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Chapter 1:
 
How to use this package.

Please review all of the chapters before presenting the lesson.

A. What is provided in this package?

· The first four chapters contain information on how to use the lesson training guide.

· Chapter 5 contains the actual lesson training guide complete with a picture of each slide that accompanies the training text.

· Chapter 6 contains transparencies of the presentation material, followed by handouts and exercises that you may want to use in Chapter 7.

· Chapter 8 contains references and sources of information that were used in the development of this material, as well places where you may find useful information related to the topic.

· Chapter 9 is your CD-ROM copy of all of the material in this package.
· Chapter 10 contains additional materials including a form for instructors to evaluate this package. It is also a place for you to put additional materials you wish to add to the package.
B. Necessary preparation

In using the Semper Fit Lesson Guides there is a minimum amount of preparation that you are expected to do before conducting a training course. You should NOT pull out a presentation and try to “wing it” in front of your audience. The following are the minimal steps that will be most beneficial to your audience in conducting a successful training session:

1. Who is your audience and what are its needs?

(Timeline: 2 weeks prior to presenting)

Find out about the population that you will be presenting to. This is particularly important for deciding which modules of the lesson plan you want to include. At a minimum this will mean asking questions about which issues are most important to the group that you will address. For example, if you will be addressing units that are preparing for an exercise, this will impact the areas you choose to emphasize.

Another factor to consider is whether your audience has volunteered for this training or if it is command directed. This will play a crucial part in the motivation of the students and their willingness to participate. If the training is command directed, it is particularly important to be prepared to engage students who are not necessarily enthusiastic about being there. 

2.  How much time do you have?

(Timeline: 2 weeks prior to presenting)

Find out what constraints you have on your training time. This will help you to determine your areas of emphasis and how interactive the training will be.

3. How large is your audience?

(Timeline: 2 weeks prior to presenting)

The same presentation, using the same topic sections of the lesson plan, will be very different depending upon whether you are presenting to a group of 25 or a group of 250.

4. Identify your technology needs and availability

(Timeline: 1 week prior to presenting)

This package includes a CD-ROM version of the presentation material, as well as overhead transparencies. You will need to be familiar with the operation of both, and know which you will be using during your scheduled training. It is a good idea to have a backup copy of the CD-ROM, just in case it is damaged during use. It is also wise to bring both the CD-ROM and transparencies to the presentation site just in case you are forced to use an alternative format for your presentation.

5. Review materials

(Timeline: 1-2 weeks prior to presenting)

Review the material thoroughly. A thorough review will include:

· Reading through this package,

· Reviewing and understanding the lesson guide,

· Reviewing the slides,

· Looking at the material multiple times and becoming comfortable with it,

· Reading through some of the references and visiting web pages listed as sources if there are areas where you feel you could benefit from more information.

· Speaking with available experts for clarification and additional information is also recommended when possible.

6. Prepare your presentation materials

(Timeline: 1 week prior to presenting)

Preparation includes gathering all of the materials that you will need or may need for your presentation. It includes but is not limited to:

· Making sure your equipment and the on-site equipment is functional,

· Making sure you have a working undamaged copy of the CD-ROM and transparencies,

· Making sure that your lesson notes are in order,

· Making sure that you have clean and complete copies of any handouts that you will be using,

· Making sure that you have checked all of your materials for errors and have made any necessary changes. 

7. Practice

(Timeline: Beginning 1 week prior to presenting)

 Practicing means going over the presentation, as well as thinking about questions you might be asked and talking through your response. It is a way to make sure you are comfortable with the material and to point out where you need work before the actual training presentation. If you find areas where you need work, go over those areas again and continue to practice until they feel smooth.

In addition to actual practice, you may use visualization. In your mind’s eye, imagine giving the presentation, step-by-step, and anticipate any potential problems. Visualization is not a substitute for actual practice. 

Practice also gives you an indication of your timing for the presentation, since each speaker will have a slightly different time based upon his or her speaking style. Practice will give you a chance to work on keeping your presentation within the allotted time.

C. What is this package designed to do?

The purpose of this package is to provide Marines with an understanding of the incompatibility of drug usage and drug tolerance with Marine Corps values. It provides basic information about specific drugs, but has as its underlying theme a focus on the responsibility of any Marine to seek guidance via sources within the chain of command if they suspect that drug use may be occurring. 

