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Outline of a Training Policy

Does your company have its training policy in writing? Is this
policy reevaluated and restated at regular intervals in the light of
changing needs and conditions? The following outline of the Train-
ing Policy for American Airlines (Maintenance and Supply Tech-
nical Training) provides an example of what should he included
either when writing up a training policy for the first time or when
evaluating one. A. ]. Lynch, Director of Training for American
Airlines, Tulsa, Oklahoma, haswritten saying that he will he happy
to supply ASTD members with copies of a full explanation of the
outline if they will write to him direct—Ed.

A. GENERAL C. SCOPE

hand in hand. Neither one is
possible without the other. There-
fore, the quality and amount of
training he administers is one
measure of a supervisor's ability.

Each employee needs a compre-
hensive knowledge of his job for
satisfaction in his work and ad-
vancement. He gains this knowl-
edge in proportion to his willing-
ness to accept training and learn
on his own.

B. RESPONSIBILITIES

1. Each administrative supervisor is

responsible for the know-how of
employees in his region, station
or shop, shift or group.

Full or part-time training person-
nel should be assigned as needed
to assist the supervisor.

The fact that the Company spon-
sors training does not relieve an
employee of the responsibility for
keeping himself proficient in his
work.

1. Training and good supervision go 1 1otal job knowledge required,

minus the employee's know-how,
equals the training needs.

Training should be administered
as necessary for the efficient per-
formance of the operation: when
new or changed procedures are
installed—when new equipment
or materials are used—when de-
ficiencies need correction—when
the level of know-how must be
raised—when eligible employees
are to be promoted—and when
new or transferred men are fitted
into their jobs.

. All training should be coordinated

with the administrative and func-
tional groups concerned, and
fitted into the over-all program.

. When there is a large flow of

like work, employees should be
specialized and trained for greatest
skill. As production permits, they
should lie rotated through jobs as
necessary to maintain interest, pro-
tect the operation, and prepare
eligible employees for promotion.



When the work is of great variety,
employees should he assigned and
trained so the knowledge and skill
required are within the scope of
their abilities, consistent with full
use of manpower.

5. Instruction given to an employee
should be determined by the re-
quirements of his work area, his
classification and qualifications.

6. Training shall be based on instruc-
tions in Company or other ap-
proved manuals and American
Airlines accepted job practices.
These instructions should be com-
plete, arranged in a learning se-
guence, and available for training
use. All such instructions shall
be tau%ht without deviation, un-

less previously approved. Addi-
tional instructions prepared for
training shall be coordinated with
the Standards and Inspection
Branch.

D. SCHEDULING

1. Training needs should be antici-
pated. Instruction should be com-
pleted before new equipment, pro-
cedures, work, etc. are put into
effect.

1. Training should be scheduled
during the employee'stour of duty.
When this is not practical, train-
ing should be scheduled so it has
the least effect on the employee's
rest and time off, consistent with
the urgency of the instruction.

3. Attendance at training sessions is
required. Absence shall be handled
in the same manner as absence
from duty.
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E. FACILITIES

Suitable space, equipment, aids, and
materials shall be provided as needed
for efficient training.

F. METHODS

All instruction shall be planned, co-
ordinated, taught, tested, followed up,
recorded and evaluated. Approved
training procedures shall be followed.

The seventh session of Management
Problems for Executives is being spon-
sored this fall by the University of Pitts-
burgh, School of Business Administra-
tion, and the Education Committee of
the Pittsburgh, Pennsylvania, Chamber
of Commerce. Accounting, Administra-
tive Practices, Finance, Industrial Man-
agement Engineering, Industrial Rela-
tions, Marketing Policies and Statistics
are among the topics being covered.
One hundred sixty-eight executives rep-
resenting sixty-seven companies and the
U. S. Government in eighteen states
and eleven foreign countries are attend-
ing. Their average age is thirty-nine
years.

POSITION OPEN

WANTED

Training Director by iron ore min-
ing company in Lake Superior
region. Salary open. Write

Box No. 19, The Journal
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Indiana Trainers Plan For

Coming Year

Officers of the Industrial Training Association of Indiana (Indianapolis) discuss
their plans for the coining year. The program includes nine meetings, September through
June, with the exception of March in 1952. On the 12th, 13th and 14th of March,
the Association will be hosts to the 8th Annual National ASTD Convention at French
Lick, Indiana. This Convention will be the highlight of the year's program and extensive
preparations have already been made. The Convention's General Chairman, W. C.
Christensen of Eli Lilly and Company, Indianapolis, has appointed fifteen committees
with three Associate General Chairmen to handle the event.

