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SSI Reg 350-20
CHAPTER 1
GENERAL

1-1. PURPOSE. To prescribe policies and procedures for the design of train-
ing; the preparation, coordination, and approval of design products; and the
maintenance of an instructional design audit trail.

1-2. SCOPE. This regulation applies to all personnel, schools, and
organizations designing individual training in or for the U.S. Army Soldier
Support Institute (USASSI) and the NCO Academy (NCOA). Unless specified
otherwise, the term "school" as used in this regulation will apply to the NCOA
as well as the schools of USASSI. The term "school commandant" will apply to
the NCOA Commandant as well as the USASSI school commandants.

1-3. REFERENCES. Subsequent chapters of this regulation list references for
each step in the design process. In addition, Appendix A provides a
consolidated list of references.

1-4. DEFINITION.

Designer: An individual, civilian or military, who engages in
instructional or training design in or for ocne of the schools.

1-5. RESPONSIBILITIES.

a. The School Commandant establishes and/or approves overall priorities
for instructional design. Appendix B summarizes the instructional design
process and its related products.

b. The Director, Training Support, manages the design process.
Specifically, he/she:

(1) Establishes policies and procedures related to instructiocnal/
training design.

(2) Serves as principal adviser to the School Commandant/SSI Commander
on instructional design requirements, procedures, and techniques.

(3) Advises the school commandants on the requirements, procedures,
principles, and techniques of instructional design.

(4) Designs and conducts training for designers, as needed.
(5) Reviews and approves design products IAW Appendix C.

(6) Approves all major deviations from procedures and product
standards outlined in this regulation.
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(7) Ensures that directorate personnel process in a timely fashion
those products submitted to them for review.

c. Commandants of USASSI Schools:

(1) Ensure that school persomnel perform all necessary design steps
IAW this regulation and applicable TRADOC publications.

(2) Ensure that school perscomnel prepare, coordinate, and submit for
review and approval all design products IAW Appendix C.

(3) Approve design products TAW Appendix C.
(4) Fnsure that school persomnel meet all design milestones.

(5) Ensure that school persormel maintain an audit trail of design
activities and products IPW thie regulation and other appropriate TRADOC
directives, and Army Regulation (AR) 25-400-2. Appendix B provides a
corprehensive listing of design products which schools should file in their
audit trails.

d. The Comandant, NOOA, ensures Lhat NCOA persomel prepare tests from
test items provided by the Sergeants Major Academy (SMA) for use in the common
leader training portions of Rasic and Advanced NCO Courses (BNCOC and ANCOC) .
Moreover, the NCOA Commandant is responsible for all BNCOC and ANCOC conducted
at SSI even though USASSI schools are proponent for the technical portions of
these courses.

1-6. POLICIES. HQ TRADOC has spelled ocut the basic policies for instructicnal
design in several TRADCC publicationsg, notably TRADOC Regulations 350-XX
(Training Development Process, Management, and Product Develcopment), 351-1, and
TRADOC Pams 350-XX (Multimedia Courseware Developrent Guide) and 351-14.

Within the USASSI, the following policies apply:

a. The proponent schools will perform instructional design.

b. The Directorate of Training Support (DOTS) will review the products of
design for completeness, educational soundness, standardization, and compliance
with the Department of the Army (DA), TRADOC, and USASSI requirements. DOTS
will provide written critiques of all products reviewed. The critiques will
guide the revision of products by the proponent schools.

c¢. Where schools have previously designed training in a systematic
manner, they will conduct a periodic review of design to ensure the training is
current and efficient. Needs analysis may dictate the redesign of some
Lralning.
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d. When school persormel by-pass any step of the design process or fail
to produce any design product, the proponent school comandant will ensure that
they prepare a memorandum for record (MFR) and enter it into the audit trail to
explain why they did not meet the requirement.

e. School personnel will date every design product or document. In
addition, the individual who prepared the document will enter his/her name,
rank, and telephone number on the document or product (preferably in the upper
right corner).

f. BNCOC, ANCOC, ORC, OAC, WORC and WOAC contain "common core'" training
which is standard throughout all TRADOC schools. The SMA provides test items
to NCOA for use in common leader training (i.e., core) testing in BNCOC and
ANCOC. The SMA is thereby responsible for approving the subject matter
accuracy of these tests and for determining the type of testing conducted
(knowledge vs performance). Cores for OBC, ORC, WOBC and WOAC include training
and tests provided by various proponent schools throughout the Army via
Training Support Packages (TSP). These proponent schools are thereby
responsible for the accuracy of tests and kind of testing conducted in these
common cores. The USASSI school commandants are responsible for modifying this
training to meet the needs of PSS units and for changing the testing procedures
accordingly.

1-7. OVERVIEW. Instructional design constitutes the second phase of a
systematic apprcach to training. The boundary between analysis and design and
that between design and development are not always clear. Appendix B
summarizes the general steps in the design process, the principal products of
those steps, and required submissions, if any.

1-8. PROCEDURES. Subsequent chapters of this regulation detail specific
procedures for conducting the various steps of the design process.

1-3
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CHAPTER 2
EXISTING MATERTALS REVIEW

2-1. REQUIREMENT. Existing materiale include audio-visual, printed, or other
materials that address tasks or subjects that the school will be training. The
materials may or may not be instructional in nature. Existing materials review
is actually a two-phased process. The first phase involves the identification
and collection of existing materials and occurs at the outset of design. The
second phase involves the evaluation of Lhouse wmalerials to determine their
applicability to the training under development. This phase occurs after
echools have written terminal and enabling learning objectives.
2-2. REFERENCES.

a. Approved critical task and training site list.

b. AR 108-2.

¢. DA Pam 25-30.

d. DA Pam 350-100.

e. DA Pam 351-20.

£. FM 12-6.
g. EM 14-7.
h. FM 25-100.
i. FM 100-5.

j. TRADOCC Pam 71-9.
k. TRADOC Pam 350-30 (Phase TTI, Develcop, vp. 198-219).
1. Current Programs of Instructions (POI).

m. Textbooks, modules, lesson plans, handouts, and other materials used
in current resident and nonrcsident courses.

n. Catalog of Shared Tasks
o. MOS Training Plan (MIP) for units within which MOS is located.
p. Threat documents.

g. Terminal and enabling learning objectives for the training under
development (when written) .
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2-3. PROCEDURES.

a. When the DOTS director has approved critical task and site
recommendations, the school commandant will appoint an individual to serve asg
the designer for the course or skill level training.

b. The designer will review reference 2-2a to identify the tasks for which
training is needed.

¢. ‘'lhe designer will then conduct research to identify programs and
materials which may apply to these tasks/subjects. It is impossible to list
all posesible sources of materials. However, references 2-2b through m are some
common sources. Most of the existing materials are those used in courses
taught at the USASSI, or in courses taught in Reserve Component training
facilities. The designer should not overlook USASSI non-resident training
materials nor materials from other service schools. Still other possible
sources include civilian institutions, other armed services, and other
govermment agencies.

d. When the designer has completed the research, he/she should list and
collect as many existing materials as possible. He/she will carefully evaluate
these materials later in the design process.

e. When the designer has written the terminal and enabling learming
objectives, he/she will evaluate the existing materials.

(1) The designer will review materials to determine if:
(a) They will satisfy the objectives without medification.

(b) It is more time and cost effective to modify them to satisfy
objectives than to develop new materials.

(¢) He/she can use them as the basis for the instruction with
supplemental materials that the school would develop.

(d) They are usable as resource materials.
(e) They are not usable at all.

(2) The designer will cbserve the following guidelines during the
review:

(a) Do not modify cbjectives to fit existing materials.

(b) Keep in mind any constraints identified earlier, especially
if they dictate mode or medium.

2-2
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(¢) Tt is often cheaper to develop a new TV tape, slide show,
film, etc., than to modify an old one.

(d) Be thorough the first time. A little extra time spent during
the review may save a grcat decal of timc and money later.

(e) Remember that, within a specialty, training at higher skill
levels (grades) should build upon, rather than duplicate, training at lower
skill levels (grades). If the soldier performs a task at multiple levels, some
refresher training may be necessary. However, the Lraining, practice, and test
situations should be tailored to the particular target audience. This may
require modification of existing materials or new development .

(f) Don't feel that everything done before is useless. Take the
approach that you can use all existing materials unless your review proves
otherwise.

(g) Keep track of the materials you review.

(h) The proponent schools for some of the existing materials may
have already validated them. If so, you should carefully review the validation
data.

(3) There is no cut-and-dried way to review materials. However, the
checklist at Appendix D provides a handy tool to guide the review. As you
review the materials, be sure to corpare them with the learning objectives.

f. The designer will prepare:

(1) A list of materials for use without modification. The list should
identify the material, the learning cbjective it supports, and the location of
the material (if not filed with the dbjective).

(2) A list of materials that require nmodification. This list should
identify the material, the learning objective it supports, the location of the
material (if not filed with the cbjective), and a description of the needed
changes.

(3) A list of training voids--i.e., leamning dbjectives for which no
usable materials exist. This list identifies learning cbjectives for which the

school nust develop brand new materials.

g. The designer will submit the lists (the results of his/her review) to
the school commandant for approval.

2-4. DISPOSITION. ‘lhe proponent school will file the review results (lists)
and related materials.
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CHAPTER 3
QOURSE (SKILL LEVEL) TRAINING STRATEGY

3-1. REQUIREMENT. The course or skill level training strategy is a "game
plan, " consisting of the elements described in paragraph 3-3. Although the
school develops it early in the design phase, it is a "working" document which
the school must update throughout the entire design/develcpment process. In
other words, many parts of the strategy at first are guesses or estimates. As
design and develcopment proceed, the school must refine these parts of the
strategy. Eventually, much of the strategy will evolve into the course
management guide or training management plan. SSI Reg 350-21, Resident Course
Developmrent, provides detailed guidance for the development of user
instructions/course management guides.
3-2. REFERENCES.

a. Approved critical task and training site list.

b. Program of Instruction (POI) for existing course (if any).

c. Individual 'lraining Plan (11P) for the MOS/branch.

d. Feedback/evaluation file.

e. Needg analysis file.

f. Branch Liaison Team (BLT) reports.

g. Target population description for the skill (grade) level of the
MOS /branch.

h. Iessons learned from combat training centers (CIC), Army-wide
exercises, and actual wartime operations.

i, TRADCC Regulation 350-%X.
j. TRADOC Regulation 351-10.
k. TRADOC Pamphlet 350-XX.

1. TRADOC Pamphlet 351-14.
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3-3. PROCEDURES.

a. The designer will draft the training strategy, including the following
elements:

(1) A list of tasks for training in the new/revised course. He/she
can derive this 1ist from reference 3-2a.

(2) A description of the existing course/training (if any). At a
minimum, the description should cover course length, course frequency, student
load, instructor and support requirements, instructiocnal mode, and subject
matter. If the course ie tack oriented, the description should include a list
of tasks trained. Reference 3-2b should prove useful.

(3) A description of problems with the existing training (or lack of
training) . These should be problems that the school expects to solve or
alleviate via the new/revised training. References 3-2¢ through g may provide
clues to problems that exist or to situations that have the potential of
becoming problems. The school commandant, department director, and current
course director may also be able to identify problems that the strategy should
address.

(4) A target population description. This description should already
exist (reference 3-2h). The designer should review and update it before
incorporating it into the training strategy. When writing for a target
population, the developer must consider future MOS/SC changes, work center
structure and missions, equipment enhancements, and current MIOE and TDA unit
structure and missions. All of these provide insight into where the soldiers
serve and the missions which they must perform. It is also important to keep
abreast of future doctrinal and organizational changes so that your training
materials are not made out of date by shifts in unit missions or organizational
structure changes.

(5) A description ot materials for development. The review of
existing materials (see Chapter 2 of this regulation) will provide some of the
information needed for this part of the strategy. The decigner will also need
to consider preliminary judgments concerning instructional mode.

(6) A description of the kinds of tests the school will develop/use.
All tests will be criterion referenced and, where possible, will be performance
tests.

(7) A description of student flow. This is a general listing of the
types of learning activities a student will experience during the course. As

design and development proceed, the designer will write this section in greater
detail.

(8) A description of the need and provision for remediation and
retesting in the course.
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(9) A description of the need and provision for spaced practice/
reinforcement training in the course.

(10) A list of facilities and equipment needed for the course. The
designer can, [or the most part, derive information for this part of the
strategy from the ITP (reference 3-2c).

(11) A list of staffing requirements. Here, the designer must detail
the numbers and types of instructors and support personnel needed. (Remember
that the skills required for conducting small group instruction differ from
those required for platform instruction. A small group leader needs different
skills than a lecturer neede.) 2Again, the ITP ig a useful reference.

