[Course name] · Training manual	[TM-000] · Rev. [A]

TRAINING MANUAL
[Course or machine name]
[Audience] · [Duration] · [Delivery: classroom, on the job, self-study]
	Insert a photo or a 3D view of the machine or the task




	Document no.
	[TM-000]
	Revision
	[A]

	Course owner
	[Name, role]
	Effective date
	[YYYY-MM-DD]

	Related procedure
	[SOP or work instruction no.]
	Next review
	[YYYY-MM-DD]





How to use this manual
•	Work through the modules in order. Each lesson has an objective, the steps with pictures, the key points and a short check.
•	Do the practical exercise with a trainer, on the real machine, with this manual open.
•	The trainer signs the record when you can do the task alone, to the standard.
Learning objectives
Start each objective with a verb you can observe: identify, remove, fit, set, check. Avoid “understand” or “know”.
	No.
	Objective
	Assessed by

	1
	[By the end, the trainee can …]
	[How it is assessed]

	2
	[By the end, the trainee can …]
	[How it is assessed]

	3
	[By the end, the trainee can …]
	[How it is assessed]



Prerequisites and safety
Before this course: [Training, qualification or experience required]
	⚠ WARNING
	[Hazard: what can hurt the trainee.]
[How to avoid it, before the first step.]



PPE:  ☐ Safety glasses     ☐ Gloves     ☐ Safety shoes     ☐ Other: [ ]
Equipment for the course
•	[Machine, tools, parts, documents]
•	[Machine, tools, parts, documents]


MODULE 1
[Module title]
Lesson 1.1 · [Lesson title]
Objective: [What the trainee can do at the end of this lesson]
One action per step, starting with a verb. Show the part, the tool and the hands from the trainee’s position.
	Step
	What to do
	Key point
	Picture

	1
	[Action, starting with a verb]
	[How: tool, setting, feel]
	Insert photo or 3D view

	2
	
	
	Insert photo or 3D view

	3
	
	
	Insert photo or 3D view

	4
	
	
	Insert photo or 3D view



Key points to remember
•	[Key point]
•	[Key point]
Check your understanding
	Question
	Answer

	[Question about a key point or a hazard]
	

	
	





Lesson 1.2 · [Lesson title]
Objective: [What the trainee can do at the end of this lesson]
	Step
	What to do
	Key point
	Picture

	1
	
	
	Insert photo or 3D view

	2
	
	
	Insert photo or 3D view



Copy a lesson to add the next one, and a module page to add the next module.
Practical exercise
[The task the trainee does on the real machine, with the manual open and the trainer watching.]
	Criterion
	Done
	Not yet
	Trainer’s note

	[Observable criterion]
	☐
	☐
	

	[Observable criterion]
	☐
	☐
	

	[Observable criterion]
	☐
	☐
	



Sign-off
	
	Trainee
	Trainer

	Name
	
	

	Signature
	
	

	Date
	
	





Training record
One line per trainee and revision. Train again when the procedure changes revision.
	Trainee
	Date
	Manual rev.
	Result
	Trainer
	Refresher due

	
	
	
	☐ Competent  ☐ Not yet
	
	

	
	
	
	☐ Competent  ☐ Not yet
	
	

	
	
	
	☐ Competent  ☐ Not yet
	
	

	
	
	
	☐ Competent  ☐ Not yet
	
	

	
	
	
	☐ Competent  ☐ Not yet
	
	



Glossary
	Term
	Definition

	[Term]
	[Definition, in the trainee’s words]

	[Term]
	[Definition, in the trainee’s words]



Revision history
	Rev.
	Date
	Description of the change
	Author

	A
	[YYYY-MM-DD]
	First issue
	[Name]

	
	
	
	





DELETE THIS PAGE BEFORE RELEASE
How to write a training manual people learn from
›	Start from the procedure. Train the approved SOP or work instruction, at its current revision, and quote its number on the cover.
›	Write objectives you can watch. “Fits the servo with the shaft on the jaw side” can be checked; “understands the servo” cannot.
›	One lesson, one skill. Keep each lesson to a few steps the trainee can practise straight away.
›	Show it from the trainee’s position, with the part, the tool and the hands in the picture. A 3D view helps when the part is hidden.
›	Put the warning before the step it applies to, and repeat it in the practical exercise.
›	Check, then sign. Short questions after each module, a practical exercise at the end, and a record of who was trained on which revision.
More free templates, and the same procedure in 3D: twinworks.com/templates/
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