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[Performance]

This white paper provides an overview
of a proprietary performance information sys-
tem™ based on SkillForge™ software. It
shows overall data flow as well as the princi-

pal tools the system offers.

Well-defined and effectively communi-
cated information about work expectations,
work methods and skills enables companies
to improve individual and team performance.
It also enables companies to manage more
effectively. With this information, companies

can

*  standardize operations, reporting

and work methods
*  increase accountability
*  reallocate work more efficiently

¢ implement teams, multi-skilling,
skill-based pay and competency pro-

grams

*  identify strategic repertoires of
tasks, skills, procedures, training and
resources that represent the company’s

distinct abilities

¢ reduce training development costs

o greatly reduce the costs and administra-
tive load of training and competency
programs

¢ assess the completeness, adequacy
and any redundancy of training

resources

*  manage training inventory and

classroom facilities

¢ track training and certification

records

¢ conduct fair, objective performance
evaluations
Daniel Follette, Inc. provides a propri-

etary performance information system to cap-

ture and manage knowledge that supports
team and individual performance. The system
captures and manages information about
work structures, tasks, methods, skills and
competencies, using performance information
in much the same way that enterprise
resource planning systems (ERPs) use finan-
cial and production data. The company’s per-
formance information system is based on
SkillForge software and Repertoire™ work

processes. SkillForge is a five-module program.

Skill Analysis & Testing Module defines
work and competencies

The SkillForge performance informa-
tion system begins with job information —
the structure of job titles and their hierarchy.
To this structure, the system adds compre-
hensive work descriptions from job task
analyses. Figure 1 is a schematic of principal

inputs and outputs of the SkillForge software
Skill Analysis & Testing Module.

Figure 2 is a SkillForge task information
capture screen. Tasks can be categorized at
two levels. They can also be assigned to a
specific skill area or job title, job level and
area of the enterprise. (The categorization
structure is customizable to match a compa-
ny’s needs.) Other information that can be
paired with a task includes the frequency
with which it is performed; its criticality,
either to operations or safety; whether it
requires a procedure; and whether it is a pre-
ventive maintenance or PSM task. The
task/skill analysis module also permits linking
procedures or resources to the task, to simpli-
fy procedures assessment and development of
performance aids or training. SkillForge pro-
vides a section for general comments. Many

users summarize task steps in this section.

Skill objectives, defined by similar

task-hased job
destriptions

-

—
job tategories J .

punchiist and
development
tracking reports

Figure 1: Schematic of principle inputs and
work output from Skill Analysis & Testing
Module. The module captures and categorizes
information about work and skills and creates
tools to improve work structure and communi-
cate clear performance expectations.

analyses, are also managed by the system.
Skill objectives represent the competencies

required to perform the tasks.

Figure 3 shows the skill entry screen.
SkillForge permits categorization of skills simi-

lar to those used to categorize tasks.

Skill input also permits assigning any
number of performance criteria to skills, to
make performance expectations very clear. In
addition, the program links information that
trainers and certifiers can use in their work—
the type of skill, verification method and
whether a skill can be evaluated with a writ-
ten test or by observation.

Validity of work expectations

Validity of work expectations is an
important human resources concern.
Competency tests and skill definitions creat-
ed by other means often require rigorous vali-
dation because they are externally imposed.
EOC scrutiny can torpedo any subjective sys-
tem.

Validity is created by using experienced
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SkillForge
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Figure 2: SkillForge task information capture screen with task properties and resource linking.
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Figure 3: Skill entry screen with skill properties and performance criteria.
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workers as the information source, by stan-
dards set for work definitions and by the sys-
temv’s audit trail. Repertoire processes build
tasks and skills from grass-roots work defini-
tions provided by competent performers. The
people who perform the work can also pro-
vide critical skills criteria and testing items.

The program identifies the tasks in which

each skill is discovered to verify validity.

Task- and skill-based output

From task and skill information, the
system creates a number of tools. These tools
represent a comprehensive definition of a

company’s work.

Analysis of work assignments
Figure 4 is a page from a task-based
Functional Job Description. It demonstrates
how specific tasks — which can be linked to
procedures, notes and resources — provide
more information about work expectations
than activity descriptions. For example, the
stated tasks for atmospheric vessels provide
more information than activity descriptions
like “operate and maintain tanks” or state-
ments of responsibility like “atmospheric
tanks” Task-based job descriptions can be fed
directly into preventive maintenance or pre-
dictive maintenance programs. When cou-
pled with information about how frequently
a task should be performed, the system can

provide a work punch list.

Figure 5 is a page from a Job Work
Analysis. The client for whom this analysis
was performed had a series of manuals—safe-
ty, loss prevention, emergency response,
etc.—that specified or implied the work that
individuals were expected to perform.
Developers analyzed the manuals and collect-
ed task information to create a work-expecta-
tions profile. The reports enabled the compa-
ny to identify unassigned or misassigned
work, redundant assignments and unreason-
able work loads. The result was a simplified

work process.

Because task and skill information is
captured in a relational database, realigning
tasks and jobs is a simple process. All associ-
ated information comes forward with the

tasks and skills.