(12) A recommended milestone chart. The strategy must establish dates
for accomplishing key events in the design/development/implementation process.
The ITP will provide some dates. However, the designer must review and, if
necessary, revise these dates in light of current staffing and USASSI
priorities.

b. The designer will submit the draft training strategy to the school
commandant for coordination, review, and approval IAW Appendix C. All
reviewers will check to see that the strategy is consistent with QVF/officer
training strategies and with sound educational principles.

c. As design and development proceed, the designer/developer will
update/refine the strateqgy as needed. Don't forget: this is a working
document. (A mandatory update of the strategy is required after the designer
has specified leaming activities. See Chapter 8 of this regulation.)

d. The designer will document all changes to the strategy to indicate what
changed, when it changed, why it changed, and who authorized the change.

e. 'The school comandant will review and approve the revised/updated
strategy.

3-4. DISPOSITION. The proponent ochool will file the training strategy.
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CHAPTER 4
COURSE ADMINISTRATIVE DATA (CAD)

4-1. REQUIREMENT.

a Course administrative data {(CAD) comprise one of the required documents
in the Training Requirements Analysis System (TRAS). TRADOC uses CAD documents
to develop student inmput requirements for new or revised courses and to
establish course files in the Army Training Requirements and Resource System
(ATRRS) . In addition, it uses CAD to provide the US Army Recruiting Command
(USAREC) with descriptione and prerequisites for initial entry training (IET)
courses and to update information in the US Army Formal Schools Catalog
(reference 4-2b). TRADOC requires schools to submit CAD 36 months prior to the
beginning of the fiscal year in which the new or revised course will begin.
This is necessary so that TRADOC can include individual training requirements
in the Army Program for Individual Training (ARPRINT). If a 36-month lead is
not feasible, schools should submit the CAD as early as possible. NOTE: The
CAD document becomegs the preface page in the POI for the course. CAD documents
will be gererated using POIMM.

b. SSI Reg 350-19 (Chapter 5) requires the DOTS director to appoint a
single point of contact (POC) for the management and coordination of all TRAS
documents within the USASSI.

4-2. REFERENCES.

a. AR 350-10.

b. DA Pamphlet 351-4.

c. TRADOC Regulation 351-1.

d. Course training strategy.

¢c. Individual Training Plan (ITP).

f. Program of Instruction Management Module (POIMM) Users Manual.

4-3. PROCEDURES.

a. MAfter the school commandant has approved the course training strategy
and after the school has determined the approximate course length, overall
course objectives, and entry levels, the designer will prepare the CAD document

IMW references 4-2c and 4-2f. This is usually done in concert with the course
director and the TRAS POC in DOTS.
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b. The designer will submit the CAD to the school commandant for review
and approval. The school commandant will forward the CAD to DOTS on a disk.

c. The TRAS POC in DOTS will review and coordinate the CAD submission IAW
reference 4-2c¢. In addition, the TRAS POC will revise the submission as
necessary to effect compliance with the references and will coordinate any
changes with the designer and school commandant.

d. The TRAS POC in DOTS will draft memorandums of transmittal for the CAD
to the TRADOC Manpower Agency (TMA) and to HQ 'ITRADOC using POIMM.

c. The DOTS director will submit the CAD to the TMA and to HD TRADOC IAW
references 4-2c and 4-2f.

f. When HQ TRADOC returns the CAD, the TRAS POC in DOTS will coordinate
with the school commandant and the school designer to meke required changes, if
any.

4-4., DISPOSITION.
a. The TRAS POC in DOTS will:

(1) Maintain the record file of CAD and approval documentation.

(2) Provide a copy of each CAD submission to Training Management,
DOTS.

(3) Furnish copies of revised CBD to the school commandant.

b. The proponent school will file copies of the CAD and related
documentation in the audit trail.

4-2
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CHAPTER 5
TERMINAL LEARNING OBJECTIVES (TLO)

5-1. REQUIREMENT. TLO are the very foundation of cur systematic approach to
developing instruction. The first step in the design process is the
identification of the end product--that is, what we expect the student to be
able to do after exposure to our instruction. The TLO is the basis for all
further design and development efforts--the construction of tests, the
specification of learning activities, the drafting of the POL, the writing of
lesson plans, etc.
5-2. REFERENCES.

a. Course (gkill/grade level) training strategy.

b. Task sumwries for Lhe tasks Lo be trained.

. TRANOC Requlation 350-XX.

d. TRADOC Pamphlet 350-30 (Phase II, pp. 1-34).

e. 'TRADOC Pamphlet 350-XX.

f. TRADOC Pamphlet 351-14.

g. Mager, Robert F., Preparing Instructional Objectives.

h. Dillman, Caroline Matheny, and Harold F. Ralmlow, Writing
Instructional Objectives.

i. Pipe, Peter, Opjectives--Tool for Change.

j. Mager, Robert F., Measuring Instructional Intent: r Got A Match?
(pp. 15-46).

5-3. PROCEDURES.

a. The designer will review reference 5-2a to identify the tasks for
which the school will develop training.

b. The designer will then cbtain copies of the Soldier's Marmual (SM) or
Officer Foundation Standards Manmual (CFSM) task summaries for these tasks
(reference 5-2b).

c. If the designer is irexperienced, he/she should review one or more of
the references listed in paragraphs 5-2c¢ through j.

d. Using the task informaticn included in the task summary, the designer
will write a TLO for each task to be trained, IAW the procedure at 2
Appendix E.

5-1



SSI Reg 350-20

(1) The 110 will describe desired student performence (action) at the
end of training on the task and will include action, conditions, and
standards. In other words, the TLO will describe a test which the designer
will later prepare to assess the student's ability to perform the task.

(2} Tasks which are unusually long and/or complex may require training
via more than one lesson and testing via more than one test. Such a task would
require the designer to write more than one TLO to support it.

{3) Remember that the pertormance, conditions, and standards described
on the SM/OFSM pages are those used to evaluate a soldier in the actual job
envirorment. The TLO must describe the performance (action), conditiong, and
standards used to evaluate a student in the school environmment, i.e., a test.
These two descriptions may or may not be the same, depending on the constraints
of the learning environment.

(4) If the school cannot train a task to SM/OFSM standards (i.e., job
performance standards), the designer should ensure that the Task and Subject
Summary port.ion of the POT reflects this and includes a statement of rationale
in the REMARKS colummn.

(5) In addition to critical tasks, the school must write TIO for all
blocks of instruction that require the student to do something at the end of
training (i.e., demonstrate mastery via a test or final practice exercice).

(6) The designer should prepare "scope" statements, instead of TLO,
for blocks which do not require student performance. These are blocks during
which the student simply receives information and which do not require the
student to subsequently demonstrate mastery via test or final practice
exercise. Such a scope statement is simply a listing of the subjects covered
by the instruction.

NOTE: Do not confuse the above with "SCOPE" statements included in POI
entries. POI entries should reflect student pertormance (i.e., the action
portion of a TLO) whenever possible.

e. The degigner will then ensure that each TIO is adequate by checking it
against the criteria listed in Appendix F.

f. The designer will then submit the completed TLO for coordination,
review, and approval IAW Appendix C.

g. As design and development proceed, the designer will revise the TLO as
needed. Remember that TLO, once written, are not "cast in concrete," but
should change if at a later date there is reason to change the desired outcome
of the instructicn. The designer should, of course, document every change in
the audit trail.

5-4. DISPOSITION. The propcnent school will keep files of approved TLO.

5-2
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CHAPTER 6
LEARNING ANALYSIS

6-1. REQUIREMENT. The Lask analysis descrilbes how a soldier on the jcb should
perform a task. The terminal learning cbjective describes how a student in
the school envirorment should perform after completing training on the task.
When school persormel have concucted the task analysis and written the TIO,
they must conduct a learning analysis to describe exactly what the student must
learn if he/she is to reach that performance ocutcome. The end products of
learning analysis are lists of specific knowledge and skills that the student
must acquire and enabling lcarning cbjectives (ELO). While the TLO describes a
test (terminal student performence), an ELO describes a practice exercise used
to assess student mastery of enabling skills and knowledge that lead to the
terminal performance.
6-2. REFERENCES.

a. Course (skill/grade level) training strategy.

b. TIO for each task to be trained.

¢. Task analysis for each task to be trained.

d. TRADOC Regulation 350-XX.

e. TRADOC Pamphlet 351-14.

f. TRADCC Panphlel 350-30 (Phase II, Design, pp. 18-22).

g. Pipe, Peter, Objectives--Tool for Change (pp. 26-35).

6-3. PROCEDURES.

a. The designer will cbtain the most current target population
description (usually found in the coursc training strategy), the TLO for each
task to be trained, and the task analysis for each task (references 6-2a
through c).

b. The designer will then review cne or more of the references listed in
paragraphs 6-2d through g, il he/she is a novice.

. Next the designer will conduct a learning analysis of each task. The
following is a recommended approach. It calls for using the format shown at

Appendix G.
(1) Identify the major steps {(large "chunks") of the performance.

(2) Bnalyze each major step into substeps and, if necessary, into
sub-substeps.

6-1
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(a) Use the task-detailing method--i.e., convert decision steps
into positive action statements (such as, "Determine . . . .").

(b) The more detailed you make this analysis, the more likely
you are Lo identify all the skills and knowledge required for task performance.

(3) Identify the skills and knowledge required to perform each major
step and substep.

(a) Ask: What does a person need to know or be able to do in
order to perform the step or substep?

(b) Be repetitious. 1If a person needs a skill or knowledge for
different stepsg, repeat it.

(4) Identify ekills and knowledge that you assume entry students
possess.

(a) Draw a line through each assumed skill or knowledge.

(b) In the "NOTES" column, write: "Assumed Skill" or "Assumed
Knowledge. "

(5) Identify any skill or knowledge that ie prerequisite to (must be
learned before) any other skill or knowledge.

(a) Do not confuse prerequisite skills and knowledge with
sequence of performance.

(b) Enter a brief explanation of prerequisites in the "NOTES"
colum. (Exarple: Students mist Jeamm to subtract before they can master long
division.)

(6) Identity any regquired action or procedure that may pose a
environmental or safety threat.

(a) Determine the correct actions necessary to perform parts or
all of the task to minimize the threat.

(b) Enter a brief explanation of the safety hazard in the
"NOTES" colum. (Example: Do not cperate the equipment without first ensuring
that it is properly grounded to prevent electrical shock.)

d. Using the learming analysis results, the designer will then write EIO
as needed. He/she will write every EIO in the same way as a TLO--i.e., it will
describe the conditions, acticn, and standards of performance (in the school
environment) . These enabling objectives describe practice exercises that will
be used to asgess student mastery of the enabling skills and knowledge.
Appendix H incluces some examples of ELO.
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€. The designer will engure each ELO is adequate by checking it against
the criteria shown in the checklist at Appendix H and msking revisions as
necessary.

f. The designer will submit Lhe learning analyses (Task/Learning Analysis
Worksheets) together with the appropriate TLO and ELO to the school commandant
for coordination, review, and approval IAW Appendix C. All reviewers way use

Appendix H.

g. As design and develcpment proceed, the designer or developer will
revise the learning analysis as needed. 2Any change in a TIO is very likely to
have an impact on the subordinate skills and knowledge. The designer/developer
will document all changes in the audit trail.

6~4. DISPOSITICN. The proponent school will file the learning analyses,
together with the TLO and ELO.
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CHAPTER 7
CRITERICN TESTS AND RELATED DOCUMENTS
7-1. REQUIREMENT. When DOTS has approved learning objeclives, schools need

to construct and validate tests to measure whether or not students have
attained rhe obhjectives.

a. TRADOC Regulation 350-XX (reference 7-2b) requires that schools use
criterion-referenced testing to evaluate soldiers completing courses. This
means that schools will measure student performance against prescribed
standards (criteria). SSI Regulaticn 350-22 (reference 7-2g) provides detailed
guidance pertaining to the student measurement program.

b. Designers/test writers may develop many different types of tests,
including pretests/diagnostic tests, student practice tests/self-tests,
module/lesson tests, and post-tests/end-of-course comprehensive tests (EOCCT) .
EOCCT are no longer required for AIT, BNCOC, and ANCOC.

c. The procedures outlined in this chapter apply to the design,
development, and validation of all types of criterion tests and to the
development of test administration and scoring guides and course grading plans.
7-2. REFERENCES.

a. AR 351-1.

b. TRADCC Regulation 350-XX.

c. TRADOC Regulation 350-24.

d. TRADOC Regulation 351-10.

e. TRADCC Pamphlet 350-30 (Phase II, pp. 35-61).

f. TRADOC Pamphlet 351-14.

g. S8SC Regulation 350-22.

h. Mager, Robert F., Measuring Instructional Intent: Or Got a Match?

i. Approved learming objectives.
7-3. PROCEDURES.

a. Test Construction and Validation. The designer/test writer will:
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(1) Read/review references 7-2a through i as appropriate.

(2) Construct the test IAW the procedures laid out in Steps 1 through
39, Appendix I and the guidelines at 2ppendix J. Each test must meet the
criteria specified in Appendix M.

(3) @Give the test to a qualified performer for a face-validity check.
Appendix K ig a form for conducting this check.

(4) Revise the test as needed.

