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% 1  Summary of Training Contents

™2

TM3

TM4§

Pedagogy Training

(6 mont‘hs)

Basic Training Methodology for Inistructor
(2 Weeks) ' '

Skill Analysis
{2 Weeks)

Written Instructlonal Materials
(2 Weeks)

Summary/Target of Training Contents

i meeedelacecmemmmicddmAmmAmAMmmymmeeemme e Awe o an kMo e Tt mmm e mmmmmrm e T === EmmmTmmmmmmammemsazeememmmmmmmmmdiaramoadid4nisesasmanemeannaancnan]

This course is design to train instructing staff
for trade training in both private and public
training institutions. Its main objective is to
enable iﬁst_fuétdrs to acquire .comp'rehensive
training and practice in all phase of instruc-
fional techniques. Upon completion they can
successfully conduct trade training course

and evaluate their effectiveness.

The objective of the course is to enable super-'
visors and expenenced instructors to’ acquire
trammg and pracuce in the fundamental tech-
niques for teachmg Upon completion they can
give training successfu]ly at their establishment.
It ¢an also be given to instructors in iraining
institutes as an orientation to trammg ‘metho-

dology

This éou:sé will train participants to break
down their trade into its teachmg elements
e.g.- from a trade to their major plocks and
from a block to units and a vnit to segments
and ﬁna]ly to the teaching eleménts.

Upon compleuon pa:t1c1pants wﬂl be- able to
complete their “Course of Study” and be
able to 1dentlfy.j ‘What to teach? When to

teach? How to teach? and Where to teach?

Writ.t.e_n Instructional Matériﬂs are supp.(:)r.ti'r-lg
materials for teaching. - Pérticip'ants wﬂ] be
trained how to prepare and produce good.
written instructional materials ih pro;ﬁer for-

mnats to support their training programme.

_ Upon completion, théy become familiar with

relevant format and to incorporate them in

their daily routine as and when reqﬁi'red.
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Summary/{Target of Training Contents-

Audio-Visual Aids
(2 Weeks) .
_ { ~A) OHP. ~Transperancies, charts, posters,

O S 1
Participants will prepare and apply various
teaching aids, e.g. '

e earsarrr e — e ———————

graphic aids, etc.
B) Production of 35 mm, colour slides and.
C) VTR system and practice.
Under (B) and (C) they will be taught on
scenario writting, camera techniques, Iightﬁng,

i slide processing, editing, dubbing, recording etc.

TM6§ Test and Tésting Methods This module emphasizes of the understanding
(2 Weeks) {oof purposes and features of tests and the de'ul'é-
lopment of testing procedures in trade training
to enable instructors to conduct reliable and
valid achievement test. Also included is the

procedure for analyzing and normalizing test

scores to improve the value of “Instructor

Prepared™ test in an attempt to obiain a better

: ! measure of achievement.

Training Administration . i This module is designed. for improverhent of
(1 Week) '

™7
training management or administration of the
following subjects:-

System of vocational training, plan and

conduct of vocational training, responsi-

bilities of instructor, function of the ad-

ministration division, budget planning pro-

cedure, record and record kéeping, work-

shop and class room layout, etc.

Upon completion, participanis ‘wi_ll. acquire

knowledge on training procedures and to con-

duct training programme more effectively.
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--------------- B ettt Summary/Taiget of Training Contents

.......................................................................................................................................................

[P SR

TM8: Instructional Technique for In-Plant Trainers This course provides the trainer’s as much

(2 w:eéks) practice as possible in-applying the teaching

i techniques taught,
o ' : i Consequently, the theoretical content is pre-
] : ' : i sented by means of short, concise lessons

reinforced by the use of training and insiruc-
tional aids that require trainiers to apply in the
lesson content.

! i This course is conducted at the employer’s

premises for a group of 12 trainers.

TM9 | Basic Instructional Techniques for In-Plant ! Its objective is to enable supervisors and ex:
Supervisors- perienced workers' who have been given the

DI Week) - : : i instructing responsibilities but could not be

released to attend a course of instruction for a2

fonger duration. ' ,

So, this course can be conducted at the firms

i premises for & group of 12 participants. Upon

5 S ! completion, participant will acquire training

and practice in fundamental techniques for

teaching skills so that they may successfully

givé job skills training under the on-job condi-
tion. .

