LESSON NUMBER:
1

TASK:
Administrative Requirements, Course Overview, Student Expectations, and 



Small Group Instruction 

CONDITION:
Classroom environment

STANDARD:
1.  Explain Administrative Issues and Requirements





2.  Conduct Course Overview





3.  Explain Student Expectations





4.  Small Group Instruction

TYPE OF INSTRUCTION:
Conference

TIME OF INSTRUCTION:
1.5 Hour

MEDIA:

Viewgraph #1-1 through #1-3 and Student Handout #1-1 through #1-7

NOTES:  Ideally, it is strongly recommended that each iteration of the EORC be opened by someone in the chain of command.  Speakers such as the Commanding General, Chief of Staff, a brigade commander, or a speaker from the civilian community will greatly enhance the course and reinforce the importance of the training.  Furthermore, it is recommended you hand out the Commander’s policy letter on Equal Opportunity, Sexual Harassment, and any other policy relating to Equal Opportunity at the beginning of the course .  You may also wish to do a welcome letter from the Commander to each student.  Each of the areas in this lesson should be discussed in some detail during the administrative/welcome portion of the training course.  Provide each student a copy of the course training schedule.

PART I.

ADMINISTRATIVE REQUIREMENTS
NOTE:  Ensure each student has a note-taking guide and Student Handout #1-3.  Refer students to Student Handout #1-1, Training Schedule, in their note-taking guide.

1.  Course Schedule/Hours.  


a.  Review the training schedule of the course.  Emphasize the starting and ending times.  Normally, course hours are from 0800 to 1700 each duty day.  Starting class at 0800 also allows adequate time for instructors to prepare for the training scheduled for that day. 


b.  Your attendance at all classes is mandatory, unless by special arrangement with the instructor. 


c.  Any student missing more than 4 hours of classes will be subject to dismissal from the course.  Tutoring or remedial instruction will not be used to make-up more than 4 hours of missed classroom time.


d.  Punctuality.  The classes are carefully arranged to allow you maximum learning time in a minimum amount of time.  It is very disruptive to both the instructor and to other students when someone arrives after a class has already begun.

2.  Housekeeping.


a.  Announce whether or not refreshments are allowed in the classroom.  The phone number to the facility, and the location of the latrines.


b.  If there is a designated smoking area, ensure that smoking takes place only in that designated area.


c.  At the end of each day, the classroom will be policed of trash and waste and all furniture rearranged for the next day’s class.

3.  Uniform.  Specify the uniform for the class.  The most important issue with regard to uniform is that all students, if possible, wear the same uniform for the course.  The uniform worn for the graduation ceremony could be the Class B, or the Class A, or whichever uniform the instructors and/or students agree is most appropriate.

NOTE:  Any administrative instructions not covered above should also be provided to students at this time.

PART II.
COURSE OVERVIEW
1.  General.  The Equal Opportunity Representative Course (EORC) is a two week course designed to prepare you to perform duties as an Equal Opportunity Representative (EOR).  

2.  Course instruction is taught primarily on three levels of learning.  The cognitive level deals with basic information pertinent to subjects that directly and indirectly relate to the equal opportunity field.  The affective level deals with socialization, attitudes, and sensitivities related to equal opportunity.  The performance level deals with performing the tasks which will be required in the field.

3.  All training is accomplished through a variety of means including lecture, seminar, small group training, and practical exercises.  Training consists of five phases.  The five phases are:

SHOW VIEWGRAPH #1-1
	EORC Training Phases

· Phase I.
Administrative 

· Phase II.
Individual and Group Behavior

· Phase III.
Cultural Awareness

· Phase IV.
Aspects of Discrimination

· Phase V.
EO Skills and Information



a.  Phase I.  Course Administration Phase.  This phase contains lessons and administrative instructions that are not subject specific, but needed for the conduct of the course.  Information includes:



(1)  Student welcome, introductions to course staff, recommended policies on uniform, course hours, breaks, student conduct, and other administrative information.



(2)  Student outline of the course, student requirements, procedures, student rules and expectations.  This section provides students an opportunity to introduce themselves, initiate interaction, post badges, facilitate individual introductions, and eliminate or diminish personal anxiety.



(3)  Overview of the Army’s EO and POSH Program, its objectives, program principles, and related elements.



(4)  Information on small group instruction, its purpose, process, and functions of small group.