(5) Prepare administrative procedures and instructions IAW Step 31,
Appendix I, and Appendix L. The latter provides format and content guidance
for student instructions and for test administration and scoring guides.
Usually every test will require its own student instructions. However,
depending on simi_arity in test design, the designer may or may not consolidate
test administration and scoring instructions for multiple tests into a single

guide.

(6) Present the test to two or three impartial experts for technical
review TAW Step 32, Appendix I. (Impartial experts are designers, developers,
instructors, or other people who have had no role in the design of the test.)
They should use the test review checklist at Appendix M during this review.

(7) Revise the test and/or administrative procedures and instruc-
tions as needed. If the designer makes revisions, he/she should repeat the
technical review performed during the previocus step, using different impartial
reviewers.

NOTE: At this point, the designer may consider the test valid. However, 1if
time and other resources peymit, he/she may conduct a wore formal validation,
using master and nonmaster performers. Defining "master performer" is
sometimes a problem. (Job incumbents may have to rate themselves on task
mastery.) Nommasters should be members of the student population which will
use the test. In general, one may consider the test valid if master perforwmers
do well on the tegt and nonmagter performers do poorly. In other words, this
validation effort indicates whether or not the test discriminates between
experts and those who have received no instruction. The designer should use
the form at Appendix N during this formal validation.

b. Test Approval. After he/she has validated a test, the designer/test
writer will submit it, with administration and scoring instructions, approved
TLO, validation data, and completed Test Review Checklist (Appendix M), to the
school comandant for review, coordination, and subsequent transmittal to the
DOTS director for approval IAW Appendix C. Schools will transmit tests via the
Product Review/Contxol Sheet (FJ Form 350-100-19) shown at Appendix O.
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¢. Alternate Test Versions. Once the designer/writer has validated a test,
he/she will construct alternate versions of the test if needed. All AIT
courses, BNCOC, and ANCOC must have two versions of each test. Alternate
versions should reflect the same format, the same coverage of subject matter,
the same standards, and, as clousely as possible, Lhe same level of diflicullLy
as the original version. The designer/writer should use procedures outlined in
paragraph 7-3a in developing and validating alternate versions of the test.

NOTE: Ordinarily it is not practical to take steps to verify the equivalency
of alternate test versions. However, if desired, the test designer/writer can
consult with testing specialists in DOTS to cbtain procedures for determining
or verifying the comparability of altcrnate test versions.

d. Course Grading Plan. When DOTS has approved all tests:

(1) The designer, in concert with the course director, will prepare a
Course Grading Plan using the form shown at Zppendix P. The plan will conform
with the reguirements spelled out in paragraph 7-1 of this regulation and in
reference 7-2g.

(2) The designer will submit the Course Grading Plan to the school
commandant for review, coordination, and approval IAW Appendix C. He/she will
then submit the plan to the DOTS Test Coordinator.

(3) The DOTS director will approve/disapprove the course grading plan
for the USASSI Commandant IAW Appendix C.

7-4. DISPOSITION.

a. The Test Coordinator, DOTS, will file master copies of all tests, answer
keys, and Course Grading Plans.

b. The proponent school will file a copy of each test (with approval and
validation documents), each test administration and scoring guide, and each
Course Grading Plan.

¢. Schools and DOTS will protect all tests and answer keys IAW USASSI
academic security policies and procedures. (See SSI Requlation 350-22.)
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CHAPTER 8

LEARNING ACTIVITIES

8-1. REQUIREMENT. When school personnel have written learning objectives,
congtructed criterion tests, and established learning sequence, they must
determine the learning activities which will ensure that instruction is
effective, efficient, and directly related to task performance. It is also
necessary to determine the type of delivery system that they will use for the
training. This means that they must select instructional media and methods.
These decisions are extromely critical because they impact not only on training
effectiveness, but alsc on the cost of developing, implementing, and
maintaining the training. Moreover, these decisions determine whether the
training will be interesting and challenging. Designers should not assume that
every lesson will be delivered via conference/lecture, for instance. Rather
they should make consclous decisions to ensure that the activities, methods,
and media are appropriate for the particular student population and for the
desired learning outcome.

8-2. REFERENCES.
a. TRADOC Regulation 350-XX.
b. TRADOC Regulation 350-26.
c. TRADOC Pamphlet 350-30 (Phase III, Develop).
d. TRADCC Pamphlet 350-XX.
e. TRADOC Pamphlet 351-1.
f. TRADOC Pamphlet 351-14.
Course/skill level training strategy.
learning objectives.
i. Iearning analysis results.
8-3. PROCEDURES.
a. The designer will specify learning activities for each learning
objective by following the procedures in reference 8-2c. The generic steps in

this process include:

(1) Identify general learning guidelines. The four guidelines
listed in reference 8-2d will apply to almost every leamming objective.
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(2) Classify each learning objective by category and subcategory of
learning. Note that the action verb in the objective should provide a clue to
the learning category and subcategory. Table III.6, pages 12-16, reference
8-2c, is a useful tool for classifying cbjectives.

(3) Identify learning guidelines that apply to each learning sub-
category for each learning cbjective. Pages 34-104, reference 8-2d, provide
decision tables (flowcharts) ard narrative learning guidelines for each
learming subcategory.

(4) Specify learning activities for each learning objective. IList
these aclivilies in the format shown at 2ppendix Q.

b. The designer will describe the environment in which the learning will
take place, using the checklist shown at Appendix R. If there is a definite
location where the school must conduct the training, the designer needs to
prepare only one checklist. However, if the school conducts Lhe Lraining at
more than one location or if there are options in location, the designer will
describe each cne on a separate checklist.

c. The designer will select the medium/media appropriate to each learn-
ing activity IAW reference 8-2¢ or 8-2f. He/she may use the worksheet shown in
Figure III.4, page 109, of reference 8-2d during the media selection process.
Generic steps include:

(1) Select a pool of media mixes.

(2) select media from the pool of media mixes. Consider cost and
other administrative criteria. Table II11.7, page 112, reference 8-z2c¢, provides
a relative cost comparison of different media.

(3) Reject impractical approaches. Pages 120-121, reference 8-2c,
list important reijection factors.

(4) Select the optimum media mix and provide written raticnale for
this selection.

d. Using information derived during the previous steps, the designer will
prepare instructiocnal plamning worksheets in the format shown at Appendix S.

e. The designer will submit the instructicnal plaming worksheets to the
school commandant for review, coordination, and approval IAW Appendix C.

f. When the school commandant has approved the instructional planning
worksheets, the designer will prepare a sequential list of the learning
activities. He/she will base this on the learning analysis, the learning
activities specified, the media selected, and the learning constraints
identified.
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g. The designer will then update the course/SL training strategy and
submit it to the school commandant for review, coordinaticn, and approval IAW
Appendix C. At a minimum, the designer will update the following parts of the
strategy:

(1) Description of student flow, including a detailed listing of
learning activities and learning sequence.

(2) Description of the need and provisions for remediation.

(3) Description of the need and provisions for spaced practice/
reinforcement.

(4) Listing of facilities and equipment needed for the course.

h. When the school commandant has approved the updated strategy, the
designer will then review existing materials IAW Chapter 2 ol Lhis regulation.

8-4. DISPOSITION. The proponent school will file the following materials:
lists of learning activities; description(s) of the learning environment; media
selection worksheets; approved instructional planning worksheets; updated and
approved course/SL training strategy; and coordination and approval

documents.
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CHAPTER 9
PROGRAM OF INSTRUCTION (POI)

9-1. REQUIREMENT. A POI is a Training Requirenments Atalysis System (TRAS)
document that describes a formal resident course in terms of its purpose, pre-
requisites, content, instructional mode, length, and required resources. Tt
serves to document approval of those course essentials. It also provides the
basis for determining and procuring resources for coperating the course. The
proponent school drafts the POI near the end of the design phase and DOTS
submits it to TRADCC for review at least 6 months prior to the implementation
of training. TIOIs are developed using the POIMM and are submitted to DOTS on
digkette.

9-2. REFERENCES.
a. AR 37-100.

b. AR 350-1.

0

DA Pamphlet 351-4.

d. TRADOC Regulation 351-1.

e. Individual Training Plan (ITP).

f. Course/skill level training strategy.

g. TIO and EIO for each task to be Lrained in the course.

h. Task sumary (Soldier's Marmal/Officer Foundation Standard Manual
page) for each task to be trained in the course.

i. MOS training plan (MIP) from the Soldier's Manual/Trainer's Guide
(SM/TG), 1if applicable.

j. OFS Developmental Matrix from the branch Officer Foundation Standard
Manual (OFSM), if applicable.

k. Current ARPRINT computer printout.
1. Previously submitted CAD for the course.

m. Program of Instruction Management Module (POIMM) Users Manual.

9-3. PROCEDURES.
a. The designcr, in concert with the course director, will:
(1) Cktain copies of the references listed in paragraph 9-2.
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(2) Draft a POI using POIMM. This may require coordination with the
TRAS POC in DOTS.

(3) Submit the POI to the school commandant for review and internal
coordingation.

(4) Submit a copy of the POT to NCOA for coordination of BNCOC and
ANCOC courses.

(5) Revise the materials IAW coordination feedback and resubmit them
to the school commandant.

b. The school commandant will approve for content and forward the POI to
DOTS for subsequent review, coordination, and submission IAW Appendix C.

¢. The TRAS POC in DOTS will:

(1) Review the POI, ensuring they meet the requirements of
references 9-2d and 9-7?m, agree with the training strategy laid out in the
current ITP, and agree with the most up-to-date MOS Training Plan in the
Soldier's Manual/Trainer's Guide (if applicable) or OFS Develcpmental Matrix in
the Officer Foundation Standard Marmal (if applicable}.

(2) Coordinate the POI IAW Appendix C. If necessary, he/she will
revise the materials and coordinate changes with the school designer and the
school commandant.

(3) Draft a memorandum of transmittal to the TRADOC Manpower Agency
(TVR) .

d. The DOTS director will submit the POI on diskette and the transmittal
memorandum to the TMA for validation of the ICH, optimum class size, course
length, and for review of the POI equipment and facilities summaries.

e. When the TRAS POC in DOTS receives the TMA validation memo, he/she
will draft a transmittal memo to HQ TRADOC IAW rcfercnces 9-2d and m.

f. The DOTS director will forward the POI on diskette to HQ TRADOC for
review IAW reference 9-2d and m.

g. After HQ TRADCC has reviewed and approved the POI for resourcing
purposes, the TRAS POC in DOTS will forward the approved POI on diskette to the

achool commandant .

9-4. DISPOSITION. DOTS will file record copies of the following documents,
while the proponent school will tile intormation copies:

a. Ipproved POI and reviewers' commente.
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b. Correspondence relating to the POI.

c. 2Approval documentation.
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APPENDIX A
REFERENCES
Aruy Requlations
25-400-2 The Modern Army Recordkeeping System (MARKS)
37-100 Account /Code Structure
108-2 Army Training and Audiovisual Support
350-1 Army Training
350-10 Management of Individual Training Requirements and Resources
351-1 Individual Military Education and Training
DA Pamphlets
25-30 Consolidated Index of Army Publications and Blank Forms
350-100 Extension Training Materials Consolidated MOS Catalog
351-4 Army Formal Schools Catalog
351-20 Army Correspondence Course Program Catalog
Field Manuals
25-4 How to Conduct Training Exercises
25-5 Training for Mcbilization and War
25-100 Training the Force
25-101 Battle Focused Training
100-5 Operations
TRADOC Regulations
310-2 Design, Development, Preparation and Management: of ARTEP Documents
350-24 Rasic and Advanced NCO Training in TRADOC Noncommissioned Officer

Academies (NCOA)
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TRADCC Requlationg (cont'd)

350-26 Using Computers to Train

350-XX Training Development Process, Management, and Product Develcpment
3571-1 Training Requirements Analysis System (TRAS)

351-10 Guidelines for the Development of Enlisted Training

351-11 Soldier Training Publications (STP) Policy and Procedures

351-12 Military Qualification Standards (MQS) System Products, Policy and

Procedures (MOS to become Officer Foundation Standard [OFS] upon
next revision)

TRADOC Panmphlets

71-9 TRADOC Training Devices for Armywide Use

350-XX Multimedia Courseware Development Guide

350-30 Interservice Procedures for Instructional Systems Development
351-1 Extension Training Material (EIM) Management and Development
351-14 Systems Approach to Training Design

TRADCC Circular

3571-88-1 Tnteractive Courseware (ICW) Management and Development

USASST Requlations

350-19 Individual Analysis

350-21 Resident Course Development
350-22 Resident Student Measurement
Books

Dillman, Caroline Matheny and Harold F. Rahmlow, Writing Instructicnal
Cbjectives (Belmont, CA: Fearon Publishers, Inc., 1972).

Mager, Robert F., Measuring Instructional Intent: Or Got a Match? (Belmont,
CA: Fearon-Pitman Publishers, Inc, 1973).
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Books {(cont'd)

Mager, Robert F., Preparing Instructional Objectives (Belmont, CA: Fearon
Publishers, Inc., 2nd., 1962).

