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FOREWORD

THE AUSTRALIAN EMERGENCY MANUAL - TRAINING MANAGEMENT IS
DESIGNED TO PROVIDE A COMMON DOCTRINE FOR THE DESIGN AND
MANAGEMENT OF TRAINING FOR ALL AGENCIES INVOLVED IN
EMERGENCY MANAGEMENT THROUGHOUT AUSTRALIA.

THIS MANUAL HAS BEEN DEVELOPED UNDER THE OVERSIGHT OF A
NATIONAL PLANNING DEVELOPMENT COMMITTEE OF TRAINING OFFICERS
REPRESENTING ALL STATES AND TERRITORIES. THE COMMITTEE WAS
INITIATED AND SPONSORED BY THE NATURAL DISASTERS ORGANISATION.

INFORMATION CONTAINED IN THIS MANUAL HAS BEEN DRAWN FROM A
NUMBER OF DOCUMENTS PRODUCED BY VARIOUS STATES AND
TERRITORIES AND ADAPTED TO REFLECT A NATIONAL STRATEGY.

AS SITUATIONS CHANGE AND IMPROVED TECHNIQUES EMERGE, THE
MANUAL WilLL. BE UPDATED AND AMENDED BY THE NATIONAL WORKING
PARTY.

PROPOSED CHANGES SHOULD BE FORWARDED TO THE DIRECTOR
GENERAL, NATURAL DISASTERS ORGANISATION, AT THE ADDRESS
SHOWN BE: OW, THROUGH THE RESPECTIVE STATE/TERRITORY COUNTER
DISASTER ORGANISATION.

THIS PUBLICATION IS PROVIDED FREE OF CHARGE TO APPROVED
AUSTRALIAN ORGANISATIONS WHC MAY OBTAIN COPIES THROUGH THEIR
STATE OR TERRITORY EMERGENCY SERVICE HEADQUARTERS WHICH
MAINTAINS A DISTRIBUTION/AMENDMENT REGISTER

TO SUPPORT THE INTERNATIONAL DECADE FOR NATURAL DISASTER
REDUCTION, THE AUSTRALIAN GOVERNMENT WILL ALLOW APPROVED
OVERSEAS ORGANISATIONS TO REPRODUCE THE PUBLICATION WITH
ACKNOWLEDGMENT BUT WITHOUT PAYMENT OF COPYRIGHT FEES.
MANUALS MAY BE SUPPLIED TQ OTHER AUSTRALIAN OR OVERSEAS
REQUESTERS UPON PAYMENT OF HANDLING/SHIPPING COSTS (COVERING
AMENDMENTS) ENQUIRIES AS NOTED BELOW

CONSIDERATION WILL BE GIWEN TO REQUESTS FROM DEVELOPING
COUNTRIES FOR MULTIPLE COPIES WITHOUT CHARGE.

ENQUIRIES SHOULD BE SENT TO THE DIRECTOR GENERAL, NATURAL
EISSI,\STERS ORGANISATION, PO BOX 1020, DICKSON, ACT 2602,
USTRALIA.
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CHAPTER ONE
THE LEARNING PROCESS

WHAT IS LEARNING?

101

1.02

Learrung 1s any change in behaviour resulting from experience. We
expenence new things everyday of our hives. Learning is a natural
outcome of these daly experiences As a result of expenence, we
develop new or hetter ways of doing things (skills), gan addittonal
awareness (knowledge) and develop new feelings {(atttudes) With
apphication (further expenence), this change in behawviour becomes
relatively permanent

TRAINING

This provides learning experiences in a structured and systematic way
so that skills, knowledge and attitudes can be developed more quickly
and effectively. If training is effective, a person will be able to display
the new or improved skills, additonal knowledge, or a development of
athitude.

