

https://www.youtube.com/watch?v=cAubs6Qmc20
https://www.youtube.com/watch?v=seDxeH8Ge_0
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https://www.youtube.com/watch?v=vl6MAqd4Gi4
https://www.youtube.com/watch?v=SLFWUnt5_9U
https://www.youtube.com/watch?v=SD3DHKXv77U
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Training Guideline

Module 1: Analyzing work tasks and defining learning requirements: 8 HOURS

COMPETENCY 1. 1: Carry Out Workplace Analysis for Occupational Learning : 4 Hours

Skills/Knowledge

Contents/Topics

Key Content/ Topic

Materials/References

Time

Understand the frame-
work of employment and
TVET in your country or
region

1.1.1 Labor laws, TVET
regulations and
other legislative
issues in the
country and re-
gion relevant for
training

1.1.2 Industrial regula-

tions and proce-

dures

In-company Training
0 In-house training, Dual training
Benefits of In-Company Training
0 Quality worker, etc.,
Country educational system
0 Educational and vocational law,
vocational curriculum, National
qualification framework, ASEAN
Quialifications
Employment framework
Labor law (concerning training issue for
example; Job contract)
Safety and environmental law and regula-
tions

Main Teaching Material:

e PowerPoint slide No.

1-23, and document
page No. 3-10

e Country educational
system, labor law
.etc., (use
information of
individual country)

For further reading:

Benefits of In-Company
Training

ASEAN Qualifications
Reference Framework

1 hour and
45 minutes

Training step Training method Guideline

Motivation Question What are the benefits of In-company training?

Information Lecture and self learning | General information on workplace and education context, relations between them, standards and laws concerned.
Application

Progress Q&A Written or oral test

Module 1 / Competency 1.1

10
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EFFECTIVE IN-COHPARY
VOCATIOKAL TRAINING

¢ COMPETENCY 1. 1: Carry Out Workplace Analysis for Occupational Learning— 4 Hours

Skills/Knowledge

Contents/Topics

Key Content/ Topic

Training Materials

Time

Understand work sys-
tems and structures

1.1.3. Frameworks of
employment and
organizational
structures

1.1.4. Classifications of
vocational sys-
tems and struc-

tures

Detailed organization structure (functions,
differentiations of departments)

Company profile (product, market, etc)

Covered by 1.1.1(Country educational
system)

Main Teaching Material:
PowerPoint slide No.
24-30 and. document
page No. 11-13

For Further Reading:

Understanding
Organizational Structure

Understanding and

Managing
Organizational Structure

30 minutes

Training step | Training method Guideline

Motivation Question What is organizational structure and profile?

Information Lecture and self learning | Importantance of the organizational structure and profile and what they look like?
Application

Progress Q&A Written or oral test

26
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Presentation Notes
Inhalte, die in der Ausbildungsordnung festgelegt sind, müssen nach § 1 Berufsbildungsgesetz eine breit angelegte berufliche Grundbildung sowie die für die Ausübung einer qualifizierten beruflichen Tätigkeit notwendigen fachlichen Fertigkeiten und Kenntnisse vermitteln. Zugleich hat die Berufsausbildung den Erwerb der erforderlichen Berufserfahrung zu ermöglichen.
Von betrieblicher Seite besteht ein inhaltliches Interesse daran, Fertigkeiten und Kenntnisse zu vermitteln, die im Betrieb benötigt werden. Darüber hinaus legen Betriebe Wert darauf, dass die Auszubildenden Einblick in die betrieblichen Arbeits- und Geschäftsprozesse erhalten.
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EFFECTIVE IN-COHPARY
VOCATIOKAL TRAINING