Skill qualification guides

One of the most-used tools is the Skzll
Qualification Guide shown in Figure 6. The
skill qualification guide lists all skills and cri-
teria in a given skill area and level. The skills
are grouped by the

modules in which they are taught. (For full

©Daniel Follette, Inc. 1999
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Job Description for Position of LEVEL 1 OPERATOR

Position B-276

Position Authorized by Date:

Atmospheric Vessels

Emergency Support Systems
Containment System

Emergency Shutdown Systems

269 Test smoke detectors.

Fire Loop (F/L) System

Subsurface Safety Valves

Equipment Drivers
Electric Motor

Reciprocating Engine

145 Monitor engine for normal operation.

6/2/98 Page 1 of 3

Fire Detection Systems, (Other than FL and ESD)

The following tasks represent the expected competence for the Basic Operations Position. Full
descriptions of each of these tasks are available in the work expectations and skill development manual
for this position. Each skill is linked to a corresponding training manual. You will be responsible for
certifying in all the skills associated with this position

600 Manually gauge tanks.

46 Visually check for leaks on the atmospheric vessel and associated equipment.

a7 Monitor the levels in atmospheric vessels.

48 Check for proper position of valves at the inlets, outlets and drains associated with atmospheric vessels.
414 Return an atmospheric vessel to service after a process upset shutdown.

599 Manually circulate tank bottoms.

561 Monitor the pressure in an atmospheric vessel.

281 Clean trash and debris from containment system to ensure proper drainage.

595 Check the sump system for operation.

210 Visually inspect the sump for leaks.

204 Check to see if any residual of process fluids remains in the containment areas and remove it if necessary.
203 Visually inspect the containment system for holes and leaks.

601 Manually drain rain water from ring levees.

259 Monitor ESD system pressures,
387 Reset the Emergency Shutdown System.
189 Activate the ESD station in the event of an emergency.

559 Reset the fireloop system during startup or after an emergency shutin.

276 Monitor pressure gauges on the hydraulic panel for the surface controlled subsurface safety valve system.

166 Identify and locate the field on/off switch for an electric motor.
602 Monitor electric motors for proper operation.

147 Monitor and maintain fluid levels, air filters, lubricants and coolant levels on a reciprocating engine.

Figure 4: Functional Job Description defines and groups task responsibilities.

information about module development, see
training section, below.) Additional informa-
tion in the guide enables an employee to per-
form a self-assessment of competence and
locate any necessary training. (When guides
are published as electronic documents, skills
are connected to their corresponding training
modules by hypertext links.)

The guide also indicates what kind of
verification to expect. As self-assessment and

verifications are completed, the employee and

subject expert can record those completions.
Making employees responsible for their per-
sonal development plan and tracking

reduces administrative overhead and increases

involvement.

Procedures Needs Report

SkillForge can also help manage proce-
dure development. As individual tasks are
being reviewed, developers can indicate

whether they require procedures, using what-

ever criteria they feel is appropriate. Existing
procedures or resources can then be cata-
logued and linked to the tasks. (See Figure
2.) Identifying what tasks need procedures
and what procedures exist represent the first
two steps in any procedures development.
SkillForge goes further, by permitting devel-
opers or content specialists to assess the qual-
ity of any existing procedure or resource. A
Procedures Needs Report (see Figure 24) pro-
duced by the system allows developers track

and prioritize development.

SkillForge™ maintains skill
evaluation integrity and reduces admin-
istrafive costs

SkillForge automates test development,
test administration and reporting and allows
linking of multiple banks of questions to
each skill. The linkage between skill and test
item helps provide test validity. Figure 7
shows the question input screens. Graphics
can be inserted as a part of a question and as
a part of the key. This permits the use of
both multiple-choice and circle-the-answer
question formats.

Each test is produced specifically
for an individual. Figure 8 shows the first
and second page of a typical test. When tests
are scored, employees receive a comprehen-
sive Results Report. The results report shows
employees what skills they successfully passed
and the skills for which they missed one or
more questions. The report references both
the skill number and the corresponding
training module. Figure 9 is a sample results
page.

Test Security

SkillForge produces doubly-randomized
tests. No two tests are identical. The program
first picks which bank of questions it will use
for each skill. It then randomly orders and

numbers all the selected questions. This is

©Daniel Follette, Inc. 1999
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[Job Position Responsibilities ] |Line Supervisor - l

Job Position Responsibilities For|

Line Supervisor _

category and subcategory of activity.

employees.

"workplace."

The following tasks represent the responsibilities detailed in the loss prevention manual for this job position. The tasks are grouped by

Task 1270 Coordinate with the program coordinator to ensure audiograms are
conducted in accordance with the audiometric testing.

psM: Yes T his applies to Individual Production Site.
k1780 Enforce the use of hearing protection devices to both -and contract

psM: Yes This applies to Individual Production Site.

Tosk 1773 Ensure proper initial fitting of Hearing Protection Devices.

psM: Yes This applies to Individual Production Site.
Tesk 172 Ensure that employees are trained as required in Hearing Conservation
PSM: Yes This applies to Individual Production Site.
skt Ensure the Hearing Protective Devices are worn.

PSM: Yes T his applies to Individual Production Site.

Taski%5 Post a copy of the OSHA Occupational Noise Exposure Standard in the

psM: Yes This applies to Individual Production Site.

