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HOW TO INSTRUCT

Practical methods to guide you in in-
structing a new man on a job, or a pres-
ent worker on a new job or a new skill.

FIRST, here’s what you must do to
get ready to teach a job:

1. Decide what the learner must be
taught in order to do the job ef-
ficiently, safely, ﬁnimica,lly and
intelligently. = alysis

. Have the right tools, equipment,
supplies and material ready.

. Have the work place properly ar-
ranged. just as the worker will be
expected to keep it.

THEN, you should instruct the learner
by the following four basic steps:
Step 1 —Preparation (of the learner)

1. Put the learner at case.

2. Find out what he already knows
about the job.

3. Get him interested and desirous of
learning the job.

Step ||—Presentation (of the opera-
tions and knowledge)

1. Tell, Show, Iliustrate and Question
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in vrder to put over the new knowl-
edge and operations.
2. Inzrviret slowly, clearly, completely
and patiently, one point at a time,
3. Check, question and repeat.
. Muake sure the learner really learns,

Step |ll—Performance Try-out

1. Test learner by having him per-
wm the job.

2. Ask gquestions heginning with why,

Jeves oy, when or wchere.

T Ubeerve performance, eorrect er-
rors, and repeat instructions if
NOCOREATY .

1. {umrinue until you krow he knows.

Step !V —Follow-Up
1. Pur him “on his ewn.”
2. Check frequently to be sure he
follows instruciions.
3. Tuper off extra supervision and
close follow-up until he is qualified
w work with normal supervision.

REMEMBER—If the learner hasn't learned,
the teacher hasn't taught.

CFFICE OF PRODUCTION MANAGEMENT
Job Instructor Training Program
T ew—Jersey

HOW TO IMPROVE ﬂ‘*
JOB METHODS

A_practical plan to help you produce
GREATER QUANTITIES of QUALITY
PRODUCTS in LESS TIME, by making
the best use of the Manpower, Machines
and Materials, now available.

STEP I—BREAK DOWN the job.
1. List all details of the job exactly
as done by the Present Method.

2. Be sure details include all:—
— Material Handling.

— Machine Work.
— Hand Work.

STEP II—QUESTION every detail.
1. Use these types of questions:

E WHY is it necessary?
WHAT is its purpose?
WHERE should it be done?
WHEN should it be done?
WIIQO is best qualified to do it?
HOW is the ‘best way’ to do it?
so question the:
Materials, Machines, Equipment,
Tools, Product Design, Layout,
Work-place, Safety, Housekeeping.
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y:

STEP III—DEVELOP the new method.
1. ELIMINATE unnecessary details.
2, COMBINE details when practical.
3. REARRANGE for better sequence.
4, SIMPLITY all necessary details:—

— Make the work easier and safer.
~ Pre-position materials, tools and
equipment at the best places in
the proper work area.
- Use avity-feed hoppers and
drop-delivery chutes.
— Let both hands do useful work.
— Use jigs and fixtures instead of
hands, for holding work.
5. Work out your idea with others,
6. Write up your proposed new method.

STEP IV—APPLY the new method.
1. Sell your proposal to the boss.
2. Sell the new method to the operators.
3. Get final approval of all concerned
on Safety, Quality, Quantity, Cost.
4. Put the new method to work, Use
it until a better way is developed.
5. Give credit where credit is due.

Job Methods Training Program
TRAINING WITHIN INDUSTRY
War Manpower Commission
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Lean Enterprise Institute
www.lean,orq 7
John Shook
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Process Leader

James Womack N
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Lean Enterprise Institute )
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