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PREFACE

This is a guide for in-service training of instiuc~
tors assigned to all Ravy schools. When this guide is
used, it is intended that additional activities can be
included, aloag with some specific examples of locally-
developed in-iexrvice training plans which have teen
found effective.

This guide was prepared in the Bureau of Naval
Personnel in cooperation with the Service School
Commands, Great Lakes, Illinois, and San Diego, Cali-
fornia, and the Haval Schools Command, Norfolk, Vir-
ginia.

This guide cancels and supersedes the following:’

Guide for In-Service Instructor Training, Naval Officer
Schools, RavPers 92545

Guide for In-Service Training of Instructors Assigned
to Officer Candidate Schools, NavPers 92ulh .

Guide for In-Service Training of Instructors Assigned
to service Schools, wNavrPers 92189

Guide for In-Service Txzining of Instructors Assigned
to Recruit Training, WavPers 92149

Guide for In-Service ll'rai.ni.ng of Instructors Assigned
to Recruit Preparatory 'rraining, NavPers 92145 :

DA Sy
W. M, RINGNES
Captain, U,3, Navy
Deputy Assistant Chief for

Education and Treining
Bureau of Naval Personnel

REVIEWED AND APPROVED 2 August 1965
(Date)
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INTRODUCTION

Thig Ruide has been developed to assist Officers-in-Charge of Navy service schools in
implemepting effective in-service treining programs. The primary objective for any school is
to mainy8in EFFECTIVE INSTRUCTION. The Officer-in-Charge can realize this objective through an
effectiveé in-gervice training program. It therefore follows that, while the Officer-in-Charge
can and phould delegate many of the duties involved in implementing this program, the total
responsiPility for the program and EFFECTIVE INSTRUCTION is and must remain his principal con-
cern. SYated in more specific terms, the rpose of this guide is two-fold: first, to give
all pergounel who ere responsible in any - for effective administration of the prograem a
broad uypderstanding of in-service training, general principles for implementing all phases of
the progFu, and numercus suggestions for adding variety and interest to the program, second,
to set yOTth stendsards by which a school may measure the effectiveness of its prograuw.

AltpOugh thie guide was prepared for the express purpose of ;romoting better in-service
training Of instructors in Navy service schools, the subject maycer content hes broader appli-

cations #hd may be utilized with profit by key personmel of other schools, both civilian and
military-

The Jutent of this guide 1is that personnel having in-service training responsibilities will

consult the guide for ideas and principles and then develop an in-service training program
vhich will F111 the needs of the schocl staff,
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CHAPTER T

DEFINITION AND SCOPE OF IN-~SERVICE TRAINING
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CONTENTS OF THIS CHAPTER

Section 1. Introduction
Section 2. Definition of "In-Service Training" in Navy Schools
Section 3. Scope of In-Service Treining
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1. Introduction

Navy men are placed in a variety of roles in many duty staticns during the course of their
naval careers. Each of these roles demands a variety of skills and knowledge. As a Navy in-
structor, pre-service training along with experience 1s necessary for effective growth in areas
of teaching. Navy instructors are a7zt to be strong in content krowledge of their specilalties,
but may be minimally qualifies in téchniques of instruction. TheY need assistance in their
instructing to avoid the formation of undesirable habits. On the other hand, pe:sonnel who
have been instructing for some time are llkely to develop stereotyped ways; they need to be
encouraged %o try new techniques that will provide greater challenge and more interest for the
men in their classes.

It is generally agreed that the major requisites of a good Navy instructor are to know his
subject and to be able to teach it. Many years of training and experience are usually re-
quired for most individuals to acquire the knowledge and skill required in their specialties,
whether civilian ox military. Years of formal education are required in the preparation of
civilian teachers. In the Navy, however, training for instructor duty must le accomplished in
a minimum period of time; compared to specialty training ani civilian teacher training, it is
exceptionally brief.

Therefore, in-service training programs heve been developed in the Navy to meet the needs
of both new and experienced lnstructors.

The ultimete objective of an in-service “vaining ... 2 %0 aprov s Yhe quality of in-
struction as a mea~nn of hettay prepariy.g traineet for | .ir responsiicllities in the Navy. Such
8 progrs.. ' r pnceslicl | lmarily with traiuing instructors on the job to perform their in-
structing Jobs more effectively.

2. Defznition of "In-Service Training" in Navy Schools

In-service tralning as used in this guide refers primarily to :Eis=cial training or
~instruction provided for Navy icstructors to increase their over-al cor. petence and effective-
.ness &8 inatructors. Some dirvussions of in-service training progr=us include such nc’civi‘bien
a8 information and education programs, epecial classes in preparation for examinations for’
ndvancement in rating, etec. Such activities may well come within toe Troad definition of im-
gervice treining. Thei: exclusion here is not intended to minimize:-the:ir importance. Orly
on-the-Job efforte to improve imstructor performance cowme within thr ecope of this publication.

3. Scope of In-Service Training

The Officer -in-Charge should place primary emphasis upon those iz-service training activ-
ities designed to assist the school staff in archieving the goal of Zmioved instruction. The
scope of this training should not, however, be so narrow as to exclize the improvement of the
"whole" Navy man. Other training activities are importent in attaiizing overall instructional
competence. With this in mind, the following areas ere suggested a=xbeing suitable to a
well-balanced program. (See Appendix B for further eupporting infe=a:tion. )

a. Imorovement of Instructional Competence (Primary empha.sis)

Navy in@structor training schools provide ghort but intensiz'e courses in tra.ining per-
sonnel in <he philosophy, procedures, methods and techniques of temchlng. However, even
after successful completion of such & course, Naval Instructors neei considerable guldance and

5
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help in applying newly acquired knowledge and skills in a "live" situation. For example, they
need to learn (a) the types of trainees that they will meet in the ¢lassyoom, (b) the specific
skills and knowledge that they will teach, (c) the methods and “echniques which will prove

most suitable, and (d) the specific equipments and training aids which will be a part of their
assigned instructional areas. In addition, they need help in prepsnring to instruct and in
making classrcom presentations. In general, they need guidance in learning how to apply and
improve what they have learned in the Inatructor Training School ir an actual tesching-learning
situation.

Improvement of instructional competence starts with a sound, well-planned orientation
progran for the newly assigned instructor, and continmuzs throughout his tour of duty. It
should include such ectivities as: classrcom evalusiion by competent evaluators, group meet-
ings, rotation through e variety of teaching assigaments (provided teaching units are short
enough to Justify), appropriate use of self-evaluation check lists, inter-visitation by in-
structors, and outside study. .

b. Improvement of Supervisory Competence.

Supervisory 2ompetence is gained through: training and experience., More and more senior
pe’sty officers, particularly in the E-3 and E-9 brackets, assume such posts. Normally assigned
to billets where they are in direct contact with the insi.:uctors on one hand, and with the
school administrators on the other, they have need for skills in such fields as human relations,
guidance, counseling, and interviewing. In addition, they must master group meeting and
scheduling techniques, and become familiar with a variety of other items pertinent to the needs
of the billet.

Officers assigned to administrative billets in service schools also frequently find
that the problems involved in school administration necessitate additional training. The
School Administration, Course "G" offered at Instructor Training Scheols, located at Great
Lakes, San Diego, and Norfolk, provides training in Navy school administration. Additienad
adrninistrative training, particularly as is appropriate to the specific school's nerd. i
accomplished through local in-service training. ’

¢. Improvement of Leadership Competence.

The high quality of the officers and men of the United States Navy must never be

allowed to diminish. Instructors often lose sight of the fact that leadership in a school

situation is Just as important as leadership in a ship situstion. Dynamic and continuing
emphasis must be given to leadership problems through the use of a variety of methods and
techniques. Swall gruup discussions {prefersbly on locally important problems), inspirational
presentations on selected subjects, self-evaluation, effective utilization of leadership train-
ing materials, other evaluative techniques, careful attention to naval honors » ceremonies and
etiquette, stress on personal responsibility and example, are only a few of the wmany methods
and techniques vhich way be used effectively. A certain number of group meetings are desirable,
but the bulk of the leadership development effort should be integrated with the regular daily
schedule of activities, . '

d. Improvement of Technical Competence.

Assignment to instructor duty in d service school provides the Navy man with a unique
opportunity to .improve his technical ability. Instructors can improve their technical compe.
tence by a variety of weans. Some of these are: (a) a carefully planned education program in
their various specialties, (b) a program providing for instructors to "sit in" on clasces
covering subject matter in which they are weak, (c) provisions for keeping abreast of new
principles, theories, literature, and equipments in the field, {d) correspondence courses,

(e) visits to ships, and (f) taking short courses in other schools during breaks between
classes. An effective rrogram for upgrading such cowpetence is one that is carefully planned
apd which provides specific opportunities as well &s the necessary motivation and encouragement,

e. General) Educational Cowpetence.

If there is auy truth in the old adage that "other things being equal, sn educated man
is the better man," we would be reéemiss in our duty to the Navy ds-well as to the individual
concerned, if the in-service training program fafled to encourage and assist him in improving
his general educational background. Shore duty provides-a:q_»-?xcellent opportunity to develop
this important facet of the typical petty officer by encourdging him to channel his efforts



Full Tt Provided by ERIC.

during his off-duty hours into this useful aref. In-service training meetings may include for
discussion such topics as English, matpluatics, sclence, politics and psychology.

Visiting speakers frum local high 8choOls and colleges can be utilized as appropriate.
United States Armed Forces Institute (USAFI) provides a wealth of useful courses., Many cowmun-
ities have adult evening schools which Offer blgh school level and college level courses.
tolleges and universities are often locAted within easy commuting distance of Raval shore
installations, and in addition, many upiversitles offer excellent correspondence courses.

f£. Military-Competence for AdvanceRept.

All programs should include proVigions for personal advancement. Advancement of qual-
ified personnel in the petty officer rsnks is Very important to the indivriduals concerned from
a morale standpoint as well as from an €conomi¢ gtandpoint. In addition, it 1s of prime
jmportance to the Navy in £illing the petty officer billets with the most qualified personnel
svallable. Thus, promotions are a neceBsafy part of tue total effort. Failure to properly
prepare for advancement 1n an organized and thOrough manner, is perhaps the zveatest single
reason why some petty ofiicers fall to Pas8 the examinations. A well-balanced in-service
training program should assist staff mefbers tO prepare for advancement in rating. =Service
schools which have established such proRrams r€port whole-hearted participation by the staff

wembers concerned.
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CEAPTER II
PLANNING AN IN-SERVICE TRAINING PROGRAM
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1. Purpose and &cope of this Chapter

It is essential to the attainment of the objectives of the various Navy schools that the
quality of instruction be kept on @8 high a plane es pussible. This can be best accomplished
by a positive effort on the part of all thcse concerned with administration and instruction in
these schools. The success of a program of this type-depeads to & large extent upon the atti-
tude, interest, and the active participation of the superviscry personnel. A practical approach
to this problem of lwmproving instruction is through an in-service training program. In-gervice
training for instructors and administrative staff is a "must" if trainees are to bhave the
advantage of the best possible instruction.

. The best in-service training rarely occ‘tirs of its own accoxrd. It usually happens as a
result of careful planning aimed at fulfilling specific needs and at enabling =s many as
possible to participate. An unplanned in-service training program is mich like a rudderless
ship. It isn't really going anywhere and much of tbe time it is in danger of running aground. :
This chapter is intended to provide some ideas on how to organize an effective in-service v
training program.

e e e i bt A a1

2. Organizing for Effective In-Service Training

Any well-organized in-service training program should have: (1) an In-Service Training
Officer, (2) an In-Service Training Coumittee, and (3) a written In-Service Training Program.
Each will be discussed in detail as follows:

a. The In-Service Training Officer, One of the first steps to be taken in organizing for
effective in-service training is the appointment of an In-Service Training Officer. In smaller
schools, it may be most practical for the Officer-in-Charge tu assume this additional responsi-
bility while in larger schools the Officer-in-Charge may wish to designate another officer for
the duty. The duties of the In-Service training Officer include the following:

(1) In general, the In-Service Training Officer must act as & "spark plug' behind the
entire program and provide the encouragement, suggestions, and motivation necessary for keeping
the program moving in a live and dynamic manner.

(2) He serves as chairman of the In-Service Trajning Committee, about which more will
be written later, during its regular meeting. Such meetings should be conducted under his
direction and authority. .

(3) He assigns new members to the In-Service Training Committee ca a rotational basis.

(4) He ensures that constant and vigorcus stress is placed upon all the objectives of
the program and particularly upon the primary objective; to improve instructional competence.

(5) He ensures that records of each comittee meeting are maintained by the Committee
Recorder. 8’
Q
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(S) He ensures that a running record of all in-service training activities is maintained.
‘This record can effectively be utilized in making periodic evaluations of the overall program
by answering such guestions as: HOW well have we done? What nceds to be done? If required by
cormand instruction, this record can be submitted to the Commanding Officer as evidence of the
in-servise training conducted.

(7) He provides advisory service to personnel in the performance of their assigned
duties,

b. The In-Service Training Committes, A major step in establishing an organization for
effective iun-service training is the formation of an In-Service Training Committee., The In-
Service Training Committee should be promulgated by a written school Instruction in order to
make it 2h official function of the school.

(1) size. The committee should bave a good representation from the school's administra-
tive stefl a8 well as from the instructional staff. Membership should be arranged so that
when nev¥ Dembérs are brought in there will be a sufficient number of "old hands" remaining to
ensure continuity in the program. The coumittee may vary in size from three or four members
in a smsll school to ten or twelve 1In a large school.

(2) Function, The overall function of the Committee is to provide ideaa, develop
policies &nd plans, supervise the various facets of in-service training, and, in general, to
act witb the In-Service Training Officer in planning, conducting and ceordinating, and evalust-
ing the Various activities.

(3) Assistent Chairmanships. To keep a program live and dynamic, it is freguently
necesgaYyY that In-Service Training Officers designate various comnmittee members o serve as
assistant chairmen in charge of the individual activities. For example, cne member could be
in charge of the clagaroom evaluation program, another in charge of staff meetings, another in
charge of leadership tralning, another in charge of maintaining and publicizing library mater-
ials, anOther in charge of publicizing educational opportunities, etc. The six in-service
training areas, previousiy discussed (Chapters 1 - 3), may assist the In-Service Training
Officer in planning such assistant chairmanships,

(‘#) Meetings, To be moat effective, an In-Service Training Comsittee must have regu-
larly scheduled meetings. Normally, one regular meeting each month is sufficient to accomplish
the neceSaary vork, but additional special meetings should be called when required. The chair-
men should keep the meeting woving in a business-like manner. A Recorder should keep clear
and complete notes. The chairmen should meke oral reports on the activities conducted in the
past month in their individusl areas, and suggest ideas for futuve implementation. General
interchange of ideas ghould be promoted by the Chairman and specific plans set up for the
following month. The task of preparing s smooth report of past activities and a list of
planned future activities may be properly assigned to the Recorder. (See Appendix B.)

('5) The In-Service Training_Recorder. The duties of the In-~Service training Records
-include the following:

(a) Prepare and maintain legible and complete notes.

(b) Cowpile information for monthly report to the Officer-in-Charge.

(c¢) Prepare report on past activities.

(d4) Notify committees of special meetings and time and date of regular meeting.
(e) Present oral reports as required.

c. The writtep in-service training pro . One of the first major jobs of the in-service
training committee 18 to develop an effective, written, in-service training program. The
program Mst be developed in a neat, well-organized format and carefully tailored to meet all
the school's in-service training needs. It will provide a "rudder" to help keep the actual
program ©h a straight course. A written.program hag the following important benefits:

(l) It places in-service training in its proper perspective in the school's overall
training Program, i

‘|
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(2) It assists in gaining wider acceptance of the program by Staff members.
(3) It provides a sense of direction to support the goals of the program.
(&) It provides an organizational framework necessary to carry cut the program.

The written in-service program shiould be reproduced in quentity and issued to all new
staff members as & part of their orientation to the school. A thorough understanding of the

program at that time will be very helpful in gaining acceptance and full cooperation by new
staff members.

3. Planning the Program

Planning an in-service training program should be a group project rather than a one-man
speculation. Group planning takes advantage of interchange of ideas and opinions of wmany
people and usually results in a program which is more certain to gain group acceptance which
is 80 necessary to its success. Ccmmittees and sub-committees can be effectively employed
in investigating the various facts of in-service training as well ss in organizing the actual-
program. The following questions may be proposed to such comnittzes as a basis for their work:

a. What are the in-service training needs of our staff?

b, vhat should be the specific objectives of our program?

¢. VWhich methods, procedures, etc., shall be employed to reach each of these objectives?
d. vhat kind of an organization is needed to ensure a dynamic and continuing program?

e. How should this organization function?

f. What controls shall be incorporated into the program to ensure that no part of it
deteriorates or lies dormant?

Careful and thorough planning is essential if the program, as finally developed, is to be
realistic in terms of the school's needs, and if it is to endure. Additionally, the planning
resulte - should be communicated to the staff so they will know the meaning and valuee of in- :
gservice trailning end the opportunities which it will afford. Such publicity, given early 1n
the ata.ges of program development, will promote staff interes:.

k. Providing Time for the Program

The Officer-in-Charge shall spec:l.fy a definite time for the program. The best a.rrangement
is a regularly scheduled time during the working day. Some schools have used a period or two
one afternoon every other week for this purpose. Once the Officer-in-Charge has specified the
time, it should be promlgated in the written organization of the In-Service Training Program.

5. Publicizing the Program

To get the broadest possible cooperat:l.on from the 1nstructional ste.ff, a certa.:l.n ‘amount of
publicity is needed relative to the training need, the opportunities available, the activities
scheduled, the results expected, the results ohtained, ete. This can usually be accomplished
in a variety of ways, as follows: v

a. Printed notices or color’ul posters placed on bulletin boards and in the instruetors'
lounge areas.

b. BSpecial announcements at morning quarters.’