™1 0 Module Trairiing System Design- This is a pioneer course in a new field of pedag-

' (2 Weeks) ! ogy in which LL.O. has developed a vooational
' R : training -based on the concept of Modules of -
i Employable Skill unlike . other yocational

training. o

: i Trainees will he provided with the necessary

o ' S . knowledge and technique to design module’

~ training.
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'§3

SYLLABUS CHART

Module Title: TM.1 PEDAGOGY TRAINING (6 months)

" Block

Unit

-Hrs.

BLOCK 1
Intioduction to the Course and Trade

Instructors.

BLOCK 1T
3kill Analysis

BLOCK II °

Training Methodology for Instructors.

"BLOC IV _
Written Instruction Matezials.

BLOCK V . _
Instructor-Made Audo-Visnal Aids,

By

b)

g)
h)

.a)

b)

a)

b}

Explain the history of Vocational Training
Bstablish the authority for the programme
Explain the rational for Trade Instructor
Training

Describe Trade Instructors

Satisfy study habit needs of Intern Instructors,

Identify Instructional Components.

Identify Instructing activities in Course of

- Study.

Describe .t'he Learning Process

Explain Individusd Differences

Methods of Training System

Describe the different methods of presenting
lessons. ' .
Describe various meﬂlpd_s__fbr making lesson
presentation more effective. )

Develop precedures for planning lessons,
Make preparation for instruction.

Prepare for practice instruction assignment.

Present lesson.

Explain the functions of Written Tnstructional
Materials. o
Produce Written Instructional Materials.

Develop criteria for deciding on Audio-Visual
Aids needed, - _
Produce Intern Instructor-made Audio0Visual
Aids.
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—

Block

Unit

His.

BLOCK VI
Module Training System Design

BLOCK VII
Test and Testing.

BLOCK VIII

BLOCK IX
Administrative Responsibilities of

Instructors.

BLOCK X

Vocational Guidance -

Safety in the Workshop and Classroom.

b)

a)

b)

©)

Ca)

b)

b)
¢

Theory of Module Training System.

Example of learning elements and assignments.

Construct various types of objective and
subjective questions,

Désbribé the purpose and fundamental
features of Test.

Develop procedures for Testing.

Establish the importance of safefy in trade

“training.

'Develop methods for reducing accidents.

Explain how to treat human accident.

Explain the Instructors’ responsibilities to the

Adminigtration and Training,
Identify the Instructors’ responsibilities in

‘workshop and classroom organization and

control.

* Psychology of trainees

Life guidance for trainees
Workshop activities.
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Module Title: TM.2 - BASIC TRAINING METHODOLOGY FOR INSTRUCTOR (2 Weeks)

Block

Unit

Hrs.

1. Introduction to the course.

2. Back Grmmd

3. How to conduct training

4. Closing

' a)  Objectives of the module.

b) Conduct of the module,
c¢) Course outline and schedule.
d) Ceriification.

a) -Histry, system and policy of vocational training.
b} The on the job instructor,

a) 'The demonstration

b) The four step pattern of instruction.

¢} How to demonstrate.

d) The instructional content of a job skill,

) Preparation for demonstration I.

) Demonstration Practice I

~g) Determining training needs.

h) How people learn.

i} Individual differences

1) The five laws of learning.

k) The shop talk.

[} How to give a shop talk. -

m} Preparation for shop talk.

n) Achievement motivation.

o) Shop talk practice _

p) The instroctors’ personal tools of communi-
cation.

q) Questi'oning techniques

r} Primary audio visual-aids.

s} Prépafation for demonstration 1.

t) Job attitude '

u) Demionstration practice 1

v) Safety _

w) The work sheet

x) Preparation for demonsiration HI.

y) Objective evaluation of skill performance.

z) Demonsiration practice 111

a) Test
b) Evaluation of programme and closing.
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Module Title: TM.3 - SKILL -ANALYSIS (2 Weeks)

Block Unit -

3. Tdentity Instructional Components. | A. Ana‘lyie' @ne job, operation or skill.
' . . . a). "Dé_ﬁni.tion & function T. Std. syllabus & of
o .study N '
b) Objectives of analysis;
¢)' Insiroduction to method of analysis.
B. Use methods of analysis to break down the
assigned section of a trade syllabus,
a) Division of job, operations, and sk8lls into
" basic clements of, steps key points, safety
precaution and tools, equipment, and
material,
b) Divi‘sioh of retated technology into baisc
~ clements. |
et theory, information, science,
calculations and drawing,
C. Arrange instructional components in a course
of 'stucl-y format. '
1) . Blocks, units and instructional segments.

b) Logical learning sequence.