(5)  Role of the EOA and how it affects the unit EOR in performing their duties and responsibilities.



(6)  Role of the EOR and factors that contribute to a successful equal opportunity program.


b.  Phase II.  Individual and Group Behavior.  This phase provides lesson plans on individual and group values, behaviors, attitudes, and group conflict.  Information includes:



(1)  Elements of the communications process and other information needed for effective interpersonal communications.



(2)  Effective and active listening and how these skills will enhance the ability to perform their EOR duties and responsibilities.



(3)  Knowledge and skills that can assist them in the conduct of conducting assessments and interviews.



(4)  Understanding of self values, attitudes, behaviors, and self-awareness, and how they relate to the duties and responsibilities of EORs.



(5)  Conflict awareness and the constructive and destructive impact on managing interpersonal conflict.



(6)  The perception process, its effects on individuals, the unit, impact on the EO program, and the EOR.


c.  Phase III.  Cultural Awareness.  This phase is training on various cultural relationships that exist within the American society and the United States military.  Information includes:



(1)  Concepts or race and culture.



(2)  Historical, cultural, and contemporary issues affecting specific ethnic groups.  Included are Native Americans, White-Americans, Arab-Americans, Hispanic Americans, Black Americans, Asian Americans, and Jewish Americans.

NOTE:  Students should be advised that during the culture blocks only general information will be discussed, since there is not sufficient time to go into too much depth.  It should also be noted that the handouts are for information purposes and the famous individuals noted on the handouts is not an all inclusive list.


d.  Phase IV.  Aspects of Discrimination.  Information and training on discrimination that exist within the American society and the United States military.  Information includes:



(1)  Discrimination and prejudice, its background, types of discrimination, and contemporary issues related to discrimination.



(2)  Concept of racism and its impact on individuals, units, mission accomplishment, Army readiness, and strategies used by the EOR for combating racism.



(3)  Concept of sexism and its impact on individuals, units, mission accomplishment, Army readiness, and strategies used by the EOR for combating sexism.



(4)  Sexual harassment, its impact on human resources and the military, methods of identifying and preventing sexual harassment.



(5)  Concept of system/victim focus and how it impacts on the individual, the military, and civilian community.



(6)  Extremism, types, ideology of extremists, militias, and hate groups and how it impacts on the Army’s Equal Opportunity Program.


e.  Phase V.  Equal Opportunity Skills and Information.  This phase provides lesson plans on specific equal opportunity programs, policies, and philosophies not included in the other four phases.  Information includes:



(1)  EO Complaint Process to include types of complaints, timelines, procedures for resolving EO problems and issues, and the role the EOR has in the process.



(2)  Information gathering and surveys techniques and tools used in gathering information, and to identify issues related to the unit and EOR.



(3)  Concept of affirmative actions and Affirmative Action Plan and their importance to the military and the EORs role.



(4)  Ethnic observances and the role EORs have in the organization for planning and conducting of ethnic observances.

PART III.
STUDENT EXPECTATIONS

NOTE:  Refer students to Student Handout #1-2, Course Rules, in their note-taking guide.

1.  General.  During the course each student is required to meet certain expectations.  These expectations include abiding by the course rules, completing all course requirements, and participating in the lessons, discussions, and exercises.

2.  Course Rules.  To ensure each student receives the most from the training, 16 rules have been established.  These rules have been established basically to ensure each individual is treated with courtesy and respect.  These rules also will reinforce some of the skills and knowledge you will need to successfully perform EOR duties.

SHOW VIEWGRAPH #1-2
	Course Ground Rules

1.  Listen for understanding, not for agreement

2.  Treat other students with dignity and respect

3.  Sit by someone different every day

4.  Silence is agreement

5.  Everyone’s opinion is important

6.  Don’t interrupt or debate others





a.  Rule 1.  Listen for understanding, not for agreement.  You can’t understand what is said unless you listen.  


b.  Rule 2.  Treat other students with dignity and respect.


c.  Rule 3.  Sit by someone different every day.  Each day, whether in the classroom or small group, sit next to someone else on a daily basis.  This will give you an opportunity to get to know others.  


d.  Rule 4.  Silence is agreement.  During discussions and lessons, we want to hear what you have to say.  If you don’t say anything, it means you agree with what was said.