CHANGE IN BEHAVIOUR

This can therefore be observed and measured so that we can
objectively show that perscnal development has occurred In fact,
learmng must be able to be efiechively demonstrated and result in
some measurable change in the person’s:

a Skill - where the person becomes more proficient in
performing certain physical or mental tasks, or

b.  Knowledge - acquinng new ideas, or re-organising those
presenlly heid, or

c. Attitude - acquiring a different appreciation or feeling
about a subject, or any combinathon of these

HOW ADULTS LEARN

1.04

INFORMATION INLETS

We learn through experience We expenence through sensations
produced by stimul received from outside our body ‘Information’
comes into contact with various inlets of our body - the eyes, ears,
nose. tongue and skin - causing sensations which are transmitted to
the brain.
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1.05 PERFORMANCE OUTLETS
This is the process by which informalion reaches the brain, but it
does not mean that this information has been learnt. Learning has to
be demonstrated by the ability to state or write something, or to
perform a physical skill. This ability is indicaled by the use ot two
outlets - the mouth and the hands.

1.06 INLET/QUTLET CHARACTERISTICS
The main characteristics of these learning inlets and outlets are:

Ear {inlet) Nose (inlet)

* He@rinq is selective - we can select
a noise from all those around us and
listen to it, to the exclusion of others.

= Thus, instruction without learning is
possible because you cannot readily
detect if a person has excluded your
voice.

* ¥You are more likely 10 retain
information which you hear first and
last, to the exclusion of much of the
material in between.

Eye (inlet)

* The brain can receive direct images
from the eyes. There is no need to
interpret and translate material into
mental concepts as in hearing.

* Eyes are unilateral (one direction)
and can focus on all or part of an
object.

Again, although information will
reach the brain, it will not always be
learnt. Pecple tend to see only what
they expect, or wish, o see - not
necessarily what is actually there.

* Not commonly used instructionally,
excepl in specialist fields such as
chemistry. May be applied to rescue
training eg the recognition by smell of
a particular type of leaking gas.

Mouth (iniet/outiet)

* Inlet for information - through taste;
and an outlet - through speech.

* This outlet is & prime source of
demqnstratmg how successful
fearning has been.

Hand (inlet/outlet)

* Learning is effected through touch
and manipulation, providing the most
effective skills . instructional
technique-learning by doing.

* Learning is easily demonstrated by
the performance of the desired skill or
by writing/drawing.



WHY ADULTS LEARN

1.07

1.08

1.09

SATISFYING NEEDS

The concept of need satstaction (motivation) intfroduced by MASLOW
would appear to be a significant force In the learming process. At the
very least, it provides a sound theoretical basis for understanding why
people want to learn. Before commencing a learning project, a person
may expect to enjoy the reading, watching, practising and other
learning activites It may also be expected that these activiies will
increase self-esteem, or wilk Impress and please other people.

MOTIVATION

As learming proceeds, a person may actually expenence some of the
immediate benefits that were anticipated. Unexpected benefits may
also occur. As the person becomes more realistic about the likely
benefits flowing from future learning episodes, motivation for learning
may mncrease.

MOTIVATIONAL FACTORS

Varnous aspecis of the learning process may produce the pleasure,
the seif-esteem, or the impact on others Each of the following factors
may add to the motvaton of learners for beginning and continuing a
fearming project

a Satisfying curiosity, puzzlement, or a question - The feeling
of posthve pleasure or salisfacton of finding an answer. Feelings
of mystery, ignorance. indecision, ambiguty and the resutting
doubt or unhappiness, may be reduced.

b Enjoyment from tne content itself - Finding the learning
content interesting, fascinating, or stimulating.

c. Enjoyment from practising the skill - A feeling of
accomphshment in progressing toward mastery of a skill.

d.  Activity of learning - Feeclings of pleasure selt-esteem and
rmprassing others may anse directly from the activity of learning.

e. Learning successfully - A person is pleased or ‘feels good’
through learming quickly, easily or successfully

f. Completing unfinished learning - A desrre to finish certain
learning achvities once they have been staned. This desire may
develop into a strong commitment

g. Aspects unrelated to learning - Benefits usually arise from
association with other people. Adults find that learning in a group
provides opportunity for companmonship, meeting new people,
and making good friends (sociat needs).
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HOW CAN LEARNING BE SUPPORTED?

1.10

There is much that the trainer can do to support a person’s motivation
to want to learn. In fact, all trainers should accept, as a perscnal
respoensibility, the satisfaction of some of the trainees’ personal needs
through the training that they provide.

