DEPARTMENT OF THE AIR FORCE                                                     21 January 2004

Enlisted Professional Enhancement Programs

Pentagon, Washington D.C.


LESSON PLAN

PART I

COVER SHEET
LESSON TITLE:  Mentoring and Counseling (SNCOPD)
TIME:  2 Hours
METHOD:  Facilitated Guided Discussion with Exercise

REFERENCES: AFI 36-3401, Air Force Mentoring; AFI 36-2618, The Enlisted Force Structure

AUDIO/VISUAL INSTRUCTIONAL AIDS: Chart Paper and Markers, Student Handout

PART IA

COGNITIVE OBJECTIVE: The objective for this lesson is for each student to comprehend the objectives, purpose, and requirements associated with effective mentoring and counseling processes.

AFFECTIVE OBJECTIVES:  The objective of this lesson is for each student to value the importance of mentoring and counseling and their associated responsibilities.

PART IB

ORGANIZATIONAL PATTERN:  Topical

STRATEGY:  The purpose of this block of instruction is to provide the student with a review of the Air Force mentoring and counseling processes.  It provides information on mentoring and counseling: definitions, references, objectives and purpose, roles and responsibilities, and scenarios illustrating key steps in the mentoring and counseling process.  It emphasizes the important role the SNCO plays in effective mentoring and counseling processes.  

SCHEDULING NOTE:  Should be conducted prior to the Disciplinary Block.

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 Air Force mentoring and counseling.
LESSON OUTLINE:
	Introduction
	5 minutes 

	     Attention, Motivation, Overview
	

	
	

	MP 1.   Mentoring/Counseling Review
	30 minutes

	          a.  Purpose
	

	          b. Benefits
	

	
	

	MP 2.  Toolkit Exercise
	60 minutes

	
	

	MP 3.  Mentoring the Mentor
	20 minutes

	
	

	Conclusion
	5 minutes

	        Summary, Remotivation, Closure
	


Part II

Introduction

ATTENTION:  How many of you volunteer in youth programs, i.e., sports, religious, Big Brothers/Sisters?  What motivates you to do that?  Is it the money?   I would venture to say it’s the rewarding feeling you get by helping out the future of America.  

MOTIVATION:  You have this same opportunity to influence the future leaders of our Air Force.  Do you display the same concerns for them as you do for the young children you work with?  It is our job as SNCO’s to develop the junior NCOs so they can replace us when the time comes.  Effective mentoring and counseling is a way of accomplishing this.

OVERVIEW: We will discuss some key aspects of mentoring and counseling.  We will define the purpose and benefits of mentoring and counseling and go on to discuss the processes involved.  We will look at some scenarios and finish with talking about the importance of mentoring the mentor.

TRANSITION:  Let’s begin by defining mentoring and counseling.

INSTRUCTOR NOTE:  Split the class into two groups, one for mentoring and one for counseling.  Give each group ten minutes to describe the purpose, benefits, key roles and responsibilities of their assigned topic (mentoring or counseling).  Each group will choose a spokesperson to brief the class on their findings.  Allow 5 minutes for each outbrief.  

MP 1.  Mentoring and Counseling
Definition:  Mentoring is a relationship where a person with more experience and wisdom guides another person’s development, both personal and professional.

Definition: Counseling is a systematic two-way discussion between the supervisor and subordinate concerning duty performance as compared to established standards with the intention of informing the subordinate of his/her past duty performance and cooperatively developing a plan to improve performance.

QUESTIONS





ANTICIPATED RESPONSES

	LOQ: What is the purpose of mentoring?


	· Mentoring is a relationship

· Mentoring is when a person with more experience and wisdom guides another person’s development, both personal and professional


	FUQ: How does proper mentoring benefit the individual?
	· Helps each person reach his/her full potential

· Provides a time when principles, traditions, shared values, and lessons of our profession can be passed on.



	FUQ: What are the key roles in mentoring?


	· Mentor

· Protégé


	FUQ: What are their responsibilities?
	· Mentor – help the protégé articulate realistic short-term and long-term career goals and objectives.

· Help the protégé identify a career development plan (formal and informal).

· Protégé – Be eager to learn, initiating and participating in developmental activities

· Accept constructive criticism and be open and honest



	FUQ: What is the purpose of counseling?


	· Counseling is an activity that uses communication skills to help someone make wise choices and decisions

· Process directed towards improvement or change in subordinate behavior


	FUQ: How does proper counseling benefit the individual?
	· Steers them back on the right track

· Identifies areas that require improvement




	FUQ: What are the key roles in counseling?


	· Counselor

· Counselee


	FUQ: What are their responsibilities?
	· Counselor – Set standards and expectations for the counselee.

· Counselee – Willing to accept constructive criticism

· Counselee – Has the responsibility to change behavior



	FUQ: What are some of the benefits?


