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! • G e n e r a l .

This Bulletin Is tote teed primarily as a guide for CAP instructors 7»ith
litt le or no professional teacher training or experience. It is by no means an
e:±£U8ti7e or all-inclusive treatment of teaching methods. The suggestions have
been culled from study and practice with an eye to describing and emphasizing a fevi,
and only a few ideas which are peculiarly applicable and helpful to the CAP instruc
t o r . T h e m e t h o d i n t h e p r e p a r a t i o n o f t h e B u l l e t i n , t h e n , i n v o l v e s s e l e c t i o n f o r
the practical value of the suggestions to CAP. If the methods are thoroughly under
stood and if sincere effort is made to follow them, a steady iraprovement in results
in Ins t j ruc t ion may be expec ted . Exper ience in AAP t ra in ing has p roved the va lue
of two basic tenets in teaching, via,, care in the organization of the lesson and
planned activity for the learner. Here statement of these principles here conveys
little meaning, but it is the object of this Bulletin to elaborate and implement
these vital considerations with practical suggestions.

2 . T h e R o l e o f A t t e n t i o n a n d M o t i v a t i o n i n T e a c h i n g ,

a. Anyone with experience in speaking or teaching fully appreciates the
necessity of securing close attention from his audience. No learning takes place
unless the mind of the student is centered upon the information to be absorbed or
the problem to be solved. The effective Instructor has a deep appreciation for the
importance of attention in learning, an understanding of how to obtain it, and skill
in fix ing a t tent ion and re ta in ing in terest . To i l lus t ra te the fleet ing character o f
visual attention, let us perform a simple experiment. First, draw a cube in perspec
tive. Try to fix your attention on the init ial shape of the cube as it first appears
to you. Almost immediately it will change its shape. If you timed this exjjeriment,
you would discover that the change in the shape of the object occurred within a few
seconds. This simple i l lustration serves only to show the inabil i ty of an individual
to fix visual attention upon a static object for more than a few seconds, i^stained
attention given to an auditory stimulus is almost as difficult. Speakers with ex
perience and skill never expect an audience to listen to straight exposition presented
in an unvaried manner for more than a few minutes. Understanding and appreciation
of the problems of holding attention, of centering the mind and the senses upon what
is to be taught and learned must precede planning and presenting the lesson. At the
same time it must be understood that it is this mobility of mind and senses which
makes learning possible. Instruction becomes an art when the teacher so plana and
presents the lesson that the energies of the student are directed progressively into
the organized channels which lead to desirable goals. If the suggestions outlined
in the section of this Bulletin on teaching techniques are followed, much of the battle
for securing attention and retaining interest will have been won.

b. All human beings possess certain more or less coirjrion drives, wants, de
sires, hungers which seem almost instirctive in origin but social in their expressed
goals. These "wants", as we shall refer to them here for the sake of convenience,
change as the individual grows frorr childhood into youth, from youth into maturity,
and so on through life. Nor are they necessarily the same "wants" at all times and
places for any one age bracket. The instructor, however, should have awareness of the
80 called "wants" of his students and plan his instruction with them in mind, What are
some of the "wants" which seem ccmmon to girls and boys in the age bracket of CAP
cadets? Most of them want desperately to be considered as adults, and they there
fore want to do the things adults are able to acccsnplish. They want to learn to fly,
or to be a control tower operator, or to play some other part in aviation. But their
appreciation of what is involved in learning these things is often hazy and incomplete.In the knotty problems which have to be solved in navigation and weather, for instance,
the instructor must constantly keep before them the goal to be achieved, 1. e., safe
cross-coxmtry flying. The instructor must always be prepared to show his cadets in
an unmistakable way that if they learn a given set of facts or procedures or learn to
solve this problem, their new information brings them one perceptible step closer to

eecokds management division
CAP-USAF



Tug Bui Ko. k 18 Oct LA .