PHYSIOLOGICAL AND SAFETY NEEDS

Most trainees would be generally satisfied in these lower order needs.
However, the provision of a comfortable training environment with
good seating, circulating air, appropriate temperature and attention to
other physiological factors is important.

When trainees first arrive in an instructional situation, they may drop
into the safety need level, due to fear or anxiety about what they are
going to be required to do. Course joining instructions, briefings and
pre-course introductory sessions can be designed to remove this
anxiety.

The provision of a non-threatening training environment is also aimed
at reducing anxiety and enabling trainees to concenirate on achieving
their objectives and satisfying esteem level needs.



SOCIAL NEEDS

If frainees are coniented and accepted within the trainge group, and if
they are able to positively relate to the instructional staff, it 1s ikely
that their immediate social needs will be satisfied Instructors need to
be aware of any disruptive behawour, as this could mean these needs
remain unsatisfied Smimple actions such as re-allocating seating
arrangements, or syndicate groupings, may be sufficient to restore
harmony and balance

ESTEEM NEEDS

These are the most important needs in the traning sense - self-
esteem, |ob sansfaction, achievement, and recognition of achievement
by the peer group.

ACCOMPLISHMENT AND RECOGNITION

It an instructional task is presented In performance terms and the
Irainee achieves a sense of accomphshment and recognition after the
task 1s well done, 1t is lkely that the iImmediate esteem needs will be
satsfied Reinforcement 1s ywmportant here. if the instructor openly
recognises and commends good effort, mctivaton towards further
effort should result.

SELF-REALISATION NEEDS

The need to make the best of oneself, to realise ones fullest potential
i a given situation, the need for totally creative activity, to be the best
at whatever one does. The satisfachon of these needs 1s probably
beyond the scope of most traners in the classroom situation This
generally appears in well-setled, mature adults. The successiul
satisfaction of esteem level needs may well pave the way for these
1op-level needs to also be satisfied.

SUMMARY

1.18

ENHANCED LEARNING

Adult learning 1s enhanced whan

a. the learner desires to learn,

the learning ouicomes are immediately required by the learner;
learning objectives are clear and explicit;

the traming process makes use of the experiences of the
learner,

g o

the learning environment 1s supportive and non-threatening,
the learner aclively participates in the process;

the learner 15 involved in planming the learning siuation,
frequent repetiion 1s provided when learning a skill,

I. success 15 reinforced {rewarded),

feedback 1s provided so that learners have information on ther
rate of progress toward learning objectives;

k learring programs are sequenced nto logical steps, and
progress from the known to the unknown;

TGO & o
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| a variety of training methods and media s used,

m. the trainer displays enthusiasm and interest; and

n the learner 1S a member of a small group engaged in a common
learning experience

PARTICIPATION/COOPERATION

Trainers who take into account that they are dealing with adult
learners, are llkely to view themseives as resource pPersons
responsible for actively guiding the learners to the achievement of
objectives They are likely to employ training techniques that provide a
participative and cooperative climate with the learners, rather than
adopt an authority onented approach where the trainer is the one who
matters most in a learning task



CHAPTER TWO
THE TRAINING CYCLE

THE SYSTEMS APPROACH TO TRAINING

2.01 The systems approach 1s a formalised method of planning and
preparing training programs M ensures that traning resources are
appled to identfied training needs, and that time and effort are not
expended on non-essential activities.

2.02 JOB COMPONENTS
The basic step In the systems approach 1o traiming establishes exactly
what constiutes effective performance on the job This 1s done by
analysing the job - conducting a detaled exammation of the
components that make up a job, in order to dentify the competencies
(skills, knowledge, attitudes) required by the job occupant to perform it
to a designated standard These competencies provide the means by
which training objectives, upon which a training program 1s based, are
designed.

