LESSON 6

PREPARE A TRAINING OUTLINE
TASK:
Upon completion of this lesson you will be able to prepare a training outline.



CONDITIONS:
Given this subcourse booklet and a pencil.



STANDARDS:
Correctly answer the questions on the Lesson #6 self-test.  You

must get 100% on the lesson self-test before you take the subcourse examination.



REFERENCES:
FM 25-3

LESSON 6

PREPARE A TRAINING OUTLINE
Introduction

     In this lesson you will learn to prepare a training outline.  There are 

enabling objectives in this lesson.  You must know how to do both of these

objectives.

     OBJECTIVE      DEFINE A TRAINING OUTLINE

         1                            

     OBJECTIVE      WRITE THE 9 STEPS IN A TRAINING OUTLINE

         2

                                     54

     OBJECTIVE      DEFINE A TRAINING OUTLINE

         1

1.   Having done your backward planning, you now prepare a training outline.  A

     training outline is similar to a lesson plan, except it is informal, brief,

     and prepared by the trainer for his own use.  Lesson plans are intended for

     use in classroom instruction at Army schools.  Because each lesson plan can

     be used by many different trainers, it contains much detail and follows a

     rigid format--it is a formal document.

2.   A training outline is much easier to prepare than a lesson plan.  Basically,

     a trainer makes a list of hints and reminders to make sure he includes all

     key steps and important points in his training session.  These notes may be

     written on notebook paper or right in a soldier's manual.
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     OBJECTIVE      WRITE THE 9 STEPS IN A TRAINING OUTLINE

         2         

1.   Most training outlines have nine steps.  Let's go over each item.

     a.  Task Statement.  The first thing you will do in a training session is

         tell the soldiers what the task is and how well they have to do it.  To

         make sure they understand, read the training objective.  Normally, a

         training objective is given to you from a Soldier's Manual or through

         Commander's guidance.  It will provide you with a task statement, the

         conditions under which the training will be conducted and the standards

         which must be reached to insure effective completion of the task.

         However, you may merely receive a verbal order such as "see that the

         men receive training in care and maintenance of their protective

         masks."  In this case, you will have to develop your own training

         objective.  Then phrase the task, condition, and standard in your own

         words.

     b.  Caution Statement.  Warn soldiers if they risk hurting themselves or

         damaging equipment during the training.  Some cautions are obvious.

         Others may be found in your references or regulations.  Some tasks do

         not need a caution statement.  Also, you may have to tell your soldiers

         which parts of the training are classified and what the classification

         is (confidential, secret, etc.).

     c.  Pre-Test.  At this point you will be required to determine the need for

         a pretest.  These are not always applicable to the task to be trained.

         For example, you will not be able to pretest your platoon for weapons

         qualification.  The pretest is exactly the same as the performance test

         the soldiers will take at the end of the training session.  Written

         tests are only required when specified by the task statement.  Pretests

         should only be given to those soldiers who feel they can perform the

         task.  Those who successfully complete the pretest can assist you as

         peer trainers or they can attend other available training.

         Ask the soldiers if they think they can perform the task to standard.

         Those who indicate they can perform the task must pass the actual

         performance test before receiving credit for the task.  They must

         perform the task under the conditions and to the standards of the

         training objective.  You will prepare the conditions, state the task,

         enforce the standards, and critique their performance.  If they can

         perform the task, make the correct entries in the job book and use them

         as assistant (peer) trainers.  Those who cannot perform the task will

         attend training.

         The use of peer trainers is a valuable training tool.  It gives the

         peer trainer prestige for learning the task.  This heightens motivation

         of your soldiers and lessens the training burden on you.
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     d.  Orientation Statement.  The soldiers you will train need to know why

         they are learning the task.  Why is it important to them?  How is it

         related to other individual tasks and to team tasks and missions?

