SUPERVISOR TRAINING PROGRAM

INSTRUCTOR’S HANDBOOK

LESSON NO. 9
Supervisor’s Training Responsibilities
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INTRODUCTION

The title of this module is Supervisor’s Training Responsibilities.  The purpose of the module is to train supervisors to plan for and conduct training for the members of their crew.

This module will begin with the lecture covering the training materials that support the objectives.  The lecture will be followed by a Practical Exercise.

The task of taking a sight is used in this exercise.  If the instructor knows of other tasks that would be more appropriate for this exercise, he is urged to use one or more of them.  The instructions given can be applied to practically any OJT task training.
In the Practical Exercise the participants will be given a requirement to train miners to take a sight.  They will be required to go through the steps for planning and conducting training that were covered in the lecture.  Specifically, they will be required to:

· Describe how they will conduct the needs assessment.

· Prepare to conduct the training.

· Demonstrate the OJT process.

· Describe the training evaluation procedure.

OBJECTIVES
Module Objective:
To enable supervisors to carry out their training responsibilities by 


recommending crew members for training off-site (OST) and 


conducting and monitoring training on site (OJT).

Training Objectives:

1. Given an example of a training situation, the supervisor will be able to indicate whether it should be conducted as OST or OJT.

2. The supervisor will be able to identify the four phases of training and the steps to accomplish each phase.

3. The supervisor will be able to select the four specific characteristics of an effective training program.

4. Given a training problem, the supervisor will be able to design OJT to resolve that problem.

PLANNING
SCHEDULES AND MATERIALS

Activity
Approximate Time
Introduction
  5 minutes
Lecture and Self Checks
40 minutes
Practical Exercise
50 minutes

Summary
10 minutes

Progress Check
20 minutes

Materials Required

Instructor’s Handbook
1

Participant’s Handbook
1 per participant

Progress Check
1 per participant

Pad and Pencil
1 per participant

Blackboard and Chalk or
1

  Flip Chart and Marker

Overhead or 35mm Projector
1
Practical Exercise Equipment

String (5 feet)

2 Clothes Trees

Small Weight

Chalk

Should you select a task other than taking a sight, the practical exercise equipment will be that needed to demonstrate that task instead of the above.
SUPERVISOR’S TRAINING RESPONSIBILITIES
INSTRUCTOR PREPARATION
Read the suggested lecture material, viewing the visuals where indicated.

Work the self-checks.  Note where the answers are located in the suggested lecture material.

Fill in additional notes to the instructor that you feel are necessary.

Study practical exercise materials.  Be sure you are thoroughly familiar with the procedure at your mine for taking sights (or whichever task you choose).
	Module Objective:

To enable supervisors to carry out their training responsibilities by recommending crew members for training off site (OST) and conducting and monitoring training on site (OJT).

	
	The “impossible dream” of every supervisor is to have a crew whose members have all the skills and knowledge that they need to do their jobs.  Then he can get on with the business of production and not worry about training.

	OJT and OST
	
	Unfortunately that dream doesn’t come true.  Absenteeism, retirements, transfers, and new equipment and techniques assure that the need for training, like taxes and the poor, will always be with us.

You, as the supervisor, are responsible for your crew members receiving the training that they need.

	Training Objective 1:

Given an example of a training situation, the supervisor will be able to indicate whether it should be conducted as OJT or OST.
	
	Training may take place at the job site, called on-the-job training (OJT), or off the job site, called off-site-training (OST).

OJT allows the trainee to acquire the necessary skills and knowledge by actually doing the tasks in a “real world” situation.  The instructor demonstrates how to do the task, then watches and corrects the trainee as he does the task.  This is an absolute must for developing skills and for learning the sequence of actions.



	Show Visual 1  “OJT and OST”
	
	OST is better suited to situations in which trainees acquire knowledge that is committed to memory for later recall, such as safety regulations and background information for orientation or certification training.  It is conducted in a classroom or through self-study.

You will probably recommend to the mine foreman or superintendent that a crew member requires OJT.  The training instructor will be able to assist you in this and will usually make arrangements for the training.

OJT will be under your direct control.  You will decide who needs what training and either conduct the training yourself or have one of your experienced miners do it.

