEET ITEM GUIDELINES/NOTES

Date Date meeting conducted.

Evaluator ¥our name.

Course Official name of the course on which your TEE
will be based.

Purpose What is the overall goal of the course?

Primary Audience For whom was the course primarily designed?

(Write job title and/or MOS.)

Secondary Audience In addition to the primary target audience, are
there any others toc which the course may be
directed? If so, write job title(s) or MOS. If not,
write "none."

Expected entry Is the primary target audience to be able to perform

skills/training at some entry-level beyond "know nothing about
the job?" If so, describe the expected entry skills/
knowledge or any prior training relevant to the
‘course that will be taken,

Purpose of TEE The TEE purpose from Step Al.4: evaluate, revise,
or both. :
User of TEE To whom will your TEE report be given? Who will

act on your findings™ Who is the "client" you are
performing the TEE for? :

User Contact Name of the point of contact you will work with
in performing the TEE.

Training Dates/ When and where will the training to be analyzed via

L.ocations the TEE be conducted? List additional dates and

locations if applicable. Or attach a schedule of
the training if there are many dates or locations
for the training. For very large coursss,
information should be entered by module or "blocks"
of training.
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WORKSHEET ITEM

Testing Dates/
Locations

Training Contact

Limitations

Resource material
exists?

Source

Date obtained?

- Date revised?

- Target date for
completion
- Contingencies

Previous TEE

Comparative study?

Training development

organization

Training delivery
organization

EAENEARS NG 105 SR AT T A S A R SO DN ST 3 S0l AN AR M M AL AN 27

GUIDELINES/NOTES

Often there is a considerable time period between
the completion of training and testing on the skills
taught in training. If so, this time interval may
be important in the  diagnosis of training
deficiencies later in the TEE.

Who will arrange for your observation of the actual
training and on-site testing.

Are there any physical or other conditions in the
training/testing envionment that will prevent/make
difficult your first-hand observation? If so, note
them.

Listed are the minimum materials and
documentation needed for your familiarization
and analysis.

Add any others that are indicated.

Check if they exist or not. '

- Record the organization who did/will provide

them.

- Check off the "Obtained" column when you

receive each item. _ '

- Enter the last date the materials were ypdated.

- When is your TEE report due to be submitted to
the "client"?

. = What events or inputs will affect your meeting

this deadline?

Has a TEE been conducted on an earlier version of
this course? If "yes", is that report available? I
%0, request that documentation as part of the
background to the project.

For example, comparing the performance of Vulcan
caews to performance of SGT YORK gun crews,
If so, note the performance with which the present
trainees are to be compared.

If the user of your TEE is pot the same as the
requester/Mclient” for the TEE, so note. Request
permission to contact the training development
organization as it becomes necessary during the
TEE.

Who will actually conduct the training on-site?
Request permission to contact them, as it later
becomes necessary as part of the planning and
execution of the TEE.
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WORKSHEET ITEM GUIDELINES/NOTES

Trainees selected? On what basis will the trainees be assigned to take
the course?
Entry test? Will the prerequisites be assumed or will they be

tested for? If there is to be an entry test, request
a copy of it or any documentation that describes
the entry test event.

Instructors On what basis will the instructors be assigned?
selected?
Qualifications? Are the instructors already knowledgeable in the

tasks they will train? Have they undergone
instructor training?

Instructor/Trainee What will be the number of trainees per instructor?
ratio - 1f there is a different ratio in the classroom
compared to the field training, so note. Remember
that some training courses exhibit cyclical
variations in the number of students per class. This
may cause variations in the trainee to instructor
ratio, if the number of trainees remains constant.

