LESSON PLAN

DATE: 17 Oct 12				NAME: Capt Phinney 

PO/EO: M503.02		TOPIC: Prepare an Exercise 

LESSON PURPOSE: 

The purpose of this lesson is for cadets to understand the many requirements for preparing an exercise and have some time to begin preparing an exercise.

STUDENT OUTCOMES:

Cadets will define the concept of projected audience, define the plan, create an exercise plan template, explain how to start the planning team, and discuss sustaining motivation.

PRIOR KNOWLEDGE:

In the previous lesson, cadets had to submit a proposal for an exercise. Review the proposals and give feedback based on what was submitted.

LESSON:

Part I: Introduction

Why is knowing how to plan an exercise important?
· Transferable skill and can also be used to take initiative and plan events at the squadron

What is a projected audience?
· Any group that has an involvement in the project – participants, planners, supporters etc
· Knowing the projected audience helps you plan whether/how to involve them and determine the scope of the project

Brainstorming scenario activity:
“The senior cadets from this squadron decided to organize a sports competition between this squadron and two other squadrons in the area. They are hoping to hold the competition three months from now in a local school gym. The competition will start at 0800 hrs and end at 1600 hrs and lunch will be provided to the entire group (estimation 100 cadets). Who needs to be contacted or informed for this event to happen?”
Answers could include
· 
· Cadets from all squadrons
· Officers from all squadrons
· Parents from all squadrons
· Parent/sponsoring committees
· School
· Equipment personnel (supply etc)
· Restaurant personnel
· Cleaners
· Cadet detachment


Part II: Instructional Strategies

Defining the plan – interactive lecture
The following steps are involved:
1. Developing a work-breakdown structure
· Thinking in detail – don’t underestimate time and resources
· Represents all tasks that have to be completed
· Can be in a tree-like diagram or tabular list
· How to create a WBS
1. Brainstorm all necessary tasks
2. Group the tasks into major categories
3. Within each category, group tasks with similar characteristics
· Check to see if you have broken it into small enough pieces: Can you estimate resources accurately? Can you estimate time requirements? Would a stranger have sufficient details to know exactly what to do?
· Try to involve people doing the work in this process.
· Identify obstacles and develop contingency plans.

2. Determining precedence
· Determine the order in which tasks should be completed
· Note that some tasks may be dependent on the completion of other tasks

3. Developing a schedule
· Estimate the duration of each of the tasks in the previous step

4. Determining team members’ skills and knowledge
· Determine what knowledge and skills are required to complete a specific task
· Determine who is available and what skills they have

5. Defining team members’ roles and responsibilities
· Using the above information, assign tasks
· Note the many reasons for assigning a task: the most qualified or efficient person, the person needs further practice, the person has expressed interest in the task
· Ensure members get appropriate support for their assigned tasks

6. Determining and planning non-personnel resources
· Look at the tasks outlined in the WBS and determine the requirements for each task
· Determine how those requirements will be met

7. Identifying risk
· Possible risks could include
1. Insufficient time to prepare
2. Missing parts to a plan (eg. wet weather)
3. Replacement of a team member/leader
4. A supporting activity has no assigned leader (eg. Meals/transport)

8. Preparing a tracking system
· Leaders need to maintain control to ensure the work is being done
· Reconfirm with people their commitments
· Ensure people understand expectations
· Have people keep track of the work they perform
· Confirm work at agreed-upon intervals
· Compare actual performance with planned performance (take corrective action and keep people informed)

9. Confirming team member’s participation.
· The project needs to be started off correctly
1. Inform people that the project is going ahead and the plan is finalized
2. Confirm that they are still available to support the project
3. Reconfirm the work expected from them
4. Advise them of the pre-exercise meeting
· Note that there is also a post-exercise meeting

Allow students a few minutes to create an exercise plan template based on what they know – can use proposal aide-memoire to assist. Have them share and discuss with the class.

Show students example of exercise plan template from IG and op order template. Discuss differences from their template.



Announcing the Exercise 
· When should you announce the exercise?
There need to be sufficient time to prepare and the exercise should be confirmed (almost certainly happening).

