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COLLECTIVE TASK ANALYSIS CHECKLIST
	


	Description:  Use the critical collective task analysis process to identify the task performance detail needed to develop efficient and effective unit training.  A task analysis is conducted for each critical collective task, to identify all task performance specifications for that specific task.  This checklist will help ensure that a comprehensive, complete, and quality collective task analysis is accomplished.  

NOTE:  Task proponents should conduct a collective task analysis for critical collective tasks only.


	Verify that each task meets the following requirements:
	YES
	NO

	Does the task performance condition statement describe the conditions under which the task will be performed in the field?  Specifically, does it—

	1.  Set the stage for task performance?
	
	

	     a.  Cue task performance?
	
	

	     b.  Describe the physical setting?  Does the task performance condition statement—
	
	

	         (1)  Present a field performance setting?
	
	

	         (2)  Specify how an NBC environment effects the task? 
	
	

	         (3)  Exclude references to training environment? 
	
	

	     c.  Identify all the resources required?  Does the task performance condition statement—
	
	

	         (1)  List personnel requirements?
	
	

	         (2)  List supporting unit requirements?
	
	

	         (3)  Use official, complete nomenclature?
	
	

	         (4)  List only those items required to perform the task?
	
	

	         (5)  Exclude training aids?
	
	

	         (6)  Exclude quantities required?
	
	

	2.  Control the boundaries for task performance?  If required, does the task performance condition statement—
	
	

	     a.  Establish the level of responsibility or level of supervision? 
	
	

	     b.  Provide specific description of performance site? 
	
	

	3.  Include all pertinent influences upon task performance including:
	
	

	     a.  Physical performance environment?
	
	

	     b.  Supervision/leadership and assistance?
	
	

	     c.  Environmental condition?
	
	

	Do the task performance steps—

	1.  Comprise a single discrete operation, movement, or action that comprises part of the task analyzed?
	
	

	2.  Present a major action a unit must accomplish in order to perform a collective critical task to standard?
	
	

	3.  Describe the action the unit must take to perform the task in operational conditions?
	
	


	
	YES
	NO

	4.  Provide sufficient information for a unit to perform the action?
	
	

	5.  Provide, as a whole entity, and identify all the actions that a unit must take to perform the task?
	
	

	6.  Start with a present tense verb?
	
	

	7.  Use language appropriate for the task performer?
	
	

	8.  Present a logical, sensible sequence order of performance?
	
	

	9.  Indicate, when required, a mandatory performance sequence?
	
	

	Does the task performance standard—

	1.  Indicate the criteria on which task performance is being evaluated?  (The criteria to which the task must be performed in the field.)
	
	

	2.  Use the jobholder's language?
	
	

	3.  Begin with a very specific action verb?
	
	

	4.  Cover the entire task?
	
	

	5.  Use the appropriate type of standards statement:?  When the task—
	
	

	     a.  Produces a product, does the standard describe the task criteria in terms of the product?
	
	

	     b. Does not produce a product, does the standard describe the task criteria in terms of the process?
	
	

	     c.  Produces a product and the process is important, does the standard describe the task criteria in terms of both the product and process?
	
	

	6.  Provide an objective standard (not distorted by personal feelings, prejudice, or interpretation)?
	
	

	7.  Provide an observable standard?
	
	

	8.  Provide a measurable standard?  Specifically, does a—
	
	

	     a.  Product standard measure accuracy, tolerance, completeness, format, clarity, number of errors, and quantity?
	
	

	     b.  Process standard measure sequence, accuracy, completeness, and speed of performance?
	
	

	     c.  Combination standard measure both the product and process?
	
	

	9.  Incorporate criteria critical for task performance?
	
	

	10.  Provide for reliability in measurement?  (That is, all performers will meet the criteria each time performed)?
	
	

	11.  Provide for discrimination between performers and nonperformers? Specifically does it—
	
	

	     a.  Provide sufficient information to separate performers and nonperformers?
	
	

	     b.  Identify criteria for successful performance of that unique task?
	
	

	     c.  Apply to the task performers only?
	
	

	12.  Provide comprehensive coverage of the task performance?  Specifically does it—
	
	

	     a.  Identify critical intermediate and final products and/or critical steps?
	
	

	     b.  Identify alternative criteria requirements when appropriate?
	
	

	     c.  Address the effect of special conditions (e.g., MOPP, SCUBA)?
	
	

	     d.  NOT refer the performers to another document for criteria?
	
	

	
	YES
	NO

	     e.  Limit the requirements to the scope of the conditions and performance steps?
	
	

	13.  Reflect reasonable and realistic expectations for the soldiers performing the task including?  Specifically does it—
	
	

	     a.  Require 100 percent accuracy only when necessary?
	
	

	     b.  Address only actions the task performer can control?
	
	

	     c.  Clearly state the actions required and the criteria for each required action?
	
	

	     d.  Stay within the scope of the task title and condition statement?
	
	

	Do the task performance measures—

	1.  Identify a major action the soldiers complete in order to meet task standard?
	
	

	2.  Identify which performance steps it covers/measures?
	
	

	3.  Begin with a single action verb (in 2nd person singular form)?
	
	

	4.  Specify how well the action must be performed?
	
	

	5.  Indicate the soldier's ability to perform the task?
	
	

	6.  Include a reference when it is required for task performance?
	
	

	7.  Present a measure that is understandable without a reference?
	
	

	8.  Include criteria that separates performers from nonperformers?
	
	

	9.  Include sufficient information to form the basis for evaluating the task performance?
	
	

	10.  Present a measure that is observable?
	
	

	11.  Provide evaluators with usable tool that is:
	
	

	     a.  Relevant to meeting the task standard?
	
	

	     b.  Clearly stated so that there is no chance of misunderstanding?
	
	

	     c.  Include all necessary information so the determination can be made that the covered steps were performed as required? 
	
	

	     d.  Provide for consistent application of the measurement criteria.  Does the task performance measure—
	
	

	         (1)  Present criteria so all successful task performers will meet each time they perform the task?
	
	

	         (2)  Present criteria clear enough that both performers and evaluators will agree on the requirements?
	
	

	         (3)  State clearly alternative requirements when they are essential?
	
	

	     e.  Sequenced in the order of performance?  (If appropriate.)
	
	

	     f.  Stated in the language of the task performer?
	
	

	12.  Specify how well the action must be performed by measuring completeness, accuracy, speed of performance, duration, sequence, format, number of errors, quantity, or tolerance (must cover at least one)?
	
	


