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Abstract 

Author: Huttunen Heta-Kaisa 

Title of the Publication: Orientation Manual for Camp School Hyvärilä Youth and Holiday Centre 

Degree Title: Bachelor of Hospitality Management, Tourism 

Keywords: Orientation manual, orientation, manual, instructor, Youth Center, camp school 

The purpose of the thesis was to plan and accomplish an orientation manual for Hyvärilä Youth and Holiday 
Centre for the camp school employees. The main target of the orientation manual is to help the camp 
schools' new employees understand what a camp school is and what kind of activities can be produced in 
Hyvärilä Youth and Holiday Centre. 

During the thesis process, the idea arose to discover new games for camp school use in Hyvärilä Youth and 
Holiday Centre. The author obtained the materials for the instructor orientation manual from the Head of 
the Youth Work at Hyvärilä Youth and Holiday Centre.  

The theoretical framework consists of literature on orientation. The theory of orientation is to describes 
how to implement induction for new employees to familiarize them with their duty in the organization. 
This includes the form of orientation is needed, the process of orientation, and the theory of designing an 
orientation manual. The theory of orientation also promotes an understanding of what should be included 
in an orientation manual. It also sets out the responsibilities of instructors in youth work because camp 
school instructors work with youths. 

The orientation manual for Hyvärilä Youth and Holiday Centre contains information that a new employee 
will need to work in camp schools. There are over 50 pages of information and additional games in the 
manual that the instructor can use in camp schools. 

  



 

 
 

Tiivistelmä 

Tekijä: Huttunen Heta-Kaisa 

Työn nimi: Leirikoulun perehdytysopas Hyvärilä Nuoriso- ja matkailukeskus 

Tutkintonimike: Restonomi (AMK), Matkailun koulutusohjelma 

Asiasanat: Perehdytysopas, perehdytys, opas, ohjaaja, nuorisokeskus, leirikoulu 

Opinnäytetyön tarkoituksena oli suunnitella ja toteuttaa perehdytysopas Hyvärilän Nuoriso- ja matkailu-
keskuksen leirikoulun työntekijöille. Perehdytysoppaan päätavoitteena on auttaa leirikoulujen uusia työn-
tekijöitä ymmärtämään, mitä leirikoulu on ja millaista toimintaa Hyvärilän Nuoriso- ja matkailukeskuksessa 
voidaan tuottaa. 

Tämän opinnäytetyöprosessin aikana yhtenä ideana oli tutkia, voisiko löytää Hyvärilän Nuoriso- ja matkai-
lukeskuksen leirikoulukäyttöön uusia leikkejä. Materiaalit ohjaajan perehdytysoppaaseen tekijä sai Hyväri-
län Nuoriso- ja matkailukeskuksen nuorisotyönohjaajalta.  

Teoreettinen viitekehys koostuu perehdyttämistä käsittelevästä kirjallisuudesta. Perehdyttämisen teoria 
kirjoittaa, miten uudet työntekijät perehdytetään tehtäväänsä organisaatiossa. Tämä sisältää perehdyttä-
misen muodon, jota tarvitaan, perehdyttämisprosessin ja teorian perehdytysoppaan suunnittelusta. Pereh-
dyttämisen teoria edistää ymmärrystä siitä, mitä perehdyttäjä tarvitsee perehdytysoppaassa. Siinä esite-
tään myös ohjaajien vastuu nuorisotyössä, koska leirikouluohjaajat työskentelevät nuorten kanssa. 

Hyvärilän Nuoriso- ja matkailukeskuksen perehdytysopas sisältää tietoa, joka koostuu siitä, mitä leirikou-
luissa työskentelevä uusi työntekijä tarvitsee. Käsikirjassa on yli 50 sivua tietoa ja lisäleikkejä, joita ohjaaja 
voi käyttää leirikouluissa. 
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1 Introduction  

Orientation is needed in an organization as new employees are recruited for a duty. Orientation 

helps the new employee to adjust to new responsibilities through induction and with an orienta-

tion manual. The purpose of the thesis is to make an orientation manual for Hyvärilä Youth and 

Holiday Centre. The manual contains what is necessary for new employees who will work in the 

camp schools. The topics included in this thesis are orientation, induction training supervisor, 

orientation styles, what kind of orientation is needed depending on the work contract, and ori-

entation manual. Also, additional topics in the thesis were added concerning instructors who 

work with youths, their work responsibilities when working as an instructor with youths, and 

camp schools of Finland. 

Planning and implementing the orientation manual involved discussion with the client, the Head 

of Youth Work. The client shares materials that covered topics included in the orientation manual. 

The client's topics suggested by the client are those which the new employee or camp instructor 

needs when delivering camp schools for the participants and how to find camp equipment (for 

example, balls, ropes, harnesses for climbing, snowshoes, skis). Also, the author gained 

knowledge during the orientation research, such as the topics needed in an orientation manual 

and what should be considered when doing an orientation manual. During the orientation pro-

cess, the author researched games for the manual games for the camp school activities. The 

games are related to nature, and they are not usually played in schools. The games were added 

to the orientation manual to help the instructor in the camp schools. 

The reason for investigating the orientation is to learn more about orientation, how to plan ori-

entation, and who will implement the orientation for the new employee. The objective is that at 

some point in my work career, I can use what I have learned during the orientation thesis to 

provide orientation to the new employees who will become to the organization. Researching ori-

entation got more knowledge of what camps schools are and the purpose of Youth Centres in 

Finland. 
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2 Client of the Thesis 

The purpose of the thesis is to make an orientation manual for the client Hyvärilä Nuorisokeskus 

ja Matkailukeskus (Hyvärilä Youth and Holiday Centre). The research problem of the thesis is that 

the current induction manual for Hyvärilä Youth and Holiday Centre has become outdated. The 

client’s reason for commissioning this thesis is to obtain an updated staff induction manual for 

their instructors and new employees in the camp school. Hyvärilä Youth and Holiday Centre pro-

vides new camp instructors with induction. Therefore the client requires a manual for the instruc-

tors with the information of Hyvärilä Youth and Holiday Centre and instructions on the activities 

produced in the camp schools. 

The research questions for the thesis are: What is a good orientation? What is a good orientation 

manual for camp school instructors? 