2.  Identify Instructing activities in A. List défnons'tration and theﬁfyjlnformation
- Course of Study. - lessons,
8) Digestible length and content
b) Corfeleted -
¢) - Availability of facilities.
B. List trade t_rainees’ activities.
) ' a) Shop work
" b) Assignment.
) STudy.
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Module Title: TM.4 WRITTEN INSTRUCTIONAL MATERIALS (2 Weeks)

Block

Unit

His.

1. Introduction

2. The Lesson Plan,

3. Instruction Sheets as Aids to Instruc-

tion,

4. The Information Sheet, -

5. The Assignment Shest

6. The Work Sheet

)

!

¢}

d}

a)

b

d)

o)

Planning for Instruction -
Reasons for Writing Instructional Matcnals

Classifications of Written Instructional Materials,

Reasons for Using Standard Formats

Deﬂmtlon .

Reasons for One Lesson Plan Format,
Format _

Description of Content.

Procedure for Writing

To produce Lesson Plan

" Definition

Advantages of Using Instruction Sheets.
Content of Instruction Sheets.
Order of Arrangement of Instruction Seets.

Definition

Content

Format

Description of Content

" Procedure for Writing

To produce an Information Sheet.

Definition

Content

Format -

Dgscripiion of Content
Procedure for Writing

To produce an Assighment Sheet.

Definition

Confent

Format

Description of Content .
- Procedure of Writing

To produce a Work Sheet.
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Module Title: TM.5 AUDIO-VISUAL AIDS

Block

Unit

Hrs.

1. Vidual Aids

2. Overhead Projector

3. Slides

4. Movie and Video

- Introdugtion to Tréining Aids

Pictures and Grnp}uc Axds
To make Charts and Diagrams (F)

- ‘T'ransparencies

Teaching with Transparencies
Production procedures of T.P.
QOperating OHP and to make all kinds of T.P. (P)

Slides

Production procedures of Stides
Taking picture [139)

Processing Film (P)

Re_cdrdirig )

" Syncronizing

Moti’on Picture-Film and Video
Operating Film-projector (P)
‘Production procedures of Video
Portable VIR ®)

- Operating TV camera and Lighting

Operation of Control Unit (P)
Scenario writing for video production

. Editing (P)

Dubbing (P)

Module Title: TM.6 TEST AND TESTING

2 Weeké)

Block

Unit

His,

1.” The purpose and fundamental features
of test,

2. Develop procedu;eé fbr_ t_eéﬁﬁg.

2)

P

o)

The importance advantages and nitcome of test

-The composition and function of different -

types of test.

_The essential characteristic of good test.

4

 construction and characteristics of different -

The advantages and disadvantages rules for .

' types of _test items,

Y

_.Constructzon, administration and scoring of

. achievement test.

Analysls test scores,
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Module Title: TM.7 TRAINING ADMINISTRATION (1 Week)

Block

Unit

His,

Introduction

History of Vocational Training in
Malaysia.

Significance of Vocational Training.

Organization of Vocational Training.

The recruiting method and its activity

Selection of Trainees.

The preparation to receivé the
{rainees. '

The establishment of the Administra-
tion Division.

Thie responsibilitics of Instructors.

a)

b)
c)

a)

b)

)
b)
B

1,
b)-

¢}

b)
c)
a')

e)

a)
b)

1.9

€)

2)
B

Planning on Training.

Vocational Training before Enactment of a
Vocational Training Law established.
Vaocational Training after Enactment of a Voca-
tiona! Training Law established,

Covational Training and Format Eduction.
‘Technical Innovation and the new worker.
The Industrial Society and the new worker.

- Organization Chart.

Responsibility of each section.

The role of Training Affair Division.
To prepare for the pamphlet
The recruiting methods:-

Entrance examination.

The arrangement all the equipment,
Arrangement of the working environment
The preparation of the guidance at the respec-
tive department.

' 'I'h_é function of accounting division and budget

planning.

Planning draft budget.

The arrangement of the equipment of mach-
ineries.” ] . )

Preparation equipment ledger.

Preparation machine tools ledger.
Introduction of computer application.

Planning and conduct of training.
Policles, regulation & discipline.
Records, reportlists, plang and estimates.
Stﬁff and extra curricular activities.

‘Relationship with employers.

Recommendation for improvement.