Instructor- Examine the training plan and make an assessment

dependence concerning the degree that the teaching methods
of the course depend on the skill and knowledge of
the instructor, as opposed to relying on self-
instructional materials and job performance aids.
Use this chart as a guide for your judgment:

If materials of Then regard
course contain: instructor

dependence:
A considerable number LOW

of self-instructional
materials and/or job
alds

A few self-instructional MEDIUM
materials and/or job aids

No self-instructional HIGH
materials or job aids
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WORKSHEET ITEM GUIDELINES/NOTES

Complexity of the After studying the performance tasks in your

task documentation, make a judgment about the
complexity of the tasks to be learned in the course
as a whole. Use the chart below as a guide for
your judgment:

If many of the tasks Then regard
involve: the tasks as:

A considerable amount of
visual and conceptual

discrimination and/or HIGH
A considerable amount of - complexity
fine-grained motor
movements
Discrimination andfor MERIUM
fine-grained motor complexity
movements
Mostly straightforward Low
sequential performance complexity
Ease of training After studying the tralning plan and discussing
observation the matter with the "client", assess the degree that
you'll be able to directly observe the training and
Ease of testing testing. Use chart below as a guides
observation -
If training and/oc The ease of
testing occurs: observation ls:
Mostly in the classroom EASY
situation
Some in classroom and MEDIUM
‘ some in fleld
Mostly in the field and/or DIFFICULT
inside vehicles such as
tanks

H the training is not "easy” to observe, get details
on the different observation situations that will be
encountered in terms of positions and tasks that
arc hard to cbserve. Use the space for notes at
the bottom of the worksheet.

Consider making preliminary arrangements to
observe some of those situations. For example, if
you must observe training inside of an enclosed
vehicle with room only for crewmembers, you might

consider arranging to hear the training through an

26

oy i RUSR AP SFINIT DR YIRS BT RA S E W M R AT IFT N 1P A WAL MM NI 12 TAN M XN N,



WORKSHEET ITEM

Ease of training
observation

Ease of testing
observation
(Continued)

Mission criticality

Other notes:

GUIDELINES/NOTES

open intercom, or even audio surveillance
equipment. You may be able to substitute data
from trainee reaction questionnaires (see Task Cl)
administered immediately after training events,
since these are designed to ascertain what happened
from the trainee's viewpoint rather than to elicit
trainee judgments on the quality of{ the training.

Base of observation will be an Important
consideration in deciding which factors to include
on trainee or instructor reaction instruments in
Steps Cl1.5 and Cl.7.

Review task documentation and discuss criticality
of mission with "client.® Make 35 assessment using
these guldelines:

If the performance Then judge
taught In the course is2 - criticality:
Absolutely vital to the VERY HIGH

overall mission of the
Army (Top priority
performance)

Vital to the mission of HIGH
unit of the performer

Necessary to the mission MEDIUM
of Army and/or unit, but
below-criterion perfor-

mance will not greatly

affect success

Incidental to the mission LOW
of the unit

Space has been left on the worksheet for you to
add additional notes that may affect the planning
of the TEE: constrainis, Important dates, speclal
reviews, etc.
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Task A2: Review course materials and document task/TLO actions.

Familiarize yourself with the Glossary near the beginning of the User's
Guide and practice classifying CONTENT TYPES and TASK LEVELS
using the materials in Appendix F if you have not already done so.

You will recall from your study of the Glossary that a task is a "highly
specific component of a job stated in terms of a verb and an object
with conditions and standards." Terminal learning objectives (TLOs) are
objectives which correspond to tasks. Whereas tasks describe job
performance, TLOs are specific descriptions of the actions, .with
conditions and standards, to be performed after training.

Sometimes these differences are small but they are still important.
For example, if the task requires the soldier to decontaminate a piece
of equipment following a chemical or biological attack but the "real"
conditions in the training environment do nrot permit the soldier to be
subjected to such a hazard, then a TLO should be written to describe
precisely the performance which is acceptable in the trammg
environment.

A2.1 Review all documentation that is available and the information
accumulated via Worksheet Al. Existing course documentation may
include a list of tasks or TLOs. Since the TEE procedures are
concerned with examining training rather than job performance, use the
list of TLOs if available.

