
LESSON NUMBER:
1

TASK:
Administrative Requirements, Course Overview, Student Expectations 

CONDITION:
Classroom environment

STANDARD:
1.  Explain Administrative Issues and Requirements





2.  Conduct Course Overview

3. Explain Student Expectations

PART I.

ADMINISTRATIVE REQUIREMENTS
1.  Course Schedule/Hours.  


a.  Review the training schedule of the course.  Emphasize the starting and ending times.  Normally, course hours are from 0800 to 1700 each duty day.  Starting class at 0800 also allows adequate time for instructors to prepare for the training scheduled for that day. 

b. Your attendance at all classes is mandatory, unless by special arrangement with the instructor.


c.  Any student missing more than 4 hours of classes will be subject to dismissal from the course.  Tutoring or remedial instruction will not be used to make-up more than 4 hours of missed classroom time.


d.  Punctuality.  The classes are carefully arranged to allow you maximum learning time in a minimum amount of time.  It is very disruptive to both the instructor and to other students when someone arrives after a class has already begun.

2.  Housekeeping.


a.  Announce whether or not refreshments are allowed in the classroom.  The phone number to the facility, and the location of the latrines.


b.  If there is a designated smoking area, ensure that smoking takes place only in that designated area.


c.  At the end of each day, the classroom will be policed of trash and waste and all furniture rearranged for the next day’s class.

3.  Uniform.  Specify the uniform for the class. BDU  The most important issue with regard to uniform is that all students, if possible, wear the same uniform for the course.  The uniform worn for the graduation ceremony will be BDUs, or whichever uniform the instructors agrees is most appropriate.

PART II.
COURSE OVERVIEW
1.  General.  The Equal Opportunity Representative Course (EORC) is a two week course designed to prepare you to perform duties as an Equal Opportunity Representative (EOR).  

2. Course instruction is taught primarily on three levels of learning.  The cognitive level deals with basic information pertinent to subjects that directly and indirectly relate to the equal opportunity field.  The affective level deals with socialization, attitudes, and sensitivities related to equal opportunity.  The performance level deals with performing the tasks which will be required in the field.

3. All training is accomplished through a variety of means including lecture, and practical exercises.

1.  General.  During the course each student is required to meet certain expectations.  These expectations include abiding by the course rules, completing all course requirements, and participating in the lessons, discussions, and exercises.

2.  Course Rules.  To ensure each student receives the most from the training, 16 rules have been established.  These rules have been established basically to ensure each individual is treated with courtesy and respect.  These rules also will reinforce some of the skills and knowledge you will need to successfully perform EOR duties.


a.  Rule 1.  Listen for understanding, not for agreement.  You can’t understand what is said unless you listen.  


b.  Rule 2.  Treat other students with dignity and respect.


c.  Rule 3.  Sit by someone different every day.  Each day, whether in the classroom or small group, sit next to someone else on a daily basis.  This will give you an opportunity to get to know others.  


d.  Rule 4.  Silence is agreement.  During discussions and lessons, we want to hear what you have to say.  If you don’t say anything, it means you agree with what was said.


e.  Rule 5.  Everyone’s opinion is important.  This rule goes hand-in-hand with Rule number 4.  If you have an opinion, you will be given an opportunity to express it.


f.  Rule 6.  Don’t interrupt or debate others.  It is only common courtesy you don’t interrupt someone else who is speaking.  If you want to add to the conversation, raise your hand.  We also don’t want to debate on who is right or wrong.  During this course you will learn there are oftentimes more than one way to accomplish something and both ways can be correct.  For example, there are many leadership styles or methods utilized by leaders. 


g.  Rule 7.  Be on time (morning, breaks, lunch).  There is a lot of material to be covered in the course.  In order to ensure you are provided training necessary for you to perform EOR duties and responsibilities, all training needs to be presented.  Also, each of you are leaders, and as such, you know if you have a responsibility to be somewhere, you should be there.


h.  Rule 8.  If during a class an issue arises which may require greater discussion, the subject will be written on a butcher paper referred to as “Table Topics.”  This will ensure the block of instruction is completed on time.  Later on in the course we will have time to discuss the table topics.


