 


RUNNING A DACUM SESSION








1.	Introduction





	The DACUM (Developing A CurriculUM) method was developed to analyze interdependency and sequence of tasks for which a training programme was to be developed.





	There are naturally many ways to conduct a DACUM session depending of the experiences and preferences of the course developer.  The detailed step-by-step description given below may serve as a checklist for the experienced course developer, but will hopefully provide sufficient guidelines for the beginner to produce valid results.  








2.	Preliminary Arrangements





2.1	Arrange for the panel of Subject-Matter Experts (SME's) to sit comfortably facing the board or wall on which you are to put up filing cards.





2.2	Arrange for a secretary (for example, one of your training centre colleagues) to sit beside you and help you to write the cards very quickly during the session.





2.3	Explain the objective of the meeting to the participants.  Refer to TDG Phase 2, paragraph 5.2.








3.	Description of the Organization





3.1	Request the SME's to name the organizational units or sections involved by the job concerned.  Secretary to write each unit on a separate filing card.





3.2	Request the SME's to explain the organization and produce an organization chart showing the hierarchy of units and sections.  Put the cards on the board according to instructions from the panel, and draw the necessary lines to show interdependency.  Secretary to copy the final organizational chart on paper.





3.3	Request the SME's to describe the organization and the units in terms of systems and sub-systems (inputs, outputs, processes and feedback instructions).  Secretary to record these descriptions.





�



4.	Description of Each Unit Concerned





4.1	Request the SME's to name posts and number of employees for each unit.  Secretary to write down each post on a separate filing card.





4.2	Request SME's to explain the organization and to produce an organization chart for the unit.  Put up the cards on the wall and draw lines indicating hierarchy according to instructions from the panel.  Secretary to copy the finalized chart on paper.








5.	Description of Duties and Tasks Involved





5.1	Request the SME's to name all the duties of the job concerned.  Ask:  "What has to be done to achieve the outputs of the section/job?"





For each duty, start a separate column of cards on the wall.  Ask:  "What are the activities/tasks involved in carrying out this duty?"





Secretary to write all suggestions on cards which are stuck on a board vertically.








	Make sure that every proposal contains an active verb.





5.2	Ask: "Is this all which has to be done to achieve the job outputs for that 	duty?"





If the answer is "No" ask for additional suggestions.





5.3	If "Yes", ask: "Is it possible to achieve the outputs without some of the suggested activities?" If "Yes" ask why and which one and, if justified, remove the card.





5.4	If "No" ask:  "Is any of the activities a sub-activity of some other activity?"  If "Yes", ask which one and, if justified, remove the corresponding card and keep it for later.








6.	Sequencing the Tasks





6.1	For each duty, request the SME's to order the tasks in sequence, if possible; and put the cards in order giving each duty a code number.





6.2	Ask for each task: a) "Which of the other tasks does this activity directly depend on or need an input from?"  Ask for an explanation (why?) in each case and put the corresponding code numbers in the left column of the table.





6.3	Ask for each task: b) "Which of the other tasks are directly dependent on this task or need its output as an input?"  Ask for an explanation (why?) in each case and put the corresponding code numbers in the right hand column of the table.





6.4	Rearrange the cards according to the interdependencies identified on the left or right side of the diagram. Any convenient lay-out can now be used, resulting in a flowchart.





Secretary to record duties/activities on a duty/task list (Form 3, TDG)  (using one


separate form for each duty).  Copy the flowchart and data from the board.








7.	Task Priorities





7.1	Request the SME's to determine importance, difficulty and frequency of each task and complete the Form 3 for each duty concerned.





7.2	Identify, on the basis of the information compiled in Form 3, the tasks which require further detailed analysis.








8.	Task Description





8.1	Use the same (or a different) group of experts to analyze tasks on the next level of detail.





8.2	For each task, request the SME's to define the following task data detailed on     Form 4:





-	process/product standard (note any relevant documents)





-	tools and equipment used





-	triggering event (initial conditions, "How would you know you are to perform the task?")





-	terminating event ("How do you know the task is completed?")





-	list sub-tasks as far as possible in the sequence they are performed





-	narrative description of performance difficulties if any probability of failure.





	Secretary to record data on Form 4  as appropriate.





8.3	Ask the SME's to list SKA requirements ("What do you need to know and be able to do to perform the task?").  For each proposal, check validity by asking when (in which sub-task) the SKA is required, and complete the last column of Form 4.
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