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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 1

EO M309.01 – EXPLAIN THE PRINCIPLES OF INSTRUCTION

Total Time: 60 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

The activity in TP 2 uses learning stations. Learning stations are a form of group work where the cadets learn by
sorting through the information presented. When setting up learning stations, ensure there is enough room for
each cadet to be comfortable and have adequate space for writing down information. When the cadets arrive
at a learning station, all required information shall be available. These stations should be placed close together
to minimize time for movement; however far enough apart to avoid interruptions from other groups. For this
lesson, choose and set up six learning stations for the principles of instruction.

Photocopy the Principles of Instruction Information Sheets located at Annex A and the Principles of Instruction
Worksheets located at Annex B for each station.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

An interactive lecture was chosen for TP 1 to present the principles of instruction and to generate interest.

An in-class activity was chosen for TP 2 as it is an interactive way for the cadets to apply the principles of
instruction.

INTRODUCTION

REVIEW

N/A.

OBJECTIVES

By the end of this lesson the cadet shall have explained the principles of instruction and how they are applied
when planning and instructing a lesson.
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IMPORTANCE

It is important for the cadets to explain the principles of instruction and how they are applied when planning
and instructing a lesson to make training enjoyable and successful and to help the instructor make informed
decisions while in front of a class. The ability to keep a class interested, motivated and eager to learn are
invaluable skills that will provide a positive learning experience for the cadets.

Teaching Point 1 Describe the Principles of Instruction

Time: 10 min Method: Interactive Lecture

THE PRINCIPLES OF INSTRUCTION

Principle. A fundamental truth or law as the basis of reasoning or action.

In order to create an environment that promotes participation and learning, an instructor follows a set of
guidelines or principles to plan and instruct a lesson. The following are the fundamental guidelines known as
the principles of instruction:

Interest. Cadets are more receptive to learning when they are curious and have an emotional connection
to a topic. The instructor must arouse, create and maintain the interest of the cadets. Without interest, the
cadets will be less inclined to listen and will not learn.

Comprehension. Comprehension or understanding relates to the cadet’s ability to understand the material
taught. The cadets’ readiness to learn new material is influenced by what has previously been taught; new
content should not exceed the knowledge level of the cadets. If the cadets do not understand, they are
unable to learn.

Emphasis. During a period of instruction, there will be some information that may be of particular
importance. The instructor can emphasize this important information through the use of voice control,
training aids and in-class activities.

Participation. Cadets are more likely to retain information if they are both mentally and physically involved
in learning. The instructor should conduct activities that contain action, activity and excitement. Cadets
learn by doing.

Accomplishment. The lesson must impart a sense of accomplishment to each cadet. The cadets should
leave the class with the satisfaction that they were able to accomplish something in the lesson.

Confirmation. Confirmation is an essential part of learning and instructing. It gives both the instructor and
the cadet the opportunity to see how well the information is understood.

The acronym ICEPAC is useful for remembering the principles of instruction.

CONFIRMATION OF TEACHING POINT 1

QUESTIONS

Q1. List the principles of instruction.
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Q2. What will occur if a lesson lacks interest?

Q3. What is the acronym that can be used to remember the principles of instruction?

ANTICIPATED ANSWERS

A1. The principles of instruction are:

interest,

comprehension,

emphasis,

participation,

accomplishment, and

confirmation.

A2. Without interest the cadets will be less inclined to listen and will not learn.

A3. The acronym that can be used to remember the principles of instruction is ICEPAC.

Teaching Point 2 Conduct an Activity Where the Cadets Will Apply the
Principles of Instruction

Time: 40 min Method: In-Class Activity

ACTIVITY

OBJECTIVE

The objective of this activity is to have the cadets practice the application of the principles of instruction.

RESOURCES

Principles of instruction information sheets,

Principles of instruction worksheets, and

Pens/pencils.

ACTIVITY LAYOUT

Set up six learning stations, to include:

principles of instruction information sheets,

principles of instruction worksheets, and

pens/pencils.

ACTIVITY INSTRUCTIONS

1. Divide the cadets into six groups and place each group at one of the principles of instruction learning
stations.

2. Assign each group a leader. Have the group leader assign a recorder and a reader.
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3. Using the principle and topic at the top of the page, have the groups fill out the principle of instruction
worksheet (it is necessary for each group to fill out only one worksheet).

4. After five minutes, have the groups rotate clockwise to the next station. Have the cadets complete the next
principle of instruction worksheet.

Have the groups bring their worksheets with them as they rotate through the stations.

It is important to circulate around the room to facilitate the activities and help the cadets as
required. If possible, assign other instructors to aid with supervision and facilitation.

5. Rotate the groups through the remaining stations.

6. Have the cadets share the information they recorded with the rest of the cadets. In most cases the groups
will have recorded the same information for each station. If a group has listed different information it will
be shared after the presentation is finished.

SAFETY

N/A.

CONFIRMATION OF TEACHING POINT 2

The cadets’ participation in the activity will serve as the confirmation of this TP.

END OF LESSON CONFIRMATION

The cadets’ participation in the principles of instruction learning stations will serve as the confirmation of this
lesson.

CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.

METHOD OF EVALUATION

N/A.

CLOSING STATEMENT

Describing the principles of instruction and knowing how to apply them when planning and instructing a lesson
assists in making training enjoyable and successful and helps the instructor make informed decisions while in
front of a class. The ability to keep a class interested, motivated and eager to learn are invaluable skills that
will provide a positive learning experience.
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INSTRUCTOR NOTES/REMARKS

The learning stations must be set up prior to beginning this lesson.

The cadets will be divided into six groups and will rotate through the stations during the in-class activity in TP 2.

REFERENCES

A1-041 A-P9-050-000/PT-006 Canadian Forces Individual Training and Education System. (1997).
Conduct of Instructional Programmes (Vol. 6). Ottawa, ON: Department of National Defence.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 2

EO M309.02 – IDENTIFY METHODS OF INSTRUCTION

Total Time: 60 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

Photocopy Annexes C and D for each cadet.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

An interactive lecture was chosen for TP 1 to describe types of lessons as it allows the instructor to deliver new
information while encouraging the cadets to actively participate by asking and responding to questions.

An in-class activity was chosen for TPs 2 and 3 as it is an interactive way to reinforce the topic and confirm the
cadets’ comprehension of types of lessons and methods of instruction.

INTRODUCTION

REVIEW

N/A

OBJECTIVES

By the end of this lesson the cadet shall have identified a method of instruction appropriate for a specific type
of lesson and given topic.

IMPORTANCE

It is important for cadets to know that there are many methods of instruction that can be used for knowledge
and skill lessons. Varying the method of instruction is one way for instructors to create interest and encourage
learning.
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Teaching Point 1 Describe Types of Lessons

Time: 5 min Method: Interactive Lecture

TYPES OF LESSONS

Knowledge and skill are the two types of lessons.

The main differences between a knowledge lesson and a skill lesson are how the cadets
participate during the lesson and how the instructor confirms learning at the end of a
teaching point or lesson.

In a knowledge lesson, the cadets participate by asking and responding to questions and
discussing lesson content. The instructor confirms learning by posing questions to the class
or conducting an activity.

In a skill lesson, the cadets participate by practicing and performing a skill while the
instructor observes the cadets’ performance to confirm learning.

Knowledge Lesson

A knowledge lesson gives the cadets the theoretical aspects of a subject. The instructor presents basic
information about a topic, typically following the who, what, where, when and why (5 Ws) format. Delivering an
effective knowledge lesson requires the instructor to:

1. select an instructional method;

2. research the lesson information thoroughly;

3. summarize the information;

4. prepare questions to encourage class participation;

5. prepare questions for confirmation; and

6. prepare training aids.

All lessons require the instructor to create and maintain interest. It is especially important
that instructors ensure that knowledge lessons are interesting because they are not hands-
on.

Skill Lesson

A skill lesson demonstrates the skill to be learned in a step-by-step sequence. Conducting an effective
demonstration requires the instructor to:

1. plan carefully;

2. breakdown the skill to be taught into sequential steps;

3. rehearse the sequence to ensure that it is accurate and clear;

4. prepare a written lesson plan;

5. prepare and/or obtain all material needed to demonstrate and practice the skill in advance;
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6. organize the class so the demonstration can be seen;

7. allow the cadets to practice the steps under supervision;

8. provide assistance or re-demonstrate as necessary; and

9. allow the cadets to continue to practice under supervision until all have achieved the skill.

Mastery of a particular skill may require practice beyond class time depending upon the
learners and difficulty of the skill.

Learning is a combination of knowledge, attitudes and skills that promote the development
of a cadet.

CONFIRMATION OF TEACHING POINT 1

QUESTIONS

Q1. What are the main differences between knowledge and skill lessons?

Q2. How do instructors confirm learning in a skill lesson?

Q3. Why is it more difficult to create and maintain interest in a knowledge lesson?

ANTICIPATED ANSWERS

A1. Knowledge and skill lessons differ mainly in how cadets participate during the lesson and how instructors
confirm learning at the end of a teaching point or lesson.

A2. Instructors confirm learning in a skill lesson by observing the cadets perform the skill.

A3. It is more difficult to create and maintain interest in a knowledge lesson because it is not hands-on.

Teaching Point 2 Conduct an Activity Where the Cadets Will Describe
Methods of Instruction

Time: 25 min Method: In-Class Activity

BACKGROUND KNOWLEDGE

INSTRUCTIONAL METHODS

Instructors should be familiar with and able to use a variety of methods of instruction. Some of the more widely
used instructional methods are described and located at Annex C.
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ACTIVITY

OBJECTIVE

The objective of this activity is to have the cadets describe methods of instruction.

RESOURCES

Methods of instruction information sheets,

Flip chart paper,

Coloured markers, and

Pens/pencils.

ACTIVITY LAYOUT

Set up four work stations and label them “description”, “pre-lesson preparation”, “typical applications” and
“lesson development”. At each station have:

three sheets of flip chart paper, and

coloured markers.

ACTIVITY INSTRUCTIONS

1. Divide the cadets into four groups and place each group at one of the labelled work stations.

2. Give the cadets a copy of Annex C.

3. Assign each group a leader. The group leader will be responsible for assigning a recorder and reader.

4. Have each group research their information (description, pre-lesson preparation, typical applications, or
lesson development) from Annex C for each method of instruction and record the key points on the flip
chart paper. (10 minutes)

5. Have the groups share their information with the class. (10 minutes)

SAFETY

N/A.

CONFIRMATION OF TEACHING POINT 2

The cadets’ participation in the activity will serve as the confirmation of this TP.
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Teaching Point 3 Conduct an Activity Where the Cadets Will Select an
Appropriate Method of Instruction for a Given Topic

Time: 20 min Method: In-Class Activity

The instructional method is determined by the:

lesson material,

environment in which the training will take place,

resources available to the instructor,

time available to the instructor, and

needs of the cadets.

ACTIVITY

OBJECTIVE

The objective of this activity is to have the cadets consider criteria and select an appropriate method of
instruction for each topic.

RESOURCES

List of lesson topics located at Annex D.

ACTIVITY LAYOUT

N/A.

ACTIVITY INSTRUCTIONS

1. Give the cadets a copy of Annex D.

2. Introduce the objective of the activity and have the cadets work individually for 10 minutes matching the
lesson topics to the instructional methods described in TP 2.

3. Stress that some topics can be taught using more than one method of instruction but they are to chose
the one they consider to be the most appropriate.

4. Have the cadets share their work with the class by identifying and explaining their choice of instructional
method for a topic.

No single instructional method is best for all objectives. Providing instruction using a variety
of methods can often enhance learning.

SAFETY

N/A.
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CONFIRMATION OF TEACHING POINT 3

The cadets’ participation in the activity will serve as the confirmation of this TP.

END OF LESSON CONFIRMATION

QUESTIONS

Q1. What is one application of the interactive lecture?

Q2. How does the instructor confirm learning when using the demonstration and performance instructional
method?

Q3. What instructional method is being used when the cadets participate in “real life” operations that illustrate
what was discussed or learned in the classroom?

Q4. Give two examples of in-class activities?

Q5. Games create variety and arouse interest. It is critical they do what?

Q6. Which instructional method is being used when cadets produce a product, carry out an application or
demonstrate a process?

ANTICIPATED ANSWERS

A1. Interactive lectures can be used to review previously taught material, present background information,
introduce a new subject, give instructions on procedures, illustrate the application of rules, principles or
concepts and introduce a demonstration, discussion or performance.

A2. During a demonstration and performance, the instructor confirms learning by observing the cadet
perform the operation, skill or movement.

A3. Field trip.

A4. In-class activities include learning stations, videos, brainstorming, debating and group work.

A5. It is critical that games support learning.

A6. Practical activity.

CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.

METHOD OF EVALUATION

This EO is assessed IAW A-CR-CCP-803/PG-001, Chapter 3, Annex B, Appendix 3 (309 PC).

CLOSING STATEMENT

Being able to select a method of instruction appropriate for a given lesson is an important skill for an instructor.
Cadets will be more likely to pay attention, participate in classroom activities, answer questions and generally
have a positive learning experience if instructors select an appropriate instructional method and plan the
learning activities.
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INSTRUCTOR NOTES/REMARKS

N/A.

REFERENCES

A1-041 A-P9-050-000/PT-006 Director Training and Education Policy. (2002). Canadian Forces Individual
Training and Education System (Vol. 6). Ottawa, ON: Department of National Defence.

A1-042 A-P9-050-000/PT-005 Director Training and Education Policy. (2001). Canadian Forces Individual
Training and Education System (Vol. 5). Ottawa, ON: Department of National Defence.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 3

EO M309.03 – DESCRIBE EFFECTIVE-SPEAKING TECHNIQUES

Total Time: 30 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

An interactive lecture was chosen for TPs 1 and 3 to present basic material and to orient the cadets to aspects
of voice control and how to prepare for effective-speaking.

A group discussion was chosen for TP 2 as it allows the cadets to interact with their peers and share their
knowledge, experiences, opinions and feelings about physical presence while speaking in front of a group.

INTRODUCTION

REVIEW

N/A.

OBJECTIVES

By the end of this lesson the cadet shall have described elements of voice control, elements of physical
presence and effective-speaking preparation.

IMPORTANCE

It is important for the cadets to describe elements of voice control and physical presence to be a confident
instructor. The ability to effectively prepare for a presentation and control nervousness are invaluable skills that
help to provide a positive learning experience for both the instructor and the trainee.
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Teaching Point 1 Explain Elements of Voice Control

Time: 10 min Method: Interactive Lecture

The cadets may have been exposed to people from other communities, provinces and even
countries with accents different from their own. Brainstorm with the cadets how elements of
voice control can affect how the message is received and write down the responses. After
the brainstorming is complete, compare the class list to the list below.

ELEMENTS OF VOICE CONTROL

One of the most important and effective tools of communication is voice control. The ability to use voice control
to communicate effectively and place emphasis on important information is a fundamental skill that will be used
while in front of an audience.

Pitch. How high or low a voice is. A change in pitch usually does not add any significance to a message.
However, a pitch change will be noticed by the audience and will keep people involved.

Tone. The quality of the sound of a voice. Effective communicators will often change the tone of their voice to
give emphasis to a single word or phrase to convey emotion and conviction.

Monotone. A sound without change of pitch or tone.

Volume. The quantity or power of sound or fullness of tone. A change in volume often signifies emphasis on
a particular phrase or point. Environmental factors such as outside noise and room size must be taken into
consideration to ensure the audience can hear the message being sent.

Speed. The rate or rapidity in which words are spoken. Speaking too fast or too slow can be distracting to
an audience. It is important to communicate at a pace that ensures the audience can understand every word
being said.

Pause. A break in speaking or reading. A pause is an important part of the communication process. A pause
gives the audience an opportunity to digest what has been said and to ask questions. A pause is also an
effective way to announce a change in subject or an important point.

Articulation. The clear and distinct pronunciation of a word. It is important to properly pronounce and articulate
words to ensure the audience can understand the message being sent.

CONFIRMATION OF TEACHING POINT 1

QUESTIONS

Q1. Name the six elements of voice control.

Q2. What can a change in volume signify when sending a message?

Q3. What is the purpose of pausing while speaking?

ANTICIPATED ANSWERS

A1. The six elements of voice control are:
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pitch,

tone,

volume,

speed,

pause, and

articulation.