e.  Rule 5.  Everyone’s opinion is important.  This rule goes hand-in-hand with Rule number 4.  If you have an opinion, you will be given an opportunity to express it.


f.  Rule 6.  Don’t interrupt or debate others.  It is only common courtesy you don’t interrupt someone else who is speaking.  If you want to add to the conversation, raise your hand.  We also don’t want to debate on who is right or wrong.  During this course you will learn there are oftentimes more than one way to accomplish something and both ways can be correct.  For example, there are many leadership styles or methods utilized by leaders. 


g.  Rule 7.  Be on time (morning, breaks, lunch).  There is a lot of material to be covered in the course.  In order to ensure you are provided training necessary for you to perform EOR duties and responsibilities, all training needs to be presented.  Also, each of you are leaders, and as such, you know if you have a responsibility to be somewhere, you should be there.


h.  Rule 8.  If during a class an issue arises which may require greater discussion, the subject will be written on a butcher paper referred to as “Table Topics.”  This will ensure the block of instruction is completed on time.  Later on in the course we will have time to discuss the table topics.

SHOW VIEWGRAPH #1-3
	Course Ground Rules

7.  Be on time (morning, breaks, lunch)

8.  Table topics

9.  Critique sheets, fill them out right after each class

10.  Speak for yourself, not others




NOTE:  Provide students with a critique sheet, Handout #1-3.


i.  Rule 9.  Critique sheets, fill them out right after each class.  Critique sheets are one of the methods we have in improving the quality and quantity of instruction.  Don’t wait until the end of the course.  Be specific on your comments.  Refrain from providing feedback such as “good,” “bad,” etc.  You will be getting a class on providing feedback.


j.  Rule 10.  Speak for yourself, not others.  You cannot speak for others, you can only speak for yourself.  When you are expressing an opinion or making a statement, that opinion or statement is your opinion.  As such, you want to use the word “I” and not “we.”  For example, “I believe” or “I think”; not “we believe” or “we think.”

SHOW VIEWGRAPH #1-4
	Course Ground Rules

11.  Don’t use inclusionary language

12.  Participate in the exercises

13.  No unit work during the course

14.  If tired, stand up

15.  May not miss more than four hours

16.  Instructors are in charge





k.  Rule 11.  Don’t use exclusionary language.  Exclusionary language means not using language that excluding others.  For example, saying “you guys” when both male and females are present.  Furthermore, refrain from constantly using the male pronoun when giving an example or making a statement.  You need to start saying “he or she,” “him or her,” or “soldiers,” etc.  The instructors will be correcting you throughout the course, but you should also correct each other.


l.  Rule 12.  Participate in the exercises.  Each exercise is designed to reinforce some knowledge or skill.  You can’t learn that skill or knowledge unless you participate.  Also, if you have previously participated in a particular exercise, let the instructor know in advance.


m.  Rule 13.  No unit work during the course.  You are here to attend the EOR Course.  During this time you should not be involved in other duty requirements.  If so, you need to let one of the instructors know.


n.  Rule 14.  If you get tired stand up, and move to the rear of the classroom.


o.  Rule 15.  Students may not miss more than four hours of the course.  Any student missing more than four hours of classes will be subject to dismissal from the course.  Tutoring or remedial instruction will not be used to make-up more than four hours of missed classroom time. All absences must be arranged with an EOA.


p.  Rule 16.  Instructors are in charge.  Regardless of your grade or position, the instructor is in charge.  

3.  Course Evaluation.  To successfully complete this course you will be required to pass a written examination.  The course examination is designed to evaluate your ability to understand and comprehend the Army’s Equal Opportunity and Prevention of Sexual Harassment Programs.  In order to pass the examination you will be required to correctly answer 70 percent of the questions. If you fail the examination you will receive remedial training and re-take the examination.  If you fail the examination the second time you are disqualified for duty as an EOR.  It may also impact on you in other areas as a report of your failure will be reported back to your unit.  Recommend you take good notes and if you are unclear on any area throughout the course, ask for clarification.  The note-taking guide will also benefit you as a study guide for the course examination.

