Chapter VII-I


Job Aids


VII-1-1.  Chapter Overview


�
�
Introduction	a.	This chapter provides guidance for determination of requirements for and development of job aids.  Use of job aids is encouraged as they can reduce training requirements/cost-intensive training.


	Note:	Proponent schools have the option to develop job aids locally or as part of the Graphic Training Aid (GTA) program.  Refer to Chapter VI-11, GTA Program, for training development guidance on job aids developed under the GTA Program.


�
�
Chapter	b.	This chapter covers the following:
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VII-1-2.  Administrative Information


�
�
Purpose	a.	A job aid is a guide used to eliminate or minimize requirements to recall information when performing critical tasks.  It ---


	(1)	Provides a means to eliminate or reduce the amount of training required by providing an aid for use on the job.


		(2)	Allows for training on demand.


�
�
References	b.	Required regulatory references are as follows:


		(1)	AR 380-5, Department of the Army Information Security Program


		(2)	Other chapters, this regulation:


			(a)	Chapter I-1, Training Product Classification, Foreign Disclosure (FD) Restriction Statements, and Copyright/Proprietary Materials


		(b)	Chapter II-2, Training Development (TD) Workload and Resource Management


		(c)	Chapter VI-2, Critical Individual Task Analysis


		(d)	Chapter VI-4, Individual Training Design: Individual Training Strategies and Course/Product Design


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


�
�
Responsi-	d.	See Appendix B, Responsibilities, for top-level TD-related responsibilities.


bilities	Commanders/Commandants of Training/TD (task) proponent responsibilities as they relate to job aids are as follows:


		(1)	Determine job aid requirements.


		(2)	Produce job aids that ---


			(a)	Reduce training costs.


			(b)	Improve task performance on the job.


			(c)	Improve safety.


		(3)	Apply appropriate classification markings (IAW AR 380-5) and foreign disclosure restriction statements (IAW Chapter I-1) to each product containing classified military information (CMI) and controlled unclassified information (CUI).  Job aids that are --- 


�
�
Continued on next page


�
VII-1-2.  Administrative Information, Continued


�
�
Responsi-	(Continued)


bilities			(a)	Classified are considered CMI and require an appropriate restriction statement.


			(b)	Unclassified are considered CUI and require an appropriate restriction statement unless determined and marked as “Public Domain.”  


�
�
VII-1-3.  Job Aid Description and Requirements


�
�
Description	a.	A job aid provides information for performing a critical task(s) or skills and knowledge that support task performance on the job.  It can take on a number of forms and shapes.  The following table shows both the importance of and examples of job aids.


(1)  Types�
(2)  Value�
�
(a)	Detailed step-by-step procedures, such as that provided in a technical manual.�
(a)	Improve task performance through ---


	1	Increased work output.


	2	Reduced error rate.�
�
(b)	Check sheet.�
	2 	Reduced memorization requirements.�
�
(c)	Decision flow chart.�
(b)	Reduce training costs.�
�
(d)	Direction plate attached to an item of equipment, such as a diagram showing how to load paper into a copy machine.�
(c)	Improve safety, e. g., mandatory use of technical manuals to repair aircraft.


(d)	Improve standardization.�
�
(e)	Multimedia, possibly embedded, which facilitates job performance.�
�
�
	Note:  Job aids do not have to be elaborate or expensive.


�
�
Outputs	b.	Job aids are minimum essential requirements if identified during needs analysis or short-range training strategy development.  The development process results in validated job aids.


�
�
Start Point	c.	Training developers must take a proactive part in the decision to use job aids when possible to reduce training costs.  The following table shows the major activities they should follow during the TD process:


TD Phase�
Major Activities�
�
(1) Analysis�
(a)	Identify the need for a job aid (needs analysis).


(b)	Identify target audience description


(c)	Identify task performance specifications.�
�
(2) Design�
(a)	Determine critical task or supporting skill or knowledge that could/should be job aided when establishing the short-range individual training strategy for each job.


Note:  See Chapter VI-4, Individual Training Design: Individual Training Strategies and Course/Product Design.


(b)	Establish type job aid to be produced.


(c)	Establish job aid structure and format.


(d)	Outline/detail the job aid.�
�
(3)Development�
(a)	Produce the job aid.


(b)	Reproduce the job aid.


(c)	Validate the job aid.�
�
(3) Implementation�
Distribute the job aid.�
�
(4) Evaluation�
Determine job aid effectiveness.�
�
�
�
Continued on next page


�
VII-1-3.	Job Aid Description and Requirements, Continued


�
�
Procedure	d.	The general activities that occur during the TD process are as follows:


Step�
Action�
�
1�
Determine the requirement for a job aid during needs analysis.�
�
2�
If a requirement is not identified during needs analysis, identify during short-range training strategy development those tasks that could be trained with a job aid.�
�
3�
Determine the purpose for the job aid.�
�
4�
Identify the type job aid required to satisfy the purpose.


Note:	Consider on-the-job conditions, environment, etc.�
�
5�
Determine if a new job aid is required or if an existing job aid can be revised to accomplish the stated purpose.�
�
6�
Plan the job aid production.


Note:	See Chapter II-2, Training Development (TD) Workload and Resource Management.�
�
7�
Obtain approval for job aid production.�
�
8�
Review the target audience description.�
�
9�
Conduct a thorough task analysis.  


Note:	See Chapter VI-2, Critical Individual Task Analysis.


(a)	Determine the task performance accuracy requirement.


(b)	Identify the consequence of failed task performance.


(c)	Determine the difficulty of task performance.


(d)	Determine the memory/detail requirement.�
�
10�
Design the job aid.  Consider the following:


(a)	Ensure usability of final product.


(b)	Apply the “keep it simple” (KISS) principle.


(c)	Use minimal verbiage.


(d)	Provide precise instructions.


(e)	Provide clear, easy-to-understand graphics.�
�
11�
Develop the job aid.�
�
12�
Apply appropriate foreign disclosure (FD) restriction statements IAW Chapter I-1, Training Product Classification, Foreign Disclosure (FD) Restriction Statements, and Copyright/Proprietary Materials�
�
13�
Validate the job aid.�
�
14�
Obtain implementation approval.�
�
15�
Reproduce and implement the job aid.�
�
�
�
Process	e.	The job aid production is complete when it has been reproduced and distributed


Completion	for implementation.


�
�
Quality	f.	To ensure quality job aid development, all personnel involved must ensure 


Control	the job aid ---


		(1)	Accomplishes what it is designed to accomplish.


		(2)	Reduces or eliminates training requirements.


		(3)	Provides safe operations.


		(4)	Is immediately assessable to job performer.


		(5)	Is usable and understandable by the job performer.


�
�
�
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