ANTTOUSN 1.1 : NITANUUNITENANITAARU A FUNITLADNADTUNLNAANBINNHEANTN =

UG TN
COMPETENCY 1. 1: Carry Out Workplace Analysis for Occupational Learning — Hours
Skills/Knowledge Contents/Topics Key Content/ Topic Materials/ References Time
¢ Analyze vocations 1.1.5 Job descriptions e Job analysis ; definition, purpose, meth- Main Teaching Material:
and occupations and vocational odologies, outcome
profiles ¢ Occupational standard PowerPoint slide No. 31-
ﬁ’nug/mqug 1.1.6 Workplace analy- e Mega level (market + society) 39 and document No.
- o Sis processes, ization it’ 14-21
NIRRT NN F;] , 4 e Macro Ie\_/el (how the organization it's
- methods an self function) _
27T tools e Micro level (team, group , individual For further reading:
1.1.7 Re(zjlevant Ztand- performance)
_ ~ardprocedures AateAnAUla .
WWanvuanLInug . - o e Job Analysis 1 hour and
5 - MANWANTEUN ; ANHEN qALsTad syl 30 minutes
1.1.5 ANTULUADINULAL T Jobs Analysis and
oA e m e Human Resource
mmvmﬂm‘gﬂo\mnmmmw _ mma‘gm@ﬁw Dlanin
1.1.6 anummnIaua - sz (Manana+danw) « Analvs
v A o p Task Analysis
na mumﬂumiwlmu g - sAUNAN (sruulunsAng)
1.1.7 41P991UULAZTURA DU . . o = - -
L - STALLAN (AN, NAN , NANIIANLTILY Occupational Analysis
LNEURY L
TBILANZYAAD) Analyzing Work Tasks
Training step Training method Guideline
Motivation Question Why do we have occupational standards?
Information Lecture & self learning How to analyze jobs, what occupational standards look like? Level of the analysis, practicality of each analysis level.
Application
Progress Q&A Written or oral test/interview
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A

g air
COMPETENCY 1. 1: Carry Out Workplace Analysis for Occupational Learning — Hours
Skills/Knowledge Contents/Topics Key Content/ Topic Materials/ References Time
Identify and evaluate 1.1.8 Technical updates | Identify competency gap to adapt to new PowerPoint slide No. 40-
new technologies relgted to workplace technologies 41
o nsUsudgamalulasulang o Ay a o . 15 minutes
nsueneziazLsviiiy o L ANATNTn LN sU iU lim sy Asse
. e gl danARRIse
szAnsninaaamalulagsialug . 5
Tngilsrasdluniineny
Training step Training method Guideline
Motivation Questioning Why do we need to indentify and evaluate new technology?
Information Lecture and Questioning | Effects and influence of technology change to working environment.
Application Group discussion Case study
Progress Q&A Written or oral test
dunau NANS WUIN
useqela NNIFIAINNN nluanfesieanisusnuezuazszifiudsr@nsnmasanatulaluaig?
faya N1TUITENLRAZNNITNAN ladtuazaninarasmaluladnduasdanisulasunlasan wuandanlunisingm
nsseansld NNITTANAND nItiANEn
nITUIUNIT u&maul nsneaauiadauuazdunisaiinilan
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giz

ANTTOUL 1.2 NFTEURITFBINIFTANINNUNINUATILALNISIATITNANHUZAINANINLIARDN TUUTINULASNTZLIUNITIINNU -3 TITHS

Module 1: Analyzing work tasks and defining learning requirement : 8 HOURS

COMPETENCY 1. 2: Identify relevant worktasks and analyze the workplace environment in order to extract essential and training-
relevant work processes— 3 Hours

Skills/Knowledge

Contents/Topics

Key Content/ Topic

Materials/ References

Time

Working experience in
the vocation to be

trained L
tszaunianilunisiieiefiasn

PN ' v yd vy
ﬂ‘]']NZQWNW?QW’%\&H']EIIWLLH[}“I@HDL?]

1.2.1. Vocational qualifi-
cation and rele-
vant work experi-
ence in the field

. . tobe trained
qmmiﬂﬂmwmmmmz

e Vocational curriculum and occupational
standards(the content was covered in

_competency 1.1 o
mmgmmmﬂﬂmLmzmmgm’lumiﬂizn@ummw (Luwﬂm

prauAgN LD anssausd 1.1)

PowerPoint slide No.

1-23, and document
page No. 3-10

Training step | Training niethdd | = Guideline

Motivation Lecture and Questioning | Understand about In-Company Trainer, In-Company Training Process and the general rules of business
Information Lecture and Questioning | Choose some key word and important information to discuss about overview of In-Company trainer.
Application Written test A test to get feedback of trainer understanding

Progress Q&A Give them the oral of test

UINIY

v o dl 3 =X a o dl A =2 3 = a e [P
AnudinlwinereRazinnsEnausnaasUIEnNaen , TANINNTZUIUNITNNL LL@zﬁﬁ‘NLuﬂNﬂ{]Uﬁlﬂ'}ﬂluﬂdﬂﬂi