the tlToe when they may pilot a plane. People in the age bracket of cadets hunger
for attention and recognition. This "fiant" may be recognized by an instructor in a
number of T?ays, He may find It irritating, and squelch it as an undesirable trait
in the youthj if he so treats a normal characteristic of human behavior, he has miss
ed a bet, Eqxzally or even more unirjtelligent is the instructor who provides melo
dramatic stories of "hot pilots" who flaunt accepted procedures, who disregard and
scoff at careful preparations for a flight, and who make dare-deviltry admirable.
The cadet^s imagination is easily stirred} the "hot pilot" becoiries the exemplary
pilot} his admiration extends to a desire to laitate, to achieve the same acclaim,
TOiat is more, if the rules and "book learning" can be disregarded 1ji practice, why
learn it at all, since it does require effort and time? Unwittingly the instructor
has exploited the cadet by the type of instructional materials which are used. But
the instructor who satisfies the cadet that his place in aviation has greater assurance
if he learns carefully the rudiments through ground study, that greater prestige,
rewards, and distljiction come from competence through knowledpe, has directed Intel] igeatly the cadet's desire for recognition# If the instructor is thoughtful, he
will commend each cadet for meticulous and accxu:ate class work, thereby providing
immediate satisfactions and giving distinction to the learner. It is not feasible
here to provide a lengthy treatment of "wants" and motivation, but the matter requires
thoughtful consideration on the part of every instructor who hopes for results from
his work. An illustration, an example, a word of encouragement, a reference to tangiW
and concrete results which may be expected from work satisfactorily accomplished may
make the difference between proper application of energy or its misapplication, be
tween discouragement and an eagerness which produces sustained effort. The following
treatment of teaching techniques Is related to motivation, as well as to problems
of securing attention and establishing interest in class work,

3 » Te a c h i n g Te c h n i o u e a .

Organigation of Materials into a Lesson Flan. Much teaching fails be
cause it is not properly organized into a definite, unified body of ijiformation and
activities, Aljnost invariably skillful teachers prepare a detailed chart of the work
to be accomplished in s lesson and the ways in which it will be accomplished. Such
a chart is here referred to as a lesson plan, ••hen an irstinictor has decided on how
much he wishes the cadets to learn in an hour, the literature and training aids which
will be required to achieve the expected results, and the most efficient methods for
stimulating learning and memory, he is ready to prepare his lesson plan. If he hasdetermined these things, why work out a formal chart in writing? It has value. By
putting his plan on paper he helps fix it in mind, is able to review the decisionshe has made, is able to worV out the details of the lesson with care and exactitude,
and has provided himself with a reference guide while the lesson is in progress.
Moreover, if he retains and files his lesson plans, he has provided himself with a
ready set of reference material for the futxire presentation of his course, and these
references will be exceedingly valuable if he notes the results of his experience in
using the plan and makes whatever revisions may be required.

b . T h e P a r t s o f a l e s s o n P l a n .

Objectives. The first section of the lesson should contain explicitstatements of what the cadets are to learn in this hour. While these statements re
flect what is to be taught, they should be expressed in terms of what is to be learned
by the cadets. The latter mode of expression fixes the attention upon the learner,not upon the teacher. It helps to keep the teacher ever mindful of the proposed out
comes of the lesson. In writing down his objectives the instructor will do well to
observe the foUowingi

E X A M P I S

I. OBJECTIVES, At the conclusion of thia lesson, the
c a d e t s s h o u l d :

A« Understand the value of check points in navigation
by pilotage.

2
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B . K n o w t h e c h a r a c t e r i s t i c s o f r e l i a b l e c h e c k p o i n t s .
C« Be able to select reliable check points from the

s t u d y o f a c h a r t .

(2) Instruct ional Aids. The lesson plan should l is t the instruct ional
aide which are to be used in the lesson. These instructional aids include refer
ence materials which are used in preparing the lesson, the oaterial which will be
introduced into the lesson, and the training aids to be used in the lesson. A list
ing of these instructional aids in the lesson plan provides a check list of the materials
the instructor will need for his presentation of the lesson, and it serves as a refer
ence source for a later date when he may again present the lesson,

E X A r. t P I £

I I . I N S T R U C T I O N A L A I D S ,

A. TM 1-205, AIR NAVIGATION, pp. 2-28.
B. CABul 24, Practical Air Navigation.
C . S e c t i o n a l A e r o n a u t i c a l C h a r t s .
D . P l o t t e r s , r u l e r s , p e n c i l s .

