POINT PAPER
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SELECTING AND EDUCATING INSTRUCTORS AND FACILITATORS
BUILD LIST OF CONTACTS:  To ensure you always have more than one individual to cover a given topic you should build a list of eligible Instructors, Facilitators, Panel Members, and Subject Matter Experts.  Keep the list current and actively recruit new instructors and facilitators into the program.  Use enlisted fraternal organizations for recruitment and try to work with one OPR per group. (For instance; determine who will be the Top Three Enlisted Enhancement Course OPR for Instructor, SME, or Facilitator volunteers).
TYPES OF INSTURCTORS AND FACILITATORS:  The Air Force has approved lesson plans (LPs) for mandatory and recommended curriculum.  There are three types of delivery methods that encompass the courses:  
1. Informal Lecture/Guided Discussion delivery
2. Subject Matter Expert briefings
3. Panel Members
Each requires a different skill and knowledge base.  

INFORMAL LECTURE and GUIDED DISCUSSION DELIVERY METHODS:  

These lessons have a formatted lesson plan.  LPs are intended for delivery by approved CEPME format used at all levels of Air Force PME.  Instructors will not deviate from or omit the mandatory lesson plan’s Objectives, or fail to include all Main Points identified in the lesson plan.  Instructors/Facilitators may personalize their own copies of the LP, and may add interest items, related current events, or local/mission-related material; however, they may not omit or take away from the original Main Points.
SUBJECT MATTER EXPERT (SME) BRIEFERS:  These lessons have a CEPME approved formatted guide.  Briefers may personalize and add interest items, related current events, mission-related material, or anything that may add to the lesson’s impact.  SMEs are selected based on their experience and command over the topic.  Use enlisted members whenever possible. 

PANEL MEMBERS:  Panel members may be used in two ways.  The panel may be selected based on the subject matter to be discussed, for example you can select the panel members based on their ability to discuss or capstone a series of lessons throughout the course or based on the day’s topics.  Ensure you provide any recommended areas to each panel member ahead of time.  Also, when you invite multiple panels throughout the course, ensure the panels do not duplicate topics.  In other cases the panel members will brief on their perspective based on their status or position.  Panel members should be selected based on their experience and status as well as their ability to spark interest on the topic, stimulate discussion, and superior communicative skills
EDUCATING INSTRUCTORS:  There is no compulsory training to qualify volunteers to teach or facilitate NCO and SrNCO Enhancement Courses.  
INFORMAL LECTURE and GUIDED DISCUSSION DELIVERY METHODS:   These types of lessons are the most challenging and restrictive to deliver.  You should define a standard to ensure those who volunteer to teach meet minimum requirements.  You will find many volunteers who have platform experience.  Former Tech School, PME, FTD instructors and MEO counselors at your base have all completed some type of Air Force Academic Instructor course.  You should set your program off the ground with a proven, experienced cadre from those listed above.  Although these folks are a good place to start, your program volunteers should not be restricted to previous instructors.  

For those who are interested in teaching who have not had platform or instructor experience, you should create an evaluation process to ensure they are prepared to succeed in the classroom.  

INSTRUCTOR EVALUATION PROCESS:  Create a simple yet effective evaluation process to expand your pool of eligible instructors.  Standardization is the key; everyone should go through the same process.  A sample Evaluation Process has four steps:

1. Study:  Provide the Instructor Trainee a copy of the lesson plan and all supporting documents.  Both Trainee and Trainer should also review the evaluation form together to ensure standards and expectations are understood. 
2. Observe:  Schedule the Trainee to observe the entire lesson taught by an experienced instructor.  The experienced instructor should provide any insight on the lesson and mentor the trainee.
3. Perform with Evaluator:  Schedule the Trainee to teach the lesson “Solo” with the experienced Instructor evaluating the entire lesson.
· If the Trainee passes the evaluation, completion should be tracked on an Adjunct Instructor Spreadsheet or Database.

· If the Trainee fails the evaluation, Trainee and Evaluator should discuss problem areas and re-schedule to teach the lesson

· Use a standardized evaluation instrument (Recommend use of AETC Form 281.  See attachment)

NOTE:  The above process works under ideal situations.  In the interest of time, and to allow for deployments and incompatible schedules, a modified Evaluation Process may be used.  In this case, Step 2 is modified and instead of observing the lesson being taught, the Trainee and Evaluator can simply review and “Talk Through” the lesson prior to Scheduling in Step 3. 

DESIRABLE ATTRIBUTES TO FACILITATE OR TEACH:  In the best interest of your program, you should seek out volunteers who meet the following desirable attributes:
1. Have an outgoing and positive attitude

2. Possess excellent verbal skills and have strong stage presence 
3. Become knowledgeable and stay current on the topic they are teaching
4. Dependable  

RECRUITING SUBJECT MATTER EXPERT (SME) BRIEFERS:  The same desirable attributes apply as above.  In this case, ensure the SME has time to review the SME outline so they are prepared to cover the topic effectively.  Ensure you have more than one person to cover the area of expertise.  We highly recommend you use enlisted members whenever possible. 
PANEL MEMBERS:  The same desirable attributes apply as above.  Panel members should be selected based on their experience and status as well as their ability to spark interest on the topic, stimulate discussion, and superior communicative skills.   

MAINTAINING FILES FOR ADJUNCT INSTRUCTORS:  Maintain a roster of all your adjunct instructors and what they are qualified to instruct.  Create a list of OPRs for your SMEs, and OPRs for panel members.  Additionally, create records of all instructors to maintain evaluations, critiques or other administrative documentation.  CAAs should encourage their wing to establish guidelines that instructors and SMEs volunteer for a minimum of one year for continuity.  (Make case-by-case exceptions due to mobility and TDY commitments.)  
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