FCLLCW ING THRCUGH
WITH J. 1. T.

THE 10 HOURS OF J. I. T. TRAINING HAS
PUT VALUABLE TOOLS IN SUPERVISOR'S HANDS.

THE TOOLS MUST BE USED TO PRODUCE RE-
SULTS.

HERE IS A PRACTICAL WAY TO PUT THEM
TO WORK.



HOW J.1.T. IS PUT TO WORK

DMINISTRATIVE
CHIEF |

UNIT
5 CHIEF ZJ
AP
EMPLOYEES

FIRST: The Administrative Chief (i) in charge tells the organization to see that J.I[.T. is followed
through on the job.

SECOND: The reaquest is "passed down" through all supervisors. (2)
THIRD: The training director (3) instructs the section chief (4) how to coach the unit chiefs.
FOURTH: The section chief (4) coaches his unit-chief (5) how to make it work.
FIFTH:  The unit chief (5) puts it into action with his employees.
NOTE: Items (3) and (4) are explained on the next page.

Everyone engaged In Vita! war Effort Is beneflitted.

Two to four hours of "Follow Through" Instructlons received by a sectlon ehic: who coaches his
unit ehlefs results In a Planned and Continuou- training program for:
1 Section Chief [N

Lo Unit Chief
100 tmployees



FIRST:

SECOND:

THIRD:

FOURTH:

HOW TO GET. A. SECTLAN, AMLSS
TO COACH HIS UNIT CHIEFS

S ———
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"Follow Through" program is explained to Section BRANCH
Chiefs. T ROl CHIEF
The Branch Chief (R) with the assistance of TR. DIR.
Training Director (T) explains the program l
to Section Chiefs (L), (M), (N) and (0) and y
arranges a schedule of training. " T : ¥
L M N 0
SECTION CleFS
Section Chief is shown how to coach a Unit Chief. SECTION
T L
CHIEF
The Training Director (T) coaches Unit Chief TR/ BN, y
(A) in the application of job instruction, ‘ ;
The Section Chief (L) observes the caaching
process. / -
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UNIT CHIEFS (Job [nstr.)
Section Chief coaches a Unit Chief. - SECTION
L chier
g ; : 3 TR.' DIR, v
The Section Chief (L) coaches uUnit Chief (B). /
The Training Director (T) observes corrects, /
and gives additional help if necessary. ///f/
V4
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UNIT CHIEFS (Job Instr.)
Section Chief coaches the rest of his Unit Chiefs. SECTION
T L
CHIEF
TR. DIR.
The Section Chief (L) continues until he has \
coached each of his Unit Chiefs (C), (D), (E) \,
and (F). The Training Director (T) follows 4
up, answers any qyestions and sees that the e SR SO 1 i
job gets done. 1 R 1 o B B
A B c D E i F
UNIT CHIEFS (Job Instr.) -
THE RESULT

Alive, alert supervision which continues to improve the Quality

and Quantity of the day by day work performed.



THE NATURE OF THE COACHING RECEIVED BY THE UNIT CHIEF

The Unit Chief coached by the Section Chief makes out a
"Job Instruction Time Table" and "Job Breakdowns" for a
new employee entering the Unit.

The following is listed on the Time -Table:
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Balancing Roll |__How to use an adding machine
{
I Hows o pid oo sl

i How to obtain grand total and balance I
B O N e
Releasing Rolls L How to prepare rolls for releasing |
|
Type Pay Cards , _How to type pay cards

Partial Payments

Evaluation of new employees progress
This employee learmed rapidly and has a fine attitude.
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The Unit Chief learns during the Coaching process;

| / b. ( 2

How to Identify the duties How to break up the dutles
to be performed eventually into small but complete job
by the new employee. instruction units.
3 ] : u
How to make break-downs for ; How to schedule the basic
each instruction unit. t4raining during the first
weok.
5

How to keep a record and
evaluate the progress of the
employee during the first
week of his training.

The Unit Chief puts to use the"Job Instruction Time Table" and "Job Breakdowns®™ with
new and present employees.

He teaches each employee in the Unit how to do his job, "Correctly, Quickly and
Conclentiously",









" (d) Kelehings

-~ "ihat tools and syuipment will be necessary to put the
job. acrogs?" B : :
"How should the work-place be arranzed?"
(e) Hand him a new JIT..card
, - "iE've covered the Cet Ready points on the card."
| - "le've made a timetable - have spotted some training
: 7 e alde s da e
' - "Then we took ONE job that needs attention and made
{ a_ breakdown.of it «fjust so we won't misgs anythin
o S5, o}
; . : SXhat We nesd topubo overt v
-~ "Then we talked about zetting everything ready and
the work place properly arranged.
- "Now we're ready to instruct."
E - "Let's look over the 4 steps on the other side of the
7 ‘ gard,
- "How about Step I? --What are:you trying to do thers?"
- "Look at Step 'II - How would you use the breakdown in
Bhga . sbep?
- "Anéd now Step III - How do you know when you are through
with Step III? ‘hen can you put him on his own?"
- "And finally Step IV - How would you follow up the
worker on this job?"
(f) Have him practice by instructing you.
- "How about putting ME through the ropes on this job?"
Sov ket ¥a Ban Mew Ak woekki outll
¢ - "Maybe I can give you some more tips.”
3T o - o x
NOPE: - Have nim Instruct you., »Coach as needed,
P (g) Conclude -

"Any questions on how to go ahead?"

- "Can you do this with the worker to be trained?
What else can I help you with?"
"You've done a zood job. Keep at it -« check 1n wilth
your boss 1f you get stuck."”
: 7 g



3. Review with the second line supervisor {alone) what
happened in eoaging hris, flrst Eine supervisdr.

- 0o over the Follow Through card again - "How %o
start your people uskng it." -

- Review with him NOW you had the first line supervisor
to make his Time Table, Breakdown, and to practice
- the 4 stepss, s J

4, Have the second line supervisor coach another first line
supervisor. :

- Observe closely ~ help where necessary.

- Make certain that he is HELPING his first. line
supervisor and not dolng the job.

5. Help-the second line supervisor plan his next steps.
(a) Discuss with him (alone) what he did.

- Stress whatever items were uncovered that were USEFUL
tohlm in gotting his mupervisor better gualiried
tafget out  priciivelom

- ™ow that you've got two of your crew under way when
will you get the rest started?"

NOTE: Help him schedule the rest.
{(b) Discuss hew to keep his people using it,

~ Review the Follow Through card. - "How to Keep Your
People Using it."

- Have him determine how often he wants to review the
time table andlthe breakdown. Write on card.

NOTE: Once a week is a commdbn practice.
- "Check workers occasionally."

"Agk a worker now and then about some points of
the JOb Y

= ”Nhat would happen if 74
. Vhy do you L
- "¥ould it make any dlfferenoe i .

"Check results: watch your rajeocbion tilichkehs, accldent
reports, your tool breakage (or whatever applies)"

‘= "That is the real test of whether you are getting
resilEs You are entitled to them.,"