¢. Announcements at regula.x? staff meetings.

’The Officer-in-Charge of the service school should initiate the execution of the written
In-Service Training Program by an Instruction stating itg purpose, background, problem, dis.
cussion, policy guidelines, and action. The Instruction should contain the written in-service

program as an enclosure. Notices, when neceszsary, should be used to promilgate changes or
&dditions to the originel program., "
. :’ "i.'
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6. Making the Program Work

An in-service training program will not work by itself, even though it may be very care-
fully planned. The "execution phase" cannot be taken for granted. In order to be effective,
the program must be "s0ld" to the staff as an opportunity--not presented to them as a collateral
duty.

Frequent reminders are necessary--motivation is essential. A certain amount of publicity
is a requirement in order to keep the program alive and dynamic. It is up to the In-Service
Praining Officer and the In-Service Training Committee to provide interesting and useful train-
ing opportunities, to encourage all instructors to take part in every way possible, to diacover
vhat the instructors need in the way of training, and to provide that training to the best of
their abilities.

T- Keex;ing the Program Going’

Sometimes the in-service training program is among the first activities to be eliminated’
when a school has a reduction of staff personnel. Of course, situations arise which require
Commanding Officers and Officers-in-Charge to make adJustments in all departments. However,
modification rather than elimination of in-service training programs is recommended in such
4nstences because it iz during periods of rapld turn-over of personnel that in-gervice training
can pay the greatest dividends. ;
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CONDUCTING AN IN-SERVICE TRAINING PROGRAM
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1. Purpose and Scope of this Chapter

An in-service training program will not run of its own accord, even though it may be care-
fully planned. A written in-service training program that gathers dust on the shelf, an in-
service training committee that meets only infrequently, an occasional classroom evaluation or
an occasional group meeting, are proofs that a service school has an ineffective in-service
training program. Any successful program has the seeds of 1ts success in the selection of a
good In-Service Officer (the "spark plug"), and in a dynamic and interested In-Service Training
Committee (the "prime mover"). The In~Service Training Officer and the members of the committee
mst make a strong effort, as mentioned previously, to "sell" the program to the staff as an
opportunity rather than as a collateral duty. They should be alert to discover the needs for

in-service training. They should provide the necessary training in a logical and interesting
marnner. .

This chapter includes some practical procedures and activities which may be used in con-
ducting in-service training. The majority of these activities have been proved: effective in
actual use in one or more of the Ravy's schools.- - This chapter does not contain an exhaustive
list of activities and, no doubt, local commands will develop others or vork out appropriate
modifications to some of these suggested activities. d

2. Conducting Training to Improve the Individue.l's Effectivencse as an Instructcr (fo:- new
instructors)

A good induction program for new instructors should be a definite part of the in-service

training plan. The induction pla.n should be orientational in nature and - be divided into two
phases. . .

The first phase involves such activities as getting dcqnninted wi:bh the adminiétrnfiire
staff and the imstructional staff, learning the mission and physical makeup of the school, and
in general, getting ad.justed to. the -new assignment. o =

In the second phase, the new instructor should have an opportunity to observe good instruc- ,
tors and to follow up these observations with the instructor in a discussion period. The new
instructor should receive guidance and assistance from his supervisor in planning his.work,
and also much encouragement in his efforts. During this phase, the supervisor should inform
the new instructor of all:the opportunities for individusl improvement. - The new instructor
should receive help and guidance not only in improving his technical a.’bility but also help in
instructional methods and technigques. He should be completely informed of all aspects of the
in-service training program and assisted in making the best use of 1t.: A regular program of
classroom evaluation should be in effect to aild the instructors in improving technical compe-
tence as well as teaching competence. : _

' The following 1s a list of activities to be included in the orientation process:
a. Ea.miiinrization with the school procedures » 1ncluding a check list.

b. Indoctrination for actual duties - procedures including qualifications cherts and
evaluation. devices, etc.

2




¢. Interviews with key personnel, experienced instructors, etc.
d. Assignment of understudies to experienced inetructors.
3. Imstructor Improvement Program (for ell instructors)

a. Use of Staff Meetings. Regularly scheduled meetings of staff instructors provide an
excellent method of carrying out in-gervice training. This technique, used a great deal in
the Navy, can be very effective. The conference, usually scheduled once a week, lends itself
nicely to a variety of activities and topics. It provides an opportunity for exchange of ideas
and techniques among instructors, discussion of mutual problems, etc. An officer on the school
staff who is familiar with good instructionsl practices should also attend all these meetings.

These staff meetings mst be carefully planned to fill a definite need. The following .
is presented as a consideration for staff meeting technique:

(1) Time considerations--frequency, length of meeting, and time of day

(2) Place considerations--piace of meeting, desirable facilities, and atmosphere

(3) Organizational considerations--leader and recorder

(4) Suggested topics~--methods and techniques, curriculum revisions, subject matter of
course, topics releted to education and training, topics related to functioning of the school
as a whole, school training policies .

(5) Suggested methods--all-staff conferences, presentations by lnstructors or guest

speakers, brainstorming, case studies, role-playing, buzz-sessions, panel discussions, demon-
strations, and work shops.

(6) Quarterly schedule-~how developed, format, contents, how promﬁgated. (Show sample)
(7) Notices--purpose, value. (Show sample)
(8) Record of meetings--purpose, value, how kept, and use. (Show sample)

b. Activities of Staff Meet:lngg: ) o Co ‘ s

(1) Demonstrations on new equipment could be conducted by a staff wember who is thor-
oughly checked out on the equipment, or by an outside expert called in for this purpose.

: . (2) New developments end new equipment in the Fleet can serve as a basis for a very
worthwhile meeting and aid in keeping staff members abreast of the latest changes. Such a
meeting could be conducted by new instructors who bave recently been in the Fleet and are very -
familiar with the new developments and equipment. :

~ . (3) Training £110s: folloved by group discussions provide another means of holding an
interesting and worthuhile meeting. The film could be related io the imstructional duties of
the staff, to new equipment, etc. When this idea 1s used, it would be well for the leader to
follow this procedure: . ‘ R Lo ' S .
‘ (a) Preview the film in private and take caremi‘ notes.

. (b) Work out a series of thought-provoking questions to be used in the later
discussion. . ' ' ' -

(e) Introduce the film properly.
'(4) Show the £ilm under the best possible conditions.

(e) Hold the discussion baced on the film, using the pre-planned questions to en-
courage discussion. ' i

(4) Demonstration lessons will often serve to stimulate improvement in teaching tech-
niques and methods. When this idea is utilized, one of the better instructors should act as
. instructor, ten or twelve of the staff members serving as the class and the remainder of the
group acting as observers. The group should be briefed as to the important things.
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The meeting can conclude with & group discussion on the methods and techniques observed. The
Job of presenting a demonstration lesson should be rotated to avoid baving the same ingtructor
present too many lessons.

(5) Panel discussion provides another means of effective in-service training. There

is a wide choice of very useful subject matter suitable to discussion by a panel. Such subjects
ag: wmotivation, morale of trainees, discipline, responsivilities of the petty officers, citi-
zensilp, or even areas of subject matter within the rating of the instructors » could provide a
useful and interesting session. Wnen panc™ Aiscussions are planned, they should be carefully
organized to £ill a definite need. An expe. .caced instructor, well versed in the procedures for
conducting a panel, should be chosen to act @s moderator. Four to six members are sufficisnt
to develop a good panel. They should receive the questiocn to be discussed in advance of the
meeting in order to organize their thoughts on the subject. The moderator must keep full
control of the meeting but must also allow each member o state his views on the subject. It

; adds a note of interest to allow fifteen or twenty minutes at the end of the sessions as a

; question period during which time the audience of staff members can ask the panel more questionms.

(6) Presentations by ocutside specialists can also be utilized effectively for group in-
service training meetings. The topic selected must be one that £ills a specified need. The
subjects scheduled could be of general interest, such as radiological, biological or chemical
varfare defensive measures. They should concern new developments in the field covered by the
rating of the instructors, or subjects such as individuel differences » testing and training
aids. Vhatever the subject, emphasis should be placed on planning to fill a specific need.

c. Small Group Discussions. Although it is sometimes difficult to find adequate time in
the normal busy treining schedule to conduct frequent meetings of the entire staff, it is
generally a simple matter tc plan meetings of small groups. Such distinet groups as supervig-
ory pereonnel, "off-platform” instructors, specific area instructors, or personnel assigned to
special duties such as master-at-arms force, counseling, testing, or civilian workers can
profit from smell group meetings. Many of the suggestions which were previously offered Zor
conducting regular staff meetings are equally useful in small group meetings. In addition, the

nature of small groups is such that general discussions and interchange of ideas and opinions
can be interesting and useful portions of the meeting. (See Information Sheet, "How to Prepare
For, and Conduct, a Group Discussion” in Appendix D.)

i d. Use of Formal Classroom Evaluations. An active and dynamic program of instructor=
classroom evaluations is a necessary part of any service school -ine-service training program.
Rew instructors need assistance in getting adjusted to the problems of classroom work. Evalua-
tions also benefit the "old" imstructor who might be prone to "get into a rut" in his use of

' In many gervice schools, mstructors‘are .evaluated as frequently as once a month » vhile
others feel that once every six weeks or even each guarter is adequate. In any event, the .
e school should make provisions for regular and continuing evaluations.

= In order to ensure that no instructor is omitted from the program, many schools prepare
some type of an "instructor status board" which lists all of the instructors on boerd, and the
subject matter units or areas. It provides space for noting pertinent data under such headings
as fa) Reported On Board, (b) Qualifying, (c) Qualified, (d) Presently Assigned, and (e) Date
Last Evaluated. Such a visual presentation provides the viewer with much useful information in
regard to any instructor, and especially keeps the supervisor abreast of the status of individe
ual evaluvations. L . : .

Classroom evaluations usually should be conducted by supervisory personmnel who have -
been well trained in the techniques and procedures of evaluation, or by senior experienced
instructors. Classroom evaluation should be considered as a regular part of their duties--not,
as a collateral function. . '

it 1s frequently desirable to have the In-Service Training Committee conduct a periodic
screening of all the evaluation sheets maintained in the office files. This might be done -
annually or semi-annmualiy. The coumittee members may scan the comments on all the sheets rela-
tive to specific parts of the lessons presented. An overall perusal gsuch as this » if carefully
carried out, frequently reveals specific areas where the instructional staff as a whole appears
weak, and therefore might profit from in-service training meetings pianned to improve such
areas--e.g., introductions, question techniques, utilization of training aids, demonstration
techniques, etc. - , ' ‘ : .




This chapter will not concern itself with a discussion of the need for, nor the specif-
ic techniques of, classroom evaluations. Too much has been written in Navy Publications con-
cerning evaluation of instruction to attempt to condense such vital material. When necessary,
personnel may familiarize themselves with such techniques and the assoclated procedures by
studying the appropriate chapter in The Manual for Navy Instructor~ NavPers 16103 (Series),
and the numerous references given in the bibliography of this guic..

The following are guidelines of organizational procedures that must be incorporated in

planning and iustituting an effective Evaluation Program for the ~ritten In-Service Training
plan:

(1) Time considerations--frequercy, iength, neture of subject matter, and its effact
on frequency and length, "spot" evaluations vs. curriculum unit evaluations.

(2) Organizational considerations--plenning a long-range program, personnel responsible
for making evaluations, making time available. (Show sample)

(3) Procedures when the evaluation 16 conducted on the "spot" basis.

(4) Procedures whem the evaluation is conducted on the instructional unit basis.
(5) Use of evaluation devices. (Show eamples)

(6) Follow-up activities--purpose, value, kinds, methods.

(7) Evaluation records--Individual instructor evaluation folder, chart showing extent
to which each instructor has been evaluated (Show sample), Evaluation Chart showing to what
extent each area of subject matter has been evaluated. (Show sample)

d. The Use of Other Facilities.

(1) Each major naval training activity has a center or station library which is a use-
ful source of reference materials. In some cases, In-Service Training Dfficers fail to take
full advantage of this valuable source of materials in implementing their programs. This
source should be kept constantly in mind. In addition, it is advisable to have a smaller
collection.of materials avallable in each service school slanted at the special needs of the
particular school. Usually there is a fairly large number of useful books and pamphlets in
various corners of & typical service school. If collected together in a central place and:
made available to the entire staff, they would provide a nucleus for starting a small but use-
ful staff library. Members of the staff should be assigned the duty of Staff Librarian on a
rotational basis, and given the task of organizing, maintaining and controlling such a library.
As various new materials are procured and the library grows, the librarian should originate a
numbering system, a card index. system, and. some means’ for- checking the materials in and out.

The librarian should publicize nev materials which are added to the staff library
to aid instructors in making more effective use of them, and should provide for routing of
special materials in order to ensure that all concerned have an’opportunity to familiarize
themselves with them. New techniques, procedures, or methods discovered through reading of
such materials might become the subiect of useful in-service training meetlings.

The question of what types of materials to Procure for a staff library is one which
should be given careful thought. Procurement of books or pamphlets in an indiscriminate manner
can become expensive and wasteful, and may result in a collection of materials which still may
not provide the refearences services needed. -The six areas previously suggested as a well-
balanced program may serve as a basis for selection of appropriate reference materials to
supzort the school's program in an effective manner.

(2) Instructors can gain considerable knowledge through a carefully planned program of
visitation to schools conducting the same or related courses. Such a program can take the

form of having instructors sit in on classes taught by other instructors, or by making field
trips.

Observation of other instructors teaching in the same, or related subject matter
areas gives the observer an opportunity to see the subject matter being taught as the trainee
would see it.. Techniques and methods are thus seea from a new viewpoint and the subject matter
problems often take on new meaning.
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Field trips to other military or civilian activities are frequently beneficial for
ingtructor personnel. For instance, instructors in the Cooks and Bakers School can benefit from
field trips to bakeries or packing plauts; and instructors of variocus technical rates can fre-
quently learn a great deal from conducted tours of civilian laboratories or plants which are
developing or manufacturing tbe equipment that the Ravy will be using. Such field trips, care-
fully planned to achieve the greatest value for the visiting instructors, are an interesting
and fruitful device that may be employed in most in-service training programs. Each field trip
should be followed ")y a small group discussion of the vieiting instructors so that they may
analyze the values derived. ' :

(3) An in-service training program should publicize local educational opportunitius,
and provide the guidance and encouragement necessary for school persomnel to seek these oppor-
tunities. :

One wember of the In-Service Training Committee 3hould be assigned the responsibil-
ity of publicizing available educational opportunities. This committee member cau perform the
following services:

(a) Prepare colorful bulletin board displays and/or make announcraoents. relative to
educational opportunities available. :

(v) Make appropriate bulletin board displays and/or announcesents relative to
eiviiian educational opvortunities available in the civilian community in vhich the sailor may
participate during his uff-duty hours.

(c) Prepare colorful bulletin board displays and/or araouncements relative to _local
cultural activities which the sailor and/or his fawily may attepi.

, (d) Assist the In-Service Training Officer in gepsrating staff educaticnal and

cultural improvement activities. . '

k. Training to Improve the Individual's Effectiveness iu his Administrative, Supervisory, and
Collateral Duties. '

8. Scope of Training. S5ince the Navy instructor performs other functions as well as
actual classroom activity, provision must be made to help him in his sdministrative » supervig.

ory, and collateral duties. Included in the in-service training program would be the following
personnel; , ) . .

(1) All administrative personnel (Officer-in-Charge » Assistani Officer-in-Charge, Chief
Instructor, Phase Leaders). - -

(2) A1) personnel aseigned specific duties other than administrative aud instructional
such as student counselors, evaluators, testing superviscrs, training aids, technicians and
librarians. , : - .

(3) Members of special coanittees such as testing, curriculum revision, recreation and
welfare, in-service training, azd screening. . :

b. Methods. Additionsl methods by vhich this category of training should be conducted are:
(1) Understudying bersons being relieved |
v(2) Group meetings ‘ | o
(3) Individual reading, study and practice
(4) visits to other schools having si.mil;ar problems and situations
(5) Special courses, as Instructors Schools "G' Course, for key adwinistrative parscansl
The verious appendices contain excellent formats developed in detail to musti'ate the

enumerated training methods; for example, "How to Prepare For, and Conduct, a Group Discussion."
(Appepdix D). o o :



5. Conducting Training to Improve Individusl Effectiv=ness as a Navy Man

a. Scope of Treining. This phase of in-service training must imcluce 1 foliowing:

(1) leadership training
(2) Physical fitness training
(3) Training for advancement - military and professicmal qual-Aficsisons

(4) Training vhich maintains or improves Navy skills (skills other chan instructional,
vhich tend to decrease through lack of practice).

b. Methods. The following methods could easily be adapted to the in-gervice training
program In order to meet the quaslifications set forth above:

(1) Group meetings

(2) Individual reading, study, and practice

(3) Correspondence courses both naval and civilian |

(4) Special courses which may be attended on a Temporary Additional Duty basis.

(5) "A1l Hands" evolutions such as physical fitness exercises, mili -ry inspections,
and disaster control drills .

 The formats presented in the appendices will furnish excellent starting material for
carrying on these methods of improving the individual's effectiveness as he performs bis duties
&8 a Navy man.



CHAFTER IV

CONTROLLING AN IN-SERVICE TRAINING PROGRAM
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1. Purpose and Scope of This Chapter

In order to insure that adequate attention is given to in-service training, it is frequently
desirable to have certain controls on the command level as well as on the individual school
level.

a. Command level. Control of the overall in-service training effort should be maintained
at the command level by providing riotivation and encouragement, as well as special ideas,
services, equipment, and materials, which can be most effectively scheduled for utilization
by the various schools at this level. Exchange of in-service training ideas in command-level
confer¢nces provides a quick meanc of communicating effectively with the schools.