         Write these initial remarks on your training outline so you can use

         them during the training session.

     e.  Demonstration.  You show your soldiers the task being done so they will

         have an idea of what you want them to be able to do.  You decide how to

         best do this.  For example, for the task, "Recover Buried Ordnance,"

         you may have a piece of scrap buried in a field.  Consider another

         task:  "Identify US Rockets and Rocket Fuses for Application of EOD

         Procedures."  You would probably have them watch a movie which shows US

         rockets and rocket fuses.

     f.  Task Steps.  To make sure your soldiers understand the basics of the

         task, walk or talk them through the task step-by-step.  The idea is to

         present one bite-sized part of the task at a time.  A good way is to

         show each step and have the soldiers do it before going on to the next

         step.  Another way is to explain each step and have them do it.  This

         is how tank and weapon crews are introduced to crew drill procedures.

         Some training objectives describe task steps.  Others do not.  This is

         especially true of complex tasks which usually have subtasks and task

         steps.  To determine if it is a subtask or task step, ask yourself:

         "To train this portion of the task, do I need to break it down into

         smaller steps?"  If your answer is "yes," it is a subtask which can be

         broken down further.  If your answer is "no," you have a task step.  If

         the steps are not shown, you need to divide the task into steps your-

         self.  Use your experience and common sense to decide where to divide

         the task and whether the step is small enough.  Soldiers learn faster

         when tasks are broken down into task steps.  See how the task "Perform

         EOD Operations for Conventional Ordnance" is broken down into subtasks

         and task steps on the next page.

     g.  Practice.  After your soldiers have practiced doing each step, give

         them time to put it all together by practicing the whole task.  During

         practice, your soldiers must learn to perform the task to the stated

         standard.  Skill practice exercises should be similar to the performance

         test.  Soldiers who passed the pretest can help the other soldiers

         until they get it right.  Some soldiers will perform to standard during

         practice and therefore will be ready to take the performance test right

         away.  On your outline, make notes about practice activities that tie

         in with the task being trained, about who will assist you, and about

         any special materials you may want to use during practice.
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     h.  Performance Test.  The next step is the performance test.  It is

         exactly the same as the pretest.  You will have everything your

         soldiers need ready, and you will simply have them perform the task.

         If they successfully do the task, record the results in their job books

         or some other training record.  If they fail to perform to standard,

         you must critique their performance and let them practice the task

         until they can perform to standard, time permitting.  If time runs out

         on the training session and some soldiers still have not performed to

         standard, record the results and arrange for more training.  The only

         way for the soldier to get credit for training is to pass the performance

         test.  This is also referred to as the post test.  When developing this

         test remember that it is used to measure proficiency in performing the

         designated task and is the hands-on, after-training test.  The state-

         ment you read them should be the same as the training statement and

         pretest.  The soldiers being tested must perform the task to the stan-

         dard identified in the training objective.

     i.  Record and Report.  The platoon sergeant must record the results of the

         training session in each Soldier's Job Book.  The results can then be

         compiled for use as input to future training meetings.

2.   You may not use all nine steps in certain situations.  Steps a and b will

     always be in that order, but c and d can be reversed.  You may decide your

     training session will be smoother if you use a slightly different order for

     steps e through g or if you combine some items.  You are the only one who

     will use your training outline.  Write it so you can understand and use it

     without any trouble.  Remember, your soldiers are supposed to perform the

     task to standard after training.

3.   On the next page is an outline for task training.  This outline is just a

     checklist for you to use when preparing to conduct training and does not

     have to be a long, time consuming drill.  It does not have to be written,

     typed, or available for inspection.  Many of the points are just reminders

     to you of things to do while you are training your soldiers.  After you have

     used the job aid a few times, each of the 9 steps will be familiar to you so

     that you can recall them from memory.

4.   Page 61 shows a job aid that will help you write your training outline.  On

     page 62 is a sample training outline that was prepared directly on a

     soldier's manual page.
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                         "OUTLINE FOR TASK TRAINING"

                                   JOB AID
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                           SAMPLE TRAINING OUTLINE

             Training Outline - Locate Buried Unexploded Ordnance

1.   Today you will learn to locate buried unexploded ordnance using

     a listening device, a shovel, a probebar assembly, and a tape

     measure in accordance with soldier's manual standards.

2.   Caution Statement:  You must follow the orders of your team

                         leader without error.  Use all tools and

                         equipment correctly and follow the

                         applicable safety precautions listed in

                         paragraph 35, FM 9-16, and TM 60A-1-1-22.

