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COURSE 5 MAIN MENU



	INTRODUCTION

	STAFF

	CEPME BACKGROUND



		College for Enlisted Professional Military Education

		Air Force Enlisted Heritage Hall



	ORIENTATION MENU



		Course Overview

		Educational Philosophy



			Levels of Learning

			Terms

			Testing



		Academic Integrity

		Administrative Guidelines



			Eligibility

			Time Lines

			Withdrawals/Extensions



				Extensions

				TDY’s/PCS Moves

				Self Elimination

				Equipment Failure

				Restrictions



			Course Materials

			Responsibilities

			Miscellaneous



				Records Update

				Diplomas

				Transcripts

				Reserve Points



		How to Study



			Course Format

			Time Management

			Approaching the Course Material

			Course Exams

			Studying for Exams



	PROFESSION OF ARMS



		Pre-Survey



			Introduction

			Question 1

			Question 2

			Question 3

			Question 4

			Question 5

			Question 6

			Question 7

			Question 8

			Question 9

			Question 10

			Conclusion



		Introduction



			Profession of Arms Introduction

			Educational Objective

			Overview

			Military Professional Values

			Value in Air Force/Joint Arena

			Lesson Summary

			Conclusion



		World Situations



			US Foreign Policy thru the 1990s



				Introduction

				Educational Objective

				Overview

				Factors Influencing US Foreign Policy



					Introduction

					Dr. Wendzel's Briefing



						Decentralized Anarchy

						Many Factors

						Nations, Sovereign and Unique

						Multiple Interests

						Multilateral World



					Student Activity



				Historical Factors



					Introduction

					Pre-WWII

					Postwar Globalism

					Vietnam Conflict

					Changing International Environment

					Lack of US Consensus

					Student Activity



				Current Issues



					Europe

					Asia

					Middle East

					Third World

					Student Activity



				Conclusion



			US Military Strategy



				Introduction

				Educational Objective

				Overview

				Pertinent Terms



					Introduction

					Strategy

					Grand Strategy

					Military Strategy

					Operational Strategy

					Battlefield Strategy/Tactics

					Relationship Between Strategies

					Student Activity



				Problems with Strategy

				Summary & Conclusion

				Reading Assignment:  The Strategy Process



			Air Force Doctrine



				Introduction

				Educational Objective

				Overview

				Nature of Aerospace Power



					Introduction

					Aerospace Environment



						Description

						Student Activity



					Aerospace Power



						Description

						Student Activity 1

						Advantages

						Student Activity 2

						Composition

						Student Activity 3



					Aerospace Roles and Missions



						Introduction

						Aerospace Control

						Force Application

						Force Enhancement

						Force Support

						Student Activity



					Tenets of Aerospace Power



						Introduction

						Control and Execution

						Flexibility/Versatility

						Priority

						Synergy

						Balance

						Concentration

						Persistence

						Student Activity



				Employing Aerospace Power



					Introduction

					Influences on Employment



						Introduction

						Influences

						Student Activity



					Aerospace Operational Art

					Orchestrating Roles and Missions



						Introduction

						Aerospace Control

						Reading 1 - Aerospace Control

						Force Application

						Reading 2 - Force Application

						Force Enhancement

						Reading 3 - Force Enhancement

						Force Support

						Reading 4 Force Support

						Student Activity



					Airmindedness



						Introduction

						Reading - Airmindedness

						Student Activity



				Preparing the Air Force for War



						Introduction

						Air Force Aerospace Power

						Organizing the Air Force



							Organizing the Air Force

							Reading

							Student Activity



						Training the Air Force



							Training the Air Force

							Reading

							Student Activity



						Equipping the Air Force



							Equipping the Air Force

							Reading

							Student Activity



						Conclusion - Preparing for War



				Lesson Summary



			Overview of Logistics



				Introduction

				Educational Objective

				Overview

				Readings:  Equipping the Modern Air Force, Sustaining Aerospace Operations

				Fundamentals of Logistics



					Introduction

					Definitions

					Student Activity

					Principles

					Student Activity

					Concepts



				Logistics System



					Introduction

					Processes

					Student Activity

					Organizations

					Student Activity



				Current Aspects of Logistics



					Introduction

					2 - Level Maintenance



						Introduction

						Logistics Systems

						3 - Level Maintenance

						2 - Level Structure



					Lean Logistics

					Depot - Level Repairable Funding

					Student Activity



				Summary

				Conclusion



		Joint and Total Force Operations



			Air National Guard



				Introduction

				Educational Objective

				Overview

				Required Reading:  Testing the Limits of the Total Force

				Mission of the ANG



					Introduction

					State Mission

					Federal Mission

					ANG Organization