‘Self-teaching of the professional field for

each Instructor to be improved. -
Continues evaluation and updating of training

_ prb_grammes methods and matesials.
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Block

Unit

His.

10. Details responsibilities for trainees.

11. Describe responsibilities in the

12.

13.

4.

15.

16.

workshop.

List responsibilities in the class room.

Training Evaluation and Certificate.

Regarding the preservatmn of the

records.

Regardmg the activitiy of the employ- |’

ment.

Life Training.

b)
¢}
d)
¢)

a)

|y

<)

2)

b)

c)
4
¢}

‘a}:

b)

o
b)
c)

Safety

Accurate and 1mpartlal assessments, records of
Progress, attitudes, conduct and attendance.
Supervision-and guidance

: Efficient and effective training,
Life guidancs.

Housekeeping for safety appearrance and

: c]eanhness
First and faclhtlcs

Trade practice assignment and supemsor of
trainees job performance, work attitudes and

conduet. ‘
 Proceduire control maintenance repair, arrange-

,.d)“

ment, effective utilisation of tools and equip--

- ment.

Procurement control and efflment utmzanon
of material and supplies.

Workshop layout and organization. -

Maintenance, control, use of furniture, facil-
ities and training aids.

Maintenance of class récords.

Conformlty ‘with classroom schedulmg
Houisekeeping, safety and discipline.

‘Confirmation of attendance.

Thie final test of the time of closing. -

The issue of certificate:
" Preservation of the roll book,:

The relation with other quahﬁcatlon

The: permanent preservation of trainees ledger.
The preservation of other records.

Job secunty office. _
The cooperatmn with other enterpnses

- After.
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" SYLLADUS CHART

Module Title: TM.8 BASIC TRAINING METHODOLOGY FOR INSTRUCTOR (2 Weeks 55 Hirs).

Bliock ] C Unit Hrs,

1. Learning Process : a) Describe the learning process 11
' b) Explain individual differences

2. Methods of Instruction Ay Describe the differenf methods of presenting 6
' - lessons
b) Describe various methods for makmg lesson o 3

presentatlons more effectlve
3. Skill Analysis ' a) Identify instructional components 4%

4, Planning a) Prepare lesson plan and prepare training aids in T4
accordance with lesson plan

b) Describe the purpose and develop procedures 6

. for testing
- ) Establish the importance of safety in training 2
5. Instructing Practice a)} Preparte for pratice of instructing assignments 14
PRACTICAL - 4A0%
THECRY 60 %

Modute Title: TM.9 BASIC INSTRUCTIONAL TECHNIQUES FOR (1 W) IN - PLANT SUPERVISORS,

Block - - o Unit His.

1 Learning Process: - a) Describe the leafning Process. _ :
: b) Explain individual differences. : 1
2 Methods of Instruction o a)  Describe the different methods of presenting 3
A lessons.
b) Describe the various methods for making lesson 3

presentations more effective.

3 Skill Analysis a) ldentify instructionat components ol 3
4 Planning _d) Prepare lesson plan and prepare trammg aids in 3
: . accordance with lesson plan.
b) Descnbe the purpose and develop procedures 3
for testing.
¢) Establish the. 1mportance of safety in training i
5 Instructing Practice a) Prepare for practice of in'structing'aésignments. 12
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Modute Title: TM.10 MODULE TRAINING SYSTEMDESIGN {2 Weeks)

Block

Unit’

Hrs,

1. What is Module Training Systom?

2. Preparation & Construction of

Programme of Module Training.

3. Structure of Learning Package.

4. Form to product Learning Package.

5.  Summary of Module Training.

6. Production of Learning Package.

2)

a)

a)

Introduction

Analysis of Vocational Traini'ngSys'_cem.
Characteristics of 1.L.O. Modﬁl_e Training
System. .

. Concept and Criteria for Module.

Construction of M.E.S. and Module Unit.

Construction a:nd Definition of Training
System Design.
Construction & Definistion of Job Description.

Construction & Definition of Task Analysis.

' Construction & Definition of Sk8ll Analysis.

Construction & Definition of Curriculum

Development.

Instruction of Learning Package.
Organization of Learning Package.
Definition and Procedure for Writing learning

content in Learning Element,

Administrations for Module Training

System.
Discussion for Bring Forward a Problem.