A2. A change in volume can signify emphasis on a particular phrase or point.

A3. A pause gives the audience an opportunity to digest what has been said and to ask questions. A pause
is also an effective way to announce a change in subject or an important point.

Teaching Point 2 Discuss Elements of Physical Presence

Time: 10 min Method: Group Discussion

BACKGROUND KNOWLEDGE

The purpose of the group discussion is to draw the following information from the group
using the tips for answering/facilitating discussion and the suggested questions provided.

ELEMENTS OF PHYSICAL PRESENCE

It is estimated that 93 percent of the total meaning of a message comes from non-verbal communication and
only 7 percent of meaning comes from the words themselves. Being aware of physical presence and its effect
on a message being sent is an important element of effective communication.

Body Language

Body language or non-verbal communication is the process of communicating through conscious and
unconscious gestures and expressions. Understanding that body language affects how a message is received
and interpreted is an important tool for communicating effectively.

Facial Expressions. While 93 percent of the total meaning of a message comes from non-verbal
communication, most of that meaning is communicated by the eyes, eyebrows and mouth. The movement
of the eyes, eyebrows and mouth can result in an infinite variety of expressions to complement the spoken
word. It is important that facial expressions match the tone of the message being sent to create emphasis and
believability. A smile is the most important of all facial expressions. A smile adds sincerity to a message and
will add to the likeability of the individual in front of the audience.

Eye Contact. Maintaining eye contact is an effective way of engaging an audience and building interest.
Pausing two or three seconds on each member of the audience will make them feel as though they are involved
in a one-on-one conversation. It is important to look at the entire room and scan from left to right, back to front.

Look for friendly, sympathetic faces to gain confidence and ease nervousness.
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Gestures. The combination of hand, arm and shoulder movements can make a wide variety of gestures that
can help add meaning to a message. Effective communicators will let their hands and arms move naturally to
help give emphasis and emotion to a message. It is important not to point directly at members of the audience
or let gestures become distracting.

Movement. Being aware of movement while in front of an audience is very important to communication.
Movement will keep listeners engaged and interested in what is being said. Moving around the front of the
room, toward and away from an audience and from side to side can help emphasize points. Too much or frantic
movement can become distracting and will affect how a message is received.

Hands placed in pockets are typically a sign of nervousness or overconfidence.

Dress and Deportment.

Effective communicators are aware of their dress and deportment. Audiences will react differently to an
individual who is well dressed and acts professionally, than an individual who is poorly dressed and acts
unprofessionally.

Dress. Effective communicators will always appear in clean, well-pressed and appropriate attire. Dressing
appropriately for the event will help create confidence and credibility.

Deportment. An audience that sees an individual as being prepared, on time, appropriately dressed and
confident will be much more receptive, than to an individual who is unprepared, late, poorly dressed and
nervous. The most important element of deportment is displaying an interest in the subject; this will be noticed
by the audience and will generate interest in the presentation.

GROUP DISCUSSION

TIPS FOR ANSWERING/FACILITATING DISCUSSION

Establish ground rules for discussion,
eg, everyone should listen respectfully;
don’t interrupt; only one person speaks
at a time; no one’s ideas should be
made fun of; you can disagree with
ideas but not with the person; try to
understand others as much as you
hope they understand you; etc.

Sit the group in a circle, making sure all
cadets can be seen by everyone else.

Ask questions that will provoke
thought; in other words avoid questions
with yes or no answers.

Manage time by ensuring the cadets
stay on topic.

Listen and respond in a way that
indicates you have heard and
understood the cadet. This can be
done by paraphrasing their ideas.

Give the cadets time to respond to your
questions.

Ensure every cadet has an opportunity
to participate. One option is to go
around the group and have each
cadet answer the question with a short
answer. Cadets must also have the
option to pass if they wish.

Additional questions should be
prepared ahead of time.
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SUGGESTED QUESTIONS

Q1. How could you use facial expressions to emphasize something that is funny?

Q2. As an effective-speaker how could you make the audience feel like they are part of the presentation?

Q3. How would you expect an instructor to present themselves in terms of dress and deportment?

Q4. What is one of the most important elements of deportment?

Other questions and answers will develop throughout the group discussion. The group
discussion should not be limited to only those suggested.

Reinforce the answers given and comments made during the group discussion, ensuring
the teaching point has been covered.

CONFIRMATION OF TEACHING POINT 2

The cadets’ participation in the group discussion will serve as the confirmation of this TP.

Teaching Point 3 Explain Effective-Speaking Preparation

Time: 5 min Method: Interactive Lecture

Effective-speaking preparation is the most critical component of effective communication. Preparation will help
to ensure confidence, control nervousness and increase the likelihood of success when in front of an audience.

The following are the steps to effective-speaking preparation:

1. Practicing. Proper rehearsal will aid in memorizing content, which will allow for more eye contact and
movement while in front of an audience. Memorizing the introduction and conclusion are the two most
critical elements; a strong introduction will aid in gaining confidence and will draw the interest of the
audience, a strong conclusion will aid in leaving a lasting impression on the audience. If possible, practice
in front of a small group, speak aloud even when practicing alone and always practice while standing.

2. Controlling Nervousness. The feeling of nervousness prior to speaking in front of a group is normal and
often can help if channeled effectively. The following actions can be taken to control nervousness:

a. Room Layout. Become familiar with the layout of the room prior to speaking.

b. Materials. Ensure notes, handouts and presentation aids are organized.

c. Equipment. Ensure any equipment being used is in working order and ready to use.

d. Practice. Spend time going over notes and rehearsing content.

e. Attitude. Enter the room with a smile and a positive and confident attitude.
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f. Breathing. Take a deep breath before entering the room. Slow down the delivery if necessary and
breathe from the diaphragm while speaking, not from the chest.

3. Identifying a Friendly Face. While walking in front of an audience, identify a friendly face. Making
eye contact with a friendly face while beginning to speak will often give confidence while beginning the
introduction and ultimately lead to success when addressing an audience.

CONFIRMATION OF TEACHING POINT 3

QUESTIONS

Q1. What are the three steps to effective-speaking preparation?

Q2. What actions can be taken to control nervousness?

Q3. What is the benefit of identifying a friendly face?

ANTICIPATED ANSWERS

A1. The three steps to effective-speaking preparation are:

1. practice,

2. control nervousness, and

3. identify a friendly face.

A2. The actions that can be taken to control nervousness are:

become familiar with the layout of the room prior to speaking,

ensure notes, handouts and presentation aids are well organized,

ensure any equipment being used is in working order and ready to use,

spend time going over notes and rehearse content,

enter the room with a smile and a positive and confident attitude, and

take a deep breath before entering the room.

A3. Making eye contact with a friendly face while beginning to speak will often give confidence while
beginning the introduction and ultimately lead to success when addressing an audience.

END OF LESSON CONFIRMATION

QUESTIONS

Q1. What is meant by tone?

Q2. What are the two elements of physical presence?

Q3. What are the four aspects of body language?

ANTICIPATED ANSWERS

A1. The quality of the sound of a voice.

A2. The two elements of physical presence are:
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body language, and

dress and deportment.

A3. The four aspects of body language are:

facial expressions,

eye contact,

gestures, and

movement.

CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.

METHOD OF EVALUATION

N/A.

CLOSING STATEMENT

Knowing how to apply elements of voice control and physical presence will make instructing enjoyable and
successful by helping develop presence while in front of an audience. The ability to effectively prepare for a
presentation and control nervousness are invaluable skills that may help to develop a more confident instructor.

INSTRUCTOR NOTES/REMARKS

N/A.

REFERENCES

C1-133 (ISBN 0-9695066-2-7) Bender, P. (2000). Secrets of Power Presentations. Toronto, ON: The
Achievement Group.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 4

EO M309.04 – DESCRIBE QUESTIONING TECHNIQUES

Total Time: 30 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

Arrange for officers or senior cadets to assist in conducting the activity and recording data regarding the cadets’
performance.

Review the activity instructions with the officers and senior cadets assisting with the activity.

Photocopy Annexes E, F, G, and H for the officers and senior cadets assisting with the activity.

Photocopy Annex E for each cadet.

Assign spaces in the training area for workstations to conduct the activity if more than one group is used.

Make photocopies of Annex F for each station if necessary.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

An interactive lecture was chosen for TPs 1 to 3 as it allows the instructor to describe the purposes, qualities and
types of questions while encouraging the cadets to actively participate by asking and responding to questions.

An in-class activity was chosen for TP 4 as it is an interactive way to reinforce the topic and confirm the cadets’
comprehension of questioning techniques.

INTRODUCTION

REVIEW

N/A.
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OBJECTIVES

By the end of this lesson the cadet shall have described questioning techniques by listing the purposes of
questioning, listing the qualities of a good question, defining types of questions and by listing the steps to posing
questions while instructing.

IMPORTANCE

Asking questions throughout a lesson helps the instructor to determine the cadets’ level of comprehension of
previously taught material, to create interest in the lesson and to confirm the cadets’ comprehension of new
material. Proper questioning techniques will help instructors ask questions properly to accomplish these goals
and to develop confidence in their instructional abilities.

Teaching Point 1 Describe the Purposes of Questioning

Time: 5 min Method: Interactive Lecture

PURPOSES OF QUESTIONING

Questions that are carefully developed and incorporated into a lesson plan may improve learning. In fact,
instructors’ use of questions has such an impact on learning that it can be considered an indicator of their
overall effectiveness. Instructors may improve their questioning technique by carefully planning what questions
to ask, when and how to ask them so as to improve their instructional ability.

Questions can be posed throughout a lesson to:

determine the cadets’ level of comprehension of previously taught related material;

create and maintain interest by keeping the cadets mentally alert and making them feel more involved
in the lesson;

guide and provoke thinking by carefully selecting questions and following answers with other questions
as the lesson progresses; and

confirm learning, especially for knowledge lessons, by asking questions at the end of each TP and at the
end of the lesson.

CONFIRMATION OF TEACHING POINT 1

QUESTIONS

Q1. Why is questioning such an important aspect of instruction?

Q2. How can instructors improve their questioning technique?

Q3. What are four purposes of questioning?

ANTICIPATED ANSWERS

A1. Questioning has a big impact on learning and is considered an indicator of an instructor’s effectiveness.

A2. By planning what questions to ask and when and how to ask them.

A3. To determine comprehension of previously learned material, create and maintain interest, guide and
provoke thinking, and to confirm learning.
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Teaching Point 2 Describe the Qualities of a Good Question

Time: 5 min Method: Interactive Lecture

QUALITIES OF A GOOD QUESTION

Questions used during a lesson should be written out ahead of time. Instructors who consistently pay attention
to writing good quality questions will improve their instruction and learn to instinctively phrase good questions
when the situation demands it during a lesson.

Often the cadets who are being instructed ask questions for clarification. Effective
instructors create a classroom atmosphere that encourages cadets to ask questions, which
are relevant to the lesson.

The exact wording of a question is determined by its purpose and the situation in which it is asked. While the
wording may vary, all questions should be:

brief, complete and easily understood;

stated clearly using simple language;

a challenge to cadets to apply their knowledge;

not so difficult that only a few cadets can answer; and

relevant to the lesson by reinforcing and supporting the teaching points.

CONFIRMATION OF TEACHING POINT 2

QUESTIONS

Q1. Why should questions be written out ahead of time?

Q2. How can instructors learn to ask better quality questions while instructing?

Q3. What are five qualities of good questions?

ANTICIPATED ANSWERS

A1. Questions written out ahead of time are of better quality and will improve instruction.

A2. By crafting good quality questions, the question-making process will become instinctive.

A3. Brief and complete, clearly stated, challenging, not too difficult, and relevant.
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Teaching Point 3 Describe Types of Questions

Time: 5 min Method: Interactive Lecture

All questions may be categorized as either participatory or evaluative. Participatory
questions are used during a lesson to create and maintain interest, to keep cadets mentally
alert and to guide thought. Evaluative questions are used at the beginning of a lesson to
determine retention of previously taught material or at the end of a TP or lesson to confirm
comprehension of new material.

There are many types of questions but those most commonly recognized include:

Lead-Off. Questions, which are used to begin a lecture or start a discussion. This type of question does not
necessarily require a verbal or written response and is designed to get the cadets thinking about the topic of
the lesson or the issue being discussed.

Example: “What does being a good cadet mean to you?”

Follow-Up. Questions that are used to further stimulate the cadets’ thinking about the topic of the lesson or point
of discussion. As the name suggests they are supplementary questions related to the initial lead-off question
or are questions, which are phrased on the spot to probe an answer to a previous question or extend a point
of discussion.

Example: “Identify an item, just mentioned in question one, that can be considered both a good and bad cadet
quality.”

Overhead. Questions that are asked to the whole group without indicating who is to reply. There will be several
answers to this type of question and everyone should be given a chance to respond.

Example: “Identify one factor that can determine if a cadet quality is good or bad”

Direct. Questions that are the opposite of overhead questions because someone is directed to answer. These
questions can be used to draw in those who are reluctant to take part in discussions, to prompt cadets who
are inattentive or to get a discussion back on track.

Example: “Cadet I.M. Reluctant, can you think of another factor which determines if a cadet quality is good
or bad?”

Reverse or Relay. Questions are used to keep the discussion in the hands of the cadets. Instead of answering
a question posed by a cadet the instructor can reverse the question and return it to the person who asked it
or relay it to another member of the class.

Example: “Cadet C. Legs, can you answer Cadet I.M. Reluctant’s question?”

Never use reverse or relay as an escape mechanism for questions you cannot answer.
Always admit that you don’t know the answer and follow up later rather than use reverse
and relay.

CONFIRMATION OF TEACHING POINT 3

QUESTIONS

Q1. Which type of question does not necessarily require a response?
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Q2. Which type of question can be used to encourage cadets to take part in a discussion?

Q3. What is one thing to avoid when using reverse and relay questions?

ANTICIPATED ANSWERS

A1. Lead-off.

A2. Direct.

A3. Trying to hide the fact that an instructor doesn’t know the answer to a question.

Teaching Point 4 Conduct an Activity Where the Cadets Will Practice Posing
Questions Using the Pose, Pause, Pounce, Ponder and

Praise Sequence

Time: 10 min Method: In-Class Activity

ACTIVITY

OBJECTIVE

The objective of this activity is to introduce cadets to a posing questions sequence that they can follow when
asking questions while instructing, particularly during M309.07 (Instruct a 15-Minute Lesson, Section 7).

RESOURCES

Posing questions sequence handout located at Annex E,

Questions handout located at Annex F,

Posing questions rubric located at Annex G, and

Posing questions checklist located at Annex H.

ACTIVITY LAYOUT

Set up work stations, if necessary, labelled A, B, C, etc. and place the following at each station:

a copy of the posing questions sequence handout,

a copy of the questions, and

pens/pencils.

If possible brief the assisting staff and the cadets prior to the lesson.
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The activity can be used with one group of five to ten cadets or several smaller groups if
numbers warrant. The objective is to have each cadet follow the question posing sequence
for at least one question but they can ask more than one if necessary. If the group is larger
than five other questions can be devised using the children’s story, “Goldilocks and the
Three Bears.”

ACTIVITY INSTRUCTIONS

Divide cadets into groups, if necessary, and assign a supervisor and letter name to each group.

1. Brief the assisting staff that they will be expected to:

a. assign each cadet in their group a number from one to five indicating the order in which they will
take part in the activity;

b. move their groups to the appropriately named area to conduct the activity;

c. read the introduction to the children’s story, “Goldilocks and the Three Bears” to the cadets;

d. ask Cadet # 1 to pose the first question from Annex F and record information on the checklist
describing their performance;

e. carry out the same procedure for each succeeding cadet;

f. provide feedback to each cadet regarding their performance;

g. return the group to the main area; and

h. give the completed posing questions checklist to the instructor.

2. Ensure that assisting staff have a copy of Annexes E, F, G and H.

3. Brief the cadets that they will:

a. listen to a short introduction to the children’s story, “Goldilocks and the Three Bears”;

b. use a question posing sequence to ask one question to their group based on the children’s story,
“Goldilocks and the Three Bears”; and

c. be supervised and corrected on the spot if they do not follow the posing questions sequence properly.

4. Have the cadets begin the activity.

5. Circulate throughout the training area observing the groups as they take part in the activity.

6. Debrief the cadets on their performance.

Remind cadets that the activity was designed to introduce a posing questions sequence
that they can follow when asking questions while instructing, particularly during M309.07
(Instruct a 15-Minute Lesson, Section 7).