This is Stated on page 27.5 of Section 20: Hearing Conservation Program
Sub Sectlon, Organizational Responsibilities, of Gulf Coast Region Loss
Prevention Manual

This will generally be performed by: Production foreman, construction foreman, well operations supervisor,
MSL supervisor (will be assisted by SHEAR ccordinator)

This Is Stated on page 27.5 of Section 20: Hearing Conservation Program
Sub Section, Organizational Responsibilities, of Gulf Coast Region Loss
Prevention Manual

This will generally be performed by: Production foreman, well operations foreman, project leader.
construction foreman, field production supervisor, shore base coordinator

This Is Stated on page 27.5 of Section 20: Hearing Conservation Program
Sub Section, Organizational Responsibilities, of Gulf Coast Region Loss
Prevention Manual

This will generally be performed by: Preduction foreman, construction foreman, well operations supervisor,
MSL supervisor (will be assisted by SHEAR coordinator)

This is Stated on page 27.5 of Section 20: Hearing Conservation Program
Sub Section, Organizational Responsibilities, of Gulf Coast Region Loss
Prevention Manual

This will generally be performed by: Production foreman, construction foreman, well operations supervisor,
MSL supervisor (will be assisted by SHEAR coordinator)

This Is Stated on page 27.5 of Section 20: Hearing Conservation Program
Sub Section, Organizational Responsibilities, of Gulf Coast Region Loss
Prevention Manual

This will generally be performed by: Production foreman, well operations foreman, project leader,
construction foreman, field production supervisor, shore base coordinator

This is Stated on page 27.5 of Section 20: Hearing Conservation Program
Sub Section, Organizational Responsibilities, of Gulf Coast Region Loss
Prevention Manual

This will generally be performed by: Production foreman, well operations foreman, project leader,
construction foreman, field production supervisor, shore base coordinator

ByResponsibloParty

514589 11:42.42 AM  Job Position Responsibilitios

© 1998 Daniel Follotte, Inc. SkillForgeTM Software Page 20 of 70

Figure 5: Job Work Analysis defines responsibilities by title, their source and applicability. Tasks are grouped by category and subcategory. Related
information from the task capture screen can also be presented.
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one of several features designed to maintain

the confidentiality and integrity of testing.

Other security features include test cus-
tody tracking information. Keys can be print-
ed with a test or at a later date. A test can be
exactly replicated and printed automatically.
Screens permit at-terminal grading. The pro-
gram can produce single tests or tests for all
individuals at a given location. SkillForge can
be configured to produce tests module-by-
module or by skill area and level. Figure 10

shows the flow of testing information

eecscscccsescsesesesesns
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through the Skill Analysis & Testing Module.

materials rather than recreating them. By
. selecting existing components relevant to the
Training development module reduces 5 § comp

iraining development and delivery costs skills being taught, and by delivering those

. o . components in the most efficient fashion
SkillForge is designed to simultaneously P ’

. SkillForge reduces costs and eliminates need-
reduce the cost of training development and

. . . less recreation of training. In a similar way,
delivery and provide more comprehensive,

focused training. SkillForge uses several training materials provided by third parties can

. . be incorporated into the curriculum, in whole or
techniques to do this. P ’

in part.
First, SkillForge takes advantage of pre-
cise skill definitions to focus training and elimi-

nate unnecessary training.

Second, it integrates existing training

©Daniel Follette, Inc. 1999
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Basic PSM Operations Skill Area

Module 2 -- Support Systems

Section 4 Containment Systems

| Self-Assessment: Training  ~ Date Skill Confi ion: SE

Identify the components of the containment system and explain the fwrton T
purpose of each. i

1. Recall that the containment system consists of drip pans, a 3" toe plate around each tank or vessel,
sumps and a sump pump, and a deck drain within the containment area (onshore and offshore).

2 . Recall that the containment system onshore also contains a ring levee, and curbs and gutters.
3 . Explain why each component in the containment system is necessary.

; Self-Assessment: Training Date
Identify and report evidence of abnormal amounts of process fluids in
the containment system.
1. Point out small amounts of process fluids in the containment system.
. Explain that any process fluids in the containment system could indicate a leak.

Skill Confirmation: SE Date

itten Test | Division || Skill |

Yes Onshors || 714 |

2

3 . Explain what an unacceptable level of fluid in the containment system is at your facility.
4 . ldentify the personnel to whom you would report a spill.
5

- Identify the personnel to whom you would report an uncontrollable spill, or a spill that gets out of a
containment system.

| Self-A it Training Date.

Explain the consequences of allowing process fluids and chemicals to

Skill Confirmation: SE Date

escape from containment areas.

1. Describe the appearance of large and small amounts of oil on water.
2 . Recall the repercussions of ground contamination.
3 . Recall the repercussions of water contamination.
4 . ldentify the personnel to whom you would report a spill.
Self 1t Training Date Skill Confirmation: SE

1. Explain that sight glasses, pressure gauges, and needle valves can be used to determine if a sump
pump is working.

2 . Observe sight glass (if applicable) for indication that level is going down.
3 . Describe how the calibration tank can tell you if the sump pump is moving fluid.

Training Skill Cor

Read and interpret the SPCC plan for spill prevention for onshore
facilities.

1. Locate the SPCC plan.
2 . Demonstrate how to drain rainwater from the ring levee following the SPCC procedure.
3 . Explain the importance of the SPCC plan to your daily operations.

piSkillTrainingGuide

© D 7/13/98 11.07:52 Al

Basic PSM Operations Page 14 of 28

Skill Assessment Guide SkilForgeTM Soffware

Figure 6: Skill Qualification Guide with tracking fields presents skills and criteria and tracks training

completion and skill verification.