				Summary

				Conclusion



			Air Force Reserve



				Introduction

				Educational Objective

				Overview

				Required Reading 1:  Leaders Make Things Happen, Get Things Done

				Required Reading 2:  United States Air Force Reserve

				Mission and Modernization Efforts



					Introduction

					Mission Statement

					Pictorial History

					Role in Global Reach

					Mission Aspects



				Current Issues

				Summary



			US Navy



				Introduction

				Required Reading:  Sea Power as a Constant in National Security Strategy

				Roles and Missions

				War Fighting Organizations

				Summary/Conclusion



			US Marine Corps



				Introduction

				Audio/Video Clip

				Required :  A 21st Century 
Force
-in-Readiness

				Educational Objective

				Overview

				Pictorial History

				Mission Aspects



					Mission

					Critical Issues



				Military Operations

				Summary

				Conclusion



			US Army



				Introduction

				Educational Objective

				Overview

				Required Reading:  US Army Doctrine, Challenges for the US Army

				Roles and Missions



					Primary mission

					Strategic Concepts

					Combat Functions

					Range of Operations



				Elements of the US Army



					Introduction

					Air Defense Artillery

					Infantry

					Engineers

					Chemical

					Signal Units

					Aviation

					Cavalry

					Armor

					Military Intelligence

					Field Artillery



				Current Doctrine

				Summary

				Conclusion



			Special Operations



				Introduction

				Educational Objective

				Overview

				Required Reading:  Special Operations Forces

				Missions

				Structure



					Army

					Air Force

					Navy



				Joint Operations

				Summary

				Conclusion



			US Space Operations



				Introduction

				Educational Objective

				Overview

Required Reading:  Is the United States Losing the Space Launch Race?, Spacepower Comes to the Squadron, Unpredictable World Makes U.S. Space Capabilities Critical, Services Involvement, Space Forces

				Space 101



					The Orbits of Satellites

					Low Altitude Earth Orbit

					Medium Altitude Earth Orbit

					High Altitude Earth Orbit

					Elliptical Orbit

					Geostationary

					Geosynchronous

					Molniya

					Polar

					Semi-Synchronous

					Terms



				US Space Command Structure



					Command Overview

					Component Commands

					NORAD



				Space Missions



					Force Enhancement

					Space Support

					Space Control

					Force Application



				Space Systems



					Navigation

					Surveillance



				Lesson Summary

				Conclusion



		Viewpoints



			General Officer Perspective



				Introduction

				Educational Objective

				Overview

				Core Values



					Introduction

					Integrity

					Service Before Self

					Excellence in all we do

					Interim Summary



				Standards and Accountability

				Responsibility

				Summary

				Closure



			CMSAF Perspectives and Issues



				Introduction

				Educational Objective

				Overview

				CMSAF Issues and Responses



					Introduction

					Background Information

					Biography of CMSAF

					Issues and Responses



				Former CMSAF Perspectives



					Introduction

					Biographies

					Perspectives



				Conclusion



			POW Perspectives



				Introduction

				Educational Objective

				Overview

				Code of Conduct



					Definition

					Article 1

					Article 2

					Article 3

					Article 4

					Article 5

					Article 6



				Former POW Perspectives

				Summary



		Air Force Heritage



			Introduction

			Educational Objective

			Overview

			Origin of Retreat



				Introduction

				Reading

				Reading Summary

				Guidance

				Guidance Summary



			Medal of Honor Recipients



				Introduction

				Medal of Honor Recipients

				Summary



			Enlisted Heritage Hall



				Introduction

				Enlisted Heritage Hall

				Summary



			Heritage of Enlisted Corps



				Introduction

				Enlisted Contributions

				Air Force Policy Changes



					Introduction

					1940’s and 1950,s

					1950’s

					1960’s

					1970’s

					1980’s and 1990’s



			Summary



		Post-Survey



			Introduction

			Question 1

			Question 2

			Question 3

			Question 4

			Question 5

			Question 6

			Question 7

			Question 8

			Question 9

			Question 10

			Conclusion



	COMMUNICATION SKILLS



		Communication Skills Overview



			Title Screen

			Introduction

			Objective

			Synopsis



		Preparing for Communication



			Introduction

			Educational Objective

			Overview

			Factors of Planning to Communicate



				Analyze Audience



					Introduction

					Sender

					Receiver



				Choose a Topic

				Determine Purpose



					Introduction

					Purpose

					Purpose Statement

					Student Activity



				Gather Support Material



					Introduction

					Library

					Yourself

					Others

					Office

					Other Agencies

					Summary



			Techniques of Organizing Communication



				Introduction

				Generate and Refine Content



					Introduction

					Example

					Develop Outline

					Develop Rough Draft



				Required :  Speaking Effectively

				Choose Pattern of Organization

				Develop Communication (Intro, Body, Conclusion)