E t c .

(3) Introduction. The introductory section of the lesson plan should
out l ine br iefly the in i t ia l ac t iv i ty to take p lace in the lesson. I t w i l l cons is t
usually of the ideas to be used by the instructor at the beginning of his presenta
tion. If the lesson is the first in the cotirse, the introduction should explain the
ob.lect of the course, its length, the type of materials which will be studied and
learned, and the value of the coxirse in helping the cadets on their way to becoming
flyers. If the course is properly introduced along these lines, an excellent op
por tun i ty i s a f fo rded fo r mot iva t ion . I f c la r i ty, defin i teness , and human in teres t
prevail in the initial presentation of a subject, a positive frame of mind toward the
course on the part of each cadet may be expected. The introductory section of a
specific lesson series a somewhat kindred, p'irpose, but one which is more limited in
scope. Ordinarily the introduction is used for two ptu-poseg, to review briefly by
summary or questions the vrork of the previous lesson in this subject, and to make
clear what is to be accomplished in the lesson now in progress. Inasmuch as several
days intervene between CAP classes, this step in each lesson is an imperative. It
is wise, almost invariably, to begin the lesson by asking a few well phrased questions
on the previous lesson. Direct these (Questions to the average members of the class.
Their rBspons^rs r^ill provide a key as to how much reviewing is necessary before pro
ceeding with the new material. Unless the stx^dent is prepared for the next step in
learning, he drops out both in a mental and spiritual sense. Finally, the instructor
ahovila tell the class exactly what he expects them to know at the end of this lesson.
This step is the one v.hich makes known to the class exactly what are the objectives
of the lesson. This can be done in a variety of ways. If the objectives are few in
number and easily held in mind, the instructor may merely state then orally. He may
desire to impress them upon the mind of the cadet by illustrations which highlight the
impor tance o f the mater ia ls to be learned . He may pu t them on the b lackboard . Many
methods can be used in getting across to the class exactly what they will be expected
t o V n o w a t t h e e n d o f t h e l e s s o n .

E X A M P L E

I I I . B T R Q D U C T I O N .

A, A shor t rev iew by spot quest ions on the use of maps
a n d c h a r t s i n n a v i g a t i o n .

B, Review of map and char t symbols by actua l re ference
to t hose symbo l s on ava i l ab le cha r t s .

C , I n t r o d u c t i o n t o t h e s u b j e c t o f c h e c k p o i n t s .
1. Defini t ion of check points.
2. Point out several usable check points by

r e f e r e n c e t o c h a r t s .
3 # C i t e a c t u a l i l l u s t r a t i o n s a n d s t o r i e s t o d e m o n s t r a t e

the use wh ich is made o f check po in ts in p i lo tage.
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(^) I^33on Procedure. This division of the lesson plan should contain
a brief outline of the material to be learned, the teaching methods to be used in
presenting it, and the apiToximate .ime which is to be allotted to each section ofthe lesson. Every lesson should be divided into steps. Some goal -shoiild be reached
with each step. The attention of the class will waver unless there is a definite
feeling of progress and accomplishment froi? time to time in the lesson. Nothing pro
vides as strong a motivation to learn r.ore about a subject as does a recognition of
having learned some new thing, that one is now qualified to cove on to something new,that he is "getting somewhere". Within a lesson then, it is necessary to have stages
with each stage having its own goal, and the totality of these intermediate goals
should represent an achievement of the objectives outlined at the outset by the in
structor* That part of the lesson plan here referred to as "Lesson Procedure" is
to be organized into what we choose to call steps or stages. Each step or stage in
the lesson plan brings together what is to be taught and how it is to be taught.
The subject matter notes or "what is to be taught", should consist of one or more
key points in a lesson. Usually there will be several. A key point is a statement
which expresses the central meaning of an idea, or it may serve as an introduction
to a set of facts or principles to be learned. It is a sort of topic sentence aroujvi
which related material clusters. The key point, then, and the sub-points of subject
matters which are arranged under it constitute an outline of the information and
skills to be taught. In conjunction with this subject matter outline, it is help
ful to outline the way or ways in which this subject is to be taught. The mechanics
for arranging these two bodies of different yet related types of material on a
page is not a vital matter, but the following example is one workable system. It
is advisable to estimate the time you expect to spend in teaching the unit and to
write the estimate In the margin.

e x a m p l e

I V. I £ S S O N H i O C E E U R E .

