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LESSON PLAN

PART I

COVER SHEET

LESSON TITLE:  Discipline (NCOPD)
TIME:  2 Hour
REFERENCES: None

AUDIO/VISUAL INSTRUCTIONAL AIDS: 

PART IA

AFFECTIVE OBJECTIVE:  The objective of this lesson is for each student to value the supervisor’s role in the disciplinary process 

PART IB

ORGANIZATIONAL PATTERN:  Topical

STRATEGY:  The lesson consists of four main points.  Each of the main points is designed to promote discussion about the supervisor’s role in the disciplinary process. 

In main point one the students will discuss the supervisor’s role in the disciplinary process.  This main point focuses on the need for supervisors to define standards and develop an ability to explain and enforce those standards.  

Main point two discusses how supervisors establish effective standards that are legal, understandable, obtainable, and measurable.  Also, students will discuss how to communicate those standards to their subordinates. 
Main point three covers Preventive Measures a supervisor can utilize in the disciplinary process.  Preventive measures such as establishing a healthy/positive environment, developing a personal interest in subordinates, and positive day-to-day interaction need to be emphasized.
Main point four covers the supervisor’s role in correcting substandard behavior through the use of available corrective actions i.e. verbal counseling, Letters of Counseling (LOC), Letters of Admonition (LOA), Letters of Reprimand (LOR), Unfavorable Information File (UIF), Control Roster (CR), and Non-judicial punishments (Article 15s).
INSTRUCTOR PREPARATION:  Thoroughly familiarize yourself with the lesson plan strategy and content.  Recommend you accomplish additional research on subjects covered in this lesson and keep abreast of current events that impact how we carry out the Air Force mission.
LESSON OUTLINE:
	Introduction
	10 minutes 

	     Attention, Motivation, Overview
	

	
	

	MP 1.  Explain the supervisor’s role and responsibilities in the disciplinary process 
	20 minutes

	          a.  Understand/explain standards
	

	          b. Enforce standards
	

	
	

	MP 2.  How to establish and communicate effective standards  
	20 minutes

	          a. What is an effective standard?
	

	          b. How do we communicate those standards?
	

	
	

	MP 3. Preventive measures    
	20 minutes

	          a. Establish a healthy/positive environment 
	

	          b.  Personal interest in subordinates
	

	c. Day-to-day interaction
	

	
	

	MP 4.  Supervisor’s role in corrective measures
	20 minutes

	          a. Verbal Counseling/LOC/LOA/LOR 
	

	          b. UIF/LOR/Control Roster 
	

	          c.  Non-judicial punishment (Art 15)
	

	
	

	Conclusion
	10 minutes

	        Summary, Remotivation, Closure
	


PART II

Introduction

ATTENTION:  Instructor walks into the room and calls the room to attention.  Put everyone at ease and ask all: “Why did everyone respond to the command?” 
MOTIVATION:  Everyone here reacted properly to the command of ATTENTION.  Would you expect your subordinates to react the same way?  How can you ensure they will?  How you establish and enforce those standards will have a direct impact on mission accomplishment and your subordinate’s development.

OVERVIEW:  During this lesson you will understand your role and responsibilities in the disciplinary process; how to establish and communicate effective standards; discuss your role in preventive measures to substandard behavior and corrective measures available.  

TRANSITION:  Let’s start our discussion by talking about the supervisor’s role in the disciplinary process.  
MP 1.  Explain the supervisor’s role and responsibilities in the disciplinary process.
QUESTIONS




    ANTICIPATED RESPONSES

	LOQ:  What is your role in the disciplinary process?


	· To keep the shop running smoothly

· To correct substandard performance

· To enforce standards



	FUQ:  What are standards?
	· Standards are the rules and regulations 

· Standards are expectations of behavior and performance

· Written/unwritten rules of behavior and work performance



	FUQ:  What are your responsibilities towards enforcing standards?     

	· Make sure subordinates follow the rules

· Correct substandard performance

· Rehabilitate

· Consistency

· Reward those who exceed the standards


TRANSITION:  We’ve discussed the supervisor’s role in the disciplinary process and their responsibilities towards enforcing standards.  Now let’s take a look at how you establish and communicate effective standards.

MP 2. How to establish and communicate effective standards? 
	LOQ:  How do you determine required standards within your section?    
	· Specific mission of section 

· Established norms i.e. Duty Hours, Uniform, Custom & Courtesies, etc.

· Supervisor requirements/expectations



	FUQ:  What constitutes an effective standard?    
	· An effective standard is legal, obtainable, measurable, and clear 

· An understandable expectation



	FUQ:  How do you ensure your subordinates understand your standards? 
	· Tell them what the standards are 

· Ask follow up questions for clarification

· Give them the opportunity to discuss the standards with you




TRANSITION:  Now that you have established and communicated your standards to your troops, let’s look at ways to motivate them to follow these standards.

	MP 3.  Preventive Measures 


	LOQ:  How do you set your people and unit up for success?  

	· Create the proper environment

· Get to know your troops 

	FUQ:  How do you get to know your troops?


	· Show interest by asking questions about family, hobbies, goals, etc. 

· Morale visits 

· Schedule activities away from the job

· Talk to your troops

· Establish trust 



	FUQ:  How do you establish trust?
	· Day-to-day interaction

· Be consistent and fair

· Be approachable

· Set the example 



	FUQ:  By getting to know your troops and establishing mutual trust, what are the day-to-day benefits?
	· Recognize problems before they get too large

· Troops will approach you for help

· Unit and mission will benefit i.e. feeling of empowerment, new ideas, etc.

· A positive work center environment

· NCOs increased sense of purpose and value

· Efficiency (increased productivity)




TRANSITION:  So, you understand your role in the disciplinary process; you’ve established and communicated effective standards; you’ve been doing all the right preventive measures and the First Sergeant just called you and says “SSgt Logan I need to see you about one of your troops.”

MP 4.  Supervisor’s role in corrective measures

	LOQ:  What corrective actions are available to supervisors?
	· Verbal Counseling 

· LOCs, LOAs, LORs 



	FUQ:  What other corrective actions can a supervisor recommend to senior leadership?   
	· UIF 

· Control Rosters 

· Non-judicial punishment (Article 15)



	FUQ: Can someone share an example of using one of these tools?


	EXAMPLES - 

Student responses may vary but should pertain to corrective measures. 



	FUQ:  If you have questions about the proper use of these corrective measures, who would you ask? 
	· SNCOs 

· First Sergeant 

· Legal office 

· AFIs/PFE


Conclusion

SUMMARY:  During this lesson, we’ve discussed the supervisor’s role in the disciplinary process; how to establish and communicate effective standards; talked about preventive measures to include establishing trust and getting to know your people and wrapped it up with your role in using corrective measures.

REMOTIVATION:  Hopefully you can now see how important and valuable your role is in the disciplinary process.  By establishing clear and concise standards; communicating those standards to your troops and developing and maintaining a positive environment, you will prevent most substandard behavior and develop mutual trust with your subordinates.

CLOSURE:  Your role is very important in the disciplinary process, you as a supervisor are key to the success of your mission.  So go out there and be fair, be consistent, and watch your airmen grow.
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