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Foreword

In 1959 the first edition of BS 3138 ‘Glossary of terms
used in work study’ was published which was revised in
1969. In 1979, the second revision was published as
‘Glossary of terms used in work study and organization
and methods (O & M)’.

As BS 3138 has become increasingly used throughout the
private and public sectors of British industry and through-
out the world (the ILO* use it as a reference standard),

BSI and some of the cooperating organizations for BS 3138

have received numerous enquiries as to how the various
terms and disciplines interrelate with each other.
Accordingly it was decided to prepare under the direction
of the Quality, Management and Statistics Standards
Committee a new series of guides as BS 3375 to meet this
need, and to reflect the four main sections of BS 3138.
To date, BS 3375 comprises the following Parts:

Part 1. Guide to organization study

Part 2. Guide to method study

Part 3. Guide to work measurement

Part 4. Guide to work performance control
In this Part, in addition to the conventional use of italic
type for subclause headings, etc., defined terms (see
clause 2) have been printed in italic type for ease of
identification.

Compliance with a British Standard does not of itself
confer immunity from legal obligations.

* International Labour Organization.
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Guide

0 Introduction

0.1 Purpose of the guide

The 1979 edition of BS 3138 recognized the increasing
links between work study and organization and methods
and the increasing emphasis on the application of method
study over the wider field of commercial and administrative
activities,

This guide has been compiled to supplement BS 3138 by
enlarging on many of the entries in section three of that
dlossary and giving additional guidance on procedures and
techniques. The guide aims to put the terminology of

BS 3138 in the context of the overall approach that should
be adopted when attempting to improve working methods,
systems and procedures.

0.2 Objectives of method study

The principal objective of method study is to assist
management to make the most efficient and safe use of
available resources, i.e. land, buildings, men, machines,
materials, energy and information.

0.3 Application of method study

Method study is a systematic approach to improving
working methods, systems and procedures. As such,

its application is virtually untimited. Although it was
originally devised for analysing and improving repetitive,
manual work, it can be used at all hierarchical levels across
the complete spectrum of organizations in all types of
activity. It is however particularly suitable for processes
and procedures of a repetitive nature and less suitable for
innovative and artistic processes.

It is used as a specialist process by practitioners operating
in a management services or support role but is additionally
often practised by personnel themselves employed in line
management, supervisory and administrative functions.

0.4 Benefits accruing from method study
The following benefits may arise, either singly or in
combination, from the successful application of method
study:

{a} reduction in costs;

(b} increased output/throughput;

{c) reduction in scrap/wastage/error rates;

(d) reduction of operator fatigue;

(e) increased job satisfaction;

(f) improved working environment;

(g9) more effective decision-making.

PARTx2 6b B lb24bb9 01L15B47 2 1M

1 Scope

This Part of BS 3375 provides guidance on procedures and
techniques of method study. 1t puts the terminology of

BS 3138 in the context of the overall approach that should
be adopted when attempting to improve working methods,
systems and procedures. As such it supplements BS 3138
by enlarging on many of the entries in section three of that
glossary and giving additional guidance on procedures and
techniques.

NOTE. The titles of the publications referred to in this standard
aré listed on the inside back cover.

2 Definitions

For the purposes of this Part of BS 3375 the definitions
given in BS 3138 apply.
NOTE. See paragraph 5 of the foreword.

3 Approach

Method study is often related to a step by step process
known as the basic procedure. This basic procedure is
however simply a convenient way of describing the method
study approach to problems and situations. Method study
is hot a mechanistic procedure that can be followed from
beginning to end; it is much more a circular process
requiring constant re-evaluation of basic assumptions and
constant re-examination of each stage in thinking and
progress on the problem solving. This guide recognizes the
usefulness of the basic procedure as a convenient represent-
ation of the process, but also recognizes the danger of that
representation being interpreted too literally.

4 The basic procedure

4.1 General
The basic procedure of method study, which is commonly
referred to by the acronym SREDIM, includes the following
distinct phases:

SELECT

RECORD

EXAMINE

DEVELOP

INSTALL

MAINTAIN

Application of this basic procedure leads to a systematic
approach being followed by those undertaking a method
study (see figure 1).

NOTE. Figure 1 is reproduced from figure 2 of BS 3138 : 1979.
The reference to ‘this glossary’ in the asterisked footnote to this
figure is to BS 3138.
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