This training package is not designed to replace the DDRC or any of the organizations whose primary function is to deal with substance abuse, nor is it an attempt to turn Marines into police who are searching out drug use in their units. The primary goal of this training material is to serve as a deterrent and to provide information that will be useful to Marines by making them aware of the dangers of drug use. The primary method of instruction is lecture with discussion and question/answer to be integrated throughout. It is also designed to give Marines the feeling that their Semper Fit office is a source that is open to them to provide assistance or guide them to further resources as needed.
Chapter 2: 
Background on the topic

Recent scientific advances have revolutionized our understanding of drug abuse and addiction. Such advances have drastically changed our societal views of drug abuse and addiction.  Available research demonstrates that aggressively comprehensive prevention programs are vital necessities for the success of any workforce today.  Such research demonstrates prevention programs which include: 1) education for workers and training for supervisors; 2) equitable, reliable drug testing; and 3) access to assistance and treatment services can successfully reduce and eliminate workforce substance abuse and improve health, safety, and worksite productivity. Training efforts such as this serve the purpose of providing prevention education and support current efforts toward a drug free Marine Corps. 

Chapter 3: 
Why is this issue important to the Marine Corps?

A. Unit readiness

Unit readiness is the vital factor which determines whether or not the Marine Corps will continue to be effective in accomplishing it's mission during peace time or war.  If individual members of a unit are compromised due to drug use or involvement, it affects the ability of the entire unit to fulfill its mission. Drug use presents safety issues, security issues and cohesiveness issues in addition to the individual health issues that also impact the unit. If a single member of a unit is involved with drugs it has the potential to compromise the ability of the entire unit regardless of the type of unit or its mission.

B. Individual Marine 

The readiness of the individual Marine is the single most significant factor, in determining overall unit readiness.  Each Marine is therefore, individually tasked with upholding the historically excellent traditions of the Marine Corps.  Specific emphasis is placed on the Marine Corps values of Honor, Courage and Commitment.  Entering into the new millennium, the United States of America will be increasingly more dependant upon the Marine Corps to continued its proud traditions of innovation in meeting the challenges of providing services as this country's "Force in Readiness."  Being drug free enables the individual Marine to meet challenges necessary for maintaining unit readiness. Because maintaining a drug free Marine Corps is essential to mission accomplishment the United States Marine Corps cannot tolerate the possession, use or distribution of illegal drugs. Marines must understand that there are no safe drugs and that even those who are not using the drugs themselves, but are involved with their use are harming themselves and the Marine Corps. Every effort must therefore be made by each individual Marine to prevent and eliminate the use of illegal drugs in the Marine Corps.
Chapter 4: 
Teaching Tips 

A.  Getting your point across

If your audience misses your point you have failed to teach them anything!

In teaching this lesson plan you must work toward reducing or eliminating any barriers to reaching your audience. There will always be some things that are beyond your control, but as much as possible, make each individual in your audience feel that you are speaking directly to him or her. You will be presenting quite a bit of material to a wide variety of audience members. If you keep them interested they will be more likely to listen to what you have to say. Adult learners do not want to be lectured at. They want to be involved in their training. The material from the lessons will more likely be retained if the learning process is interactive. Remember to speak to your audience in a relaxed and honest manner, asking for volunteers and input wherever possible. 

The following presentation tips are provided to help you make the most of your training session. While they may be very different from what you have learned in the Marine Corps about how to give a presentation, they have proven quite successful in teaching the type of material that you are about to present. Please take the time to read through this chapter and to familiarize yourself with these tips before proceeding to the lesson plan. Also, if you are not comfortable with the material you are planning to cover, please go to the reference and additional source chapters to find more information on these areas. While presentation is important, it must be emphasized that knowing your material is the key component. You need to have a thorough understanding of the material and be comfortable presenting it to the Marines in your training session. This is the only way that you will get your point across and fulfill your objectives.

B.    What works and what doesn’t

Teaching Marines will be easier with an understanding of some of the dynamics that occur during their learning process. The following characteristics about Marine learners provide insight toward that goal:

1. Marines want to enjoy the learning process. They want to have fun. The enjoyable aspects of education or training help focus their attention on the moment and free them from distracting preoccupations.