4.  Student assignments.  


a.  Each student is required to prepare a 15 minute oral presentation.  The presentation must be no shorter than 13 minutes and no longer than 17 minutes.  If you do not meet the time criteria you receive a “No Go” for the entire presentation.  Adequate time has been included in the course Program of Instruction (POI) to provide each student with time to prepare their presentations.  


b.  You will be graded using an evaluation checklist, which will be provided to you at the end of this presentation.  You must score 70 points to obtain a “Go” on your presentation.  If you do not receive a “Go” the first time, you will be given the opportunity to give it again.


c.  You must prepare an outline of your presentation and a copy given to the grader prior to your presentation.  The outline must have at least two main points and should have sub-points.  The outline may be handwritten.  The outline is not considered a training aid.


d.  You must use two different types of training aids and refer to them during your presentation.  The training aids need to be neat and legible and relate to your presentation topic.  A training aid, such as a piece of “butcher paper” or transparency with only the title of your presentation topic on it, is not considered a training aid.


e.  There is no question and answer period during your presentation.  If you use a video the time will not count towards your presentation.  However, it will be considered a training aid.


f.  Each student must personally prepare the presentation.  You may not use another student’s, or a former student’s work.  You are authorized and encouraged to solicit the assistance of your classmates.  


g.  These presentations will prepare you for the EO training classes you will be required to teach after you complete this course.  As leaders, you most likely have already been conducting training of one type or another, so giving training classes should not be new.  However, for those of you who feel uncomfortable talking before a group, we have prepared a list of suggestions for overcoming fear of speaking before a group.

NOTE:  Make student assignments based on subjects listed at enclosure 1.  You may wish to write the individual subjects on pieces of paper and have them draw their topic out of a bag, etc.  Refer students to Handout #1-4, Suggestions for Overcoming Fear of Speaking before a Group, Handout #1-5, Oral Presentation Requirements, Handout 1-6, Sample Outline and Handout #1-7, Information Briefing Evaluation Checklist.  Review the Information Briefing Evaluation Checklist with the students.  The student should be provided feedback on his her presentation shortly after their briefing.

5.  Course Graduation.  At the end of the course there will be a graduation ceremony.  Commander and First Sergeants are welcome.  You may also invite others to attend.

NOTE:  Tell students what the uniform will be for the graduation ceremony.

PART IV.
SMALL GROUP INSTRUCTION
NOTE:  Provide students presentation assignments (See Enclosure 1) and student requirements.

General.  As much as possible, small group instruction will be utilized.  All lectures will include the entire class with further discussions and exercises being performed by the students in their respective small groups.  Small groups will remain intact for the duration of the course. 

You will receive a block of instruction on small group facilitating and provided the opportunity to facilitate.  Summarize lesson objectives.

NOTE:  Breakdown of the class into groups should be executed by the instructors.

ENCLOSURE 1

STUDENT PRESENTATION SUBJECTS

	GENERAL SUBJECTS
	INDIVIDUALS

	
	

	Affirmative Actions

Afrocentrism

Age Discrimination

American Civil Liberties Union

American Indian Movement

Anti-Defamation League

Anti-Hate Groups Organizations

Anti-Semitism

Apartheid

Blacks In Government (BIG)

Blacks in the Vietnam War

B’nai B’rith

Buffalo Soldiers

Bureau of Indian Affairs

Busing and Integration

Cinco de Mayo

Cultural Diversity

Defense Advisory Committee on 

   Women in the Service (DACOWITS)

Defense Equal Opportunity Council 

Desegregation

Extremist Groups

Famous American Women

Famous Black Americans

Famous Chinese Americans

Famous Filipino Americans

Famous Hispanic Americans

Famous Japanese Americans

Famous Jewish Americans

Famous Korean Americans

Gender Discrimination


	Susan B. Anthony

Mary Frances Bethune

General Richard E. Cavozos

Cesar Chavez

Benjamin Chavis

Jim Crow

Frederick Douglass

Charles Drew

W.E.B. DuBois

Louis Farrakhan

Alex Haley

Crazy Horse

Chief Joseph

Corretta Scott King

Martin Luther King

Malcolm X

Nelson Mandela

Elijah Muhammed

Antonia Novello

Pablo Neruda

Jesse Owens

Quanah Parker

Rosa Parks

General Colin Powell

Jackie Robinson

Sojouner Truth

Harriett Tubman

Booker T. Washington

Governor John Waihee

Elie Wiesel

L. Douglas Wilder

	
	