Third, SkillForge lets companies use
low-cost training resources. Most companies
have many more training resources than they
realize, once they look beyond formal train-
ing texts or courses. Some of the items com-
panies have found useful include suppliers
sales literature and operations memos. Items
such as these can be very instructive when
tied to the appropriate skill and supported by
clear instructions on how to apply the infor-

mation.

Fourth, wherever possible, SkillForge
provides the training in a self-study format. It
also provides very specific, guided on-the-job
training (O] T) exercises where they are need-
ed. Each study activity or OJT exercise is
focused on a specific skill and a specific out-
come. This can greatly reduce the time spent
on OJT and make the time spent much more
productive. With SkillForge, no training is
created without a clearly specified perfor-
mance outcome. Training is quick and
focused. Students know their goal and know

when they have reached it.

Fifth, automated training module pub-
lication is a built-in feature. SkillForge direct-
ly outputs the training as booklets or elec-
tronic documents. With SkillForge, there is
no word processing or page layout. Figures 15
and 16 are pages from typical training mod-

ules.

Developing the most efficient training
Figure 11 is a schematic of principal
inputs and outputs of the Training
Development Module. The SkillForge system
provides a way to efficiently identify and ana-

lyze all relevant training resources.

First, all resources that might be relevant are
cataloged and linked to all relevant skill areas.

Employees are often able to identify the pri-

©Daniel Follette, Inc. 1999
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mary resources and many unexpected ones as
well. Subject experts and developers can pro-
vide information about additional third-party
resources. Figure 12 is an input screen for
training resources.

Training resource

assessment reports

Subject matter experts can review and assess
training resources using SkillForge reports.
Subject matter experts select the specific parts
of each useful resource that best teach each
skill. SkillForge enables developers to link the
relevant paragraphs and sentences to eliminate

unnecessary study.

SkillForge reports help identify the
most useful resources and eliminate redun-
dant ones. Figure 13 shows sections of two
reports used to analyze training resources.
One shows the resources linked to each skill.
The other shows the skills linked to each
resource. Subject matter experts can see what
resources have the broadest application and
focus on using them. They can also eliminate

redundant resources. This kind of analysis

Input/Output]

preference in clothing.

o wm

0.5.

1. How is the need for fire resistant clothing (FRC) determined?

A. The company polls employees at each site as to their fears for safety and

. OSHA establishes guidelines that the company must follow.

The number of fires at the facility within the past five years is divided by the
number of employees at the site and FRC is issued if the total equals more tf

D. The company conducts a hazard ass|
2. What circumstances permit the use of sin;

A. installion of blinds or otherwise open
isolation

cleaning sight glasses and replacing
chokes, and control valve trim and

@

launching and receiving pigs

A, Band D
All of the above

3. What must you do before opening equipn]
temperature materials or high pressure?

A. Get a permit from OSHA (onshore) q
B. Arrange for supervision by a third pa|
C. Have MMS inspect the equipment ai
D. Isolate the affected equipment.
E. Shut down the entire facility.
F. None of the above

4. What is meant by single valve isolation?

C.
D. when the work being done is not left
E.
F.

A. the only valve tagged during a multi-

w

. closing of all except one valve leadin]

C. asingle closed, non-leaking, locked
pressure

D. the bypass of a specific valve for val

TostRopor2  Test 1204 © 1998 Danil Folete nc. Safe Work

Tasks | Skills [

Questions

Exam for Daniel Walt 342934
Basic PSM Operations Safe Work Practices Module Number 1
Test# 1264 Created on 4/30/99 by Admin

Test Proctor Willis Ramsey

Employee Instructions

Your success on this test is important. wants every test to be fair and
consistent. For that reason, make sure that you are comfortable. If your seating or desk,
lighting or room environment are not comfortable, discuss it with the proctor.
Concentration is important. Tf there are any issues that would prevent you from
concentrating, let the proctor know. You can arrange to have any calls or other work
‘handled while you are taking the test. Discuss any problems with the proctor. Program
any radios, beepers or phones so they will not disturb you or place them out of earshot.

When you receive this test, make sure that it is for the correct skill module and that it
has your name and the proctor’s name on it. Make sure that you know how long you
‘have for the test and how you should mark answers.

Sign the test to verify your identity and to indicate that you agree to the confidentiality
statement.

Employee Agreement

Tunderstand that T must maintain the security of this test to ensure the faimess of
testing and the confidentiality of employee information. 1 am the person who is the
stated recipient of this test and I will not make copies of this test, take notes, or
authorize anyone to do so.

L e b
Date Time

Employee Signature

Proctor Verification

1 confirm that T administered this test in conformance with the specifications set forth
above. Tunderstand that 1 must maintain the security of this test to ensure the fairness
of testing and the confidentiality of employee information. I am the person who is the
stated proctor of this test and T will not make copies of this test, take notes, or
authorize anyone to do so.

Proctor signature.

TestRepor2  Testh 1204 ° Safe Wark

‘SectonNumber; 1 SAIFogeTM Softwars  Page 1t 22

o equivalent

Qusstion Weight Bark: [ 1

[ T15__] Demanstiate packing replacement on a Fisher D Contiol Valve  Questiont

Date Question:

Approved valve body after removing the bonnet gasket?

