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PROFICIENCY LEVEL FIVE
PO: LEADERSHIP

PO/EO:
408.01

ENABLING OBJECTIVE:
Plan and supervise two activities.


REFERENCE(S):
A.
A-CR-CCP-265/PH-001 Level Five Course Training Plan





Chapter 4, Pages 14-15.
B.
A-CR-CCP-269/PT-001 Level Four Handbook





Chapter 8 - Leadership

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

Technical support from staff as required.


LEARNING AID(S):

N/A

TEACHING POINT(S):
N/A

METHOD OF INSTRUCTION:
Guideline for Training Officer

TIME:

Four Sessions of 3 x 35-minutes (two for the planning of each activity).
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PROFICIENCY LEVEL FIVE
PO: LEADERSHIP

PO/EO:
408.01

ENABLING OBJECTIVE:
Plan and supervise two activities.


REVIEW

PO/EO:
Level Four 408.04

ENABLING OBJECTIVE:
Plan a group activity

1.
Review the weaknesses of the previous EOs’ performance check; and/or

2.
Answer the following review question:

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



Answer:
(i)
Before the Activity:





(1)
Searching for Information;






(2)
Elaborating a Plan;






(3)
Assigning the Task; and






(4)
Holding a Planning Meeting.




(ii)
During the Activity:





(1)
Supervising; and




(iii)
After the Activity:





(1)
Holding a Debriefing/Post-Activity Meeting; and






(2)
Submitting a Final Report.

b.
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?

c.
What does SMEAC stand for?



Answer:
Situation, Mission, Execution, Administration and Command/Control.

 
d.
What are the things that must be done by the leader during the activity?

(v) 

Answer:
(i)
For the duration of the activity, your most important and main task 

(vi)  




will be to supervise the work of your subordinates.

(vii) (ii)
Decide on a meeting point from where you can co-ordinate the efforts of your staff.

(viii) (iii)
As coordinate of the activity, you must keep a certain distance in order to keep an eye on the ensemble.

(ix) (iv)
You have a couple of assistants.  USE THEM!
(x) Be available and help them solve any problems they have.  Be 

careful, however, not to do the job for them, but help them 

whenever the situation requires that you do so.

(vi)
Expect to modify your plan (Plan B) if circumstance change. THIS IS NORMAL!

(vii)
You must show initiative and adapt to new situations.

e.
What should a leader do at the post-activity meeting?



Answer:
(i)
Ask your assistants to provide you with a post-activity report.

(ii)
Respect their opinion.

(iii)
Stay neutral and listen to your staff; you may learn from what they have to tell you.

(iv)
In order for a debriefing to be worthwhile, discussions should be

 

conducted in a climate of trust and honest exchange.

(v)
For each problem brought to the table a constructive solution must be offered by yourself or, even better, by the whole group.

f.
What is a post-activity report and what questions does it answer?

Answer:
A post-activity report, verbal or written, is a precious source of information which will allow you to review the activity and make recommendations for the future. A post-activity report usually answers the following questions:
(i)
What was the nature of my task?

(ii)
What problems did I encounter?

(iii)
What solutions did I apply?

(iv)
What course of action could help improve the situation in the future?

(v)
What were the weakest points of my mission?

(vi)
What were the strongest points of my mission?

(vii)
What is my personal opinion of the overall success of the activity?

g.
What is included in the final report you give to your supervisor?

Answer: 
(i)
After analyzing the shortfalls and strong points from your assistant’s 
(ii)  


post-activity report, you must produce a Final Report (After Action 

(iii)  


Report) for your supervisor.

(iv) This written report must, in addition to answering the same 

questions as for the post-activity report, will include a precise evaluation of each element of your original plan.

(iii)
The report must be detailed and include proper and precise

 

recommendations.
INTRODUCTION

WHAT:
In this Enabling Objective each of you will be required to plan and supervise two activities.

WHY:
As Level Five cadets you are an important part of the squadron’s NCO staff.  It is essential therefore, that you possess the knowledge and experience to better support the officers.

WHERE:
Leadership skills can be utilized in all aspects of your lives.  Effective leadership and planning skills will afford you advantages throughout your lives.

ACTIVITY DETAILS

1.
Objectives:

Plan and supervise two activities.

2.
Instructions for Level Five Leadership Staff:


a.
Ensure that any staff member who is helping knows what is

 

expected of them.

b.
When the cadets arrive, group them together and explain what is

 
expected of them over the next twelve leadership periods.

c.
Encourage the cadets to try their best.  

d.
This Performance Objective is designed to provide the cadet with 

 
an opportunity to develop his/her planning and supervisory abilities. 

 
It is therefore important that he/she receives the appropriate 

 
support from the squadron staff.

e.
The cadets should use a memorandum every time they require

 
technical or personnel support.

f.
The cadets must receive permission from the Training Officer or the 

 
Commanding Officer before contacting authorities outside the

 
squadron.

g.
The following activities may be considered as acceptable if the 

 
cadet is responsible for its planning, conduct and supervision: 

 
Duke of Edinburgh Awards Programme, sports activities, social

 
activities, and/or cultural visits.

3.
Instructions to Cadets:


Each of you, in accordance with references, will plan and manage two

 
activities by:

 
a.
preparing a SMEAC that you will submit to the squadron Training 

 

Officer for approval;

b.
establishing and delegating responsibilities to your staff;

c.
using a memorandum every time you require technical or personnel 

 
support;

d.
conducting a briefing;

e.
receiving permission from the Training Officer or the Commanding

 
Officer before contacting authorities outside the squadron;

f.
supervising each step of the activity and making any last minute 

 
changes required; 

g.
conducting a debriefing after the activity;

h.
preparing and submitting an after action report; and

j.
liaison with the Training Officer on all matters related to the activity. 

                                             PERFORMANCE CHECK

Test Details

Each cadet will be checked independently and will be required to meet the

 


requirements described above in “Instructions to Cadets”.
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Instructions for the organizer 
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