Production of Learning Package for Individual
Trade. '
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1.2 TM | IEHECKIR |
HBILHRR
W) =9 —wOPE ‘
TMIa—-23 6 7BIMCH2, ZOMBRABLIKL, 2BIFBRRTLEHTH
Bo iU, REOIEE ( 196846, L L OBMROM DL, < WAKEL T - T X 1A%
PRIRFTIORREL., BRELELOTH 2,

*2 TMi:~x@%ﬁ®Emmﬁﬁb

i ‘ '. #r

I.  Introduction to the Course - 1. Introduction to the Course and Trade
If.  Trade Instructor Instructors., -
Il Identification of Instructional Conient [l Skill Analysis
IV. The Learning Process. _' 1II. Training Metholology for Instructors
V. Method of Instruction - IV. Written Instructional Materials
VI.- Preparaiion for Instructing V.  Instructor Made Audio-Vidual-Aids:
VII. Practice instructing . VI, Module Training System Design.
VII. Written Instructional Materials VIL. Test and Testing. -
IX. Test and Testing Methods VIII. Safety in The Workshop and Classroom
X. Instructor Method Audio-Vidual Aids 1X. Adminisirative Responsibilities of Inst-
XI. Instructing Internship ructors
Xii. Safety in the Workshop and Classroont X. Vocational Guidance

| XI1I. Administrative Responsibilities of Instructors.

Fa E 7 1 @ Introduction to The Course and Trade 1nsrtruct0rs REELT, E&%%‘JI[
ﬁ?ﬁé@&%mbmfﬁ&tﬁﬁﬁ&%o}&ﬁﬁw ﬁﬂ@ﬁﬁté@&ﬁ e
HROTE. wﬁHHXG&ﬁ%T&ao.

ﬂﬂwﬁH®ShHAMW%sﬁﬁ%%@ﬁi@@@ﬁﬁ(%i%@ uow%ﬁﬁéﬁﬁ
'§@®%ﬁ#6ﬁ%\ﬁﬁ¢a)%naao”bf\cwﬁﬁm&%%%za®&mﬁmgn
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IMIRY o THEING, _

7# .y 7 WD Training Methodology for Instructors IHIFMO 7 4 = » ¥ BEIZBZHNEAT
HBo L CTH. amayﬁ-futx'%%Wﬂﬁmﬁﬁx;w%@vz?A%%ﬁﬁﬁa
e E - T REEHOT o 2 v 22 RETX Do

Ty SNED Wratt_en instructional Materials it EDEU%(MCD?-EHE%@%EL, %ﬂ%%
BRICIERIT 5 C 21 o T SMBROBHEPBET 22 LS LLARTH b5 BHREO R
BEROT 7= » 7 RBRICE > TEINRTL 0TI B, EREZLMARILCO T 1
) P IEFMECE > Th . WD IHGTH Do o

7 ; 2 V® Instructor made Audio — Vidual — Aids ix. %E?ﬁﬁﬁiﬁﬁ PERL . #
O EBBETELEPBEUNETH b0 L0 TIRYUR, SEEEEBBOT <L - 4
LY AETHLL E Do | | | |

7a 5 4 MO Module Training System Desigh.l;t., Bﬁ%iﬁ_tﬁ!ﬁ!b‘@i LOEY . —JVE‘J!I

; . ™
( - Occupation (Occupation Analysié) e
(3ob Analysis) ._

Task - . (Task Ana]ysis)

Skill (5kill Andysis)

( An Analysis of Worker Own '\
\ Motion and Method

N /

o Traihi{lg'Method_ology
(Curriculum Design)

Bl 1 - Skill Analysis OfEAT
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70y 2 WO Safety in the Workshop-and Classroomid. CLAST 7oY. hOffi

RAEEIEMMO S T 5 (EEEE) &3P T, BRSO BEPE. BN G X S AL
HE~ORIES 2T - B TH B

71y 2 KdAdministrative Responsibilities of Instructors . HER® 723 DY
BEEVS AR - TV B EE LT, 2 — REW, BHEN. RERABHL X rIsuE
BHICOWTOWNECTH Do BEER. BRELE. A L CEFTROBRAK 2OT S EHETF A
hice (H2ZH)

it ndustrial oy

foyment
s ERETI S

:\/mmﬁns Standarg
" Actual Training in
V Institution

1. Course Admini-
stration

2. Facility Admini-
Stration -

3. Welth Safety
Administration
l 4. Trainee Admini- ’
siration
Vaocational
Education/Training

Entrance System Employment

e HEROEAFH (TMI)

. 7 m s 2 X® Vocational Guidanceld. ¥ & L CHEAD OIS & oHEENEE SV T DR
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20th Sept, '85
Our Ref: IK-1
Inatructor Training Sect's Staff

c I A S$5 T

Re: Training Information

Dear Sirs :
I want to get the foliowing informations of next TML training course
which will be started from 30th Sept '8% so that we might cope with our

activities , by this course start.