2.1 Purpose and objectives of the thesis from Hyvärilä’s point of view  

The research problem of this thesis is that the Hyvärilä Youth and Holiday Centre requires an 

orientation manual for when new employees of the camp school season are hired. These new 

employees receive an orientation of the work. Nevertheless, Hyvärilä Youth and Holiday Centre 

requires an updated written orientation manual. The orientation manual contains instructions on 

the games which are played in the camp school activities. The purpose is to obtain an updated 

version of the orientation manual, which Hyvärilä Youth and Holiday Centre can use in their ori-

entation period. 

The orientation principle is that the new employees receive the orientation, which presents in-

formation about the organization. In the orientation presentation, the instructors receive infor-

mation on the daily tasks assigned to the instructors during the weeks of the camp schools. In the 

orientation session, the camp school instructors are given an orientation manual with information 

about the company, safety instructions, and how to instruct the activities produced during the 

camp school. The daily task of camp school instructors is to be presented in the manual and the 

games played with the participants. Therefore, they require instructions on how to implement 

such activities with the participants of the camp school. The objective of the orientation is to help 
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the new camp school instructor learn the activities of the camp school. Also, orientation helps the 

company be profitable by acquiring more camp school customers. 

2.2 Introduction of Hyvärilä Youth and Holiday Centre 

Hyvärilä Youth and Holiday Centre is located in North Karelia in the municipality of Nurmes. 

Hyvärilä Youth and Holiday Centre is one of nine Youth Centers in Finland. It provides youths camp 

schools to develop their learning, welfare, and self-improvement. Camp schools in Hyvärilä Youth 

and Holiday Centre support learning and school operations offer many activities for young people 

and those who are working and are involved in youth work. Hyvärilä Youth and Holiday Centre 

also provides different kinds of events and holiday weeks for other customers. (Hyvärilä 2021). 

Hyvärilä Youth and Holiday Centre before, a youth and holiday Centre it was a retirement home. 

Hyvärilä Youth and Holiday Centre was at first municipal retirement home for the rural 

community of Nurmes, with the main building completed in 1920. In the municipal retirement 

home, the staff took care of senior people, farm animals. There was also an asylum. The asylum 

took care of mentally disabled patients. The municipal retirement home also accommodated 

people who had nowhere else to stay, including paupers and vagabonds. Fields and forests 

surrounded the municipal retirement home. In addition, the municipal retirement home owned 

a barn, pigsty, and stable. The staff of the municipal retirement home took care of the farm and, 

some of the patients who lived in the municipal retirement home were able to help. The staff 

lived in the retirement home complex in buildings assigned for the faculty. In late 1970 Hyvärilä 

decided to establish Hyvärilä youth center, and the renovation of the facilities began. The 

renovation project began, with the conversion of the barn into a course center and, office building 

and, in 1980, a campsite was transferred from Kötsinmäki Hill to Hyvärilä. The asylum for 

chronically ill patients was discontinued in early 1980. The municipal retirement home was closed 

in 1986. In 1979 Loma-Nurmes Oy was accomplished Youth center Hyvärilä began operation in 

1982, in 2015 Loma-Nurmes Oy was renamed Hyvärilä Youth and Holiday Centre. (Hyvärilä 2021). 
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3 Camp School  

Camp school is a learning environment outside of the regular school facilities. The programs to 

camp schools are implemented with the teacher, students, and the students’ parents. These 

camps schools combine the time in the camp and the time in the schools. Also, the camp school 

integrates the theory and the practices of learning. In camp schools, the participants learn prac-

tical matters which are taught in school. In camp schools, the crucial elements are social skills and 

being together. The camp schools are situated in a different municipality from the school. The 

camp school duration can vary however camp school durations are commonly from two to five 

days. The learning done in a camp school has an impact on the students. The experience of a 

camp school gives the students motivation and boosts the class spirit. Also, the teacher has a 

considerable opportunity to learn more about the students individually. (Suomen 

leirikouluyhdistys 2021). 

When a school class of students wants to go to a camp school, the students and their legal guard-

ian raise funds to go to the camp school. When fundraising for a camp school trip, it should be 

voluntary for the students and the legal guardian. If the students and legal guardians do not do 

any fundraising for the camp school, they can participate in the implementation. (Opetushallitus 

2021). Camp schools can be arranged domestically or abroad. When having camp school abroad, 

the camp schools co-operate together with other camp school centers. For the students who do 

not want to go to a camp school, the teacher must arrange for the students’ lessons with another 

class when the rest of the students are in camp school. The students who do not want to go to 

the camp school have their teaching in some other classes in the schools. (Suomen 

leirikouluyhdistys 2021). 

3.1 Camp school benefits individually and as a school class 

Benefits of a class of the students and the teacher are when the group, goes to a camp school. 

Individual students undergo an emotional boost in motivation, social and physical experiences. 

Benefits of the entire class of students, the student’s ability to co-operate together and, improve 

the class spirit. When the students work together, they learn to resolve conflict, make compro-

mises, and solve disagreements. Having activities in the camp school encourage the students to 

have activities in their leisure time also improves the wellbeing of the students and prevents 
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bullying. The benefits of camp school for the teacher. The teacher has a chance to evaluate the 

students differently and, the teacher can receive more information and knowledge of the stu-

dents. (Suomen leirikouluyhdistys 2021). 

3.2 Finnish Youth Center  

Finland Youth Centers is the largest camp school organization in Finland. Youth Centers are sup-

ported by the Ministry of Education and Culture of Finland. The Finnish Youth Centers Association 

coordinates the cooperation, services, and development of national youth centers mentioned in 

the Youth Act. The Youth Centers' special task is to promote internationalization, sustainable de-

velopment among young people and coordinate a nationwide adventure education network. The 

values of Finnish Youth Centers which they operate on are valuable youth work, respect for life 

and nature, authentic experience, and evolving community. (Suomen nuorisokeskusyhdistys ry 

2021). 

Youth workers encounter groups of young people from schools, municipalities, parishes, sports 

clubs, and organizations. Youth center youth workers help to organize camp schools. The goals of 

education programs support camp schools. In every program in camp school, there is an educa-

tional goal. For example, they are working together in a canoe or exceeding themselves. The main 

goal in camp schools is to strengthen social skills in young people with emphasis, supporting 

young people's self-esteem, interaction skills, and inclusion. In a guided program, the group helps 

to understand the matters learned internalization, identification of emotions, and assessment of 

achieving goals. (Suomen nuorisokeskusyhdistys ry 2021). 