A2.2 If practical, discuss the key technical training tasks/TLOs to be taught
with the Instructors or other personnel knowled§eab!e of tue subject
matter (your associate analyst, if you have one

el o dp

A2.3 Develop an accurate list of tasks or TLOs and/or team functions. This
will be necessary in order to properly conduct the TEE. I[f you have
obtained one in Task Al or if you can quickly derive a list by copying
task statements appearing in the manuals or other documentation,
proceed with Step AZ.4 below. You may find it helpful to first list
the tasks or TLOs in one double-spaced list. Remember, at this point
in the TEE you need only list the task/TLO action statements, not
their associated conditions and standards., These will be addressed later
in the TEE (see TEE Task Ab).

problems exist with the actions in the list you have, consider the
options below:

. If you can make revisions to existing but inadequate tasks or
TLOs, or if you can list new action statements from manuals and
your own knowledge of the course with relatively little effort,
then that is the best course of action.

. If you do not know cnough about the course to revise the actions
or write new ones and you have access to a SME, e.g., your
associate analyst, you may be able to work with him to produce

or revise a task list, Do this only if you are certain it can be

l If you cannot obtain a list of tasks or TLOs or if you find that major
| :
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accomplished in the time available for this TEE task. The
listing of new action statements is a long process for many
Military Operational Specialties. The feasibility of this option
will depend on the number of tasks in the course.

) If the alternatives above are not workable, consult with vour
sponsor. It is not possible to conduct a TEE without an
acceptable set of task or TLO action statements. If
arrangements cannot be made to produce them, the TEE must be
postponed until such arrangements can be made.

A2.4 Evaluate the existing task/TLO list: Review each task or TLO action
statement using the Guidelines for Task/TLO Actions shown below. Use
the list which appears to be most adequate. If they are roughly equal,
however, use the TLC list, for reasons noted previously. If there are
any problems, make minor corrections or notes on your list at this
point. Note that conditions, standards, and other aspects of the actions
will be examined in Task A4.

Compare the task/TLO list with operator's, soldier's, and/or
commander's manuals to insure its correctness and completeness. If
manuals do not exist or are outdated, you should discuss the list with
instructors or other subject matter experts to be sure it is up-to-date
and valid. Be sure to include only tasks tested in the course.

If there are any major problems with your list, consider the options
listed in the second paragraph of Step A2.3 above.

Use the documentation and notes assembled thus far to evaluate the
actions the trainee will be expected to exhibit after training - not the
events of training, but the tasks or TLOs the students must perform.
Evaluate and revise tasks/TLOs and/or team functions in accordance
with the guidelines following:

Guidelines for Task/TLO Actions

In order to asscss the adequacy of task actions (or the action
component of a TLO), it is helpful to understand the interrelationship
of a task to a duty and to its job. This interrelationship is portrayed
in Figure 3.

Job

The duties and tasks performed by a single worker constitute his job.

If identical duties and tasks are performed by several individuals, they
all hold the same job. The job is the basic unit used in carrying out
the personnel actions of selection, training, classification, and
assignment. In the Army such groupings or jobs are defined as Military
Occupational Specialities (MOS). Note that in many cases, however, a
single MOS may be composed of several jobs.
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Duty

A duty is one of the major subdivisions of work performed by one
individual. A job is made up of one or more duties.

The following are some of the characteristics of duties:

1. A duty is one of the job incumbent's main functions. It
sometimes may be a particular job incumbent's total job.

2. A duty is a grouping of closely related tasks.

3. Duty requirements often are the basis for initial assignment to a
job, for determining the qualifications required to perform in the
job, or for determining requirements for post-assignment training.

Duties can usually be defined by asking a supervisor what he thinks are
the 5 or 6 most critical factors of a job or what he would demand of
a person being considered for a job. -

Duty titles oiien are used for categorizing groups of tasks under
identifiable headings to help in the organizing of lists of tasks. At
other times, duty titles are assigned for convenience after tasks have
been identified and grouped. In either case, the duty title serves to
clearly identify closely related groups of tasks.

Duty statements often use action words ending In "ing" to describe
duties. The acton word generally is followed by an object.

Some examples of duties are:

EXAMPLES - For wheeled vehicle mechanics: tuning engines,
adjusting and repairing brakes, repairing exhaust
systems, repairing suspension systems, and
repairing electrical systems. ;

Task

Training Effectiveness Evaluation Is accomplished at the task level." As
you will recall, duties are actually clusters of tasks, the performance
of which constitute the duties. A task is the lowest level of behavior
in a job that describes the performance of a meaningful function in the
job under consideration. Task statements must be constructed carefully
to assure that the TEE yields usable evaluation data. The following
are characteristics of tasks and task statements:

1, A task statement is a statement of a highly specific action.
The statement has a verb and object.