1. List of candidate.

2. Syllabus.

3. " Charging area of lecture in above meﬁtinned éyllabus.

4, Time Chart.

5., How to plan Opening ceremony of TML ? -
* hen _ /
* What time .
* Where /

e e Your faithfuly

Rikire KORIYA!
CIAST Expert’

-WDD)‘I}T)B‘“ BRI \rj'\\'w.\\fﬂ\“ﬂ*** as s

@ 4 Liaison o —4fH)

D. <fliciT s or—yau
s . BMERERL I CHRERD

CIASTIHH /o5 A TCHROLIEMEERTZEEZOEANZLEETDONT, RO2D

By UoRESTT oA~ X Ule (19844E 10 A)
@ CTASTING Sy 2TRY BHEMHIERER,
@ - Instructional Sheot ﬂ?%pﬁo

D22, mm&ﬁ%%%b1m<91T®/~n¢%£ﬁbt%®fé% FDH =
WALy 7 L OHRBOBET, B, VY- FHAO7 2 —< vy PO THRVBR/OENLL -T2,
Z LT 0T 24D E b BEBEARIBBSC . EMERO7 » —= o FRET2HIOFERR
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AR R e T Summary of Training Contents

STi Method and Work Study This course is designed to train supervisors in

{2 Weeks) ' ' 1mprovmg methods for the eff“:cmncy of a
' i section, Systematic analysns of the present
. methods in order to devise' improvement can be
carried out by trained supervisors as part of
their day-to-day . duties, Also'i_nclu_ded in the
course are Process Analysis, Motion Analysis,
'Prin;:ip]es of Motion Economy, Tihe Stlzjdy,.
Establishment of Time Standard and Work.
Sampling.

ST2 Quality Control Objective of this cowrse to emphasize on qual-
{2 Weeks) ity control circles activities. Iis elaborate tbpics

. such as concepts of quallity and control, QCC

tools, ie. cause-effect diagram, check sheets,

pareto diagram, scatter diagram, histopram and

control charts. It also shows an.improvement.

activities made and examples of case studies

taken up by QC circles.

ST3 | Production Planning and Control Four main 'concem. of this course are dealt’
(2 Weeks) ) .| . with; Fundamental of Factory Management,'
Analysis and Improvement Production Activ-

i itles, PIannmg and Control Manufacturmg

Schedule and Effectlve Cost Reductlon
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Summary of Trai_ning Contents

.........................................................................................................................................................

§T4 | Maintenance Management Maintenance Management is to forecast plant .

(2 Weeks) productivity in planning stage and to maximise

economically its productivity in the phase of

T Y S

_maintehancc. It is the objective of the course
to expose the participants to among other
things, the various types of maintencnce,

organisation, functions, planning, administra-

- tion of maintenaice personmels, methods of

failure analysis and its countermeasure and
effects measurement. '

STS Industriél Safety ‘ Industrial safety plays a iﬁéjor role in aﬁy orga_-'

(1 Week) ' nisation because it affects not only production

loss due to stoppage buf also a mbnetary loss

to compensation .payments. = As such, '_t'his

. course is designed to give proper practical

safety training called Danger Anticipation

Training which aims at securing industsial.
i safety in advanced. Upon completion, the
participants will have the ability to train safety

to their subordinate,

ST6 | Leadership and Human Relation .| In this course, participants Tequire to study the

i {2 Wecks) foundation for good relations and a 4-step

method for handling many 'pfoi)_lems in the
workshop. “Participants are instructed how to

conduct Job Relation on TWI with the manual

for a trainer.

ST7 : Discipline in Industry Discipline ‘has been added as a specific training

(1 Week) in accordance with strict r_egulationé and ap-

plying to religion. . We.'hqrma_']]y mea_n'the_cb.

i servation of r_ules in an industrigi_egtgblishment_

for maintenance of control and order to meet

v

_ organisatibnal standards and objectives.
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Module Title: METHOD AND WORK STUDY

Block o : "~ .Unit. His.