					Description

					Body

					Introduction



						Description

						Attention

						Purpose Statement

						Overview

						Exercise



					Conclusion



						Description

						Summary

						Remotivation

						Closure



				Use of Transitions



					Description

					Exercise

					Summary



			Lesson Summary

			Conclusion



		Support Material for Communication



			Introduction

			Educational Objective

			Overview

			Guidelines for Using Support Material



				Introduction

				Know Your Purpose



					Introduction

					Clarification



						Description

						Examples

						Student Activity



					Proof Support



						Description

						Example

						Student Activity



				Qualify Your Sources



					Introduction

					Example



				Integrate Sources



					Introduction

					Example



				Use Relevant Support



					Introduction

					Example



				Use Appropriate Support

				Use Accurate Support

				Give Proper Credit

				Support Material Example

				Summary



			Uses of Support Material



				Introduction

				Definitions



					Description

					Example

					Use as Proof Support



				Examples



					Description

					Types

					Use as Support



				Comparisons

				Interim Summary

				Testimony



					Description

					Rules for Use



				Statistics



					Description

					Rules for Use



				Student Activity



			Minimizing Reasoning Fallacies



				Introduction

				Slanted Reasoning



					Introduction

					Hasty Generalization

					Faulty Dilemma

					Faulty Analogy

					Stacking the Evidence

					Loaded Question



				Emotional Appeal



					Introduction

					Name Calling

					Glittering Generality

					Snob/Prestige Appeal

					Plain Folks Appeal

					Bandwagon Appeal



				Summary



			Lesson Summary

			Conclusion



		Paragraph Development



			Introduction

			Educational Objective

			Overview

			Paragraph Unity



				Introduction

				Topic Sentence

				Support Sentences



					Introduction

					Major

					Minor

					Example



				Closing Sentences

				Student Activity



			Paragraph Coherence



				Introduction

				Patterns of Communication

				Use of Transitions



					Pronouns

					Repeat Words and Phrases

					Connecting Words and Phrases

					Transitional Words and Phrases

					Transitional Sentences

					Transitional Paragraphs

					Student Activity



				Internal Consistency



					Use of Person

					Use of Pronouns

					Use of Voice

					Subject-Verb Agreement

					Pronoun Reference



			Effective Paragraph Development



				Student Activity 1

				Student Activity 2



			Conclusion



		Effective Speaking



			Introduction

			Educational Objective

			Overview

			Presentation Techniques



				Introduction

				Physical Behaviors



					Eye Contact



						Required Reading:  Speaking Effectively:  Eye Contact

						Activities

						Summary



					Movement



						Required Reading:  Speaking Effectively:  Body Movement

						Activities

						Summary



					Gestures



						Required Reading:  Speaking Effectively:  Gestures

						Activities

						Summary



					Summary



				Vocal Characteristics



					Introduction

					Quality



						Required Reading:  Speaking Effectively:  Quality

						Activities



					Intelligibility



						Required Reading:  Speaking Effectively:  Intelligibility

						Articulation

						Mispronunciation

						Vocal Pause and Stock Expression

						Substandard Grammar



					Variety



						Required Reading:  Speaking Effectively:  Variety

						Rate

						Volume and Pitch



				Summary



			Rules for Visual Aids



				Introduction

				Required Reading:  Speaking Effectively:  Suggestions

				Activities

				Summary



			Summary

			Conclusion



		Editing



			Introduction

			Educational Objective

			Overview

			Guidelines for Effective Editing



				Introduction

				Required Reading:  Editing Your Work

				Technical Accuracy and Coverage



					Introduction

					Student Activity



				Arrangement and Flow

				Readability and Mechanics



					Introduction

					Student Activity

					Interim Summary



			Guidelines for Providing Effective Feedback



				Introduction

				Required Reading:  Feedback

				Student Activity



			Lesson Summary

			Conclusion



	LEADERSHIP AND PLANNING



		Upfront Case Study



			Introduction

			Cast of Characters

			Acts 1 & 2

			Key issues and Actions for Acts 1 & 2

			Act 3

			Key issues and Actions for Act 3

			Act 4

			Key issues and Actions for Act 4

			Act 5

			Key issues and Actions for Act 5

			Act 6

			Key issues and Actions for Act 6

			Act 7

			Key issues and Actions for Act 7



		Overview to Leadership Planning

		Quality Air Force Reading



			Title Screen

			Introduction

			Educational Objective

			Overview

			Leadership Components



				Introduction

				Air Force Mission

				Air Force Vision

				Core Values

				Principles

				Operating Style



			Quality Focus

			Improvement Process

			Quality in Daily Operations

			Conclusion



		Time Management



			Time Management Introduction

			Educational Objective

			Overview

			Reading Assignment:  Effective Use of Your Time

			Goals



				Definition of a Goal

				Goal Setting Process

				Reasons for Goals

				Questions to Ask

				Example of a Goal Statement



			Objectives



				Definition of an Objective

				SMART Principle

				Apply SMART Principle

				Examples of SMART Principles

				SMART Principle Exercise

				Prioritize Objectives

				Review Objectives



			Activities



				Activities Defined

				Listing Activities

				Examples of Activities

				A-B-C System/To Do List

				Prioritize Activities

				Pareto Principle

				Swiss Cheese Technique

				Swiss Cheese Exercise

				Prioritizing Paperwork

				List of Activities

				Prioritize Activities

				Delegation

				Empowerment

				Murphy’s Law



			Managing Distracters



				Distracters Defined

				Managing Crises

				Managing Interruptions

				Preventing Interruptions

				Managing Distracters Summary



			Time Management Summary



				Time Spent in Meetings

				Objectives Using SMART Principles

				List of Activities



			Lesson Review



				Effective Goal Setting

				Effective Classifications of Objectives

				Classifying Objects Using SMART

				Effective Identification of Activities

				Prioritizing Activities Using The A-B-C Method

				Effective Management of Distracters

				Reflection



			Case Study Summary

			Lesson Review Exercise



				Review Exercise Introduction

				Exercise 1

				Exercise 2

				Exercise 3

				Exercise 4

				Exercise 5

				Exercise 6

				In Conclusion



		Team Building



			Introduction

			Educational Objective

			Overview

			Reading Assignment:  Learning to Work Together

			Group Collaboration



				Exercise

				Definition

				Uses of Group Collaboration



					Goal Setting

					Problem Solving

					Decision Making

					Interim Summary



			Effects of Competition



				Introduction

				Scenario 1

				Scenario 2

				Scenario Wrap-up

				Healthy Team Spirit



					Ethical Behavior

					Sharing

					Trust

					Critical Judgment



				Unhealthy Team Spirit

				Encouraging Cooperation

				Interim Summary



			Consideration of Teams Development



				Introduction

				Description

				Polite Stage

				Why We’re Here

				Bid for Power

				Constructive

				Esprit

				COG’s Ladder/Questions



			Lesson Summary Example

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Question 5

				Question 6

				Conclusion



		Quality Tools



			Introduction

			Educational Objective

			Overview

			Reading Assignment:  The Quality Approach

			Use of Tools



				Purpose

				Benefits

				Limitations

				Student Activity



			Idea Generating Techniques



				Description

				Brainstorming



					Description

					Round Robin

					Free Form

					Slip Method



				Brainstorming Example

				Five Whys

				Student Activity

				Nominal Group Technique



			Data Collection Methods



				Description

				Survey



					Description

					How to Construct

					Example



				Checksheet



					Description

					How to Construct

					Example



			Graphical Displays



				Description

				Histogram



					Description

					How to Construct

					Data Analysis of Example



				Pareto Chart



					Description

					How to Construct

					Example



				Scatter Diagram



					Description

					Correlations



						Introduction]