The objective of this module is to provide you with the skills and knowledge that you need to plan your crew’s training program.  You will be able to recommend OST for crew members that need it and to conduct OJT and oversee OJT that is conducted by your experienced miners.  Since you are responsible for conducting OJT, ad planning and organizing is oriented in that direction.

	Show Visual 2:  “Four Phases of Training”

Training Objective 2:  The supervisor will be able to identify the four phases of training and the steps to accomplish each phase.
	
	Training is conducted in four phases, namely:

· Determine who needs training and what kind of training is needed.  This is called a training needs assessment.

· Prepare to conduct the training.

· Conduct the training.

· Evaluate the training.



	Show Visual 3:  “Who Needs What Training”
	
	Let’s examine each of those phases.

PHASE I:  Determine Who Needs What Training

This chart shows, in general, the crew members who need training and the type of training needed.

  MEMBERS OF CREW             

     WHO PROBABLY             GENERAL TYPE OF

      NEED TRAINING             TRAINING NEEDED     

New miners                          Orientation training, task

                                             training

Experienced miners             Refresher training, task

New to your mine                 training

Experienced miners who     Refresher training, task

Have been at your mine      training, training in new 

                                            methods and equipment

	Show Visual 4:

“What Type of Training

is Needed?”
	
	Determine What Type of Training is Needed
Here are some ways for you to find out the specific type of training that each member of your crew needs:

· Check and review the records of previous training for each crew member.


This will tell you what previous training each miner has had, how long ago he had it and the type of equipment or mining situation to which it applied.

· Observe crew members as they do their jobs.


If the crew members appear to be confident as they do their jobs, they are probably well trained.  This assumes that they use safe procedures and observe standards.

· Ask questions.


From time to time, question your crew members about specifics of their tasks, procedures, regulations, etc.  Also question the more experienced miners about the training needs of the new miners and helpers.

· Be alert to clues to training needs in conversations with crew members.


Often you will overhear the crew members discussing training needs among themselves that they will hesitate to discuss with you.  Once the need for training is determined, the supervisor must plan and set priorities for getting the miner trained.

	Show Visual 5:  “Steps in Developing a Training Plan”
	
	Developing the training plan is accomplished in the following five steps:

1. You define the task that you want the trainee to be able to do as a result of the training.

2. You determine the skills and knowledge that the trainee needs to do the task.

3. You further determine what skills and knowledge the trainee already has.

4. You provide for the most effective means of giving him the skills and knowledge that he lacks.

5. Finally, you plan to evaluate the newly acquired skills/knowledge of the trainee and to reinforce or further instruct as necessary.

	Show Visual 6:  “Task Training Requirements”
	
	For the tasks that you will train your miners to do, they will be required to know:

· The step-by-step process of doing the task;

· The proper tools, equipment and materials that are used in doing the task;

· The location or sources of supply of the tools, materials or equipment;

· The consequences of using the wrong procedures, or doing subtasks out of sequence; and

· Safety regulations that apply to the task.

	Show Visual 7:

“Prepare to Conduct

the Training”
	
	Now you are ready for Phase 2.

PHASE 2:  Prepare to Conduct the Training.

This is done in three steps:

3. Select the Instructor.  This is the most important step.  The requirements for the instructor are:

· He should be thoroughly familiar with the task that is being taught.

· Since the training will be done on the job, he must know how to conduct OJT.

4. Have the instructor prepare himself for the training session.  He should:

· Review the step-by-step procedure that the trainee is expected to learn to achieve the training objectives.

· Review the objectives and the supporting material.

· Anticipate how to handle complex or confusing steps and procedures.

5. Have the instructor prepare the training area for the training session.  He should:

· Obtain the necessary training supplies and materials.

· Use the materials, aids, and supplies just as he expects the trainee to use them.

Now we come to the third phase of training.

PHASE 3:  Conduct the Training.  The training that the supervisor is responsible for conducting is OJT and is done in 4 steps.

	Show Visual 8:

“Conduct the Training – Step 1 

Prepare the Trainee”
	
	1. Prepare the trainee.

· State the purpose of the task and why it is important.

· Describe the task to the trainee and explain the area that the training will cover.

· Direct trainee’s attention to those parts of the task that are complicated and that are critical.