A command instruction, requiring that the service schools submit a monthly report of
estimate of training deficieucies and the action instituted to correct these deficlencies, is
an excellent motivating device for calling attention to the need for required training. A
compilation of a number of such reports will give the command administration an overview of the
efforts of any single school in this area. To be of most benefit, the command instructicn
should specify not only wiat to report, but in what degree of detsll the report should be made.
As a follow-up, special zttention can be directed to the in-service training program when com-
mand administrative inspections are held in the various schools.

b, School level. “The most effective controls are those at the working level. Each school
should, 1n light of its own problems, institute its own control procedwres. A number of sug-
gestions are offered, as follows:

(1) The Officer-in-Charge should take a personal interest in the school's program and
request progress reports at regular staff meetings. Such reports should be made by the In-
Service Training Officer or by the Recorder of the In-Service Training Committee.

: (2) The Officer-in-Charge should carefully review monthly written in-service training
reports submitted to the Command to ensure that continued progress is being made.

(3) Various types of visual "status boards" can be prepared showing the progress being
made on any particular training project.

(k) Periodic evaluations should be conducted to answer the following:

. Is our in-service training program "paying off" in terms of better instruction,
better motivated instructors, more advancements, etc.?

2. The Characteristics of a Geod In-Service Training Program

. An excellent understanding of the facets of a good in-gervice training program is essentisl
: to achieving its objectives. It is also essential that the program function. Therefore, cer-
tain phases are established to put this program in action.

.. In phase one, the program is set forth in writing and the goals are clearly indicated.
This means that the following principles established in Chapter III have been executed:

et ety g e e rree me

§ a, Goals are established for each of the types of in-service training enumerated in pre-
vious discussion.
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b. Up~to-date schedules are prepared and promulgated.
¢. Provisions for record-keeping have been wade.
d. Responsibilities are specifically delegated.

In phuse two, the program is actually functioning; that is, it is not just a "paper program."
The in-service training program now presents this picture:

; 8. GCroup meetings are being held according to schedule,
! b. Conferences and interviews are being held according to schedule.
c. Instructor evaluations are being held according to schedule.

d. The library facilities are actually being used.

e. Instructors are taking correspondence courses, visiting other schools, taking speciél
courses, etc.

f. Records are complete and up to date.
Implicit in the foregoing is the guidance and evaluation of the Officer-in-Charge to complete

the example of an ideal in-service program. He ghould always ensure that the staff is well
represented in the planning, conducting, and evaluating of the in-service training program.

3. Factors Wﬁich May be Used as Indicators of a Good In-Service Training Program
The in-service Program, as pictured thus far, seems ideal. However, situations are "not
alvays what they seem.” Therefore, the indicators of a good in-service training program must
be examined to determine if 1t is sound throughout. These indicators are:
a. Records -- Are they complete and eorrect?
j b. Good staff morale -~ Do you have 1it?

c. Are staff members completing correspondence courses and special courses?

d. Are staff members being advanced in rating and/or being moved to positioné of greater
responsibility?

e, Good trainee morale -~ Is it evident?‘
f. Is there trainee attrition? If so, io instruction at fault?
g. Are tﬂere fever serious problem cases among trainees?
h. Are there better reports from the Fleet on trainee success?
L. Follow~up Activit'es . ;

After an examination of the data derived from the answers to the "Indicator" questions,
weaknesses may ve found in such areas as:

a. Testing

b. Iustructor progress

c. Advancement rate

d. Trainee attrition rate

e, Records

ey A

Fbllow-up activities must be initiated. Subject matter of thils nature now becomes the
wmajor part of the agenda for staff meetings, group meetings, etc.
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The Officer-in.Charge must re-exsmine the In-Service Training Plan and initiate rewedisl
action. It would be considered redundant to indicate the procedures to follow in working out
these remedial activities. This guide has carefully delineated the methods of e3tablighing
corrective and constructive solutionms.

In conclusion, wvhen carefully developed to suit a particular service school, an effectively
vritten in<service training program bas certain important functions:

It provides the necessary goals and machinery to ensure effective operation,
It helps to ensure that no aspects of the in-service ‘tra.ining program are slighted,

It helps to ensure that in-service trainfné will continue to be alive and vigorous by
providing the necessary guidelines for new staff personnel, and

It provideé the system by which needed in-service training is fitted into the normal
training schedule without detracting from the assigned training mission of the school.
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FUNCTIONS OF THE NAVAL ADMINISTRATOR
NavPers 140001-1%0036

The following 1ist is a series of CASE STUDIES dealing with typical administrative problems.
These case studies are classified as programs, and they consist of a recording, leader's guide,
and printed information for those in a discussion group.

Program 25 - The Navy Student
; Program 26 - The Instructor

Program 27 The Curriculum

Program 28 - Manpower Utilization
Program 29 - 3etbacks and the Borderline Student
Program 30 - Instructors Committees

Program 31 ~ Supervision of Instruction (1)

s PFrogram 32 - Supervision of Instruction (2)
| Program 33 - Utilizing Treining Aids

’ Program 34 - BuPers and School Relationships
b Program 35 ~ The In-Service Training Program

Program 36 - Evalueting the Results of Teaching

Copleg of the above CASE STUDIES may be obtained from all Naval Distriet Training Aids Sections,
% U.S. Naval Training Aids Centers, Treasure Island, California, and Brooklyn, N.Y,, and U,S.
i Naval Training Aids Facility, San Diego, Californis.
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SAMPLE
WRITTEN IN-SERVICE TRAINING PROGRAM

U.S. NavY SCHOOL, ' INSTRUCTION 1510.7 (date)

: From: . Officer-in-Charge
E To: " All Staff Personnel

SubJ:— In-Service Training Program; establishment of

Ref: (a) SERVSCOLCOMD INST 1510.5
- (b)) A Guide for In-Service Training of Instructors Assigned to Navy Schools, NavPers

93330

Plan for Improvement of Instructional Competence
Plan for Induction of New Staff Instructors
Plan for Improvement of Supervisory Competence
Flan for lmprovement of Leadership Competence
Plan for Improvement of Technical Competence
Plan for General Educational Broadening

Plan for Training for Military Advancement

Encl:‘

P s o
= A\ Fw D
N " N " st S

§ 1. Purpose. Within the general guidelines set forth in reference (a), this instruction pro-
3 vides policies and procedures for the establishment of an in.service training program for all
; staff personnel attached to this school. .

; 2. Policy. The establishment of the in-sexrvice training program ghall be based upon the
! following general policies:

a, The program sghall be designed and administered in such & manner as to glve every staff
member an opportunity to improve himself in as many ways as possible.

b. The program shall include, but not be limited to, the following kinds of training:
'3 (1) Training designed to improve the individval's effectiveness as an imstructor.

(2) Training designed to improve the individusl's effectiveness in performing non-
instructional duties (administrative, supervisory, clerical, ete. ).

(3) Training designed to improve the individual's effectiveness as & Nevy man.

c. The various activities included in the program shall grow out of the needs of the staff,
the students, and the school.

3. In-Service Training Conmittee. An In-Service Tnaining Committee is hereby established to
assist the Officer-in-Charge in plunning, administering, and controlling the program. The
Committee will consist of & minimum of four (4) members selected to represent, on an equitable
basis, the various organizational activities of the school. The Officer-in-Charge (or his
designated representative) will act as the In-SLrvice Training Officer and Chafrman of the
Committee. The Committee shall:

a., Recommend policles and procedures necessary for the amplification and implementation
of the policies and procedures contained herein.

b. Select, indoctrinate, and train personnel who will carry out the details of the program,
for example, the person responsible for publicizing correspondence courses, forwarding applica-
tions, and keeping records of progress.

o ¢. Prepare long-range schedules, particularly the quarterly schedule of weekly in-service
i training meetings.

d. Assist, as necessary, those persons who are directly responsible for administering the
details of the program. The Committee itself should notladminister any significant part of
the program; however, in no case should the Committee permit an in-service training project to
fail for the lack of encouragement, suggestions, or assistance.
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e. Be constantly aware of such things as changes in the needs of the staff, the students,
and the school; lack of interest in certain facets of the program; and oppertunities for im-
proving the program which are being overlooked. Take whatever steps are necessary to enrich
and improve the program.

f. Appointed representatives will maeke a formal annual repcrt to the Officer-in-Charge.
The report should contsin, but is not necessarily limited to, the following:

(1) A brief factual report of each significant in-service training activity.

(2) Brief descriptions of meritorious activities.

(3) Weaknesses of the program together with recommendations for improvement.

(4) A statement covering the overall effectiveness of the program. Although this
statement will be somewbat subjective in nature, it should be made as objactive as possible
by citing or taking into consideration such factors as staff morale, rate of advancement,
enrollment in correspondence courses, trainee morale, trainee atx_iﬁion » and trailnee succes:s
in future billets.

k., 1In-Service Treining Officer. The In-Service Tt—liming Officer shall:

a. Make every effort to waintein a dynamic ami: umeful in-service training program.

b. Schedule a regular meeting of the In-Servil:e Training Commiistes during the last week
of each calendar month, on & day and 2t & time mosr =cavenient. 'He: will also call additional
meetings of the commiitee as needed..

¢. Act as cheirman at all regulzr meetings o tiie In-Service Toaining Committee, comduct
all such meetings In a business-like:menner, recuiresccral progress weports from each sub~
chairman, and ensure that necessary records are mairtsauned.

d. Appoint new members to Lue committee as reguiired.

e. Assign responsibilities to the members as required, including the assistant chairman-
ship if the size of the program warrants such action.

f. Provide advisory service to all sub-chairmen in the performance of their assigned tagks,
5. The Recorder. The Recorder's duties are as follows: ‘
a. Keep s neat, legible, and complete record of all committee meetings.

b. Compile the information necessary to make a comprehensive written report of in-service
training 4o the Officer-in-Charge each month.

c. RNotify all committee members of impending special meetings, and issue a reminder of
the time and date of regular meetings.

d. Preaent such oral reports as are required by the In-Service Training Officer in the
comnittee meetings.

6. Phases of the Program. The program will include the follbwing phases:

a. Instructor indoctrination phese (for new instructors)
b. Instructor improvement phase

¢. Military improvement phase

d. Cultural improvement

Details of the training conducted under each of the various phases are described in reference
(b). The phases are not envisioned as limiting if other training elements are desired.

B8 e
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T. Action. The In~Service Training Committee will formulate specific plans and procedures
which will be presented to the staff at a general staff meeting. Personnel assigned specific
duties under the general plan will take whatever steps are necessary to effect a functioning
organization within their assigned areas. Enclosures (1) through (7) may serve as a basis for
selection of appropriate reference materials to support a well-balanced program.

(SIGNATURE)
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SAMPLE

PLAN FOR IMPROVEMERT OF ‘TRSTRUCTIONAL COMPETENCE

Discussion: 1In order to accomplish the mission of the school, it is necessary tha% instruc-
¥ion be of the highest quality. The Im-Sezvice Training Officer w411 place prim=ryr and
continuing emmhasis on this aspect cf in-service training in this scheol. A dynemic progrum
should be mmimtained., It should be design=d to up-grade and hold at the highest nossible
level the ingtructionzl competence of 21l members o»f the instructional staff.

Plan:  In oriesr to ensur= the development =f this progi‘e.m, the following suggestions are
o??' ered:

A. Classrocz Evaluation.

1. A vimmal status board should be mzinteined, listing all instructors actuslly teach-
ing xmd showing the date of the last evaluation.

2. An imfiividual €ile should be kept for each instructor with ccpier of emxiwmation
comrlizsted on .him.

3. A mewthly schedule of classroom arveluetions should be developed. Every mxstructor
showld be evaluasted &8s often as ossible to insure effective instructicmsi.
procedures.

k., Clmssroom evalumtion duty will be carried by personnel as essigned by thm In-
Serwiice Training Officer. "Off-platform” instructors may be wmsed to sugnilement
th= corps of eveluators &8 needed.

5. Evzlustors should utilize "The Guide for Eveluation of Instauction" (NaviPers 799 -
Rew. 1-61) in classroom evaluation, and will keep all written evaluaticms in
duplicate. The general plan for classroom evaluation should be as is indicated on
the reverse side of RavPers 799. Sece sa.mple in Appendix E.

6. A1l evaluators should offer constructive suggestions, as needed, for imvrovement.
These suggestions should be In the form of a written statement and also orally in
the follow-up interview. . .

7. Appropriate staff personnel will carefully review all evaluation reports and should
assist the instructor to eliminate any short-comings indicated in the evaluation.

8. A current file should be maintsined on the progress «f the classroom evaluation.

B. Group Meetings.

As an aid to strengthening gereral shortcomings in staff instructionsl competence, plan
staff group meetings. These planned group meetings should discuss such topics as:
Introductions, Summary Techniques, Oral Questioning Techniques, Demcnstration Techniques,
Use of Ireining Aids, etc. In addition, the groups should utilize appropriate proced-
ures such as panel-forums, group discussions, illustrated lectures, films, lecture=-
forums, etc.

C. Rotation.

1. An effective instructional rotation program will provide each instructor with an
opportunity to teach various units of subject matter. The rotation program should
be consistent with the needs and mission of the school.

2. A record of instructor activities should be maintained with eppropriate symbols
indicatin;; the subject matter unite where the lasbructor is: Qualifying, Quelified,
or Teaching. .

3. A monthly report should be maintained listing the number of instructors qualifying
in new units, and the number of instructors taking over new units.
e .

Each staff instructor will have "satis\fa:ciorily completed a four~-week instructor train-
ing course--or an appropriate_refresher course--as a prerequisite for teaching.

o ,
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SAMPLE

PLAN FOR INDUCTION OF NEW STAFF MEMSERS

I. Discussion: Thx.indoctrination of new ataff members is extremeiy important to the= new man
as well as to tthe school. It is important that the new instructor shoulder his paxt of
the Instructiomil load ‘at the earliest possible mowent. In ordar to ensure an effictive
indoctrination program, the following plan is suggested.

II. Plan:

A. Bupervision during the induction of new staff members will consist of taking a =lose,
personal ioterest in each inductee to insure that the indoctrination is complet= mnd
thorough.. )

B. Rew staff members should be provided with an indoctrination check-off list (see: attached
sample). Thisg list should contain the names of the new staff member, the Techmical
Training Officer or his equivalent, the Instructor Supervisor, and the Chief Master at
Arms. The first phase of the indoctrination should start with introducing tlhe mew staff
member to the Technical Training Officer.

C. A donthly report of new staff members participating in the indoctrination program should
be submitted to the Officer-in-Charge.

o
y b
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SAMFLE

INDOCTEINATION CHECK-QFF LIST FOR NEW STAFF IKSTRUCTORS

To the new gia?? instructor:

WELCOME ABOARD: We :are happy to bave you as & member of our school staff. The following
personnel will assist you during your indoctrination period.

LR R R R SR R SR B BE R BE BE AR BE BE IE SR BE B BE B NE-NE CNE N K BE R BE B BF BE ONE ONE 3 NE R BE Y S IR BN

Date Initial as
Scheduled Cgmleted

1. sTechnical Training
Officer,will assist you as follows: :

a. Provide introductions to the Officer-in-Charge and Assistant
Offizer-in-Charge.

b. Provide introductions to office personuel.

c. Explain MISSIOR of the school.

d. Provide you with a copy of "School's Organization and Regulations
Manual."

e. Explain the Command organization.

f. Explain the school's organization including the duties and
responsibilities of your billet.

g Explain the school's In-Service Training Program and provide
you with a copy of the written program.

h. Introduce you to the Imstructor Supervisor.

[ '

a. » the Instructor-
Supervisor, will assist you as follows:

a. Provide a guided tour of the sel}ool and Command.

b. Aic and sssist you in personal matters such as parking space,
housing, wessing facilities, recorde, etc.

c. Explain school rules and regulations.

d. Discuss school's curricula, training schedules, etc.
e. Explain school and Command library facilities.

£. Introduce you to staff instructors.

8. Assign you a desk space, nacessary materials, etc.

h. Discuss and select subject mattar areas for you to teach.

i. Provide you with instructionsl materials covering the selected
subjcect matter areas.

J+» Provide you with necessary text and reference materials.

k. Assign you to "under study"” an :Lnatructor and maks sure follow-up
intexviews are held.

26
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..» Explain testing procedures and greding procedures.

m. Introducn you to the Chief Master at Arms.

3. » Chief Master at Arms, will
z88i8t you a8 follows:

2. Explein traivee check-in procedures at Regimental Office.

.. Explain school and barracks mtc.h-sta.riding policies.

%. Explain "Night-Study" policies and procedures.

. F41l out staff locator card.

¢ #., Explsin supply room proce}lnres.

., Assist in solving eny remaining personal problems.

TZITHE NEW STAFF MEMBER:

- I you have additional questions, please feel free to contact any of th® people that you
have talked with during this phase of your indoctrinaticn. When you have completed this '

check-off 1list, please return it to the Technical Training Officer.

, Otficer-in-Charge

e Lt by
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SAMPLE

PLAN FOR IMPROVEMENT OF SUPERVISORY COMPETENCE

I. Discussion: The In-Service Training Officer will Plan and conduct additional activities
necessary to effectively upgrad: the supervisory abilitics of the personnel concerned.
Group weetings will be held separste from meetings of the instructional staff,

I1I. I;hn:

A. Personnel assigned to supervisory duties will be required to take the four-weak -
Instructor Training Course and the School Administration Course, Course "G", as offered
in the nearest BuPers-sponsored Instructor Training School.

