DEPARTMENT OF THE AIR FORCE                                             20 January 2004

Enlisted Professional Enhancement Program

Pentagon, Washington DC


LESSON PLAN

PART I

COVER SHEET
LESSON TITLE:  NCO ROADMAP TO THE TOP (NCOPD)
TIME:  1 Hour
METHOD:  Guided Discussion

REFERENCES:
AUDIO/VISUAL INSTRUCTIONAL AIDS:  Multimedia presentation aids may be developed by and used at the discretion of the instructor. 

PART IA

COGNITIVE OBJECTIVE:  The objective of the lesson is for each student to understand the process and requirements for promotion to the top two enlisted grades.      

PART IB

ORGANIZATIONAL PATTERN:  Topical

STRATEGY:  This lesson should be taught with the overall commitment to the rules, regulations and instructions of the United States Air Force. 

The lesson consists of four points.  Each main point is designed to promote discussion about the SNCO selection record and process.

In main point one provide information pertaining to the board composition and what is contained in the selection folder.    

Main point two discusses specific areas the board takes into consideration.  Emphasize each area and provide solid examples. 

Main point three provides self-assessment information.  Emphasize the need to conduct a self-assessment of his/her record.

Main point four discusses the importance of conducting a thorough review of records.  Place extreme emphasis on importance of doing this.      
INSTRUCTOR PREPARATION:  Thoroughly familiarize yourself with the SNCO selection process and items the board is looking for.  Suggest you obtain and review recent selection board outbriefs.   
LESSON OUTLINE:
	Introduction
	5 minutes 

	     Attention, Motivation, Overview
	

	
	

	MP 1.  SNCO Selection Board Basics
	5 minutes

	a. Members
	

	b. Selection Folder
	

	
	

	MP 2.  Areas the Board Considers
	20 minutes

	a. Performance
	

	b. Education 
	

	c. Breadth of Experience
	

	d. Job responsibility
	

	e. Professional Competence
	

	f. Specific achievements
	

	g. Leadership
	

	           
	

	MP 3.  Self Assessment
	20 minutes

	a. Outstanding
	

	b. Above Average
	

	c. Average
	

	d. Below Average
	

	
	

	MP 4.  Individual Responsibilities
	

	a. Records Review
	

	b. Data Verification Record (DVR) 
	

	
	

	Conclusion
	5 minutes

	        Summary, Remotivation, Closure
	


PART II

Introduction

ATTENTION:   How many of you aspire to reach the top two ranks?  
MOTIVATION:  Many of us would love to be a CMSgt, but how do you get there?   Your promotion to the top two ranks actually begins early in your career.   It doesn’t start when you get a line number to MSgt.  The things you are doing right now will be evaluated several years down the road.  

OVERVIEW:  During this lesson, we will discuss the SNCO selection board, what areas the board covers, how to do a self-assessment of your own record, and the importance of reviewing your record.    

TRANSITION:  Let’s start our discussion with a brief discussion on the SNCO selection board. 

MP 1.  SNCO Selection Board Process 
QUESTIONS




ANTICIPATED RESPONSES

	LOQ:  Who makes up the selection board?


	· One Colonel and two CMSgt’s



	FUQ:  What is in the selection folder?


	· Last 10 EPRs
· Decorations
· Article 15


TRANSITION:  Now we know the board composition and what is evaluated, let’s talk about what the board is reviewing. 

MP 2.  Areas the Board Considers
	LOQ:  What performance areas does the board look for? 
	· Job description

· Individual rating factors

· Periods of supervision 

· Overall evaluations

· Level of endorsements

· Each narrative word picture

· Student responses may vary



	FUQ:   What areas of education can enhance your record? 
	· CCAF degree a must

· SNCOA by correspondence a must

· Bachelors degree in your field

· Student responses may vary



	FUQ:  What gives you breadth of experience?  
	· Various jobs within your career field

· Special duty assignments

· Student responses may vary



	FUQ:  Why is job responsibility important?  
	· Performing duty commensurate with rank

· Amount of money you manage

· Number of people you supervisor

· Magnitude of your job

· Student responses may vary



	FUQ:  How is professional competence measured?  
	· What your rating chain says about you

· Senior rater endorsement

· Stratification

· Student responses may vary



	FUQ:  What specific achievements should be in your record?

	· Quarterly/Annual Awards

· Recognition from PME

· Career field specific awards

· Community/leadership awards

· Student responses may vary



	FUQ:  How does the board evaluate leadership? 


	· Community activities

· Head of a committee

· Leadership role in professional org

· Student responses may vary


INSTRUCTOR NOTE:  Stress the importance of demonstrated continued excellence

TRANSITION:  Now that we have learned what areas the board is concerned with, let’s discuss how each of you can do a self-assessment of your records.        

	MP 3.  Self-Assessment


	LOQ:  What constitutes an outstanding record?


	· Monthly, quarterly, or annual award winner

· PME award winner

· Community/Public service recognition

· Civilian education awards

· Officer in Top 3, AFA, AFSA, etc

· Sustained superior performance
· Student responses may vary



	FUQ:  What constitutes an above average record?


	· Firewall 5 EPRs for last 10 reports/years

· Senior rater endorsement on all eligible EPRs

· Additional degree in career field

· MSM on top

· Documented base/community involvement

· Short term special duty outside of job

· Student responses may vary




	FUQ:  What constitutes an average record?


	· EPR on top has Senior Rater Indorsement

· SNCOA completed

· CCAF degree in career field

· Decoration with each PCS

· Student responses may vary



	FUQ:  What constitutes a below average record?
	· SNCOA not completed

· CCAF not completed

· No Senior rater indorsement

· No decoration upon PCS

· Same job description year after year

· Less than firewall 5 EPRs

· Professional degree in unrelated field (without CCAF)

· Home-steadying/job steadying
· Student responses may vary




TRANSITION:  Knowing what you should do is one thing, but you also need to know what your records contain.  

MP 3.  Records Review

	LOQ:  Why should you periodically review your records?


	· Ensure decorations are reflected on RIP

· Ensure all dates are accurate

· Ensure education information is accurate

· Student responses may vary



	FUQ:  What does the DVR contain?


	· All pertinent promotion information

· Student responses may vary




TRANSITION:  Now that we know the importance of reviewing our records, let’s wrap things up by summarizing today’s lesson.

Conclusion

SUMMARY:  During the lesson, we discussed the SNCO selection board, what areas the board covers, performing a self-assessment, and the importance of conducting a records review.  

REMOTIVATION:  As NCOs, you should all aspire to make the top two enlisted grades.  By taking a hard look at your current status and continuing on the road to success, you could join the elite top 3 percent of our enlisted force.

CLOSURE:  Tie into the attention step and leave on a poitive tone.
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