	· The counselee knows exactly what is expected of them

· Involves the subordinate in developing solution to problem

· AF Standards are met or exceeded




TRANSITION:  Now that we have reviewed mentoring and counseling, let’s look at how to use these processes in order to better prepare our subordinates for increased levels of responsibilities.

	MP 2.  Toolkit Exercise (Brainstorming Session).  


INSTRUCTOR NOTE:  Divide the class into groups of approximately 5 students.   Pass out a student handout to each student.  Go over the instructions and ensure understanding.  Allow approximately 30 minutes.  Facilitate this exercise by visiting each group and ensuring that they are on track.  Offer suggestions to get them thinking. 
Student Handout

In order to be the best mentor to your subordinates, you need to know the steps of leadership and responsibility for each enlisted grade.  Working as a team, build a comprehensive list of responsibilities and opportunities to excel for each grade.  Begin this exercise at the lowest level (E-1) and continue to expand at each higher level.  The list should include such things as:  education, volunteer & leadership opportunities, future assignments and other areas that your team recommends.
Airman -

Airman First Class -

Senior Airman -

Staff Sergeant -

Technical Sergeant -

Master Sergeant -

Senior Master Sergeant -

Chief Master Sergeant –

Student Handout

In order to be the best mentor to your subordinates, you need to know the steps of leadership and responsibility for each enlisted grade.  Working as a team, build a comprehensive list of responsibilities and opportunities to excel for each grade.  Begin this exercise at the lowest level (E-1) and continue to expand at each higher level.  The list should include such things as:  education, volunteer & leadership opportunities, future assignments and other areas that your team recommends.
Airman Basic:  Tactical Level, Learners, complete BMT, complete Technical Training, enrolls in CDCs, join the enlisted club

Airman: Tactical Level, Learners, enrolls in CDCs, begin task certification, and volunteer to help at Sq activity, join a professional organization

Airman First Class: Tactical Level, Learners, Complete CDCs, participates in squadron intramurals, honor guard, local school programs, prepare for BTZ consideration, and consider a commissioning program

Senior Airman: Tactical Level, Technician/Trainer, Attend ALS, prepare for WAPS, take on a leadership position, i.e., UAC, Consider reenlistment/separation/extending/retraining.  Considering becoming a recruiter or military training instructor.

Staff Sergeant: Tactical Level, Technicians/Supervisor/Trainer, Enroll in 7-Level, Complete CCAF, enroll in a Bachelors program.  Join a professional organization, i.e, AFSA, NCOA, base E-5/6 organization, consider taking on a leadership role in any of these organizations, and consider special-duty assignments.  Volunteer to assist with a wing project/event, i.e, air show

Technical Sergeant:  Tactical Level, Technical Experts/Supervisor/Trainer, Attend NCOA, volunteer to instruct at your local NCOPD, consider taking on a leadership role in any professional organization

Master Sergeant:  Operational Level, Manager, Complete SNCOA via correspondence, Attend SNCOA, enroll in a Master’s program.  Volunteer to instruct at your local NCOPD or SNCOPD.  Be an active member of your enlisted Top 3.  Seek leadership positions in your local Top 3.  Volunteer as wing project officer for wing project/event, i.e., Special Olympics.  Consider becoming a First Sergeant.

Senior Master Sergeant:  Operational Level, Manager, complete Master’s program.  Volunteer to instruct at your local SNCOPD.  Be an active member of your enlisted Top 3.  Seek leadership positions in your local Top 3.  Assist NAF or MAJCOM with project/events, i.e., hosting workshops.

Chief Master Sergeant:  Operational and Strategic Level, Leaders, Assist NAF or MAJCOM with project/events, i.e., conducting conferences.

TRANSITION:  Now that we have a list of responsibilities and leadership steps, let’s talk about the role of SNCOs play in mentoring other mentors.    

MP 3.  Mentoring the Mentor

	LOQ: Who should SNCOs be mentoring? 


	· NCOs who are mentors themselves 

· Junior Officers

· Civilians



	FUQ:  What are the opportunities in mentoring this group?  

	· Receive a broader view of Air Force 

· Able to stay abreast of latest changes

· Role model to many levels

· Able to remind others of their mentoring roles 

· Great opportunity to pass on our heritage as enlisted members



	FUQ:  What other things do you need to take into consideration?
	· Home Station, TDY, or Deployed Location

· Understanding and appreciating the uniqueness of everyone involved


Conclusion

SUMMARY:  During this lesson, we discussed some key aspects of mentoring and counseling.  We defined the purpose and benefits of mentoring and counseling. We went on to discuss the levels of performance and leadership opportunities for each grade.  Finally, we covered the opportunities in mentoring mentors.  

REMOTIVATION: Mentoring is one of the most important tasking we have.  It is our opportunity to pass on our traditions, values, and lessons of our profession to the men and women who will carry on after us.  

CLOSURE:  Mentoring helps prepare people for the increased responsibilities they will assume as they progress in their careers.  As SNCOs, we should take extreme pride in the role we play as mentors.  
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