	Show Visual 9:

“Conduct the Training – Step 2

Demonstrate How to 

do the Task”
	
	2. Demonstrate how to do the task.

· If possible, choose a time for the training when conditions are most favorable – when there are the fewest distractions, when workload is lowest, when there is less noise, etc.

· Make sure that the trainee can see what you are doing as you conduct the training.

· Demonstrate each part of the task.  Be sure that your demonstration is correct.

· Tell, show, illustrate, and instruct slowly and clearly, one step at a time, covering only those steps that the trainee can master at one session.

· Periodically review the demonstration with the trainee.  Stress the tasks and subtasks covered.

· Repeat the demonstration – review and stress the key points.



	Show Visual 10:

“Conduct the Training – Step 3

Have Trainee do the Job”
	
	3. Have the trainee do the job and explain the steps as he does them.  Observe and correct him as necessary.

· Correct errors at once and repeat the instruction. Don’t interrupt unless he makes an error.

· Compliment him for effort and progress.

· Ask the trainee for ideas for improvement.

· Have the trainee do the job again, explaining key points.  Ask “why” frequently.

· Have the trainee repeat the demonstration until you are sure he knows it.

	Show Visual 11:

“Conduct the Training – Step 4

Follow Up”
	
	4. Follow up.  Tell the trainee that now he must do the task on his own.

· Indicate sources of help and your plans for follow up.

· Check frequently; encourage questions.

· Repeat instructions as necessary.

· Taper off extra monitoring.

	Show Visual 12:

“Coaching the Non- Qualified Miner”
	
	Coaching
The above four steps are typical procedures for conducting OJT.  There is a variation of OJT that we call “coaching.”  In the coaching situation you have a miner well qualified to do a task and another miner who is not qualified.  Both are working together in a given job.

The experienced person coaches the inexperienced person in the basics of the job.  Performance is monitored, with corrections made when necessary.

This is an excellent training situation and is well suited for training miners in less complex tasks.

The inexperienced miner is usually glad to get guidance in improving his skills from the more experienced miner.

The inexperienced miner also gains a feeling of accomplishment while improving his skills.

	Show Visual 13:

“Evaluate Training”
	
	The last phase of training is:

PHASE 4:  Evaluate Training.

As the supervisor, you want to take note of how your miners’ job performance has changed for the better by training.  This applies whether you actually did the training or whether an experienced miner did it.  There are basically three steps to evaluating training:

1. Periodically observe the trainee as he performs the task.

2. Correct any errors and review instructions as necessary.

3. Question the trainee about certain aspects of the task as he performs it.

	Show Visual 14:

“The Effective

Training Program”

Training Objective 3:  The supervisor will be able to select the four specific characteristics of an effective training program.
	
	We have covered your responsibilities in planning and conducting training that satisfies the needs of your crew.  At this time we should point out the characteristics of a training program that make it effective.  An effective training program is one that is well planned and organized.

Four specific characteristics of an effective training program are:

· Training must be based on a firm needs assessment.  Find out what tasks you want the person to do as a result of the training and provide him with the skills and knowledge that he needs to do those tasks.

· The training program must be constantly reviewed and updated.  New procedures, changing conditions, new equipment, and new miners make it necessary to revise your training program accordingly.

· The training plan must take into account that a lapse of memory and laziness causes people to develop bad habits.  Refresher training will reinforce their previous training in the proper work procedures.

· In OJT the planning and organization is particularly important.  The conditions at the job site are not favorable for a formalized training program.  Particular attention then must be paid to fully covering the training objectives, preparing and conducting the training, and evaluating the post training performance of the trainees.

	Instruct class to turn to Self Check I.

Allow 10-15 minutes.
	
	Now turn to Self Check I in your handbook.  This Self Check reviews the key points of this training session.  You have 10 minutes to complete it.  We’ll discuss any questions you have after you’ve finished.

Answers:

1. OJT

OJT

OST

OST

OST

OJT

OST

OJT

OST

2. Determine who needs what training.  Prepare to conduct the training.  Conduct the training.  Evaluate the training.

3. C

4. D

5. _x_

_x_

___
_x_

_x_

_x_

___
6. a.  Select the instructor
b.  Prepare the instructor

c.  Prepare the training area

7. a.  Prepare the trainee
b.  Demonstrate how to do the task

c.  Have the trainee perform the job
d.  Follow up on the training

8. b

9. d

10. a

	
	
	

	Training Objective 4:  Given a training problem, the supervisor will be able to design OJT to resolve that problem.
	