Youth Centers are involved in the implementation of environmental and implementation of sus-

tainable development education. In addition to training youth workers in the field. Most of the 

Youth Centers in Finland are involved in a nature school or environmental school. Young people 

learn from school experiences and performance, and most of the learning is done outside in na-

ture regardless of the seasons. The target group of the Youth Centers are clubs, adults, profes-

sional educators, and students, and the Youth Center also provides for every target group a na-

ture- and environment school program. (Suomen nuorisokeskusyhdistys ry 2021). 

Youth Centers are located in Finland from the south to the north of Finland. The area of the Youth 

Center differs from each Youth Center. Youth Center is different from the young people's home 

community regardless of where the young people are. Whether the young people are going to 
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camp schools, an international camp, Nuotta-coaching, or some other camp, it is different from 

their home community. The young people who visit Youth Centers can break away from their 

daily lives and have new challenges to experience some new matters. (owalgroup 2019, 10, 26). 
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4 Instructors with Youths 

The word "instructor" has a lot of different meanings in the professional scope. In the professional 

scope, the instructors' work is to instruct the clients. The professional scope of an instructor in-

cludes working as youth workers, leisure activity instructors, or physical education instructors. In 

other professional scopes of work, giving instruction is part of the job. However, it is not central 

to the work in the professional scope. An instructor can have a day job and wants to work outside 

of regular working hours as a volunteer in an activity or hobby. The traits of an instructor are the 

same for those who work as professional instructors or volunteers. The essential characteristics 

of the instructor are the possession of individual or group instructing skills. The skills to encounter 

people, self-knowledge, planning skills, people skills, and the ability to evaluate one's own activi-

ties are also important. A person develops and grows as an instructor, and from work experience, 

the instructor has acquired professionalism. As a professional instructor desires to learn more 

and to become established, the instructor never stops learning. (Kalliola, Kurki, Salmi, & Tam-

minen-Vesterbacka 2010, 7-8). 

Being an instructor, the person is working with their personality, and every instructor is different. 

All instructors are different, and there is no 'instructor template' to become an instructor. It is 

necessary to know oneself and one's values and attitude. Instructors must remember to take care 

of themselves. In the work of instructing, workload and the challenges of the work have some 

effect on the professional instructor's wellbeing. (Kalliola, Kurki, Salmi, & Tamminen-Vesterbacka 

2010, 10-11). 

4.1 Instructor’s work  

When instructing, whether it is volunteering or a professional instructing, the content of the 

activity changes. It is diverse and goal orientated. It also determines where the activity will be 

occurring and who the participants in the activity are. The activity can happen anywhere, and the 

place can change depending on the action. Planning the activity is not the plan of the action it 

becomes implementing the activity. The instructor in the activity encounters people, listens to 

people, has a conversation, is present, interaction, and give educational support. An instructor 

who works with children and with youth is essential to provide academic support. The instructor's 

work is not about instructing the participants. It is a small part of instructors' diverse work. The 
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instructor knows how to make changes to the activity as necessary. Even though the instructor is 

giving the instructions, the instructor is essential to be a part of the activity and sometimes be an 

inspirer. The instructional situation is part of instructing, which are commonly plans and goals. 

Planning an activity or event starts from setting goals. The participants want to achieve, and then 

the goals are set, drafting the activity or event. The instructor creates to form the content of the 

activity or event by the targets of the participants. After all the drafting, the instructor implements 

the activity or event according to the draft instructor has drawn up. In some situations, the 

instructor gets a draft on how to do the activity or event. The goals are agreed, by someone else 

than the participants. In this kind of situation, the instructor implements the activity or event by 

the draft. (Kalliola, Kurki, Salmi, & Tamminen-Vesterbacka 2010, 8-9). 

The instructor has to maintain the skills they have learned and use the skills. The skills that the 

instructor must maintain are knowing yourself and developing yourself. Also, the perceptual abil-

ity is essential to notice the requirements to instruct the activities and understand how to teach 

in their way. The instructor knows how to plan, implement the activity, and estimate various fic-

tional entities. The instructor uses the methods mentioned before, and the instructor also uses 

different techniques and rational applications. (Kalliola, Kurki, Salmi & Tamminen-Vesterbacka 

2010, 12). 

4.2 The instructor and the participants  

Instructing is an essential matter when instructing the participants in this concept. The target 

group can be children, youths, members of a club, either youth or even a camper from a camp. 

The instructor can have two different types of groups to instruct: an individual person or a group 

of children or youths. (Kalliola, Kurki, Salmi & Tamminen-Vesterbacka 2010, 10). 

4.2.1 Learning 

These days learning is more of guidance than teaching the matters to students. Describes the 

concepts of learning and knowledge changes shifting from sharing knowledge and skills to 

supporting learning and exploratory. The learning of a subject is on the learner's self-direction 

and achieving learning objectives. However, the learner cannot be left alone to master the 

subject. The instructor must have knowledge of the learning process and substantive competence 
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in handling it. In the instructor's work, it is necessary to have interaction skills, while instructing 

the instructor must be all ways present and available. The instructor has knowledge about the 

learning process and the learning styles for the individual student. Also, have different groups to 

instruct such, as a school classroom with multiple students or a smaller classroom with fewer 

students. In a classroom, the group shapes as one, and the development of becoming a class takes 

some time. (Karjalainen, Lindroos, Matero & Tanja 2020, 36). 
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5 Orientation to work-life  

Orientation is to produce help to the new employees. To learn what the work involves in the 

organization and to adapt to the new work environment. A good orientation is valuable and uses 

the resources of the organization. Moreover, it can be an advantage to the organization by dis-

tinguishing it from competitors. New employees are expected to adapt to new skills and to adapt 

to unfamiliar practices in an organization. The new employee cannot master these skills and un-

familiar techniques in a moment, and it takes time. Also, the new employee has to become part 

of the organization's workforce and co-operate with the other employees. (Eklund 2018, 25-26). 

In orientation, there are multiple ways to give an orientation. But also, numerous different kinds 

of new employees come to the organization to get an orientation to the duty. Orientation is a 

working process for orientating. The orientation structure can be the same, but on the other 

hand, the orientation structure can be changed, depending on the situation. The new employee 

coming to the organization receives a great deal of information. Work-related matters can be 

learned rapidly, although mastering the work takes time. They start to learn the skills within 

several weeks to months. The orientation manual is good backup information for employees who 

are returning to the workforce from a long period of absence for various reasons. Have a great 

deal to learn the matter as the information changes in a few years. Simplifying an orientation can 

help people with difficulty with the language. The orientation can have pictures, and simple 

words, so the employee can understand the matters. (Kangas & Hämäläinen 2007, 2-3). 