Pipe, Peter, Objectives--Tool for Change (Belmont, CA: Fearon Publishers,
Inc., 1975).
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APPENDIX B

SUMMARY OF INSTRUCTICNAL DESIGN

PROCESS PRODUCT (S) SUBRMISSION
Identify and collect existing List of all existing None
materials materials/programs

and their locations
Develop a training strategy for Draft training None
the course or skill level or strategy
grade level
Submit Course Administrative CAD TRADOC Man-
Data (CAD) power Agency
HQ TRADOC
Write terminal learning cbjec- TILO for each task/ None
tives (TLO) subject in the course
(or SL or grade level)
Conduct learning analysis Learning analysis None
results, including
lists of enabling
learning cbjectives
(ELO) and lists of
skills and knowledge
Construct and validate criterion Draft criterion test None

teots and related documents

for each TLO

Validated criterion
test for each TIO

Alternate versions of
each test

Validation data (face-
validity checks,
training-test review
critique sheets)

Test Administration
Scoring Guide (s)

Course Grading Plan
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STEP PROCESS PRODUCT (S) SUBMISSION
7 Specify learning activities, Lists of learning None
select media, and sequence activities
instruction
Descriptions of the
learning envircrment (s)
Media selection work-
sheets
Approved instructional
planmning worksheets
8 Update the course/SL training Revised course/SL None
strategy training strategy
9 Review existing materials List of materials that None
can be used without
modification
List of materials that
can be used with modi-
fication
List of training voids
10 Draft a Program of Instruction Draft POI and ICH TRADOC Man-
(POI) sheets power Agency
HQ TRADOC

Reviewers' comments

POI transmittal
memorandum

Approval documentation
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PRODUCT PREERRATION  (CCEOINRTICN REVIER APTRONAL FEMEREE

1. List of existing  Designer Ae datermined School Ecihoal
materials & thear {h-n:ngn: Cormandant  Cormandant

2. Couree (311 Designer  As determined by  Scheol  School  Scheol Covmardant will
Level /Grades Lewal) Schocl Commandant Commardarit aleo rerised)
traiming strategy strateqy

3 Course i oors DOTS School DOTS Dipector reviews
Mministracive copoert with MNOOA TR Commarciant. all CAD for compliance
Daca (CAD) oors Course THrecters with TRADOC quidance

submits (R to

Gl Pyt ond
tradming will scart
TRADOC reviews and
approves CAD after local
approal.
4 Desigrer #e determined by ooms school Learning objectives
Objectives School Commanddant Oommandant includs TIO & ELO.
oTs
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e el e e —ina : -
5. leaming Aalysls Designer/  Am determined by  School | &hool | Leaming analysis my be
Analyst School Comandant Commandant conbined with task
lists of skills amalyzia; ag a minimm,
ke Jrewledon amalysis msc
knmlagp*rﬁdﬁ
for
zask 4
N, Odkiloefests, Dalgws i P Dettgnae will cordat
to include Commandant  Cormandant ; y checks
altermate test NOCR oars with S & instroctors.
versions & DJTS
& validacion
resulte.
T Tasat Designer A determined by b 0TS
Adminisrration & Sctel Commandant  DOTS
Scoring Gaides
B Course Grading Designer Az determined by HOOR School DOTS director
Flan Bcipol Oommandant — DOTS Commandant grading plans for SSI
oors
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e e arwrm-— et

EUeTICN
10. Fesults of Designar As determined by Schoal Scheal Includes liste of
Materiale School 3

11. Progrem of Desigrer in  Aa determined by oA Scheol DOTS director reviews
Instruction {PDI) concert with School Commandamt  DOTS Oommardane BOI for compliance with
ooTs
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APPENDIX D

EXTSTING MATERIAL REVIEW
CHECKLIST

Have you reviewed the learning analysis and cbjectives
carefully? Do you know what you are loocking for?

SOURCES. Did you:

1. Contact the appropriate department at the school and
ask them to supply their existing materials?

2. Obtain the correspondence courses/subcourses for your
subjecls?

3. Check the library for materials stored there?

4. Check the MOS Training Plan or CFS Developmental Matrix
against the task to be trained?

5. Check the appropriate ARTER-MID against the task to be
trained?

VALIDATTCON DATA.

1. Have the materials been validated?

2. If the materials were validated, were they validated on a
target population which is similar to yours?

CQONDUCT OF THE REVIEW.

To determine if you can use existing materials as is, the answers
to the following questions must all be YES.

1. Do the constraints that you identified earlier permit the
use of the materials?

2. Are the materials suitable for the entry characteristics
of the students?
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3. Do the materials have an introduction that lists the
purpose, cbijectives, and required materials?

4. Are student directions clear and accurate?
5. Are the materials technically correct?
5. Do the materials provide appropriate practice?

7. Is there a means whereby the students either test themselves
or are tested on their performemce?

8. 1Is emphasis on performing the task rather than on theory,
background, etc?

9. Do the materials cover only what your task and learning
analysis say they should cover?

10. Are the materials suitable from the standpoint of avoiding
duplicate training? (i.e., The students will not see these
same materials during lower or higher skill level training.)

If the answer to any of the questions above is NO, then you must consider

whether or not you can modify and use the materials. Thesc questions might

guide you.

1. Can you add an introduction, practice exercise, etc.,
easily without destroying the materials?

2. Can you easily and effectively alter portions that are not
technically accurate?

3. Can you delete portions of the materials without rendering
them useless?

4. Will the materials be uscful if placed in a different mode,
e.g., can you place a lecture on TV tape?

5. Can you uge porticns of materials as references, supple-
ments, etc?

6. If using the materials "as is" would create a duplication
of training, can vou tailor the examples, situations, etc., to
make them suitable for your particular student population at
their particular skill level? (e.g., ANCOC students should not

see the same materials they had in BNCOC. ANCOC students require

more complex situations, examples, etc.)

If the answers to the above six questicns are all NO, then you'll have
discard the materials and either lock elsewhere, or design your CWN!!

D-2
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APPENDIX E

TASK STRUCTURE ANALYSIS WORKSHEET

TASK STATEMENT Write Learning Ohjectives.

cues _Requirement to {dentify and state a behavior in terms that communicate a

learning outcome. (Go to Step 1)(Given a task list, tests, classroom activities,

curriculum requirements, regulatory guidance, task analyses, taxonomies, verb lists.)

- PROCFINIRES YES | NO
setecv-the performance/skit] forwhich-you | XX~
1 jwill be writing this objective.

STFP CONDITIONS

Is the performance described in terms of T3 X
2 [what the student will do? (As_opposed_to _
what the instructor or materials will do.)

Revise the performance statement to veflect| X | X 4

Is the performance doscribed as an obser- | 6| 5 X
4 Jvable act by using an action verb and
object?

Revise the performance statement by iden- X B See” taxonomies, verb
5 |tifying and paming an_action_yerb that is o lists.

observable and reflects the desired
behavior.

Can you improve (further clarify) the 7 X
6 |action described by adding a qualifying
verb?

7 | Add a qualifyiog verb.

ls the action as described measurable withi 12 q X
8 | in_the testing environment?

Can you modify the action without sacri- fo| 1f X%
ficing fidelity?

o

10| Restate the action. . X X 2

'iEEEEIEy and name an indicator of perform—
11| ance that you'll nccept ag evidence of
“achlevement In the learnlng and teésting
situation. NOTE: When sacrificing fidel-~
“ity for the learning and testing sitwationj
be caretul not to deviate too far from the

original skill. See available taxonomies |
_for guidance.

Are there any special condItlons under TIH 200X [ Nof®Ey TIETis mor mersss

12| _which you will observe and mcasure this sary to state obvious
cond¥tTong makoaTTy }

understood by learner
and evaliafor.

behavior?

¥1 FORM 350 1003, DEC 94 PREVIOUS EDINONS OF 1113 FORM ARE ODSOLETE.

[N
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APPENDIX E

TASK STATEMENT S

TASK STRUCTURE ANALYSIS WONKSHEET

CUes __ § . i .

CUNDITIONS

STEP " PROCEDURES | ves |no] w010
a Limit the hehavior
——|ha _Expand. the bebavior. . . PO D
NOTF: FExclude acts that ave unacceptable
a8 evidenceo af _nachi k.
213 jLdse qualificra andfor conditlons. [ X [ K] 14
Are there any conditlons of performance 15 |20 X
14 | which are ivherent to the 'real world”
task but which you cannot duplicate in the
learning environment? (Consider safety, B
cost, practicallty, time, ete.)
Can you use substitute or almslate condi- |16 |17] X
15 tions?
Revise the 1ist of conditions to reflect | X | X| 18
16 { substitutions_or simulations.
A7_|Delete the condition(s). X { xj_18
Does the deletlon or alteration of auy 19 {20 X
_18 | condition(s) akfect the belavior a —
cribed?
Rewrite the action statement to best re- Xt X| 20
19 | flect the desired hehavior under the
required conditions.
Identify all {nformatjon. materials. and | X | X| 21
20 | aids_the performer will receive or have .
access to,
I Write a complote statement of the condd | K | X[ 22
21 tions based on steps 11 through 19.
Wil thia bebavior Yesult 1n a measurable |237[Z4]™ X
22 product for assessment? .
Identify and list those important product | X | X| 24
23 | characteristics that you will assess. S
FJ FORM lSOIOUJ, DEC Y PREVIOUS EO1TIONS OF YHIS FORM ANE OBSOLETE,
{ATSC-TSH
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SST Reqy 3bU-2u

TASK STHUCTUHE ANALYSIS WORKSHEET

TASK STATEMENT

CUES

s1EP PROCEDUNES ~o| Goto

CONDITIONS

Will you asscss the process of the 25 26| x

behavinr?

2

Note: If you answered

NO—te-step—225—you-must—-
answer YES here. If you
cannot,. you do not-bave .
an observable behavior.
1f_this is the casey ae-

back to step 1.

Ideutify and 1ist those steps and decision:
(apd_gequence, ,tf_applicahle) that you . .
will assess.

25

'faentify Aﬁavrccord the qualitative and/or| X | X

26| nuantitativo measures _of the produck -

and/or process that are the lower 1imit of
acceptable pexformance. (Consider time, .

percentagns, necessary attributes, etc.)

Write a cemplete statement of standards X | x| 28

hased na_steps. 21 through 25

Tf there ia nuy question as to the compo- X (X
sitfon _or gualitative and quantitative

29

Timite of vour etandarde, annotate your
| statement cf _standards to_reflect your ___|.
coucern and ro afgnal possible modifica-

Note: Concerns may in-
elude-taele-of-preeedents—
lack of conscnsus, lack

of_absolutes,ate.-

tilon based ou fnture doput. _ (Resolve.ox.
remove this prior to giving the objective

o _the_student.).

7iﬁ€;;56;5}é7}H;u;;rformﬂncéif;éE;En),cnndi X X
tions. and_standards i{nto a desired foarmat

EQT

30 _|Does the completed objective:

ribe_an ed_outcome_of fnstr=|__

(a8 npposed to n description or
.summary of contemh)? and

b.  Describe what the learner must do? nod

¢._ Communlcate the instructional intent_p
the writer?

Revise as nccessary, EOT

F ! FORAY 350-100-3, DFC 74
1A Ise.Isy

E-3

PREVIOUS EDITIONS OF T1HS FORM ARE ORSOLETE,
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APPENDIX F

CHECKLIST FOR EVALUATING AN OBJECTTVE

YES NO COMMENTS

Are the behaviors (skills) in the
cbjective important (not trivial)?
NOIE: 1If you do not feel qualified to
answer this question, check with a
qualified performer.

Does the objective contain an action
statement written in behavioral texms?

Does the action statement in the
objective describe what the student/
learner will do as opposed to what the
instructor or instruction will do?

Doeg the objective describe the con-
ditions under which the student will
perform the action?

Does the objective describe the
standards against which the action will
be measured?

Is the objective applicable to a school
environment as opposed to a job
enviromment?

Does the cbjective describe an cutcome
of instruction as opposed to what the
student will do during instruction?
(i.e., Does the objective describe the
test rather then the training?)

Is the writer's intent clearly
comunicated to ancther qualified
performer?

ACCEPTARLE ORJECTIVES RESULT IN A "YES" ANSWER TO EACH ITEM AROVE.

F-1
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Task Titla:
Task Number:

Analyst:

Reat Wortd Conditions: NCTE:

TASK/LEARNING ANALYSIS

Dats of Analysis:

Exvract these conditioms from the Seidier's Manual/OFS Manual task summary or

derive them from the task amalysis.

Page

{NOTE: Fill in
this information
if you obtain

analysis data by

mﬁm of SaureaPERFTLEW NG AN
{if mpplicablel SME.)

STEPS

SKILLS AND KNOWLEDGES

NOYES

(NOTE: Break down the task
into maior steps or 'Chunks
and Liex break lutu substep
and detail in outline form.)

(NOTE !

ment:
ordex

For each

step and substep, complete this state-
"A person zTust know/be able to i
tu perfurm this step/substep.’)