	In the remainder of this lesson, you will participate in an exercise in which you will make up a complete plan to conduct an OJT session.

	Go to Practical Exercise Guide on page 19.

After the practical exercise is completed, present a brief summary of the module, emphasizing parts that gave participants trouble.

After summarizing, hand out and conduct Progress Check.
	
	


VISUALS

Visual 1


________________________________________________________________________________________________
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Visual 4
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Visual 6

Visual 6

 Visual 7


Visual 8


Visual 9


Visual 10

Visual 10

Visual 11
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SELF CHECK I

1. Identify whether the following situations are on-the-job (OJT) or off-site training (OST) situations.

_____  do the tasks in a real world situation

_____  coaching

_____  learning safety regulations

_____  conducted in classroom

_____  the instructor demonstrates the task

_____  certification training

_____  you demonstrate how to do the task

_____  self study

2. List the four phases of training in the correct order:

1)  


2)  


3)  


4)  


Circle the letter next to the best answer.

3. What kind of training do experienced miners new to your mine need?

a.  orientation training

b.  refresher training only

c.  refresher training and task training

d.  task training only

4. To find out the specific types of training each crew member needs, you

a.  check and review crew members training history

b.  observe crew members as they work

c.  ask questions

d.  all of the above

5. Check the five steps to developing the training plan:

___  define the task you want them to do

___  determine the skills needed to do the task

___  listen for training needs in the crew’s conversation

___  determine the skills the crew member has already

___  provide instruction

___  evaluate the effects of the instruction

___  question the learner as he performs the task

6. Below are the steps for preparing to conduct the training.  Fill in the blanks with the word that best completes each sentence.

a.  Select the ______________________.

b.  __________________ the instructor.

c.  Prepare the _____________________.

7. Below are the steps for conducting the training.  Fill in the blanks with the word that best completes each sentence.

a.  _________________ the trainee.

b.  _________________________ how to do the task.

c.  Have the trainee perform the ________________.

d.  _____________________ on the training.

Circle the letter next to the best answer:

8. Coaching is:

a.  evaluating instruction.

b.  a qualified miner shows a non-qualified miner how to do the job.

c.  a way of complimenting miners for their efforts and progress in training.

d.  a variation of off-site training (OST).

9. When you evaluate training you:

a.  look for improvement in job performance due to training.

b.  correct errors when they occur.

c.  observe the learner while performing.

d.  all of the above.

10. Which statement below is not a characteristic of an effective training program?

a.  you train them so well once, you never have to again.

b.  the supervisor develops a training plan.

c.  providing words of caution and correction.

d.  indoctrinating new miners.

SUPERVISOR’S TRAINING RESPONSIBLITIES

PRACTICAL EXERCISE

INSTRUCTOR’S GUIDE FOR PLANNING AND CONDUCTING TRAINING

Explain the purpose
The purpose of this exercise is to demonstrate how you,

a of the exercise
as a supervisor, should plan to conduct your training 


activities.

In the lecture, we covered the four phases of training and the steps that are included in each phase.  Now we will apply what we covered to a real world training situation at the job site.

Explain the procedure
You will be divided into groups.  I want each group to
for conducting the
appoint a recorder.  Then go to page 7 in your handbook

exercise
to the Guide for Planning and Conducting Training.  The

guide lists the four phases that were covered in the lecture and the questions that you must answer as you complete each phase in planning and conducting the training.

The group will figure out the answers to each of the questions and have the recorder jot them down.

When all groups will present their answers and the other groups will comment.

Start the exercise
Now we will start the exercise.  Your Guide for 


Conducting Training tells you what to do.

PRACTICAL EXERCISE

The remainder of this instruction is a duplicate of the trainees’ Guide for Planning and Conducting Training.  Answers to the questions are included for your information.  Use this material to assist the trainees if they need help.  Insofar as possible, let them do it themselves.