203 FIVE PHASES
The systems approach to training can be summansed by the table
below.

PHASE ACTIVITIES OUTPUT
Phase 1: a The job s analysed and task | a. A lstof task
Analyse perfarmances, logether with pedformances,
Traiming task conditions and conditions and
Need standards, are listed standards
b Traming needs. and therr b A schedule of tratming
priories, are decided needs and priorities
’—Phase 2: Training is designed to suit the Sequenced set of training
Design results of job analysis Training objectives and tests
Traiming objectives and tests are written
and placed n logical sequence.,
Phase 3: a Instructional methods and A program of mstruction
Develop media are chosen. which has been successfully
Instruction tnalled
b. Course program and content
are compiled
¢ The nstruction is trialled
(piloted) and amended until 1t
i15 successiul
Phase 4 a The course is conducted. a Trainees who have
Conduct achieved course
Instruction. b Tesls are administered objectives
¢ Inival problems aie b A course modiiied as
remedied necessary




Phase 5: Problem areas in Phases 1to 4 Validated and successiul

Validate are identified by analysing the raining.

Training following:

a. Efficiency - Whether best
use was made ol resources
to achieve training
objectives

b. Effectiveness - The
relevance of the training
received 10 the requirements
of the job.

Training is modified or updaled
as necessary.

Figure 2:1
The Syslems Approach to Training

THE TRAINING CYCLE

2.04 The training cycle (Figure 2.2} is a simplified graphic modet of the
concepts behind the systems approach to training. Its component
parts are not new - they describe the activities listed for each of the
five phases in Figure 2:t. However, as lraining becomes more
complex, it is valuable to view the components as interdependent
parts of a totai fraining systern.

Training Objectives
and Tests

Job Analysis

Job Analysis
and Training Objectives

Training Training Sequence and
Moditication Session Content
or Update
Training
Development
Quality Control and
Implementation
Training Training Methods
Validation and Media
Test / Training and
-~ﬁu<—/ Test Delivery

Results Analysis

Figure 2:2
The Training Cycle



2.05 PERPETUAL FLOW

It is stressed that the training cycle is never ending. It represents a
circular flow of essential components - training needs and objectives;
training design; training delivery and testing; teedback, evaluation and
madilication - which must continue until all training objectives are
being reached at the pre-determined standard.

As each cycle is satisfactorily completed, new or higher training
needs will be revealed and the enlire sequence slarts again.

2.06 SUMMARY
The following detailed steps comprise the training cycle:
Conduct job/task analysis.
Identify training needs.
Write training objectives.
Design tests of wraining.
Design and sequence course content.
Select training methods and media.
Design training session plans.

se "o o0 o

Conduct training.

Administer training tests.

Analyse training test results.

Evaluate training efficiency/etfectiveness.
b Modify or update training (if necessary).
m. ldentify new training needs.

n. Recommence the cycle.

=

The individual steps of the training cycle will be examined in detail in
the remaining Chapters of this Manual.



CHAPTER THREE
IDENTIFYING TRAINING NEEDS

REASONS FOR IDENTIFYING AND ANALYSING TRAINING NEEDS

30

3.02

It is necessary that trainers are skilled in the identification and analysis
of training needs - the frst and most important step in traiming
development.

BENEFITS
This skill will enable traners to:

a make training relevant to the requirements and conditions of the
Job,

b make training realistic,
c. make training cost-effective, and
d make fraining more objective

RELATIONSHIP OF JOB PERFORMANCE TO TRAINING NEEDS

3.03

3.04

3.05

3.06

People are given traring to enable them 1o effectively perform a job
To perform therr job, people have to successtully complete a senes of
tasks.

JOB

A Job s a unit of work, conststing of task activiies which have been
grouped together formally so that they can be performed by an
individual or team

TASK

A Task is a major activity of work, or a2 combination of activiues, by
which a specific result, or work objective, 15 achieved.

f training is effective, it will give trainees sufficient skill, knowledge
and attitude/s to enable them to perform therr tasks (hence their job}
to the required standard. For an example of a job structure, see
Annex A to this Chapier

TRAINING NEEDS

These then are statements of that skill, knowledge and athtude/s
required by trainees for effective job pertormance and which they do
not already possess

EKILLS, KNOWLEDGE
AND ATTITUDES
REQUIRED FQOR

JOB PERFORMANGE

DEFICIENCY EQUALS

TRAINING NEED

Figure 31
Traiming Need

TRAINEES CURRENT
SKILLS
KNOWLEDGE
ATTITUDES




3.07

JOB ANALYSIS

This 1s a process of gsystematically determiming and recording the
facts about the components of a job. The specific facts sought by the
process are

a.