4 ey o oa ¥ Ao o o P P
ﬂ'ﬁﬁ‘L@'ﬂﬂﬁ]Q“ﬁ'}ﬁlﬁ]ﬂ’&ui’ﬂLL@zsﬂﬂﬁﬁlﬂﬂﬁ’]ﬁm‘mﬂiuﬂqﬁ‘ﬂqﬂqqﬂL’].I’]EL’QJ']WW?QN“H@\?\?’]%ELHU?HVW]'QHZ\)@ﬂ

v o v
nagauAmdEinlanag E]'JEDJH'BLISN

nmagaudunisidinilan
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COMPETENCY 1. 2: Identify relevant worktasks and analyze the workplace environment in order to extract essential and training-
relevant work processes— 3 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/ References Time
Carry out work task 1.2.2. Work task pro- e Training Needs Analysis Main Teaching Material:
analysis cesses and tools o Definition
0 Purpose Power Point
AfiunNIRANTULAen 1.2.3. Theory of compe- o0 Methodologies Presentation Slides
tency o Outcome Number 4-32
1.2].2. ATTLIUNITNNUL LAY ° HandSIUngkompetenZ For Further Readinq:
wizasile gunsnl
1.2.3. mquwﬁﬁ;@ﬁm e . Philosophy of competency 3 hours
ANANL30 - AaffiesnN1TRA TN DACUM Handbook
- AANNAAIN
_aplsrass Training Needs Analysis

= aa
- TCUELNE
- WA

o @, v.o
-wnwzmmﬂu@‘m

-UFrnynlunsinenu

Competency

Handlungskompetenz

Training step

Training method

Guideline

Motivation Questioning How important and benefit of the work tasks analysis?
Information Lecture and self learning How to conduct TNA.

Application Group work Assign trainee in group to practice TNA and present the result.
Progress Q&A Give them answer of the quiz and feedback

LU
= v a a o o [ ] ’P
nnaRansavtineuaseiidss TamduazanudnAnyacngls
Aannsaiiunns TNA

Amvualiiinstnauiuiunguinaendenanzes TNA esenuiiauauazagiualuniend

NARDLAIENIIABLANNNDAHARBLFL
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Module 1: Analyzing work tasks and defining learning requirements : 8 HOURS

COMPETENCY 1.3: Define learning requirements — 0 Hour

Skills/Knowledge

Contents/Topics

Key Content/ Topic

Materials/ References

Time

Understand the theories
of the vocation being
taught

1.3.1. Technical de-
scriptions of work
processes and in-
teractions

Work processes and interactions

Work Task Analysis

The contents was
covered in competency
1.1 under topic “country
educational system” and
“occupational standards”

1.3.2. Descriptions of
work activities

Work activities

The contents was
covered in competency
1.1 under topic “country
educational system” and
“occupational standards”

1.3.3. Learning field and
learning require-
ment definitions

Learning needs/requirements

Job analysis

The contents was
covered in competency
1.1 under topic “country
educational system” and
“occupational standards”

Training step Training method Guideline
Motivation Hand-outs/ Group Explain the differences between work task analyses, job analysis.
exercises Be able to pin-point/identify the various learning requirements, work processes and activities related to the vocation
Information Lecture or self learning What the concepts look like and the differentiation of concepts.
Application Group discussion Assign trainee to a group to discuss a concept and present the result.
Progress Q&A Provide feedback through discussions of the results of the quiz and group exercises

giz
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Module 1: Analyzing work tasks and defining learning requirements : 8 HOURS

COMPETENCY 1.3: Define learning requirements — 1 Hour

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/ References Time
Self-development and Main Teaching Material:
motivation 1.3.1. Methods of Methods of Motivation Slides 3-10 of power
motivation and point presentation
self-development | Self-Development Techniques (Teaching Material

Power Point for
Competency 1.3)
For Further Reading:
Tools and Technigues
for Career Development
Motivation of Trainees
Main Teaching Material:
1.3.2. Learning psy- Psychology of Learning Slide 11 of power point
chology presentation (Teaching
Material Power Point for
Competency 1.3)
For Further Reading:
Theories of Learning
Characteristics of
Learners
Types of Learners
Psychology of Learners

1 Hour

Training step Training method Guideline

Motivation Group exercises Do group exercises that will explain to the trainees the various methods related to psychology of learning
Information Discussion Prepare a hand-out that summarizes the important points in the materials

Application Demonstration Do a demonstration on how to motivate trainee to learn.

Progress Question and Answer Provide feedback through discussions of the results of the quiz and oral examination
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