You are the supervisor of a production section. You often require the roof bolter operator and the continuous miner operator to take sights when you are occupied away from the face. These two positions were recently filled by new men.  You ask them if they have taken sights before.  They both say they have not, but that they have watched their previous supervisors do it.  On that basis you decide to train them to take sights.

Now answer these questions related to developing the training plan.

· What task will the trainee be able to do as a result of the training?  This is defined in the exercise as “take a sight.”

· What skills and knowledge doe she need to do the task?

The skills and knowledge needed to take sights:

· Locate the spads.

· Tie the string to the spads.

· Hang a weight on the string.

· Sight along the string.

· Have your helper mark the face.

· What skills and knowledge doe she already have?  (Assume that he has none.)

· What is the best method of training to give him the skills and knowledge that he lacks?  Is it OST or OJT?

OJT

· What is the step-by-step process of taking the sight?

See skills and knowledge above.

· What tools, equipment, and materials are used in doing the task?


String, weight, chalk

· Where are the tools, etc., located?

· What precautions should be taken to be sure that the sight is taken properly?  What safety precautions should be observed?

· The string hangs loose without the weight and is pulled tight by the weight.

· Take care in sighting, include backsighting when necessary.

· The roof is properly supported.

Now we are ready for Phase 2, Prepare to Conduct the Training.

· What qualifications should the instructor have?

· He should be thoroughly familiar with the task that is being taught.

· Since the training will be done on the job, he must know how to conduct OJT.

· What should the instructor do to prepare himself?  What are the complex problems in taking a sight?

· Review the step-by-step procedure that the trainee is expected to learn to achieve the training objectives.

· Review the objectives and the supporting material.

· Anticipate how to handle complex or confusing steps and procedures.

· What training supplies/materials does the instructor need?


String, weight, chalk

Now we are ready for Phase 3, Conduct the Training

· In preparing the trainee, what will you tell him?

· The importance of taking an accurate sight for keeping the operations going I the right direction.

· The steps that make up the tasks.

· What is a suitable time for conducting this training?


When there are the least distractions

In demonstrating the tasks, be sure that you cover each sub-task and that you use the proper procedure.

Review the demonstration. 
· How do you demonstrate the task?  (Have the spokesman for the group selected to present the answers on how to take a sight.  He can use two clothes trees or other suitable articles to hold the string and use a pencil or pen for the weight.  The most important part is that he include all of the steps.)

· What do you do when the trainee tries to do the job?

· Correct errors at once and repeat the instruction.  Don’t interrupt unless he makes an error.

· Compliment him for effort and progress.

· Ask the trainee for ideas for improvement.

· How do you follow up?

· Have the trainee do the job again, explaining key points.  Ask “why” frequently.

· Have the trainee repeat the demonstration until you are sure he know it.

· Check frequently.  Encourage questions.

· Repeat instruction as necessary.

· Taper off extra monitoring.

· Is this a suitable task for coaching?  Why?

Yes. The experienced miner can have his helper take sights and monitor his performance.

Now we come to Phase 4, Evaluate the Training.

· How will you evaluate the training of this miner?

· Periodically observe the learner as he performs the task.

· Correct any errors and review instructions as necessary.

· Question the learner about certain aspects of the task as he performs it.

When your group has completed answering all the questions and recorded the answers, notify the instructor.  He will have one group read its answers and have the other group comment.

SUPERVISOR’S TRAINING RESPONSIBILITIES

SUMMARY

The Supervisor is responsible for the crew receiving needed training.

· On-the-job training (OJT) occurs at the job site.

· Off-site training (OST) occurs at schools, training centers and in self-study.

· Supervisors are responsible for recommending OST and for conducting or monitoring OJT.

Training is conducted in these four phases.

Phase 1.  Determine Who Needs Training


Members of Crew Who
General Type


Probably Need Training
of Training Needed


New miners 
Orientation training, task training


Experienced miners new to your mine
Refresher training, task training


Experienced miners who have been in
Refresher training, task training,

Your mine
in new methods and equipment

1.
Find out what kind of training each member of the crew needs.

· Check and review records of previous training.

· Observe crew members as they do their jobs.

· Ask questions.

· Be alert to clues to training needs in conversations with crew members.

2. Plan and set priorities for getting the crew members trained.

Once the need for training is determined, the supervisor must plan and set priorities for getting the miners trained.