SAFETY

N/A.
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CONFIRMATION OF TEACHING POINT 4

The cadets’ participation in the activity will serve as the confirmation of this TP.

END OF LESSON CONFIRMATION

QUESTIONS

Q1. What are the four purposes for asking questions?

Q2. List two qualities of a good question.

Q3. List two types of questions most commonly recognized.

Q4. List the five parts of the question posing sequence.

ANTICIPATED ANSWERS

A1. The four purposes of questions are:

to determine the cadets’ level of comprehension of previously taught material;

to create and maintain interest;

to guide and provoke thinking; and

to confirm learning of new material.

A2. Good questions should be brief and complete, written clearly using simple language, challenging, not
too difficult and relevant to the lesson.

A3. The types of questions most commonly recognized are lead-off questions, follow-up questions,
overhead questions, direct questions and reverse or relay questions.

A4. The five parts of the question posing sequence are pose, pause, point, ponder and praise.

CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.

METHOD OF EVALUATION

N/A.

CLOSING STATEMENT

The question is an important tool for the instructor. It is useful for instructors to know the purposes, qualities and
types of questions but should keep in mind that this knowledge alone will not necessarily improve questioning
technique. Carefully writing out questions before hand and asking them properly are just as important when
using questions while instructing a lesson.

INSTRUCTOR NOTES/REMARKS

N/A.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 5

EO M309.05 – SELECT APPROPRIATE INSTRUCTIONAL AIDS

Total Time: 60 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

The activity in TP 2 uses learning stations. Learning stations are a form of group work where the cadets learn by
sorting through the information presented. When setting up learning stations, ensure there is enough room for
each cadet to be comfortable and have adequate space for writing down information. When the cadets arrive
at a learning station, all required information shall be available. These stations should be placed close together
to minimize time for movement; however far enough apart to avoid interruptions from other groups. For this
lesson, choose and set up five learning stations.

Photocopy the handouts located at Annexes I and J and place a copy of each at the appropriate learning station.

Samples of instructional aids available at the squadron should be used during this lesson.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

An interactive lecture was chosen for TP 1 to introduce instructional aids, as it allows the instructor to deliver
new information while encouraging the cadets to actively participate by asking and responding to questions.

An in-class activity was chosen for TP 2 as it is an interactive way to introduce the cadets to the different types
of instructional aids and to confirm the cadets’ comprehension of the material presented.

INTRODUCTION

REVIEW

N/A.
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OBJECTIVES

By the end of this lesson the cadet shall have identified and selected appropriate instructional aids for a given
topic.

IMPORTANCE

It is important for cadets to know that selecting appropriate instructional aids is an important part of pre-
lesson preparation. Using instructional aids during a lesson helps stimulate the cadets’ interest and helps them
comprehend and recall the new material.

Teaching Point 1 Describe Instructional Aids

Time: 5 min Method: Interactive Lecture

INSTRUCTIONAL AIDS

Instructional aids consist of various types of learning support that emphasize and clarify teaching points.
Instructional aids include handouts, verbal support, audiovisual aids, simulators and real equipment.
Instructional aids can be produced locally or purchased externally but must:

be relevant to the teaching point;

support learning; and

be appropriate to the cadets’ background and needs.

Instructional aids can be categorized as:

Training Aids. Training aids refer to all types of learning support instructors use to instruct the lesson.

Learning Aids. Learning aids refer to all the materials the cadets use to participate in the lesson and
comprehend the material.

CONFIRMATION OF TEACHING POINT 1

QUESTIONS

Q1. How can instructional aids support learning?

Q2. How can instructional aids be obtained?

Q3. What is the difference between a training aid and a learning aid?

ANTICIPATED ANSWERS

A1. Instructional aids support learning by emphasizing and clarifying teaching points.

A2. Instructional aids can be produced locally or purchased externally.

A3. A training aid is used by the instructor to instruct the lesson and a learning aid is used by the cadet to
participate in the lesson and comprehend the material.
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Teaching Point 2 Conduct an Activity Where the Cadets Will Identify Types
of Instructional Aids and Select an Instructional Aid

Appropriate for a Given Topic

Time: 45 min Method: In-Class Activity

BACKGROUND KNOWLEDGE

The saying “a picture is worth a thousand words”, describes the effectiveness of instructional aids. New
instructional aids are being developed all the time and it is important for instructors to know what aids are
available, when to use them and how to use them. Some of the more common instructional aids are described
in Annex I.

“Show ’em as well as tell ’em!” Cadets will remember more for longer periods of time.

ACTIVITY

OBJECTIVE

The objective of this activity is to have cadets identify types of instructional aids and select an instructional aid
appropriate for a given topic.

RESOURCES

Instructional aids information sheets,

Worksheets,

Stopwatch,

Signalling device,

Flip chart paper,

Coloured markers, and

Pens/pencils.

ACTIVITY LAYOUT

Set up and label five learning stations “Instructional Aids”, “Verbal Support”, “Audiovisual Aids”, “Simulators
and Training Equipment” and “Select an Instructional Aid.”

ACTIVITY INSTRUCTIONS

1. Divide the cadets into five groups and place one group at each learning station.

2. Assign each group a leader. Have the group leader assign a recorder and a reader.

3. Have the cadets read the information sheets and fill out a worksheet on each aspect of instructional aids.
It is necessary for each group to fill out only one worksheet.
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4. After eight minutes, have the groups rotate clockwise to the next station, where they will have another
eight minutes to complete a worksheet.

5. Rotate the groups through the remaining stations.

6. Have the cadets share the information they recorded from each station.

SAFETY

N/A.

CONFIRMATION OF TEACHING POINT 2

The cadets’ participation in the activity will serve as the confirmation of this TP.

END OF LESSON CONFIRMATION

The cadets’ participation in the instructional aids activity in TP 2 will serve as the confirmation of this lesson.

CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.

METHOD OF EVALUATION

This EO is assessed IAW A-CR-CCP-803/PG-001, Chapter 3, Annex B, Appendix 3 (309 PC).

CLOSING STATEMENT

Instructional aids appeal to all five senses but mainly to our senses of sight and hearing. It has often been
reported that 75 percent of all learning happens through sight and that you remember 50 percent more when
you both see and hear the information. It naturally follows therefore, that learning is enhanced when instructional
aids are used.

INSTRUCTOR NOTES/REMARKS

Samples of instructional aids available at the squadron should be used during this lesson.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 6

EO M309.06 – PLAN A LESSON

Total Time: 60 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

Photocopy the lesson specification and instructional guide handout located at Annex K, the blank lesson plan
located at Annex L and the plan a lesson checklist located at Annex M for each cadet.

Photocopy the lesson specifications and instructional guides located at Annexes O to AC as required.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

An interactive lecture was chosen for TPs 1 to 3 to present basic material on how to research lesson content
and how to prepare for a lesson.

A practical activity was chosen for TP 4 to allow the cadets to plan a lesson in a structured and controlled
environment. This activity contributes to the development of lesson-planning skills and will serve as preparation
for EO M309.07 (Instruct a 15-Minute Lesson, Section 7).

INTRODUCTION

REVIEW

N/A.

OBJECTIVES

By the end of this lesson the cadet shall be expected to research lesson content and develop a lesson plan.

IMPORTANCE

It is important for cadets to research lesson content, prepare a lesson location and plan a lesson because these
are critical steps to the success of a period of instruction. The preparation of a lesson location sets the tone for
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the lesson and a well-developed lesson plan provides structure and organization, guides the instructor through
each stage of the lesson and ensures that all essential information is delivered.

Teaching Point 1 Explain How to Research Lesson Content

Time: 10 min Method: Interactive Lecture

Some common abbreviations and terms used by training officers and instructors:

QSP. Qualification Standard and Plan.

PO. Performance Objective.

EO. Enabling Objective.

TP. Teaching Point.

PC. Performance Check.

EC. Enabling Check.

IG. Instructional Guide.

RESEARCHING LESSON CONTENT

To plan for a lesson, the cadets will need to research lesson content and become familiar with the conditions,
standard, TPs, lesson content and the time allocated for the EO and TPs.

The Canadian Forces employs an acronym that is used to provide a framework for the instructor to gather and
organize the reference material into an efficient and practical lesson plan. The initialism is CCSAM.

Collect. During this step, the instructor researches the material to be covered in the period of instruction using
course documents such as the lesson specification, IG and listed references. In situations where no course
documents exist, the instructor will research the material to be taught using whatever references exist.

Consider. During this step, the instructor sifts through all of the material found in the collection step and
determines what is relevant and current.

Select. During this step, instructor selects the material that is appropriate for the lesson. The instructor also
selects the method of instruction to be used.

Arrange. During this step, the instructor arranges the material into stages that allow for the information to be
presented in a logical sequence.

Master. During this step, the instructor writes the lesson plan.

The use of CCSAM is a good general practice. In most cases for cadet training these steps
have been completed during the development of the lesson specifications and IGs. The
instructor may need to only transpose the information into the pertinent parts of their lesson
plan.
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Distribute the lesson specification and instructional guide handout located at Annex K to
each cadet.

ENABLING OBJECTIVE AND LESSON SPECIFICATION

Enabling objectives and lesson specifications can be found in Chapter 4.

Performance objectives are broken down into a series of enabling objectives and lesson specifications. The
enabling objective consists of Paragraphs 1. to 3. (as illustrated in Figure 9-6-1). The information in these
paragraphs will answer three questions:

1. What will the cadet be expected to be able to do by the end of this lesson?

2. Under what conditions will the cadet be expected to carry out the performance?

3. How well or to what standard will the cadet be expected to perform?
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Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9-6-1   Enabling Objective

Paragraphs 4 to 11 are known as the lesson specification. The lesson specification provides information about
the content to be taught, teaching methods, time, references, training aids, learning aids, test details and
remarks.

In Paragraph 4., the TPs are usually described in a table where information is provided on the content taught in
each TP, the suggested teaching method, the time for each TP and references (as illustrated in Figure 9-6-2).
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Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9-6-2   Teaching Points

Paragraph 5. outlines how much time is spent on the introduction/conclusion and the different teaching methods.
Paragraph 6. offers substantiation or reasons why certain teaching methods were recommended for each TP.
Paragraph 7. provides a list of references used to compile the content in Paragraph 4. (as illustrated in Figure 9-
6-3).
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Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9-6-3   Paragraphs 5–7

Paragraphs 8. and 9. list the training aids and learning aids required for the lesson. Training aids are the
materials that are required by the instructor to instruct the lesson and learning aids are the materials that will
be required by the cadet to participate in the lesson (as illustrated in Figure 9-6-4).

Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9-6-4   Training Aids and Learning Aids

Paragraph 10. is test details, which is information about the evaluation to be conducted. Paragraph 11. is
remarks, which describe any other information that may be useful to the Training Officer or instructor (as
illustrated in Figure 9-6-5).
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Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9-6-5   Test Details and Remarks

Test details will be described in one of the following ways:

N/A. No evaluation for this EO.

This EO is assessed IAW Chapter 3, Annex B, Appendix 3 (209 PC). There is
a performance check (PC) associated with this EO, refer to Chapter 3, Annex B for
details.

This EO is assessed IAW Chapter 3, Annex B, Appendix 3 (209 EC 01). There is an
enabling check (EC) associated with this EO, refer to Chapter 3, Annex B for details.

INSTRUCTIONAL GUIDE

The IG is used in conjunction with the QSP and other resources to conduct training. IGs should be reviewed in
conjunction with lesson specifications so that the instructor can adequately plan and prepare their lesson. IGs
do not replace lesson plans but offer written content, supporting figures and suggestions on how to instruct a
lesson. The following are the six sections of an IG:

1. preparation,

2. introduction,

3. body,

4. conclusion,

5. references, and

6. annexes.

Preparation

The preparation section provides information about where to find the lesson specification and any instructions
to the instructor such as reviewing lesson content, photocopying handouts, pre-lesson assignments and the
approach and substantiation as to why certain teaching methods were recommended for each TP.

Introduction

The introduction section provides information to the instructor about review that may be necessary, what the
cadet will be expected to do by the end of the lesson and why the knowledge/skills are important.

The Body

The body of the IG contains all of the TPs and content listed in Paragraph 4. of the lesson specification in greater
detail. The body provides suggested teaching methods, note boxes with special instructions or information (as
illustrated in Figure 9-6-6), lesson content, figures, activities and confirmation questions.
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Note Boxes:

Special note to the instructor.

Key information to pass along the cadets.

Refer to the following CF regulations and policies.

Points of interest or special instructions the instructor should pass along to the cadets.

Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9-6-6   Note Boxes

The Conclusion

The conclusion section states any homework/reading/practice that may be required of the cadet and the method
of evaluation as stated in the lesson specification. The conclusion section also provides a closing statement to
be spoken aloud to the cadets and any additional instructor notes/remarks.

References

The reference section lists the references used to create the lesson specification and instructional guide. In
some cases, an IG may direct the instructor to a specific reference to be used during a lesson. In most cases
this section is only used to identify where the content of the lesson has been drawn from.

Annexes

The annex section contains information that may range from pre-made training aids, learning aids such as
handouts and additional information for activities.

CONFIRMATION OF TEACHING POINT 1

QUESTIONS

Q1. Where can a lesson specification be found?

Q2. What information can be found in the preparation section of an instructional guide?

Q3. What information can be found in the body of an instructional guide?
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ANTICIPATED ANSWERS

A1. In Chapter 4 of the QSP.

A2. The preparation section provides information about where to find the lesson specification and
any instructions to the instructor such as reviewing lesson content, photocopying handouts, pre-
lesson assignments and the approach and substantiation as to why certain teaching methods were
recommended for each TP.

A3. The body of the IG contains all of the TPs and content listed in Paragraph 4. of the lesson specification in
greater detail. The body provides suggested teaching methods, note boxes with special instructions or
information (as illustrated in Figure 9-6-6), lesson content, figures, activities and confirmation questions.

Teaching Point 2 Explain How to Prepare for a Lesson

Time: 5 min Method: Interactive Lecture

PREPARING FOR A LESSON

A well-prepared and positive learning environment can enhance a lesson and the learning experience. The
cadets’ attention will not only be focused on the instructor but also on the environment around them. Effort put
into lesson preparation and presentation can be wasted if the environment is not prepared for optimal learning.

Selecting a Lesson Location

When selecting a lesson location the instructor should consider the following:

the type of training to be conducted (eg, leadership versus aviation subjects);

any activities outlined in the instructional guide;

the size of the group being trained;

the size of the location;

the lighting of the location;

the ventilation of the location;

the suitability of the location regarding noise distractions; and

the suitability of the location regarding the use of visual aids.

Setting Up the Location

After selecting a lesson location, the instructor must take steps to ensure the location is clean and arranged
properly for an optimal training environment.

Cleanliness. A clean training area will prevent distractions and will positively affect motivation. Cadets will
notice a messy, disorganized area immediately and will be distracted before the class begins. The room must
be clean and well-organized with the boards wiped clean, debris picked up, garbage cans empty, etc.

Seating Arrangements. Cadets must be able to see the instructor, the visual aids and each other to achieve
maximum participation. Some arrangements will not be possible given the allotted space. The following
descriptions and diagrams depict possible seating arrangements:
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U-Shaped. Allows the instructor to see all cadets easily and also allows trainees to see each other.

E. Jenson, Super Teaching: Mastering Strategies for Building Trainee Success, The Brain Store Inc. (p. 109)

Figure 9-6-7   U-Shaped

Chevron Shape. Found mostly in auditorium-style rooms and can accommodate large groups.

E. Jenson, Super Teaching: Mastering Strategies for Building Trainee Success, The Brain Store Inc. (p. 109)

Figure 9-6-8   Chevron Shape

Horseshoe. Can be employed for two groups. This set-up works well during debates and in-class activities.

E. Jenson, Super Teaching: Mastering Strategies for Building Trainee Success, The Brain Store Inc. (p. 109)

Figure 9-6-9   Horseshoe

Semicircle. Instructor has a good view of the cadets.
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E. Jenson, Super Teaching: Mastering Strategies for Building Trainee Success, The Brain Store Inc. (p. 109)

Figure 9-6-10   Semicircle

Standard in Line. Allows for more frontal coverage with less depth front to back.