· How should you announce the exercise to the cadets?
Many options:
· E-mail
· Written announcement (calendar etc)
· Verbal announcement
· Formal meeting

Hosting a Pre-exercise meeting

Must include:
· What has to be done
· When it has to be done
· How it has to be done
· By whom it has to be done
· Available resources

Things to consider when planning the meeting:
· Decide who needs to attend and why
· Give plenty of notice for the meeting
· Let the people know the purpose of the meeting
· Prepare a written agenda
· Circulate the agenda
· Keep the meetings to an hour or less
1. Start on time (even if people are late)
2. Assign a timekeeper
3. Take detailed minutes
4. Keep a list of items that need further action and assign a person to each item
5. Stop discussion if you do not have the right information or people to resolve the issue
6. End meeting on time


Discussion on sustaining motivation during a project:
· How can we motivate people to be involved in a project?
· What makes a project desirable to people?
· Some people may not think your project is feasible. How can this affect motivation? Are people’s perceptions of feasibility a self-fulfilling prophecy?
· Can keeping people informed of progress help motivate? (Achieving small goals)
· How is recognition related to motivation? How can you reward someone through recognition?


CLOSURE:

Have students begin work on activity plan.

AUTHENTIC STUDENT ASSESSMENT:

Students will be assessed on the completion of their leadership project.

Planning an Exercise Handout

Steps to Planning an Exercise
 (
Exercise
Task 1
Task 2
Task 3
)
1. Developing a work-breakdown structure
· Thinking in detail – don’t underestimate time and resources
· Represents all tasks that have to be completed
· Can be in a tree-like diagram or tabular list
· How to create a WBS
· Brainstorm all necessary tasks
· Group the tasks into major categories
· Within each category, group tasks with similar characteristics
· Check to see if you have broken it into small enough pieces:
· Can you estimate resources accurately?
· Can you estimate time requirements?
· Would a stranger have sufficient details to know exactly what to do?
· Try to involve people doing the work in this process
· Identify obstacles and develop contingency plans

2. Determining precedence
· Determine the order in which tasks should be completed
· Note that some tasks may be dependent on the completion of other tasks

3. Developing a schedule
· Estimate the duration of each of the tasks in the previous step

4. Determining team members’ skills and knowledge
· Determine what knowledge and skills are required to complete a specific task
· Determine who is available and what skills they have

5. Defining team members’ roles and responsibilities
· Using the above information, assign tasks
· Note the many reasons for assigning a task: 
1. the most qualified or efficient person
2. the person needs further practice
3. the person has expressed interest in the task
· Ensure members get appropriate support for their assigned tasks

6. Determining and planning non-personnel resources
· Look at the tasks outlined in the WBS and determine the requirements for each task
· Determine how those requirements will be met
7. Identifying risk
· Possible risks could include
1. Insufficient time to prepare
2. Missing parts to a plan (e.g. wet weather)
3. Replacement of a team member/leader
4. A supporting activity has no assigned leader (e.g. Meals/transport)
8. Preparing a tracking system
· Leaders need to maintain control to ensure the work is being done
· Reconfirm with people their commitments
· Ensure people understand expectations
· Have people keep track of the work they perform
· Confirm work at agreed-upon intervals
· Compare actual performance with planned performance (take corrective action and keep people informed)

9. Confirming team member’s participation
· The project needs to be started off correctly
1. Inform people that the project is going ahead and the plan is finalized
2. Confirm that they are still available to support the project
3. Reconfirm the work expected from them
4. Advise them of the pre-exercise meeting
· Note that there is also a post-exercise meeting


Hosting a Pre-exercise meeting

A Planning meeting must include: 
· What has to be done
· When it has to be done
· How it has to be done
· By whom it has to be done
· Available resources

Things to consider when planning the meeting:
· Decide who needs to attend and why
· Give plenty of notice for the meeting
· Let the people know the purpose of the meeting
· Prepare a written agenda
· Circulate the agenda
· Keep the meetings to an hour or less
1. Start on time (even if people are late)
2. Assign a timekeeper
3. Take detailed minutes
4. Keep a list of items that need further action and assign a person to each item
5. Stop discussion if you do not have the right information or people to resolve the issue
6. End meeting on time
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