[(#hen replacing the packing in a Fisher D control valve, why is it important to cover the

Clipboard:

1719/98 | Answers
A

o prevent the escape of fumes

B: [tokesp the gasket clean and in place

C: [1o signal to athers that you are working on the

Figure 8: First and second pages of a typical test show test
instructions and easy-to-read format.

enabled one client to reduce the number of

D: 1o aveid getting packing libricant on yaurseh | * | Question Graphic

E: [to protect the gasket surface and prevent forei

F. [1okeep the valve waim in oider (o ensure = td

Key: [E Comment

Close Form | Archive | Delete Ques | Add Q

training resources inventoried by two-thirds.

Training Modules

Key Graphic

Record: 14] 4 2 DIDI »#| of 2920

Figure 7: Question input

T+, |65 ST

- STaC% SRRESTOR
pE I

To create training modules, developers
define the module and section titles and
group the corresponding skills into them.

Training instructions—both self-study and

screens permit up to six respons-

es and the inclusion of graphics
in both the test and the key.

Steps for inserting @ wraphic for this question
1. Right click the white bor for sither question araphic or key araphic
2. Choose "lInsert Object” from the menu
3 Chooss "Creats from file"” from the Insert Dbjsct form. If the: “Link"" check box has & check in it, un-check the Bar now
If thee "Display as ican check bor s checked, un-check the box now.
4. Click on the “Browss" button ta locate your araphic:
5, When yau have located your siaphic dlick an the 0K buttom. Click on the OK bution en the "Insert Objeet” fom ta insert
the araphic. You have now inserted the araphic for this question

OJ T—are then added to the skill informa-

tion. Figure 14 shows the input screen and

Close Form

©Daniel Follette, Inc. 1999
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Test 1264 Created on 4/30/99 by Admin
T

t issued by Willis Ramsey

Skill# Module# Name Skill

You answered all the questions ddféectiy for the following skills

Safe Work Practices Exam for Daniel Walt 342934

Employee Responsibilities in the Hazard Communication Program

642 1 Safe Work Practices
645 1 Safe Work Practices Lockout/Tagout Hardware
647 1 Safe Work Practices

PPE - Clothing and Protective Equipment for Head, Eyes, Hands a

You missed one or more questions testing your understanding of the following skills

Skill# Module# Name Skill
640 1 Safe Work Practices
641 1 Safe Work Practices

Isolation Definitions

Percent Correct

Isolation Policy and Procedures

643 1 Safe Work Practices Lockout/Tagout Definitions

644 1 Safe Work Practices Lockout/Tagout Procedures

646 1 Safe Work Practices PPE - Employee Responsibilities and Hazard Assessments

796 1 Safe Work Practices Hearing Conservation

: : Test Summary

Skill # of Questions Correct Incorrect
PPE - Clothing and Protective Equipment for Head, Eyes, Hands and Body 15 15 0
Lockout/Tagout Hardware 6 6 0
Employee Responsibilities in the Hazard Communication Program 8 8 0
Hearing Conservation 13 12 1
PPE - Employee Responsibilities and Hazard Assessments 3 2 1
Lockout/Tagout Procedure: 7 6 1
Isolation Definitions 9 8 1
Lockout/Tagout Definitions 12 10 2
Isolation Policy and Procedures 11 9 2

84 76 8

90.47

Figure 9: Examination results report provides complete

results. The report guides self study by identi-

fying skills for which questions were incorrectly answered.

skill =
fraining s cerfification 5
developme 5 and testing 8 =
module E {keepi e g
S P 28
= module 2 E
@ =2
3 8 E
g § &
£ £
skill-specific test
questions randomized tests
I
test requests skill analysis
g & testing fest keys
module
graded tests test results report

Figure 10: Flow of testing information
through the Skill Analysis & Testing Module

tabs for module definition. SkillForge auto-
matically outputs comprehensive training
modules. In one engagement this automation
enabled a client to produce 740 different

training titles in a three-month period.

Figure 15 and Figure 16 are two pages
from representative Skill Training Modules.
Each training activity restates the skill objec-
tive and criteria. Next it lists any training
resources that are used. (When the modules
are produced as on-line electronic docu-
ments, these listings serve as Hypertext Links
to the actual resource.) After general instruc-
tions, the module presents step-by-step train-

ing instructions. At the end of each activity,

skill analys
& testing s
module k=]
g
S
E
8
5
3
3
3 [ —
S
training resource self-study and 0JT
titles training modules
I
training resource
assessments and training training resource
skill links development analysis reports
module
self-study
instructions and OJT| titles of training
steps modules, skill
ualification guides
q ]
and training
resources

Figure 11: Schematic of principle inputs and

outputs of the Training Development Module

questions enable the student to test his or her
understanding. Training activities can incor-

porate both selfstudy and OJT exercises.

The training library module reduces
training development and delivery costs
When modules are defined, the system
logs all titles into the Training Library
Management Module. Figure 17 shows the
input/output structure for the module. The
module manages the company’s inventory of
skill qualification guides, training modules
and training resources. It records entries into
and shipments from inventory. SkillForge
reports when items fall below preset invento-
ry levels and it automatically produces pur-

chase requests.

When a request for training is received,
SkillForge pulls employee contact information
from the Skills Certification and Training Records
Module, records the request and produces
shipping labels and pull lists. When an item

is out of stock, SkillForge creates a backorder

©Daniel Follette, Inc. 1999



[Performance Information Systems: Input/Output]

Resources Skill Area Links | Skill Resource Links i Resources Grouped By Skills ‘

ResourcelD: [N¥E

Skill: Identify the correct sequence for opening wellhead valves during normal startup.