						Positive

						Negative

						None



					How to Construct

					Example

					Data Analysis of Example



				Run Chart



					Description

					How to Construct

					Example

					Data Analysis of Example

					Student Activity



				Control Chart



			Flowcharts



				Description

				Symbols

				Student Activity

				How to Construct

				Example



			Cause and Effect Diagram



				Description

				How to Construct

				Example



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Question 5

				Question 6/Conclusion



		Problem Process Analysis



			PPA Introduction

			Educational Objective

			Overview

			Reading Assignment:  The Quality Approach

			PDSA Cycle



				Description

				Plan

				Do

				Study

				Act

				Summary



			Identify Improvement Opportunity Step



				Introduction to CIP

				Description



					Objectives

					Activities

					Tools 

					SNCO Involvement



				Scenario Example



			Evaluate Process Step



				Introduction into Step

				Description



					Objectives

					Activities

					Tools 



				Scenario Example

				Activity

				Summary



			Analyze Process Step



				Introduction

				Description



					Objectives

					Activities

					Tools 

					SNCO Involvement



				Scenario Example

				Activity



			Take Action Step



				Introduction

				Description



					Objectives

					Activities

					Tools 

					SNCO Involvement



				Scenario Example



			Study Results Step



				Introduction

				Description



					Objectives

					Tools 

					SNCO Involvement



				Scenario Example



			Standardize Solution Step



				Introduction

				Description



					Objectives

					Activities

					Tools 

					SNCO Involvement



				Scenario Example



			Plan for the Future Step



				Introduction

				Description



					Objectives

					Tools 

					SNCO Involvement



				Scenario Example

				Summary



			Lesson Summary Example



				Introduction

				Student Overview



					Instructions

					Team Charter

					Situation Overview



						Background Info

						Situation Info

						Job Descriptions

						Dining Facility Info



					Facilitator’s Instructions

					Team Leader Instructions

					Process Owner Package

					Metric Package

					Storyboard



				Exercise



					Instructions

					CIP Step 1 - Activity

					CIP Step 2 - Activity



						Instructions

						Checksheet Construction

						Pareto Chart Construction

						Histogram Construction

						Run Chart Construction

						Control Chart Construction

						Discussion of Results Construction



					CIP Step 3 - Activity



						Instructions

						Cause and Effect Diagram Construction

						Rationale for Identified Causes



					CIP Step 4 - Activity



						Instructions

						Develop Action Plan

						Rationale for Action Plan



					CIP Step 5 - Activity



						Instructions

						Study Results

						Rationale for Studying Results



					CIP Step 6 - Activity



						Standardize Solution

						Rationale for Standardize Solution



					CIP Step 7 - Activity



						Plan for the Future

						Rationale for Plan for the Future



					Storyboard

					Conclusion



			Case Study Summary

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Question 5

				Question 6

				Question 7

				Question 8

				Conclusion



		Communication Skills Exercise



			Title Screen

			Introduction



				Introduction

				Intro Exercise

				Intro Exercise Feedback



			Instructions

			Paragraph 1



				Read Paper

				Activity 1

				Activity 2

				Activity 3

				Activity 4

				Activity 5

				Activity 6



			Paragraph 2



				Read Paper

				Activity 7

				Activity 8

				Activity 9



			Conclusion/Summary



		Wrap-up Case Study

		Formative Exercise

		Bypass Exam



	BEHAVIOR ANALYSIS



		Upfront Case Study



			Introduction

			Cast of Characters

			Instructions

			Act 1

			Act 2

			Act 3

			Act 4

			Act 5

			Act 6

			Act 7

			Act 8

			Act 9

			Act 10

			Conclusion



		Overview to Behavior Analysis



			Title Screen

			Educational Objective

			Synopsis

			Conclusion



		Self Concept



			Self-Concept Introduction

			Educational Objective

			Overview

			Required Reading:  Self Concept:  Personality Development

			Concept of Self Concept



				Self

				Self-Esteem

				Personality

				Self Concept

				Student Activity



			Effects of Negative Self Concept



				Origin of Self

				Low Expectations

				Effects on Production

				Effects on Creativity

				Effects on Individual Growth

				Interim Summary

				Student Activity



			Effects of Positive Self Concept



				High Expectations

				Effects on Productivity

				Effects on Creativity

				Effects on Individual Growth

				Leader's Self-Concept



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Values



			Introduction

			Educational Objective

			Overview

			Values Affect Behavior



				Values Exercise 1

				Values Exercise 2

				Definition

				Levels of Value Development

				How Values Drive Behavior

				Dr. Massey Video Synopses

				R.I.S.E.



			Value Conflicts



				Introduction

				Leader/Organization Conflict

				Supervisor/Subordinate Conflict



			Value Consideration



				Organization

				Subordinate

				R.I.S.E.