(Key Point) A. Navigation by pilotage is performed by visual reference
t o e r o i m d ,

1 . S u b j e c t M a t t e r N o t e s ,

a. Determination of rel iable check points is
essential to navigation by pilotage.

b. In addit ion to providing reference points
by which the pilot can locate himself, check
p o i n t s a l s o h e l p t o :

5 M i n u t e s ( l ) E s t i m a t e t i m e .
(2) Est imate distance.

E t c ,

2, Method of Presenting Key Point and Subject Matter.

a. Exposition of material contained in Key Point.
b. Narrative accounts of experiences of various

pilots to i l lustrate the value of proper careboth in selecting and using check points,

(Key Point) B. Check points may be selected on the basis of practical
tests by which they may be judged.

1. Subject matter notes,

a. Is the object unique in the area in which
i t is located, i .e. , can i t be dist inguished

1 2 M i n u t e s . f r o m s u r r o x m d i n g o b j e c t s o r t e r r a i n ?
b. Is the object of sufficient size that it may

be seen from the altitude at which you *111
fl y ?

E t c .
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2 . Me thod o f p resen t i ng Key Po in t and Sub jec t ba t t e r *

a . H a v e c a d e t s d r a w a c o u r s e l i n e f r o m t o
and pe rm i t t hem to se lec t r e l i ab le checV po in t s
a t a p p r o p r i a t e i n t e r v a l s ,

b* When each has se lec ted h is check po in ts^ d is
cuss the mer i ts o f the check po in ts chosen.
Th is pa r t o f t he l esson shou ld be i n the na tu re
o f o r g a n i z e d d i s c u s s i o n w i t h o p p o r t u n i t y f o r
e a c h c a d e t t o m a k e a c a s e f o r h i s s e l e c t i o n .

( K e y P o i n t ) C . E t c .

(5) Testing. Each lesson should provide an opportiinity for both the
ins t r uc to r and t he cade t t o gauge t he success o f l ea rn i ng . Th i s i s bes t accomp l i shed
b y a n y o n e o r a l l o f t h r e e m e t h o d s . I n e v e r y l e s s o n t h e i n s t r u c t o r s h o u l d a s k s p o t
q u e s t i o n s t o r e v i e w m a t e r i a l s a r t d t o d e t e r m i n e w h e t h e r t h e c a d e t " g o t " i t . T h i s
c a n b e d o n e b y p r o v i d i n g a d e fi n i t e s p o t i n t h e l e s s o n f o r t h i s a c t i v i t y, a t t h e
beginning when the previous lesson is reviewed^ at the end of a unit within a lesson,
or at the end of the lesson. In addition^ however^ spot questions should be sprinkled
throughout the lesson. A second way of testing learning Is to assign a problem, as
was done in the example of the step called "Lesson Procedure", where students were
r e s p o n s i b l e f o r s e l e c t i n g c h e c k p o i n t s . A t h i r d w a y i s t o g i v e s h o r t w r i t t e n t e s t s
of the short answer variety. If the results of these several methods of testing are
p o o r, t h e i n s t r u c t o r w i l l d o w e l l t o e x a m i n e c r i t i c a l l y t h e m e t h o d s h e e m p l o y s I n •
teaching the class and/or his methods of testing. It also is good motivation to post
I21 some conspicuous spot the records of those who make high grades.

(6) Conclusion and Aaaignmant. Bach lesson plan should make provision
fo r a sec t i on wh i ch l i s t s t he suosna r l z i ng s t a temen ts and ac t i v i t i e s t o be used I n
rounding out the work of the period. This section should also Include an explicit
statement of any reading or problem assignment which the instructor may make, and
of how the fulfillment of the assignment by the cadet will contribute to the letter's
p r o g r e s s .

(7) Summary of Headings To Be Used In lesson Plan Outline.