	GENERAL SUBJECT

Hate Crimes

Holocaust

442d Combat Team

Japanese Internment during World War II

Ku Klux Klan

NcNamara’s 10,000

Sand Creek Massacre

Totem Poles

Trail of Tears

Tuskegee Airmen

Underground Railroad

White Supremacists

Women in Combat

Women in the Military

Wounded Knee
	


STUDENT HANDOUT #1-1

TRAINING SCHEDULE

	DAY 1
	SUBJECT
	INSTRUCTOR

	0800-0810
	Student Welcome
	

	0810-0830
	Commander’s Views on EO
	

	0830-1000
	Administrative Issues/Course Overview, Expectations & Small Groups
	

	1000-1100
	The Army’s EO Program & Policies
	

	1100-1200
	Role of the EOA/EOR
	

	1200-1300
	Lunch
	

	1300-1400
	Socialization Process
	

	1400-1700
	Create & Post Badges
	

	
	
	

	DAY 2
	
	

	0800-0900
	Values, Attitudes & Behaviors
	

	0900-1000
	Louisa Exercise
	

	1000-1100
	Communications Process
	

	1100-1200
	Effective Feedback
	

	1200-1300
	Lunch
	

	1300-1400
	Effective and Active Listening
	

	1400-1500
	Cash Register Exercise
	

	1500-1630
	Discrimination & Power
	

	1630-1700
	Student Research Time
	

	
	
	

	DAY 3
	
	

	0800-0930
	Perception Process & Stereotypes
	

	0930-1100
	Racism & Sexism
	

	1100-1200
	System/Victim Focus
	

	1200-1300
	Lunch
	

	1300-1330
	Somewhere U.S.A. Exercise
	

	1330-1430
	Military Affirmative Actions
	

	1430-1530
	Complaint Procedures
	

	1530-1630
	Ethnic Observances
	

	1630-1700
	Student Research Time
	

	
	
	

	DAY 4
	
	

	0800-0900
	Conflict Management
	

	0900-1000
	Climate Assessments
	

	1000-1100
	Extremist Organizations
	

	1100-1200
	Religious Accommodations
	

	1200-1300
	Lunch
	

	1300-1430
	The Holocaust
	

	1430-1530
	Sexual Harassment
	

	1530-1600
	Sexual Harassment Exercise
	

	1600-1700
	Student Research Time
	

	
	
	

	
	
	

	DAY 5
	SUBJECT
	INSTRUCTOR

	0800-0900
	Concepts of Culture
	

	0900-1100
	Native American Experience
	

	1100-1200
	Lunch
	

	1200-1400
	White American Experience
	

	1400-1600
	Arab American Experience
	

	1600-1700
	Student Research Time
	

	
	
	

	DAY 6
	
	

	0800-1000
	Hispanic American Experience
	

	1000-1200
	Black American Experience
	

	1200-1300
	Lunch
	

	1300-1500
	Asian American Experience
	

	1500-1700
	Jewish American Experience
	

	
	
	

	DAY 7
	
	

	0800-1000
	Women in the Military
	

	1000-1200
	Command Unique Issues
	

	1200-1300
	Lunch
	

	1300-1500
	Command Unique Issues
	

	1500-1700
	Student Research Time
	

	
	
	

	DAY 8
	
	

	0800-1200
	Student Presentations
	

	1200-1300
	Lunch
	

	1300-1700
	Student Presentations
	

	
	
	

	DAY 9
	
	

	0800-1200
	Small Group Facilitating
	

	1200-1300
	Lunch
	

	1300-1600
	Small Group Facilitating
	

	1600-1700
	Test Review
	

	
	
	

	DAY 10
	
	

	0800-0900
	Test Review
	

	0900-1000
	Final Exam
	

	1000-1030
	Final Exam Review
	

	1030-1100
	Course Evaluation
	

	1100-1200
	Instructor’s Time
	

	1200-1300
	Lunch
	

	1300-1400
	Graduation Preparation
	

	1400-1500
	Graduation
	


STUDENT HANDOUT #1-2

COURSE RULES

1.  Listen for understanding, not for agreement.

2.  Treat other students with dignity and respect.

3.  Sit by someone different every day.

4.  Silence is agreement.

5.  Everyone’s opinion is important.

6.  Don’t interrupt or debate others.

7.  Be on time (morning, breaks, lunch).

8.  Table topics.

9.  Critique sheets, fill them out right after each class.

10.  Speak for yourself, not others.

11.  Don’t use exclusionary language.

12.  Participate in the exercises.

13.  No unit work during the course.

14.  If you get tired stand up, and move to the rear of the classroom.

15.  May not miss more than four hours of instruction.

16.  Instructors are in charge.

STUDENT HANDOUT #1-3

STUDENT CRITIQUE SHEET

1.  The purpose of this survey is to obtain from you information that will enable the proponent school to assess the appropriateness and effectiveness of Equal Opportunity and Prevention of Sexual Harassment training.