			Lesson Summary

			Case Study Summary

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Perspectives on Social Initiatives



			Social Initiatives Introduction

			Educational Objective

			Overview

			Advantages/Disadvantaged



				Introduction

				Definitions

				Factors Leading to Advantage

				Factors Leading to Disadvantage

				Main Point Summary



			Combined Life Cycle Events and US Social Initiatives



				Introduction

				Birth

				Early Childhood

				Preschool

				Elementary School

				Social Activities

				Junior High Years

				High School Years

				College Years

				Work, Success, 	Retirement



			Effective Senior NCO Involvement



				Introduction

				Induct

				Educate and Train

				Utilize

				Sustain

				Success

				Separate and Retire

				Interim Summary



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Leadership Stress



			Stress Introduction

			Educational Objective

			Overview

			Required Reading:  Toward Success Without Distress

			Effects of Stress on Health and Performance



				Explanation

				Research Findings

				Stressful Events Activity

				Individual Perception

				Effects on the Body

				Stress Challenge

				Effects on Performance



					Explanation

					Type A Personality



						Explanation

						Activity

						Characteristics



					Type B Personality



						Explanation

						Activity

						Characteristics



			Physiological Maintenance



				Explanation

				Rest

				Exercise

				Proper Diet



			Planned Mental Hygiene Program



				Explanation

				Characteristics



			Lesson Summary

			Case Study Summary

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Substance Abuse



			Substance Abuse Introduction

			Educational Objective

			Overview

			Early Identification of Abusers



				Introduction

				Air Force Policy

				Air Force Definition of Substance Abuse



					Definition

					Alcohol Abuse

					Drug Abuse



				Methods

				Potential Indicators

				Activity



			Appropriate Disposition of Abusers



				Introduction

				Commander’s Decision Meeting (CDM)

				SART Program



					Description

					Tracks

					Student Activity



				Review Questions



			Management of Abusers



				Introduction

				Managing Drug Abusers

				Activity

				Managing Alcohol Abusers



			Lesson Summary

			Case Study Summary

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Interpersonal Relations



			Introduction

			Educational Objective

			Overview

			Required Reading:  Johari Window

			Johari Window Model



				Introduction

				Public Area

				Blind Area

				Private Area

				Unknown Area

				Opening Public Area



					Introduction

					Feedback

					Self Disclosure

					Scenario Example

					Risk Taking

					Summary



			Reducing Blind Spot



				Description

				Scenario Example



			Reducing Private Area

			Reducing Unknown Area

			Interim Summary



				Introduction

				Student Activity



			Use of Johari Window

			Lesson Summary

			Case Study Summary

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Transactional Analysis



			Introduction

			Educational Objective

			Overview

			Required Reading:  Transactional Analysis and Healthy Organizations

			Ego States



				Introduction

				Parent

				Adult

				Child



			Basic Transactions



				Introduction

				Complementary

				Crossed

				Ulterior



			Life Positions



				Introduction

				Unhealthy Life Positions



					I’m OK, You’re Not OK



						Introduction

						Scenario 1, Leader Example

						Scenario 2, Subordinate Example



					I’m Not OK, You’re OK



						Introduction

						Scenario 3, Leader Example

						Scenario 4, Subordinate Example



					I’m Not OK, You’re Not OK 



						Introduction

						Scenario 5, Leader Example

						Scenario 6, Subordinate Example



 					Student Activity



				Healthy Life Position



					Introduction

					Student Activity

					Interim Summary



			Recognition Techniques



				Definition

				Positive Strokes

				Negative Strokes

				Conditional Strokes

				Unconditional Strokes

				Interim Summary

				Plastic Strokes

				Student Activity

				Wrapup



			Time Structuring



				Introduction

				Rituals

				Pastimes

				Intimacy

				Activities

				Game Playing

				Withdrawal

				Interim Summary



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Personal Profile System



			Introduction

			Educational Objective

			Overview

			Required Reading:  The Mysteries of Motivation, Personal Profile System

			Behavioral Tendencies



				Introduction

				Assumptions of Motivation



					Introduction

					You Can’t Motivate Others

					All People are Motivated



						Introduction

						Values

						Security

						Power

						Influence

						Interim Summary



					People are Motivated for Own Reasons

					Overextensions of Strengths



						Introduction

						Values

						Security

						Power

						Influence

						Interim Summary



				Personal Profile System



					Introduction

					Conscientiousness



						Introduction

						Intuitive

						Perfection

						Accuracy

						Detailed Instructions

						Dislike Criticism

						Interim Summary



					Steadiness



						Introduction

						Loyal

						Family/Team Oriented

						Possessive

						Slow to Change

						Need Security/Stability

						Interim Summary



					Dominance



						Introduction

						Strong Egos

						Impatient

						Change Oriented

						Expects Direct Answers

						Interim Summary



					Influence



						Introduction

						People Oriented

						Emotional

						Disorganized

						Optimistic

						Need Social Approval



				Interim Summary



			Categorizing Patterns of Behavior



				Introduction

				Control Environment

				Planning

				Organizing

				Motivating

				Interim Summary



			Using PPS



				Interpersonal Relations

				Work Tasks

				Scenarios



					Introduction

					Edwards

					Smith

					Miller

					Allen

					Waters

					Brown

					Interim Summary



				Matching Job Requirements



					Introduction

					Chief, Section A

					Chief, Section B

					Chief, Section C

					Chief, Quality 
Control


					Special Assistant to Branch Chief

					Special Assistant to Commander



				Interim Summary



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Communication Skills Exercise