Developing the training plan is accomplished in the following five steps:

· You define the task that you want the trainee to be able to do as a result of the training.
· You determine the skills and knowledge that the trainee needs to do the task.

· You further determine what skills and knowledge the trainee already has.

· You provide for the most effective means of giving him the skills and knowledge that he lacks.

· Finally, you plan to evaluate the newly acquired skills/knowledge of the trainee and to reinforce or further instruct as necessary.

3. Determine what the miners will be required to know for the task(s) that you train them to do.

For the tasks that you will train your miners to do, they will be required to know:

· The step-by-step process of doing the task.

· The proper tools, equipment and materials that are used in doing the task.

· The location or sources of supply of the tools, materials or equipment.

· The consequences of using the wrong procedures, or doing subtasks out of sequence.

· Safety regulations that apply to the task.

Phase 2.  Prepare to Conduct the Training in 3 Steps
1. Select the instructor.  He must know:

· How to perform the task.

· How to conduct OJT.

2. Prepare the instructor.  He must:

· Review the step-by-step procedure for doing the task.

· Review the objectives and supporting materials.

· Anticipate complex steps/procedures.

3. Prepare the training area

· Provide training materials and supplies.

· Use the materials as the trainee is expected to use them.

Phase 3.  Conduct the Training in 4 Steps
1. Prepare the trainee

· State purpose and importance of the task.

· Describe the task to the trainee.

· Direct trainee’s attention to complex tasks.

2. Demonstrate how to do the task

· Choose a time when conditions at the work site are favorable.

· Make sure that the trainee can see the demonstration.

· Demonstrate each part of the task.

· Proceed slowly and clearly.

· Review periodically.

· Repeat and stress key points.

3. Have trainee do the job

· Correct errors at once and repeat instruction.

· Compliment trainee on his progress and effort.

· Ask for ideas and improvement.

· Have trainee repeat the job, explaining key points.

· Have trainee repeat until you are sure that he knows it.

4. Follow up

· Indicate sources of help.

· Check frequently.

· Repeat instruction as necessary.

· Taper off extra monitoring.

Phase 4.  Evaluate Training in 3 Steps
1. Periodically observe the learner as he performs the task.

2. Correct any errors and review instructions as necessary.

3. Question the learner about certain aspects of the task as he performs it.

Remember that an effective training program is one that is well planned and organized.

Four specific characteristics of an effective training program are:

· Training must be based on a firm needs assessment.

· The training program must be constantly reviewed and updated.

· The training plan must include refresher training because lapse of memory and laziness causes people to develop bad habits.

· In OJT particular attention must be paid to fully covering the training objectives, preparing and conducting the training, and evaluating the post-training performance of the trainee.

Lecture Outline

Supervisor’s Training Responsibilities

Module Objective:
To enable the supervisor to carry training responsibilities by recommending crew members for training off side (OST) and conducting and monitoring 

training on site (OJT).

1. Training Methods:  The supervisor is responsible for giving crew members the training they need.  Training may take place at the job site, called on-the-job training (OJT) or off-the-job site, called off-site training (OST).

A. OJT allows the trainee to acquire the necessary skills and knowledge through 
watching the instructor demonstrate the task and then by performing the task 
himself while being supervised.

B. OST is suitable for situations in which the trainees need to acquire knowledge 
that must be memorized, such as safety regulations, or background information 
for orientation or certificate training.

2. Training:  The supervisor is responsible for planning his crews’ training program and conducting OJT.  Training is conducted in 4 phases:

A. Phase 1 – Determining who needs training and what kind of training is needed (this is called a training needs assessment).

B. Phase 2 – Preparing to conduct training

C. Phase 3 – Conducting training

D. Phase 4 – Evaluating training

3. Phase 1 – Determining who needs what training.  In general these types of training are needed:

A. Orientation Training by new miners

B. Refresher Training by experienced miners

C. Task Training by all miners

There are a variety of ways for the supervisor to assess what specific training each crew member needs.