Having a well-maintained orientation in the organization helps the organization with the new em-

ployee. The new employee receives a considerable amount of information and skills from the 

workforce. They can start working by themselves without any other employees’ help. Also, how 

many mistakes there are and rework are minimized with well-maintained orientation. The new 

employee quickly makes a subconscious decision to stay at the organization or not to stay. A pos-

itive first impression of the organization helps the new employee to feel welcomed their work 

motivation grows. If the new employee feels they have not been unwelcomed to work, work mo-

tivation drops. An unmotivated employee can lead to absences from work can lead to costs for 

the organization by having a poor-quality orientation. The expenditure is from a wide range of 

issues of the organization. A good-quality orientation does not cost that much as a poor-quality 

orientation does. Orientation effects of the appearance of the organization when the orientation 

is positive students, friends, or students’ teachers get a positive image of the organization. The 
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eager students want to apply for the organization the teacher and the organization as joint part-

ners for the school. Good or unacceptable orientation can indicate many matters in the present 

and the future. (Kangas & Hämäläinen 2007, 4-5). 

Finland’s labor law states that every employee must be provided with appropriate instruction. 

“Employers shall give their employees necessary information on the hazards 

and risk factors of the workplace and ensure, taking the employees’ occupa-

tional skills and work experience into consideration.” (L No. 738/2002) 

(Ministry of Social Affairs and Health 2021). 

5.1 The objective of orientation  

The orientation process is one method of leading the organization to achieve its goals. Introducing 

new employees to their job is time-consuming, and it uses the resources of the organization. 

However, the organization is worth doing well on the orientation to ensure that new employees 

commit to the organization. Because it is difficult to find and acquire a suitable labor force for the 

organization, new employees should receive the same quality of induction as a previous 

employee, thus providing a similar opportunity to succeed in their new job. (Eklund 2018, 31). 

While the organization provides the new employee with the orientation to their work tasks effi-

ciency of the organization is on hold because new employee needs time to learn. A good orienta-

tion plan ensures that this downtime is minimized and that the new employee acquires the re-

quired skills and practices needed in the organization. Therefore, a good orientation plan can help 

to increase efficiency and maintain operations while new employees undergo induction. In ex-

treme conditions, if an organization poorly planned the orientation, the new employee cannot 

learn the organization's skills and practices. The new employee will be lay-offed, or the employee 

wants to be dismissed from the organization. (Eklund 2018, 25, 31-32). 

5.2 Induction training supervisor  

The responsibility of giving an orientation is the manager of the organization. Although, the 

manager can delegate the orientation to an individual employee who knows the particular duty. 

The induction training supervisor can be anyone for the organization. It can be a co-worker, 
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another manager, an appointed educator, or someone outside of the organization who provides 

the orientation of a particular duty. (Eklund 2018, 140). 

When orientating, the responsibility of the orientation is on the induction training supervisor. It 

should be clear who is going to give the orientation of a particular duty. When delegating an 

induction training supervisor delivers an orientation of the task, the manager can concentrate on 

their job. As for the induction training supervisor, who has chosen to orientate the new employee 

can start sharing their knowledge and guide the new employee of their duties. In a situation 

where the new employee has multiple induction training supervisors delegated by the manager. 

By having different co-workers give the orientation to the new employee, the new employee can 

start networking with the new employees. (Eklund 2018, 140-141). 

5.3 Orientation styles  

In a situation when a new organization is producing a service or a product. The entrepreneur, the 

owner of the business, is the manager and needs new employees. The entrepreneur hires new 

employees to the organization. The new employees who are coming to work for the organization 

employees are taught individually to work tasks. The manager of the organization is then an in-

duction training supervisor. Who shows how the work is done, and the new employee observes 

the task. When the organization is expanding, new employees are coming, or employees are fre-

quently changing. The new employees will be orientated to the job. The orientation becomes 

more of a mass orientation. In this situation is preferred to have the entire team or the organiza-

tion's employees be part of improving the orientation structure for the new employees. The or-

ganization will adapt to the orientation of a model orientation style. In the next phase, when the 

organization has expanded, new employees arrive in the organization orientations are more of a 

dialogue orientation. In dialogue orientation, the employer and employee discuss. What kind of 

orientation is essential for the employee. The orientation plan is by the needs and skills of the 

new employee. The last phase is the dialogue orientation style. The induction training supervisor 

and the new employee co-operate together. To make a suitable orientation plan for the new em-

ployee that is in the organization. (Kupias & Peltola 2009, 36). 
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5.3.1 Supervised induction training orientation  

Supervised induction training is one way of orientating new employees. The induction training 

supervisor can be anyone from the organization, or it can be the manager of an organization or a 

“suitable” person from the organization. The manager has selected a person to deliver the 

information on the task to the new employee. The induction training supervisor tells the new 

employee about the duties which will be theirs in the organization. The induction training 

supervisor does the work by showing the task. While giving the induction training supervisor 

orientation to the new employee, the new employee observes the work. Doing the orientation as 

supervised induction training allows the new employee to receive a personalized orientation from 

the induction training supervisor. As the orientation is ongoing during the workday, it takes time 

for the new employee to learn. When the organization is hiring new employees, the induction 

training supervisor is required to start from the beginning to orientate the new employee. (Kupias 

& Peltola 2009, 36-37). 

A supervised induction training can produce a high-quality orientation or poorly orientation train-

ing. In a high-quality orientation, the induction training supervisor is helping the new employee 

to understand the duties that will be theirs. The instructions and skills of the induction training 

supervisors help the new employees to understand and learn the skills. Also, to feel welcomed to 

the organization. In a poorly orientation training the induction training, the supervisor does not 

want to help the new employee. The new employee needs to learn the skills by themselves, or 

the induction training supervisor is uncertain about their expertise and does not know how to 

instruct the new employee. (Kupias & Peltola 2009, 37). 