			Title Screen

			Introduction

			Reading 1



				Reading

				Exercise 1

				Feedback 1

				Exercise 2

				Exercise 3



			Reading 2



				Reading

				Exercise 4



			Reading 3



				Reading

				Exercise 5



			Paper Unity Exercise



				Introduction

				Exercise 6

				Exercise 7



			Reading 4



				Reading

				Exercise 8



			Reading 5



				Reading

				Exercise 9



			Reading 6



				Reading

				Exercise 10



			Reading 7



				Reading

				Exercise 11



			Conclusion



		Wrap-up Case Study



			Introduction

			Purpose

			Instructions

			List of Key Players

			Act 1

			Review Activity 1

			Act 2

			Review Activity 2

			Act 3

			Review Activity 3

			Act 4

			Review Activity 4

			Act 5

			Review Activity 5

			Conclusion



		Formative Exercise

		Bypass Exam



	HUMAN RESOURCE DEVELOPMENT



		Upfront Case Study



			Introduction

			Cast of Characters

			Instructions

			Act 1

			Act 2

			Act 3

			Act 4

			Act 5

			Act 6

			Act 7

			Act 8

			Act 9

			Conclusion



		Overview of Human Resource Development



			Overview

			Educational Objective

			Synopsis

			Conclusion



		Situational Leadership



			Introduction

			Situational Leadership Survey

			Educational Objective

			Overview

			Required Reading:  Trait Approach to Leadership

			Determine Worker Readiness Level



				Introduction

				R1

				R2

				R3

				R4

				Student Activity



			Determine Leadership Style



				Introduction

				Task Behavior

				Relationship Behavior

				Situational Leadership Model



					S1

					S2

					S3

					S4



				Matching Leader Style

				Style Matching Example

				Interim Summary

				Scenario Example



			Applying Situational Leadership



				Introduction

				Scenario 1

				Scenario 2

				Scenario 3

				Scenario 4

				Scenario 5

				Scenario 6

				Scenario 7



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Question 5

				Conclusion



		Contemporary Motivation



			Introduction

			Educational Objective

			Overview

Reading Assignment:  Motivation-Hygiene Theory, Motivational Research, Theory X and Theory Y, What do Workers want from their Jobs

			Classic Motivation Theories



				Introduction

				McGregor

				Maslow



					Introduction

					Physiological

					Safety/Security

					Social

					Esteem

					Self Actualization



				Herzberg



					Introduction

					Hygiene Factors

					Motivators



				McClelland



					Introduction

					Achievement

					Power

					Affiliation



				Skinner



					Introduction

					Rewards

					Punishment

					Summary



				Student Activity



			System Rewards



				Introduction

				Types of System Rewards



			Supervisory Rewards



				Introduction

				Types of Supervisory Rewards

				Commitment to Mission



			Personal Rewards



				Introduction

				Types of Personal Rewards

				Commitment to Mission



			Lesson Summary



				Classic Motivation Theories

				System Rewards

				Supervisory Rewards

				Personal Rewards



			Case Study Summary

			Lesson Review Exercises



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Question 5

				Conclusion



		Power



			Introduction

			Educational Objective

			Overview

Required Reading:  Situational Leadership, Perception, and the Impact of Power; Integrating Power Bases, Readiness Level, and Leadership Style Through Situational Leadership

			Development of Power Bases



				Introduction

				Definitions

				Categories of Power



					Introduction

					Positional



						Introduction

						Legitimate

						Coercive

						Reward

						Connection

						Interim Summary



					Personal



						Introduction

						Referent

						Information

						Expert



				Student Activity



			Situational Use of Power



				Introduction

				Situational Use



					Coercive

					Connection

					Reward

					Legitimate

					Referent

					Information

					Expert



				Summary



			Effective Use of Power

			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Question 5

				Conclusion



		Developmental Cycle



			Introduction

			Educational objective

			Overview

Required Reading:  Developing Human Resources, Increasing Effectiveness, Developmental Cycle, Changing Readiness Through Behavior Modification, Constructive Discipline, The Regressive Cycle