L. X X 9.0 9.0.6:8.0:4
a x x -
(1) Axx X X %
2) % X x

{3) EKarxaxn

b, XXOIXX-XKXXKXXK

(1 =

{2)  Ruxxmxaxxx

Eamxx

(NOTE: In this column, enter
in information, such as the fol-
lowings)

Safety caution or warniag
jAssumed skill or knowledge
Suggested activity or way o

feach
Prerequisite scquence, if any

fraiming constraint, if any

Pther information or ewplanation)

kn re a step, skill cr knowiedgy

|

FJ Form 50-100-3, Dec 54

PAEVIDUS ZSITIONS OF THISFORM AZE ORSOLETE.

(This form will not be revised, rennnted, ar discontinue

williout wiltien appruval of the Foins Managsment Officer)

9 XIANHadv

n7-06f Dol ISS
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APPENDTY H

ERRBLING TEARNTNG OBJECTIVES
EXAMPLES

TASK: Process MJS Classification/Reclassification Actions

TEEMINAL LEARNING CBJECTIVE (TLO) ENABLING LEARNING OBJECTTIVES
CONDITIONS: Given a request for MOS 1. CONDITIONS: Given a DA
Classification/Reclassification, DA message (Subject: Reenlist-
message (Subject: Reenlistment/ ment /Reclassification In-Out
Reclasgification In-Out Call), a Call), a soldier's DA Forms
soldier's [Persommel Qualificaticn ZA and 2-1, AR 611-201, and
Record, AR 600-200, AR 611-201, and standard office supplies and
standard office supplies and equipment. equipment .

ACTICH: The student will determine if ACTION: The student will
the scldier is eligible for award of the determine if the soldier is
requested MOS and if reclassification eligible for award of the

is authorized. requested MDS.

STANDARDS: 1AW the DA message, AR 600- STANDARDS: IAW the TR

200, and AR 611-201. message and AR 611-201.
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1. Check sach enabling objective for
substance.

- Is there anvthing to the objective?
Does it contain skills and knowledges
that are distinct and difficult enocugh
to justify instructing and measuring
this ELO?

2. (heck sach enabling cbhjective to be sure
1t iz gself-contained.

- Does the EIO identify all the sgkills and
knowledge the student will need to conplete
this ELO cutside of prerequisites?

- Does the FIO identify only those skills and
knowledges needed to complete the ELO?
(The EIO should not include skills and

knowledges that go beyond its parameters.)

3. Locking across the skills and knowledges
of all the enabling cbjectives, check for
- Does more than one enabling acbjective address
the same skills and knowledges? (Sometimes
this camnot be helped if the cbjectives are
to be self-contained. However, 1f there 1s
too much overlap, combining or restructuring

chijectives may be necessary.) 1Is the deares
of overlap acceptable?

4. Examine all supportive skills and knowledges
for complexity and difficulty. Identify
"candidates" for obdjective status.

- Many times, upon a second look at the learn-
ing analysis, a supporting skill or knowledge
lor group of supporting skills or kncwledges)
within an enabling cbjective may appear
{Cont'd)

H-2
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STER YES NO COMVENTS

difficult encugh to be a separate objective
by itself. Are there any skills or knowledges
in the FIOQ that should be a separate ELC?

Make needed revizions as indicated JrY MR
by results of steps 1 through 4.

Compare the enabling objectives with the
terminal ohbjective.

- Does the EIO contain all the egsential
skills and knowledges needed to complete
the ELO? Write down anything missing.

- Does the ELO contain any skills and
knowledges that are unnescessary for completicon
of the TIO? Check those 8 & K that are in
question.

- This time alsec look at the conditicns
and standards of the TLO. Do the condi-
tiong give the student information that
he/she should have to recall from memory?
Do the standards require something that the
Elos do not address?

Examine those skills and knowledges
identified in step 6. Detamine their
relationship to the terminal cbjective.

- They should fall into one of the
following categories:

a. Essential
b. IDIrrelevant
c. Nice-to-know
d. Prerequisite
- Have you identified any as category b,

¢, or d? If so, you should consider these
for elimination.
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STEP YES NO COMMENTS
8. Based on the results of step 7, add, NA NA

delete, or revise enabling chjectives

as necessary.
9. Repeat this process for each learning NA MR

analysis, or at least in cases where you
doubt the quality of the enabling
objectives.

A FINAL, CHECK
Take a hard lock at the enabling cbjectives. Remember, you are saying:

1. This terminal cbjective will be easier if it is brcken down into
component parts.

2. These parts (the enabling cbjectives), as written, describe the easiest
and most efficient way for the student to learm the terminal cbjective.

3. These enabling objectives contain the skills and knowledges necessary
to canplete the terminal objective --NO MORE, NO LESS.

4. These enabling cbjectives describe practice exercises that will be used
to assess student mastery of the enabling skills and knowledges.

H-4
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APPENDIX T

TASK STRUCTURE ANALYSIS WORKSHEET

TARK SIATEMENT

CUES o=
arer . PIOCEDURES ) [ ves [ro| wota COMDITIDNE
| SPFCTAL. WOTF. e e et § et

This ﬂ“ﬂ]j‘&]ﬂ tﬂi on_the premise Elat |

the pl-'l‘Tl'rr-;\m:t jl.-cl. ve dencribes the
IJIE!EI‘.E Legt. If you hawe a well-writtem) | |
ehlectlve, you nlready hnwe the basin of
your kest. The followinp steps will help | |
you address saryling atyles ol objective
and pechaps further clagify an cbjective | | =1
or modify ft £a meet Ehe gomatraints of
your testing environment. But these steps|
are tiot guflicient to correct a poor

objeckive. 1
Ise the metion atntement of \'!-n-q-g Ei_ift:_-q.i;{-l_ KT _5 i ﬁﬁnrtly nl-t;;l:vnhit A
_4 | in overt ritmed I oppored to infeveed,
: Th?;ﬁ;é:l:‘:aeplntu PR P ) He nure the indicator and
3 | Select auw lydfcapor andfor s qualifdec [ | |  |or qualifier dogs neg
that makes the action overt. chapge the main intent of
i} | |the obfective.
1a thig act lon the almplear snd mosr NN E Connider you student’s

b | direct way to tost the obigctive? Thet isk | | |charsctecistics.
A, It dose net obscore the naln Llotemt. [

by _It_docs net_reguire additional skills [ T
that nre not germane to this uh-jur_tlur.

i ey

cBa At Aves mgr cell [or s responge mode [ | ) I
beyond Lhe capabllities of vour target

Apddaase 0 .

e = I it o

—I_ | Bevige action, = = x| af 8 |Warpimg: Wheoever possai-
hle, awodd substituting
verbs, Wiwn LE is neces—
mry, be careful not to

z,-hnnp the peluaty

——— e e o | | ﬂ
i:euvn‘r

T | Ean the conditicns of the ohjoctive be | 12 «r|| %
B _ | schieved, am atated, in this testing sie—=| |

uation? (That ds, there are no envivop-
mental, coonomdc, manmgerial, of adminls-
teative constrainta thar proglude the uwse

mE_the stated coaddtions.} !

e e — e

FI1 FTMIAT 3S0.140.0, I8 48 PEEYIDUS ENIE IOHSOF TR FOMaM ARE amio BTE,
AT I 2
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TASK STRUCTURE ANALYSIS WORKSHEET

TARK BTATEMENT

CUES

BTEF

..
Ei

oo o

CONDITIDNE

Can you afmulate or othesviae mod(fy the
thoe mgin fnten

of the ohjective?

Eergamine the ohjective

Oraft description of simalaced or wodiflied
L

12

Ave the conditions varylng] That £8, will|

At _be pecessary to teat the action separ-
ately to TesE

13

erent c iciona?
Draft descriptions of itews {or CLesting
alruat fona} that sampln the range of
coaul it ] oanm

Review Irema/eltuntiona from Step 13,
£

tiwve,

il lﬁEI‘..thE main intemt of the objec—|

b. Vour sanpling is suff to matisfy,

the requirements of the nh}utl;!'a.

i3

Would a aingle performance of the action

satiafy wou that the student has met the

ochjective?

s

WiTE: Be sute to conald-
21 each itgm addresping 2

diztince condlfion of ast

16 |

Draft descriptions of addltionsl itews/

mddrersing the same condlitions are =quiva—|
lent .

_altuntions nended, enguring that sil items)

4

D=e of Ele same actlon
vuch sipuld epsure. equiy-
alency. Be carefol iI
FOU uBE BYNONYEA.

HOTE: At thim polnt, you should have a

nation, To avpid clumey wording problens,
Tue will ume mir the wor mEﬁ rom

here on. haveg several

deaft of one or more tea: Ktems/situwatl ;
" that neet the condlitlons and actlons ql‘ﬂ__

_'rp_u[_g_e_gevtll.v5+ The following steps are |
concerned with t :‘:a%[ts of thia combl-

| here Ve realize you
"hnt, am yon w are, whit

iEpma,
ds pald of one fitem applien to oll items.

F FOMAL 3501000, REC Y
IS TE

=3

FREwIOLE Foney s ofF TnS PO ARE OO ETE.
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APPEMDIX 1

T

TASK STRUCTUIE ANALYSIE WONKSHEE T

ASK STATEMENT

CUES

PROCEDUMES
Iioas this litm régnlf I an cnd produce
that you will nspessl {(Does che student

ves | o

noTo

COFTHINE

5

conateuct Bomething or aslect an answer?])

fed Flbe accion yeAuiro the student to |1
“conakruct” rhe product?  (As oppused to

aelecting 1t from a peol of Alternatlives.

WOTE: This product tap canpe from &

1.,‘_

iR

thesis to a one-word answer.)

T the atandorda of che obiective provide

5

| Eng device for the produs?

‘Comstruct a prodect ratingfecoring key to
Include, a% applicable:

_@s ALl acceptpble answers.

unm!h decall 8o serve am the ratinglecor=|

g

|

Bee nny stondard Eext on
educationsl testing.

I, Infdcotocsietbributes that mst be

present .

c. Idencl!lentlon of charactorlstics that

canaot hn prescnt.

Ao Deeceipeion of the ronge/limits nepded|
to mako a ) M0 GO decielon on the pro-

Mgk .

2l

Enmaye yoare m'urlnp.'reqlllrnm'lf;ti; ngsE
excepd or [all below the epitecda stated |,

in the ohjective.

A =malection th:mgi;;ﬁiulreﬁj p
tion and/or_condielons mandate a

Hatehing, multiple—chaica

the
speciflc type or format of selection
_repponan?

 Beluct a seleckion response format Lot
magts tha intent of the ohjective.

ot

See nny sLandArd EoRt on
educational cescing.

FTFILF

Conatruck o pool of mlternative geloctiony
|_apprepriste to the format. Ba sure to )
address aml aray within the parameters of
| the copditions. The pool will cont

the correct eloice along with piavaible |

i

“ROTE:™ The condlElons
will often define linits

“of &.§.. [rom a 11=E of
drugs, choose .

A e =

b+ PORN
FLIRLTER

ISR, VEE BT

I-4
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TASK STATEMENT

CUESR

TASK STRUCTURE ANALYSIS WORKSHEET

s pmm_uf == l"i wo| goro ORI TIDNE
Do the action and conditionn ol the dtem |26 |10| K |HDTE: 11 you answored
25 | cequice the ssaccanent of a process? X E
That la:z have a "TES" here. IF you
AT LN do pot. you beve nething
to test.
A, Does the correctness of the outcome or
the guality of the product depend direetly
MRl nee af A specil led _pr il ——e
vred
— | b. Can vou sccyrately messure the exgent —
to which an individoal deviates from
accepted procedure?
e I8 the exldence you nesd to evaluate St = =
the performance Found in the way the
Will erairpgh atalF or qualifled oheeivers |29 |27] X = Al
26 | he_availehle to observe, record. omd scorel | NS
the procedures uvsed during the testal
{The evaluation of the process is motb 78 | 2| % | EXAFFLES: Describe the
27 | precticel.) Can vou reviee your dtemto | | | |ateps fo s proceders:
yield m product from which you can ressom- ConatTuct a plan.
| ahly infer phe student's sbillty to_per-_ S PR R e T e
form the process? Or, {F the item called
| for both_ procesa, will prodect] ) e
alone sulficed
Revine tho comdiciona mnd actlon of the Tkl 17 | WARRTRG:  You are om
28 11s for o pooduck. dangetous ground lere.
{nce you do this, you
=il gan't help buk stray from
From the main intent of
e e B e b AT A T
feel you pre deviating
— —_— | too much, go to Step 2.
| Conatruct n checkiint For scoring. The | X | 3 30 | fos acondacd ©6%E o
9 checklint ahould: e educational besting.

a. Contain the events and activities

that are time- and Jab-reguoneed.

b. ldentify those stepa thot sce critica

An you can dlatingulsh betuesn "good | and
"had,"

c. Be designed so the lastructor/observel

_ | ecoring {actora.