i.  Rule 9.  Critique sheets, fill them out right after each class.  Critique sheets are one of the methods we have in improving the quality and quantity of instruction.  Don’t wait until the end of the course.  Be specific on your comments.  Refrain from providing feedback such as “good,” “bad,” etc.  You will be getting a class on providing feedback.


j.  Rule 10.  Speak for yourself, not others.  You cannot speak for others, you can only speak for yourself.  When you are expressing an opinion or making a statement, that opinion or statement is your opinion.  As such, you want to use the word “I” and not “we.”  For example, “I believe” or “I think”; not “we believe” or “we think.”


k.  Rule 11.  Don’t use exclusionary language.  Exclusionary language means not using language that excluding others.  For example, saying “you guys” when both male and females are present.  Furthermore, refrain from constantly using the male pronoun when giving an example or making a statement.  You need to start saying “he or she,” “him or her,” or “soldiers,” etc.  The instructors will be correcting you throughout the course, but you should also correct each other.


l.  Rule 12.  Participate in the exercises.  Each exercise is designed to reinforce some knowledge or skill.  You can’t learn that skill or knowledge unless you participate.  Also, if you have previously participated in a particular exercise, let the instructor know in advance.


m.  Rule 13.  No unit work during the course.  You are here to attend the EOR Course.  During this time you should not be involved in other duty requirements.  If so, you need to let one of the instructors know.


n.  Rule 14.  If you get tired stand up, and move to the rear of the classroom.


o.  Rule 15.  Students may not miss more than four hours of the course.  Any student missing more than four hours of classes will be subject to dismissal from the course.  Tutoring or remedial instruction will not be used to make-up more than four hours of missed classroom time. All absences must be arranged with an EOA.


p.  Rule 16.  Instructors are in charge.  Regardless of your grade or position, the instructor is in charge.  

3. Course Evaluation.  To successfully complete this course you will be required to

Pass one written examination with a 70 percent and participate in all exercises. The course examination is designed to evaluate your ability to understand and comprehend the Army’s Equal Opportunity and Prevention of Sexual Harassment Programs.  In order to pass the examination you will be required to correctly answer 70 percent of the questions. If you fail the examination you will receive remedial training and re-take another examination. You will receive a total of 70% if you pass  If you fail that examination the second time you are disqualified for duty as an EOR.  It may also impact on you in other areas as a report of your failure will be reported back to your unit.  Recommend you take good notes and if you are unclear on any area throughout the course, ask for clarification.  The note-taking guide will also benefit you as a study guide for the course examination.

       a TEST One.                                                90% of  total Grade

       b RETEST can only achieve                         70% of  total Grade


c. Participation 







10% of Total Grade  

g. 
Each student is required to participate in all Particle Exercises if you don’t you can lose 10% of your total Grade so if you score a 70 on the test and don’t participate in the particle exercises your total grade is a 60% and you will be dropped from the course

h. The last 2 Days you will go through the Co2 Facilitators Course Even if you have been through the Co2 course you will still participate to insure that all students have the opportunity to achieve maxim experience and training to become an effective Co2 Facilitator , if you don’t you will be dropped from the course

Senior Instructor & Student Responsibilities

i. If you have a problem with one of the students please bring it to the attention of the Senior Instructor. 

j. If you have a problem with one of the instructors please bring it to the Senior Instructors attention

k. The Senior Instructor will handle all situations that Come up in Class if you request to be dropped from the Class once you have started you will need to have your Bde EOA , 1sg and Company commander Explain why they are pulling you from the class to my chain of command. (Post CSM)

I.   If you have a Medical Emergency or a Family Crises the Senior Instructor will    Evaluate the situation and will in form you of the 4 Hour rule depending on the situation and circumstances you can be dropped from the class by the Senior Instructor and be able to attend at another date your Bde EOA 1sg and Commander will be informed of the situation and will confirm it with the Senior Instructor.

5.  Course Graduation.  At the end of the course there will be a graduation ceremony.  Commander and First Sergeants are welcome.  You may also invite others to attend.


a. Uniform will be BDU’s.