			Leader Expectations



				Introduction

				Pygmalion Effect

				Spiral Effect



					Downward Spiral

					Upward Spiral



				Review Exercise

				Scenario Activity



			Success Approximations



				Introduction

				Show and Tell

				Delegate Responsibility

				Reward Performance



			Behavior Modification



				Introduction

				Positive Reinforcement

				Punishment



					Description

					Exercise



				Progressive Discipline



					Description

					Exercise



				Negative Reinforcement



					Description

					Exercise



				Extinction



					Description

					Exercise



				Schedules of Reinforcement



					Description

					Exercise



			Lesson Summary

			Case Study Summary

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Question 5

				Conclusion



		Performance Counseling



			Introduction

			Educational objective

			Overview

			Required Reading:  The Lost Art of Feedback

			Performance Counseling Steps



				Definition

				Steps



					Introduction

   					Set Clear Standards     

					Observe Performance

					Conduct Interview

					Follow-up



				Review Questions



			Use Standards to Improve Subordinate Performance    



				Introduction

				Types of Standards



					Tangible

					Intangible



				Establish Standards

				Clarify Standards



					Introduction

					Behavior-Window Model



			Performance Counseling Interview



				Introduction

				Leader/Follower Relationship

				Guidelines for Conducting Interview



					Introduction

					Be Specific

					Address Actions

					Set Time and Place

					Avoid Side Issues



				Strategy for Conducting Interview



					Introduction

					Supportive Feedback



						Introduction

						Definition

						Steps



					Corrective Feedback



						Introduction

						Definition

						Steps



			Effective Performance Counseling Promotes Continuous Improvement



				Introduction

				Value of Performance Counseling

				Reasons for Performance Failure

				Result of Ineffective Performance Counseling

				Effects of Good Performance Counseling



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Question 5

				Conclusion



		Communication Skills Exercise



			Title Screen

			Introduction

			Instructions

			Initial Paper Reading



				Paragraph 1



					Question 1

					Question 2

					Question 3

					Review Corrections



				Paragraph 2



					Question 4

					Question 5

					Question 6

					Question 7

					Review Corrections



				Paragraph 3



					Question 8

					Question 9

					Question 10

					Review Corrections



				Paragraph 4



					Question 11

					Question 12



				Final Paper Reading

				Conclusion/Summary



		Quality Force Management



			Introduction

			Overview

			Management Tools



				Introduction

				Judge Advocate Review

				Progressive Discipline



					Introduction

					Counseling

					Admonitions/Reprimands

					Unfavorable Information Files

					Control Rosters

					Promotions

					Demotions

					Selective Reenlistment

					Enlisted Evaluation System

					Weight Measurement Program

					Physical Fitness Program



			Discharge Process



				Introduction

				Sources of Discharge Authority



					US Code

					Air Force Regulations



				Discharge Issues



					Subject to Discharge

					Should Airman be Discharged



						Introduction

						Member’s Military Record

						Previous Enlistment Evidence

						Air Force Separation 
Policy




					Characterization of Service



						Introduction

						Current Enlistment

						Basis of Discharge

						Evidentiary Limitations

						Commander’s Discharge Process



					Probation and Rehabilitation



						Introduction

						General Information

						When P and R is Available

						When P and R is not Available



				Types of Discharges



					Introduction

					Prior Courts-Martial Convictions

					Discharge in Lieu of Courts-Martial



			Conclusion



		Wrap-up Case Study



			Introduction

			Cast of Characters

			Act 1

			Key Issues/Actions - Act 1

			Review of Act 1

			Act 2

			Key Issues/Actions - Act 2

			Review of Act 2

			Act 3

			Key Issues/Actions - Act 3

			Review of Act 3

			Act 4

			Key Issues/Actions - Act 4

			Review of Act 4



		Formative Exercise

		Bypass Exam



	ORGANIZATIONAL MANAGEMENT



		Upfront Case Study



			Introduction

			Instructions

			Act 1

			Act 2

			Act 3

			Act 4

			Conclusion



		Overview to Organizational Management



			Overview

			Educational Objective

			Synopsis

			Conclusion



		Strategic Planning (Reading)



			Title Screen

			Introduction

			Overview

			Strategic Planning Process



				Definition of Strategic Planning

				Need for Strategic Planning



			Strategic Planning Model



				Introduction

				Planning to Plan

				Conduct Values Assessment

				Analyze Mission

				Envision the Future

				Assess Capabilities

				Conduct Gap Analysis

				Develop Goals and Objectives

				Develop Plans

				Implement Plans

				Conduct Periodic Review

				Conduct Annual Review



			SNCO Roles



				Introduction

				Involvement on Functional Level

				Participate in Strategic Planning Process



			Conclusion



		Organizational Design



			Introduction

			Educational Objective

			Overview

			Required Reading:  Organizational Design

			Organizational Design Factors



				Introduction

				Definitions

				Organizational Strengths

				Organizational Weaknesses

				Linking Pin Model

				Design Factors



					Introduction

					Organizational Goals

					Organizational Environment

					Size of the Organization

					Use of Technology



				Summary



			Mechanistic Design Structure



				Introduction

				Characteristics

				Examples

				Student Activity



			Organic Design Structure



				Introduction

				Characteristics

				Examples

				Student Activity



			Diverse Design Structure



				Introduction

				Characteristics

				Examples

				Student Activity



			Matrix Structure



				Introduction

				Characteristics

				Examples

				Student Activity



			Applying Organization Design Theory



				Introduction

				Case 1

				Case 2

				Case 3

				Case 4



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Question 4

				Conclusion



		Organizational Norms



			Introduction

			Educational Objective

			Overview

			Opinionnaire

			Required Reading:  Organizational Norms

			Key Terms



				Organizational Norm

				Required Behavior

]				Emergent Behavior

				Positive Norms

				Negative Norms



			Organizational/Personal Pride Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms



			Teamwork/Communication Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms



			Leadership/Supervision Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms

				Student Activity



			Customer Relations Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms



			Performance Excellence Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms



			Profitability/Cost Effectiveness Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms



			Colleague/Associate Relations Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms

				Student Activity



			Innovativeness and Creativity Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms

				Student Activity



			Training/Development Norms



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms



			Candor and Openness



				Introduction

				Effect of Positive Norms

				Effect of Negative Norms

				Interim Summary

				Student Exercise



					Introduction

					Norm 1

					Norm 2

					Norm 3

					Norm 4

					Norm 5

					Exercise Summary



			Lesson Summary

			Case Study Tie-in

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Managing Organizational Change



			Introduction

			Educational Objective

			Overview

			Required Reading:  Managing Organizational Change

			Unfreezing for Change



				Definition of Organizational Change

				Change Existing Norms

				Facilitation Questions Set 1

				Create Felt Need

				Facilitation Questions Set 2

				Managing Resistance to Change

				Facilitation Questions Set 3

				Role of the Change Agent

				Planning for Change

				Facilitation Questions Set 4

				Using Force Field Model

				Facilitation Questions Set 5



			Implementing the Change



				Introduction

				Facilitation Questions Set 6



			Refreezing after Change



				Introduction

				Facilitation Questions Set 7



			Managing Change



				Introduction

				Example of Effective Change Management

				Facilitation Questions Set 8

				Example of Ineffective Change Management

				Student Exercise Scenario



			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Organizational Conflict



			Introduction

			Educational Objective

			Overview


Required Reading
:  Managing Intergroup Conflict, Conflict: Sources and Management Styles