E. Jenson, Super Teaching: Mastering Strategies for Building Trainee Success, The Brain Store Inc. (p. 109)

Figure 9-6-11   Standard in Line

CONFIRMATION OF TEACHING POINT 2

QUESTIONS

Q1. What should the instructor consider when selecting a lesson location?

Q2. Why is it important to have a clean lesson location?

Q3. What are three seating arrangements?

ANTICIPATED ANSWERS

A1. When selecting a lesson location the instructor should consider the following:

the type of training to be conducted (eg, leadership versus aviation subjects);

any activities outlined in the instructional guide;

the size of the group being trained;
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the size of the location;

the lighting of the location;

the ventilation of the location;

the suitability of the location regarding noise distractions; and

the suitability of the location regarding the use of visual aids.

A2. Cadets will notice a messy, disorganized area immediately and will be distracted before the class begins.

A3. Seating arrangements are:

u-shaped,

chevron shape,

horseshoe,

semicircle, and

standard in line.

Teaching Point 3 Describe the Lesson Plan Format

Time: 10 min Method: Interactive Lecture

LESSON PLAN FORMAT

The lesson plan is a way for the instructor to organize the lesson and summarize the information included in
the lesson specification, the IG and their personal ideas. Lesson plans provide a set of detailed directions for
delivering one or more periods of instruction.

The lesson plan is arranged in this specific order:

Part Purpose

1. Introduction Builds the cadets’ interest and motivation.

2. Body Presents and explains each TP.

3. End of Lesson Confirmation Confirms cadets’ comprehension of the lesson.

4. Conclusion Summarizes key points and identifies future lessons.

Introduction

The introduction is the instructor’s first verbal interaction with the cadets. It should capture the cadets’ interest.
The following should be included in the introduction of a lesson plan:

What. A description of what the cadets will be expected to accomplish at the end of the lesson.

Where. A description of how and where the lesson fits into the Cadet Program.

Why. A description of why it is important for the cadets to achieve the objectives.
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Read the Objective and Importance paragraphs in the IG for help in writing the introduction
of the lesson plan.

Body

The body of the lesson plan is where the content is presented, explained and supported. Each TP directs the
instructor and the cadets.

Each TP in the lesson includes:

Introduction. Briefly introduce the content to be taught during the TP.

Teaching Method. Identify which teaching method has been chosen for the TP.

Lesson Content. Present the content of the TP in a clear and logical order, from easy to difficult, known
to unknown and simple to complex.

Confirmation. May be oral questions, games, role play, in-class activities or practical activities. IGs offer
suggestions for how to confirm TPs. Instructors may choose to use those confirmation suggestions or
develop their own.

End of Lesson Confirmation

The lesson plan should outline procedures to be used to confirm the learning of the TP. End of lesson
confirmations are carried out to ensure that the cadets have understood the whole lesson and that any
weaknesses in performance are identified so they can be corrected.

Confirmation activities are based on the lesson objectives. The end of lesson confirmation may be oral
questions, games, role play, in-class activities or practical activities. IGs offer suggestions for how to conduct
end of lesson confirmations. Instructors may choose to use those confirmation suggestions or develop their
own.

Conclusion

The conclusion of a lesson summarizes the key points and links them to the coming lessons and their practical
use.

A Summary of Important Points and Weak Areas. The summary reviews the main TPs. The depth of the
summary will be determined by the lesson objectives and the results of the cadets’ end of lesson confirmation.
If the cadets achieved the objectives successfully, the summary may be brief. If they experienced some
difficulties, the instructor should identify them here and indicate how the issue will be addressed.

Re-Motivation Statement. The re-motivation statement restates the importance of the lesson (the “why”) and
re-motivates the cadets. The instructor should also take this time to address any precautions the cadets should
be aware of when applying the knowledge in a practical setting and give an overview of the next lesson.

Read the Closing Statement paragraph in the IG for help in writing the conclusion of the
lesson plan.

CONFIRMATION OF TEACHING POINT 3

QUESTIONS

Q1. What are the four sections of a lesson plan?
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Q2. What three questions are answered in the introduction?

Q3. What are the four sections of a teaching point?

ANTICIPATED ANSWERS

A1. The four sections of a lesson plan are:

introduction,

body,

end of lesson confirmation, and

conclusion.

A2. The three questions answered in the introduction are:

what,

where, and

why.

A3. The four sections of a teaching point are:

introduction,

teaching method,

lesson content, and

confirmation.

Teaching Point 4 Supervise and Provide Assistance While the Cadets Plan a
Lesson

Time: 25 min Method: Practical Activity

In EO M309.07 (Instruct a 15-Minute Lesson, Section 7) the cadets will be expected to instruct a lesson using
a lesson plan, an instructional aid and the appropriate instructional method. The lesson plan created in this EO
will be used to instruct that lesson.

Distribute the blank lesson plan located at Annex L and the plan a lesson checklist located
at Annex M to each cadet.
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As the cadets begin to place information in the lesson plan, they will need to know what
information to place in the two columns not discussed in the previous TP.

Time. This column reminds the instructor how long to spend on each section of the lesson.

Notes. The instructor can place information in this column as a reminder of when to
distribute a handout, to pass along special information to the class or information about a
confirmation activity.

Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9-6-12   Lesson Plan

ACTIVITY

OBJECTIVE

The objective of this activity is to have the cadets plan a 15-minute lesson.

RESOURCES

List of approved 15-minute topics located at Annex N, and

Modified lesson specifications and instructional guides located at Annexes O to AC.

ACTIVITY LAYOUT

N/A.
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ACTIVITY INSTRUCTIONS

1. Have each cadet choose a topic from the list of approved 15-minute topics.

2. Have the cadets use the lesson specification and IG for their chosen topic to help develop their lesson
plan. Cadets shall be expected to teach their chosen lesson as part of M309.07 (Instruct a 15-Minute
Lesson, Section 7).

3. Circulate around the room facilitating the activity and helping the cadets as required.

Ensure that cadets request all resources required to instruct their lesson.

SAFETY

N/A.

CONFIRMATION OF TEACHING POINT 4

The cadets’ participation in the activity will serve as the confirmation of this TP.

END OF LESSON CONFIRMATION

The cadets’ completion of a lesson plan will serve as the confirmation of this lesson.

CONCLUSION

HOMEWORK/READING/PRACTICE

The cadets should be prepared to instruct their lesson at the beginning of M309.07 (Instruct a 15-Minute Lesson,
Section 7).

METHOD OF EVALUATION

This EO is assessed IAW A-CR-CCP-803/PG-001, Chapter 3, Annex B, Appendix 3 (309 PC).

CLOSING STATEMENT

Researching lesson content, preparing a lesson location and planning a lesson are critical steps in preparing
a period of instruction. The preparation of a lesson location sets the tone for the lesson to be taught and a
well-developed lesson plan provides structure and organization, guides the instructor through each stage of
the lesson and ensures that all essential information is delivered.

INSTRUCTOR NOTES/REMARKS

EO M309.06 (Plan a Lesson) should be scheduled at least one week prior to EO M309.07 (Instruct a 15-Minute
Lesson, Section 7).

EO C309.02 (Plan a Lesson, A-CR-CCP-803/PG-001, Chapter 4, Section 10) may be scheduled as additional
time for this EO.
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REFERENCES
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 7

EO M309.07 – INSTRUCT A 15-MINUTE LESSON

Total Time: 90 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

Photocopy the Instructional Techniques Assessment Form located at Annex AD for each cadet.

Ensure that all resources requested by the cadets are available.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

A practical activity was chosen for this lesson as it is an interactive way for cadets to develop instructional skills
in a safe and controlled environment.

INTRODUCTION

REVIEW

N/A.

OBJECTIVES

By the end of this lesson the cadet shall have instructed a 15-minute lesson using a lesson plan, an appropriate
method of instruction and an appropriate instructional aid.

IMPORTANCE

It is important for cadets to instruct a 15-minute lesson as it gives them the opportunity to practice instructional
techniques in a peer setting and to receive feedback to further develop their confidence.
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Teaching Point 1 Have the Cadets Instruct a 15-Minute Lesson

Time: 85 min Method: Practical Activity

ACTIVITY

OBJECTIVE

The objective of this activity is to have the cadets instruct a 15-minute lesson in a peer setting using a lesson
plan, an appropriate method of instruction and an appropriate instructional aid.

RESOURCES

Presentation aids (eg, whiteboard/flip chart/OHP) appropriate for the classroom/training area, and

Instructional Techniques Assessment Form.

ACTIVITY LAYOUT

N/A.

ACTIVITY INSTRUCTIONS

1. Have the cadets provide a copy of their lesson plan to the assessor.

2. Determine the order in which cadets will instruct their lessons.

3. Have one cadet prepare the classroom/training area for their lesson.

4. Have one cadet instruct a 15-minute lesson using a written lesson plan, an appropriate method of
instruction and an appropriate instructional aid (as prepared in EO M309.06 [Plan a Lesson, Section 6]).

5. Assess the cadet’s lesson using the Instructional Techniques Assessment Form.

6. Upon completion of the lesson, provide feedback to the cadet.

7. Repeat Steps 3. to 6. until all cadets have instructed a lesson.

The Instructional Techniques Assessment Form located at Annex AD is used to provide
feedback on the cadet’s lesson and to introduce the cadet to the type of instructional
techniques assessment they will receive in their future level training. The grey areas of the
form are those applicable to the 309 PC (eg, the standard required for the achievement of
PO 309). The remainder of the form is intended solely for the purposes of assessment for
learning, providing the cadets with the feedback they need to improve their skills.

8. Debrief the cadets by providing feedback, focusing on:

a. best practices,

b. general trends and key areas for improvement, and

c. re-motivation, highlighting the effort and accomplishments of the group.
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If the group of cadets is large, divide them up into smaller groups and assign other
instructors to aid with assessment and feedback.

SAFETY

N/A.

CONFIRMATION OF TEACHING POINT 1

The cadets’ participating in the activity will serve as the confirmation of this TP.

END OF LESSON CONFIRMATION

The cadets’ instructing a 15-minute lesson will serve as the confirmation of this lesson.

CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.

METHOD OF EVALUATION

This EO is assessed IAW A-CR-CCP-803/PG-001, Chapter 3, Annex B, Appendix 3 (309 PC).

CLOSING STATEMENT

Practicing instructional skills in a peer setting allows for the development of skills necessary to become a
competent instructor while further developing confidence and a sense of accomplishment.

INSTRUCTOR NOTES/REMARKS

Additional time for this EO is available in EO C309.03 (Instruct a 15-Minute Lesson, A-CR-CCP-803/PG-001,
Chapter 4, Section 10).

REFERENCES

A1-041 A-P9-050-000/PT-006 Director Training and Education Policy. (2002). Canadian Forces Manual of
Individual Training and Education (Vol. 6). Ottawa, ON: Department of National Defence.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 8

EO C309.01 – DELIVER A ONE-MINUTE VERBAL PRESENTATION

Total Time: 60 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

Photocopy the list of topics located at Annex AE and the verbal presentation feedback form located at Annex AF
for each cadet.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

A group discussion was chosen for TP 1 as it allows the cadets to interact with their peers and share their
knowledge, experiences, opinions and feelings about public speaking.

An interactive lecture was chosen for TP 2 as it allows the instructor to explain the expectations of the cadets
for the one-minute verbal presentation.

A practical activity was chosen for TP 3 as it is an interactive way to help the cadets develop effective-speaking
skills in a safe and controlled environment.

INTRODUCTION

REVIEW

Review EO M309.03 (Describe Effective-Speaking Techniques, Section 3).

OBJECTIVES

By the end of this lesson the cadet shall have delivered a one-minute verbal presentation.

IMPORTANCE

It is important for cadets to practice effective-speaking techniques because this will develop the skills required
to present information and build the self-confidence needed to speak in front of others.
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Teaching Point 1 Review Effective-Speaking Techniques

Time: 15 min Method: Group Discussion

BACKGROUND KNOWLEDGE

The purpose of the group discussion is to draw the following information from the group
using the tips for answering/facilitating discussion and the suggested questions provided.

ELEMENTS OF VOICE CONTROL

One of the most important and effective tools of communication is voice control. The ability to use voice control
to communicate effectively and place emphasis on important information is a fundamental skill that will be used
while in front of an audience.

Pitch. How high or low a voice is. A change in pitch usually does not add any significance to a message however
a pitch change will be noticed by the audience and will keep people involved.

Tone. The quality of the sound of a voice. Effective communicators will often change the tone of their voice to
give emphasis to a single word or phrase to convey emotion and conviction.

Monotone. A sound without change of pitch or tone.

Volume. The quantity or power of sound or fullness of tone. A change in volume often signifies emphasis on
a particular phrase or point. Environmental factors such as outside noise and room size must be taken into
consideration to ensure the audience can hear the message being sent.

Speed. The rate or rapidity in which words are spoken. Speaking too fast or too slow can be distracting to
an audience. It is important to communicate at a pace that ensures the audience can understand every word
being said.

Pause. A break in speaking or reading. A pause is an important part of the communication process. A pause
gives the audience an opportunity to digest what has been said and to ask questions. A pause is also an
effective way to announce a change in subject or an important point.

Articulation. The clear and distinct pronunciation of a word. It is important to properly pronounce and articulate
words to ensure the audience can understand the message being sent.

ELEMENTS OF PHYSICAL PRESENCE

It is estimated that 93 percent of the total meaning of a message comes from non-verbal communication and
only 7 percent of meaning comes from the words themselves. Being aware of physical presence and its effect
on a message being sent is an important element of effective communication.

Body Language

Body language or non-verbal communication is the process of communicating through conscious and
unconscious gestures and expressions. Understanding that body language affects how a message is received
and interpreted is an important tool for communicating effectively.
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Facial expressions. While 93 percent of the total meaning of a message comes from non-verbal
communication, most of that meaning is communicated by the eyes, eyebrows and mouth. The movement
of the eyes, eyebrows and mouth can result in an infinite variety of expressions to complement the spoken
word. It is important that facial expressions match the tone of the message being sent to create emphasis and
believability. A smile is the most important of all facial expressions. A smile adds sincerity to a message and
will add to the likeability of the individual in front of the audience.

Eye Contact. Maintaining eye contact is an effective way of engaging an audience and building interest.
Pausing two or three seconds on each member of the audience will make them feel as though they are involved
in a one-on-one conversation. It is important to look at the entire room and scan from left to right, back to front.

Look for friendly, sympathetic faces to gain confidence and ease nervousness.

Gestures. The combination of hand, arm and shoulder movements can make a wide variety of gestures that
can help add meaning to a message. Effective communicators will let their hands and arms move naturally to
help give emphasis and emotion to a message. It is important not to point directly at members of the audience
or let gestures become distracting.

Movement. Being aware of movement while in front of an audience is very important to communication.
Movement will keep listeners engaged and interested in what is being said. Moving around the front of the
room, toward and away from an audience and from side to side can help emphasize points. Too much or frantic
movement can become distracting and will affect how a message is received.

Hands placed in pockets are typically a sign of nervousness or overconfidence.

Dress and Deportment

Effective communicators are constantly aware of their dress and deportment. Audiences will react differently
to an individual who is well dressed and acts professionally when in front of them, than an individual who is
poorly dressed and acts unprofessionally.

Dress. Effective communicators will always appear in clean, well-pressed and appropriate attire. Dressing
appropriately for the event will help create confidence and credibility.

Deportment. An audience that sees an individual as being prepared, on time, appropriately dressed and
confident will be much more receptive, than to an individual who is unprepared, late, poorly dressed and
nervous. The most important element of deportment is displaying an interest in the subject; this will be noticed
by the audience and will generate interest in the presentation.

PREPARATION

Effective speaking preparation is the most critical component of effective communication. Preparation will help
ensure confidence, control nervousness and increase the likelihood of success when in front of an audience.

The following are the steps to effective-speaking preparation:

1. Practicing. Proper rehearsal will aid in memorizing content, which will allow for more eye contact and
movement while in front of an audience. Memorizing the introduction and conclusion are the two most
critical elements; a strong introduction will aid in gaining confidence and will draw the interest of the
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audience, a strong conclusion will aid in leaving a lasting impression on the audience. If possible, practice
in front of a small group, speak aloud even when practicing alone and always practice while standing.

