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PROFICIENCY LEVEL FOUR
PO: LEADERSHIP 

PO/EO:
408.04a

ENABLING OBJECTIVE:
Identify the steps to plan a group activity


REFERENCE(S):
A.
A-CR-CCP-269/PH-001 Level Four Course Training Plan





Chapter 4, Pages 50-51.

B.
A-CR-CCP-269/PT-001 Level Four Handbook





Chapter 6, Section 5, Articles 1-21, Pages 1-11.

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP 





B.
OHP slides

LEARNING AID(S):

A.
A-CR-CCP-269/PT-001 Level Four Handbook





B.
Handout #1 – Example of a SMEAC (Operations Order)





C.
Handout #2 – SMEAC

TEACHING POINT(S):
A.
Planning a Group Activity


(i)
Before an Activity



(1)
Searching for Information




(a)
What




(b)
When

(c)
Where

(d)
Why

(e)
Who



(2)
Elaborating a Plan




(a)
SMEAC 



(3)
Assigning the Task



(4)
Holding a Planning Meeting

METHOD OF INSTRUCTION:
Lecture 

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL FOUR
PO: LEADERSHIP 

PO/EO:
408.04a

ENABLING OBJECTIVE:
Identify the steps to plan a group activity


REVIEW

PO/EO:
408.03

ENABLING OBJECTIVE:

Discuss performance interviews

1.
Review weak points of the previous EOs performance check; and/or

2.
Answer the following review question:

a.
What are some suggestions for developing subordinates through constructive interviews. 


(i)
Emphasize the Strong Points;


(ii)
Do Not Search for a Formula;


(iii)
Do Not Rely Completely on the “Sandwich Method”; 

 
(iv)
Note Improvements;


(v) 
Be Specific;

 
(vi)
Watch Habit Patterns;

 
(vii)
Make Your Criticism Job-Related;


(viii)
Ask Questions;


(ix)
Do not Criticize a Cadet for Unintentional Faults;


(x)
Do Not Try to Be Funny; and


(xi)
Do Not Argue.

INTRODUCTION

WHAT:
During this period we will be identifying the steps required to properly plan a group

 

activity.

WHY:
Knowing these steps will help to ensure that the activity you plan and organize is  successful.

WHERE:
This information will be important when it comes time for you to plan an activity during 

 

PO/EO 408.05.

TIME
BODY
NOTES

STAGE 1
PLANNING AN ACTIVITY
1.
General:
Organizing an activity, no matter what its nature or importance, requires a 

certain degree of planning. You may take the initiative for organizing an 

activity or wait for your supervisor to order you to do it. In any event, you 

still have to plan in advance. You must establish everything that has to be 

accomplished and how you want the work done.

2.
Planning a Group Activity:
 
The success of an activity mainly depends on the quality of its preparation 

 
and organization. The organization should not, however, be limited to the 

 
activity itself; it involves a series of different and important steps to be 

 
followed such as:


 
a.
Before the Activity:
 

(i)
Searching for Information;

 

(ii)
Elaborating a Plan;

 

(iii)
Assigning the Task; and

 

(iv) 
Holding a Planning Meeting.

 
b.
During the Activity:
 

(i)
Supervising; and

  
c.
After the Activity:
 

(i)
Holding a Debriefing/Post-Activity Meeting; and

 

(ii) 
Submitting a Final Report.
3.
Before the Activity


a.
Searching for Information:

 

(i)
Every time you are asked to organize an activity, you must 

 


answer a number of important questions. When you have 

 


answered these questions in your own mind, you are ready

 


to organize your group:

 


(1)
WHAT is the nature of the activity?

 


(2)
WHEN is it scheduled to happen?

 


(3)
WHERE will it take place?

 


(4)
WHY is it important to hold this activity?

 


(5)
WHO is responsible?

 

(ii)
Most of the time your superior will provide you with a lot of 

 


information in delegating the responsibility to you. Don't be 

 


afraid to ask for additional information if you feel it is 

 


important to your job. If your superior does not have the 

 


information you need, you might have to do some research 

 


yourself.

 

(iii)
Too many people believe that they can plan and organize 

 


everything in their head without putting anything on paper. 

 


That's a mistake that could later prove to be costly. When 




you are in charge of an activity, take notes. These notes 

 


could save you later when the times come to plan.

CONFIRMATION STAGE 1

1.
What are the steps that need to be followed when planning an activity?


Answer:
a.
Before the Activity:
 



(i)
Searching for Information;

 



(ii)
Elaborating a Plan;

 



(iii)
Assigning the Task; and

 



(iv) 
Holding a Planning Meeting.

 


b.
During the Activity:
 



(i)
Supervising; and

  


c.
After the Activity:
 



(i)
Holding a Debriefing/Post-Activity Meeting; and

 



(ii) 
Submitting a Final Report.

2.
What 5 questions need to be answered when searching for information?


Answer:
a.
WHAT is the nature of the activity?

 


b.
WHEN is it scheduled to happen?

 


c.
WHERE will it take place?

 


d.
WHY is it important to hold this activity?

 


e.
WHO is responsible?