5.3.2 Model orientation 

Model orientation is to standardize the orientation plan to mass production. As the organization 

has expanded, more services or products are sold to consumers. The organization needs more 

employees. The organization wants to become a standardized organization and to have a model 

orientation. The model orientation has a specific person for being the induction training supervi-

sor. In the model orientation, work and responsibility are equally defined. Some materials are 

assembled, the materials are in the network of the organization. In the model orientation, re-

sponsibility is commonly in the human resource team. However, a manager can have the respon-

sibility of producing an orientation. The human resource team or a manager orientates the 
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employees and develops the orientation plan. The quality of the orientation is the same for every 

new employee who arrives at the organization. Employees acquire the standard materials of the 

orientation when the orientation has been held to the new employees. The introduction of the 

work is transferred from the human resources or from the manager to the work community. In-

troduction of the work assigned to the work community where there can be differences. Com-

pared to what was in the orientation which was held to the new employees. (Kupias & Peltola 

2009, 37-38). 

In the model orientation, there are risks of the induction training supervisor. The induction 

training supervisor can give a poor orientation, does not know how to give instructions or, does 

not want to present orientation instructions. In a qualitative model orientation, the materials help 

the induction training supervisor to do the instructions and have support. However, when giving 

an orientation, the induction training supervisor can give quality orientation and has the materials 

to support the orientation guide. The model orientation style combined with the supervised 

induction training to orientate the new employee. (Kupias & Peltola 2009, 38). 

5.3.3 Quality orientation  

At some point of an orientation implementation, the orientation has gone to controlled central 

management with all materials to produce the orientation to a new employee. The orientation 

has been stiffened in the organization, then the manager or human resource team cannot 

consider suggestions to adjust the orientation plan. Then it is better to give the orientation to the 

work community. When the orientation changes to the work community, the manager must 

delegate the responsibility of the orientation to one or multiple people in the organization to 

produce and develop the orientation plan. If there is not an appointed person or no one has the 

time to have the responsibility of the orientation. Then the manager of the team is the induction 

training supervisor. When the responsible person has been appointed, this person can develop 

the orientation plan, and the work community can help with the orientation structure. The person 

who has been appointed gives the orientation has the responsibility to instruct the new 

employees to the duty. (Kupias & Peltola 2009, 39). 
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5.3.4 Customized orientation  

Customized orientation has a specific induction training supervisor who knows how to instruct 

the new employee to their duty. Also knows how to engage the new employee’s skills in their 

new work. The induction training supervisor knows the organization, organization orientation 

plan, the services of the organization. The induction training supervisor knows how to build a 

conversation with the new employee. Customized orientation is not that all new employees who 

come to the organization receive the same orientation as the previous employee. However, a 

customized orientation is when the induction training supervisor has a conversation with the new 

employee about how to implement the orientation to their needs to receive a customized orien-

tation. The employee is part of implementing the orientation suitable for themselves. (Kupias & 

Peltola 2009, 40-41). 

5.3.5 Dialogue orientation  

Dialogue orientation is when the orientation is prepared and planned for the new employee. Who 

is coming to a specific work and needs particular instructions for the duty. The new employee 

might make some changes to the work before they start working in the organization. In some 

cases, the new employee brings new information, methods, or skills to the organization. When 

the organization and the new employee co-operate and learn from each other. Dialogue orienta-

tion is planned with the new employee and the organization. The knowledge of a new employee 

is used, planning and implementation of the orientation. The is responsible for the new employee. 

In the orientation phase, the organization tells the new employee the information that will be the 

same, with no changes to the information. (Kupias & Peltola 2009, 41-42). 

5.4 What Kind of Orientation is needed in the employment contract  

Orientation is necessary to the organization when needing more workers, new employees, for a 

certain period in a year. The employees can come from a recruiting agency, or the organization 

itself recruits new employees for a specific time. There is no difference when orientating an 

employee who comes from a recruiting agency or the organization recruits. For an employee who 

comes from a recruiting agency, the employer in the recruiting agency can deliver the information 
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about the organization where they are going to work. Or the organization itself presents the 

information of the organization to the employees. Orientating is essential for the new employees, 

who are coming from recruiting agencies. Also, equally important to employees who the 

organization recruits into the workforce. (Lahden ammattikorkeakoulun 2007). 

In some cases, in a long work contract, the organization recruited employees to the organization. 

Informs information to the new employee effortless than those who came to the organization 

from a recruiting agency. In an orientation execution, the organization can use the help of the 

employees who work in the organization. Especially in a case, the employee is coming from a 

recruiting agency. (Lahden ammattikorkeakoulun 2007). 

A week of work contract is a short work contract. In the week of the contract, the orientation is 

brief. The orientation plan includes only the essential information in a specific time frame of the 

work. The organization can have a brief orientation brochure to support the employee’s memory. 

The orientation brochure includes the working hours, how many breaks are in the workday. 

Where are the recreation room, information about safety, and instructions on how to use possible 

machinery. Also, the orientation brochure includes some information about the organization for 

the new employees. Inside the organization, it is good to have a delegated co-worker who will 

help the new employee in their work. The specific time when the employee is working in the 

organization. (Lahden ammattikorkeakoulun 2007). 

Under a month-long work, the contract is when the work contract is month-long. The worker 

receives information about the organization, and the organization gives an in-depth orientation 

of what is included in workdays a month. Also, to have a delegated co-worker from the organiza-

tion to help the new employee. (Lahden ammattikorkeakoulun 2007). 

Seasonal work contract, seasonal work lasts the entire season. In this case, the organization has 

to take some time to orientate the new employee. In the orientation, the induction training su-

pervisor gives information about the organization, methods which are used in the organization, 

handling in-depth the timetables, the products, and services the organization provides. (Lahden 

ammattikorkeakoulun 2007). 

Long-term or a permanent work contract. In a long-term work contract or a permanent work 

contract. The induction training supervisor orientates the new employee. The induction training 

supervisor explains the work broader. What is included in their duties and talk about the organi-

zation. The orientation process of a long-term contract is good to keep the orientation continuity 
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also in a situation when the employee is from a recruiting agency to keep its continuity. (Lahden 

ammattikorkeakoulun 2007). 

Changing duties inside of the organization. When the employee shifts from work to another work 

inside of the organization. The orientation plan only includes the information about the work and 

eliminates the information about the organization when the employee is changing. The induction 

training supervisor should also focus on the employee to learn out of old habits. (Lahden 

ammattikorkeakoulun 2007). 
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6 Planning of the Orientation 

When planning orientation, the plan has three phases: before employment, during employment, 

and after employment (Kupias & Peltola 2009, 102). 