B. New supervisory personnel will receive their indocirination in two phases as follows:

1. Fhase I - The applicable portions of "The Indoctrination Check-Off List for New
Staff Instructors”. o _ .

2. Phase II ~ A meeting with the Officer-in-Charge and the Technical Training Officer
to discuss duties and responsibilities in Management, Supervision, Evaluation,
and Military lLeadership. ;

C. Supervisory personnel should participate fully in the classroom evaluation proéram.

D. Group meetings should be helid frequently to discuss classroom evaluations and methods
that will strengthen the abilitiec of the supervisors to conduct such evaluations.

; E. Group meetings shouid be held frequently to discuss Problems of leadership, msaagement,
H and supervision with the view to generally upgrading the abilities of supervisory
personnel to deal wita such watters.

F. As appropriate, selected proviems frow "Functions of the Naval Administrator' (NavPers
140000-140035 serieg) should be utilized to provide the basis for discussion of admin-
istrative problems. ’

G. Sui»ervisors should avall themselves of supervisory level courses of instruction through
United States Armed Forces Imstitute program and the local schools.

H. The In-Service Training Officer will include, as a portion of his monthly report,
activities conducted in the previous wonth to improve supervisory coupetence,

RESSoRE—
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SAMPLE

PLAN FOR IMPROVEMENT OF LEADERSHIP COMPETENCE

Discussion: Génera.l Order 21 provides the reason for this rhase of in-service training
as well ae clues to "what" should be inciuded. It is important that every individual in
the Navy, and particularly those assigned to duty in Service Schools, discharge their

duties with the highest stardards of personal leadership. To this end, & continuing snd

dynamic effort should be maintained to improve the leadership potential of all staff
members.

Plan:

A.

E.

The following referehceé will be ﬁsem in planning program activities:
1. General Order 21. (May 1963)
2. United States Navy Lesdership Manual, NavPers 1593k.

Leadership training activities should be planned to solve existing local problems,
Bupbasize personal leadership through the followirng: |

l. Morning quarters

2, Inspections

3. Bulleﬁin bosid

. Léadership éubl:lca.t:lons

5. Films

6. Self-evaluation devices

7. Swmall-group discussions
8. ‘Guest Speakers »
9. Other Printed Material

Ibcal 1eaderah:|.p schools and I.eadershiﬁ Field Team units bave available auggﬁatioms,
up-to-date materials, etc., which may be useful in implementing leadership prograus.

The following materials should be svailable to staff members ror utilization as a
means of self-improvement:

1. Department Head/Division Officer Leadership Check-Iist, RavFers 15918.
2., Chief Petty Officer/Petty Officer lLeaderahip Check-List, NavPers 15919.

e
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SAMPLE

PLAN FOR IMPROVEMENT OF TECHNICAL COMPETENCE

I. Discussion: Every staff member will have an opportunity to improve his technical coupe-
tence during the time that he is assigned as a staff member of this school. The Techrical
Training Officer and/or other appropriate members of the In-Service Training Committee
should strive to make this plan as effective as possible.

II. Plan:

TP PR

A. Rotation. Each instructor should have an opportunity to rotate his teaching assignmente
and thus gain technieal competence through close association with the various areas of
tecknical subject matter.

B. "Sitting-In". Another means of improving technical competence is to schedule regular
classroom observation ("sit-in") periods for in:iructors. Instructors may be scheduled,
: upon request, to "sit-in" on appropriate units being taught in other {and similar)
schools. :

Cc. Lib . New material of a technical nature should be approved by the In-Service

: 'l‘rain%g Officer and Technical Training Officer prior to purchase. As soon as possible,
staff members should be notified .of the new material and its avallability for utiliza-
tion.

NOTE: Scme of this material may be suitable as topics for staff meetings. In addition,
Navy technical publications should be made available through the staff l1ibrery.

D. Field Trips. If appropriate, field trips should be scheduled to visit schools s fac-
tories and laboratories using or developing similar instructional equipment. Following
. each field trip,a meeting shoanld be called to determine the merits of the trip and
ideas gained. ’

E. Staff Meetings. As needed, staff meetings should be held to discuss subjects of a
i technical nature. Highly qualified staff members should illustrate the following
methods: demonstration, lecture and lecture-forum.

F. 5Staff members should bc notified as to th’ehv‘ailable: technicqi courses offered through
the United States A_rmed Forces’ Institute program or nearby high schools: or colleges.

P s
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PLAN FOR GENERAL EDUCATIONAL BROADENING

I. Discussion. As petty officers, many Navy men have come to realize the values to be derived
Trom education. In this respect, a tour of shore duty provides the Navy man with an excel-
lent opportunity to utilize his off-duty hours in the useful undertaking of continuing or
! completing his formal education. Under the guidance of the In-Service Training Officer, a
dynumic program should be designed to publicize educational opportunities and provide
assictance to staff members in taking advantage of' such opportunities.

! II. Plan,

8. The In-Service Training Officer should:

1. Thoroughly femiliarize himself with the services offered through the local Informa-
tion and Educa.tion Office in order to pass a.vaila.ble information along to staff
members.

NOTE: It is not intended that the In-Service Training Officer usurp any of the
functions of the Information and Education Office, but rather, to act as local
liaison..

2. Maintain s file of the latest information on United States Armed Forces Institute
courses, including the methods, procedures » and regulations governing such COurees.

3. Maintain a file of the latest informetion (pamphlets, coarse catalogs and correspond-
ence coursces offered) re:i.a.ting to local {or nearby) colleges, universities, etc.

4. Maintsin a file of the la.test information on local (or nearby) adult nigat-school
cburaes.

B

Se Utilize assigned school ‘bulletin boards to publicize educational opportunities
B available. Such displeys will be made in an interesting and colorful manner cal-
’ culated to draw attention, and desisned to explain educatiounal opport.unities availl-
able.
: e ;
- ’ 6. Ensure, by appropriate anncuncemsnts at staff meetings, that the entire staff is
aware of the fact that educa.tiona.l advisory services are available.

Te Procure any publicity materi&l available through the Information and Education -
Office and utilize such material in bulletin board displays or in such other manner
as is calculated to be of greatest bepnefit to the staff membera.

8. Make a monthly reporl; at the regular meeting of the :I.n-service training committee
’rela.tive tvo: .

a. Numbers teking advantage of the educational opportunities (by neme and course).

b. Suggestions for future implementatican. . Y

c. 'Request discussion and ad.ditignal ideas for implementetion from the committee.

“ ' : -
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SAMPLE
PLAN OF TRAINING FOR MILITARY ADVANCEMENT

Discussion. The purpose of this plan is to make it possible for service school staff
pPersonnel to plan and prepare for advancewent in an orderly and organized manner.

'Tha In-Service Training Officer should maintain a dynamic program oi training, based upon -

ths latest available information and materials,wvhich is calculated to assist staff
members to prepare for military advancement. ’

Plan

A. The In-Service Training Officer should:

1.

2.

3.
h‘-

5-

8.

Maintain on band the following publications amnd will familiarize himself with
applicable portions of their contents. .

a. Training Publications for Advancement in Rating, NavPers 10052
b. Catalog orf U.5. Naval Trainjng Activities and Courses, NavPers 91769
¢c. Naval Training Balietins, KavPers 14900
d. Monual of Qualifications for Advancement in Rating, NavPers 18068
e. Speclai Materials
gl) Appropriate course books

2) Appropriate technical publications
3) Military Requirements for PO 1 and C, NavPers 10057
(4; Naval Orientation, NavPers 16138-D : :
5) The Petty Officer's Guide by Cope and Dyer
6; The Bluejacket's Manual (latest edition) «
7) Generel Training Course for Petty Officers, NavPers 10602-4
8) Division Officer's Guide by Noel ' .
9; Security Manual for Classified Information, OPNAV INST 5510.1B
10) United States Navy Safety Precautions, OPNAV 34Pl '
- (11) ABC Warfare Defecnse, NavPers 10099
12) Standard First Al& Training Cours:s, NavPers 10091
gls U.S. Bavy Uniform Regulations, NavPers 15665
tions

U.3. Na
racts from form Code of Military Justice, NavPers 10873

Keep the staff informed as to the latest changes in NavPers 18068 affecting tae
rating concerned. Changes es publicized in the Naval Training Bulletin (KavPers
14200) will be publicized. ; - :

Arrange, upon iequest from the staff, special 6ff—duty‘classes covering pertinent
subject matter areas as outlined in NavPers 18068. o

Provide contipucus motivation and encouragement for staff instructors to complete
mandatory correepondence courses. ' '

Make arrangements for selected staff instructors to "sit in" on Aﬁﬁmprmte subject
matter units or in-service training session as presented in other school.

Encourage and provide eppropriate fescilities for both self-study and small group
discussions in preparation for advancement examinations.

Keep up to date on the appropriste BuPers Instructions in tke 1000 and 1500 series
which refer to advancement opportunities in Limited Duty Officer, Ravy Eniisted
Scientific Education Program. In addition to making annocuncements to the staff
relative to puch programs, he ghould procure copies of the local Command instruc-
- tions corresponding to the BuPers Instructions and poat them con the staff bulletin
board. ‘

Worlk closely with the Plan for” Improved 'l'echniéal Competence and the Plan for
_I_Imzrov:_gg Supervisory Competence~ to_ ensure that each has the benefit of the other's
planning, and to correlate ir ef'qu'ft,s. -

Baa : . Paclosure (T)
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Ensure that appropriste entries are made in staff member's coples of the Record of
Practical Factors, NavPers 760. Further, that appropriate portions of RavPers T60
are utilized as guides Tor planning of in-service training activities.

Ensure that a selected staff wember is being "checked out” in the supervising of
this Plen. :

Make prog:resé reports at the regular monthly meeting of the In-Service Training
Conmittee. '
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APFERDIX C

Sample Menthly In-Service Training Report . , , . .
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SAMFLE

MONTHLY IN-SERVICE TRAINING REPORT

(Date)

From: officer-in-Charge, Electrical Schools
To: Commanding Officer, Service School Command

Subj: (Date) In-Service Training Report for Month of

Ref: (2) SSC INST 1000.8B of 4 August 1960
(v) ELECSCOLS INST 1000.8 of 27 September 1960

1. 7In accordance with references (a) and (b), sutject report is hereby submitted.
2. In-Service Training Conducted.
a. Instructional improvement

(1) 4% of 4B instructors teaching were evaluated in their classroom werk. Follow-up
interviews h:1d on 4discrepancies noted.

(2) Four (b4) instructors rotated to new areas of subject matter in conformance with
school's regilar rotation policy. (Total: 60% of applicable instructors rotated since (Date)).

(3) Staff meetings held on genersl weaknesses discovered through evaluation of class-
room works

DATE TOPIC . | METHOD CEAIRMAN ATTEND.

(Date) Oral Questioning Techniques Illus. Lecture TTO 64

(Date) Demonstyration-Performance Lecture-Demon. Staff Inst. 60
Method

b. Moral Guidance Training

DATE TOPIC METHOD CHAIRMAN ATTEND.
Late) Moral: Guidance Lecture-Discussion Chaplain 64
Date) Moral Guidance Lecture~Discussion Chsplain 63
Date) Moral Guidance lecture-Discussion Chaplain .6k

(Date) Moral Guidance Lecture-Discussion Chaplain 60

c. Leadership Training

NOTE: Staff ies divided into four (&) groups of 15-20 men each for the purpose of

discussion. One staff member (& graduate of the Leadership School) is assigned
as chalrman of each group.

TOPIC GROUPS: A B [] D

1. Film-Discussion: "The Code" ) (Date) (Date) (Date) (Date)
2. Film.Discussion: "Role of Junior Officex” (Date) (Date) Date; (Date;
3. Discussion: "Military Conduct" (Date) éD&te) Date) (Date
k. Discussion: "Citizenship Responsibilities of the PO" (Date) )

Date) (Date) (Date
d. General Educational Improvement V

(1) Three (3) Instructors enrolled with U.S. Armed Forces Institute (High School Level).

(2) Two (2) instructors enrolled in technical courses in adult evening courses at local
high school. '



(3) Seveéral basic reference books ou grazmar edded to staff library; additional diction-
aries procured for staff instructer's office.

e. Improvement of supervigory comprotence (administrators)

DATE TOPIC i METHOD CONDUCTED BY ATTEND.
%Dste) Techniques of Interview Lecture Civilian Specislist 9
Date) . Interviewing Role~Playing Staff 9
(Date) Interviewing Discussion oIC 9
Respectfully submitted,
0IC, Electrical Schools
;
i
E
ERIC ¥

A FuiToxt Provided by ERIC




T

O

A1 Toxt Provided by ERIC

ERIC

1.

APPENDIX D

Resumf of two very appropriate in-service training meetings
a. How to Prepare and Present & PANEL-FOIUM « o« « o ¢ ¢ « s ¢ ¢ o o = s s 2 o o o

b. How to Prepare for and Conduct Group DIiscussion .« ¢« « « o ¢ ¢ o ¢ s ¢ o o o o

i
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HOW TO PREPARE FOR AND CONDUCT A PANEL-FORUM

JIHTRODUCTION

The papnel-forum is & mode of cormmunication which may be effzctively employed in presenting
information relative to a rather bread topic. When carefully planned and effectively executed,
& panel-forum is dynamic, interesting, suid captures the full attention of the listeners. This
resuné of the panel-forum method is intended to Provide certain basic information relative to
this methed.

. SUBJECT MATTER

1. Definition: The panel-forum is a mode of communication in which selected participants,
exr direction of & chairman (or moderator), present assigned phases of a broad topic
to a listening audience. The andience is invited to participate through questions directed
to individual pevel members near the end of the time sllotted for the Presentation.

2. Wg: There are many uses for & panel-forum. Some of the more apparent uses are as
ollowe: :

a- To offer information, in an informa) manner, on any important topic or problem. .
b. To explore the varicus aspects of.any problem.

¢. To consid'r the advantages and disadvantages of various courses of action.

4. To develop audience in*bere"st in a particular topic or problem.

e¢. To provide an opportunity for amudience wembers to listen to specialists discuss
iwportant topics or problems.

3. Personnel:

a. Chairman: The chairman, or moderator as he is sometimes called, is the individual
Who acts as the léader and "go-between" for the panel members and audience. The
person gelected for this duty should bave a pleasing and friendly personality, a good
understanding of uman relations and group dynamics » & quick mind, and a good overall
understanding of the topic to be pregsented. His duties consist of originating and
- conducting the pre-panel conferenca with the panel membars » and in conducting the
Panel-foruw in a smooth and intersting waunner. :

b. Panel Meubers. A "panel” is usually made up from three to five persons who have
special knoviedge or interest in the topic or problem to be presented. They should
be persons vho can offer various views on the subject and are capable of expressing
thexselves ::x a clear and joterestiing wanner. The number of mambers on a panel will
be determined by various factors including such things as breadih of the topie to he
bresented, tiwme allowed for the presentation, the availability of qualified panel
Personnel, size of thy awdience, etc,

¢. Audience. he audience is made up of all other members of the group who are not a
of the panel. A good amudience does more than listen passively. Members of the
audience should pay strict attention and 1listen actively. 1In addition, members should
wentally formulate specific questions that they wisn to direct to panel participants
during the followlng '"forum period."” -

4. Physical Arrengements

M M C M M
TAELE

l _ M indicates panel-member
. .C indicates chairman
we 42 A
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Planning for the Panel-Forum

Ce

Chairmzn should call a meetiung of panel members far encugh in advance so that suitadle
and adequate preparations may be made t© ensure that the presentation is a success.

The chairman should lead a discuasion wvith the panel members to explore the various
aspects of the overall topic.

The topic should be divided into suita%le areas-and one area should be assigned to
each member for development.

Members should assist each other in developing thke various sreasz and in locating
suitable reference materials or training aids.

The chajrman should ensure that each member clearly understands how much time he bas
for his presentation and the procedure by which the panel-forum wiil be conducted.
Included in this will be an agreement as to sequence of ipndividual presentations by
members.

Presenting the Panel-Forum

K:TE: Unless necessary for a panel menber to arise to make use of a training aid, the
panel should remain geated during the entire presentation. A general atmosphere of ine.
formality sbould prevail.

8.

Ce

Introduction by the chairman.
(1) Greet audience and introducs self.
(2) Introduce subject to be preésented.

(3) Develop interest: Importance of subject, pertinent data or interest mteriél, value
to audience, etc. ’

(4) Introduce panel members by name (give personal backgrounds if necessary). Explain
the role of each panel member.

(5) Explain how panel will proceed:
(a). Order of presentetions.
{v) Approximate time for each presentation.
(c) Role of Chairman in sumvarizing. '

(6) Stress the forum part of the panel-forum. Invite audience o jot down (or remember)
questions to be directed to panel members later.

Panel presentations.
(1) Panel wmembers to make presentatibns as called upon the chairman.
(2) Chairman should summarize the "key' ideas presented following eack presentation.

(3) At conclusion of f;he presentations, chairman should announce the copening of the
"forum" and invite questions from the audience.

Forum.
(1) During the "forum" pericd the chairman has the following duties:
(2) Recognize raised hande in tﬁe audience. |
(b) Require the audieﬂce menber to identify: himself.
(c) Insist that the a.md:l.ence,,member d;rvct bhis q_uest:lon to a speqcific pzael wmember.
(d) Maintain good order. R 43 .
9 .



(2) vhen no further queetions are forthcowing, the cbairman should:
(a) Thank the panel members for their contributicas.
. (b) Thank the asudience for tbeir interest and pertvicipation.
(c) Close the meoting.

.
B
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HOW TO PREPARE FOR AND CONDUCT A GROUP DISCUSSION

INTRODUCTION

Group (e.g. Directed) Discussion is freguently employed as & method in in-service training
meetings. This method is particularly effective for smell groups, especially when the solution
to the problem involved hinges upon exchange of ideas, opinions, and attitudes. This brief
resumé of the directed discussion method. is intended to provide certain basic information rela-
tive to the use of this method.