STAGE 2
PLANNING AN ACTIVITY



1.
Before the Activity: (continued)


b.
Elaborating a Plan:
 

(i)
As soon as you have information you require to plan the 

 


activity, it is time to structure your mission. You may find 

 


different methods to do it, one of them being the SMEAC,

 


which stands for Situation, Mission, Execution, 

 


Administration and Command/Control.

 

(ii)
SMEAC will help you plan in detail and to keep an eye on 

 


the sequence of events leading to the successful attainment 

 


of your goals. Answer the following questions while planning:

 


(1)
Situation:
 



(a)
Why do you or your group need this activity?

 



(b)
How will your group benefit from this activity?  

 
(c)
Are you in a special situation?

 



(d)
Will this activity bring something new to your 

 




situation?

 


(2) 
Mission:
 



(a)
What do you have to accomplish?

 



(b)
What is the aim of the mission?

 



(c)
How much time do you have?

 



(d)
What are the conditions most likely to influence 

 




the mission?

 



(e)
What are the restrictions?

 


(3)
Execution:

 



(a)
What are the detailed steps of the mission?

 



(b)
Where does it take place?

 



(c)
What are the timetables, meeting points,  

 




gatherings, dispersal/departure, etc?

 


(4)
Administration and Logistics:
 



(a)
What are the human resources available and 

 




required?

 



(b)
What are the material resources available and 

 




required?

 



(c)
What are the transportation needs?

 



(d)
What are the food/ration needs?

 



(e)
What are the accommodation needs?

 



(f)
What is the budget, and what money/outside 

 




sponsorship is available and required?

 



(g)
What are dress requirements?

 



(h)
Is safety a factor to be considered? Does this 

 




activity require the presence of duty personnel, 

 




police, St-John's Ambulance, etc?

 


(5)
Command and Communications:

 



(a)
Who is responsible for each step of the 

 




activity?

 



(b)
What are the methods of communication 

 




available and required?


 


(c)
What are the deadlines/target dates for each 

 




step?

 



(d) 
Do you have a phone list for the staff involved?

 



(e)
What is the chain of command?

 

(iii)
It is strongly recommended that an alternative plan be 

 


created to be used if initial variables change. This Plan B 

 


should provide an adequate solution to the obstacles 

 


encountered and should ensure that an alternative is 

 


immediately available, providing a safety net that allows you 

 


to react and adapt to the new variables.

 

(iv)
When you know the answers to your specific situation, 

 


organize your information on paper and submit a draft copy 

 


of your plan to your superior, at least one month in advance. 

 
b.
Assigning Tasks:
 
(i)
As soon as you receive the green light, name an assistant or

 

(2IC) who will assist you in your task. 

 
 
(ii)
Delegate secondary tasks to subordinates. Many young 

 


leaders who are eager to impress their superiors tend to do 

 


everything and fail to delegate minor tasks that could easily 

 


be accomplished by others. 

 
c.
Holding a Planning Meeting:
 

(i)
When you have determined who your assistants are, meet 

 


with them and delegate the different tasks related to the 

 


activity. 

 

(ii)
Ensure they know exactly what they have to accomplish. 

 

(iii)
Keep them informed of all the changes and ask them to keep 

 


you informed as well. 

 

(iv)
Plan a series of target dates for each task being delegated 

 


and ask them to provide you with a periodic report (verbal or 

 


written) on the progression of their work. 

CONFIRMATION STAGE 2

1.
What does SMEAC stand for? What does it do for the leader?


Answer:
a.
It stands for Situation, Mission, Execution, 

 



Administration and Command/Control.

 


b.
SMEAC will help you plan in detail and to keep an eye 

 



on the sequence of events leading to the successful 

 



attainment of your goals.

2.
What should you after you receive the green light to proceed?

 
Answer:
a.
Assign a 2IC; and




b.
Delegate tasks out to your subordinates.

3.
During your planning meeting, what should you do?


Answer:
a.
When you have determined who your assistants are, 

 



meet with them and delegate the different tasks 

 



related to the activity. 

 
 

b.
Ensure they know exactly what they have to

 



accomplish. 

 


c.
Keep them informed of all the changes and ask them 

 



to keep you informed as well; and

 


d.
Plan a series of target dates for each being delegated 

 



and ask them to provide you with a periodic report 

 



(verbal or written) on the progression of their work.


                                 PERFORMANCE CHECK

Test Details –
The cadets will be required to plan a group activity in PO/EO 408.05.

1.
The performance check will take place at the end of period two of this EO.

33 MINs
                                       CONCLUSION

SUMMARY:

A.
In this lesson we have identified the first steps in planning a group activity. 

RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points that

 


require improvement)


B.
Knowing these steps will help to ensure that the activity you plan and organize is successful.

C.
Your next lesson is PO/EO 408.04b, where we will identify the final steps required in planning a group activity. 
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Handout #1





(A sample SMEAC)























Handout #2





Have the cadets follow along with  handout #1, 


a sample SMEAC as 


you go over each point.





Tell the cadets that the written plan is 


commonly 


known as an Operations 


Order or Ops Order.
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OHP #2
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