Job Aid Analysis Report
By C. Michael Pedersen

Introduction and Analysis

The Serra Academy of Information Technology (AolT) provides multiple off campus events for
students. These events require parental and teacher signatures. The Academy Director (A.D.), Chris
Timmins has repeated complained “our students are not being responsible” about turning their
completed permission slips in on time or informing us of their inability to go on these events. She is
concerned about “losing face” with these companies by not sending the number of students who were
invited. Gap Analysis included surveys and interviews with students, the A.D. and school staff
combined with an extensive recreation of the actuals for the number of times students did not meet the
event deadline revealed some startling results.

The Performance and Audience Analysis determined the following major barriers:

e An average of 77% of the students invited to attend events turned their completed paperwork in
by the deadline yet 94% of the students invited were allowed to attend the events. Students
were contacted throughout the process and reminded to complete their paperwork and allowed
to go on these events despite missing the set deadline. (Motivation & Incentives)

e Students were forced to create a “business appropriate” e-mail address. 65% of the students
surveyed possessed a separate primary e-mail address they checked more frequently than the
“business” address. Students lacked motivation to access their e-mail accounts since the A.D.
would call them if they didn’t respond to the e-mail notifications. (Motivation & Incentives)

e Of the students surveyed, 48% had experienced one or more problems opening the various
attachments; 20% had issues related to lack of internet connection or access to a printer; 40%
did not know what to do if they were unable to print, gather the appropriate signature or why
they needed to communicate their inability to attend the events. (Skills/Knowledge &
Environment)

Job Aid Analysis and Considerations

The primary barriers to performance involve a lack of motivation/incentives of the students coupled
with some Skills and Knowledge barriers. The motivation/incentive barriers are significantly
intertwined thus making it difficult to determine which one is causing the other. Nearly all of the
interviewed students answered yes to a follow up survey question that asked “From now on, if you
knew you were not going to be allowed to participate in these events if you do not meet the deadlines,
would this motivate you to turn the Permission Slips in on time?” While changing the performance of
the A.D. does not lend it self to a Job Aid, the Skills/ Knowledge and Environment drivers can be
addressed.

To address the motivation issue of students not checking their “business appropriate” accounts, |
propose using the students primary e-mail address as the primary avenue to distribute event
notifications directing them to a central Permission Slip website which ties into the technology theme
of the academy.

The Skills/Knowledge and Environment issues will be addressed using a central Permission Slip
website that contains a list of frequently asked questions (this will address the most common errors), a
flowchart illustrating the steps and possible pitfalls of the Permission Slip process (this will address the
best approach), and a Permission Slip form allowing students to create and print a customized
Permission Slip.



Objectives
A goal analysis was conducted with the A.D. and the E.O.S. to determine four student objectives.

1. When given a notification e-mail message indicating the availability of a new field trip, the
student will choose to visit the AolT Permission Slip web site within two days.

2. If the student will not be attending an event, the student will inform Ms. Timmins within three
days from the release of the notification e-mail.

3. Using the Permission Slip form on the website, the student will complete and print the form for
every posted event they are attending.

4. Using the website, the student will be able to find answers (or whom to contact) for any
questions they have about the Permission Slip procedure.

Job Aid Creation

The Subject Matter Analysis included the following experts: Lead Teacher (Michael Pedersen), the
A.D. (Chris Timmins) and two exemplary students who had met every deadline (Alyssa Casiple, Matt
Blaisdell). We determined the sequence of events in the Permission Slip process for a student who
encountered no problems. Using the student surveys from the Performance Analysis, | compiled a list
of the most frequent problems students encountered during the Permission Slip process. Each problem
was analyzed, “answers” were determined and a F.A.Q. (Frequently Asked Questions) list was created.
The existing paper based Permission Slip form was analyzed to determine which information could be
supplied by each student to produce a personalized permission slip.

Using Dreamweaver, | created a black and white, three page website; one page as a Welcome screen
with a link to a flowchart image created in Visio illustrating the Permission Slip sequence, one page
with a form for the students to enter their personal information to create and print a personalized
permission slip, and one page with a list of frequently asked questions and answers.

Pilot Test Procedure

I posted the pilot test website to a school server and contacted my pilot test team which consisted of six
academy students (2 water walkers, 2 random students and 2 “repeat offenders”), the A.D. and the
E.O.S. In a computer lab at school I gathered my pilot testers, explained the preliminary nature of the
site, the goal of the site and provided a feedback sheet for each tester to complete (See Appendix A-1).
I demonstrated how to access the site and instructed them to individually visit each page and fill out
the feedback sheet without discussing their thoughts with the other testers. | circulated through the
room and watched to see what problems the testers were having. When the testers completed their
feedback sheets | opened the floor to discussion.

Pilot Test Results

Key comments about the Job Aid included “Easy to navigate!”, I think the questions and answers
were useful.”, and “The flowchart seemed complicated but I think it should eliminate a lot of questions
we might have at each step”. Almost all of the students were enthusiastic about having a form that
contained their information already printed so they didn’t have to fill it out (Apparently some teachers
questioned the students about the authenticity of the poorly photocopied forms we’ve used in the past
and the students felt that a cleanly printed form would assuage their teachers concerns). The A.D. and
the E.O.S. were pleased with the ease of navigation and the redundancy built into the F.A.Q. and the
flowchart which they felt would reduce the frequency of student questions, excuses and problems.