I. Preparation

A. Study your assigned problem carefully. If necessery, ocutliine it to ensure that you .
have all the pertinent facts clearly in mind. DO NOT RUSH THROUGH THIS PHASE.

B. Analyze the problem. (e.g. THINK it through carefully)
1. Ask yourself: “what principle(s) is involved here?"” Is it one of communications,
loyalty to superiors, leooking out for subordinates, discipline, basic morsl prin-
ciples, patriotism, etc.? ’

2. Ask yourself: "yhat should my specific goals be in the discussion?” This you will
know ONLY after determining wbat principle is involved. (See para. A. sbove.)
List the objectives and plan your questions around them later.

3. Ask yourself: "How am I going tc arrive at my goals?' Most poor discussion are
poor because of inadequate attention to this "Thinking through" phase. Try to
visuslize how you will introduce the problem, set the stage, what kinds of ques-
tions you will use. Try to visualize the difficulties that your questions may
lead you into. THINK THROUGH THE PROBLEM. . '

C. Prepare a discussion guide (plan). DO NOT OMIT ANY OF THE FOLLOWING:
1. Introduction.

i ’ 2. Discussion questions (and subject matter outline if necessary. ).

“

>

3. Indicate points of summarization during discussion.
4, Final summarization.
II. Holding the Discussion

A. INTRODUCTION

NOTE: FROM THE VERY START, THE GROUP LEADER MUST EXHIBIT A FRIENDLY, SINCERE AND INTERESTING
MANNER. RAPPORT (e.g., harmonious relationship) is extremely important to effective
group relationships.

1. Introduce self and explain role as chairman.

2. Introduce other participants. (if others are used)
a. Recorder and hie role (e.g., duties) -
b. Committee members (and their duties, etc.)

3. Introduce the topic or problem (or title)

Y. Provide the background for discussion.
a. May be done orairy. (If so, %UST be carefully prepared)

h. May be acconiplished with printed ma.té-ial. (Request members to read carefully.
' State time allowed for study of problem)

Q
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C. May be done by film or transparency or other projected materials. Tt s0,
introduce carefully.

5. Explain the goals of the discussion. (e.g., "What we are going to accomplish,.")
BE SPECIFIC.

6. Explain the rules "by which we will operate."
a, Timc limitations.

b. Whether there should be a "show of hands" - or whether there will be no
control over contributions.

c¢e Request ALL to contribute their honest opinions and ideas.
d. Request ALL to listen carefully to others' contributions.

e. Ewmphasize that wmuch of the value in discussion lies in listening to and
exchanging ideas relative to others' suggestions.

MANY DISCUSSIONS FALIL FLAT BECAUSE OF IMFROPER ATTENTION TO AN INTRODUCTION., PLAN
TH1S CRITICAL PEASE CAREFULLY. EFFECTIVE "STAGE-SETTING" IS IMPORTANT!!

a. Content and procedure are both important. We discuss tc arrive st useful
principles. We do not discuss Just to discuss.

b. Questions must be carsfully planned to aid in reaching goals. They should be
provocative and cause members to think and be willing to contribute.

c. Everyone should be encouraged to participate. More talkative members should
not be allowed to dominate. Shy members should be encouraged to contribute.
The leader should strive for interchange, as well as a geuerally well-balanced
participation.

Thexre is no single rule for guestions that applies equally well under 11 conditions.
Planning of gquestions, as well as how and when to use them, is the responsibility of
the group leader. In general, however, ‘it seems to work best to start ocut with

"general type" questions vhich can provoke interchange, and then foliow with more
specific questions to probe and pin down verious areas.

a. '"General type" qnesﬁions'which can be deVeloped through guided interchange.
(1) Ask for a definition

(2) Ask for an opinion

(3) Ask for an experience g

(4) ask for information XSk\\\\\x/////a
(5) Aask for an estimase XXX
(6) Ask Tor an explanation
(7) Ask for a Justification

(8) Ask for a summarization .

ROTE:
B. DISCUSSION
l. General
2. Questions.
NOTE:
Q
ERIC
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b. "Specific type"” questions which can be use=d to probe and pin down areas.
(1) "what"questions to get at opinions and facts.

(2) "who" end "Vhere" gquestions tc get at sources of opinions or facts.

(3) "why" questions to get at reasons and c¢-'"ses.

(4+) "How' and "When" questions to help narrow down discussion and get to
specific cases.

3. Sumarizations

a. Occasional (or frequent) summaries are important to good discussion. DON'T Ob

(1) They show the group that progress is being made.

; (2) Tney assist in organizing the main ideas presented in a logical manner.
{ (3) They assist in keeping the group headed toward the established goal.

§ (4) They aid the recorder in organizing his notes.

b. The discussion leader can indicate points of summarization in his discussion
guide to ¢nsure that he doesn't overlook this important item.

; c. Summarizations, during the course of the discussion, should be handled by the

; discussica leader who might say "lLet us stop just a moment now to summarize tt
main ideas that we have agreed upon." Then orally, or togetber with suggestic
from members, should summarize the main points covered to this point.

NOTE: The Recorder should te instructed, prior to ihe meeting, to wait for these summarizatl
to begin his recording. He should not record the contributions and various interchang
which take place before the summarizations.

d. The Final Summarization

(1) The final summarization is an important part ‘of the discussion and should
never. be omitted. . .

(2) In cases where the Recorder is using the chalkboard, the Chairman may .

. orally present the "highlights.” When the Recorder is keeping a “"pencil

and paper'zrecord, the Chairman should call upon the Recorder to read the
final suxsnarization.

{3) In any case, the Final Summarizatior should cover ALL the major ideas
brought out during the entire discu@sion.

(%) It is polite, after the reading of the Summarization, for the Chairman to
inquire of the group whether anything has been omitted.

i
%

K
i
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APPENDIX E

Sample of Suggested Forms

ae.

b.

Format for a Record of In-Service Meeting . « ¢ v ¢ o o o o &

Quarterly In-Sexrvice Training Attendance Record . . ¢« « « . .

Format for a Quarterly In-Service Training Schedule Record

Guide for Evaluation of Instruction, NavPers 799 (Rev. 1-61)

Self-Evaluation Test for Imstructors, NavPers 91821 . . . . .

Record of Instructor Evaluations
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IN~SERVICE MEETINGS SCHOOL -
IT/LDR/CIAC

DATE

DISCUSSION LEADER

TOPIC:

TIME STARTED TIME SECURED ' !

GENERAL PARTICIPARTS:

ABSENTEES:

PRESENTATION:

A R g AR g 8

PROPOSALS FOR FOLIOW-UP ACTIVITIES:

b
'L\:.
1

D D e e = e = = D G s W - B T D - 0 A - T o o o g e S e A D o D P W T A . e

Signature 0-in-C ' Discu.sion Leadex

Approved ms presented 8y

LR
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Use reverse side for additional remarks

| "t 48
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GUIDE FOR EVALUATION OF INSTRUCTION ’ Read instructions on reverse side

HAYPERS 799 (REV. 1-6}) before filling in this form.
INSTRUCTOR. RATE OR CRADE TVILUAYAE TNSTRUCTORTS TRITTAL
OATE TINE SCHOOL : TITCE SR NATURE GF LESSOR TYRE OF LESSGN:
’ CLASS : ’ T} xnoweepce
DIVISION: M sk
: COMMENTS -
c - ITEM (In apsce below, write commenta pertinent to the svalustion.

Uss other side for additional comments)

INTRODUCTION
1. Content
a. Topic displayed
b. Objectivea atsted
¢, Velua to student
2. Effect

1. Knowledge of subject mstter
2. Organizstion and coverasge
a. Follows lesson plan
b, Leasson completed

3. Telling procedures
a. Logicsl sequence
b. Nomanclature covered
cs Clearly explained
4. Showing procedures
s, All see equipment
b, Operation shown
€. Doing procedures

TRAINING AIDS . .
1. On level with lesson
2., Diaplayed properly
3., Strengthened inatruction

i
{
i
)

APPLICATION
1. Discusaion
2. Nota taking
3. Performsnce

SUMMARY : '
1. Effective coverage by: :
a. Telling, queationing, etc.
2. No new material

ASS IGNKENT
1., Specific, orel and visusl
2. Due date

USE_OF LESSON_ PLAN
1. As guide (sequence)
2. Follows objectives
3. Amount of svhject matter

QUESTIONING - . —_——— e — —

1. Proper technique
(Quslity end Quantity)

INSTRUCTOR CHARACTERISTICS
1. Veice
2. Lesderahip (Control of Clsas)
3. Enthusiaanm
4. Appearance
S. Mannerisms

PHYSICAL CONDITIONS . o

1. Heat, light, ventilation
2+ Arrangement, seats

E : - O o i =
GENEP (é:tg?:!o:e?F INSTRUCTOR - STRONG -+ SATISFACTORY -- WEAK
i Q
i ERIC \
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MAVFERS 799 (REVY. 1-61)

GUIDE FOR EVALUATION OF INSTRUCTIION

This guide is deaigoed to zssist both the evslu-- 4.
ator and ths instructor in iwproviog instruction.
Xhey ahould discuss the notes msde on it soon sfter
the observed leasson. The relationship between the 5.
Amptructor and evslustor must be one of under-
:tanding aod cooperatiovo im which botbh work to
wssch the same gosl of obteining the best instruc-
tion possibls., Use the #0lloving procedures for
observation sed impro:ement:

1. Make sdvesnce srrangements with the instructor to
ensure observstion of & typicsl lesson. Advise
the ipatructor thst tle purpose ¢f your visit is
to sssiest io the improsew:nt ¢# iamatruction, not

to participete in the class wovk. 6

2. Informs ycurself shout the inatructor, trainees,
aod work =nderway. 7.
3, Acrive be’.'s tha clasa starts. Locate a suitable
placs for :vservation. If lste, enter snd locate
yoursslf se quickly snd inconspicuoualy as
possible. 8.

Obseyrve the entire leason.

. e Avoid being con-
apicuous when taking notes.

Use the itoma in the l=2ft hand cclumn ss a guide
for the evalustion of the lesson presentation.
Evaiuste all sppliceble items: enter meaningful
tsopments rather than grades or aingle words.
Make suggestiona for tie improvement of weak
arena and comme~d the instructor on the strong
pointa of instruction- iAD over-sli evaluation
should be given on . baeicz of strong, satis-
factory aod weak. ¢! = evai.ation amelysis an
the spsce provided iy <iie lower left haad cornes
of this guide.

Pr.ride the inatructor with s completed copy of
the evelustion Ruide.

“sbaserve the natructor ir vezious tcaching situ-
atiooa: teaching koowledge and skill, superviaing
p;.c:ienl work, conducting revizws aid examine-
tioue, eatc.

Maiotein a file of evelustion guides for esch
inatructor for use in detormining the extent of
his improvement.

ENTER ANDITIONAL CUMMENTS FROM OTHER 3°.-% ©F QUIDE

RiC | AL o
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EevPere 91821

SELF-EVALUATICN TEST FOR INSTRUCTCGRS

Here Is a Chance to Find Out How Good Your Teacking Practices Are

Q

ERIC

Aruitoxt provided by Eic:

Directions for using the test

This test consists of 23 quesiions, each of which has been
given o ma\lmum score. A question is valued according to
the part it has in making a good instructor.

The test assumes that you know your subject matter well.
No maticr how skiliful you may be in teaching, you cannot
be a_goud instructor unless you fearn your subject thoroughly
and keep alert for all new developments in your field.

Read cach question carefully.  Then consider all the goed
practices that add up to makas the maximum score. Aﬂcr this,
cstimale as well as yow cun how <losely you are folluwing good
praclices nd score yoursclf accard/urlly

Rensraber this is a sclf test. Its value for you will depend
upon hiow Monacst you are with yourself. When you have
finished, aad .4 vour score and compare it with this scale:

90 or bV is outstanding 70 to 79 is average

80 to B7 1: above average 62 1o 69 is below avernge
If your score ix below 62. you will knew that there is a defimte
necd for you to improve. Yon will have to chunge muany of
your teaching habits.

My Maxuanum

Seore Score
1. Do | check the physical aspects of
my classroom, shop, or lakvra-
tory? . ( ) (4)
Good instructors make ev cry cffort
io improve the enviroument. They
insist on:
(1) Good lig:. 'ing
(2) Proper heat
(3) Good ventilation
(4) Good cquipment
(5) Bust  possible arrangement  of
cquipnicnt
2. Do 1 introduce myself at the first
session? .. ... .. ............ ( ) (1)
Good ijustructors:
€1) Write name on blackboard
(2) Pronbunce their names
(3) Tell something of their back-
grom |
3. How weli io |l learmn names?. ... ( ) {3)
Ciood instructors:
. (1) Muake aut seating chans, par-
ticularly for large greups
(2) Address questions to individuals
(3) Usc principle of associntion
4, Do | get essential information re-
garding each trainee?. .. ... . .. { ) (4)
Here are some suggestions on how to
get lt
(1) Us: Qual cards if available
2) Havt‘ men fill out a question-
naire
(3) Interview cach man -
(4) If tim- docs not permit inter-
viewiny, all trainecs, talk to .hosc
who scem to necd special atte
tion
5. Am | punctual ond do ! expect
punctuality? ... ... { ) (2;

Good instructors:
(1) Start their classes on time

\2) Are punctual for all appoint-
ments and expect the same from
the men

Reprinted Ffrom 15 Harch 1946
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5

6. Am | un example of good mili-
tary beoring and neatness?. .
Good instructors récognize that:
(1) T'hev are leadeoers
() Gozd example has value
7. Do | address the class effectively?
Ciood instructors:
t1y Talk  to  cveryone, including
frainees in the back row
L3 0 void personal inannerisms, par-
- wlariy distracting ones
o adre their efectiveness, to some
extent, by obscrving L\])’(‘a-\lons
(4) Do not talk to the bluck',0ard or
walls

8. Am | careful with words?.

Good instructors:

(1) M:ike their points clear by using
waords which can be understood

(2) Aiwnys explain the meaning of
unfamiliar or technical terinol-
ogy und write the terms on the
biaxekbonrd

(3) Rccognize that abusive nangunge
or profanity engenders disrespect
and will not force ¢rainces to
learn

{4) Avoid sarcasm

9. Do | develop a satisfactory lesson
plan for euch class?

A gooud lesson plan has:
(1) A simple bat complete state-

ment of what the traineces are
expected to lemmn

L.

(2) A list of equipment and maic.
rinls necdod, imehiding Gauning
nids: «.lmrts hlmc . rcccnllnp

filin strips. efe.
(3) An introduction’ for the lesson
(4) Ways of presenting the lesson

(5) Aypiplication and tesi,ag pro-
. redures.
(6) Summ.ny of leswon vith bpro-

vision for reteaching facta or
skills when necesstay

10. !n the laboratory and shop do |
limit talking to a minimum so thot
the men can get to work?. . . . ..

Good instructors recognize:

(1) Valuable time is lost by too
much explanation

(2) Experience in teaching, a study
of the trainces. and an intelligent
use of questions help a goed in-
structor  recagnize  when  he
should stop talking

11. Do | keep my classroom ship-
shape ut all times?

Good_instructors:

(1) Insist upon an orderls arrange-
inent of chairs, L.:5les, and exanip-
ment

(2) Insist that .all trash be put in
receptacles provided for this pur-
pose, 22 that, at the end of the
period, working areas sre ready
for tl;e next class

te® 4

Training Bulletin
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Score
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)

Maxinium
Score

{2)

(2)

(4)
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12.

13.

4.

15.

16

17.

18.

39.

Q

Do | avoid waste of time, keep-
ing every man occupied with con-
structive work? . ... ... .. . ..

Good instructors:

(1) Avoid “busy work” for its own
sauke

(2) Avoid aimless repetition

(3) Have an constructive assighmeat
for every tLinince 4 all timey

Do | keep my men ot waork until
the end of the pered?. ... ...

Good instructors: M

(1) Prcvent “horse play”

(2) Have men who comnplete their
work «head of schedule either
help others or take another as-
siznment

Am | human yet dignified?

Good instructors: X

(1) Find out what is wrong when
they do rot get along weil with
their traiaces

(2) Du not need to remain aloof on
the principle that “familiarity
brecds contempt”

(3) Dispen=e with upnecessary for-
mality

Do | prepare teaching aids before
coss time?. . ... ... ... .....

In ovder to nutke the hest use of in-

straction time, uo(ul«mslrucmrs:

(1) Draw neat blackboard diagrams
hefor-band '

(2) Have appropriate training aids
ready for use

(3) Have necessary bulleting, texts. )

cte. in the clissroom

Do | get the fuilest possible use
out of training wids?. .. .. .....

CGaodl instructors:

{1) Know when to iise training aids

{2} lmprovise training aids when-
DPUOr BIeeCsSRrN

(3) Muke a careltd #tudy of a train-
ing aid Lefore ti.cy present it

Do | create learaing situations? . .

Good instruetors:

(1) Enow that a map must be
truined to thiok about what he
hias learmed

© (2) Stimulate group discussions and
employ questions freely

(3) Organize the instruction, as
much ns possible, in the form of
problems

Do | stress practical applications?
Good instructors:
(1) Recognize that all learning must
be awplied
(2) Give examples of uses to which
informaption can be pu

Do 1 et men “learn by doing”'?

Good instructors:

(1) Realize that lectures and demon-
strations have tbeir place but
that trainces learn only ofter

ractice

(2) Limit lectures and dumonstra-
tious so as to give thweir trainces
time to “'>arn by doing”

ERIC
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My
Srare
€ )
()
()
()
t )
()
()
)

AluNximmum

Seore

3)

(2}

(5)

3)

(4)

(5)

3)

(1e)

20. Does every mun knoaw what is to
be accomplished each period?_ .

Good instructors find that they get
the best response when they acquaint
their cjusses with the objective for
caclh lesson in advance

21. Do § ohszrve suund principles of
learning? . .. . ... .. .........

Good instructors recogoize that:

(1) It is desirable te move from the
sirtople to the more complex, from
the known to the unknown -

(2) They are working first with peo-
ple, secondarily .with subject
mesltter .

(3) Trainees must be motivated

(4} Frequent review is nccessary to
prevent forgetting

22. Am | making every effor? to mect
the needs of individvals?. ... ..

Good instructors recognize that their
trainees difter in intorests. necds, abil-
ities, and experieare. Conseyuently
they make evary effori to adjust their
instructiop to the individual.

23. Do | summarize at the end of each
period? ... ... ... ... ... ...,

Good instructors summarize by:

(1) Listing maivp points on the black-
hoard .

(2) Questioning trainces orally

(3) Conducting a short written ob-
jcetive test '

!
24. Do | vse the moe:? offetive type
of examination?........

Good instructors:

(1) Find that thc objective test is
better than the cssay type for
Navy training . .

(2) Generally use the multiple choice
and completion type for testing
spectfic knowledge

(3) Generally u:: performance tests
for a small group apd for testing
specific shills L.

(4) Sometimes use a_combination of
aobjective toy:es for teosting gen-
eral knowl dge ) :

(5) Usually avei? the True-False
tests, ag they encourage guessing.
(A True-Falge can be uged jn an
smergency where a quick, mm;)le
~heck-up is highly desirable.

Nore: Every instructor ought to read
Constricting and Using Achievement
Tests {(NovPers 16208).

25. Do | make full use of test results?

Good instruectors recognize that tests:

(1) Help trainees review and organ-
ize suhjeet matter -

(2) Help determine kuowledgé of the
subject .

(3) Help trainees determine progress
and stunding

(4) Help instrictors find weak points
in their teaching

Total Scores . . ..................

55
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APPEHNDIX 7
METEOD3 OF INSTRUCTION

LECTURE METHOD
DISCUS3ION METHOD i
DEMONSTRATION/TLABORATCKY METHOD
CASE STUDIES AKD THE CASE METHOD
GROUP PROCEDURES APPROACH METHOD
PROBLEM SOLVING METHOD

INCIDENT PROCESS METHOD

SEMIFAR METHOD

ROLE PLAYING METHOD

BUZZ S::SSIONS METHOD
BRAINSTORMING MEiHOD

PANEL-FORUM METHOD

PROGRAMED INSTRUCTION
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6.

METHODS O F INSTRUCTION

LECTURE METHOD

Definition:

a. An exposition of facts, principles, or other relationships the
instructor wishes the students to understand.

b. A means of imparting informatlon and developing attitudes.

¢c. A teacher-centered activity.

Use:

a. To intrcduce new subject matter.
b. To present supplementary informetion and background material.

Advantages:

a. Helpful in giving perspective fcr & new phase of work.
b. Useful with large groups and a limited period of time.
c. Useful in motivating and summarizing.

Disadvantages:

a. Utilizes only sense of hearing.

b. Requires most careful preparation.

c. Encourages passivity on part of students.

d. May neglect students' background.

e. Difficult to follow and assimilate meterial presented.

Procedures involved:

a. Instructor introduces the lesson.

b. Students take notes.

c, Students study notes, texts, references.

d. Students take tests.

e. Test questions are discussed by students ard instructor.

Procedures for improving the lecture method:

a. Develop effectlive speech habits.

b. Motivate the student by stressing the importance and value of the
subject matter.

c. Introduce;, wvhere appropriate, audio and visual alds to put sense of

. sight to work along with sense of hearing.

d. Express_ldeas so as to stimulate student thinking.

e. Don't read the material, or, at least, doa’t appear to be reading.

f. Emphasize the important points.

&. Direct instruction to individuals.

h. Introduce student activity through oral questioning and note taking.

i. Arrange seating effectively.

J. Distribute instructional material to supplement lecture, both written
and graphic.

k. Use blackboard to illustrate by means of sketches, schematics, formulas,
itemized lists, and unfamiliar terms.

1. Tell the student what 1s expected of him.
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DISCUSSION METHOD

Definition: -

a. A means of acquirivg new knowledge, of exchanging ideas, and of

b'

C.

standardizing principles, procedurss, and techniques.

A method by which the student actually participates in the subject
matter.

A teacher-student centered actirity.

Uses and advanteges:

e

Provides opportunity for informal expression of personal experiences
and information not in the text.

Allows for the inclusion of student questions and teacher answers as
well es teacher questions and student snswers.

Mopt effectively used with smell gréups.

Requirements for productive discussion:

a.
b'
Ce
d-.
e.
£,

Preparation by both teacher and ctudent.
Participation by all members.

Maintain direction -~ prevent digression.
Statements wust be kept factual.

Toleration of opinions of others essential.
Undivided attention must be given by all members.

Proéedures_involved:

a.
b'
c.
d.
e..
f.

Instructor must arrange seating for best results.

Instructor should advise students of ground rules.

Instructor reviews pertinent information and outlines the problem.
Instructor is charged with responsibility to involve all members.

‘Instructor should stress important points to be recorded.

Instructor summarizes and lists items learned or conclusions reached.



DEMONSTRATION/LABORATORY METHOD

l. DYefinition: . )

! a. The demonstretion method is used to Izpar:i skill-type subject matter
in situations where the instructor demonstrates and the student imitates
oxr performs.

2. Usges and advantages:

a. Scientiflc principles and theories.

b. Movement or relationship of parts of mechanical equipment.
ce Tacticzl movement of ships and planes.

d. 8kill in performing manipulative operatione.

e. Students participate in end can help plan the demnnstration.
£f. Actugl Job performed under supervision.

8. Attracts attention and holds interest.

he Can be used with individusls or groups.

3. PFProcedures used when skill training is not involved:

' &a. Plapning:
1) Purpose snd objective.
2) Ydat of materials.
3) Outline of steps to be followzd.
L) Provision for testing student reaction.
be Prepsration:
21} Setting the stage. '
2) Rchearsing the demonatratﬂ.on, checking time.
: c. Demonstration.
d. Performence.
) e. Testing.

4. Procedures when manipulative peri‘orxha.nce by students is required:

a. PFlanaing as in 3a. above plus the following:
2 ; Preparation of a Jjob analysis.
Pexrts of job analysis-~include & step-by-step arrangement of what
to 4o, how to-do, and key points.
i b. Preparation as in 3b. above. ’
i c. Demonstration by the instructor, with explanations at Blow speed.
d. Repetition, based on student needs:
1) By instructor at a faster speed.
2) By student. )
; 3) By insiructor, using variations.
: ) k) By student or students explaining procedures~-how and wrat to do.
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CASE STUDIES AND THE CASE METHOD

1. Definition and description:

a.

2.

8

L

A case study 1s a report of & realisituation that has occurred. The

" study describes what has happened in a given gsituation, but it leaves

it to the members of the training group to decide as to the natursz of

the problem or problems indicated by the situation, their significance,

and their probable sclution.

A case study includes a specific problem situation or critical incident

and may include a solution, results, and questions for discussion,

The case method provides for a student - centered approach which.

encourages maximun participation by s tudents and develops insight and

the ability to utilize problem-golving methods. It can employ either
inductive or deductive processes or-a combination of both. By parti-~
cipating in discussions concerning true-to-life case charactexrs, the
group engages 1in human relations and learns how to work together
toward a common objective. The value in case studies lies primarily
in the powers of discrimination that students develop by practice

in drawing generalizations and conclusions during case discussion.

Types of cases:

(1) Problem finding - the group must determine the prob?em

(2) . stated problem - the problem is merely posed, actual decisions .
and reasons therefore are given.

Possibilities of the cass method:

(1) Participants examine concrete situations from their uvwn .
experiences and are therefore provided an- opportunity-to
reflect on, and modify, thP lessons learned by those
experiences. .

(2) Through the reflective process, new assumptions and ideas about
their own jobs, their own behavio:s, and the behavior of others -
are evolved and carried over into actual work problems.

iug the cese method of instruction:

Factual material in the form of a record of a real situation is
presented to the class for study and discussion. .
The class analyzes the case and decides on the nature of the problem
indicated.

The clase examines all the assumptions anc opinions expressed in the
case {or better understanding.

The class discusses all the data and requests additional data which
the instructor may have.

The class proposes solutions or possible courses of artion.

The instructor recapitulates group thinking by listing items on

the “oard.

The class evaluates possible solutions or courses of action 1n order
to select the best decision of action to be taken.

3. Four questions that are valuable to keep in mind when discussing a
case problem:

e
b.
Ce
a.

Q

What are the facts?

Whe*, problem is raised in this case?

Wret conditions should be met by a good solution?

How can the problem or situetion be avoided in the future?
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4, Role played by the instructar in copducting & case study discussion:

a. Discussion leader. :

b. Resource person. Supplements the limited experience and knowledge
of the class by himself supplying additionsl date or by suggesting
ways in which the claess cen supplement its own resources.

c. Relpful expert.' Soclves, or helps cirectly in the solution of,
problems in the immediate situation.

d. Evalustor or summsrizer. Recapitulates tne group thinking by listing
classg comuments on the board. Sumarizes conclusions reached. Reviews
the issues raised but which have not beeu resolved.

e. Judge of performence. Insists on precision and close nnalysis by
participants. Spells out assumptions when necessary for elimination of
confusion.

5. The case discussion leader should:

a. Make freguent and quick choices as to the role he will assume and how
he will function in that role.

b. Ald in determining to what degree clsss members %1ll develop judgmen®
and learn to exercige responsibility.

¢c. Be alert to the needs, resources, and weaknesses of the group in
constently evolving new situstions resulting in increased understend-
ing end group solutioms.

6. Devicue for sustaining interest include:

8. Change of pace.
b. Use of personal experience by instructor.
c. Modification in line of Questioning by instructar.
d. Damonstrations.
e. Samples of products being discussed.
f. Motion pictures.
g+ Use of bleckboard.
1l) Figwres and diagrams.
2) Prog end cons &8 devel =2d.
3) Areas o discussion.
zk Clerification of inve. outline.
he. ZFlip charts.
i. Kole playing to provide : sty.
J. Case development by swmall :eams.

g A

7. Advantagaes of using the caese .thodi

P a. It develops facillty for "ffective utilization of all the factual
i knowledge at the student's command.

b. In engenders a critical attitude.

c. It develops student ability to select facte and theories from his
general. knowledge and applying them to the particulsr situetion
under consideration.

d. It trains students to evaluate possible impacts of solutions or
decisions developed in the cese 8tudy.

e. It is e means of developing ability to act in situstions in which
personality and fact ere combined.

v
W
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8. Disadvantages of using the case method:

a. Students and instructors feel thwarted in the early stages of case
discussions because of the dirficulty in comprebending their
changed positions and responsibilities.

b. The case method assumes a basic knowledge of facts and a readiness
for acceptance of responsibility on the part of the students.

¢. There ie & danger of overemphasis on positive decisions, e.g.,
decision to teke action where it may not be jJustified or to develop
a solution when & solution is not feasible.

d. In some instances the situetion is oversimplified.

¢. The cage method cannot synthesize the whole administrative process -
the actual carrying-out process, checking ur on results, etc.

f. Errors of interpretstion by the instructor are possible.

& Errors of commission or omission are possible in the collection of
~ase material. '
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3.

GROUP FROCEDURES AFFROACH METHOD

Definition:

a. Group procedures is a study of the most effective ways of organizing
and conducting cooperative group sctione.

Working in groups enable teaching situations to:

a. Provide an organized discussion on an assigned subject.

b. Combine and exchange kmowledge and experiences.

¢c. Study interpersonal relationshlps.

d. Provide an opportunity to communicate effectively.

e. Aspist people to think better.

f. Provide for greater mcceptance of pleans and ideas.

g. Promote team apirit...

h. Teach preparation technigues for conferences and discussions.
i. Develop greater insight on the subject faster.

Types of groups:

It is helpful to inform your cless or sudience as to the type of
group it will require in order to complete the assigmment. For example,
if they are to study a problem, the approach and procedure is different,
than if the task is to solve & problem.

a. Study group:
(1.) Purpose:
ia. To study or explore any topic.
b) To broaden ones knowledge and experience on a subject.
(2) Characteristics:
a) figreement is not mandatory.
b) Pace is usuelly slow.
c) Contributions may be longe.
d) Additional reading may be required.
(3) Applicetion:
ia} Selected subject srea in the curriculum.
Not applicable to all sessions - you must be the Judge
a2 tc when to use it as the most effective technigue,
be Creative or problem solving:
(1) Purpose:
8) To arrive at s solutiom to & problem.
b) To create a uew concspt or product.
(2) Characterisitcs:
a) Much discussion and argumentation.
b) Pace is fast.
c) Much strain on interpersonal relations.
d) MUST ccome up with a solution.
(3) Application:
a) Any navigation problem.
bg Léadership problem.
Problems in shiphandling.
d) Seamsnship.
e) Demage control.
£) Duties of the QOD, etc.

[N

AN e




4,

c. Representive or critical:
(1) Purpose:
(a) To eritically examine a topic or a solution.
(®) "o examine a topic as to how applicable it is to dutiles,
responsibilities, etc.
{c) To critically exwumine for all application of skill and
knowledge to the functional aspect of the job.
(2) Characteristics:
(a) Decisior 1s not mandatory.
(b) Pace is ..pia.
(c) A great deal of discussion.

Organization of a group:

Sametimes it is best to structure &8 group bvefore making an assigment
and other times it is desirsble and interesting to let the group do its
own orgaulzing after the task has been assigned. Alsc, you may want to
assign wmembers to the groups and leave them on a gtanding basis Tut
rotate the leadership responsgibilities and other assignments.- In other
instances you may went to regroup the people frequently. Most groups
should be structured as follows: v

a. Coordinator:
(1) The coordinator is responsible for:
(=) Tne physical setting.
(b) The availability, distribution snd storage of resources.
(c) Helping to maintain esprit de corps in the group.
(4) Helping to keep intragroup tensicns fron retarding progress.
(2) The coordinator assists the chairman to:
{a) Keep the discussion in fccus.
(‘b) Keep the group on schedule.
Balance participation in discussion.
(d) Get the job done.
b. Chalxman:
(1) Preparation for the meeting involves:
(a) Getting as much information a&s posgible about subject and
members.
(b) Drawing up tentative time teble.
(2) Conducting the meeting includes:
(a) Setting the stage to:
1. Create favorable atmosphere
2. Improve attitudes.
(b) Studying the problem %o:
1. Get everyone problem centered.
2+ Break complex problem downe.
3. Restate contributions if not understood.
(c) Formulating a time plan.
(d) Getting all to contribute.
(e) Summarizing at frequent intervals and refocus sttention.
(£) Watching for consensus or signs of agreement.
(g) Closing the meeting.
c. Permanent recorder:
(1) Provides a list of items agreed upon by the group.
(2) Checks blackboard for information recorded.
d. Blackboard recorder:
(1) Mirrors the wishes of the group.
(2) KXeep running records on blackboard.
{3) Provides guidance to group.
(4) Requires s:111 so as to represent what group is doing and so as
not to slow down pace of group.
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e, Cbserver:
1) Checks on how effective the process was,
Determines the method used in group production.
3) Uses about 3-5 minutes &t end of session.

5. Employment of method to:

@e Dlscuss lecture and come up with questions.
b, Asgsign specific questions on content or related material prepared
by you.
c. Discuss specific questions on function of e skill as prepared by yco:
.de Discuss assigmment without lecture &nd development of questions by
groupe

6. Summaery:

a. Emphesize HOW to perform in a group procedure learning situstion.

b. Develop characteristics while you use this method -~ eontent alone
is not enough.

c. Voting on issues 1s not A gocd means ~ prefer minority reaction.

d. Brainstorming is & modificetion of group approach -~ briefly describe
vhat is meant by brainstorming.

e, Be sure and provide adequete guidence and direction to class and -
groups.

f. Do not attempt to solve all prcblems via group approaca - group

approsch in teaching does not fit all sessions - use only where it
fits.

T Demomstration of group approach method:

a. Divide clsss into groups of T-10 people.
2 ; Use arbitrary system.
2) 8Send esch group to seperate room or designate areas in same room.
b. Tall group to designate chalrman and group reporter or designate chair-
man and have chelrmen designste reporter.
c. Assign same problem to all {can assign separate problems also).
d. Bring groups back together and have brief reports.
e, Have summaxry end discussion.




1.

PROBLEM SOLVIRG METHOD

Basic steps in problem solving - Tals 1ia primn-ily & method of thinking
based on scientific procedures. The purpose is to train people to analyze
Iroblems gsystematically. One of the most important steps 18 to demonstrate
& logical orderly procedure for evaluating the problem. To satisfy this
requirement, the tollowing approaches are recommendedi

Instructional

8.  Provlem ~ defipe

be Facts - determine

C. Possible actions

d. Conseguences of getions

e. Accepted solutions

f. Action

8« Lodk for the causes of the problem

The approach titled "Instructional" is that used in clessroom situaticns
where the participants came from varicus units and are 8inply learning how
to =oke their problem-sovling methods more effective.

There are, of course, other ways of listing the steps to problem-solving,
and the ewphasia given to any of the steps - fact-finding, idea-gutting,
solution-testing, etc., ~ will vary greatly. The dmportant distinction here
is that clessroom problem-solving concentrates cum teaching the individual
how to particpate more effectively and how to develdp thelr ebilities to
handle each phmse of the procesas. In & command situation the lerder is
responsible for the final dectsion - end foy ioiicw-up eveluation. A good
rrocedure (see accowpenying illustration) 4s to write tue titles on the
chalkboard end to make use of g trainee as chalkboard recoxrder. The process
can prevent "wheel spinning” and better utilize the time avallsble, One must
determine facts, identify the problem, consider courses of action, ani select
the course, whether the time be short or long. .