			Factors to Consider



				Introduction

				Communication

				Structural

				Personal Behavior

				Conflict Situation

				Conflict Scale

				Facilitation Questions

				Use of Assertiveness

 

			Forcing



				Description

				Facilitation Questions

				Interim Summary



			Collaborating



				Description

				Facilitation Questions

				Interim Summary



			Compromising



				Description

				Facilitation Questions

				Interim Summary



			Avoiding



				Description

				Facilitation Questions

				Interim Summary



			Accommodating



				Description

				Facilitation Questions

				Interim Summary



			Conflict Management Techniques



				Description

				Facilitation Questions

				
Transition




			Scenario

			Lesson Summary

			Case Study Tie-In

			Lesson Review Exercise 



				Introduction

				Question 1

				Question 2

				Question 3

				Conclusion



		Wrap-up Case Study



			Title Screen

			Purpose

			Instructions

			List of Key Players

			Act 1

			Review Activity 1

			Act 2

			Review Activity 2

			Act 3

			Review Activity 3

			Act 4

			Review Activity 4

			Act 5

			Review Activity 5

			Conclusion



		Formative Exercise

		Bypass Exam



	COMMUNICATION SKILLS FORMATIVE EXERCISE

	END OF COURSE SURVEY






		Introduction


		Question 1



		Question 
2



		Question 
3



		Question 
4



		Question 
5



		Question 
6



		Question 
7



		Question 
8



		Question 
8



		Question 1
0



		Question 1
1



		Question 1
2



		Question 1
3



		Question 1
4



		Question 1
5



		Question 1
6



		Question 1
7



		Question 1
8



		Question 1
9



		Question 
20


		Other Comments


		Conclusion






	RESOURCES



		Profession of Arms



			Air Force Doctrine



				Basic Aerospace Doctrine of the USAF



			Changing World Events



				Global Presence



			Overview of Logistics



				Sustaining Aerospace Operations

				Equipping the Modern Air Force



			Profession of Arms Preface

			Self-Discipline:  A Matter of Necessity



				Code of Conduct



			Special Operations Forces



				Special Operations Forces



			Total Force:  Air Force Reserve



				Leaders Make Things Happen, Get Things Done

				U.S. Air Force Reserve

				How Much of the Load can the Guard & Reserve Carry

				Equipping for the Future



			Total Force:  Air National Guard



				The Air Guard Perspective



			U.S. Army



				U.S. Army Doctrine

				Challenges for the U.S. Army



			U.S. Foreign Policy

			U.S. Military Strategy



				The Strategy Process



			U.S. Marine Corps



				A 21st Century Force-in-Readiness

				The Marines Air-Ground Task Force



			U.S. Navy



				Sea Power as a Constant in National Security Strategy



			U.S. Space Operations



				Unpredictable World Makes U.S. Space Capabilities Critical

				Spacepower comes to the Squadron

				Is the U.S. Losing the Space Launch Race?

				Space Forces



		Communication Skills



			Effective Speaking



				Body Movement

				Eye Contact

				Organizational Patterns

				Use of Gestures

				Use of Voice:  Quality

				Use of Voice:  Intelligibility

				Use of Voice:  Variety

				Visual Aids



			Guidelines for Effective Editing

			Guidelines for Effective Feedback



		Leadership Management



			Quality Air Force



				The Quality Approach AFH 90-502



			Time Management



				Effective Use of Your Time



			Team Building



				Learning to Work Together

]				COG,s Ladder:  A Model of Group Development



			Basic Quality Tools



				Process Improvement Guide



			Problem/Process Analysis



				LeMay Cafeteria Exercise

				The Quality Approach



		Behavior Analysis



			Interpersonal Relations



				Johari Window



			Personal Profile System



				The Mysteries of Motivation Part 1

				The Mysteries of Motivation Part 2

				Personal Profile Instrument

				Vol III of Facilitator’s Kit

				Personal Profile System Manual



			Perspectives on Social Initiatives



				AU-2 Guidelines for Command



			Self Concept



				Personality Development



			Stress



				Toward Success Without Distress



			Substance Abuse



				Social Actions Program



			Transactional Analysis



				Transactional Analysis and Healthy Organizations

				Transactional Analysis

				Management of Organizational Behavior



			Values



				Flashpoint - When Values Collide

				What You Are Is Where You Were When



		Human Resource Development



			Contemporary Motivation



				Motivation-Hygiene Theory

				Motivational Research

				Theory X and Theory Y

				What Do Workers Want From Their Jobs



			Performance Counseling



				The Lost Art of Feedback



			Power



				Situational Leadership Perception and the Impact of Power



			Quality Force Management



				Guide to the DOD Policy on Homosexual Conduct

				Unfavorable Information File (UIF) Program



			Situational Leadership



				Trait Approach to Leadership

				The Tri-Dimensional Leader

				Situational Leadership and Application

				Changing Leadership Style Appropriately

				Management of Organizational Behavior



			The Developmental Cycle



				Developing Human Resources



		Organizational Management



			Organizational Design

			Organizational Norms

			Managing Organizational Change

			Managing Organizational Conflict



				Managing Intergroup Conflict

				Conflict:  Sources and Management Styles



			Strategic Planning Process







STUDENT TOOLS



	HELP



		Sign-On and Registration

		Data Disk

		Navigation Tools

		Menus

		Glossary

		Searching

		Student Notes

		Escape Key

		Cursors

		Testing

		About Course 5



	GLOSSARY

	NAV SEARCH

	NOTEBOOK

	BOOKMARK



[End of File]





�PAGE  �






�PAGE  �
3
�













