Chapter V-2

Critical Collective Task Analysis

V-2-1.  Chapter Overview

��Purpose	a.	This chapter provides and guidance on how to analyze a critical collective task.

��Chapter	b.	This chapter covers the following:

Index�Content�Paragraph ��Administrative Information�V-2-2��Critical Collective Task Analysis Description and Requirements�V-2-3��Task Condition�V-2-4��Task Standard�V-2-5��Task Performance Steps�V-2-6��Task Performance Measures�V-2-7��Collective Task Analysis Report�V-2-8����V-2-2.  Administrative Information

��Purpose	a.	The critical collective task analysis is the process used to provide the task performance detail needed to develop efficient and effective collective training.  These details are concerned with how the task is actually performed, under what conditions it is performed, or how well the unit must perform it.

��References	b.	TRADOC procedural analysis guidance TBD.

	Internet: Automated Systems Approach to Training: www.atimp.army.mil/asat

��Definitions	c.	See Glossary for TD-related terms.

��Responsi-	d.	See Appendix B, Responsibilities, for top-level responsibilities.  The following 

bilities 	responsibilities apply specifically to collective task analysis.  Commanders/ 

	Commandants, Training/TD (Task) Proponents will ---

		(1) 	Conduct a collective task analysis on each critical collective task.	

		(2) 	Establish collective task standards and other collective task performance specifications, to include conditions, performance steps, performance measures, supporting collective and individual tasks, safety factors/hazards, environmental considerations, references, equipment, etc.

		(3) 	Base subsequent training products on the results of this analysis.

			(4)	Use the HQ TRADOC TD automation system (currently Automated Systems Approach to Training [ASAT]) as the automation tools meet the collective task analysis functional requirements in this regulation.

		(5) 	Maintain current critical collective task analysis data in the TD automation system.

��V-2-3.  Critical Collective Task Analysis Description and Requirements

��Description	a.	The collective task analysis process identifies all task performance specifications for a specific critical collective task.  The task performance specifications identified during this process serve as the foundation for subsequently developed unit training products.

��Outputs	b.	Collective task analysis is a minimum essential requirement before development of unit training products.  Collective task analysis results in the identification of ---

		(1) 	Collective task performance specifications and task summaries.

		(2) 	Individual tasks performed as part of the collective task.

��Continued on next page

�V-2-3.  Critical Collective Task Analysis Description and Requirements, Continued

��Start point	c.	Start points for new and revised collective task analyses are as follows:

		(1) 	Revision:	An analysis revision begins when needs analysis identifies a significant change in how a current critical collective task is performed.

		(2) 	New:  A new analysis starts on receipt of a new critical collective task.

��Procedures	d.	Conduct collective task analysis in ASAT as the tools meet the following functional requirements.  Task analysis steps and corresponding activities are as follows:

Steps�Activities��(1)	Identify collective task performance specifications.�(a)	Revise the task title if necessary.

(b)	Develop the condition statement, including special conditions such as MOPP4 status, night-vision devices (NVD), and self-contained underwater breathing apparatus (SCUBA), as appropriate.

(c)	Develop objective task standard which establishes criteria for measuring task performance.

	Note:	Note changes to the task standards based upon special conditions.

(d)	Identify and list all collective task performance steps and supporting steps in performance sequence order.

	Note:	One of the first performance steps may be to conduct a risk assessment.

(e)	Identify ---

	1	Supporting collective tasks performed as part of the collective task being analyzed.

	2	Supporting individual tasks performed as part of the collective task being analyzed.  Provide identified individual tasks to appropriate proponent/office for job analysis use.

Note:	Individual tasks may also be identified during mission analysis.  

	3	All safety factors, hazards, and considerations.

	4	References.

	5	All environmental factors and considerations.

	6	Equipment/materials required to perform the step.

	7	Cue, condition, and standard as needed to support simulation design.

(f)	Establish task performance measures.

(g)	Identify supported tactical level AUTL(s).��(2)	Obtain critical collective task analysis approval.�Obtain approval from proponent command.��(3)	Prepare the collective-to-individual task matrix.�List all identified individual tasks with supported collective tasks.��(4)	Distribute mission/ collective task analysis data.�Distribute data to appropriate organizations for use in developing collective training products.��(5)	Maintain current collective task analysis data.�Maintain currency of task analysis data in the ASAT database.��Note:	The collective task analysis procedures listed above are for an initial effort.  All steps would not necessarily be required for a revision effort.����Continued on next page

�V-2-3.  Critical Collective Task Analysis Description and Requirements, Continued

��Process	e.	Collective task analysis is considered complete when all task performance

Completion	specifications for a specific critical collective task have been identified.

��Flow	f.	The relationship between collective task analysis within the TD process is as follows:  

Diagram	
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��Process 	g.	The collective task information flow:

Flow	
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��Continued on next page



�V-2-3.  Critical Collective Task Analysis Description and Requirements, Continued

��Hierarchy	h.	This chart shows the mission-task hierarchy.  Note that a collective task can support a collective task and an individual task can support another individual task.