Title: |AP1 - Profit Series - Lease Instrumentation
Had03 Title: Wellhead Valve Opening Sequence
Comment:
Description: Total Resources for this Skill Objective: 1
Skill# : 630 Skill : Evaluate the condition of a choke and choke body.
Pr3z2 Title: Conoco Generic Operating Procedures
Cost $0. 3 ;" 10712798 Comment:
Prao7 Title: Perform Choke Inspection

- Comment
Type[abed =12 r— Comment;
;I_gl Total Resources for this Skill Objective: 2

Supplier: |Amencan Petroleum Institute

S killi : g i .
Lacation: IPElsona| Copy ;I _ﬁ,l Skill# : 632 Skill : Locate and identify typical equipment and controls on a wellhead.

Had02 Title: Single Completion Wellhead Diagram
SaurceDac: [ |
Comment:

|
| Refresher: I Frequency: v Total Resources for this Skill Objective: 1
Skill#: 648

! OnSite: [~ Certification: [~ Retumable: [~ Bonepile: T [ Reorder Level  Units in Stock Units on Onf Skill : Recall and perform the procedures for testing safety system devices.

l Eval Bo365 Title: APIRP 14C
. ) . Comment: Testing procedures specified in Appendix D, Table D2
l S upp|le[| D 1 '&Utomahca"-lrl E ntEIEd Ma385 Title: North Maurice Operating Procedures
- 0 - Co t:
Suppliertame: |Amencan Petroleum Institute o "
cI1379 Title: Production Safety System Training
- Commort
ContactMame: [Prod. Dpt.. 2535 One Main Place, Dalas, T+ 75202 i v ) )
Prao4 Title: Test and Document API RP 14C Required Safety System Devices Within the Frequency

. Intervals Mandated
ContactTitle: |

Comment;

Total Resources for this Skill Objective: 4

Skill : Describe how the facility safety system operates.

Address: |1 220 L Sk, Nw Ma38s Title: North Maurice Operating Procedures
Comment:

P.0. Bow: | cI379 Title: Production Safety System Training
Comment;

Ciky: |Washingt0n
Shate: IT Skills Grouped By Resource

ZipCode: 20005- FO ZipCode; Resource Type (Book)

Phonetumber: FasMumber: Description:

. Cost: $0.00
. B s
Electronic Online Address: | 696 - Locate and identify MMS reguiations governing sumps
Subpar C p. -1, Poluion revention and Crirol 250 40()(1) o (546)
Mate: | These are available directly from Howell Training in Houston. Resource Type (Booklet)

Description

Close Farm ‘Add Supplier| Find a Supplier | Print This Farm

[ResourcelDi# CI379

Figure 12: Training resource input screen and supplier/order information
Description:
popup provides complete order and inventory information. Cost: 5000

skills

648 - Recall and perform the procedures for testing safety system devices.

651 - Describe h

e facilly safety system operates
667 - Read and interpret the test pressure gauge being used to test safety system devices.
727 - Identify the schedules for testing API RP 14C required safety system devices

752 - Read and interpret a First Out panel.

753 - Locate and identify the safety system relays on a platform NOT equipped with a First Out panel,

SkillLevet | 1
Modulet: [ 2

Title: [Support Systems ||

Section Soth Section Name

» 1 Facilty Process B

[5afety Systems

|Preumatic Supply System

Figure 13: Two reports permit developers fo select the most
effective training resources. One report identifies all the skills
covered by each resource. A second report groups all resources
under the skills they teach. For example, C1379 would be a
good candidate because it covers a number of skills. If class-
room attendance was not an option, then the second report
could be used to identify alternatives for each skill.

2
3
4 [Containment Systems
5

[General

| Close FnrmI Delete Module | Add Module Editfodule Find Module I Reports 1

Figure 14: Module development screens first define modules and sec-
tions. For selected module, screens then link in skills, resources, demon-
stration and performance activities, training instructions and self assess-
ment questions. Definition process is guided from left o right by tabs.
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[Performance]

Section 1 Isolation
Skill Training Activity

Isolation Policy and Procedures

Written Tost [ Division || Siki

Yos Both 641

SELF-STUDY RESOURCES

B API RP 14E (Book)
Fifth Edition, Volume 2-23, Section 3, pages 28-31; also Appendix C

B API - Profit Series - Lease Instrumentation (Book)
Pages 33-38 (Volume 2-1 on -427-2-1)

B oss Prevention Manual--Selected Safe Work Practices Sections (Handout)
Section 9, pages 9-3 through 9-4 "Policy and Procedures”

1 Read "Policy and Procedures” on pages 9-3 and 9-4 in Section 9 of GR-Loss
Prevention Manual. This material describes the circumstances that mandate
the use of positive isolation, the conditions under which it is used, and the
requirements for documentation when blinds are used. You will learn when it
is appropriate to use single valve isolation and when that method is
prohibited. You will also learn the requirements for isolating subsurface
pressure from the bottom master valve and from the upper master valve.

2 Read pages 33-38 in "Lease Instrumentation". This material illustrates the
types of valves commonly found at production sites and explains the
operation use of each.

3 Then read Section 3 of API 14E. It reveals the advantages and disadvantages
of each type of valve and the uses for which each is best suited. You will
learn which types of valves are best used as block valves for isolation and
why some valves should not be used for this purpose.

Also review Appendix C in API 14E to familiarize yourself with the tables
and learn how to read the information.

