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HOW TO INSTRUCT

Practical methods to guide you in in
structing a new wmah on a job, oF a pres-
ent worker on @ meir job or @ new sRill,

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, econgmically and
intelligently, = ANAlV3S1S8

2, Have the rvight tools, equipment,
supplics and material ready.

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

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

1. Put the learner of oase,

2, Find out what he already knows
ghout the jol.

3. Get him interested and desivous of
learning the jobh,

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

1. Tell, Show, Nivstrate and Question
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in order to put over the new koowl-
eige and operations,

2o dnsimret slowly, clearly, completely
ancd patiently, one point at a time.

. Cheek, guestion and repeat.

4, Muake sure the learner really learns.

Step lll—Performance Try-out
. Test learner by having him per-
fornt the joh.
Ik puestion= eginning with why.
Feoppes, e Wery weltom or WlEre,
pevformance, correct  er-
vara, amid orepeat instructions it
Trgraas=-dayy,
4. mrinue until vou Keow e BHows.

Step |V—Follow-Up
1. "ur him “on hi=s own,”
20 Checlk frequently to be =sure he
Tollows Instraciions.
3. Tupar off extre supervision and
close follow-up until he is qualified
ey work with normal supervision.

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