2.  Instructions.  Indicate your response to each question by checking the appropriate numbered box.  Number 1 represents the least favorable or that you strongly disagree with statement and number 5 represents the most favorable response or you strongly agree with the statement.

	SURVEY QUESTIONS
	 RATING

	
	1
	2
	3
	4
	5

	1.   Instructor(s) knowledgeable of subject material.
	
	
	
	
	

	2.   Presentations were professional and provided adequate 

      instruction on EO and Sexual Harassment.
	
	
	
	
	

	3.   Material covered will be beneficial to me in my duties as an 

      EOR.
	
	
	
	
	

	4.  Training met expectations and provided me 

      information that will be beneficial.
	
	
	
	
	

	5.  This training provides me the tools necessary to support and 

      enforce the Army’s EO Program and Policies.
	
	
	
	
	

	6.   Training on the following subjects were appropriate and

      contained information that will be useful in my EOR role.
	
	
	
	
	

	     a.  EO Policy                                             
	
	
	
	
	

	     b.  EOA/EOR Responsibilities
	
	
	
	
	

	     c.  Socialization Process
	
	
	
	
	

	     d.  Communications Process
	
	
	
	
	

	     e.  Effective and Active Listening
	
	
	
	
	

	     f.  Values and Attitudes
	
	
	
	
	

	     g.  Conflict Management
	
	
	
	
	

	     h.  Perception Process & Stereotypes
	
	
	
	
	

	     I.  Cultural Diversity and Culture Blocks
	
	
	
	
	

	     j.  Racism
	
	
	
	
	

	     k.  Sexism
	
	
	
	
	

	     l.  Discrimination & Power
	
	
	
	
	

	     m.  Prejudice


	
	
	
	
	


	
	1
	2
	3
	4
	5

	     n.  Sexual Harassment
	
	
	
	
	

	     o.  Army EO Complaint System
	
	
	
	
	

	     p.  Extremist Organizations and Activities
	
	
	
	
	

	     r.  System/Victim Focus
	
	
	
	
	

	     s.  Religious Accommodation
	
	
	
	
	

	     t.  Small Group Facilitating
	
	
	
	
	

	     u.  Ethnic Observances
	
	
	
	
	

	     v.  Climate Assessments
	
	
	
	
	

	     w.  Effective Feedback
	
	
	
	
	

	     x.  Military Affirmative Actions
	
	
	
	
	

	7.  Practical exercises were appropriate and enhanced the  

     learning objectives.
	
	
	
	
	

	8.  Student Handouts were appropriate and helpful.
	
	
	
	
	

	9.  What changes would you like to see made to this course of instruction?


	
	
	
	
	

	10.  Other comments (use reverse side if additional space is needed for your comments).




STUDENT HANDOUT #1-4

SUGGESTIONS FOR OVERCOMING FEAR OF SPEAKING BEFORE A GROUP

1.  Know the material well (be an expert).

2.  Practice your presentation (pilot-test, and possibly video-tape yourself.

3.  Use involvement techniques (participation).

4.  Learn participants’ names and use them.

5.  Establish your credibility early.

6.  Use eye contact to establish rapport.

7.  Exhibit your advance preparation (via handouts, etc.).

8.  Anticipate potential problems (and prepare probable responses).

9.  Check in advance the facilities and AV equipment.

10.  Convince yourself to relax (breathe deeply; meditate; talk to yourself).

11.  Prepare an outline and follow it.

12.  Rest up so that you are physically and psychologically alert.

13.  Use you own style (don’t imitate someone else).

14.  Use your own words (don’t read).

15.  Put yourself in your trainees’ shoes (they’re asking, “What’s in it for me?”).

16.  Assume they are on your side (they aren’t necessarily antagonistic or hostile).

17.  Provide an overview of the presentation (state the end objectives).

18.  Accept some fears as being good (energizing stress vs. destructive).

19.  Identify your fears, categorize them as controllable or uncontrollable, and confront them.

20.  Give special emphasis to the first five minutes (super-preparation).

21.  Image yourself as a good speaker (self-fulfilling prophecy).

22.  Practice responses to tough questions or situations.

STUDENT HANDOUT #1-5

ORAL PRESENTATION REQUIREMENTS

1.  The presentation should be 15 minutes in length.  However, it must be no shorter than 13 minutes and no longer than 17 minutes.  Failure to meet the time criteria will result in a “No Go” for the entire presentation.