1. 'Role of Actual Spot and IE activities. | a) -Role of actﬁa_l_spot for efficiency elevation.

' b) Role and attitude of supervisor.

¢) Forms of IE activities, promotion system and
" -attitude in an actual spot.

2. What is IE activities. a) Objectives and role of manufactuing.
b) -What 5 1B activities, meaning of 1B activities
¢) What is efficiency?
- How to measure efficiency.
d) For elevating efficiency
e) Necessuy of IE activities its background.

3. An otuline of IE method. : “a) What is I¥ method.
' b} System of IE method
‘c) Atitude for practical use of IE method.

4. Process Analysis. - . a) - What is process analysis?
‘b) What is product-process analysis.
¢} "How to do 'product pfocess analysis.
"d) How to see the result of product-process
analyms . I
) How to see product-process analysis.

5. Motion Analysis. : a) What js motion analysis?

b)  What is both hand job analysis?

¢) How to do both hand job analysis.

d) How to see the result of both hand job analysis

¢) How touse both hand ]ob analysis.

£y Therblig symbuls

g) How to see and use theresult of Thcrbhg anal-
ysis. : .

h) What is memo motion ana]ysis.-

6. Principles of motion cconomy "a) What'is principles of motion economy?
: o b) How to see and use each pringciple. '
Basic Principle 1.
¢} Basic Principle IL =
d) Basic Principle 1IL
. ¢) - Basic Principle IV.
. Lo {1 D How to h_pply_pr_incipies of économy rﬁotion.
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Block

Unit

Hrs.

Time study

b)
¢)
d)
¢)

What is time study.

How to do time study.

How to see the result of time study.
How to use time study.

‘Time study of non-repeated job.
Time study by film.

Establishment of StandardTime

b)
¢)

. d)

. What is time study?

{Construction, meaning, use}.
What is Rating?-

What is Allowance?

How to decide standard time.

PTS (Predetermine Time Standard)
methods.

a)
b}

What is PTS method?

How to do PTS method.

10.

Work Sampling

9

b)
c)

What is Work Sampling
How to do Work Sampling _
How to see the result of Work Sampling.

11.

Analysis of line balance.

a)

_b)
c).

4
¢}

What is line balance?

What is analysis of line balance.
Pitch diagram.

Calculation of line balance

Principle for improvement of line balance.
‘How to analyse line balance.
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Module Title: QUALITY CONTROL

Block

Unit

Hus.

I.  Opening

2. Fundamental concept of guality
control.

Q@H

3. Q.C. Circle activitics.
(41

4. How to collect and arrange data.

5. Improvement in workshop

6. Case studies on QC Methods.

Woe N AW

w

What is quality?
What is control?
What is quality control? -

What is QC Circle?’
Introduction of QC Circle. -
Ma_nagement of QC Circle.

How to collect and arrange data.
Graphs.

Cause-effect diagram.

Check sheets

_Parato djagrams

Stratification.

Scatter diagrams.

Histograms _

How to express the position of centre of
distribution.

. _Populaitid'n and sample
il.
12.

Distribution of data
Contrl charts.

Wh'a‘t is the improvement in workshop?

How to find out the problems and how to -

dicide theme. .

How to analize for solving the problems.
Examination and conduct of resultant of
improvement,

Example of reduction of defect in manufac-
turing prc_)cess". '

Example of improvement and control of
manufacturing process.
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SYLLABUS CHART

Module Title: ST.3 - PRODUCTION PLANNING AND CONTROL

Block

Unit

Hrs.

1. Introduction to Production Planning

and Control

2. Technical Planning of Jobs

3. Job Scheduling

4. How to Dispatch and Contrdl I 6bs

5. Inspﬁ:tion and Treating Abnorma-

lities.

6. Job Evaloations

7.. Basics of the Network Method
{PERT).

Rationalization for Production,

Production Planning and Process Control.

Making Job Standard
Setting up Standard Time
Planning Tob Layout

Calculating Load .
Step for Scheduling
Cause of Delay Time

Job Preparation and Dispatching
Job Control

Confirmation and Report of Job Results

Types of Inspection and Their Function.
Traceability of Causes and Job Report.

Actions for Defection Incidents.

Evaluating Attainment of Quality Objective.

Evalualing Structual Flow

Other Forms of Evaluation.

What is an Arrow Diagram?
Methods of Determing Schedule.
Adjustment of Load and Capacity.
Practice of Network Method.
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