CONFIRMING YOUR UNDERSTANDING OF TRAINING

The following questions are examples of knowledge you should acquire during your
training. Use them to evaluate your progress in developing this skill.
1 How many isolation points are required to isolate subsurface pressure in
order to repair the bottom master valve on a wellhead?
2 Under what circumstances is it acceptable to use single valve isolation?
3 Which type of valve can only be used for block and bleed application if it
fails close, and is locked and tagged?
4 Why should valves designed for throttling not be used for isolation?
5 Why should butterfly valves not be used as isolation block valves unless the
valve is limited to low differential pressure and low temperature?

1A TrainingModuloS W Basic PSM Operations Page 9 of 19
@ Conoco 1998 7/13/98 10:05:36 AN

Training Module 1 SkilForgeTM Software

Figure 15: Page from representative Skill Training Module shows how skill, study resources, self-

study instructions and self-assessment questions are linked to produce training curriculum.

for the student’s request.

The automation features of the
SkillForge Training Library Management
Module reduce the cost of managing a train-

ing inventory.

The skills cerfification and
training records module
simplifies record keeping
and fracks advancement

The Skills Certification and Testing
Modiule holds complete employee contact
information (Figure 18). Certifiers are able to
enter certification and testing completions on
a module-by-module basis. The program can
also be set up to record training completions.
In most cases though, basing competence on
skill verification rather than training comple-
tion greatly reduces the training load. The
level at which certification and testing are
tracked is completely customizable.
Employee status can be viewed on screen or

in reports (see Figure 19).

The module’s functions can also be
expanded to allow employee critiques of both
training and certification. (see Figure 20). It
also permits graphic modeling of an employ-
ee’s job progression, with a tabular display
(Figure 21) and in a block diagram (Figure
22). Figure 23 shows the module’s overall

work flow.

10

©Daniel Follette, Inc. 1999



[Performance Information Systems: Input/Output]

Section 2 Chokes

Skill Training Activity

Zero an adjustable choke and explain the importance of its

accuracy.

1. Explain the purpose of an adjustable choke and why it must be zeroed.
2 . Recall that the handwheel must be turned to the fully closed position.
3 . Recall that the indicator should read 0/64.

4 . Recall how to unlock the indicator, reset it and relock it.

SELF-STUDY RESOURCES

B 7Zero an Adjustable Choke (Procedure)

OJT is a process of transferring skills from a qualified individual 1o you for completing
a specific task. After confirming your understanding of self-study and classroom
activities, schedule time with the specified OJT instructor for this skill.

Training Objective
Working with your skill guide. you will learn the importance of a zeroed
adjustable choke. and how to zero an adjustable choke.

Skill Training Prerequisite

Read the procedure prior to attending this OJT to familiarize yourself with the
steps taken to zero an adjustable choke. Review the diagrams of an adjustable
choke. You will need a notepad ("tally book") to record your skill guide's
comments and instruction.

Performance Steps

1 Your skill guide will explain the benefits of adjustable chokes. (Skill
Guide Note: Explain that you do not have to shut in the well when
changing an adjustable choke. Also. when you turn on a new well. the
choke sometimes gets clogged with trash, and that you can fully open an
adjustable choke and let the trash flow quickly down the line. It is a much
quicker way to clean trash from the choke than to remove a positive choke. )

2 Your skill guide will show you how to unlock the indicator, turn the
indicator to zero in order to calibrate the choke. (Skill Guide Note:
Explain that by zeroing the choke, you are ensuring that the indicator reads
correctly.)

3 Your skill guide will demonstrate how to reset and relock the indicator
after zeroing the choke.

4 After you feel confident working with adjustable chokes. demonstrate for
your instructor how to zero an adjustable choke.

rptTrainingModule Basic PSM Operations Page 19 of 37

8127198 9:28.09 AM

Training Module 3 SkillForgeTM Software

Figure 16: Page from Skill Training Manual shows use of demonstration and performance activities

to specify on-the-job training.

©Daniel Follette, Inc. 1999
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[Performance]

Employee ‘ Cerifications ‘ Training
Walt Daniel Employee I~
Employestt 1100070 Field Production Supervisor: [FORD JOHN -
skill SS#: [ 3903925 Numbers only Locatior: 51, Charles -1 .4
fraining | = certification s Prefie [ M1, = HPhone: [713 6234321
=
developmef S and testing = First Mame Walt WPhane: [713 4239583
Q + £ Last Mame: D aniel EMail: [w ally\w/orldi@rine
module | £ recordkeeping S o
g g module = hessi: [13 Shagem Lens Drive I™ Brown and Root Emplayes ¥ FPS T Archive
S = - Addiess2: [Caiunm Circle
= K 8 Gty [ Famwon Division | Onshaie € Offshors
_— 2 =
£3 e state | 1L Ciew | Gisen!  C Fed
(=4 IS [+ Zip Code: 213421412 - -
= ) .
= = Tite: | BALLAST CENTR SPECIALIST =1 .8
-g _g- Comments
(5]
“© @
3

This employes has ansfered fiom the Indonesian ield. He has full corporate backgiound certiication.