	�

��Quality	i.	For quality results from the collective task analysis, personnel involved must

Control	ensure ---

		(1) 	Collective task analysis is comprehensive and technically accurate.  Confirm ---

			(a) 	Condition statements are complete and accurate.

			(b) 	Standards are objective and observable and they provide the means to measure task performance.

		(2) 	Supporting individual tasks have been identified and linked to the supported collective task.

		(3) 	Collective task analysis data is handed off to the appropriate organizations for subsequent product development.

		(4) 	Collective task analysis is kept current.

		(5) 	Identified collective task analysis deficiencies are corrected.

��V-2-4.  Task Condition 

��Description	a.	A well written collective task condition statement describes the field conditions under which the task will be performed.  The condition expands on the information in the task title by identifying when, where, and why the unit performs the task and what materials, personnel, and equipment the unit must have to perform the task.

��Task	b.	A collective task condition statement is written in standard paragraph format and 

Condition 	may contain one or more sentences.

Format	Example:	The company team has received and OPORD/FRAGO to conduct

			a tactical road march as part of a battalion task force or as a separate unit.  The order specifies the arrival time at the Start-point (SP) and Release-point (RP) as well as the march speed, interval, and order of march. All planning and preparation are complete, including reconnaissance to determine the time-distance factor to the SP and any staging required for the road march.  Enemy contact is not expected.  

��Quality	c.	Individuals involved in writing and reviewing task condition statements must

Control	ensure the ---

		(1) 	Task condition statement describes the conditions under which the task will be 	performed in the field.

		(2) 	Condition statement is written in “soldier language.”

		(3)	Sets parameters for following task analysis actions.

���V-2-5.  Task Standard

��Description	a.	The task standard is the measuring stick against which the unit is measured.  It describes the criteria to which the task must be performed in the field to successfully accomplish the supported mission.  The task standard ---

		(1) 	Describes the minimum acceptable level of performance to ensure successful completion of the task.  Do not use “end-state” standards, i.e, statements that identify the unit’s personnel, equipment, or readiness status at the completion of a mission or collective task performance.

		(2) 	Is used to measure task performance.

		(3) 	Must be ---

(a) 	Objective.

(b) 	Valid.�(c) 	Reliable.

(d)	Usable.�(e)	Comprehensive.

(f)	Discriminating.��		(4) 	May include, but is not limited to ---

(a) 	Accuracy.

(b) 	Quantity.�(c)	Speed.

(d)	Quality.����Task	b.	Write a collective task standard statement in past tense and paragraph format and

Standard	may contain one or more sentences.

Format	Example:	Company team moved through the checkpoints at times specified

		in the OPORD/FRAGO.  It maintained security throughout the march and completed movement to the location designated in the order.

��Quality	c.	To ensure quality task standard statements, individuals involved in writing and

Control	reviewing them must ensure the standard statement:

		(1) 	Establishes the criteria to which the task must be performed in the field.

		(2) 	Is written in “soldier/performer language.”

��V-2-6.  Task Performance Steps

��Description 	a.	Performance steps are the major procedures (i.e., actions) a unit must accomplish to  perform a critical collective task to standard.  They ---

		(1) 	Describe the procedure the task performer(s) must take to perform the task under operational conditions.

		(2) 	Provide sufficient information for task performer(s) to perform the procedure.  It may be necessary to identify supporting steps, procedures, or actions in outline form.

		(3)	Can be another collective task or an individual (leader) task (if a collective task step).

��Procedural	b.	When writing performance steps, ---

 Guidelines�Activity�Discussion��(1)	Write in soldier language.�Write the steps in language appropriate for the task performer.��(2)	Start with a verb.�Use present tense. Write as if you are telling the soldier what to do.��(3)	Identify who performs the task step.�Identify the unit or element (e.g., squad, platoon.) or individual (platoon leader, S1, etc.), if appropriate. The task performer (unit or individual) may be listed before the verb to clarify who is performing the task.��(4)	Sequence steps.�If there is ---�then ---���(a)	A mandatory sequence,�List the steps in the order in which they must be performed.���(b)	No mandatory sequence,�List the steps in a logical order for efficiently accomplishing the task.��Note:	Indicate by note or remark which steps have a mandatory sequence.����Continued on next page

�V-2-6.  Task Performance Steps, Continued

��Quality	c.	To ensure quality task performance steps, individuals involved in writing and

Control	reviewing them must ensure ---

		(1) 	Sufficient detail is included so follow-on training products can be designed and developed.  For example, simulations require extremely detailed analysis.

		(2) 	All required performance steps are listed.

		(3) 	The verb accurately describes the required action and is written in present tense.

		(4) 	Performance steps are written in soldier/performer language.

		(5) 	The performance steps are listed in the appropriate sequence.

��V-2-7.  Task Performance Measures

��Description	a.	Performance measures are used to determine if a unit has performed the critical task

	to the established standard.  Performance measures are---

		(1) 	Actions that can be objectively observed and measured to determine if a task performer has performed the task to the prescribed standard.

		(2) 	Derived from the task performance steps during task analysis.  May cover one step, more than one step, or part of a step.