2. Controlling Nervousness. The feeling of nervousness prior to speaking in front of a group is normal and
often can help if channeled effectively. The following actions can be taken to control nervousness:

a. Room Layout. Become familiar with the layout of the room prior to speaking.

b. Materials. Ensure notes, handouts and presentation aids are organized.

c. Equipment. Ensure any equipment being used is in working order and ready to use.

d. Practice. Spend time going over notes and rehearsing content.

e. Attitude. Enter the room with a smile and a positive and confident attitude.

f. Breathing. Take a deep breath before entering the room. Slow down the delivery if necessary and
breathe from the diaphragm while speaking, not from the chest.

3. Identifying a Friendly Face. While walking in front of an audience, identify a friendly face. Making
eye contact with a friendly face while beginning to speak will often give confidence while beginning the
introduction and ultimately lead to success when addressing an audience.

GROUP DISCUSSION

TIPS FOR ANSWERING/FACILITATING DISCUSSION

Establish ground rules for discussion,
eg, everyone should listen respectfully;
don’t interrupt; only one person speaks
at a time; no one’s ideas should be
made fun of; you can disagree with
ideas but not with the person; try to
understand others as much as you
hope they understand you; etc.

Sit the group in a circle, making sure all
cadets can be seen by everyone else.

Ask questions that will provoke
thought; in other words avoid questions
with yes or no answers.

Manage time by ensuring the cadets
stay on topic.

Listen and respond in a way that
indicates you have heard and
understood the cadet. This can be
done by paraphrasing their ideas.

Give the cadets time to respond to your
questions.

Ensure every cadet has an opportunity
to participate. One option is to go
around the group and have each
cadet answer the question with a short
answer. Cadets must also have the
option to pass if they wish.

Additional questions should be
prepared ahead of time.

SUGGESTED QUESTIONS

Q1. How can voice be varied to maintain class interest?

Q2. How does physical presence affect how a message is received?

Q3. What is one of the most important elements of deportment?

Q4. What are some ways for controlling nervousness?
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Other questions and answers will develop throughout the group discussion. The group
discussion should not be limited to only those suggested.

Reinforce those answers given and comments made during the group discussion, ensuring
the teaching point has been covered.

Teaching Point 2 Explain the Expectations of the One-Minute Verbal
Presentation

Time: 10 min Method: Interactive Lecture

EXPECTATIONS OF THE ONE-MINUTE VERBAL PRESENTATION

The expectations of the one-minute verbal presentation are to practice the following skills:

1. using effective speaking techniques to communicate ideas; and

2. speaking clearly and confidently in front of a group of peers.

Instructions

1. Each cadet is required to deliver a one-minute verbal presentation on a topic chosen from the list located
at Annex AE.

2. Each cadet is permitted to use one piece of paper not larger than 8 1/2 inches by 11 inches for outline
notes. Cadets are not permitted to read their presentations directly from the paper.

3. Cadets will not be given assistance during their presentations other than the signal from the timekeeper.

4. Cadets will be given feedback using the feedback form located at Annex AF. The feedback positively
emphasizes what the cadet did well and areas for improvement.

5. Aids such as a podium, OHP or flip charts should be made available (where possible), if requested by the
cadet, prior to the presentation.

6. A timekeeper will be present to signal the cadet when they are nearing the one-minute mark.

Hand out the list of topics located at Annex AE and have the cadets choose what topic they
will speak about.

Hand out the Verbal Presentation Feedback Form located at Annex AF to each cadet and
discuss how it will be used.

CONFIRMATION OF TEACHING POINT 2

QUESTIONS

Q1. What is the aim of the one-minute verbal presentation?
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Q2. When should aids required for the presentation be requested?

ANTICIPATED ANSWERS

A1. To practice the skills for effectively communicating ideas by speaking clearly and confidently.

A2. Prior to the presentation.

Teaching Point 3 Conduct an Activity Where the Cadets Will Deliver a One-
Minute Verbal Presentation

Time: 25 min Method: Practical Activity

This activity should be conducted on a separate training night from TP 1 & 2 to allow the
cadets an opportunity to prepare their verbal presentations.

ACTIVITY

OBJECTIVE

The objective of this activity is to have the cadets deliver a one-minute verbal presentation.

RESOURCES

Presentation aids (eg, whiteboard/flip chart/OHP) appropriate for the classroom/training area,

Other presentation aids as requested by the cadets, and

Verbal Presentation Feedback Form.

ACTIVITY LAYOUT

N/A.

ACTIVITY INSTRUCTIONS

During the activity:

Use the Verbal Presentation Feedback Form located at Annex AF to record feedback
on what the cadet has done well and areas for improvement.

Ensure that the requested presentation aids are available prior to the start of the
activity.

Ensure that a timekeeper is present to signal the cadets when they near the one-
minute mark. If the cadets go over time, note this in their feedback. Abruptly cutting
them off may be more damaging than the negative feedback.

1. Brief the cadets on the following instructions for this activity:

a. Each cadet is required to deliver a one-minute verbal presentation on a chosen topic.
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b. Each cadet is permitted to use one piece of paper not larger than 8 1/2 inches by 11 inches for outline
notes. Cadets are not permitted to read their presentations directly from the paper.

c. No assistance will be provided.

2. Determine the order in which the cadets will deliver their presentations.

3. Have each cadet deliver a presentation. At the end of the presentation, provide one-on-one feedback to
the cadet using the Verbal Presentation Feedback Form (Annex AF). Have the next cadet prepare for their
presentation while the one-on-one feedback interview is in progress.

Instructions for the one-on-one feedback interview:

1. Conduct in a private setting.

2. Put the cadet at ease.

3. Ask how they think they did.

4. Ask what they think went well. Discuss two positive points about their presentation.

5. Ask what they think needs improvement. Discuss two areas for improvement.

6. Finish the feedback interview on a positive note.

Positive feedback is essential and should take into account that this may be the first time
the cadet has delivered a prepared presentation in front of a group.

4. Continue until all the cadets have had the opportunity to present.

5. Summarize the common feedback for the group and discuss how to improve the presentations.

It is essential that the cadets leave the lesson with a positive attitude.

SAFETY

N/A.

CONFIRMATION OF TEACHING POINT 3

The cadets’ participation in a one-minute verbal presentation will serve as confirmation for this TP.

END OF LESSON CONFIRMATION

The cadets’ participation in a one-minute verbal presentation will serve as confirmation for this lesson.

CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.
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METHOD OF EVALUATION

N/A.

CLOSING STATEMENT

Practicing effective speaking techniques in front of peers will build self-confidence and develop presentation
skills needed for instructing cadets.

INSTRUCTOR NOTES/REMARKS

TP 3 should be scheduled on a separate training night after TPs 1 and 2 have been conducted.

This EO should be scheduled after EO M309.03 (Employ Effective Speaking Techniques, Section 3) and before
EO M309.06 (Plan a Lesson, Section 6).

REFERENCES

C1-133 (ISBN 0-9695066-2-7) Bender, P. (2000). Secrets of Power Presentations. Toronto, ON: The
Achievement Group.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 9

EO C309.04 – IDENTIFY FORMATIONS FOR DRILL INSTRUCTION

Total Time: 30 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PT-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

An interactive lecture was chosen for TP 1 to introduce the formations used for drill instruction.

A demonstration was chosen for TP 2 as it allows the instructor to demonstrate the procedures for forming a
hollow square and reforming the squad.

INTRODUCTION

REVIEW

N/A.

OBJECTIVES

By the end of this lesson the cadet shall have identified the formations for drill instruction.

IMPORTANCE

It is important for cadets to identify formations for drill instruction to be able to select the most effective formation
for the lesson being taught. The choice of formation is important because it allows all of the cadets to see the
instructor.
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Teaching Point 1 Describe the Formations for Drill Instruction

Time: 5 min Method: Interactive Lecture

FORMATIONS FOR DRILL INSTRUCTION

The choice of formation is important because it allows all of the cadets to see the instructor. The three formations
that are recommended are a single file, a semicircle and a hollow square.

Single File. Used for groups of five cadets or less which can form up into one rank.

Semicircle. Used for groups of six to nine cadets which can be formed up in two ranks. There is no formal
drill command for forming a semicircle.

Hollow Square. Used for groups of 10 or more cadets which are formed up in three ranks.

CONFIRMATION OF TEACHING POINT 1

QUESTIONS

Q1. When is a single file formation used?

Q2. What formation should be used for a squad in two ranks?

Q3. How many ranks must the squad be in to form a hollow square?

ANTICIPATED ANSWERS

A1. Groups of five cadets or less.

A2. Semicircle.

A3. Three ranks.

Teaching Point 2 Demonstrate the Procedure for Forming a Hollow Square
and Reforming a Squad

Time: 20 min Method: Demonstration

Proper drill movements shall be combined with a professional demeanour throughout the
period of instruction.

Check for faults and correct them immediately when they occur.

Capitalization indicates the words of command for each movement.
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FORM HOLLOW SQUARE

The squad shall be in line in three ranks prior to forming the hollow square.

The following procedure is used to form a hollow square (as illustrated in Figure 9-9-1):

1. On the command FORM HOLLOW SQUARE, CENTRE RANK RIGHT, REAR RANK LEFT–TURN, the
squad acts as ordered.

2. On the command CENTRE RANK LEFT WHEEL, REAR RANK RIGHT WHEEL, QUICK–MARCH, the
squad acts as ordered.

3. The command MARK–TIME shall be given when the rear individuals of the centre and rear ranks are one
pace in front of the front rank.

4. On the command SQUAD–HALT, the squad acts as ordered.

5. On the command CENTRE RANK LEFT, REAR RANK RIGHT–TURN, the squad acts as ordered.
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A-PD-201-000/PT-000 (p. 3-23)

Figure 9-9-1   Forming a Hollow Square

REFORM THREE RANKS

The reverse procedure to forming a hollow square is used to reform a squad into three
ranks.

The following procedure is used to reform three ranks:
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1. On the command REFORM THREE RANKS, CENTRE RANK LEFT, REAR RANK RIGHT–TURN, the
squad acts as ordered.

2. On the command CENTRE RANK RIGHT WHEEL, REAR RANK LEFT WHEEL, QUICK–MARCH, the
squad acts as ordered.

3. The command MARK–TIME shall be given when the squad has reformed three ranks.

4. On the command SQUAD–HALT, the squad acts as ordered.

5. On the command CENTRE RANK RIGHT, REAR RANK LEFT–TURN, the squad acts as ordered.

If time permits, have the cadets practice forming a hollow square with their peers. Simulate
three ranks for groups less than 10 cadets.

CONFIRMATION OF TEACHING POINT 2

QUESTIONS

Q1. How must a squad be formed before forming a hollow square?

Q2. When should the instructor give the command to mark time when forming a hollow square?

Q3. What procedure is used to reform three ranks?

ANTICIPATED ANSWERS

A1. In three ranks.

A2. The rear individuals of the centre and rear ranks are one pace in front of the front rank.

A3. The reverse procedure to forming a hollow square.

END OF LESSON CONFIRMATION

QUESTIONS

Q1. What three formations are used for drill instruction?

Q2. What formation should be used for a group of seven cadets?

Q3. How many cadets are needed to form a hollow square?

ANTICIPATED ANSWERS

A1. Single file, semicircle and hollow square.

A2. Semicircle.

A3. 10 or more.
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CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.

METHOD OF EVALUATION

N/A.

CLOSING STATEMENT

Drill instruction requires the instructor to demonstrate each individual squad of a movement so the cadets
can see what is expected. The choice of formation is important because it allows all of the cadets to see the
instructor.

INSTRUCTOR NOTES/REMARKS

N/A.

REFERENCES

A0-002 A-PD-201-000/PT-000 Director History and Heritage 3-2. (2005). The Canadian Forces Manual of
Drill and Ceremonial. Ottawa, ON: Department of National Defence.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 10

EO C309.05 – PLAN A DRILL LESSON

Total Time: 60 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

Photocopy Annexes AG to AJ for each cadet.

Photocopy the lesson specifications and instructional guides located at Annexes AK to AQ as required.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

An interactive lecture was chosen for TPs 1 and 2 to present the drill instruction sequence and to stimulate
an interest in planning a drill lesson.

A practical activity was chosen for TP 3 to guide the cadets through the process of planning a drill lesson.

INTRODUCTION

REVIEW

N/A.

OBJECTIVES

By the end of this lesson the cadet shall have identified the drill instruction sequence and written a drill lesson
plan.

IMPORTANCE

It is important for cadets to know the essential elements of a drill lesson and be able to develop a written
drill lesson plan as it allows them to be better prepared to deliver drill instruction. Drill that is well taught and
executed develops individual pride, mental alertness, precision and esprit de corps.
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Teaching Point 1 Describe the Drill Instruction Sequence

Time: 10 min Method: Interactive Lecture

INTRODUCTION

The lesson shall be introduced as follows:

1. Order the squad into a suitable formation such as a single rank, hollow square or semicircle.

2. Review the previous lesson.

3. Describe the new movement.

4. Describe why it is important to learn the movement.

5. Describe where and when the movement will be used.

6. Describe how the cadets will be assessed.

BODY

The lesson shall be taught using the following process:

1. Demonstrate the complete movement, calling out the time.

2. Explain the complete movement.

3. Demonstrate the first part of the movement (Squad 1).

4. Explain the first part of the movement.

5. Give the squad the opportunity to ask questions.

6. Practice the first movement (collectively, individually, collectively) (as illustrated in Figure 9-10-1).

7. Demonstrate and explain the second part of the movement (Squad 2) and any subsequent parts of the
movement (Squads) following Steps 3. to 6.

8. Give two complete demonstrations.

9. Practice the complete movement with:

a. the instructor calling the time;

b. the squad calling the time; and

c. the squad judging the time.
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DEMONSTRATE THE COMPLETE MOVEMENT WITH TIMING
The instructor shall provide a complete demonstration of the drill movement, with timing. A practiced
assistant instructor may carry out this demonstration.
The demonstration shall be provided from various vantage points, as required.
DEMONSTRATE FIRST PART OF MOVEMENT (FIRST NUMBER)

For ease of instruction, drill commands have been broken down into individual
movements, or numbers. The instructor(s) shall demonstrate and explain each number.

In order to adopt the position of attention from stand at ease, the cadet shall:
On the command ATTENTION BY NUMBERS, SQUAD – ONE, bend the left knee and shift the balance to
the right.
PRACTICE THE SQUAD ON THE FIRST MOVEMENT
Practice the squad on the first movement collectively, individually and collectively.

Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9-10-1   Drill Instruction Sequence

END OF LESSON CONFIRMATION

The end of lesson confirmation must meet the following criteria:

1. It shall be a performance of the movement taught.

2. It shall be conducted as a squad.

3. It will emphasize any aspects of the movement that the cadets experienced difficulty with during the lesson.

CONCLUSION

The lesson shall be summarized as follows:

1. Restate the movement taught and where or when it will be used;

2. Re-motivate the cadets by:

a. commenting on the cadets’ progress; and

b. re-stating why the drill movement just learned is important.

3. Describe the next lesson.

CONFIRMATION OF TEACHING POINT 1

QUESTIONS

Q1. Describe one action an instructor shall take during the introduction of a drill lesson.

Q2. List the sequence for practicing drill movements.

Q3. What shall an instructor do in the conclusion of a drill lesson?
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ANTICIPATED ANSWERS

A1. During the beginning of a drill lesson, an instructor shall:

1. Order the squad into a suitable formation.

2. Review the previous lesson.

3. Describe the new movement.

4. Describe why it is important to learn it.

5. Describe where and when the movement will be used.

6. Describe how the cadets will be assessed.

A2. The sequence for practicing drill movements is to practice the squad collectively, individually,
collectively.

A3. In the conclusion the instructor shall:

1. Restate the movement taught and where or when it will be used.

2. Re-motivate the cadets by commenting on the cadets’ progress and by re-stating the reason for
learning the movement.

3. Describe the next lesson.

Teaching Point 2 Review the Lesson-Planning Process

Time: 10 min Method: Interactive Lecture

Before beginning the activity for planning a drill lesson, review the lesson-planning process
taught in M309.06 (Plan a Lesson, Section 6) summarized below.

Distribute the lesson plan handout located at Annex AG to each cadet.

THE LESSON-PLANNING PROCESS

The Canadian Forces employs an initialism that is used to provide a framework for the instructor to gather and
organize the reference material into an efficient and practical lesson plan. The initialism is CCSAM.