 

Figure 1 Orientation phases (Modified from Kupias & Peltola, 2009) 

Orientation starts before recruitment. At this point, the organization is recruiting new employees 

to the organization. The organization has to know or is thinking about the work. What kind of 

work and skills are necessary for the work the organization is recruiting. The recruitment phase is 

critical. The organization tells in the application about the work and the standards of the work. 

The organization, at this point, can acquire some information about the applicants about their 

thoughts, potential and, know-how. Before starting employment, the organization has chosen the 

applicant to work at the organization. The organization coordinator contacts the applicant, the 

new employee, the coordinator tells the new employee what time to meet, where to meet, and 

what to take with them. The coordinator can be the induction training supervisor to meet the 

new employee. Also, it is easier for the new employee to have a familiar person to meet them. 

(Kupias & Peltola 2009, 102-103). 

Welcoming is vital to give a positive impression to the new employee. A positive image can lead 

a long way, however. A negative impression can be hard to fix. It is vital to have a good impression 

of the organization to the new employee. On the first day, it is critical to have all the necessary 

information, an introduction to other employees, and knowledge of the workplace. In the first 

week, the new employee achieves the material of the work. Such as a sort of a “first aid kit” that 

helps the new employee start working. The orientation plan should cover all the necessary skills 
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of the work. Have guidance on the skills that the new employee lacks on. During the first week, 

the new employee knows the task. (Kupias & Peltola 2009, 103-106). 

In the first month, the new employee can raise their vision and ideas about the issues regarding 

the work. The organization has received feedback on the task which, can make some changes to 

the job if needed. The orientation continued during the month. However, the new employee has 

the responsibility of the orientation plan. The orientation gradually passes from the induction 

training supervisor to the employee itself. During the month or two months, it is good to have a 

feedback discussion with the employee. It is possible to see if the orientation was enough and if 

the new employee can succeed in the work. During the trial period, it can be four months. Em-

ployees can work independently, and they can find information about the work by themselves. 

The employees in the organization have taken the new employee as part of the workforce. The 

employee feels a part of the organization and the workforce. The continuity of the orientation 

can be extended as planned, or the orientation is needed to continue further than planned. The 

manager of the organization and the new employee have a conversation about the evaluation 

before the trial period ends. The evaluation conversation consists of what went well in the orien-

tation implementation. Does the new employee need to have another orientation implementa-

tion of the work. After the evaluation conversation, the manager thinks, has the recruitment been 

successful. Will the employee continue working in the organization, or does the employee needs 

to be dismissed from the organization. At the end of the trial period, employment termination 

can have various reasons. The termination reasons can be known as temporary work or summer 

job. However, some employment termination can be unexpected as the employee terminates the 

employment on short notice. In an employment termination, it is good to have a feedback dis-

cussion of the work generally. In long-term employment, the feedback discussion is valuable as 

the employment employee has the experience. The information from the long-term employee 

organization should consider using it. (Kupias & Peltola 2009, 106-107, 109-110). 

When planning an orientation, it is advised to think about the orientation plan. The workforce of 

the organization can help with the orientation, or an induction training supervisor can help. In the 

orientation plan, it is vital to have induction training supervisors. Who has responsibility for the 

specific area of the orientation be in the meeting as well. As many induction training supervisors, 

there are, in the meetings, ideas and points of view delivered in the discussion on how to plan 

orientation and achieve it. In the meeting, the induction training supervisors can have agreed on 

the same opinion or disagree on how to implement and present the orientation to the new em-

ployee. Also, what kind of mental image does the organization want to give the new employee 
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about themselves. The orientation plan usually starts from the existing orientation plan. In this 

case, the induction training supervisor or organization thinks of the benefits of the current orien-

tation plan. What could be saved from the orientation plan. Also, what could be added to the 

orientation plan. If the current orientation plan cannot help with the remaking of the new orien-

tation plan, it is probably time to make a new orientation plan and not to use the existing orien-

tation plan. (Eklund 2018, 74-75). 

6.1 Orientation process 

When the planning of the orientation is ongoing, it takes time to start drafting the orientation 

plan. The organization cannot generalize the orientation beforehand considering what is required 

in the plan of the orientation, who is responsible for delivering the orientation. When, how, and 

in what order will the orientation process be presented to the new employee. In the planning 

process, it has to be thought through every new employee receives a personal orientation which 

is suitable to them, however, to be equally the same. (Eklund 2018, 76). 

 

Figure 2 What to consider when planning an orientation (Modified from Eklund 2018) 

Who refers to the induction training supervisor who is responsible for orientating the new 

employee to the task. The induction training supervisor can be anyone from the organization's 

human resource team, manager, or a person who is authorized to orientate. The organization's 

manager has the responsibility to conduct the orientation, but the manager can delegate the 

orientation forward. The authorized person of the orientation is important to know who the 

induction training supervisor is to avoid confusion in the organization. When the induction 

training supervisor has been selected, it is crucial to inform the other employers who is 

authorized. The induction training supervisor delivers the orientation to the new employee. 

(Eklund 2018, 76-77). 
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What refers to what to go through during the orientation with the new employee. What to teach 

to the new employee, what are the assignments, methods, rules, systems, and how to use the 

equipment safely. The orientation implementation has presented the framework of the orienta-

tion. The new employee has to learn the skills, and the framework is in the orientation plan. By 

having written instruction of the orientation plan, the orientation has the same quality for the 

following employee to be orientated. (Eklund 2018, 77). 

When refers a date to deliver orientation. When is the suitable day to have the orientation. What 

time will the orientation start, and when will it end. When presenting orientation, it is good to 

have a plan for how long it will take to explain the tasks. What is the correct order to teach and 

explain the duties for the employee. The orientation plan does not need to be strict. However, 

some kind of schedule is good to have. With a strict schedule, no one knows how long it takes for 

the new employee to learn the skills and methods. (Eklund 2018, 78). 

How refers to how to deliver the orientation. There are multiple ways of providing orientation. 

However, the most general delivery of orientation is training events or supervised induction train-

ing. Also, new employees can do some orientations by having a conversation, independently 

learning orientation by reading books, or watching videos. Digitalization is growing in the future, 

and orientations are changing toward digitalization. There are online courses, games, and webi-

nars. Working in the digitalized workplace is not the same as working in a workplace, and inter-

action will change how other employees interact. (Eklund 2018, 78-79). 

To whom refers to the new employee. The orientation can be created to be customized for the 

new employee coming to the organization. To produce a customized orientation to the new em-

ployee has the possibility to learn from the new employee beforehand during recruitment. 