3.   Pretest:  "If you think you can do the task, report to SFC Smith

               at the back of the classroom.  He will check you out on

               this task using the soldier's manual."  (pause)

4.   Orientation Statement:  To protect your life and the lives of other people,

                             you must be able to locate buried unexploded

                             ordnance.

5.   Demonstration:  Demonstrate steps 1-4 on page 3-60 of FM 9-55D 1/2.

                     Emphasize safety.

6.   Task Steps:  Let them do the task as group.

                  Get them to correct each other.

                  Watch to be sure they do it right.

7.   Practice:  Have them practice individually.

                Correct and ask questions to be sure they understand all

                four steps.

                Have those who passed the pretest help the others.

8.   Performance Test:  Same as pretest.
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 SAMPLE TRAINING OUTLINE PREPARED                                SKILL LEVEL 2

DIRECTLY ON A SOLDIER'S MANUAL PAGE

                                 093-401-2146                                     

                                                            (1)  Read the Training

                                                                 Statement.  Then

                       PERFORM EOD INJECTION PROCEDURES          state in your own

                                                                 words if necessary.

CONDITION:     Given a known fuzed ordnance, TM 60A-1-1-22,

               TM 60A-2-1-4, the proper TM 60 series for the

               ordnance, the injection kit ready for use, the field

               maintenance kit and your injection material.                     (2)  Caution Statement:

                                                                                     always be careful

                                                                                     when working with

                                                                                     liquids.  Make 

                                                                                     sure you operate

                                                                                     the pump properly.

STANDARD:      Standard is met when the ordnance is prepared

               completely and the injection procedures are followed      

               accurately, in sequence, using TM 60A-2-1-4. 

PERFORMANCE    NOTE:  Use TM 60A-2-1-4 for all performance measures.

MEASURES:      

               1.   Use the TM 60 series publications to prepare the

                    item for injection.

               2.   Prepare the injection material and pour it in the

                    bottle.

(3)  Check 8 steps    

     during pretest

     and performance

     test.

               3.   Attach the injection needle to the hose (para

                    3-1a).

               4.   Operate the pump to the proper pressure (para

(8)                 3-1b).

               5.   Close the stop valve (para 3-1b).                           (4)  Orientation

                                                                                     Statement:

               6.   Remove hose from needle.                                         It is important

                                                                                     for your own

               7.   Remove needle (para 3-1b).                                       safety and those

                                                                                     of your friends

               8.   Brief your team leader on the results.                           to be able to

                                                                                     perform EOD

                                                                                     injection

REFERENCES:    TM 60A-1-1-22, General EOD Safety Precautions (U)                     procedures

                                                                                     properly.

               TM 60A-2-1-4, Procedures for Use of the Mark 3 Mod 5       

               Tool Set (U)

               TM 60 series, EOD Procedures

                                                                                (7)  Practice in

                                                                                     pairs, one

                                                                                     soldier role-

                                                                                     plays the

                                                                                     supervisor.
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                             Lesson #6 Self-Test

Circle the letter of each correct answer.

1.   A training outline, like the training session, begins with:

     a.  a demonstration of the skill

     b.  the performance test

     c.  the training objective

2.   This item must be found in every training outline for every task:

     a.  the training objective

     b.  a caution statement

     c.  a pretest

3.   The pretest in a training outline:

     a.  must always be given

     b.  is exactly the same as the performance test

     c.  must be written

4.   Pretests should be given:

     a.  to all the soldiers

     b.  only to those soldiers who feel they can perform the task

     c.  only to those soldiers who have not been trained on the task before

5.   The only way for the soldier to get credit for training is to:

     a.  attend the entire training session

     b.  act as peer trainer to teach someone else

     c.  pass the performance test
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                         Lesson #6 Self-Test Answers

1.   c

     If you got this wrong go back to page 56 and review.

2.   a

     If you got this wrong go back to page 56 and review.

3.   b

     If you got this wrong go back to page 56 and review.

4.   b

     If you got this wrong go back to page 56 and review.

5.   c

     If you got this wrong go back to page 56 and review.
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