Reading from left to right: Paul Butz, Farm Bureau Insurance Company, Assistant
Secretary; C. P. Robertson, Stokely Foods, Inc., Vice President and Program Chairman;
A. W. Collins, Purdue University Center, President; Edward Susat, Purdue University
Center, Secretary; and D. W. Flagg, Western Electric Company, Treasurer.

tr

A Training Coordinator's Institute,
(o]

sponsored jointly by the Northern Ohio
Chapter of ASTD (Cleveland) and
Western Reserve University started
September 18 and will run for fifteen
weeks. All sessions are held in the eve-

nings. Members of the Northern Ohio
Chapter who are instructing in the
Institute are Ken Moody, Lloyd Dep-
ner, Tom Dana, Dick Guyon, Joe Flem-
ing, Charlie McBride, Fred Dunmire,
Bill Greer and Bill Gilman.
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Eighth Annual Conference
American Society of Training Directors

MARCH 12, 13, 14, 1952 FRENCH LICK, INDIANA

Host Chapter—Industrial Training Association of Indiana

Conference Objective—This conference is designed for You and others
interested in Business and Industrial Training. It will provide —

A timely opportunity for your professional development
Ideas for malting training programs more effective
Inspiration through contacts with new and old acquaintances

General Chairman —W. C. Christensen, Eli Lilly and Company
Host Chapter President—A. W. Collins, Purdue University Center

Associate General Chairman— BUSINESS—M. G. Carey, Blue Cross & Blue Shield

REGISTRATION

Ed Susat, Chairman Purdue University Center
Paul Butz Farm Bureau Insurance Companies
Louise Johnson Lane-Bryant
E. Mildebrandt McGraw-I lill
C. Springer Stokely Foods, Incorporated
H. Wing Fairmount Glass
ARRANGEMENTS
T. D. Young, Chairman Management Consultant
Irvin Craig State Department Veteran Affairs
Thelma Fidler Charga-Plate Association of Indianapolis
W. Parry RCA Victor Division
O. Smith Insley Manufacturing
RECEPTION
H. E. Dudley, Chairman Stewart-Warner Corporation
H. Henderson Allison Division, GMC
H. McComb State Department Public Instruction
R. Owen Continental Steel
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SPECIAL EVENTS

A. Lukenbill, Chairman
. Quear
Skamfer

oOor

R. W. Feik, Chaiiman
D. W. Flagg
Katherine Flarris

M. McDowell

C. E. Wood

Link Belt Company
Herff-Jones
Richardson Company

FINANCE

Indiana University Center
Western Electric

H. P. Wasson & Company
Western Electric

E. C. Atkins

Associate General Chairman—PROGRAM— Harry S. Belman, T & | E,
Purdue University

C. P. Robertson, Chairman
H. E. Gibson

L. A. Lukenbill

Florence Moran

Dorothy Proesch

Ed Williams

French, Chairman
. Bradshaw

. G. Plough

. Robinson

White

Txosm

@]

. A. Turner, Chairman
E. Gibson
Headings

T

PROGRAM

Stokely Foods, Incorporated
Diamond Chain Company
Link Belt Company
Merchants Association

L. S. Ayres & Company
Indiana University

PUBLICITY

Bureau of Apprenticeship

Indiana State Chamber of Commerce
Bridgeport Brass

State Department of Veteran Affairs
White Art and Advertising

PROCEEDINGS

Diamond Chain Company
Diamond Chain Company
U. S. Naval Ordnance Plant

AUDIO VISUAL

. M. Daily, Chairman
. Corbett
Stoeppelwerth
Swain

OIzm

Eli Lilly and Company
U. S. Rubber Company
Indiana Visual Aids
RCA Victor Division

TRADE GROUPS

B. F. Yount, Chairman
C. H. Scantland

Associate General Chairman—FACILITIES—R.

H. R. Austin, Chairman
E. Ruark

International Flarvester
International Harvester

HOUSING

Farm Bureau Co-operative
Farm Bureau Co-operative

(Continued on following page)

E. Lee, J D. Adams Mfg.
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Co.
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TRANSPORTATION

R. E. Lee, Chairman J. D. Adams Manufacturing Co.
H. Lytle Goodwill Industries
EXHIBITS
O. M. Aders, Chairman Perfect Circle Corporation
F. J. A. Beyer Indianapolis Chamber of Commerce
E. E. Pursley Perfect Circle Corporation
J. Rodeffer ' Perfect Circle Corporation
W. S. Somerville Eli Lilly and Company

ENTERTAINMENT

Sara Belman

R. L. Stockment, Chairman U. S. Naval Ordnance Plant
Helen Christensen

Donna Leigh Collins

Bradford DeMarcus LI. S. Naval Ordnance Plant

Ann

Lee

Priscilla Robertson
Mickey Stockment

Teach

Through
Film!

TESTED TRAINING TECHNIQUES
By Haas and Ewing

*

THE FILM BOOK

This book is written specifically for the use o teachers in schools and
industrial training programs. It shows how to use filmsto drive home their
ideas. It gives the important essentials on obtaining, producing, and
using films. The chapters are organized so each instructor can select
material which meets his own special needs. Diagrams and illustrations
make the subject matter comprehensible and clear. There are money-
saving tips on renting films or using films available either on a rental
or no-charge basis.

257 pp.

By Wilson and Haas

Bx 9 Cloth bound

* THE PREPARATION AND USE OF
AUDIO VISUAL AIDS
By Haas and Packer

A clear presentation of the principles of
teaching skills which have been used with
success in a variety of training situations.
Includes directions for training through
discussions, forums, conferences, lectures,
researches, and demonstrations.

I pp. 6x9 Cloth bound

Send For Your Examination Copies

PRENTICE-HALL INC.

The complete revision of the widely-used
text, Preparation and Use of Visual Aids.
The new edition is greatly enlarged, to
include material on radio sound systems
and recording and television.

327 pp. 6x9 Cloth bound

Today EDUCATIONAL BOOK DIVISION

70 Fifth Avenue New York 11, N. Y.