STUDENT HANDOUT #1-2

COURSE RULES

1.  Listen for understanding, not for agreement.

2.  Treat other students with dignity and respect.

3.  Sit by someone different every day.

4.  Silence is agreement.

5.  Everyone’s opinion is important.

6.  Don’t interrupt or debate others.

7.  Be on time (morning, breaks, lunch).

8.  Table topics.

9.  Critique sheets, fill them out right after each class.

10.  Speak for yourself, not others.

11.  Don’t use exclusionary language.

12.  Participate in the exercises.

13.  No unit work during the course.

14.  If you get tired stand up, and move to the rear of the classroom.

15.  May not miss more than four hours of instruction.

16.  Instructors are in charge.

STUDENT HANDOUT #1-3

STUDENT CRITIQUE SHEET

1.  The purpose of this survey is to obtain from you information that will enable the proponent school to assess the appropriateness and effectiveness of Equal Opportunity and Prevention of Sexual Harassment training.

2.  Instructions.  Indicate your response to each question by checking the appropriate numbered box.  Number 1 represents the least favorable or that you strongly disagree with statement and number 5 represents the most favorable response or you strongly agree with the statement.

SURVEY QUESTIONS
 RATING


1
2
3
4
5

1.   Instructor(s) knowledgeable of subject material.






2.   Presentations were professional and provided adequate 

      Instruction on EO and Sexual Harassment.






3.   Material covered will be beneficial to me in my duties as an 

      EOR.






4.  Training met expectations and provided me 

      Information that will be beneficial.






5.  This training provides me the tools necessary to support and 

      Enforce the Army’s EO Program and Policies.






6.   Training on the following subjects were appropriate and

      Contained information that will be useful in my EOR role.






     a.  EO Policy                                             






     b.  EOA/EOR Responsibilities






     c.  Socialization Process






     d.  Communications Process






     e.  Effective and Active Listening






     f.  Values and Attitudes






     g.  Conflict Management






     h.  Perception Process & Stereotypes






     I.  Cultural Diversity and Culture Blocks






     j.  Racism






     k.  Sexism






     l.  Discrimination & Power






     m.  Prejudice









1
2
3
4
5

     n.  Sexual Harassment






     o.  Army EO Complaint System






     p.  Extremist Organizations and Activities






     r.  System/Victim Focus






     s.  Religious Accommodation






     t.  Ethnic Observances






    u.  Climate Assessments






    v.  Effective Feedback






    w.  Military Affirmative Actions






     x. Co2 Facilitation






7.  Practical exercises were appropriate and enhanced the  

     Learning objectives.






8.  Student Handouts were appropriate and helpful.






9.  What changes would you like to see made to this course of instruction?








10.  Other comments (use reverse side if additional space is needed for your comments).



STUDENT HANDOUT #1-4

SUGGESTIONS FOR OVERCOMING FEAR OF SPEAKING BEFORE A GROUP

1.  Know the material well (be an expert).

2.  Practice your presentation (pilot-test, and possibly video-tape yourself.

3.  Use involvement techniques (participation).

4.  Learn participants’ names and use them.

5.  Establish your credibility early.

6.  Use eye contact to establish rapport.

7.  Exhibit your advance preparation (via handouts, etc.).

8.  Anticipate potential problems (and prepare probable responses).

9.  Check in advance the facilities and AV equipment.

10.  Convince yourself to relax (breathe deeply; meditate; talk to yourself).

11.  Prepare an outline and follow it.

12.  Rest up so that you are physically and psychologically alert.

13.  Use you own style (don’t imitate someone else).

14.  Use your own words (don’t read).

15.  Put yourself in your trainees’ shoes (they’re asking, “What’s in it for me?”).

16.  Assume they are on your side (they aren’t necessarily antagonistic or hostile).

17.  Provide an overview of the presentation (state the end objectives).

18.  Accept some fears as being good (energizing stress vs. destructive).

19.  Identify your fears, categorize them as controllable or uncontrollable, and confront them.

20.  Give special emphasis to the first five minutes (super-preparation).

21.  Image yourself as a good speaker (self-fulfilling prophecy).

22.  Practice responses to tough questions or situations.
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