2.  You must have an outline of your presentation and give to the grader prior to your presentation.  The outline must have, at a minimum, two main points and should have sub-points.  The outline is not considered a training aid.

3.  You must use at least two different types of training aids and refer to them during your presentation.  The training aids need to be neat and legible and relate to your presentation topic.  A training aid, such as a piece of “butcher paper” or transparency with only the title of your presentation on it, is not considered a training aid.

4.  You must score 70 points to get a “Go.”

5.  There is no question and answer period.  If you use a video it will not count towards your time.  However, it will be considered a training aid.

6.  You must personally prepare your presentation.  You may not use another student’s, or a former student’s work.

7.  You will be graded IAW Handout #1-7, Information Briefing Evaluation Checklist.

STUDENT HANDOUT #1-6

SAMPLE ORAL PRESENTATION OUTLINE

SUBJECT:  Equal Opportunity in the Army                   INSTRUCTOR:  SSG Doe

1.  Army Equal Opportunity Program.


A.  Definition of Equal Opportunity in the Army.


B.  Responsibilities of the Army’s Equal Opportunity Program.

2.  Army’s Equal Opportunity Complaint Process.


A.  Formal.


B.  Informal.


C.  Alternative Agencies.



STUDENT HANDOUT #1-7


INFORMATION BRIEFING EVALUATION CHECKLIST





Student____________________Grader__________________Date______Score_______Go____(70+) No Go____(69-)





            Topic_____________________________________________________________________


	


�
INTRODUCTION�
                                                   SCORE�
�
1.  ATTENTION STEP





Did not follow protocol.  Failed to introduce self and topic.


Attention step was missing or


was not relevant





POINTS:      0            1            2�






Followed protocol for greeting.  Introduced self and topic. Presented an attention step.








3.5�
                                                  (             )





Followed protocol for greeting.


Introduced self and topic.


Gave credential.  Attention step


was relevant and innovative.





4                                               5�
�
2.  PURPOSE





Purpose and relevance not stated


or not clear





POINTS:      0            1            2�






Clearly stated purpose but


not relevance





3.5�
                                                        (       )





Clearly stated purpose and explained relevance and benefits to the audience.





4                                               5�
�
3.  OVERVIEW





Did not state controlling idea and major parts.  Did not indicate depth of coverage.  Did not explain procedure for the briefing.











POINTS:      0            1            2�






Presented controlling idea and major parts.  Explained procedure for the briefing.














3.5�
                                       (      )  X 2  (      )








Presented controlling idea clearly and logically.  Presented rationale for each major part.  Provided full depth of coverage.  Clearly explained procedure for the briefing.





4                                               5�
�
4.  FOCUS





No single controlling idea.  Major parts were not clearly identified.  Scope was too narrow or too broad.














POINTS:      0            1            2�






Presented a single, controlling idea.  Identified major parts.  Scope was sufficient.  Provided information relevant to purpose.











3.5�
                                       (      )  X 2  (      )





Presented a clear, simple statement of controlling idea and major parts.  Scope was appropriate.  Provided information that was relevant and enhanced purpose.  Anticipated relevant questions.








4                                               5�
�
5.  RELEVANCE





Information did not relate to purpose or purpose was not relevant to audience





POINTS:      0            1            2�






Information supported purpose.  Purpose was relevant to audience





3.5�
                                       (      )  X 2  (      )





Briefing provided new insight on information valuable to the audience.





4                                               5�
�
6.  ANALYSIS





Did not provide sufficient data to support ideas.  Did not develop major parts to level indicated in the overview.











POINTS:      0            1            2�






Provided evidence in sufficient detail to support ideas.  Data was relevant, but little variety.











3.5�
                                       (      )  X 2  (      )





Developed major parts to level indicated in the overview.  Used a wide variety of supporting data that was relevant to the audience and was sufficiently detailed to fully develop major parts.