A. Check and review the records of previous training for each crew member

B. Observe crew members as they do their jobs

C. Ask the crew questions about their job, tasks, procedures, etc

D. Be alert to clues pointing toward training needs in conversations with crew members

4. Planning the Training.  Five ways to develop a training plan:

A. Define the task you want trainees to do

B. Determine the skills and knowledge that the trainee needs to do the task

C. Determine the skills and knowledge the trainee already has

D. Provide instruction

E. Evaluate the success of instruction

5. For the tasks your miners are to do, they will need to know:

A. Steps of the task

B. Proper tools, equipment and materials to be used

C. Location or sources of supply of tools, equipment, and materials

D. Consequences of using wrong procedures

E. Safety regulations that apply to the task

6. Phase 2 – Three steps for preparing to conduct training:

A. Select the instructor

B. Make sure the instructor is prepared

C. Prepare the training area

7. Phase 3 – Four steps for conducting training:

A. Prepare the trainee

B. Demonstrate how to do the task

C. Have the trainee perform the task

D. Follow up on the training

8. Coaching, as a variation of OJT, is a supervised situation where a well-qualified miner instructs or coaches a miner who is not qualified to do a specific task or job.

9. Phase 4 – Evaluating the training.  The supervisor will want to take note of whether a miner’s job performance has improved through training.  He can evaluate the effectiveness of training by:

A. Periodically observing the miner as he performs the task

B. Correcting any errors and review instructions when necessary

C. Questioning the miner about certain aspects of the work as he performs it

10. Four specific characteristics of an effective training program:

A. Training must be based on a firm needs assessment

B. B.
The training program must be constantly reviewed and updated

C. C.
Periodic refresher training will reinforce previous training

D. D.
OJT needs to be planned and well organized to be effective



	OJT	OST








	at job site	off job site


	real world situation	classroom


	instructor demonstrate	self study


	trainee demonstrate	certification training











Four Phases of Training


Determine who needs what training


Prepare to conduct the training


Conduct the training


Evaluate the training





WHO NEEDS WHAT TRAINING


_____________________________________________________________________________________________


	Member of Crew Who	General Type


	Probably Need Training	of Training Needed


_______________________________________________________________________________________________


	New miners		Orientation training; 


	task training





	Experienced miners	Refresher training,


	new to your mine	task training





	Experienced miners who	Refresher training, task


	have been at your mine	training, training in new


		methods and equipment











What Type of Training is Needed?


Check and review records of previous training.


Observe crew members as they do their jobs.


Ask questions.


Be alert to clues to training needs in conversations with crew members.








Five Steps in Developing a Training Plan


Define the task you want trainees to accomplish.


Determine skills and knowledge trainee needs for task.


Determine skills and knowledge trainee already has.


Provide most effective means of giving trainee skills and knowledge that he lacks.


Evaluate trainees’ new skills and knowledge;   reinforce if necessary.








Task Training Requirements


Miners will be required to know:


Step-by-step process of doing the task safely.


Proper tools, equipment and materials used in doing the task.


Location or courses of supply of the tools, materials or equipment.


Consequences of using wrong procedures or doing subtasks out of sequence.


Safety regulations that apply to the task.





Prepare to Conduct the Training


Select the Instructor.


Have the Instructor prepare for the training session.


Have the Instructor prepare the training area for the training session.








Conduct the Training – Step 1


Prepare the Trainee


State purpose and importance of the task


Describe the task


Direct attention to complex and critical parts


Find out what the trainee knows








Conduct the Training – Step 2


Demonstrate How to do the Task


Choose time when conditions are favorable


Make sure trainee can see the demonstration


Demonstrate each part of task correctly


Proceed slowly, one step at a time


Review periodically


Repeat – stress key points








Conduct the Training – Step 3


Have Trainee Do the Job


Correct errors at once and reinstruct


Compliment effort and progress.


Obtain trainee’s suggestions


Have trainee repeat, stressing key points.


Have trainee repeat until he knows the task.








Conduct the Training – Step 4


Follow Up


Indicate sources of help.


Check frequently.


Reinstruct as necessary.


Reduce extra monitoring as proficiency develops.








Coaching the Non-Qualified Miner


Show the basics of the job


Monitor


Provide guidance








Evaluate Training


Observe the trainee as he performs the task.


Correct any errors and review instructions as necessary.


Question the trainee as he performs the task.








The Effective Training Program


An effective program:


is based on a needs assessment


is reviewed and updated regularly


reinforces previous training through refresher training


is organized and well planned
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