@+ Definition of the problem ~ This phase will be eutered under column I
by the recorder. The importent impression uo be left with the students
in the definition phase is that in any one humen xelation incident, or
any other problem, there are usually two elements or problems ~ the
immediate problem and the underlying problem. Most can see the immediate
yroblem -~ & gear doesn't work, sameone is in trouble » relationshipa are
poor between people, These things are readily apparent, but what is the
long~range problem? What is beyond the obvious? The individusl can
ususlly defire the immedlate problem but he must be trained to define the
underlying oses. Insist that the problem be written on the chalkboard.
Do not sacceyt an oral statement of the problem,

be Determination ot facts ~ One of the most lmportant steps is to train
people to bring out facts, things, or events vwhich ectually have occurred,
In dlacugeing the casges provided, insist that your trainees deal only with
facts as outlined in the cage, or if amn assunption is acccpted, make cexr~
tain that it ia So identified, After the trainees have read the case and
ths discussion commences, have the chalkboard recorder write the facts as
suggested by the students under columm IT. Make certein tiey heve all
the pertinent facts, even if you must ask leading questions. Do not
record suggestions thet are nct pertinent to the yroblem-solving phase
belng discussed. .

¢ Foasible courses of action - It 18 important for the students to refrain
fran Jumping a8t the first solution thet presents 1tself. ce, they
should develop seversgl possible courses of action and list them under
columr: 31X, In this phese they should not evaluste the proposals, juast
suggest them. Too often, individuals and groups spend too much time

oo w2
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trying to perfect a solution when they should return to the basic
problem and eee whet other courses of action or approaches are
possible. Tne students should learn, therefore, that: (1) in most
human problems more than one possible, decision mey exist; and

(2) they should look over several possible solutions before
deciding on one,

d. Consequences of possible courses of action - Don't leap to a solution
without considering the consequences of proposed solutions. Students
must be made aware of the importance of evaluation of consequences so
that with practice it becomes second nature to them. PFere the trainees
will consider the relative importance of each of the suggestions, as
whatever sclution is accepted in step five will involve expenditure of
men and/or materials.

2. Solution of problem - The trainees select one of the possible courses of
action, or a combination thereof, as the soluticn of the problem. Unanimou
agreement is not necessary. The reccommendation of the majority in a group
will usually be given serious consideration in determining the solution;
but, the final Gecision is the responsibility of the military leader in
command.

<. Action - To keep the problem-solving practice as realistic as possible,
the group should be required to decide on action - action that will solve
the problem and prevent its recurrence,

g. Critique and analyeis - After a problem has been solved and the action
agreed upon, it would be well to discuss (briefly or at length, depending
on the complexity) the extent to which underlying or more basic problems
have been faced and solved. The group's action might be designed to take
care of only the immediate problem or some difficulty that is really the
symptom of a deeper problem. In essence, this wmeans to stop, look, and
ask, "How did we get into the difficult spot in the beginning?"

2. Group structuring - For purposes of 1liustration, the instructor may assume
one or more i thest roules, but as rapidiy as possible the class members
should assume responsibility.

a. Organization suggesied:

. (1) Chairmen or roderatur - The chairman holds the responsibility for
the preparation and successful conduct of the group meeting. It is
‘his responsibility to make a thorough analysis of the assignment,
get information on the group members, locate resource material and
prepare a tentative agenda. He should avoid developing a ready-made
solution. He must study the prcblem, set the stage, get the group
to agree upon plan of attack, bring facts to bear on the problem and
stimulate member contributiors. The chairman swmarizes and
refocuses attention to the problem. It is his responsil;litj to get
a consensus and to conclude the meeting.,

(2) The role of the coordinator - The coordinator assists the chairman

‘ during the meeting and 1s respongible for the setting of the meeting.
Among his responsibilities are the physical setting, availability,
distributlion and storage of resources; maintenance of esprit de corps
and to prevent retardation of group progress. He assists the chair-
.man in keeping the discussion in focus; on schedule and balances
participation in the discussion (avoid domination by one or a few
‘members).

(3) Group recorders - There are usually two recorders in any group process
the permanent and the chalkboard recorder. The permanent recorder
provides continuity. He is able to trace group action through a
series of processes. He 1is responsible for recording the final chalk-
board record, checking consistency of group consensus he points out
conflict, reads the record for the final approval and assists with
‘the preparation of final reporte. The chalkboard rzcorder must pro-
vide and assist the permanent recorder by tentative conclusions,
solid sgreements, etc. He 1s expected to participate fully in the

g H . ’\, A
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discugsion. This individual should develcy the ability to make
rapid analysis cf comments, use worde effectively, explain rela-
tionships and clarify comments of group membders. A chalkboard
recorder must try to overcome several common aifficulties, such
@s: the inclination to "read in" meanings not intended by the
contributor, personsal bias in interpreting contributions, and
mechanical difficulties of writing on the chalkboard,

(4) The role of the cbserver --The general function Of the observer is
to evaluate the group process. He may, &8 &n expert, play a central
role in the evaluation or he may serve as an agent to collect data

- for group participation in eveluation.

(5) Participation b oup members - The cbserver, coordinator, chalk-
board recorder and recorder should &ll be encouraged to perticipate
a8 members of the group in addition to carrying out their special
agsigouents, - ' :

‘3. Demonstration of blem sol method:

Utilize the procedures as ocutlined in 1. and 2. above.

4. Buggestions for the Imstructor:

Do not spend more than one-half hour discussing the basic principles
and procedures of the problem solvimg method. The major portion of the

'session should be spent in the actual discussion of a problem by the

menbers of the class., The instructor should "chair" the first several

- discussions to allow the students to become femilisr with the process,

Then in order to meke the process more functional » the instructor should
turn the cases over to the members of the group. It is important for
the instructor to remember that this session will scquaint the trainee
with some of the mc3at vital problems such as: objective analysis of
situations, the de.sgation of authority, utilizetion of available

- regources in handling problems and knowledge end analysis of the men

involved. (A aximately two hours should be allotted to this portion
of the toric, . : ' ‘
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Defirition:

8.

INCIDENT PROCESS METHOD

A method of learning, from actual cases that involved real people
in real situations, how to work out decisions and solve problems.

Advantages:

8.

There is common goal if the group is made up of members from one
organization.

b. It is easy to share understanding ani pool experience.
c. Understanding can be learned through:
(1) Ability to think clearly.
(2) CcCapacity to appreciate feelings.
(3) Practical Judgment and case analysis.
Disadventages:
a. Incomplete case reports lead to speculative thinking.
b. Complete case reports require excessive study prior to discussion;
some members will not have time to prepare.
¢. Prepared problems discourage opportunity tc learn.
d. Case discussion may lead to argument rather than discussion.
e. Group discussion can become limited to members who are adequately
prepared.
Procedures:
a. The written statement of an lncident is studied:
(1) statement contains specific assignment.
(2) Group is required to take the role of a responsible person and
make a decision.
(3) statement does not provide all necessary facts for making a decision.
b. Members ask questions of the group leader:
(1) Members try to recreate the action by asking qQuestions concerning
relevant facts, clues, and details of items such as floor plans
‘of the -scene.
(2) Members try to learn what happened, to whom, when, where, and how.
(3) A group member summarizes the facts at the end of this phaee.
¢, The main issue is defined and sub-igsues are sought:
(1) 1Issues are listed on the board.
d. Decisions for action in the incident are made:
(1) Each member makes and submits his own decision.
(2) In case of majority and minority decisions, each group selects a
" member to argue its views.
(3) The group leader announces the actual decision made in the live
incident.
e. The group evaluates and generalizes:

gl) The group evaluates actions, decisions, and consequences.

2) The group learns what was useful, what caused difficulties and how
they could have been avoided.

(3) The group generalizes on how to do better by preventing similar
difficulties in future actions.
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1.

2.

SEMIRAR METHOD

Introduction to the seminar method:

The seminar is not intended as a place for the impartation of knowledge

by means of faculty lectures, but &8 a medium for the growth of all
concexrned, gtaff and students, through critical study and cooperative
effarte It follows that major responsibility for the growth and participa~
tion of the gtudent rests with the individusl rather than the faculty.
Evidence of this growth may be hsd in the form of discussicns » short oral
reparts, problems solved, papers submitted, and comprehenpgive exaninagtions.
The materiels to be utilized may be pertinent literatuxe and evidence
current educational activities, and student and staff experiences,

Machinery:

&+ Personnel involved:
(1) Description:

(2) Chairman - 1s usually the instructor of tke course, but in
some cases the instructor may choose somwe member of the class
to act as chaiyman during the discussions. Of courae, the
instructor outlines the course of astudy for the students and
makes specific work agsigmments. The details of the chair-
man's role in this system 1s discussed below.

(b) The semipar members - the smaller and more compact the class,

ususlly the more effective. The size of the average scniner cleas

ranges from 8 to 20 members, 15 or less being more dssirable.

(c) Outside experts in certain flelds pertinent to the course should
be invited to sit in on the class from time to time and lead the
discussion of their field.

(2) Duties:
(a) The Chairman:

ie Plan the seminar and make all necessary arrangements -~ such
as inviting cutside experts to attend seminar, supplying
reference materiol for the seminar room, supply visurl aids.
Starts the mee';ings préuptly on gchedule.
Assist individuals in geleécting topics for resorvoh.
Asgist individuals in sxranging findinge tc
the group - research papers, short reports, .
Leads the critigue gession at the conclusion of each
Pregentation, - ) : :
Comments upou each presentetion. ) .
Acts as source of information and makes corrections when
misinformetion is given in the discussion,
Guides the discussion and keeps it on the track.
Brings each meeting to a logical closing, suming up what
bas been said and gives the meeting & sense of order and
accarplishment. - :
As mentioned above he may select come membar of the class
to earve ag chairman. In this event the chairman's duties
would be merely those concerning the direction of discussion.
The instructor would still essume responsibility for plan~ .
ning and making necessaYy axrrengements. '
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1l. Other responsibilities may be delegated at the instructor's
descretion. Examples of this are: (1) "Visuel Alds F-rA” - 4n
charge of sxrranging for end requisitioning of visual aids
to be used in the seminaer. (2) "Invitations Heed" who would
b= responsible for inviting outside experts and scheduling
of such. The delegation of responsibilily allows greater
studernt participation.

(v) The seminar members should:

1l. Selecte a specific subject to study.

Reads avellable sources.

Preperes findings in a logical ordexr.

Prepares xresearch paper.

Shares finding with the group, using the speech forum device.

Mekes short oral reports on Specific subjects as assigned by

the instructor.

Asks questions, expresses opinions, and adds information

during the forun perilod.

Work imdependently to acquiie knowledge of the course iuo

addition to his specislized area. Each member should be

familiar with the other's specialty areas and should be able
to discuss them irtelligently.

Physical needs:

(1) Room should be arranged witk desks or tables so that the members form
a close group and each cen s=e every other member of the cless from his
sitting position. :

(2) The blackboerd should be vi.sible 10 every member of the class and
should be used resdily fur rutting before the stedents the topic
or question under discussiom. :

(3) Provision should be made for adequate room snil facilitation of visual
alds such as projector ar?® screen, posters, charts, etc,

§l+) The room should be well wentilated and properly lighted.

5) Reference books pertinent to the course should be placed in the
room for ready use. ! o

IR
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Application of the seminaxr:

The geminar as & means of B8tudy can be used effectively only under certain
copditions. When these conditions are prevalent this method has proven
itself as the most proficient in achieving the objectives of the course of
study. ' '

" Roe
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d.

Should be used only in advanced courses, wherc the subject matter is
specialized in nature. i :
It would be fruitless to subject a survey course or a course designed to
cover a broad area to the seminer method or sny types of discussion method.
Here is vwhere the lecture method can be efficlently utilized. ’
Not only should the course be of an edvanced nature, but the students should
have the foilowing qualifications: ‘
(1) Their backgrounds must be suffifient to preclude the necessity of
providing background materiael in cless or teaching system.
(2) Their minds must be keen and experienced enough to grasp Quickly
the subjectivity and ideology of the subject.
(3) They must be experienced enough in oral expression and discussion
procedures in order to comserve valusble class time and make it
useful to all.
It must be & course in which source material is accessible to the ‘students.
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e. The instructor must be well versed on the subject matter es well as the
principles of discussion and group investigation.

f. The subject matter should be sufficiently interesting to stimulate
creative thought and discussion or the instructor should be able to inject
provecation adequate for achieving this.

8. The class must be small, compact, intimate group where manageabllity and

: informality can be establisghed.
(1) The instructor should know the students well both socially and
intellectually and the students should know each other well.
(2) The smaller the group and the more intimate both among themselves
&nd in their relationship with the professor, the freer and smoother
the discussion.

h, Ceonclusion:

Granted the above conditions, the seminar methbod is far more effective than
the iecture method. It not only supplies information dut it supplies food for
thought and opportunity for free interchange of thought and sharing of reseerch
expression. It adds pover to communicative abilities ani thus enriches the
student's intellectual development. In this system the student can form his own
original conclusions and is not forced to passively accept someone's opinion.
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ROLE PLAYING METHOD

1. Definition:

a. Role playing is an instructional method in which incidents based on real-
1ife situations are reenacted by class members playing the roles and making
their own decisions; these decisions are discussed by the class and summed

up by the instructor. It . orimarily a means of evoking human tehavior
by actually doing it; howe: it is not to be considered as a cure-all.
2. Purpose:

a. The major purpose of role pleying is to provide a close-to-reallty base for
personal understanding and insight and for group discussion and training.
Another purpose is to provide opportunity to predict future performance -
typical behavior in a real situation by observing behavior in a quasi-real
situation. '

3. Uses:

a. To train in leadership and human relations skills.
b. To train in sensitivity to people and situations.
c. To stimilate discussion.
d. To train in more effective group problem solving.
e. To teach certain content in classes more effectively: customs and
traditions, duties and responsibilities of junior officers, uniform
_code, etc.

4, Values:

a&. Actual problems can be re-enacted in the classroom.-

b. Principiles can be taught.

c. A maximum amount of student partiecipation is obtainable.

d. Participsnts can put themselves in other people's shoes to see how they
feel, to experiment with new ways of behaving and to understand other

) people zod their behavior.

e. BSituations can Ve devised to fit the needs and interests of the group*-which
use them.

f. The consequences of playing for keeps are eliminated since there 1s : 2 risk
involved in making mistakes.

g. Particlpants can learn by doing.

h. Students observing role-played situations tend to identify themselves with
the actors and learn with a high degree of effectivenees.

i. People can say how they actually feel rather than saying what they think you
want to hear; they can explore thelr own feelings and gain insight.

J. The problems of the players can be diagnosed and their needs learned quickly.

k. Human behavior can be brought into the laboratory.

1. In role playing and subsequent discussion, the group teaches and helps itself.

5. Limitations and dangers:f

a. Rcle playing 1s a method, not an end in 1itself. '

b. Role playing muct be carefully planned to keep it at the level of
understanding and maturity of the group.

c. Rcle playing will not perform miracles.

d. Role nlaying must be kept democratic to be effectlive ~ resist trying to
glve ansvers. .

e. Keep clear of therapy - you are not a psychiatrist.

f. Role playing should be set up so that more thar one answer is possible..

ey ‘-:~J
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6. Description:

a. The primary concept of role playing involves assignment of roles to
various participants of the group who "act” out the problem situations
in human relations. This is usually done without script or prepared
text. The role-playing scene is followed by group discussion which
may in turn be followed by a replaying of the scene using different
personnel in the various roles.

T. Procedures:

8. Determine in advance where and when to use a role-playing situation.

b. Brief the class on the problem as a group in advance.

c. Prepare an obJective evaluation sheet of specific items to be observed
in the problem.

4. Do not discuss the individual roles at this time.

e. Repeat the briefing immediately prior to teaching the prcblem.

f. Do not inject any additional information into the problem.

8+ Brief the role players separately Just prior to playing the role. Roles
should be provided on separate cards to each role player.

h. Role players should not be aware of the content of other players' instruc-
tions.

i. Allow role players 5 to 8 minutes to think &bout their situations.

J. While role players are studying their situations, return to the class and
brief them on the entire situation including individual actors' roles.

k. Start the role-playing situation at the end of 5 to 8 minutes.

l. Establish a time limit of 5 to 10 minutes far playing the roles.

m. Evaluate the role playing on the basis of items prepared in advance.
Briefly discuss this evaluation. )

n. Apply the problem solving method to the situation to briefly summarize the
salient points of the problem.

8. Important items to be observed by the instructor:

a&. Ensure that the physical layout required by the problem is reproduced
exactly as planned and that supplies and equipment are availerble as
required.

b. Be familiar with the problems you are to acminister : w.w the izemp
on the ~~ore i.__-.

@+ Obserwe carefully the performance of each participant.

d. Maintain the time limits established for the problem.

e. Keep the discussion student-centered.

f. Avoid providing the ancwers.

& Motivete students to develop insight and problem-solving ability.

h.. Do not allow more tham 15 minutes to elapse between the time the =las-
convenes and the role playing occurs or effectiveness may be destroyeti.

i~ Allow emple time for the evaluation and discussion after the role
playing.

. Summary:
a. Try this method; think of ways and places where it can be used in =—h=
entire curriculum.

b. Keep the pace fast.
C.. The real valu= lies in the discussion.
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BUZZ SESSIONS METHOD

Definition:

8.

