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Equipment Training Components
Self Audit 
These guidelines are for anyone who is responsible for preparing equipment manuals. 
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	Topic
	Content Guidelines

	
	Cover
	The cover should always have a picture of the equipment and the specific name of the equipment as the title. The picture should always reflect the exact piece of equipment they will receive NOT a generic. This holds true throughout the manual. Digital pictures serve this purpose well.

	
	Introduction

· Course Agenda

· Parts & Tools
· Equipment Picture
· Specs
· Theory of Operation
	· There should be a course agenda (similar to the lesson plan outline)

· There should always be a diagram or photo of the equipment, with labels showing what the parts are called, as well as a list of any tools that would be needed to operate the equipment.
· It should always reflect the exact equipment that the end-user is getting. 
· If they need company or product specs to do their job, it’s important to know where they would get them. This can be somewhat generic.

· A brief “theory of operation” is useful. The maintenance manual will have greater detail.

	
	Terminal Objectives

Roles & Responsibilities

These would also be part of the intro section
	· End-users need to know what will be expected of them in relation to operating and maintaining their equipment. It’s good to give a general overview of that PLUS terminal objective. Those are the things that they should be able to do upon completion of the training.

·  It’s helpful to give a general overview of what their (trainees) responsibilities will be in relation to operating and maintaining the equipment.



	
	
	MANUAL TECHNICAL CONTENT

	
	Safety
	· The beginning section (after the intro) of any manual should always be safety

· Safety icons should be utilized throughout the manual to reinforce safety. When at all possible use “harmonized” icons that meet both ISO (International) and ANSI standards. One good resource is www.clarion.com 

· A photo showing all the safety components of the equipment is a very effective page. It can also be used as a job aid if laminated and placed on the equipment. Once installed it is a good idea to take pictures of it hooked up showing all the safety areas as they are from different angles.

· You may want to ask your customer to give you their safety guidelines to add to the manual. This reinforces them and shows your commitment to safety.



	
	Sanitation
	There should always be a sanitation portion/section

	
	Troubleshooting
	This is critical to every training manual. This may be by section (if the sections are long) or a total overall TS guide.

	
	Maintenance
	There should be separate sections for electrical and mechanical maintenance tasks.

	
	Preventive Maintenance
	Critical for manuals. Don’t just list the tasks, explain how to do them. Don’t assume they know.  Create a job aid operator and maintenance checklist for these tasks (use pictures and numbers).

	
	
	

	
	Course Feedback
	Every course should have a feedback form to provide the instructor with information that will help to improve the training and reinforce what worked well. One copy should go to the customer.
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	Style Guidelines

	
	Font
	Font should be no smaller than 12. Arial, Verdana, Lucida are some of the most often used. Times Roman does not have as clear an appearance

	
	Documentation Reference
	Each document should have in the header/footer a reference to who prepared the document and date it was prepared.

	
	Sections
	It’s good to have the manual laid out in sections (they may follow the job task analysis content.) Remember the importance of “small chunks”. Use dividers whenever possible. This could be as simple as a colored sheet between sections BUT tabs are better.

	
	Small chunks
	Use bullets, dashes, matrixes whenever possible rather than long paragraphs. They are more user-friendly and people are more likely to use them.

	
	Pictures
	Use them at least every 3 pages. They often do more teaching than the texts. All pictures should be labeled and if needed use arrows to highlight names or task steps. If you are doing a page with the steps on one side and the pictures to illustrate the steps on the other side place the pictures on the left side of the page, writing on the right side. This is the PREFERRED FORMAT for documentation. The more pictures the better!

	
	Consistency
	Each section should have the same consistent approach/layout. For example, each section should have an overview of what is in the section, for each topic/function list what the function is and when they will use it or how they will use it. Titles, numbering, layout needs to be consistent in font style, color and size.

	
	Bolding
Italic
	Use bolding, underlining, colors to help differentiate items or to emphasize things. Too much of the same color and size makes things blur together and harder to find what you need.

	
	Graphics
Pictures

Figures
	They should all be numbered and labeled and then referred to with that figure number if used in the text. This helps reinforce as well as makes things clear.

	
	Arrows

	Arrows are very effective when used to pinpoint a part of the equipment or a step. They should also be used to show the product flow.

	
	Numbering
	Make sure that there is effective numbering and that there is a date that the document was created as well as who authored it for reference. 

	
	Preparation & Revision Info
	All documents should show date prepared and revision dates if there are any.
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	JOB AIDS

	
	Troubleshooting Guide
	This is one of the most important job aids to provide. Prepare it in the matrix format listing PROBLEM, CAUSE and SOLUTION. Ideally prepare it in a laminated spiral format or a laminated sheet.

	
	Equipment Diagram
	For training purposes it’s ideal to have a large diagram of the equipment with parts labeled to refer to during the classroom portion of the training.

	
	One Point Lessons
	One Point Lessons can be in the form of a job breakdown or any 1 page task description with graphics or pictures to illustrate the point being explained. Choose a task most difficult to learn or the one that causes the most problems.

	
	Standard Operating Procedure SOP
	If you have this it will be deeply appreciated by the end-user. It should always include SOP #, Title, written by, approved by, date, revision date, purpose, general information, materials, tools, definitions, procedure, any attachments or references needed like diagrams, checklist etc. This is particularly needed in the pharmaceutical industry.
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	EVALUATION PROCEDURES

	
	Class Feedback
	Class feedback sheets (smiley sheets) should help identify how the participants felt about the materials, the instructor and the content. OEMs should provide them and leave a copy with the end-user.

	
	Performance Checks PC
	Performance checks require that each participant demonstrate certain tasks. The PC form may list just the steps of 1 task or all the tasks they have to perform.

	
	Written Evaluation
	A written evaluation provides you with feedback on what knowledge (not skills) they acquired from the class. If literacy is an issue refraim from using written evaluations.
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	CUSTOMER DOCUMENTS

	
	Training Brochure
	This provides your customers with an overview of your training services and specific information on training classes. It should always contain contact information.

	
	Partnership Agreement
	This can be done formally or informally but should always be put in writing for further reference. This identifies the customers expectations, OEM expectations, joint expectations, targeted goals and conflict resolution.

	
	Proposal
	This provides your customer with scope and background of the project, deliverables, timeline, costs and expectations.

	
	Needs Assessment
	This tool should be conducted by the OEM to help identify what the customer needs and provides the information needed to develop an accurate proposal.  This is key also to proper training preparation.