b

e.

f

a.

a description of the job - what does the job seek to achieve
(outcome};

the major, routine and occasional tasks, including a rating of
those tasks having the highest and/or most critical functions (see
para 3 06 for task analysis process);

the person speciication - what skills, knowledge and athiudes
are required, logether wih other physical and psychological
attnibutes, to periorm the job to the required standard,

the conditons under which each task is performed, eg
teamwork, danger, monotony, indoors/cutdoors etc;

the reqgured work standards - expressed In terms of
performance level, eg speed, accuracy, number,

the respensibilines/accountabilines invesied in the job, and
aspects of the job which cause difficulties and/or dislikes

COLLECTING JOB ANALYSIS DATA

COLLECTION METHODS
The methods normally used for collecting job analysis data are:

3.08

3.09

0 00 oW

observation of people performing job/tasks: *
interviews with peaple performing jobAasks; *
queshionnaire survey of workers and supervisors,
group discussion with workers and supervisors, and
expert panel discussions

(Methods *a.” and ‘b.’ are usually combined.)

All of these methods have a common purpose to obtain complete and
objective job information. Usually, a principal method is selected and
its results supported or amphfied by subsidiary methods.

TASK ANALYSIS PROCESS

A task analysis s performed by the following process

a

List all steps involved in a task, in terms of what the person/team
does when performing each step. A step may involve performing
a physical or mental skill, applying knowledge, displaying an
attitude, or any combination of these.

Sequence these steps in the strnict order in which they must
occur.

Highlight those steps which are critical to effective (and safe)
task performance.

Identfy the skills, knowledge and athtudes required for each
critical step



e. Identity the conditions under which the steps have to be
performed.

f Where practical, identfy a realistc standard for each cntical
step.

g Repeat the process for each task that the job comprises

By compiling the list of task steps i terms of what the person/team

actually does, we are describing behaviour which can be readily

observed. By adding standards, we make the observable task
behawviour measurable

TASK 1

List the steps
Sequence the steps
Highlight critical steps
Identify skills, knowledge
and attitudes h
ldentify conditions
Identify standards

&

RPN

o o

-
r

Repeat for each Task

Figure 3:2
Task Analysis Process



IDENTIFYING AND ANALYSING TRAINING NEEDS

3.10 TRAINING SOLUTION
Using the results of job analysis, the skills, knowledge and attiudes
currently possessed by a person’team can be directly compared with
those required to successfully perform the job. If a deficiency in skill,
knowledge and/or attitude exists, then that deficlency represents the
trairming need That need can then be used as the basis for
developing a training solution

311 NON-TRAINING SOLUTION
It must be stressed, however, that only those job performance
prablems. where such a deficiency exists, can benefit from a traning
solution. Where a person/team already has the required competencies
to perform the job but, for some other reason, i1s not providing
effective job performance, then a traming solution is not appropriate
A non-training solution must be sought in these cases.

312 REVEALING TRAINING NEEDS
More specifically, a need for traming may be revealed through the
existence of the following factors.
a Low performance levels being displayed
b Inappropriate behaviour being displayed
c. Continued mistakes and breakdowns in work processes
d.  Increase in accidents
e. Introduction of organisational change.

SUMMARY

3.13 The effectve 1denthication and analysis of traning needs 15 an

essential starting pomnt for the design of trainng programs If this 1s
conducted properly, then the remaming steps n the design process
can be taken in a logical and systematic way.



ANNEX A TO

CHAPTER 3
JOB STRUCTURE
Figure 3A.1 shows the struclure of a job.
As an example
The job - Driver
includes the:
a duty - perform user mantenance;
b task - perform dally mamtenance check;
c task step - check ol level,
which requires.
(1) knowledge - what to check,
{2y skill - exacution of check,
{3) attitude - values need for user maintenance;
to pre-set standards
1 L i A
DuTY DUTY DUTY DUTY DUTY

I 1
TASK TASK TASK TASK

1 1 -1
TASK TASK TASK TASK
STEP STEP STEP STEP

1 1 L
KNOWLEDGE SKILL ATTITUDE

1 I L
STANDARDS

Figure 3A 1
The Structure ol a Job