		(3) 	Measured in the form of “GO” or “NO GO.”  This is an absolute measure.  The task performer either ---

			(a) 	Performed or did not perform the action described in the performance measure.

			(b) 	Met or did not meet the performance measure criteria.

	Note:	Performance measures are not performance steps.

��Procedural	b.	When writing performance measures ---

Guidelines

Activity�Discussion��(1)	Identify task steps(s) evaluated�Identify the performance step, part of step, or multiple steps that this performance measures.��(2)	Write the performance measure(s) �(a)	Start with a verb. Use past tense --- the action must be performed before it can be observed

(b)	Write ---

	1	In language appropriate for performers and clear enough that both performers and evaluators agree on the requirements.

	2	So they are understandable without the reference.  (They may cite a reference if needed to perform the action.)

	3	To include information critical only to performance of the action.

(c)	Provide measurement criteria.  Establish criteria all successful task performers must meet each time to perform the task:���If criteria is in the form of ...�Then ...���Completeness�Establish either how thoroughly the action is performed or what the product produced must contain.���Accuracy�Identify the ratio between the correct, incorrect, and total response that must be met. 100% accuracy is appropriate only in life-threatening situations.���Speed�Identify how fast the performance measure action must be performed.����������Continued on next page

�V-2-7.  Task Performance Measures, Continued

��Procedural	(continued)

Guidelines�Activity�Discussion��(2)	Write the����	performance 

	measure(s)�If criteria is in the form of ...�Then ...��	(continued)�Duration�Establish the length of time the performer has to complete the action.���Sequence�Identify the performance sequence if there is a required sequence.  Sequence may apply to multiple performance measurers or be internal to one performance measure.���Format�Identify the required form for the type of product being produced.  Ensure form specifications are provided.���Number of errors�Establish the upper limit of errors that the task performer can have when performing the action.���Quantity�Identify the number of products that must be produced per specified time unit.���Tolerance�Identify the acceptable amount of deviation or margin of error from a standard.���Note: This criteria list is not inclusive.�����Performance	c.	Task performance measures are written in the following sample format:

Measure�PERFORMANCE MEASURES��Format





�01.  Platoon/team leader inspected vehicles, personnel, and equipment.

	a.	Ensured teams had required equipment.

		(1)  At a minimum, vehicles were equipped with the following operational equipment:

		(a)	M8A1 alarms.

		(b)	Chemical agent monitor (CAM).

		(c)	Marking Kit.

		(d)	M11 or M13 DAP.

		(e)	VS-17.

		(f)	M256.

		(2)	At a minimum, personnel were equipped with the following operational equipment:

			(a)	M3/M9 paper.

			(b)	M258A1/M291.

			(c)	MOPP suit and protective mask.

			(d)	NAAK (three sets).

	b.	Ensured M8A1 alarms were operational and mounted, M8/M9 paper was mounted, and all external equipment was stowed.

02.	Platoon/leader conducted reconnaissance, confirmed or denied presence of contamination, and determined boundaries of the contaminated area.

Note:	The procedures outlined are also applicable when the platoon/team unexpectedly encounters a contaminated area during the conduct of a mission.   The platoon/leader must be prepared to take immediate action to reconnoiter the contaminated area.�����Continued on next page

�V-2-7.  Task Performance Measures, Continued

��Quality	d.	To ensure quality task performance measures, individuals involved in writing and

Control	reviewing them must ensure ---

		(1) 	All required performance measures are listed.

		(2) 	Performance measures start with a  past tense verb.

		(3) 	Performance measures are written in soldier language.

		(4) 	The performance measures are listed in the appropriate sequence (if there is a mandatory performance sequence).

��V-2-8  Collective Task Analysis Report 

��Description	a.	The task analysis report is a means for displaying the individual task performance specifications.

��Example	b.	The following is an example of an Collective Task Analysis Report:	

�COLLECTIVE TASK ANALYSIS REPORT

(effective date)

TASK NUMBER:	

TASK TITLE:	

CONDITION:	

SPECIAL CONDITIONS:

STANDARD:	

REFERENCES:	

PERFORMANCE STEPS:

1.	

	a.	

	b -n.	

	References:

		Title:	

		Date:	

		Paragraph/pages

	Supporting Individual Tasks:	

		(Number, Title)

	Safety Factors/Hazards:	

	Environmental Considerations:	

Note:	Include Cue, condition, and standard when decision is made to create a 

		simulation to train this task

2-n.  (Same as above)

PEFRORMANCE MEASURES	

	1.			

		Performance step(s) measured __(number(s))___

	2. - n		

		Performance step(s) measured __(number(s))___

TASKS SUPPORTED:

	Collective tasks:	(list number(s), title(s))

	Individual tasks:	(list number(s), title(s))

	AUTL (tactical level) tasks: 	(list number(s), title(s))

COLLECTIVE TASK DERIVED FROM: 	(list number, title)

TASK(S) SUPERSEDED:	(list number(s), title(s))

ADMINISTRATIVE INFORMATION:

	POCs:	Name	Address	Phone No.	E-mail

	Analyst:	

	SME reviewer(s):	

	TD reviewer:��
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