4                                               5�
�
7.  SEQUENCING/PATTERN





No apparent order or did not follow order given in the overview.  No clear pattern of organization








POINTS:      0            1            2�






Clearly identified major parts.  Used appropriate pattern of organization and appropriate number of major parts.








3.5�
                                                         (      )








Followed order given in overview.  Pattern of organization contributed to analysis, development, and understanding of topic.





4                                               5�
�
8.  TRANSITIONS





No transitions or transitions were abrupt, awkward, or weak.











POINTS:      0            1            2�






Transitions connected main points.  Used interim summaries as appropriate.











3.5�
                                                         (      )





Transitions related previous point(s) to upcoming one or to the overall purpose.  Provided smooth flow from old to new material





4                                               5�
�






�
PRESENTATION SKILLS�
                                                     SCORE�
�
9.  EYE CONTACT





Did not establish eye contact or had minimal eye contact.  Read material most of the time.  Rarely looked up





POINTS:      0            1            2�






Maintained eye contact most of the time.  Looked at the audience, but tended to lose eye contact.





3.5�
                                                         (      )





Constantly maintained eye contact with the audience








4                                               5�
�
10.  MOVEMENT/GESTURES/


       FACIAL EXPRESSIONS





No movement or excessive movement.  No gestures.  No change n facial expression.














POINTS:      0            1            2�









Moved naturally without distracting audience.  Had natural, spontaneous gestures and facial expressions that did not distract from briefing.











3.5�
                                                        (       )








Integrated movements, gestures, and facial expressions with the briefing.  Movement improved the presentation by emphasizing points, establishing better contact, or allowing better use of visual aids.





4                                               5�
�
11.  VOICE





Monotone.  Rate was too fast or slow.  volume was too soft or loud.  Voice was difficult or impossible to understand.





POINTS:      0            1            2�






Appropriate variations in rate, pitch, volume, or tone.  Voice was clear and understandable.





3.5�
                                                        (      )





Used vocal changes to emphasize key points and reinforce meaning,








4                                               5�
�
12.  WORD USE





Word choice was too elementary or advanced.  Had obvious difficulty pronouncing words.  Used poor grammar.  Used exclusionary language, jargon, or acronyms.  Paused often to find words or used “fillers,” such as, “ah,” “ok,” “so,” or “uh” excessively.





POINTS:      0            1            2�






Appropriate vocabulary.  Correct pronunciation and grammar.  Explained acronyms.  Corrected accidental use of exclusionary language.  Minimal use of “fillers.”











3.5�
                                                         (      )





Introduced and explained new terms relevant to content.  Completely explained or did not use acronyms.  Used inclusionary language.  No noticeable “fillers.”











4                                               5�
�
13.  VISUAL AIDS





Visual aids were missing or were sloppy.  No reference made to aids (passive use).  Information was not accurate.  Use of aids was awkward.  “Talked” to visual aids.





POINTS:      0            1            2�
Visual Aid #1______________________


Visual Aid #2______________________


Visual aids were clear and accurate.  No difficulty using aids.














3.5�
                                                         (      )





Visual aids improved the briefing.  Used aids to clarify points which were hard to explain or to emphasize controlling key ideas (active use).








4                                               5�
�
�
CONCLUSION�
�
�
14.  SUMMARY





No summary or incomplete summary.  Introduced new material in the summary











POINTS:      0            1            2�






Returned to controlling idea.  Reviewed major parts.  Did not introduce new material.








3.5�
                                                         (      )





Complete summary.  Reemphasized controlling and key ideas, and strengthened the information presented.  did not introduce new material.





4                                               5�
�
15.  CLOSURE





Awkward or abrupt closure statement.








POINTS:      0            1            2�






Simple closure statement.  Left audience with a sense of completion.





3.5�
                                                        (      )





Closure statement stressed relevance to the audience and was innovative.





4                                               5�
�
16.  TIME





Did not meet time requirements.  “No Go” for the entire briefing if it was too short or too long.  (Under 13 min or over 17 min.).





POINTS:      0            1            2





�






Completed the briefing and all major parts within the allotted time.  (13-14:30 min. or 15:30-17 min.)








3.5�
                                                         (      )





Apportioned an appropriate amount of time for each major part presented in the overview and completed the briefing within the allotted time. (14:30-15:30 min.).





4                                               5�
�
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