EXAMPLE - 1. "Repair wheeled vehicles" is not sufficiently
specific to be a good task statement. To
one individual, such a statement might mean
parforming such actions as "replace wiper
blades" and "replace burned-out head lamp."
Another person might think it means
"overhaul transmission and engine."
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2. Also "inspect and repair exhaust system"
is not sufficiently specific. However,
One task might be "inspect exhaust
system," and another task be "repair
exhaust system."

3. Specific task statements, for vehicle
mechanics, would include: ‘"replace
wiper blades," "replace burned-out
head lamp," "inspect exhaust system,"
and "repair exhaust system." -

2. A Task has a definite temporal beginning and end.

EXAMPLE - L Such action phrases as "have knowledge’
of" or "take responsibility for" are :
not time-ratable and therefore should
not be included in a task statement.

2. A task statement might be "inform
platoon sergeant when."

3. Tasks are performed in relatively short periods of time, i.e.,
seconds, minutes, or hours, but rarely, if ever, days, weeks,
months, or years. Although no definite time limit can be set,
the longer the period of time between the beginning and the
completion of the activity, the greater the probability that the
activity is a generality or goal rather than a task.

EXAMPLE - Lk "To assure a well-trained army" is
probably a goal, not a task.

2. "Perform button-up procedures" takes
a definable amount of time.

4. Tasks must be observable in that by observing the pééformance
of the job holder or the results of his efforts a definite
determination can be made that the task has been performed.

EXAMPLE - 1. "Understand electronic principles" is not
observable. Neither the process nor the
results can be observed. (However,
certain actions that require an understanding
of electronic principles can be observed.)

2. An observable task js "isolate an error
in the circuit under inspection."




5. A task must be measurable; that is, in the real world, a
technically proficient individual can observe the performance of
the task or the product produced by the task and be able to
conclude that the task has or has not been properly performed.

EXAMPLE - 1. "Know how to" or "be able to" are not
measurable. Neither are they observable.

2. "Assure success of mission" is tco
general to be measurable.

3. "Clean weapon" is measurable and observable.

6. Each task is independent of other actions. Each task statement
must describe a finite and independent part of the job. Tasks
are not components of a procedure. In the eyes of a job holder,
a task is performed for its own sake in the job situation. A
task is either performed or not performed by any one job holder.
The job holder is never responsible for only part of a task. If

he is responsible for only a part of a work activity that would
otherwise be defined as a task, the part for whicn he is

responsible is the task.

EXAMPLE - 1. If one of the wheeled vehicle mechanic's
tasks is "rcpair exhaust system," "remove
muffler" might be one element of the
task. However, a helper or trainee
might be assigned the task of "remove
muffler.” For the mechanic "remove
muffler" is only part of his task. His
responsibility is not fulfilied until he
performs the other appropriate work
elements that together constitute
"repair exhaust system." However, the
trainee's responsibility for this particular
work activity ends as soon as he properly
“removes muffler.” The wheeled vehicle
mechanic does not remove the wheel and
tire from a vehicle for the purpose of
removing the wheel and tire. The
removal is part of a procedure intended
to accomplish one of several tasks such
as rotate the tires, repair a {lat, or
install a new tire., The latter are tasks
because they are independent of other
actions and are done for their own sake.

Some requirements for writing good task statements are listed in
Table 2.
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Requirement

Clarity

Compietensss

Concisenass

Belevance

TABLE 2.

Task Statemem

Use wording that is easily
understood.

Be precise so it means the
same thing to all personnel.

. Write separate, specific statements’

for each,
Avoid combining vague items of skill,
know!ledge, or responsibility.

Use abireviations only after
spelling out the term.

Include both form and title number
wheii © 12 task is to complete a form,
unless all that is needed s the
general type of form.

Be brief.

Begin with a present-tense action word
(subject "I" or “you" is understood).