can readlly note presence or absence of

F.] FORIRE JSR.000.3, BEC 84

BTN

I=-5

ENEVICL S D0 TEGRE DF THE FORM ARE DERSLETE,
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APPENDIX I

TASK STRUCTURE ANALYSIS WORKSHEET

TASKE STATEMENT

o R T | e e o o T e L e e T T e e S T e
Z1ER T FRUCEDUNEE ves [wa | ooio il MTEH__H
Review the test item [or sccuracy, clacityf X | 2} 31 If rescurees and §ime
Jr | and sdherence po the fnrenr L] ive the dten to
objective. Revise it no necessary. a qualified performer for
|l | |= Eace validity clieck,
Prepare student Instroctions, adminfatra- [ X x| 2z Ses nny atandard text on
AL ) tiop doskryetions. amd scoring Instruc- | A—
tione TAW Appendiz L.
43| Comduct o technical rewliew wight | %} 33 | An dwpactial instructorf
designer should de thie
— | 8. A guslified performer to verify ng_the test to
content accoracy. the ohjective.
| b b instxvetocfdegimner to vorify that} | e e
the totnl omoumt of fuformet ion the tesp
A= tludes desired behavior. the
ronditiona nnd directions calling for the
== ~and the criveria {deneified in e
the ncoring key{sd.
13 Io this Ersk for o single #liLll_l'lls_lL_ﬂ._lu_ﬂI iﬁ ]_i, d l_- i -
Validote the teat with » mostesfnon-masterd & [ ¥ 35
M | population {emall groups). | [ [ i
“Hote and cortect deflciencics ldenciflsd [ TRUX M| T ey
33 | during valUlstiom. e | LG (S b
Adminkater ta Lhe appropriato acogent {3 A =t =
= B L LT e S e
Bld the dnli Lol admlnlstrat lin rovoal A L e e e ST
37| deficlencics? e T S
L Hewilse as neocssary. i 4 WOTE:  Im nctuality, you
] e e e A e - = =T | | AR dTESALE 1ANE wlET T ehe
administrarion/revision

“process wnt 11T ERE ERRE
meeis established vali-

Tdatlon ErLETiE BT, I

the absence of eacabliash-f

nre satisiided that the

TERE THR wATIG - tnwrTT—

ment .

FI FHIIEAT 120085, IVEL )
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[

FRAESIOAS DR TennE G0 | v FoOm ANE onS0LETE

I-




SSI Reg 350-20

APPENDIX T

TASK STRUC IURE AMALYSIS WORKSHEET
TREMBIAVEMENT _ -
CUES
BTER PROCEDURES vis |wn[eoio | CONO e
FenAkruct alternnte versions of Che best as| K | X| BOT i
19 Ineeded foc:
+ FPreteats. : =
e Student procticelsell=iracs =il
——yds _lnclusion dn epd-slccourse comprehen= |
sive testa.
1 PORA ISE008 3, BF A0 Fhesomes BOe ieony o 10E Fons SR ORSOLETE.

1
FLTEn D I“?
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APPRNDIX J

SUIDELINES FOR DEVELOPING MULTIFLE-CHOICE TEST ITEMS

1. Tests should measure the kind of behavior required cn the job. Therefore,
yvou should design full performance tests whenever possible. Such tests require
the student to produce a product (product scored) or perform a process
{observer scored). When a full performance test is not feasible, you should
design a performance-based (answer-scored) test. Only when the nature of the
task/subject precludes a performance-based test, should you prepare a kowledge
Lest:

2. The majority of tests in USASSI's resident inventory are answer-scored.
Your use of the following guidelines will standardize and improve the quality
of answer-scored tests and practical exercises (PEs). The gquidelines primarily
pertain to a multiple-choice format. Use them to design ary new
multiple-choice PEs/tests and to revise such FEs/tests.
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GUIDELINES FOR DEVELOPING MULTIFLE-CHOICE
ITEMS FOR TESTS/PRACTICAL EXERCISES

The multiple-choice item consists of two parts: (1) the item stem or lead
which asks a question and (2) several answer choices (responses or
altermatives) one of which will answer the guestion in the stem. We call
correct responses answers; we call incorrect responses distractors.

Use the following guidelines te help you develop multiple-choice written
performance tests/practical exercises (PEs). Most of the guidelines can apply
to amy test.

1. Design a test that measures the skille and knowledge the
soldier uses on the job to perform a task (i.e., a test

that measures student attainment of the learning objective).
Test key elements of the task. Relate each item to task
pericrmance. Design items which will show that students
can do the task. Each item should be the best indication
possible of the student's ability to do the related
perfcrmance step. The task test should be as "close" as
possible to actual task performance.

2. Include enocugh questicns to adequately assess task
performance and make it unlikely that students will pass
the test/FE by chance. With rare exceptions, this will
be a minimum of four questions. Additional questions
may be necessary for more complex tasks.

3. Develop each item so that everyone who is competent
in the subject matter would agree on the correct response.

4. Avoid trick guesticns, unimportant details, ambiguities,
and leading questicns because they can make no possible contri-
buticn to effective evaluation. Instead, they can confuse and
antagonize the student. When you clearly keep in mind the
training objective for the task and the purpose of the task,
you will not use these devices.

5. Bach item can contain only one central problem; i.e.,
measure only cne skill or piece of kmowledge in a test
questicn. For example, the question "Does SGT Brown meet
the educational and citizenship requirements for the
assignment?" contains two preblems. It is difficult to
write clear altermatives for this type question. If
determining educaticn and citizenship requirements are
key elements of the task, write two separate guestions.
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6. FKeep each item independent of every cther item on the
test. Don't allow cne item to reveal the correct answer to
ancther item. Likewise, do not make the solution of ane
item dependent on the correct solution of another itenm.
Dependent questions prevent you from pinpointing
deficiencies in student comprehension and instruction.
These types of items can penalize students twice for the
same errcr.

FEEF A A IR R AT T TR TR AR A A A AR A AR A A AR A AR AR AR A bk ko k ok

Example of a Dependent Item

Test items 1, 2, and 3 require computations for separate
blocks on a form. To cbtain the answer for test item 4, you
must add together the answers for test items 1, 2, and 3.
Cbhvicusly, you must answer test items 1, 2, and 3 correctly
before you can answer test item 4 (the dependent item). You
can avoid the dependent test item 4 by constructing a new
situation; i.e., provide the information for test items 1,
2, and 3 and then ask the students to use this information
to determine the answer for test item 4.

(A d St S A SRR SRR b A st R R e R R R R
NCTE: For initial practical exercises and reinforcement
training, it is acceptable to have dependent items for some
tasks; e.q., Prepare a Promotion Point Worksheet, Compute a
Travel Voucher. Students must learn to perform the entire
task. You can reinforce instruction by using a FE which
requires students to perform all steps in the task. The PE
allows students to discover that an errcr in one performance
step creates an error in ancther performance step. However,
the final PE must mirror the test format.

7. When you can, prepare illustrations of scurce documents
used on the job instead of giving information in a
gituation. For example, if a test requires a 75E AIT
student to prepare the SIDFERS input for a

transaction, then the test should include illustrations of
the reassignment order and the sign-out register. 1It's
unrealistic to provide the information needed to do the
SIDPERS input in a written situation.

8. Group all questions imvolving specific parts of a
task/function together. For exanple, if you are writing
test questions concerning determining the eligibility to
apply for some program and the documents needed to accompany
the applicacion for the program, arrange the gquestions on
eligibility together and the questicns on the documents
nesded to accompany the application together. Also, you
should almost always arrange questicns in the same sequence

g=3
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as items/blocks appear on a form or names appear on
reports (e. ¢., Personmel Transaction Registers by
Originator, JUMPS Transaction Reports) so the questions
mirror the sequence of actual job performance.

9. When tasks/functions are trained and tested in both
BENCOC and ANCOC or in both OBC and CAC, try to develcp
more challenging test iteme for the higher level courses,
i.e., BNODC/OBC at cne lewvel and ANCOC/OAC at a higher
level. You can do this for many tasks, particularly those
that require computing and determining eligibility. For
some tasks, of course, you camnot gear the difficulty
level up or down. But, whenever you can, you should try
to do so. This rule directly applies to those BNOCOC,
ANCOC, OBC, OAC, and functional courses which presently
use the same test/EE.

10. Write the stem as a question, rather than as a
completion statement. The simply worded direct question

helps students recognize what you expect.

Fdk g d g g g A d e e de o ok o e e ke ke e e ke ok e ok ek ok Ak & R R R R R e dodededede dededede e e e ke

EXAMFLE

The statement, "The tramsaction prepared correctly is..."
is not as precise as the question, "Which transaction is
prepared correctly?"

EERERRT I I AFRTEAARAA A A A A A A AAAEEA AR bk bk hhhhkhkhhhhdhdhdd

11. Word the stem so it will not give away the correct
response,. Especially avoid using synonyms for the correct
response in the stem.

REFF KR AR AR AR A AR I AR IR AR AR AR AR I I A bk ke ko hh ke kA khhd ek kA dhdd
EXAMPLE

Refer to Figure 6-2. (Assume Figure 6-2 illustrates a
soldier's DA Form 2A.) What nine-place Primary MOS code
should you enter in Part I (Administrative Data), block e
(PMOS) , of the NOD Evaluation Report?

1. 11B3
2, 11B3D
3. 11BE30P5

J-4
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4. 11B3000P5
5. 11B30P500

Note that asking "What nine-place Primary MOS ..... "
automatically disgualifies alternatives 1, 2, and 3 as
correct choices. Delete "nine-place" from the stem to
make this item acceptable.

FddkdkhkkkE & & &k & ok e i 3 ok ok ek ok e ok ok o o ok o o ok ok e e b b e e ke sk sk b e ok

12. Avoid negative questions. Try to write all items
using positive wording. When students suddenly encounter
a negatively phrased item, they must completely readjust
their pattern of thought. Then when students get to the
next positively phrased item, they must readjust again.
Immovative test wrilters can almost always avoid negative
questions. If you camnot avoid a negative gquestiomn,
underline or CAPITALIZE the negative element. If the word
NOT appears in the stem of an item, do not use ancther
negative word in any of the altematives.

13, When developing stems, avoid:
a. "would" and "will." Use "should" instead.

dhdktkkdkrkkhkkkhkhhkddthbbtthdhdddddidrhkdddrrrradddddrd i ddddd

EXAMPLE

What will you enter in Block H (Period Covered) of the DA
Form 21656-77

FELM THELT
L5 -DEOD 9408
2. 2305 5409
2. 9310 8409
4. 9310 9410

Logically speaking (to absurdity, we admit), any of the
above choices could be defended as the correct choice.

FhEEkidrkbEkbkthdhhdhkdid b dd kb r bbbt dbdbbdhdddhhbiihd

b. Words such as "almost," "most," "few," “"great,"
and "larga." They mean different things to different
pecple.

c., Mbeglutes such as "all," “a_'l_wa}rg; " eyery,
tentirely, " and "never."

V=
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14. Use the same words and word order when you write the
same kind of question. Assume a guesticn reads, "How many
promotion points should SGT Knox receive for Civilian
Education?" The following examples, cne bad and one good,
show how the second questicn might read:

L S
INCOREECT WORD CRIVER CORRECT WCRD CROCER

How many promotion points for How many promotion points
Military Training should SGT should S5GT Knox receive
Knox receive? for Military Training?

NOTE: The wording of the "incorrect word order" question
is acceptable. But if you word one guestion this way,
then uss this same wording for all of the same kind of
questions.

dkkrrkkkkddhhr i ahbbbddb bbb bbbk bbb h b b e AR A AR A AR R R R

15. List all informaticn that pertains to all
alternatives in the stem of the item.

kbt khkdkhbhkhrhrrtdhhbbbdhhhbddhdtrbhhdhdhrhddddddbbdhehrd bbbt d

EXAMELE

How mamy promotion points should SPC Glover receive for
Military Education?

Incorrect Correct
1. 50 promotion points 1. &b
2. 75 promotion points 2. 75
3. 100 promotion points 3. 100

o e e e e e e o o o i e e e ke e e e e e e e ol e o e e e ol ok sk e e o o o ol ke o ok ok ke e o ol ol o o ok ke ok ke

16. Include a minimum of two and a mesdmum of five
plausible (realistic) answer choices with only one clearly
correct answer for esach gquestion. We recommend four or
five answer choices whensver possible. NOTE: Two answer
choices are acceptable only when the actual performance
involves a choice between two altematives (e.g., turm-on
switch, tum-off switch).

J-6&
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17. Construct responses which are alike in nature and
closely related to the item stem.

v % w3 o o e e e o e o g o ol o o ok ok ke ke g o o o ol e ok o o ok o ok o o o ek e e e ok

EXAMETE

What type of correspondence should you prepare to respond
to Congressman Sperdar?