alelclole|Fleluli|slk|c|mnlolrlalr|s|T|ulv]w]x|v|z.] an

employee training Figure 18: Employee identification screen, certification and training
requests purchase/printing tabs in the Skills Certification and Testing Records Module.
‘ requests
inventory receipts
training training shipments
library )
to fulfill employee
» module requests B, ‘ Ceriifications \ F—
training refurns )
Walt Daniel Bk =l
r Employeeh: 1100010 Field Production Supervisor: [FORD JOHN -
- truining delivery S5t I Nunbers only Location: [St. Charles 1.4
inventory and . Pretie: [ = HPhone: [713 4234321
distribuﬁon s'q"s“cs First Mame: ‘wialt Whhane: |713 423-9583
Last Name: Daniel EMait: ['4/allyiadorld@Erine
strategy Address1: [13 Shagern Lens Dive I Brown and Roct Employee. W2 FPS T Archive
Address2: [Counm Circle
City 'W Division | Onshore € Offshare
Zi i‘adte 'T213421412 el i ® G
. . ) ip Code: 3 g
Figure 17: Input/Output structure for Training Library Module The [ BALLAST CENTR SFECALST -] /]
LComments
This emplayee has transfened fom the Indonesian field. He has full corporate backgraund certification,
alalelnlelelolul el lululalolalolelriulvlwlvlvlz |

The Tmining course Figure 19: Employee status screens and reports

management module defines courses,
schedules sections and manages
enrollment and

completion Carrlezinlan Srinci=
A fifth SkillForge module, the Trzining SME: [Broeream T B e [ ]
Course Management Module, is described in Skilirea: | =1
separate 1iterature, It is a comprehensive ™ were the questions presented clear and to the Paint? Check box if YES

. . o Leave Blank for NO
.. . " Dpid you have adequate time to complete the certification?
training facility management package.

" Dpid you feel the certification process was fair?

™ Didthe Self Study training Modules meet your needs?

(T you failed to certify, did the SME give you a recomended course of action?

(SME'S Certification Method

" Poor " Fair ¢ Average (" AboveAverage ¢ Excellent

Add Record | Edit Mode | Delete Record Close Form

Record: 14 < |] 1 > |1 ]v#] of 1

Figure 20: SkillForge can be configured to permit employees to
enter confidential feedback about certifications and training.

12 ©Daniel Follette, Inc. 1999



[Performance Information Systems:

Progression Advancement (Skill Areas Completed)
Skill Area I Comment

| ¥ | Construction
*

Certifications
[ Skill Area [ Skill Level [ Module# [ Pass]| SME | Da

¥ [m]

4 »

Training

‘ | Skill Area | Skill Levell Mndule#| SME ‘ Date | |
3

4 »

Figure 21: SkillForge provides tabular display of employee job
progression, skill certifications and training or testing completions.

Input/Output]

Shelf Profile for
Enabling & Indicates Complated Skil Level Technical Production
Skill Family Level 2 Level 3 Advisor Advisor
i o

Business Specialit 2
Personal/Interpersonal C C =
Gty B o - Specialist 1 Specialist 1

s Techrician 4 Techrician 4

Skill Family

— Technician 3 Technician 3

Pracess C C

Technical Technician 2 I

Skill Family

T omean Ie ~ Technician 1
‘wiell Ops & Maintenance —
Eerstu e » - Associate §
Mechanical C C Associste 4
Electical i » Associats 3
Instiumentation Technology C C Associale 2
Computer Assisted Operations C C TR
Electronics Technalogy e s =
Promations | Close Form

Figure 22: SkillForge can be configured to provide graphic display
of employee skill certifications and job progression.

skill analys é training =
. o o
& testing £ developme| £
module 2 module E
£ R
= =
il @
=] =
= =3
(=] o
= E
- o
S =
_ =
8 B
= i<
o
test results and
certification comprehensive
completions employee records
[
skill >
employee contact certification | o
information and festing employee sfatus
T records -
module
) ) competency and
iob progression qualification
model information

Figure 23: Schematic of the overall work flow in the Skill
Certification and Testing Records Module.
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[Performance]

BEAM PUMPING UNITS
Surface Equipment

Status Change?

Does not exist, Ok as is, Major revision Minor revision, Reference material exists Unknown___

959 Check, add and change oil.
Task Level: 1
Division: Both
Comments:

Resource: No. Title

Criticality: Moderately Critical

Frequency:

Needed? Yes No Cu

¥ PM ltem

Task Comment Source Document: ID and Title

Ma494 Lufkin Conventional and Reverse Mark
Pumping Units: Operators Manual

Entire resource must be read to understand this

960 Replace stuffing box packing.
Task Level: 1
Division: Both
Comments:

|Resource: No. Title

Criticality: Moderately Critical

Frequency:

DateOf Review Status Review Comment
9/8/98 2 Okasis
Status Change? Does not exist, Ok asis. Major revision Minor revision Reference material exists, Unknown___
Needed? ___Yes ___No W NeedsProcedure

¥ PM Item

Task Comment Source Document: ID and Title

‘ BMI Beam Pumping Units - Stuffing Box
| 4193 Replacement (#193)

DateOf Review Status

Status Change?

Ma494 Lufkin Conventional and Reverse Mark
Pumping Units: Operators Manual

DateOf Review Status
9/8/98

Status Change?

Does not exist

Review Comment

Ok as is. Major revision Minor revision, Reference material exists Unknown

Review Comment

2 Okasis

Does not exist Ok as is, Major revision Minor revision Reference material exists Unknown

Figure 24: Task reports can identify the need for procedures, as well as the status of any linked procedures or resources.

1911 McDuffie
Houston, Texas
770019

phone
713/527-9787

Jfax
713/524-7199

e-mail
enquire@follette.com

web site
http: //www.follette.com
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