Indicate an object of the action to be
performed,

Use terminology that is currently
used on the job.

Do not state a person's qualifications,

Do rot Include items on receiving
jnstruction, unless actual work Is
performed,

3%

TASK STATEMENT REQUIREMENTS

Example

"Compare written descripton
to actua! performance."

But Not

"Relate results to needs of field”

Use words such as "check,
coordinate, assist" with-
caution--they are vague,

"Supervise files."
"Maintain files."
But Not

*Have responsibility for
maintaining files."

"Inventory War-Readiness
Material (WRMY' may be
followed by “Prepare
requisitions for WRM."

"Complete Tasx Description
Worksheet (Form No. XXX)"

"Write production and control
reports.”

But Not

-

*Accomplish necessary reports
involved in the process of
maintaining production and
control procedures.”

*Clean" or "Write"

*Ciean engine” "Write
report.”

Use mest recent military
documentation.

"Load computer tape.”
But Not

*Has one year computer training.”

"Prepare lab report.”
But Not

"Attend lecture”
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Element

An element is the smallest "package" of behavior that has practical
meaning to the trainee. By "has practical meaning," we mean that
further suhdivision of the element would be unnecessary since the
trainees fully understand the element without further subdivision. To
be useful as a basis for instruction, step-by-step direction and guidance
is required as to how the task is performed. The work activities that
make up this step-by-step direction and guidance are the elements that
make up the task.

EXAMPLE - If the task of "perform before-operation
maintenance on 2 1/2-ton truck” will need to be
performed, either individuals must be trained to do
the task or Job Performance Aids must be provided
that will show the individuals exactly how to
perform the task. In cither case, the instructional
developers must know the elements that make up
the task. These elements are: '

a. Check oil and coolant levels.

b. Inspect pulleys and fan for alignment, and
belts for tension. Check water pump and
hose clamps for leaks. :

-

Rk

S

c. Inspect air compressor and connections for
security of mounting. Check belts for
tension.

oy G R M

d. Visually inspect exposed electrical wiring,
conduits, connectors, and shielding for cracks
or breaks.

e. Inspect engine compartment for indications of
fuel, engine oil, or water lcakage or seepage.

f. Drain each fuel filter daily before starting.
g Check level of water in batteries. Check

terminals, clamps, and holddown frames for
security and corrosion.

h. Check for loose wheels and correct tire
pressure,
i Check general condition of body for

scratches, dents, and holes.

jo Inspect cab and cab body mwuntings and
springs.
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k. Inspect transfer power takeoff, front winch
drum lines, drive shaft U-joints, and shear
pins.

L Check service break for proper travel.

m. Notice if starter pedal requires only normal
pressure ‘to engage starter and that engine
starts immediately without unusual noises.

n. Check instruments as soon as you start the
engine. If oil pressure stays at zero or is
wery low, SHUT DOWN. Normal ideal
pressure is 15 psi.

0. Operate horn, lights, and windshiefd wipers.

p. Listen for any unusual noises with engine
under load.

Without at least this level of detail of how the task
is done, the instructional designer could not prepare
meaningful instruction or meaningful Job
Performance Aids. ‘

Note that it is not necessary to go down to the task element level
during this TEE task (A2). It may be necessary, however, to
decompose tasks to this level during a later task (A4), since some task
elements correspond to the learning objectives (LOs) (See Guidelines for
Evaluating Objectives).

If an existing task/TLO list contains task elements, you can ignore
them for now. Remember, it is the task action which you are
concerned with during this step.

Your task actions, in addition to being appropriate "chunks" ‘of behavior
and well-written, should also conform to the following guidelines:

. Are task actions/TLOs written for each critical task? Critical
tasks have the following characteristics:

.

- They have serious consequences of inadequate performance
In terms of their impact on task performance.

- They are common sources of failure.

- They are actions which the soldiers of the target
population do not alrcady know how to do and must
therefore be taught.

° Are subordinate tasks/objectives common to more than one higher
task/TLO or tecam function so identified?
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. If the course involves functions performed by a TEAM, is there a
list or hierarchy showing each TEAM FUNCTION with its
subordinate tasks/TLOs?

