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Schedule









The implementation of the MSHA Haulage Truck Operator Training Program Tutorial is projected for spring 2003.  All documentation deliverables and prototype will be completed by December, 2002.


Impending Project Deliverables include:

November 13, 2002

Storyboards or Wireframes, Sitemaps or Flowcharts

December 2, 2002

Prototype, Production and Usability Testing.

Flowchart
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Storyboard









	COURSE:
	MSHA CoP
	SCREEN ID:

	SECTION:
	Message Board
	· A00201


	

Navigation

	Button
	Go to

	Tutorial
	Tutorial Page

	Message Board
	Message Board Page

	Database
	Database Page

	Resources
	Resources Page

	Frequently Asked Questions
	FAQ’s Page
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	Branching 

	#
	Selection or Hotspot
	Go-To

	1
	
	MSHA Home Page

	2
	
	

	3
	
	


	Graphics/Animations

	#
	Filename
	Description

	1
	
	MSHA Logo

	2
	
	MSHA Name

	3
	
	


	Programming Notes

	#
	Action
	Result

	1
	Testimonials
	Rotating testimonial in upper right hand portion of page

	2
	
	

	3
	
	


Design Specifications







Technical Specifications

	Component
	Specifications

	Writing Style
	The writing style will be simple and clear to convey the content effectively.

	Screen Format
	Each text screen will carry the pre-designed Mine CoP logo with colored navigation tabs at the top of the page. Each text screen will be no larger than three-fourths of the whole computer screen.

	Grammar
	Each sentence will ensure subject/verb agreement and be written in the present tense.

	Numbering
	Both bullets and numbering styles will be used.

	Abbreviations
	Abbreviations will be used sparingly. If necessary, they will be spelled the first time used on each page and abbreviated after that on the same page.

	Acronyms
	The first time an acronym is needed, the entire phrase will be completely presented to the learner followed by the acronym inside parentheses.  Subsequent references to the phrase will only contain the acronym.


Instructional Specifications

	Component
	Specifications

	Strategy
	The Building Blocks Mine Community of Practice will consist of five main categories: tutorial, message board, database, resources, and frequently asked questions (FAQ’s).  

	Menu Organization
	Each menu item may be accessed in any order via the main tabs at the top of the screen.   Each section tab will have a different “earth tone” color, which will help to identify where the user is at all times on the site.

	Reading Level
	Textual material will be appropriate for high school students.


Design Specifications

	Component
	Design Specifications

	Screen Text
	Text Font: Arial, Helvetica, sans-serif.

Justify: Left justification.

	
	Style
	Font
	Size
	Color
	Alignment
	Attribute

	
	Main Title
	Arial 
	14p
	Black (#000000)
	Default
	Bold

	
	Subtitle
	Arial
	12p
	Black (#000000)
	Default
	Bold, italic

	
	Content
	Arial
	12p
	Black (#000000)
	Default
	Default

	
	Navigation
	Arial
	10p
	Dark red (#8B0000)
	Default
	Bold

	
	Direction
	Arial
	12p
	Black (#000000)
	Default
	Bold

	
	Pop-up
	Arial
	12p
	Blue (#000099)
	Default
	Default

	
	Pop-up, reference, glossary rollover
	Arial
	12p
	Blue (#000099)
	Default
	Underlined

	
	Link
	Arial
	12p
	Dark blue (#00008B)
	Default
	Underlined

	
	Link on rollover
	Arial
	12p
	Light blue (#0000ff)
	Default
	Underlined

	Spacing
	Paragraphs: Double space between paragraphs.

Punctuation: One space between the end of one sentence and the beginning of another; single space following commas, colons, or semicolons; no spaces around a hyphen.

	Bullets
	Bullets:  Used for listing, capitalize the first letter of a bulleted item, no end punctuation.

	Page Elements
	Body Background Color: #FFFFFF

Top Border:  Color = #FFFFFF     Image = BuildBlock.jpg

Bottom Border:  none.



Appendix A









The following is a collection of scripts for the introduction to the Community of Practice:
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The following is a collection of scripts for the tutorial section:
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Appendix B









The following is a sample of storyboards created for the tutorial section:

STORY BOARD LAYOUT  
FOR TUTORIAL

(pages 1-6)
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STORY BOARD LAYOUT  
FOR TUTORIAL

(pages 7-12)
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STORY BOARD LAYOUT  
FOR TUTORIAL

(pages 13-16)
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Appendix C









The following is another sample of screen shots created as an example of what the Community of Practice could look like; the current URL for this example is: http://mason.gmu.edu/~lfernand/Education/EDIT730/MSHAProject.htm
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This would be turned into a splash page with an introduction and perhaps the overarching goal of the Community of Practice.
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The first or title page of the tutorial section.
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This would be the first or introduction page to the message board section with some general rules or tips; there would be a link to continue on to the message board.
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A sample of the (free) message board used as an example.
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A sample of a message that was posted on the “Mining Message Board”.
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A sample of the first page of the Database.
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A sample of the resources first page.
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A sample of the first page in the FAQ’s section.

Site Introduction





This website contains materials describing the process for initiating and conducting a mine site Job Task Analysis that provides a training outline (worksheet) for conducting On-The-Job Training for persons assigned to perform that job. 


 


The website also contains a Resources section that provide aids and addition materials such as checks sheets, glossary, possible participant “read ahead” materials, sample correspondence, etc. that you may wish to use depending on the circumstances.  





A surface haulage truck is used in the examples.


























Site Introduction





The program is designed to flexible and scalable to meet individual client needs and requests.


  


The worksheet is in MS WORD and additional columns can be added to identify additional factors such as difficulty of the tasks, frequency of the tasks, and procedure for accomplishing the tasks.  