2. Marines want their previous education and experience acknowledged and celebrated. They have experience, wisdom, and insights they want to share. They should be given ample opportunity to do so. The class will be richer for it, and learner satisfaction will be enhanced.

3. Marines want to see how the principles discussed in the class apply to their everyday lives. Coming from a structured workplace, they have scant patience for hypothetical information. In short, their training education must be practical. They want answers to questions such as: “How can I use this information once I leave here?” or “How is this going to work for me?”.

4. In new learning situations or with sensitive topics, Marines may be cautious in committing themselves either by verbally expressing their ideas or by volunteering.

5. Once committed to the task, Marines are more persistent in pursuing and reaching their educational objectives. They don’t waste their time. They recognize and appreciate the value of goal-oriented education.

6. Marines may be more preoccupied than traditional students because of the more complex circumstances of their lives: the pursuit of their military career, the pressures of military, family, and financial matters. If they feel the information is relevant to their goals they will better focus on what they are there to learn

It is important in this context to remember never to underestimate the intelligence of your audience and never to overestimate your audience’s need for information.

C.
Tips for presenters

1. There is no substitute for preparation.

2. You are the primary visual aid.

3. Be aware of the volume of your voice and your speed of delivery.

4. You are there for the benefit of your audience. YOUR ATTENTION MUST BE RIVETED ON THEM, not on yourself.

5. Relax. It’s OK to breathe. It’s OK to move. It’s OK to look at the audience.

6. Follow the mood of your audience. Listen to and watch them, then respond accordingly.

7. Be honest and open. You are not there to show off: you are there to share with them the best of yourself and of your expertise.

8. Be fearless. Put aside all self-conscious thoughts. You are the expert. There is nothing that can intimidate you.

9. Always keep in mind the three words that public speakers live by: Practice! Practice! Practice! Visualize yourself being successful ahead of time.

10. DO NOT READ FROM THE LESSON TRAINING GUIDE!

11.  Carefully review the narrative and the visuals before each presentation.

12. Never distribute handouts without reading them first.

13. Use a clear and pleasant tone.

14. Get excited about your topic; show enthusiasm.

15. Focus your eye contact on individual participants.

16. Avoid nonverbal bodily actions that will distract your audience.

17. Be yourself.

D.
Questioning Techniques

Providing the opportunity for questions and asking questions properly increases audience participation, stimulates thinking, reinforces key learning points, and assesses understanding.  Give your participants plenty of opportunities to ask questions and ask them yourself throughout your presentation.   An effective question contains the following elements:

· Possesses one or more specific purposes

· Is phrased so all trainees understand the meaning of the question.

· Addresses only one idea or main point.

· Is open-ended.  It cannot be answered with a simple yes or no (closed question).

· Generates thought and is challenging.

· Covers the teaching point relevant to the lesson material.

Questions can also stimulate thought at different cognitive levels of learning.  Lower cognitive questions are those which ask the student to merely recall verbatim information previously taught while higher cognitive questions ask the student to mentally manipulate bits of information previously learned to form new answers with reasoned evidence.  The higher the level, the more thought provoking the question becomes.  Regardless of the level of questioning, keep these basic guidelines in mind:

· After asking a question, pause to allow participants time to think (wait time).  As a general rule, wait at least three seconds for a response.  If you do not receive a response, ask another simpler question or give an example.

· Ensure all trainees have heard the question and comprehend the correct answer.

· Regardless of the correctness of the response, feedback should be immediate and provide useful information.  Be careful not to demotivate trainees or make them feel inadequate by embarrassing or ridiculing them if they do not answer correctly. 

· If you decide to call on a participant, first ask the question, pause, then call on him or her.  

· Move around the room in a way that promotes discussion.  By moving away from the person who is speaking, you draw others into the discussion.  

· Use probing questions to stimulate thought and redirect questions to enable more trainees to participate.

· If you do not know an answer, be honest and tell your training participants you will research it and get back to them.     

Finally, planning what questions to ask and when to ask them is critical to the effectiveness of your presentation.  Your lesson guide provides some questions for you at key points.  Nevertheless, do not limit yourself and take advantage of those opportunities that invite further questioning and discussion of the topic. 

Chapter 8:
 References and sources
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