® If skills such as coordination, cooperation, or communication are
critical elements of TEAM FUNCTIONS, are they appended as
tasks/TLOs subordinate to the functions in those lists or
hierarchies?

e - Is an appropriate numbering system used with which to reference
tasks, TLOs, and TEAM FUNCTIONS?

- Tasks can be numbered either serially (e.g., 24, 25, 26,
etc.) or hierarchically (e.g., 24, 24.1, 24.2, 24.3; etc.)

- TEAM FUNCTIONS can be assigned numbers h:gher than
the last task numbers on the task list.

- TLOs should be numbered to correspond with the task list.
For example, if a job performance task is numbered "177",
the corresponding TLO could be numbered 177T to mdxcate
that it is the training (T) equivalent of Task 177,

- Skills such as coordination and communication can be
designated with letters.
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TEAM FUNCTION
EXAMPLE - o
2wl N B TEAM 147 26T 277
CATION NATION | | Taske | | TASK10| | EikZrion 267 a7
s
{ TEAM 146
TASK9 1 | TASKIOT | puncTioN
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TASK 14 TASK 15 TASK 18

Figure 4. Example Task/TLO/Team Function numbering system

In the zbove example, tasks are numbered scrially. Team functions are
assigned 3-digit numbers to distinguish them from individual tasks (1-
and 2-digit numbers). TLOs 26T and 27T are the training equivalents
of Job Tasks 26 and 27. Coordimation and communication skills are
designated with letters (A and B).

]

Further information on task listing and analysis may be found in
the following references:

Schultz, R.E. & Farrel, J.R. Job aid manuals for Phase |

ANALYZE of_the instructional systems development model
Research Prodict 80-14). Alexandria, VA: U.S. Army Rescarch

Institute for the Behavioral and Social Sciences, 1980,

U.S. Army Headquarters, United States Army Training and
Doctrine Command. Interservice procedures for instructional
systems development.  Phase | - Analyze (IRADOC Pam 350-30).

Foert Momroe, VA: Author, 1975.
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Task A3: Select tasks to be evaluated in the TEE.

A3l Decide whether or not you can evaluate all of the tasks in the course.
The course you will evaluate in the TEE may teach a small number of
tasks. That is, it may be so short that you can perform the TEE on
all the tasks being dealt with in the course. More likely, the course
will deal with a large number of tasks. If so, it is usually impractical
to attempt evaluation of all tasks being taught. If that is true, it is
likely that a TEE covering all tasks is beyond your resources. If so,
select tasks for evaluation beginning in Step A3.l below. If the
necessity for task selection is not obvious, then make a judgment
considering the following points: '

° Each task is trained using a series of training events, such as a
lecture, a demonstration, hands-on practice, and a test. Training
for a task may also include events for objectives subordirate to
the overall task.

° You should be able to form an idea of the average number of
training events per task, how long they take, and what you would
have to do to observe and evaluate them. Consider the fact
that you will have to conduct an cvaluation of the training
events as they occur in the Lourse, as well as an evaluation of
the presentation materials and tests.

° Consider the time you have to conduct the TEE; the number of
personnel at your disposal; and the .logistics of the training, i.e.,
number of classes and how their schedules may intertwine for
different tasks.

® Make a judgment as to whether the whole course can be casily
evaluated within resources. If so, skip this task (A3) and go on
to task A4. If it is not feasible continue with Step A3.2 below.

-l e - e w

Guidelines for Worksheet A3

A3.2 Find Worksheet A3. Record the reference numbers from your task list
in the Task ID # column. Ask each question in Steps A3.3 through
A3.8 of all tasks on your list, as directed.

Data for the task factors below may be contained in the task
documsantation. You have the option of accepting those ratings or
using your own judginent in conjunction with the guidance for this step.
I there arc no task data, and you fecl you are not qualified to make
these estimates, consult with stbject matter experts.

IMPORTANT: After assessing your entire task list on the factor in
cach of Steps A3.3, A4, A3.6, Ad7, and Al.8, go to Step A9 and
eliminate tasks on that factor. (Tasks are not climminated on the factor
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