(Eklund 2018, 79-80). 

6.2 Orientation manual  

An orientation manual assists the new employee to have some knowledge of the organization, 

the duties, and workplace safety. Later, when having the orientation, they can go through the 

orientation manual. As a reminder, they can investigate the orientation manual material by 

themself. By doing an orientation manual, it takes time to make it. However, having an orientation 

manual saves time from the presenting of orientation and understanding the materials. When 

planning and writing the orientation manual, consider having someone from the organization 
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have a look at the orientation manual. Is it up to date, and how often should the manual be 

checked thus the manual does not get out of date. In the orientation manual, when it is complete, 

there should be a date when the manual was updated last time. Having an orientation manual is 

to help the employee to remember what orientation consists of and to remember the matters. 

On the first day for the employee, they obtain a great deal of information, and they have a better 

time to embrace the information in the orientation situation when they have read the manual 

first. (Kangas & Hämäläinen 2007, 7,10). 
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7 Orientation Manual Hyvärilä Youth and Holiday Centre 

Hyvärilä Youth and Holiday Centre has an orientation manual for the entire company. My thesis 

work was to do an orientation for new employees who will work in the camp schools. Hyvärilä 

Youth and Holiday Centre had an orientation manual for the camp school employees. However, 

the manual was out of date, and the information was invalid. Before starting to make, the manual 

for Hyvärilä Youth and Holiday Centre, I asked my client, the Head of Youth Work what, infor-

mation would be essential to include in the orientation manual. The materials received from the 

Head of Youth Work for the making of the manual. In the manual, the information requested by 

the client is the pedagogical approach to Youth Centers, information about anti-bullying, infor-

mation about camp schools in Hyvärilä Youth and Holiday Centre, and program services in camp 

schools. One most significant matter is the safety of the participants as well as instructors. The 

materials collected from the client these documents were from the Youth Centers of Finland. The 

materials gathered for making the manual were from my client to read and the information to 

write in the manual. 

When all the necessary materials were written, I started to observe the activities in Hyvärilä Youth 

and Holiday Centre and research games that camps school participants can play in camp schools. 

When monitoring the activities, I took notes and pictures of the activity equipment. After the 

activity, I would ask the instructor about the activity and the rules for the activity. By having notes 

of the activity, it was easier to write about the activities in the manual. In the summary of the 

activities, I could write the rules and instructions of the activity in the manual. Next to the instruc-

tions, pictures were added to show what equipment is needed, including how the activity is pre-

sented.  

The activities which I observed were activities in which an instructor does not need to have a 

certification. Any instructor can produce the activities for the camp school participants. In 

Hyvärilä Youth and Holiday Centre has activities in which the instructor needs to have a certifica-

tion to deliver the activity to the camp school participants. These activities I did not need to ob-

serve as the instructor needs to have a valid certificate. 
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7.1 Planning and Development of the manual 

The planning and the development of the orientation manual to Hyvärilä Youth and Holiday Cen-

tre started by using the figure of Eklund. In chapter 6.1 Orientation process contain who, what, 

when, how, and to whom. Modification to the needs of Hyvärilä Youth and Holiday Centre. The 

stages of the figure of Eklund were in mind when developing the manual for Hyvärilä Youth and 

Holiday Centre. 

 

Figure 3 What to consider when planning an orientation (Modified from Eklund 2018) 

Who refers to the Head of Youth Work who will give the orientation or the co-worker of youth 

work.  

What refers to what the orientation consists of activities. The activities in the camp school, safety 

issues, rules in Hyvärilä, and the equipment location  

When refers to a date when it is suitable to present the orientation to the new employee, the 

orientation day and duration of the orientation implementation can vary from person to person. 

As some instructors have worked in Youth Centers in Finland, others have no experience in in-

structing youths.  

How refers to how the new employee will receive the orientation. By observing the activities on 

how to present the activity to the camp school participants. Having conversations with the induc-

tion training supervisor Head of Youth Work, or with the co-worker of the Head of Youth Work. 

To whom refers to the employee who will be working in Hyvärilä Youth and Holiday Centre. The 

new employees are the seasonal workers, The European Solidarity Corps volunteers, and train-

ees. 
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7.1.1 Wilderness skills 

On one of the activities in the camp school, my client said I could implement the activity this was 

the wilderness skills. In the wilderness skills, I researched everyman’s rights to apply in the activ-

ity. To teach the camp school participants about what can be done when camping. In addition, 

research of herbs that could be used as tea when using the trangia. In the wilderness skills, I took 

notes for wilderness skills contained in the activity. Two instructors produced wilderness skills for 

the camp school participants. After the activity, I asked what was included in wilderness skills and 

would the instructor have the same content to a different camp school participant. The activity 

the instructors said would change depending on the camp school participants and the season. 

7.1.2 Games in the manual  

When researching games, the games investigated were about nature games related to nature. 

The client gave some suggestions on websites that might be some nature-related games. The 

websites were Mappa.fi and Leikkipankki.fi had pastime games and nature-related games. In 

Mappa.fi and Leikkipankki.fi were nature-related games. I had to look through multiple game sug-

gestions to find a suitable game that was nature-related. While researching nature-related games, 

some facts had to be studied when writing the game to the manual. When I found a game nature-

related, the thought process of the game was there a possibility for no need to run if needed, is 

the game easy that the instructor can understand the game. Additional to the thought process 

was also the game possible to play inside a sports hall just in case the weather is terrible outside. 

When the game fulfilled the procedure, it was written in the manual. Also, if the game instructions 

had pictures, I added the pictures to the manual with the instructions. I found all the games writ-

ten to the manual in Mappa.fi and Leikkipankki.fi. 

After researching nature-related games conducting another research was on game pallets. These 

games are played on a bigger scale, played in the camp school. Researching, the details of the 

games needed to be studied are the games easy to understand, and there is no need to run if 

needed. Additional to the thought process was also the game possible to play inside a sports hall 

just in case the weather is terrible outside. If the game succeeded in the steps, it was written to 

the manual. Instructions of the game, if there were pictures or video clips, were added with the 

instructions in the manual to help the instructor understand the game.  
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Additionally, games were added to the manual, games which I played in primary school. For the 

games I have played, I wrote the rules in the manual research was done to find missing rules of 

the games. With the instructions, added pictures to help the instructor produce the game. Using 

PowerPoint was made pictures of the games, and a screenshot of the game showed the process 

and put the image in the manual. 