A technique of breaking a large audience into small groups of six members
each, having thkem introduce themselves to each other, and then talk for
six minutes to find answers to some questions assigned to the whole
audience. One person acts as chairman and another as recorder; the latter
reports back to the audience or total group.

Procedure:
a. Audience must be instructed very cleerly about (1) what it is to discuss
and (2) what and how it is to report back to the group.
b. Audience 1is given reason for small group discussions.
(1) Too many in large group for all to be heard.
(2) Each person in small group can rehearse his arguments before presenting
to the total group.
(3) Discussion is multiplied by the number <f small groups.
c. Special roles, as chalrman or recorder, must be assigned.
d. Audience is divided into groups.
e. Director of meeting circulates among groups to keep them going effectively.
f. Director terminates buzzing.
g. Total group reconvenes for buzz group reports.
Advantages:
a. Small groups can exercise relatively candid expression of feeling.
b. Small groups have to take responsibility for their own operation.
¢. Surveys or polls can be taken rapidly; data can be recorded on cards

for rapid classi*ication and report.

Examples for use:

a'
b.
c.

da.

To get a meeting started on significant problems.

To set up agenda for a meaningful learning experience.

To overcome a feeling of helplessness or apathy and to redirect & group
toward esztion.

To test a set of ideas and to increase communication between speaker and
audience,
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BRAINSTORMING METHOD

Definition:

&. Creative thinking is the art or process of combining past experience
and/or present experience to form new combinations; brainstorming is
the technique of getting ideas by the free associstion of ideas among
a group of people. '

Function:

a. A tool to be used to generate ideas quickly and in large quantity.
b. Not a substitute for other types of conferences.
¢c. Evaluation of ideas 1s delayed to another session.

Procedure:

a. Select a problem.

b. Get 8 to 15 participants; alert them in advance.
¢. Designate a recorder who is a fast note taker.
d. Explain the rules (to a aew group), :

e. State the problem rnd let group present ideas.
f. Stop any negative comments.

8. Encourage additions and improvements to ideas.
h. List ideas on the board.

1. Close the session after 15 to 20 minutes,

Rules:

a. Participants should number between 8 and 15.

b. Rank in the group should be approximately equal.

c. Evaluation of ideas is not permitted.

d. A recorder jots down ideas.

e. Negative thoughts are penalized.

f. All participants get equal credit.

8. ldeas are evaluated at another time.

h. Group leader makes suggestions only to keep thinking active.
i. Freevheeling is encouraged.

J. Critical Judgment 1s ocutlawed.



PANEL-FORUM METHOD

Definition:

A group of persons, usually four to ten in number, who have a special
knovledge of the topic sit at a table in front of the audience and hold
an orderly and logical conversation on the assigned topic.

b. The special advantage of the panel lies in its function as an offshoct
of a much larger group.

c¢. Where forty or more persons would be too unwieldy, four to ten persouas
can discuss the topic freely and then invite audience reaction.

d. It thus serves as a compromise of gize with purpose.

e. It is an excellent means of arousing msudience interest.

Application:

a., The most logical sltuation for using the panel-forum method 13, of course,
in a large class where the advantages of discussion are desired.

b. These advantages are numerous and will be touched only lightly hee.

(1) 1t permits student participation which is otherwise impossible due

_ to the size of the class and the time factor.

(2) It tonds to create interest both among the panel members and the
audience which together mske up the class.

(3) It achieves a more complete understanding of tie subject matter by
actual involvement with the real iscues of it. This is opposed to
and at the expense of a broad and superficial coverage of the material.

Organization:
a. Physical needs:

(1) Audience comfort:

‘{a) Make one person responsible for proper temperature and ventilation.

(b) Audience must be comfortably seated and must be able to see and
hear all the panel umembers.

(e) Glaring light must be eliminated.

(2) sSelection and arrangewment:

(a) Select room appropriate to the size of the group and the character
of the meeting.

(b) 1If possible provide platform or stage for elevating the panel.

(c) Provide chalrs and tables to accomodate the chairman and panel
members and arrange them so that each member cau see all the
others and so that each member is facing the audience. A
semi~circular formation is suggested for the pavel with the
concave side facing the audience. The chairman should sit at
the mid-point of the semi-circle.’

b. Personnel involved:

(1) Description:

(a) The cheirman -~ the presiding officer of & meeting. This is
usually the instructor's role. The instructor should be well
qualified and have the following characteristics:

1. Ability to plan and carry out the details of a meeting.
2. Eaving a sense of humor and possessing a good speaking Voice.
3. Haviog a very thorough understanding of the course material.

(b) The moderator - an individual who acts as a "go-between" for the
panel members. He is skilled 1n the techniques of handling an
audience and stimulating group participation. The chairman may
function as moderator also, but in many cases the chairman may
assign this position to a student to provide valuable experience

in group leadership and a more active student participation and
authority.

anw
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(c) The panel members - the panel is composed of four to ten class
members who have been assizned study on a specialized scale of
the subject at hand.

1. The assignments shouid be designed so that each student
approaches the subjJect from a different angle.

2. In this manner the different members of the panel can offer
representative views on the topic under consideration.

3. For the different phasea of the course or different general
topics which are discussed, the papel is rotated in sequence
sO that during the term every member will have served on the
panel.

This allows for specialized study of a certain area of the

course and general study of the remainder.

5. Consequently, continuous participation is achieved -~ direct
participation by the student when 8 panel member and indirect
participation through audience reaction while he is a member
of the audience.

(d) The audience =~ the students in the course less the panel mewbers
1. As explained above, every student will at one time be a

member of the audlence and every student will serve on the
panel at least once. )

2. The students composing the audience will be reguired to study
generally the tojic under discussion. This is necessary not
only because the topic is an integral part of the course, but
also it is essential that the audience be familiar with the
issues in order for the entire method to function efficiently.

3. It is very improbable thst a group can become interesici ia a
matter about which they are wholly unfamiliar.

4. Many of the individuals who make up the audience have made
up their minds one way or another before they come to the
meeting.

5. Another section of the audience may contain individuals who
know something about the issues being discussed but they
have not come to any definlte conclusions.

I=

(2) Duties:
(a) The chairman:*
l. Plans meeting and makes all necessary arrangements.
2. Selects the penel members and assigns appropriate topics with
directions outlining the approach each member should make.

» Assigns material for the audience to read.
+ ©Selects a member to act as moderstor, if he ‘80 chooses. He
should be careful to consider if the man he chooses has the
necessary qualifications to be an effective moderator, and
he should instruct the moderator very thoroughly as to his’
function.
Explains to the whole group the procedures to be followed during
the course.

IFtw
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6. Starts the meeting promptly at the time scheduled.
g, Welcomes the group.
€. Introduces the moderator and panel members.
9. Closes the meeting.
(b) The moderator:

=
o

Meets with panel members prior to the meeting and ccordinates
the prospective program.

Assists panel members at a preliminary meeting to agree upon
& method and plan of presentation.

Ileads and coordinates the discussion which is presented by
the panel members. .

o

b

*As mentionedi sbove the chairman may function also as the moderator in which case,
of course, his duties would be both that of chairman and moderstor.

s
.
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4. Presents an occasional summary during the meeting and a final
SUMMArY.

5. Encourages and develops audience participation during the
period designated. This pericd usually follows immediately
the msin panel discussion.

6. Restates and directs the questions asked by the audience to
a panel member.

1. Recognizes members of the audience one at a time. If written
questions are submitted, he tries to arrange them in logical
order before presenting them to the panel members.

- Turns the meeting back to the chairman if a chairman is used.

If the instructor handles these combined roles, he.closes the

meeting.

panel members:

Hold preliminary planning meeting.

repare material on the subJect.

Talk without belng prodded by the moderator.

Converse intelligently.

Keep to the subject being discussed.

Talk loudly enough to be heard.

Confine remarks to short periods of time. Two or three

minutes is considered to be the optimum time for each con-

tribution. This is to preserve free and open discussion and
to prevent monopolization by one or two members.
8. Remain seated -and otherwise maintain an informal end friendly
* atmosphere.

(d) The audience:

1. Studies assigned material pertaining to the topic before the
meeting.

2. Extends common courtesies to the panel members and the moderator.

3. Submits guestions during the period designated for such. These

can be written or presented orally, and they should be pertinent

and to the polnt. The members of the audience must be careful
not to vwaste class time with trivial questions just for the sake
of being heard.

Joo]

(c)

g
(1]

IOV i)

*.

Summary:

a. The panel-=forum method of teaching is ldeal for providing the advantages of
class discussion in-a class which is too large and unmasnageable otherwise
for an orderly and beneficial discussion in which the entire group partici-
pates.

b. Also it is used epfectively ‘as a subsidiary part of a lecture course.

c. Certain elements of the course. maey derive more advantage from an informal

. discussion and heavy student participation when other elements may require

. only a rapid. sunmary or .synopsis by the instructor. '

d. This flexibility if properly utilized by the instructor will automatically
Place the emphasis where it is needed.

e. Also it injects variety and lively interest into the learning process which

so often resigns to a monotonous and apathetic state.



PROGRAMED INSTRUCTION

‘Definition:

a. ‘Programming consists of breaking down the subject content into small
pleces or steps and arranging them in logical sequence so as to impart
vknowledge or information and.eventually achieve learning.

Ways of presenting programed instruction material'

a. Programed. instruetion can be presented in a variety of ways; from a
plece of paper to a complex machine. It is featured as being "self-
teaching” or "self-tutoring." ‘ ' .

Use of'programed instruction:

a. The use of programed instruction and other new instructional techniques
is encouraged vwhen 1t supports a sound philosophy of instructional planning
and can reasonably be expected to:

(1)

Improve quality of present training
Improve learning results.
Provide means of adapting to individual differences in rate of progress.

- ‘Provide time for more effective application of the abilitlies of avall=-

able qualified instructors.

51
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" "APPENDIX G
THE GRADUATE~UNDERGRADUATE CONCEPT

The purpose of this topic is to delineate the distinguishing features in
graduate and undergraduate teaching in order to recognize the needs and short-
comings in the naval student. Also it should serve as a guide for instructors
to Belf-evaluate their own courses and teaching methods. Before one can determine
what methods are to be used in teaching or what the obJectives of the course are,
he must first be cognizant of the background of the student and he must have & clear
concept of the different levels of highexr education. The methodology and expectation
of performance must be geared to the particular situation in order to achieve maximum
efficiency. It is. equally detrimental to the success of the course for the level of
the course to surpass that of the student or vice versa, the student that of the
course. Primarily we are concerned here with the latter case.
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1. Philosophy:

8.

b.

THE GRADUATE - UNDERGRADUATE CONCEPT -

Difference in the student:
(1) Undergraduate student:

(a)

(v)
(e)
(a)
(e)
(£)

(g)
(h)

Needs instruction in system -~ that is how to study as a means of
getting answers to questions in & nerrow field.

Not ready for the broad picture until well into the subject. That
i8, he learns mostly factual information at first, not cowprehend-
dng the 1ideology behind the facts until much later.

Works beat from a single text with minimum of references. Multiple
references discourage him. He seeks answers to the questions in
the course and avoilds ranging for them. )

Instruction for undergraduate is largely question and answer type.
Student fol.ows reguirements {o please the instructor. That is
the student 4g mot ready or motivated to irork independently but
works anliy as mssigned or supervised.

Age diiferencial between instruetor and u—dergraduate is usually
signifi—e=t, - he professor's role is more: authoritariane.

The student is.less mature and does not realize how little he
knows. .Mcre regimentation is required.

The studert =oris out course with course credit as a means to an
end.

Discipiinary a=ziion is still required to keep up good class
atmosphere,

(2) Graduate student:

(a)
(v)
(e)

(a)
(e)

(£)
().

(h)

It can be assumed that he knows how to study. He will ask
pertinent questions, work out comprehensive projects in the
subjJect -or field of study.

He 1s more experienced and mature and can comprehend the broad
picture initially. Instruction requires very little background
material before the actual subject can be developed.

He welcomes multiple refexences, can sift information and evaluate.
He consumes the subject to the best of his ability, reaching
original conclusions.

The students are ready for seminar type of study where joint
thinking of class works out for individual benefit of each.

Age differential not very significant. Thought and age level
of graduste more synonomous to that of instructor and presents
more of a téamwork situation.

Graduates usually realize how little they know and will work
independently and individually to seek.knowledge.

-Credit for the course is secondary. He is motivated by'an intense
- curiosity and an understanding of the subject is primary.
. The necessity of disciplinary action 18 practically nil.

Difference in the objectives of the course:
(1) Undergraduate courses:

{a)

(b)

(e)

(a)

‘The burden of proof rests on the professor. That is, he assumes

the responsibility in the learning process. Also, he assumes MOre
‘of a responsibility in measuring what has been learmed.

Teaching is emphasized more here. The large part of the research:

‘and preparation is done by the professor and presented to the

students in the form of lectures. The objective is to supply
information in a broad coverage and naturally less understanding
i8 achieved.

A course in the undergraduate curriculum is part of a program -
designed to provide a foundation for further specialized study.
Therefore, complete understanding is not quite as essential here.

A portion of class time must be devoted to teaching the students
how to study.
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(2) Graduate courses:

a The burden of proof rests on the student.

(b) Teaching is subordinated to self-instruction. That is, the
student reads all available sources, criticizes, forms his own
opinion and expresses his opinion. The professor acts as a
coordinator. The invaluable concept of learning by doing is
utilized here, and it is much more effective than a passive

acceptance.
(¢) The msin objective of ~~iuate course is to achieve complete
understanding of a subject i=ld and this is attained more

readily by maximum studer* mextizipation.

" (d) Giving training in doing ..=smsrct_is amother important objectiive

in graduate study.

2. Standards and requirements:

e

d.

Student participation:

(1)

As mentioned above, student parcliciznTon imzsz=sgsential in graduate.
study. It is beneficial in underzracizte sty but somewhat limited
by the obJjectives of the course:whici-:zre comrred above.

Required reading:

(1)

(3)

Research work:

(1)

(1)

Of course, outside reading is reguirec din boik . graduate and under-~
graduate work but the former shau’ld ibe.:zassiz—ed a heavier reading
load. The number of pages depentis :== :zhe ccmrse and the type of
reading. .

In addition, the graduate student: t=.=ncouraged to read, independently,
materials relating to the course «iiher than what has been assigned.

In theory, this encouragement is =t necessary but im actual practice
it is recommended. :

. The reading of original sources asmch asg documents, charters, etc. is

usually required in graduate study.

Actual research work is not normally required in undergraduate study; however,
some of the projects which maey be assigned may. resemble research papers.

In graduate study research work forms a very important base. It is here

that the roles of the student and the professor are reversed. More
specifically the graduate student does the research work that the pro=-

fessor is charged with in undergraduate work. At least one research

paper in a specialized field is assigned the graduate student and he

shares his research experience in class. The professor coordinates

the findings and lends the class a sense of order. a

‘Written and oral reports:

These reports are required in both graduate and undergraduate study,
but more emphasis is placed upon them in graduate courses.  The oral
reports are made in graduate courses where lecture is needed in under-
graduate courses due to the objective of the course governed by the

time factor. Written reports on required reading and special projects
are more extensive in graduate courses. The type of report 1s different

-too. The undergraduate report tends to be a summary of the: reading

while the graduate report is more of a critical analysis and evaluation.

Evaluation of tests:

(1)

Undergraduate tests:

(a) It is always necessary to give tests in undergraduate study to
measure the learning in the class. This is true because student
participation is too light to measure effort and performance,
except by testing.

(b) Tests are usually the objective type and involve the remembering
of factual information. This requires less understanding of the
subject and less thinking on the part of the student. It serves
merely as a check to see if the student paid attention to the
lectures and read and remembered the assignments.

>
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(2) Graduate tests:
(a) In some csses it is not necessary to give tests in graduate study.
Such is the case in small, cowmpact classes where student participa-
. tion is heavy and sufficient to evaluate the students' accomplish-
; ment. The grade on the research paper is a strong factor in the
: determination of the final grade.

(b) Written tests - more of the subjective type - that is, direct
answers to questions are not s important as the students®' reaction
and thought concerning pertimect questions in the course. Applica-

~ tion of knowledge scquired in the course ig r cessed. This requires
both a knowledge of factual information and ... understanding of the
meaning it conveys.

(c) Oral examination as administered by a board of zompetent examiners
: is an invslusble method of testing employed exclusively on the
f . graduate level. This method reflects the testee's comprehension
of the subJect and his oral expression under pressure.

3. Methodology:

a. Undergraduate: ‘
(1) Method used in undergraduste tesching is almost universslly the lecture
method. This is requisite for several reasons:
(a) The classes are usually larger. _
(b) The course is usually of a survey nature and designed to provide
. & dbackground for further study.
" (¢) Due to.the time factor, discussion time ip limited. The purpose
. .18 to present & broad coverage of the materisl rather than achieve
& full understanding of any of the subject matter.

b. . Graduate: ]

- (1) COnference or discussion type prevails. ‘'This includes many variations
such as seminar, workshop, fsculty-group consultant type and the
..econference class.

(a) ‘The basic principles in all .sre the seme:
p Burden of proof rests on the individual.
2.. Discussion 1s the predominant procedure.

3. ,Informality is the general rule.

« Teamwork for.the benefit of all and ‘each is _employed. ' This

~‘utilizes group thought, group discubsion, and _group problem

LRI

e solving.,v
5. Independent’ research by the stndents 1s the tool for class
preparation. .
6. The instructor is a coordtnator and. discussion leader.
.7 The result’: 'stimulative and creative in thought and

qxpression,t'The 1earning process is contagious.

Recommendation

It 13 recoumenﬁed that all 1pstructors review their oun situations ‘and keep in mind .,
the ideas expressed at the under-graduate level, after making such an anslysis from
their oun 1deas 88 to how the course should be conducted.
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