Inoorract Correct

1. Letter 1. Letter

2. Official 2. Endorsement

3. Endorsement 3. Formal Memorancum

4. Formal Memorandum 4, Informal Memorandum

5. Informal Memorandum 5. Memorandum of
Understanding

NOTE: "Official" doesn't fit the item stem as it's NOT a

type of correspondence.

e o ke o o o o e o o e e e e e e o o ol o o e dke ek ok e ok o o o ok o o o o ok ok e o A b g ke ol e ok b

18. Try to make all altermatives approximately the same
length., If answer lengths must vary, avoid making the
correct response consistently longer or shorter than the
distractors. Generally, correct altemrmatives are longer
than incorrect ones and test-wise students will guess the
longer cnes. (This guideline applies to knowledge tests.)

J-7
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15. Try to avoid using "All of the above" as a choice.
This response forces students to rethink each
alternative. If you use "All of the above" you should
make it the last answer choice of the test item and you
should offer it as both correct and incorrect
alternatives. When you use this response, place " (QNLY)"
atter the other answer choices.

% e ok v g de e e e o ok oot v e e o o i o v e e b b ok e o o o i ol ol e ol ol e o o e ol e e ol ol ol ol e ke
EXAMEPTE

Refer to Figure 2-1. (NOTE: Assume Figure 2-1 is a
memorandum, subject: Recomendation for Elimination from
the Service, with enclosures.) Which required document (g)
iz (are) missing from the elimination action?

1. Court Martial Crder (ONLY)

2, Mental Status Bvaluation (CNLY)

3. Report of Physical Examination (CNLY)

4. Court Martial Crder and Mental Status
Bvaluation (ONLY)

5. RAll of the gbove

hhkkbkhhkkhrhkthhhhkhkkkhkhhdddihhbbktkhddddbhbddbhkbkdhhbbhkdhkhhhhdd
20. Qualify responses which overlap or include cne
another.

kkFhhhhkrrrd bk kdkdkd g dhkdd b A E kb k kA ko dkdkd

EXAMPLE

Does PFC Martin Berry meet the mental qualifications for
appointment ?

1. Yes
2. No; be does not meet the GT score
3. No; he doez not meet the FAST score

4. No: he does not meet either the FAST or the GT
score

Note that altermatives 2 and 3 overlap altermative 4. 2Add
"({ONLY) " as the last word in altemmatives 2 and 3 to make
this item acceptable.

khkkktkkhkhihkrddddidbrrtrdidibrtbtdddddd bbbttt dthddtds

J-8




351 Feg 350-20

21. You must list a correct response to each question.
Do NOT use "None of the above" as an answer choice.

R s R T T T

EXAMELE

SFC George Bond's retirement pay will be $1200 per month.
He electz full coverage under the Survivor's Benefit Plan
(8BP) for his wife. To what amount of SBP anmuity is SFC
Bond's wife entitled?

1. 35600

2. 51200

3. None of the above
If students select 3 (the correct choice), what does this mean?
Does the student know what the correct amount of armmity is?
A1l it indicates i= that the student knows that SE00 and S1200

are not the correct amounts. You should replace alternative 3
with the correct amount and sequence the glternatives as follows:

1. 5600
2., 5660
3. $1200

FREF Rk kT TRk hdhF R b bk kb dhddddard b dhdd ke hhadhad

22. FEnsure that answer placement is randomly distributed

within the test (e.q., not in any set pattern and no more than
two consecutive questions having the same answer placement) .
However, don't violate the rules in paragraphs 8, 23, 24, 25, and
26 to satisfy this requirement .
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23. Nommally, you should arrange answer choices according
to length with the shortest choice first.

a. When the answer choices follow a logical
sequence, then list the choices in that sequence. A
question worded as "Which requirsd document, if any, is
missing from the elimination action?" should have "none"
as the last altemative even though it is the shortest
answer choice. "None" belongs last because the student
must first consider all other alternatives before
considering the "none' choice.

b. List positive alternates before negative
altermatives,

¢. When answer alternatives are a series of codes,
titles, ete., addressed in a regulation, arrange the
alternatives using the same sequence used in the
regulation. In essence, arrange altermatives so that a
test taker doesn't have to read the same regulation text
twice to determine the answer.

dkkhdkkkhhkhhdd b rb kb kb ddkhhokkhdddkhhk bk ok kokokdodk ke kkkkk

EXAMPLE OF LOGICAL SEQUENCE ORDER

Refer to Figuwre 2-1. (NOTE: Assume Figure 2-1 is a
completed application for appointment as a Warrant
Officer.) Which additional document, if any, is required
as an enclosure?

1. College transcript

2. Request for waiver of age

3. SF 88 (Report of Medical Examination)

4, Copy of DA Form 2-1 (Persormel Qualification
Reccrd-Part IT)

5. None
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EhEkEkkdEAhkkkkkkrdkddrrrdddtditbhbbdbhbhhhrhhddhdh et rhhdid

ANOTHER EXAMPLE OF LOGICAL SECUENCE ORDER

A question worded as "What is the highest decoration SFC
Blount is eligible to receive?" should have the
decorations listed in a highest to lowest or lowest to
highest sequence without regard to the length of each
alternative.

Incorrect saquence Correct sequence

1. Bronze Star Medal 1. Bronze Star Medal
2. BSilver Star 2. Legion of Merit
3. Legion of Merit 3. &ilver Star

Ee e b R R R R R R R R R R R Y E P R R R R R
24, TIf a word, abbreviation, acromym, or rnumarical

sequence exists in the responses, repeat the same sequence
in all altematives.

et s R st R b Rt s R R R R R R R L R T

EAMPLE

Refer to Figures 4-1 and 4-2. [NOTE: Assume Figure 4-1
illustrates item 9 (Awards, Decorations, and Campaigns) of
the DA Form 2-1 and Figure 4-2 illustrates item 12 of the
DA Form 638.] What awards should be entered in item 12 of
the DA Form 6387

Incorrect sequence Correct gequence

1. ARM-1, SM {CNLY) 1. 2, ARCM-1 (CNLY

2. OOMDL-Army (4TH Awd), 5M, 2. M, AROM-1, GOMDL-Army
AR(M-1 (ONLY) (4th Awd) (ONLY)

3. CIB, ARE(M-1, GOMDL-Army 3. &M, ARIM-1, GOMDL-Army
(4th Awd), SM (ONLY) (4th Awd) , CIB (ONLY)

4. CGODL-Army (4th Awd) 4. 8, ARMM-1, GIMDL-Army
AR(M-1, SM, PRCHT-BAD, CIE GOMDL-Army (4th Zaed), CIB,

FRCHT-BRD

Fhkkdkkkrhhkdddddhdd bbbk hhd ok bddbdrr T TR TR R R R RN A T AH
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25. If a numerical seguence exists in the responses, list
the numbers in order from small to large.

26, If a date sequence exists, place the dates in chrono-
logical order with the earliest date first. This helps
the student to progress logically from date to date and
avoids the disjointed thought process fostered by
unsequenced dates.

LRSS R EET TR RS R R R R E LT T

EXANPLE

1. 981203 2. 5880812 3. 930613

*kkdEkkdkdkdddd kbbb bhbhkkbddhdddbtkhddth it bbb ddbdhddddtidditid
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27. Distractors (wrong choices) :

a. Are key elements of a good test question. It is
self-defeating to design a good test questicn with
uribelievable distractors. You should regularly
review distractors based on feedback received during
test critiques and item analysis data and modify
them, as required.

b. Should appear plausible (realistic) and
attractive to students who do not know the correct

response .
©. Should be exyors that are commonly made.
d. Should normally have only cne error,

FhkkkrkkkrhikEEEELALEEEEAAAFAEEAEEA A A AT AR E RN b b A Ak kR b hdhhhhx

EXAMELE

Today is 1 Nov 99. #*SPC Mabel Bunch enlisted on 2 Cct
89. She has 2 years, 11 months, and 6 days prior active
Federal service and 3 months and 10 days prior reserve
service. What is SPC Bunch's PEBED?

*T1lustrate this information by a ID Form 4/1, D Form
214, or some other source document in a test or practical

exercise.
POOR. DISTRACTORS BETTER DISTRACTCRS
1. 950716 I. B9e0715
2. 960716 2. 960716
3. 970716 3. 960717
4. 980718 4. 2613026
5. 8990716 5. 990622

The "poor" distractors show errors in the year only. Thus
students would unlikely cbtain the dates in Alt 1, 3, 4,
and 5. Plus there are several computation rules students
don't have to use to obtain the correct response (Alt 2).
The "better" distractors have dates which can be cbtained
by students who do not use the correct periods of service
and/or do not apply the correct service computation rules.
NOTE: These distractors may not be the best ones. For
example, if soldiers incorrectly perform computations of
service by subtracting from today's date (1 Nov 99), then
yvou should develop distractors based on that date.

khkkkhkhdkrhhkhkdirhtrdhkhddr At t A AT Ao e A bbb d kA bR A e A bk Ak AR A A
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28. Each item should be simply worded, direct and free of
ambiguity (words or phrases with two or more meanings) .

If you have to explain/define any word in the item, don't
use it. State each item in the working language of the
student and the job.

29. Do NOT use (as distractors) technical terms beyond
the students' understanding.

30. Use the same terminology throughout the test/PE. For
example, don't refer to "DA Form 201" cne time and "MPRJI"
the next time. Call it one or the other throughout the
test/PE. Also, use the same verbiage on both the test and
the FE.

31. Use neutral language. For example, refer to SGT Mary
Brown as "she," refer to SGT John Brown as 'he;" but refer
to SGT Brown as "soldier" or by some neutral word.

32. Ensure there is a balanced representation of gender,
race, and ethnic groups for each test.

33. Use active voice.

Passive. The SIDPERS Active Army Locator File
transaction to be reviewed is shown in Figure 2-1.
(15 words)

Active. Review the SIDPERS Zctive 2rmy Locator File
tremsaction at Figure 2-1. (11 words)

34. Pollow standard rules of punctuation, capitalization,
and grammar when you develcop the stem, answer choices
{altermatives), and student instructions.

35. Use dates three or four years in the future for
"today's date" and on illustrations/documents. Using
dates several years in the future eliminates updating
tests/FRs for the sole reason of complying with this
requirement .

36, Avoid using in test items and source documents
recognizable names; e. g., movie stars, presidents,
professicnal athletes, school instructors; and names that
could be interpreted to have racial or sexual overtones or
double meanings.

37. When space pemmits, leave a blank line after the stem
and between each altermative.

J-14
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38, Design a test that is easy to use. Related
situations, gquestions, alternatives, and illustrations
should appear on the saneorfacmgpageswlm
practlr.'.able (Flipping back and forth in the test booklet
is minimized.)

d=15%
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APPENDIX K
FACE VALIDITY CHECK

We have constructed a test to measure a student's ability to complete a
certain objective (or objectives). We are about ready to try this test out on
severs] people to see if it does that job. Before we do though, we would like
ol to review the test. As a master in this task, your opinicn of the test is
important to us.

Plezse use this worksheet as you go through the test.
I. Complete the following:

Rame

Rank

Uit

Task Proficiency
Task Title

How well can you do this task? (Circle one)

Camnot do it
Not very well
Fairly well
Very well

L% B B ]

Briefly describe the extent of experience you have had doing this task.
{Include how often you have done this task in the last 6 months.)

II. Review the cbijective(s) provided.
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1II. Take the test. Please cament, as appropriate, on the categories listed
below. Be as specific as you can. The categories are listed as guides only.
Do not be bound to them.

Instructions

Clarity of Test Questicns

Adequacy of Given Materizls

Methods of Responding
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How would you improve the test?

IV. Leock again at the dbjective. RAs a master in this task, would you accept
the results of the test (as is) as evidence that somecne could or could not do
thi=s task? If no, explain.

K-3
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APPENDIX L

STUDENT INSTRUCTION, TEST ADMINISTRATION INSTRUCTIONS, AND
SCORING INSTRUCTIONS

Providing students, instructors, test administrators, and test scorers with
clear, concise instruments and procedures is vital. This appendix addresses
two separate documents: the test booklet and the test administration and
scoring guide.

TEST BOOKLET

The test booklet must contain student instructions, the test itself, and, if
appropriate, the test answer shect. Becausc test answer shects arc consumable
items, it is often advisable to keep them separate from the test booklets so
that students may reuse the booklets. When a test uses the AIMS Answer Sheet,
that sheet will always be separate from the printed test booklet.

STUDENT INSTRUCTICNS.

Every test requires certain instructions to the students who are taking the
test. These student instructions must include the following information:

© Obijective. This reflects the ACTION porticn of the TLO, as shown below.

o Materials. This reflects the CONDITIONS portion of the TLD, ag shown

below.
EXAMPLE*
TILO TEST INSTRUCTTIONS
CONDITIONS: Given AR 37-104-3, military OBJECTIVE: This test is designed
pay and tax tables, completed DA Forms to measure your ability to input
2139 and a JACS terminal. casual and advance payments into
ACITONS: The student will review DA the JACS system. You will review
Forms 2139 to determine type of payment, DA Forms 2139 to determine the
verify that payments are assembled by type of paymernt, ensure payments
DOV number, assign a TN to each action, are assembled by DOV number,
assign and enter input using JACS terminal. TNs to each action, and use the
STANDARD: IAW AR 37-104-3 and JACS JACS terminal for the input.
Manual. MATERIALS: AR 37-104-3, military

pay and tax tebles, completed DA
Forms 2139 and a JACS terminal.