The program as presented can usually be accomplished in a working day.  Additional factors will generally require more time to develop. 





 It is possible that the final product may be evolutionary and be developed over a series of working sessions. Available time is the main governing factor.




















Site Introduction








The goal is to leave the mine with a modified worksheet (training outline) that is tailored to their individual training situation within an abbreviated time.  





It is anticipated that follow up meetings will be necessary to assist with implementation or perhaps train their OJT instructors on how to use the worksheet.














Introduction


This tutorial provides team facilitation procedures to conduct and record a mine specific job analysis and OJT training program.  These procedures can be used as a guide or to train new facilitators. 





The following job training material, developed by a national joint committee comprised of manufacturers, maintenance people, truck operators, safety staff, haulage supervisors and MSHA, has been designed to assist on-the-job trainers.  The core of the material is an in depth job analysis.   This analysis is presented in a worksheet that presents job steps in the order they are normally accomplished.


 


Remember your job is to facilitate the mine teams deliberations and record their decisions.  Do not “take over” the discussion or interject your opinions even if you disagree with some of their decisions.   Remain “neutral.”














Building Blocks to Safer Mines














Tutorial





How to Conduct the Workshop











Team Member Roles





The workshop is made up of a team of people that directly influence the job.  This team is comprised of:


Manufacturers


Maintenance people


Truck operators


Safety staff


Supervisors/managers 





Each workshop will employ three types of participants:


A facilitator


A recorder


The participants





All of these roles are described next.











Facilitator





The facilitator should be someone familiar with the overall task being analyzed.  During the workshop, the facilitator is responsible for reviewing the job list with the group and facilitating discussion regarding each job or duty.  





The facilitator’s role is to:


Keep the subject-matter experts (SME’s) focused


Supervise in cases of disagreement


Use inter-personal skills and knowledge of the group to keep the workshop moving


Propose suggestions to initiate discussion








Recorder





It is the responsibility of the recorder to make the modifications on the worksheet as the SMEs provide insight.  





These modifications include:


Any changes to the job and duty lists


Decisions on the importance ratings and rationale


Any additional notes and comments from the participants 





The recorder should be familiar with working in � HYPERLINK "http://www.msha.howtouseMSWord.htm" ��MS Word� tables and, ideally, using pre-defined styles (additional information on using styles is provided later in this document for those who do not have familiarity with it).








Participants


The participants are representatives from all involved mine departments. Because these individuals know their particular job better than anyone else, they will serve as subject matter experts (SMEs).





This team is comprised of:


Manufacturers


Maintenance people


Truck operators


Safety staff


Supervisors/managers





Their input will help modify the worksheet.























Step-by-Step Workshop Directions
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Introduction





In the introduction to the workshop, the facilitator should:


Explain that this is a workshop to determine the best way for them to conduct their on-the-job training


Explain the process used to develop the worksheet


Emphasize that the process was developed by a group of participants just like this group.  “The work you do here today is your program.”


Explain that the team includes subject matter experts (SME) representing everyone that directly influences the job.  Each SME will contribute their intimate knowledge of the job and offer their perspective. 


(Optional) Introduce the spider, but do not spend too much time on it – the participants are more interested in the worksheet. (Spider) or briefly discuss that the worksheet will be modified in Word


Explain what the workshop will involve, how it will be conducted, and the expected final result.











Introduction continued





Discuss the purpose and use of each column (importance, importance level, satisfactory/needs work, notes/comments) See procedure steps below.


Explain the three uses of the final worksheet. 


Instructor Self analysis and preparation aid


Teaching outline


Trainee evaluation guide





  


























Group Discussion





During the group interactions, the facilitator should remember the following issues:





Control the pace and keep on schedule.  Keep the session focused.  Some issues could be put in the “parking lot” and discussed if there is time at the end.


Limit unnecessary or excessive discussion while keeping the tone friendly.


Encourage everyone to participate.  Examples: Ask individual questions or ask for an opinion.  Go “around the table” to hear from everyone.  


At the end of each discussion point, quickly summarize and lead the group towards a consensus.


  


























Discussing the Worksheet





During the workshop you will revise the previously developed worksheet to meet the needs of the mine.  





Conduct Ground/Walk-Around Inspection as they work on modifying the worksheet.






































The following steps outline the procedure that will be used by the participants to modify the worksheet.














Individually read through each job and duty found within the overall task category (pre-operational inspection, operations, post-operational inspection).  Identify any steps that do not apply to the mine and pencil-in any missing steps.


As a group, discuss which steps apply and any new steps that need to be added.  The recorder will maintain the revisions determined by group consensus either on the page or, preferably, on a computer.














In the “Importance” field, identify the importance of conducting the job/duty step(s) that they identified.  Importance can include production, maintenance, and safety.  The SME’s can consider one, all, or any combination of these factors.  Now is the time to consider all possibilities.  The Importance field can be left blank if the group feels the importance of the step is self-explanatory.


 Consider the job step in two ways:


Performing that job step in normal operations


What if that part of the equipment or process changed unexpectedly or failed or an emergency occurred?


Rate each job step for its overall importance of completing the job on a 1-3 scale. 1 is important 2 very important and 3 is critical. You will use this rating to make decisions such as which tasks need extra emphasis during training and how much practice is necessary to ensure good performance and that an accident doesn’t happen. 














If the group feels additional information needs to be provided to the trainer or trainee, this can be listed under the Notes/Comments section.  If a job step has unique or complex requirements it is recommended to record them here.


The recorder will provide a copy of the job worksheet (both on computer disk and in printed format) to the participants.











 Category





Jobs & Duties





Rank the importance level – 1 is the lowest and 3 is the highest 





Identify & list importance of each step





Any additional information that may be necessary
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