Collect. During this step, the instructor researches the material to be covered in the period of instruction using
course documents such as the lesson specification, IG and listed references. In situations where no course
documents exist, the instructor will research the material to be taught using whatever references exist.

Consider. During this step, the instructor sifts through all of the material found in the collection step and
determines what is relevant and current.
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Select. During this step, the instructor selects the material that is appropriate for the lesson. The instructor also
selects the method of instruction to be used.

Arrange. During this step, the instructor arranges the material into stages that allow for the information to be
presented in a logical sequence.

Master. During this step, the instructor writes the lesson plan.

LESSON SPECIFICATION

Lesson specifications are found in A-CR-CCP-803/PG-001, Chapter 4. The two sections of a lesson
specification are the enabling objective (EO) and the lesson specification.

Enabling Objective

The EO is the first three paragraphs of the lesson specification and will answer three questions:

What will the cadet be expected to be able to do by the end of this lesson?

Under what conditions will the cadet be expected to carry out the performance?

How well or to what standard will the cadet be expected to perform?

Lesson Specification

The lesson specification, (paragraphs 4. to 11.), contains information about:

the content to be taught broken down into teaching points;

the teaching method(s) to be used and why they were chosen;

the time for each teaching point (TP);

the references used;

the training aids to be used;

the learning aids to be used;

the test details; and

remarks for the instructor.

INSTRUCTIONAL GUIDE (IG)

The IG is used in conjunction with the QSP and other resources to conduct training. IGs should be reviewed
in conjunction with lesson specifications so that the instructor can adequately plan and prepare their lesson.
The following are the six sections of an IG:

Preparation. This section provides information to the instructor regarding:

pre-lesson instructions;

pre-lesson assignment; and

instructional approach or method.

Introduction. This section provides information to the instructor regarding:

any review that may be necessary;
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what the cadet will be expected to do by the end of the lesson; and

why the knowledge/skill is important.

Body. This section provides information to the instructor regarding:

the TPs and their content as listed in paragraph 4 of the lesson specification in greater detail;

suggested teaching methods;

note boxes with special instructions or information;

lesson content;

figures;

activities; and

confirmation questions or activities.

Conclusion. This section provides information to the instructor regarding:

any homework/reading/practice that may be required of the cadet;

the method of evaluation to be used as stated in the lesson specification;

a closing statement to be spoken aloud to the cadet; and

any additional instructor notes/remarks.

References. This section lists the sources of information used to create the lesson specification and
instructional guide.

Annexes. This section contains background information for the TPs, pre-made instructional aids and additional
information for activities.

CONFIRMATION OF TEACHING POINT 2

QUESTIONS

Q1. List the five parts of the lesson-planning process.

Q2. What is included in the EO portion of a lesson specification?

Q3. What are the six sections of an instructional guide?

ANTICIPATED ANSWERS

A1. The five parts of the lesson planning process are collect, consider, select, arrange and master.

A2. The information included in the EO is what the cadet will be expected to learn, what materials,
supervision and equipment will be available to the cadet and what standard the cadet will be expected
to achieve.

A3. The six sections of an IG are preparation, introduction, body, conclusion, references and annexes.
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Teaching Point 3 Supervise and Provide Assistance While the Cadets Plan a
Drill Lesson

Time: 30 min Method: Practical Activity

In EO C309.06 (Instruct a 15-Minute Drill Lesson, Section 11), the cadets shall be expected to instruct a drill
lesson using a lesson plan, the drill instruction sequence and the appropriate drill formation. The lesson plan
created in this EO will be used to instruct that drill lesson.

Distribute the blank lesson plan located at Annex AH and the plan a drill lesson checklist
located at Annex AI to each cadet.

ACTIVITY

OBJECTIVE

The objective of this activity is to have the cadets plan a 15-minute drill lesson.

RESOURCES

List of approved 15-minute drill topics located at Annex AJ, and

Modified lesson specifications and instructional guides located at Annexes AK to AQ.

ACTIVITY LAYOUT

N/A.

ACTIVITY INSTRUCTIONS

1. Have each cadet choose a topic from the list of approved 15-minute drill topics.

2. Have the cadets use the lesson specification and IG for their chosen topic to help develop their drill lesson
plan. Cadets shall be expected to teach their chosen lesson as part of C309.06 (Instruct a 15-Minute Drill
Lesson, Section 11).

3. Circulate around the room facilitating the activity and helping the cadets as required.

Ensure that cadets request all resources required to instruct their lesson.

SAFETY

N/A.

CONFIRMATION OF TEACHING POINT 3

The cadets’ participation in the activity will serve as the confirmation of this TP.
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END OF LESSON CONFIRMATION

The cadets’ planning a drill lesson will serve as the confirmation of this lesson.

CONCLUSION

HOMEWORK/READING/PRACTICE

The cadets shall be prepared to instruct their lesson at the beginning of C309.06 (Instruct a 15-Minute Lesson,
Section 11).

METHOD OF EVALUATION

N/A.

CLOSING STATEMENT

Instructors must continually work to improve the quality of instruction. Being able to plan drill lessons is a critical
step in boosting the instructor’s confidence and improving the quality of drill instruction.

INSTRUCTOR NOTES/REMARKS

EO C309.05 (Plan a Drill Lesson, Section 10) should be scheduled at least one week prior to EO C309.06
(Instruct a 15-Minute Drill Lesson, Section 11).

REFERENCES

A0-002 A-PD-201-000/PT-000 Director History and Heritage 3-2. (2005). The Canadian Forces Manual of
Drill and Ceremonial. Ottawa, ON: Department of National Defence.
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COMMON TRAINING

PROFICIENCY LEVEL THREE

INSTRUCTIONAL GUIDE

SECTION 11

EO C309.06 – INSTRUCT A 15-MINUTE DRILL LESSON

Total Time: 90 min

PREPARATION

PRE-LESSON INSTRUCTIONS

Resources needed for the delivery of this lesson are listed in the lesson specification located in A-CR-CCP-
803/PG-001, Chapter 4. Specific uses for said resources are identified throughout the instructional guide within
the TP for which they are required.

Review the lesson content and become familiar with the material prior to delivering the lesson.

Photocopy the Drill Instructional Techniques Assessment Form located at Annex AR for each cadet.

Ensure that all resources requested by the cadets are available.

PRE-LESSON ASSIGNMENT

N/A.

APPROACH

A practical activity was chosen for this lesson as it is an interactive way for cadets to develop drill instructional
skills in a safe and controlled environment.

INTRODUCTION

REVIEW

N/A.

OBJECTIVES

By the end of this lesson the cadet shall have instructed a 15-minute drill lesson using a written lesson plan
and the drill instruction sequence.

IMPORTANCE

It is important for cadets to instruct a 15-minute drill lesson as it gives them the opportunity to practice drill
instructional skills in a peer setting and to receive feedback to further develop instructional skills and confidence.
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Teaching Point 1 Supervise While the Cadets Instruct a 15-Minute Drill Lesson

Time: 85 min Method: Practical Activity

ACTIVITY

Time: 85 min

OBJECTIVE

The objective of this activity is to have cadets instruct a 15-minute drill lesson in a peer setting using a written
lesson plan and the drill instruction sequence.

RESOURCES

Drill Instructional Techniques Assessment Form.

ACTIVITY LAYOUT

N/A.

ACTIVITY INSTRUCTIONS

1. Have the cadets provide a copy of their lesson plan to the assessor.

2. Determine the order in which cadets will instruct their lessons.

3. Have one cadet form up the squad for their drill lesson.

4. Have one cadet instruct a 15-minute drill lesson using a written lesson plan and the drill instruction
sequence (as prepared in EO C309.05 [Plan a Drill Lesson, Section 10]).

5. Assess the cadet’s lesson using the Drill Instructional Techniques Assessment Form.

6. Upon completion of the lesson, provide feedback to the cadet.

7. Repeat Steps 3. to 6. until all cadets have instructed a lesson.

The Drill Instructional Techniques Assessment Form located at Annex AR is used to provide
feedback on the cadet’s lesson and to introduce the cadet to the type of instructional
techniques assessment they will receive in their future level training. The form is intended
solely for the purposes of assessment for learning, providing the cadets with the feedback
they need to improve upon their own skills.

8. Debrief the cadets by providing feedback, focusing on:

a. best practices,

b. general trends and key areas for improvement, and

c. re-motivation, highlighting the effort and accomplishments of the group.
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If the group of cadets is large, divide them up into smaller groups and assign other
instructors to aid with assessment and feedback.

SAFETY

N/A.

CONFIRMATION OF TEACHING POINT 1

The cadets’ participation in the activity will serve as the confirmation of this TP.

END OF LESSON CONFIRMATION

The cadet’s instructing a 15-minute drill lesson will serve as the confirmation of this lesson.

CONCLUSION

HOMEWORK/READING/PRACTICE

N/A.

METHOD OF EVALUATION

N/A.

CLOSING STATEMENT

Practicing drill instructional skills in a peer setting allows for the development of fundamental skills necessary
to become a drill instructor while further developing confidence and providing a sense of accomplishment.

INSTRUCTOR NOTES/REMARKS

This EO shall be conducted after EO C309.04 (Identify Formations for Drill Instruction, Section 9) and
EO C309.05 (Plan a Drill Lesson, Section 10).

Additional time may be required for class sizes greater than five cadets.

REFERENCES

A0-002 A-PD-201-000/PT-000 Director Heritage and History 3-2 (2005). The Canadian Forces Manual of
Drill and Ceremonial. Ottawa, ON: Department of National Defence.
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PRINCIPLES OF INSTRUCTION INFORMATION SHEET

INTEREST

Cadets are more receptive to learning when they are curious and have an emotional connection to a topic. The
instructor must arouse, create and maintain the interest of the cadets. Without interest, the cadets will be less
inclined to listen and will not learn.

Principle. People learn when they are interested in the material or skill.

Action. Instructors must arouse, create and maintain the cadets’ interest. The instructor should employ
imaginative means to keep curiosity, while taking into account experience and interests.

Ensure Interest Technique

Information Inform the cadets why they are learning the skill or knowledge. Explain all of the
benefits of this new knowledge or skill.

Enthusiasm Show enthusiasm.
Smile and have fun.
Make eye contact.
Vary the pitch, resonance, articulation, speed, volume, inflection and rhythm of your
speech.

Variety Use more than one instructor.
Use verbal support to back up a statement or to clarify an idea.
Use a variety of different training aids.
Try different teaching methods.

Realism Try a different location for your class. If you are teaching meteorology, go outside and
look at the clouds, etc.

Participation Involve the cadets by asking questions.
Ensure cadets participate early in a skill lesson.
Use speed and/or ability competitions or games to reinforce learning.
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COMPREHENSION

Comprehension or understanding relates to the cadet’s ability to understand the material taught. The cadets’
readiness to learn new material is influenced by what has previously been taught; new content should not
exceed the knowledge level of the cadets. If the cadets do not understand, they are unable to learn.

Principle. People learn when instruction starts at their level of understanding and proceeds at the rate
of their comprehension.

Action. Instructors must determine the cadet’s level of knowledge and only progress with new material
when the cadets have full understanding of the material previously taught.

Ensure
Comprehension Technique

Research Examine the Qualification Standard and Plan (QSP) to determine what material the
cadets have already been taught.

Plan Organize lesson material in a logical order.
Proceed from the known to the unknown.
Move from simple material to the more difficult.

Question Ask review questions at the start of the lesson to determine the level of
understanding.
Continue to ask questions throughout the lesson to ensure understanding.
Assure cadets early in the lesson that questions are welcome.

Observe Watch for expressions of body language that may indicate difficulty with parts of the
lesson.
Observe cadets when they practice a skill and correct error as they occur.
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EMPHASIS

During a period of instruction there will be some information, which may be of particular importance. The
instructor can emphasize this important information through the use of voice control, training aids and in-class
activities.

Principle. People retain more important information when the instructor uses repetition and emphasis.

Action. Instructors must stress essential points.

Ensure Emphasis Technique

Process Teach the material step by step.
Re-cap each area (stress key points).
Have the cadets take notes.

In-Class Review Review the key points from the past lesson.
Repeat the key points during the lesson.

Reinforcement For a knowledge lesson, ask questions on the key points.
For a skill lesson, allow sufficient practice time for the cadets to ask questions and
receive corrective action. Do not over demonstrate.
Try saying “This is important, remember it.”
Use verbal support by giving examples, to include:

comparisons,
reasons,
restatement and repetition,
examples,
statistics, and
testimonials.

Use training aids.

Post Lesson Distribute handouts covering key points.
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PARTICIPATION

Cadets are more likely to retain information if they are both mentally and physically involved in learning. The
instructor should conduct activities that contain action, activity and excitement. Cadets learn by doing.

Principle. People learn best when they have an opportunity to participate actively in the learning process.
People learn by doing.

Action. The instructor creates class participation in the form of a physical or mental activity.

Ensure
Participation in
a Knowledge

Lesson

Technique

Involvement Ask open-ended questions that will encourage individual thought and generate a
discussion.

Group Work Select teaching methods that allow the cadets to share ideas and knowledge.

Learning Activity Organize teaching points to contain such things as:
puzzles,
crosswords,
trivia games,
board games,
word searches,
discussions,
case studies,
competitions,
experiments, or
problem solving.

Application Allow the cadets to apply the knowledge through case studies and problem-based
learning.

Ensure
Participation in
a Skill Lesson

Technique

Involvement Ensure early involvement by cadets.
Have as many cadets as possible working on the skills at the same time.

Practice Ensure ample practice time.
Maintain close supervision during practice
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Ensure
Participation in
a Skill Lesson

Technique

Detection and
Correction

Be aware of commonly made errors while practicing a new skill.
Observe cadets closely when they practice a skill.
Correct errors as they occur.
Correct one error at a time.

Competition Allow the cadets to practice new skills by conducting friendly competitions and
contests.

ACCOMPLISHMENT

The lesson must impart a sense of accomplishment to each cadet. The cadets should leave the class with the
satisfaction that they were able to achieve something in the lesson.

Principle. People learn most effectively when their performance results in a sense of accomplishment.

Action. The instructor must tell the cadets what they are doing well and what needs improvement. The
objective is to offer feedback that will reinforce desired performance and correct undesired performance.

Ensure
Accomplishment Technique

Expectations Inform cadets of the lesson objectives.
Ensure the cadets understand what will be expected of them at the end of the lesson.

Learner
Satisfaction

Explain lessons clearly using simple words. The cadets will learn easily creating
fulfillment.

Learner
Responsibility

Keep cadets informed of their progress. Just by saying “Now that you have all
correctly created a lean-to, let’s practice erecting a tent” will indicate the cadets’
progress.

Encouragement Reassure cadets that they will be successful.
Compliment cadets on work that is well done.

Perseverance Encourage cadets who may be having difficulty.
Allow cadets to practice skills they have difficulty with.
Offer extra help if necessary.
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CONFIRMATION

Confirmation is an essential part of learning and instructing. It gives both the instructor and the cadet the
opportunity to see how well the information is understood.

Principle. Confirm that learning has occurred and knowledge has been retained.

Action. Instructors must confirm that the cadets’ learning meets established standards and ensure that
the skills can be performed safely and competently.

Ensure
Confirmation Technique

Practice Observe as the cadets practice the skills.

Exercise Have the cadets perform the skill. If you are teaching cadets how to use the phonetic
alphabet, listen to each cadet perform the letters. Anyone who cannot do it may need
extra instruction.
Provide exercises or guide discussions that stress the key points of the lesson.

Questions Ask questions at the end of the lesson to assess how well the cadets are learning.
Listen carefully to the cadets’ answers. You may be able to identify weak areas that
may need to be re-taught.

Assignments Review assignments completed outside class to determine the extent of learning.

Tests Conduct confirmation for teaching points and enabling checks. This will also reinforce
learning.

Observations Note and provide feedback on cadet behaviour.