During the discussion | compiled the following “wish list” of items from the student feedback forms
and comments:
e Include the purple color the Academy and the logo,
e Include text list of Permission Slip sequence for students who had no problems and only
needed a simple list instead of the flowchart,
e Include a smaller flowchart image directly on the page instead of separate image link, Include
the deadline for events with the Event Name drop down list,
e Include fields for entering 2"%-4" period teacher names,
e Include e-mail links to Ms. Timmins in the FAQ as well as a contacts page.

I shared with the students the four objectives created from the Goal Analysis and we discussed their
confidence in being able to reach these goals. All of students felt they could easily check their personal
accounts and would be able to access a website and print out the permission slip based on the website
job aid. They also felt confident that the most common problems students may encounter were
addressed on the site.

Job Aid Revision and Future Improvements

I incorporated all of the wish list items identified by the pilot test into my revision of the Job Aid. |
created a template which included color, the Aol T logo, school address and phone number. | added an
list detailing the permission slip sequence and embedded a smaller version of the flowchart into the
page. | added the teacher fields into the Permission slip form and created a separate contacts page for
contacting the A.D. as well as including e-mail links in the F.A.Q. (See Appendix B1-B6)

In future revisions | would include the following:

e Set up the code to automatically fill the information into the Permission Slip
Include a page showing past events with pictures and student comments about the field trips
Include information about what the events are and what the company does
Set up a procedure and job aid for the A.D.’s assistants to update and maintain the site.
Include a backend database to track the number of students who meet the deadlines

Solution System

This job Aid is only one piece of the final solution system. The incentive problem created by the
A.D.’s setting false deadlines will require more work. During this analysis | have begun to address her
concerns about why she allows students to go on events despite not meeting deadlines. She now
understands that setting a student deadline far enough in advance will allow her to accurately inform
the companies of the exact number of students who will attend each event so we do not “lose face”.

In addition to setting strict deadlines and adhering to them, we will need to include a full academy
student meeting at the beginning of the school year that provides all academy students with an
introductory packet and a power point demonstration detailing the Permission Slip process, accessing
the website and the importance of why we are doing this.

A database will be used to monitor the number of students who meet the deadlines. This will allow us
to track the actuals and determine if the objectives we set are being achieved. A formative evaluation
after the first two events should be done to verify if the system is working as well as a summative
evaluation at the end of the first semester. These evaluations will provide the information needed to
correct the system or determine a need for further performance analysis.



Appendix Al: Pilot Test Form

Website Pilot Test Feedback Form

Student Name:

Thank you for taking the time to help us test the new Academy Permission Slip website. Your input
will help us improve all of the Aol T students experience with our off campus events. Feel free to use
the back of this form if you need additional space to write. Please do not talk to the other testers or
share your response until everyone has completed their feedback forms. Once everyone is done we
will have a full group discussion about the site and share our thoughts and concerns. Thank you again
for helping us!

1. Were there any steps missing? Were there times that you needed more information?

2. Were there any typographical errors?

3. Was there anything that you think may confuse you or other students?

4. What things could have improved your experience in using this site?

5. In a perfect world what would you like to see included on this site?

6. If this Permission Slip scripting actually worked and you knew you would not be allowed to go on

the event if you did not complete the form by the deadline, is there anything missing that would
make not allow you to meet the deadline? If so, what?

7. Any comments, concerns, complaints or general thoughts about this site or process?



Appendix B1: Main Page Screen Shot

This page serves as the starting point for students who have been informed about an upcoming event.
The menu is located to the left and in text form along the bottom. The main text portion explains the
purpose of the site and the details about the links.
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Appendix B2: F.A.Q. Page Screen Shot

This page contains a list of the most frequently asked questions as determined by the surveys and
personal interviews during the Performance Analysis. The answers were created during a group
discussion with Subject Matter Experts and during Task Analysis. The actually site contains eight

questions and answers and the same layout as the rest of the site however the screen shot only shows a
portion of the page.
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Appendix B3: Permission Slip Page Screen Shot

This page contains the form used to create a customized permission slip based on input from the
student. The drop down menus contains information related to the events and teachers involved. The
name text box and grade level radio buttons included. The submit button should eventually make a
call to a JavaScript program that takes the entered information and feeds it directly into a permission
slip form for the students to print out.
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Appendix B4: Permission Slip

This is an image of the existing paper-based Permission Slip form which serves as a model for what
the JavaScript program would create from the information entered by the student on the Permission
Slip page:
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Appendix B5: Flowchart Page Screen Shot

This page contains the text steps for completing the Permission Slip Process and a flowchart detailing
the entire process. The 2™ image shows the complete flowchart.
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Appendix B6: Contact Us Page Screen Shot

This page allows students to contact the Academy Director with any questions or concerns they may

have.
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