*Although the TIO lists the conditions first, the test instructions state the
objective action first and then the required materials.

L-1
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NOTE: You should not include test standards in the booklet. The test
standards must appear on the Course Grading Plan, which the student receives.
The standards often change as you refine a new/revised test over a few
administrations. When standards change for any reason, it is easier and less
costly to change only the Course Grading Plan than to reprint or annotate
mumerous test bocoklets.

o Time. This is a statement of the time limit for the test.

NOTE: The following is a recommended approach for establishing the time limit
for a test: Have 10 students tske the test. If the completion times of all
students are reasonably close, use the time of the slowest student. If the
times vary greatly, set a time limit that would allow 80 percent of the
students to finish.

o General Information. This contains warnings to students to do their own
work, not communicate with other students, etc.

o Test Directions. This contains explanations of test format, sequence of
activity, where to record answers, where to record name and identification
information, and what students should do after completing the test.

NOTE: See Appendix M for further details.

TEST ADMINISTRATTON AND SCORING GUIDE

Includes the following as applicable:

o Administration Instructiong
0 Scoring Instructions
o Solution Key and/or Evaluation Checklist

1. ADMINISTRATION INSTRUCTIONS. This is information provided to the test
administrator. For answer-scored tests and product-scored performance tests
(during which entire classes or large groups of students test simultaneously)
you may simply refer the administrator to the "General Test Administration
Procedures" specified in Appendix of SSI Regulation 350-22, Resident Student
Measurement. However, for observer-scored performance tests (during which the
administrator must chserve student performance and score that performance while
it is taking place), you may need to prepare more extensive administration
instructions, The following are elements you should consider for inclusion:

o Preparation. Provide the administrator with any special instructions
for setting up the test site or test facility for this particular test

(placement of equipment/materials, seating arrangement for role-playing
situations, etc).



SSI Reg 350-20

Verbal instructions to students. Instruct the administrator to provide
the students with information covered in the "STUDENT INSTRUCTIONS!
section of the appendix (page L-1).

Questions. This item should direct the administrator to tell the
students that he/she is not authorized to help with the test is any

way. The administrator should inform the students that if there are any
questions or an administrative nature, the students should ask for
clarification before the test begins.

Administration. This item should direct the administrator to administer
the test. It should include any special instructions relating to the
administration of this particular test (safety precautions, use of
equipment, security precautions, etc.).

NOTE: When applicable, this item should provide instructions for
recording start/finish times.

Follow-up. This item should identify any activities that the
administrator is to take after the students have corpleted the test.
This would include any record-keeping duties that are needed prior to
scoring the test.

2. SCORING INSTRUCTIONS. This is information provided to the person scoring

the test. For any test that is not machine scorable, you must prepare detailed
instructions to allow for fair and congistent "monual" scoring.

O

NOTE:

Score Sheets. Product-scored performance tests, observer-scored
performance tests and even some knowledge tests that require written
student responses (short answer, essay, etc.) require the preparation of
a score sheet. The score sheet should list each element (product
characteristic or performance step) for assessment on a GO/NO GO basis.
Personnel should design score sheets so that the scorer need mark only
when there is an error. Your scoring instructions should provide
specific guidance to the scorer concerning what constitutes a "GO" for
each element being assessed. The instructions should identify
"acceptable variations" in student performance and, when appropriate,
macceptable" performance for each element.

If scoring instruction are complex and/or lengthy, they may have to

appear in a separate document (often called an evaluation checklist) rather
than on the score sheet itself. See paragraph 3, below.

O

Recording FErrors. Tell the scorer how to record errors (e.g., circle
errors on the product, mark errors on the score sheet, etc.).
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o Standards. Identify for the scorer the overall criterion for passing
the test.

o Processing Test Results. This item should indicate where the scorer is
to record the scores (on the product, on the score sheet, on the Grade
Processing Form, etc.). Refer the scorer to SSI Reg 350-22 for
additional information on processing test results.

3. SOLUTION KEY AND/CR EVALUATION CHECKLIST. Tests designed for manual
scoring often require the preparation of a sclution key (reflecting the "school
solution" to the test) or a checklist cutlining the criteria used to assess
student respcnses. Your instructions to the test scorer should refer to these
documents, as appropriate, in explaining how to score the test.

L-4
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TEST REVIEW CHECKLIST

SSI Reg 350-20

Indicate whether or not the test meets the following criteria by placing a

check mark under Yes or No.

A. DO THE TEST BOCOKLET'S STUDENT INSTRUCTIONS INCLUDE:

1. 2n objective statement restating the action
portion of the Terminal Iearning Cbjective (TLO)
in student language?

Yeg

No

Comments

2. A list of materials required for test comple-
tion identical to the conditions of the TLO?
(Ttems included in the test bocklet are not
listed.)

3. A statement of the time limit for taking the
test?

4. A statement of general information related
to warnings and directives.

5. A statement of test directions which explain
how the student is to proceed through the test?
Specifically covered here are:

a. The test format.

b. The sequence of activities.

c¢. Where to record answers.

d. Where to record identification
information.

e. What the student should to upon
completion of the exam.
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B. DOES THE TEST REFLECT:

1. Student directions, cuestions and examples
that are clearly written at the appropriate
reading level for the target audience?

2. Situational information at the beginning of
the test which applies to the entire test and
specific guidance interspersed at appropriate
spots throughout the test which addresses
individual test questions or groups of questions?

3. Only bkehavior supported by TLO actions?
4. Realistic test standards?
5. (overage of the TOTAL TIO and its ELOs?

6. An adequate number of test items to ensure
validity?

7. Parallel format in all versions?
C. DO THE TEST SUBMISSION DOCUMENTS INCLUDE:

1. A completed Product Review/Control Sheet
(PR/CS)?

2. All TIOs (with their PR/CS showing their
previcus approval), each annotated with thec
test item numbers that support it?

3. 2Any handouts, charts, forms, etc., which are
listed in the TLO CONDITIONS/test materials
that would facilitate the test review process?

4. A Test Administration and Scoring Guide
(See Appendix L for details) which includes (if
applicable) :

a. Preparation - instructions that describe
"sct up" procedurcs and requirements?

b. Verbal instructions - instructions to

students (also covered in points A 1-5 of this
checklist)?

M-2

n

Comment s




C. Questions - period allotted for student
questions?

d. Administration - directions for
administering the test (if special)?

e. Follow-up - Instructions on actions
which should be taken after the students have
completed the test?

f. Bn appropriate score sheet, solution
key, and/or evaluation checklist? (With
instructions for scoring)?

SSI Reg 350-20

Yes

Comment.s

5. Validation documentation {(in the form of
face-validity checks) ?

M-3
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APPENDIX N

Task Number Time Started

Test Version Time Completed

TEST CRITIQUE SHEET

Name

We have designed this questionnaire to elicit your comments on the test you
have just completed.

1.

Would you rate the realism of this test as: (Check one)
High Medium Low
If you rated the realism of the test as medium or low, please indicate why.

Try to be as specific as possible. For each diffcrent rcagon you identify,
indicate how you think we might increase the realism.

Were test instructions clear? YES NO

If you answer is "NO," please indicate the reasons why the instructions
were confusing to you.

Were the test questicns clear? YES NO

If not, explain.
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4. Which questions posed problems? Indicate problems.

5. Which questions would you change?

Why would you change the questions?

How would you change the questions?

6. Other suggestions or comments.
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APPENDIX O

PRODUCT REVIEW/CONTROL SHEET

Proponent Schoof: Course(s):

‘Task Title/Number or Subject: POI File #(s):

Froduct Type:

Preparer: Phone No.:
Date Submitted to Proponent QC: Date Subrnitted to DOTS:
Aprioximate Implementation Date of Froduct: T e, - —
Signature of Course Director(s) for Course(s) shown above.
Name/Course Name/Course
Name/Course Namme/Course
PROFPONENT NOTS REVIEW SIGNATURE OF
QC REVIEW DATE (ATSG-TSLRY DATE APPROVAL AUTHORITY DATE
THT 1 OLLOWING DL.OCKS TO B COMPLETED BY DOTS (TOR TESTS ONLY),
11LE SHORT TITLE TEST CODE MEETS AIMS ROMTS

NOTE:
¢ Cne Product Review/Control Sheet must be prepared for each product submitted.
® ihissheetwill accompany title productthroughout the development process

€ School Directors will retain this sheet as part of their audit trail.
& inducts will notbe accepied for official review by DO TS without previous approval ol the proponent’s QU personnel. Allimprovementssuggested

by them should be made by the pieparet priof to submitting productto DOTS.

i oM 350-100-19, AFR 95 PREVIOUS EDITIONS OF THIS FORM ARE ODSOLEIE
(A E3G-181-R)
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SST Reg
APPENDIX P
US ! SSI COURSE: DATE:
4 - CODE: } EFFECIIVEDATE: CLASS NO.
¥ COURSE GRADING
PLAN
1Y I'E OF EVALUATION AND SUBJEC I'S/TASKS COVERED:
METHOD
TRST RVERT FTLR MAX/ PASS/ EXAM oF
NUMEER TEST TITLE NUMBER CODE RAW FAIL WEIGHT  SCORING
GRANDUATION REQUIREMENTS
CUURSE BIRECTOR: PHONE: | TEST COORDINATOI: DATE:
METHUT OF SCORING: I DATE:
-ipstomcter A-AIMS Answer Sheet
S-Stdent G-Grade Processtog Farm PIRECTOR OF TRAINING SUPPORT
- o PR PREVIOUS EDITIONS OF THIS FORM ARE ORSULETE
FJ FORM 350-100-1-F, DEC 94
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APPENDIX P
i USASSI COURSE: DATE:
; COURSE, GRADING | “OPFt | FPFRCTIVE DATE: CLASS NO.
i PLAN

TOST
NUMBER TEST TITLR

TYTE QF EVALUATION AND SURJEC ES/TASKS COVERED:

BVENT FILE MAX/ PASS/
NUMBER CODE RAW FAIL

METHOD
EXAM OF
WEIGHT SCORING

) FCRM 350-100-1-F, BEC 94

PREVIOUS EDIHONS OF THIS FORM ARE ONSOLETE

P-2




APPENDIX O

LIST OF LEARNING ACTIVITIES

COURSE/SL TRAINING:

DATE:

LEARNING OBJECTIVE:

SSI Reg 350-20

DESIGNER:

LEARNING CATEGORY/SURCATEGORY :

LEARNING
GUIDELINE LEARNING
NUMBER GUIDELINE

SPECIFIC LEARNING ACTIVITY

FJ FORM 350-100-20, APR 95
(ATSG-TSI-R)

PREVIOUS EDITIONS OF THIS FORM ARE OBSOLETE
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APPENDIX R

CHECKL.IST FOR DESCRIBING THE LEARNING ENVIRONMENT

CQOURSE/SL: TRATNING: DATE:
TRATNING SITE: DESTGNER :

Consider the target population and the course/SL of the training the school
will conduct, answer the following questions:

1. What space is available for conducting initial leamming by means of
conferences, lectures, video tapes, self-paced work, etc.?
(Classrooms, learning centers, efc.)

2. What space is available for practice? (It may be the same space the school
uses for conducting the instruction. It may also be areas such as day rooms,
offices, libraries, and other similar areas.)

3. What training aids are available at this location?

4. What equipment, supplies, and references are availablc for studcntes to use
during practice, if appropriate? (Typewriters, adding machines, calculators,
computer terminals, forms, scales, regulations, pamphlets, etc.)

5. What equipment, supplies, and references could the school cbtain if needed?

6. Is Lhis location convenient in terms of the time it will take students to
get to it?



(DURSE:

SSI Reg

APPENDIX S

TASK NO. AND TIILE:

INSTRUCTICNAL PLANNING WORKSHEET

DATE

DESTGINER *

TLEARNING OBJECTLVE:

MODE :

LEARNING ACTIVITIES
(in recomended
sequence)

DURATICON

SUPFORT MATERIALS AND GUIDANCE
(Method/Media/Equipment/
Instructional Guidance)

FJ #ORM 350-100-21, APR 95
(A1SG-TSI-R)

PREVIOUS EDITIONS OF T1IS FORM ART OBSOLETE

350-20
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The proponent of this regulation is the Directorate
of Training Suppcrt. Users are invited to send
comrents and suggested improvements on DA Form
2028 (Recommended Changes to Publications and
Blank Forms) to DOTS, ATIN: ATSG TCI.

FOR THE COMMANDER:

OFFLQIAL: D. C. BRARNEY
iy A {‘

s / Director, Training Sugport
 ILEL T

/ PATRICK J. WIRT
w4, UsA
Adjutant

DISTRIBUTION:

A plus

50 - Publications Stockroom
10 - ATSG-TSI

2 - USASSI Library