A-CR-CCP-803/PF-001
Chapter 9, Annex B

9B-1

PRINCIPLES OF INSTRUCTION WORKSHEETS
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METHODS OF INSTRUCTION
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SELECT A METHOD OF INSTRUCTION
Le

ss
on

 T
op

ic
M

et
ho

d 
of

 In
st

ru
ct

io
n

Ex
pl

an
at

io
n

Pa
rti

ci
pa

te
 in

 a
 D

is
cu

ss
io

n 
on

 H
yg

ie
ni

c 
Pr

ac
tic

es
 D

ur
in

g
Ph

ys
ic

al
 A

ct
iv

ity
 

 

Id
en

tif
y 

th
e 

Pa
rts

 a
nd

 th
e 

C
ha

ra
ct

er
is

tic
s 

of
 th

e 
D

ai
sy

85
3C

 A
ir 

R
ifl

e
 

 

Ap
pl

y 
Ba

si
c 

M
ar

ks
m

an
sh

ip
 T

ec
hn

iq
ue

s
 

 

Pa
rti

ci
pa

te
 in

 a
 D

is
cu

ss
io

n 
on

 P
ro

fic
ie

nc
y 

Le
ve

l O
ne

Tr
ai

ni
ng

 
 

W
ea

r t
he

 A
ir 

C
ad

et
 U

ni
fo

rm
 

 

Pa
rti

ci
pa

te
 in

 a
 D

is
cu

ss
io

n 
of

 Y
ea

r O
ne

 S
um

m
er

 T
ra

in
in

g
O

pp
or

tu
ni

tie
s

 
 

C
on

st
ru

ct
 a

 L
ea

n-
to

-S
ty

le
 S

he
lte

r
 

 

O
pe

ra
te

 a
 H

an
d 

H
el

d 
R

ad
io

 
 

In
ve

nt
 a

 S
pa

ce
 T

ec
hn

ol
og

y 
Ite

m
 

 

D
is

cu
ss

 A
irc

ra
ft 

Fl
ow

n 
in

 W
W

I a
nd

 W
W

II
 

 

D
is

cu
ss

 L
ea

de
rs

hi
p 

W
ith

in
 a

 P
ee

r S
et

tin
g

 
 

Id
en

tif
y 

Ye
ar

 T
w

o 
C

ST
C

 T
ra

in
in

g 
O

pp
or

tu
ni

tie
s

 
 

Fl
y 

a 
Pa

pe
r C

ol
di

tz
 G

lid
er

 
 

Ex
pl

ai
n 

As
pe

ct
s 

of
 A

ir 
Tr

af
fic

 C
on

tro
l

 
 

Id
en

tif
y 

th
e 

R
an

k 
St

ru
ct

ur
e 

of
 th

e 
R

oy
al

 C
an

ad
ia

n 
Se

a,
Ar

m
y 

an
d 

Ai
r C

ad
et

s
 

 



A-CR-CCP-803/PF-001
Chapter 9, Annex D

THIS PAGE INTENTIONALLY LEFT BLANK

9D-2



A-CR-CCP-803/PF-001
Chapter 9, Annex E

9E-1

POSING QUESTIONS SEQUENCE

Question Sequence Action

Pose the question The instructor must ensure that they have the full attention of the class
and ask a question that is clearly heard by all.

Pause The instructor must allow cadets time to think of a response. Do not waste
time, but avoid answering the question for the cadets just to break the
silence.

Pounce When using a direct question the instructor must indicate which cadet will
answer.

Ponder The instructor must allow the cadets time to answer fully, listen carefully to
the response, confirm the correct response and explain why it is correct.
If an answer is incomplete, the instructor must emphasize what is correct
and ask a follow-up question to complete the response or simply provide
additional information. If an answer is incorrect the instructor must point
that out as well, in a manner that does not embarrass the cadet and
explain why the answer is incorrect. There may be a need to reword the
question to get a better response.

Praise The instructor must praise all cadets for participating and confirm/
summarize all correct responses so as to avoid confusion regarding which
responses were correct or incorrect.
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QUESTIONS HANDOUT

Read the short passage to the group and ask them to remember the children's story "Goldilocks and the Three
Bears."

Once upon a time there was a little girl named Goldilocks. She went for a walk in the forest. Pretty soon,
she came upon a house. She knocked and, when no one answered, she walked right in.

Use the questions below to have each cadet use the question posing sequence at least once.

Q. Who do you think lived in the house in the forest?

A. The three bears.

Q. What did Goldilocks first do when she entered the house?

A. She tasted the porridge.

Q. Whose chair did Goldilocks break?

A. Little bear's chair.

Q. Why did Goldilocks go upstairs to the bedroom?

A. She felt tired.

Q. Did Goldilocks ever return to the house in the forest?

A. No.
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POSING QUESTIONS RUBRIC

STANDARD

Effective Questioner: Follows posing questions sequence when asking questions.

PERFORMANCE TASK

Ask a recall question to the group about the children’s story, “Goldilocks and the Three Bears” using the posing
questions sequence.

Performance Element Met the Standard
(Level 3)

Met the Standard With
Difficulty (Level 2)

Did Not Meet the
Standard (Level 1)

Pose the question Had the attention of the
group.
Asked the question
clearly.

Had the attention of the
group.
Did not ask the question
clearly.

Did not get the attention
of the group.
Did not ask the question
carefully.

Pause Allowed cadets ample
time to think of a
response.
Did not waste time.
Did not answer the
question for the cadets.

Unsure of how much
time to allow for a
response.

Allowed too much/too
little time for a response.
Answered the question
for the cadet.

Pounce Pointed to a cadet. Had to be told to point to
a cadet.

Allowed anyone to
answer.

Ponder Allowed cadet to answer
fully.
Confirmed correct
response.
Explained incorrect
answer.

Allowed cadet to answer
fully.
Confirmed correct
response after being
prompted.
Explained incorrect
response after being
prompted.

Did not allow cadet to
answer fully.
Did not confirm correct
response after being
prompted.
Did not explain incorrect
response after being
prompted.

Praise Ensured all cadets
participated.
Praised correct response
appropriately.
Clarified any confusion
regarding responses.

Ensured all cadets
participated.
Had to be prompted to
praise correct response.
Had to be prompted
to clarify confusion
regarding responses.

Did not ensure all cadets
participated.
Failed to praise correct
responses.
Did not clarify lingering
confusion regarding
responses.
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POSING QUESTIONS CHECKLIST
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COMMON INSTRUCTIONAL AIDS

HOW INSTRUCTIONAL AIDS WORK

During the communication process, the brain filters the important pieces of information from the less significant
pieces. What is considered to be the most important information is passed to the short-term memory for possible
storage into the long-term memory. Instructional aids support learning by highlighting and emphasizing the
most important pieces of information for the brain to store in memory.

Instructional aids also:

attract and hold the cadets’ attention;

involve the two most important senses – sight and sound; and

help instructors teach more in less time.

CHARACTERISTICS OF INSTRUCTIONAL AIDS

Instructional aids should:

support the lesson by emphasizing and clarifying important information;

keep the cadets’ attention on the topic;

contain quality pictures, graphs or text;

be simple and easy to use; and

be large enough to be seen and loud enough to be heard.

GUIDELINES FOR USING INSTRUCTIONAL AIDS

During the lesson planning stage the following process can be used to determine if and where instructional
aids are necessary:

clearly establish the lesson objective – the information to be communicated or the task to be accomplished;

research supporting material to achieve the lesson objective;

organize the material into a lesson plan; and

select the important points to be supported by instructional aids.

Instructional aids should be used only if they support learning and should not be made
visible until the appropriate time during a lesson so as not to become a distraction.
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Almost all ideas need some sort of clarification, explanation or proof to be understood. If cadets are learning
something new, they want proof to support what is being said. The lesson topic, the instructional method, the
cadets’ background knowledge and the size of the group are factors that determine how much learning support
is required.

Verbal support is one type of support instructors use to clarify, prove, illustrate, emphasize or to add variety
and interest to information during a lesson. Types of verbal support include:

COMPARISONS

A comparison is a bridge built by the instructor between the known and the unknown. New information can
be clarified by pointing out its similarity to a familiar topic, idea or situation. A factual comparison clarifies by
highlighting how two or more related things are similar. For example, a factual comparison is used when the
similarities between two or more different types of uniforms are highlighted. A contrast clarifies by highlighting
how two or more things are different. A contrast is used when the differences between two or more types of
uniforms are highlighted. Figurative comparisons use similes and metaphors to add variety and gain attention.
A figurative comparison is used when expressions such as the “ship cut through the water like a knife” or “the
ship knifed through the water” are used to indicate the ship’s speed.

REASONS

Reasons are logical explanations that satisfy the question “why”. Explaining the reason for something often
makes it easier for the cadets to accept what is being explained. When instructors cite “safety concerns” as the
reason why a task must be completed a certain way, they are using reasons as verbal support.

RESTATEMENT AND REPETITION

Instructors can emphasize main ideas or key points by repeating them. One way to repeat something is to
restate it in a different way. Skillful repetition can also persuasively help cadets accept an idea or point of view.
Sometimes directions or instructions need to be repeated many times without change for clarity.

EXAMPLES

An example is a specific instance of a general idea used to clarify or simplify information. It should be short
and specific and in the cadets’ background knowledge so that the cadets can associate new information with
something already known.

STATISTICS

Statistics are a summary of numerical information about an event or thing. If properly used, statistics help
instructors prove or emphasize main points and create interest in the information. Do not assume, however,
that verbal support is being used every time a number or figure is quoted. For example, saying “last year’s
national budget for cadets was approximately $180 million” is a statement of fact but saying “last year’s cadet
budget was approximately $3 000.00 for every cadet in Canada” is using statistics to emphasize the point that
the cadet budget is large.
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TESTIMONY

Testimony is simply using the experiences, words and thoughts of others to emphasize or prove points.
Testimonials are believable because they are offered by experts or people with first-hand knowledge. For
example, simply saying, “the cadet organization offers many advantages to youth” is not as powerful as quoting
or hearing from cadets who have gone through the program and realized its benefits.

The acronym CRREST can be used to remember the different types of verbal support.



A-CR-CCP-803/PF-001
Chapter 9, Annex I

9I-4

Instructional aids appeal to all five senses. Audiovisual aids are particularly effective because individuals learn
and retain over 50 percent of what they both see and hear.

MODELS

A model is a copy of a real object and can be an enlargement, a reduction or the same size as the original.
Two types of models are:

the scale model which is an exact reproduction of the original, and

the simplified model, which does not represent reality in all details.

As instructional aids, models are usually more practical than the real object because they
are lightweight and easy to manipulate.

Mock-Ups

A mock-up is a three dimensional or specialized type of working model and is used for study, training or testing
in place of the real object, which may be too costly, too dangerous or impossible to obtain. The advantage of
the mock-up over the real thing is that the mock-up may emphasize the essential elements to be learned by
distinguishing them from non-essential elements.

Cut-Aways

Some models are solid and show only the outline of the object while others can be manipulated or operated.
Specialized models, called cut-aways, are built in sections and can be taken apart to reveal an internal structure.
Whenever possible, the various parts should be labelled and coloured to clarify relationships.

Production and equipment costs are limiting factors in developing and using models, mock-
ups and cut-aways. If a two-dimensional representation will satisfy the instructor’s needs it
should be used.

THE REAL OBJECT AND REALISTIC IMAGES

The real object is often the most effective visual aid. To be effectively used the real object should be safe and
big enough for everyone to see or small enough and available enough for each cadet to have one. Realistic
images, including quality photographs or drawings of the real object, are suitable replacements if the real object
cannot be obtained or effectively used.

Realistic images and objects are most effective when they are used after a teaching point
has been introduced.
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GRAPHICS

Graphics, which include charts, graphs, maps, diagrams, drawings and cartoons, can be used to clarify
relationships between concepts or effectively explain a concept that would otherwise require a lengthy
description.

Graphics catch the cadets’ attention and stimulate thinking by:

presenting one idea;

avoiding too many details; and

using colours, which contrast with the background to emphasize main points.

PROJECTED MATERIAL

Projected material includes videotapes, DVDs and slides projected by an overhead projector or computer.
Short, high-quality video presentations have become one of the most popular instructional aids.

Passive video, which includes VHS, DVDs and slides, provides motion, colour, sound and in some cases special
advanced graphic and animation techniques. The availability, low cost and user-friendly characteristics are
important advantages of passive video but instructors should be aware it is often difficult for instructional video
to compete with the action-packed entertainment videos and is often considered less exciting and stimulating
by cadets. This, in addition to the cadets’ often passive viewing style for entertainment videos, can diminish
the instructional value of the video.

To increase the value of passive video for instructional purposes, instructors should follow these basic
guidelines:

preview the video to determine the important points and concepts;

prepare the cadets for viewing the video by stressing what is important to watch; and

summarize the presentation and answer any questions the cadets may have.

Video presentations are not designed to replace the instructor.

Videotapes and DVDs are generally purchased but slides can easily be developed by hand or by using a
computer.

Guidelines for developing slides are:

illustrate key points;

use key words or phrases as headers for each slide;

include a maximum of six words per line and six lines per slide; and

use lettering large enough to be clearly read from the back of the classroom.
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Use of projected materials requires planning and practice. Instructors should set up and
adjust the equipment and lighting beforehand and always preview the presentation.

Interactive video refers to software that responds to choices and commands by the user. A typical system
consists of a combination of a compact disk and computer with video presentation capability. The software may
include image banks of colour photos and graphics as well as questions or directions, which are programmed
to create interactivity for students as they progress through the course.

Interactive video solves one of the main problems of passive video in that it increases the
cadets’ involvement in the learning process. Each cadet receives a customized learning
experience.
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Simulators are mechanical or electronic devices that act like the actual equipment or systems and provide the
cadets with realistic practice in a safe and controlled environment. They may have various capabilities such
as jump, freeze, record and replay which can capture and playback information for instructional feedback.
Simulators replicate the real thing at a fraction of the cost.

Some concerns include:

the need for the provision of background information,

the requirement for hardware and software maintenance,

the need for expertise to run the simulator, and

the need for specialized facilities.

Some of the more commonly recognized simulators include flight simulators, driver training simulators and
marine simulators, which simulate normal and emergency situations, which would otherwise be encountered
in real life.

Training equipment refers to the use of actual equipment such as boats, air rifles, or gliders for training purposes.
The main advantage of this type of aid is that it is the actual piece of equipment or system that the cadet will
be expected to use. Despite the benefits of simulators, training is not complete without intensive training in or
with the real thing.

Some concerns include:

the need for subject matter experts,

the high maintenance costs,

the need for modifications for instructional purposes, and

scheduling difficulties caused by external factors such as weather and the availability of the resources.

In short, cadets will only learn to sail, fly or complete an expedition by using a sailboat or glider or travelling
to the field.
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GUIDELINES FOR SELECTING INSTRUCTIONAL AIDS

During the lesson planning stage the following process can be used to determine if and where instructional
aids are necessary:

clearly establish the lesson objective – the information to be communicated or the task to be accomplished;

research supporting material to achieve the lesson objective;

organize the material into a lesson plan; and

select the important points to be supported by instructional aids. Instructional aids are appropriate when:

long segments of technical description are necessary;

a point is complex and difficult to put into words;

instructors find themselves forming visual images; and

students are puzzled by an explanation or description.

The selection of instructional aids depends on several factors, which include:

Availability. Which ready-made aids are available? What resources are available to make instructional
aids?

Facilities. Does the training area or equipment available allow the instructor to use certain instructional
aids?

Cost. Are the instructional aids too expensive to purchase or produce?

Class size. Does the number of people in the class make the use of the instructional aid practical? Does
the instructional aid encourage cadet participation?

Instructional aids should be used only if they support learning and should not be a
distraction.
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INSTRUCTIONAL AID WORKSHEETS
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CROSSWORD PUZZLE CLUES

Across

1. a specialized type of working model (2 words)

8. appeals to all five senses (2 words)

9. video, which lacks cadet involvement (2 words)

11. one type of projected material (2 words)

12. the most effective visual aid (2 words)

13. video presentations should not replace the ...

14. an example of a realistic image

15. copy of the real object

Down

2. a limiting factor in developing models

3. use of projected material requires planning and ...

4. instructional aids are most effective when they are ... (5 words)

5. can effectively replace a lengthy explanation

6. software that responds quickly to commands (2 words)

7. an example of a graphic instructional aid

10. a model that can be taken apart (2 words)
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LESSON SPECIFICATION AND INSTRUCTIONAL GUIDE HANDOUT

ENABLING OBJECTIVE AND LESSON SPECIFICATION

Performance objectives are broken down into a series of enabling objectives and lesson specifications. The
enabling objective consists of Paragraphs 1. to 3. (as illustrated in Figure 9K-1). The information in these
paragraphs will answer three questions:

1. What will the cadet be expected to be able to do by the end of this lesson?

2. Under what conditions will the cadet be expected to carry out the performance?

3. How well or to what standard will the cadet be expected to perform?

Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9K-1   Enabling Objective

Paragraphs 4. to 11. are known as the lesson specification. The lesson specification provides information
about the content to be taught, teaching methods, time, references, training aids, learning aids, test details
and remarks.