In the manual, I selected the activities and the games. If there were any extra materials, the ma-

terials were added to the manual in the appendix. The research of games also included research-

ing problem-solving tasks. I found the problem-solving task using Peda.net and other research 

word problem-solving tasks. The process was to investigate problem-solving tasks. Are the prob-

lem-solving easy to be understood by the instructor as the instructor will produce the problem-

solving to the camp school participants. 

7.2 Future Development of the manual  

The instructor manual was written in Finnish. Therefore, Hyvärilä Youth and Holiday Centre will 

translate the manual into English for the volunteers. The English instructor manual will be trans-

lated by Hyvärilä Youth and Holiday Centre's employees. The manual is to help the volunteers of 

the European Solidarity Corps who have applied to the Hyvärilä Youth and Holiday Centre for 

volunteering. The European Solidarity Corps volunteers can use the manual to produce the activ-

ities for the camp school participants. 

“There is likely to have a development of the instructor manual which will serve a basis for an 

online training with the theme of orientation. The online training is done with collaboration with 

an adult student.” Head of Youth Work. 

7.3 Hyvärilä Youth and Holiday Centre feedback 

“Heta-Kaisa made good use of the existing old material and updated the information and struc-

tured the chapters well. Heta-Kaisa compiled the manual from the perspective, completely new 

to the instructor needs - what we were looking for when we started to get the manual to meet 

the needs of the new instructor. The manual now includes more examples of games and illus-

trated locations and of equipment. There are also numerous links where you can find more 
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information. Heta-Kaisa was also a trainee in Hyvärilä Youth and Holiday Centre and got a good 

idea of the practices and it was also passed on from the instructor's guide.” Head of Youth Work. 
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8 Conclusion  

The process of the functional thesis began with contacting the Hyvärilä Youth and Holiday Centre 

to see if they had any topics for research. The client suggested topics within the fields: accommo-

dation, restaurant, or program services camp school. The topic which was interested was the pro-

gram services of the camp schools. The Head of Youth Work wanted a manual for the instructors 

who will work in the camp schools. The first meeting with the head of youth work discussed the 

topic of the required manual wanted. Research on orientation was conducted, and a thesis plan 

was compiled and presented in March. In the thesis plan, there was a timetable indicating which 

tasks should be implemented every week. The schedule also registered when the author would 

done the thesis. Due to Covid-19, the author created the schedule alternation of the thesis plan. 

Otherwise, the author would have visited three camps school weeks. However, the author was 

only able to visit just one camp school week which, was not enough to finish the thesis in June. 

During the spring and autumn, the author was able to visit camp schools to acquire a better un-

derstanding of the activities served in the camp schools. 

Changes in the thesis plan were due to the cancellation of the camp schools. There were changes 

due to the author finding suitable materials for the theoretical background of orientation. Also, 

reading and understanding the material had challenges. The author's progress in reading the ma-

terials took more time than it was attended. Also, understanding the materials took more time 

than it was attended to take. As mentioned earlier, the background information was challenging 

to find—literature of orientation, making of an orientation manual, and instructor's work. The 

theoretical background of an orientation manual as one source was a suitable source. The author 

did not find other literature on the orientation manual due to the difficulty of finding it. The the-

oretical background sources were difficult to find in English and Finnish. 

The author was disappointed in the thesis plan as the author was unable to keep on time with the 

timetable planned of March of 2021. On the other hand, these changes were positive as the au-

thor had more time to observe the activities of the camp school in Hyvärilä Youth and Holiday 

Centre. From the perspective of the manual of the changes, it was positive. As the manual is what 

the client Head of Youth Work preferred to have in the manual and the author was satisfied with 

the work of the manual. Illustrations of the activities and theory about essential matters in 

Hyvärilä Youth and Holiday Centre. 
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However, the author had practical training in Hyvärilä Youth and Holiday Centre. The author had 

more time to observe the activities which are produced in the camp schools. Also, by observing 

the activities, the author had the opportunity to see multiple instructors present the activity to 

the camp school participants. The camp school started at the beginning of May until the end of 

May, the spring season. Camp school started in the autumn beginning of August which the author 

was able to observe those camp school activities. 

The author sent the manual to the Head of Youth Work via email, and the manual form was a PDF 

file, and Word as the manual can have changes in the future. The perspective of the author de-

velopment of the manual in the future is needed. The continuing development of the orientation 

manual to have more of the activities produced in Hyvärilä Youth and Holiday Centre camp 

schools. In addition, to have more instructions on the activities is to translate the manual to Eng-

lish and for Hyvärilä Youth and Holiday Centre to keep the manual up to date. Also, to add new 

activities descriptions to the manual when new activities are produced in camp schools. Also, the 

development of the online training. 

The research questions for the thesis were: What is a good orientation? What is a good orienta-

tion manual for camp school instructors? The answers to the questions were found in the process 

of researching the topic of orientation.  

What is a good orientation? A good orientation is when the orientation is planned excellently. 

From the beginning of hiring a new employee to the duty which the organization needs. Until the 

end of an employee’s responsibility in the organization. The second research question of the the-

sis is: What is a good orientation manual for camp school instructors? A good orientation manual 

for instructors who are working in camp schools is to have clear instructions as simple as possible 

as the instructor can understand. Also, to have pictures to illustrate the instructions which are 

written. 

In the process of making the thesis, what was learned in the process was about orientation. What 

goes into when planning orientation to a new employee who will join the organization. During 

the process of the thesis, my professional competence expanded. However, there is still learning 

to be done on orientation. In addition to learning about orientation, and need to learn more is 

about instructors who work in a professional field of instructor. The outcome of the thesis is that 

the author is pleased with the manual and the thesis. Although, the author could have completed 

more research on the theoretical background of orientation and orientation making of a manual. 
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The development of an instructor manual for Hyvärilä Youth and Holiday Centre the client is sat-

isfied with the work. Also, the author is pleased with the work of making the manual. On the other 

hand, in the making of the manual, there could have been more of the activities produced in the 

camp schools, and in these activities, the author would have needed more time to understand 

the activity. Additionally, the development for Hyvärilä Youth and Holiday Centre concerning the 

manual is to have a follow-up. To have a follow-up with the workers who will use the manual to 

make suitable changes to the manual when invalid information is false or in which Hyvärilä Youth 

and Holiday Centre acquire new activities in the camp school programs. Further research of the 

manual in the future to find an opportunity for additional improvements to the manual. 
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