In Paragraph 4., the TPs are usually described in a table where information is provided on the content taught in
each TP, the suggested teaching method, the time for each TP and references (as illustrated in Figure 9K-2).
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Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9K-2   Teaching Points

Paragraph 5. outlines how much time is spent on the introduction/conclusion and the different teaching methods.
Paragraph 6. offers substantiation or reasons why certain teaching methods were recommended for each TP.
Paragraph 7. provides a list of references used to compile the content in Paragraph 4. (as illustrated in Figure
9K-3).
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Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9K-3   Paragraphs 5–7

Paragraphs 8. and 9. list the training aids and learning aids required for the lesson. Training aids are the
materials that are required by the instructor to instruct the lesson and learning aids are the materials that will
be required by the cadet to participate in the lesson (as illustrated in Figure 9K-4).

Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9K-4   Training Aids and Learning Aids

Paragraph 10. is test details, which is information about the evaluation to be conducted. Paragraph 11. is
remarks, which describe any other information that may be useful to the Training Officer or instructor (as
illustrated in Figure 9K-5).
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Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9K-5   Test Details and Remarks

INSTRUCTIONAL GUIDE

The IG is used in conjunction with the QSP and other resources to conduct training. IGs should be reviewed in
conjunction with lesson specifications so that the instructor can adequately plan and prepare their lesson. IGs
do not replace lesson plans but offer written content, supporting figures and suggestions on how to instruct a
lesson. The following are the six sections of an IG:

1. preparation,

2. introduction,

3. body,

4. conclusion,

5. references, and

6. annexes.

Preparation

The preparation section provides information about where to find the lesson specification and any instructions
to the instructor such as reviewing lesson content, photocopying handouts, pre-lesson assignments and the
approach and substantiation as to why certain teaching methods were recommended for each TP.

Introduction

The introduction section provides information to the instructor about review that may be necessary, what the
cadet will be expected to do by the end of the lesson and why the knowledge/skills are important.

The Body

The body of the IG contains all of the TPs and content listed in Paragraph 4. of the lesson specification in greater
detail. The body provides suggested teaching methods, note boxes with special instructions or information (as
illustrated in Figure 9K-6), lesson content, figures, activities and confirmation questions.
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Note Boxes:

Special note to the instructor.

Key information to pass along to the cadets.

Refer to the following CF regulations and policies.

Points of interest or special instructions should pass along to the cadets.

Director Cadets 3, 2008, Ottawa, ON: Department of National Defence

Figure 9K-6   Note Boxes

The Conclusion

The conclusion section states any homework/reading/practice that may be required of the cadet and the method
of evaluation as stated in the lesson specification. The conclusion section also provides a closing statement to
be spoken aloud to the cadets and any additional instructor notes/remarks.

References

The reference section lists the references used to create the lesson specification and instructional guide. In
some cases, an IG may direct the instructor to a specific reference to be used during a lesson. In most cases
this section is only used to identify where the content of the lesson has been drawn from.

Annexes

The annex section contains information that may range from pre-made training aids, learning aids such as
handouts and additional information for activities.
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LESSON PLAN
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PLAN A LESSON CHECKLIST

PREPARATION NOTES

Have you:  

Selected an appropriate lesson location?  

Selected an appropriate method of instruction?  

Provided for a review of previous lesson materials?  

INTRODUCTION  

Does your introduction:  

State what the cadets will learn?  

Describe why the information is important to learn?  

Describe where and when the information / skill can be used?  

BODY  

Does the body of your lesson:  

Include the different principles of instruction?  

Include questions?  

Provide for the use of instructional aids?  

Used explanation and demonstration? (skill lesson only)  

Confirm each TP?  

END OF LESSON CONFIRMATION  

Did you conduct an end of lesson confirmation by using questions or by
conducting an activity?

 

CONCLUSION  

Does your conclusion:  

Summarize the lesson?  

Re-motivate the cadets by:  

 commenting on their progress; and  

 re-stating why the information learned is important?  

Describe the next lesson?  
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LIST OF APPROVED 15-MINUTE TOPICS

TP 1 of M104.01 (Identify Activities That Will Help Achieve a Healthy Active Lifestyle, A-CR-CCP-801/PG-001,
Chapter 4, Section 4 and A-CR-CCP-801/PF-001, Chapter 4, Section 1)

TP 1 of M106.01 (Identify the Parts and the Characteristics of the Daisy 853C Air Rifle, A-CR-CCP-801/PG-
001, Chapter 4, Section 6 and A-CR-CCP-801/PF-001, Chapter 6, Section 1)

TP 4 of M106.03 (Apply Basic Marksmanship Techniques, A-CR-CCP-801/PG-001, Chapter 4, Section 6 and
A-CR-CCP-801/PF-001, Chapter 6, Section 3)

TP 1 of M203.01 (Discuss Leadership Within a Peer Setting, A-CR-CCP-802/PG-001, Chapter 4, Section 3
and A-CR-CCP-802/PF-001, Chapter 3, Section 1)

TPs 1 and 2 of M129.01 (Recite the Phonetic Alphabet, A-CR-CCP-801/PG-001, Chapter 4, Section 11 and
A-CR-CCP-801/PF-001, Chapter 11)

TP 3 of M129.01 (Recite the Phonetic Alphabet, A-CR-CCP-801/PG-001, Chapter 4, Section 11 and A-CR-
CCP-801/PF-001, Chapter 11)

TP 1 of M130.02 (Describe the Main Components of an Aircraft, A-CR-CCP-801/PG-001, Chapter 4, Section 12
and A-CR-CCP-801/PF-001, Chapter 12, Section 2)

TP 1 of M160.01 (Identify Major Aerodrome Components, A-CR-CCP-801/PG-001, Chapter 4, Section 14 and
A-CR-CCP-801/PF-001, Chapter 14, Section 1)

TPs 1 and 2 of M160.02 (Identify Features of a Runway, A-CR-CCP-801/PG-001, Chapter 4, Section 14 and
A-CR-CCP-801/PF-001, Chapter 14, Section 2)

TPs 4 and 5 of M230.01 (Discuss Aircraft Flown During WWII, A-CR-CCP-802/PG-001, Chapter 4, Section 10
and A-CR-CCP-802/PF-001, Chapter 10, Section 1)

TP 3 of M231.02 (Describe the Production of Lift by an Aircraft Wing, A-CR-CCP-802/PG-001, Chapter 4,
Section 11 and A-CR-CCP-802/PF-001, Chapter 11, Section 2)

TPs 1 and 2 of M231.04 (Describe the Axial Movements of an Aircraft, A-CR-CCP-802/PG-001, Chapter 4,
Section 11 and A-CR-CCP-802/PF-001, Chapter 11, Section 4)

TP 1 of M232.01 (Identify Types of Aircraft Engines, A-CR-CCP-802/PG-001, Chapter 4, Section 12 and A-
CR-CCP-802/PF-001, Chapter 12, Section 1)

TP 2 of C232.03 (Identify the Characteristics of Helicopter Engines, A-CR-CCP-802/PG-001, Chapter 4,
Section 12 and A-CR-CCP-802/PF-001, Chapter 12, Section 7)

TP 2 of C240.03 (Identify Parts of a Rocket, A-CR-CCP-802/PG-001, Chapter 4, Section 13 and A-CR-CCP-
802/PF-001, Chapter 13, Section 6)

Note: The TPs in this list were selected because they best fit into the 15-minute format. The selected
EOs are a variety of knowledge and skill-based lessons.
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 1 OF EO M104.01
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 1 OF EO M106.01



A-CR-CCP-803/PF-001
Chapter 9, Annex P

9P-2



A-CR-CCP-803/PF-001
Chapter 9, Annex P

9P-3



A-CR-CCP-803/PF-001
Chapter 9, Annex P

9P-4



A-CR-CCP-803/PF-001
Chapter 9, Annex P

9P-5



A-CR-CCP-803/PF-001
Chapter 9, Annex P

9P-6



A-CR-CCP-803/PF-001
Chapter 9, Annex P

9P-7



A-CR-CCP-803/PF-001
Chapter 9, Annex P

9P-8



A-CR-CCP-803/PF-001
Chapter 9, Annex Q

9Q-1

MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 4 OF EO M106.03
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 1 OF EO M203.01
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TPs 1 AND 2 OF EO M129.01
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 3 OF EO M129.01
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 1 OF EO M130.02
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 1 OF EO M160.01
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TPs 1 AND 2 OF EO M160.02
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TPs 4 AND 5 OF EO M230.01
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 3 OF EO M231.02
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TPs 1 AND 2 OF EO M231.04
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 1 OF EO M232.01
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 2 OF EO C232.03
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – TP 2 OF EO C240.03
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INSTRUCTIONAL TECHNIQUES – ASSESSMENT FORM
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LIST OF TOPICS

1. Your personal involvement within the cadet squadron.

2. One fun event in which you took part at a Cadet Summer Training Centre.

3. One subject or topic area you would like to see added to/expanded on in the current training program.

4. One goal you have set or attained while in cadets.

5. Where you see yourself within the squadron in the future.

6. One fun event in which you took part with the squadron.

7. Your first night as a cadet.

8. Your first trip with the squadron.

9. Your first visit to the gliding centre.

10. Why you joined cadets.
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VERBAL PRESENTATION – FEEDBACK FORM
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THE LESSON PLAN

The lesson plan is a way for the instructor to organize the lesson and summarize information included in the
lesson specification, the IG and their personal ideas. Lesson plans provide a set of detailed directions for
delivering one or more periods of instruction.

Part Purpose

1. Introduction Builds the cadets’ interest and motivation.

2. Body Presents and explains each TP.

3. End of Lesson Confirmation Confirms cadets’ comprehension of the lesson.

4. Conclusion Summarizes key points and identifies future lessons.

INTRODUCTION

The introduction is the instructor’s first verbal interaction with the cadets. It should capture the cadets’ interest.
The following should be included in the introduction of a lesson plan:

What. A description of what the cadets will be expected to accomplish at the end of the lesson.

Why. A description of how and where the lesson fits into the Cadet Program.

Where. A description of why it is important for the cadets to achieve the objectives.

Read the “Objective” and “Importance” paragraphs in the IG for help in writing the
introduction of the lesson plan.

BODY

The body of the lesson plan is where the content is presented, explained and supported. Each TP directs the
instructor and the cadets.

Each TP in the lesson includes:

Introduction. Briefly introduce the content to be taught during the TP.

Teaching Method. Identifies which teaching method has been chosen for the given TP.

Lesson Content. Presents the lesson content in a clear and logical order, from easy to difficult or known
to unknown.

Confirmation. Confirmation of the TP may be oral questions, games, role-play or an in-class or practical
activity. Instructional guides offer suggestions on how to confirm TPs. Instructors may choose to use those
confirmation suggestions or develop their own.

END OF LESSON CONFIRMATION

The lesson plan should outline procedures to be used to confirm the learning of the TP. End of lesson
confirmations are carried out to ensure that the cadets have understood the whole lesson and that any
weaknesses in performance are identified so they may be corrected.

Confirmation activities are based on the lesson objectives. The end of lesson confirmation may be oral
questions, games, role-play or an in-class or practical activity. IGs offer suggestions for how to conduct end of
lesson confirmations. Instructors may choose to use those confirmation suggestions or develop their own.
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CONCLUSION

The conclusion of a lesson allows the instructor to give a summary of key points and link them to the coming
lessons and their practical use.

A Summary of Important Points and Any Weak Areas. The summary reviews the main TPs. The depth
of the summary will be determined by the lesson objectives and the results of the cadets’ end of lesson
confirmation/test. If the cadets achieved the objectives successfully, the summary may be brief. If they
experienced some difficulties, the instructor should summarize them here and indicate how the issue will
be addressed.

Re-Motivation Statement. The re-motivation statement restates the importance of the lesson (the “why”)
and re-motivates the cadets. The instructor should also take this time to give an overview of the next
lesson and any precautions the cadets should be aware of when using the knowledge they have gained
in a practical setting.

Read the “Closing Statement” paragraph in the IG for help in writing the conclusion of the
lesson plan.
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DRILL LESSON PLAN
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PLAN A DRILL LESSON CHECKLIST

PREPARATION NOTES

Have you:

Selected an appropriate squad formation?

Written a lesson plan?

INTRODUCTION

Does your introduction:

Review previous lesson material?

State what the cadets will learn?

Describe why the movement is important to learn?

Describe where and when the movement can be used?

Describe how the cadets will be assessed?

BODY

Does the body of your lesson:

Demonstrate the complete movement with the instructor calling the time?

Explain the movement?

Demonstrate and explain the first part of the movement (Squad 1)?

Permit practice of the first part of the movement (collectively, individually,
collectively)?

Teach the second and each subsequent movement following the sequence
described above?

Permit practice of the complete movement with:

 the instructor calling the time;

 the cadets calling the time; and

 the cadets judging the time?

Confirm each TP?

Include two complete demonstrations?

END OF LESSON CONFIRMATION

Did you conduct an end of lesson confirmation?
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CONCLUSION

Does your conclusion:

Restate the movement taught and where or when it will be used?

Re-motivate the cadets by:

 comment on the cadets' progress; and

 re-state why the drill movement just learned is important?

Describe the next lesson?
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LIST OF APPROVED 15-MINUTE DRILL TOPICS

Teach the movement of attention from stand at ease, and stand at ease from attention (M108.01 [Adopt the
Positions of Attention, Stand at Ease and Stand Easy, A-CR-CCP-801/PG-001, Chapter 4, Section 8 and A-
CR-CCP-801/PF-001, Chapter 8, Section 1]).

Teach the movement of stand easy from stand at ease, and stand at ease from stand easy (M108.01 [Adopt
the Positions of Attention, Stand at Ease and Stand Easy, A-CR-CCP-801/PG-001, Chapter 4, Section 8 and
A-CR-CCP-801/PF-001, Chapter 8, Section 1]).

Teach a salute to the front (M108.02 [Execute a Salute at the Halt Without Arms, A-CR-CCP-801/PG-001,
Chapter 4, Section 8 and A-CR-CCP-801/PF-001, Chapter 8, Section 2]).

Teach a salute to the right (left) (M108.02 [Execute a Salute at the Halt Without Arms, A-CR-CCP-801/PG-001,
Chapter 4, Section 8 and A-CR-CCP-801/PF-001, Chapter 8, Section 2]).

Teach the right turn at the halt (M108.03 [Execute Turns at the Halt, A-CR-CCP-801/PG-001, Chapter 4,
Section 8 and A-CR-CCP-801/PF-001, Chapter 8, Section 3]).

Teach the left turn at the halt (M108.03 [Execute Turns at the Halt, A-CR-CCP-801/PG-001, Chapter 4, Section 8
and A-CR-CCP-801/PF-001, Chapter 8, Section 3]).

Teach the about turn at the halt (M108.03 [Execute Turns at the Halt, A-CR-CCP-801/PG-001, Chapter 4,
Section 8 and A-CR-CCP-801/PF-001, Chapter 8, Section 3]).
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – MOVEMENT
OF ATTENTION FROM STAND AT EASE, AND STAND AT EASE FROM ATTENTION
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – MOVEMENT OF
STAND EASY FROM STAND AT EASE, AND STAND AT EASE FROM STAND EASY
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – SALUTE TO THE FRONT
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – SALUTE TO THE RIGHT (LEFT)



A-CR-CCP-803/PF-001
Chapter 9, Annex AN

9AN-2



A-CR-CCP-803/PF-001
Chapter 9, Annex AN

9AN-3



A-CR-CCP-803/PF-001
Chapter 9, Annex AN

9AN-4



A-CR-CCP-803/PF-001
Chapter 9, Annex AN

9AN-5



A-CR-CCP-803/PF-001
Chapter 9, Annex AN

THIS PAGE INTENTIONALLY LEFT BLANK

9AN-6



A-CR-CCP-803/PF-001
Chapter 9, Annex AO

9AO-1

MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – RIGHT TURN AT THE HALT
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MODIFIED LESSON INSTRUCTIONS AND INSTRUCTIONAL GUIDES – LEFT TURN AT THE HALT
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