I . O B J E C T I V E S .

I I . I N S T R U C T I O N A L A I D S .

I I I . I N T R O D U C T I O N .

IV. I £SSON PROCEDURE.

A. (Key Point)
1. Subject Matter Notes

a .

b .
2. Method of Presenting Key Point and Subject Matter

B. (Key Point)
E t c .

V. T E S T I N G O F l E S S O N .

VI . CONCLUSION AND ASSIGNMENT.

c. Cadet Activity in the Learning Process. In planning a lesson, the instruc
tor should remember that learning is an active process. The mind of the cadet Is not a
sponge which soaks up whatever information the instructor may choose to present.

5
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The cadet learns beet by doing, by performing, by solving problems* Sc»ne lessons
m a y r e q u i r e a c o n s i d e r a b l e a m o u n t o f l e c t u r i n g b y t h e i n e t n i c t o r, b u t t h e s t r a i g h t
lecture method should be employed as little as possible» Some student discussion
m a y b e i n t r o d u c e d i n t o a l m o s t a n y l e c t x u - e p e r i o d . I n g e n e r a l i t i s u i s e f o r t h e
Ins t ruc to r to re -examine every lesson in wh ich he expec ts to use the lec tu re method
for the possibil ity of varying it ¥jlth some laboratory or problem solving activity.
Va r i e t y o f p r o c e d u r e i s m o s t d e s i r a b l e , a n d t h i s v a r i e t y s h o u l d a p p l y t o a l l p h a s e s
o f c a d e t a c t i v i t y i n l e a r n i n g .

d * Ho i? to Use the l esson P lan» The l esson p lan i s essen t i a l l y a p repa ra t i on
d e v i c e . O n c e c o m p l e t e d , c r i t i c a l l y r e v i e w e d , a a i fi x e d I n m i n d b y s u f fi c i e n t r e -
r e a d i n g s , i t h a s s e r v e d I t s r e a l p u r p o s e . N o i n s t r u c t o r s h o u l d a t t e m p t t o f o l l o w
it slavishly in the classroom. A class session is too much of an ever changing scene
to put it in a straight-jacket. The Instructor must be prepared to adapt to the pace
and mood of the class. He must be prepared to make changes in previously made plans*
If this is true, then Tihat is the purpose of the lesson plan? Its uaiji purpose ie
to provide a chart, a framework for the ideas which must be learned* Moreover, it
compels the instructor to think through the actual methods by which the subject is
to be t augh t , end i t he l ps h im to a r r i ve a t me thods app rop r i a te t o t he ma te r i a l .
Finally, if the lesson plan is taken Into the classroom to be used by the Instructor
as a reminder, it is advised that he avoid pouring over It point by point during the
c l a s s h o u r .

e. Oral Presentation of the Lesson. The voice, manner, enthusiasm, and
a t t i t u d e o f t h e i n s t r u c t o r a f f e c t t h e i n t e r e s t o f t h e c a d e t t o w a r d h i s w o r k , A
d u l l , fl a t , m o n o t o n o u s v o i c e a n d a n u n e n t h u s l a s t l c m a n n e r w i l l k i l l i n t e r e s t . I f
an instructor prepares well for each lesson, cultivates a taste for teaching, and makes
a deliberate effort to "pep-up" his presentation, if he does these things there is
small chance that the lesson will be dull. Let the instructor pit some energy into
his teaching. Two hours spent in successful teaching should require a force and
vigor which leaves the Instructor exhausted. One other thing. Load each lesson
with examples. I l lustrations, and pertinent stories which i l luminate the subject.
The key to good presentation is liveliness in manner and liveliness In material* In
vite into your classroom people in whom you have confidence, and urge them to give
frank criticisms and suggestions*

A * G e n e r a l C o m m e n t s U T X ) n t h e C o n d u c t o f a C l a s s P e r i o d .

a. Re who is concerned about discipline will do well to keep in mind while
preparing and presenting his lessons that stxaient discipline is obtained through
interest in the subject. If the cadet achieves a sense of accomplishment, he will
demonstrate neither restlessness or objectionable behavior. If, on the other hand,
the lesson is unorganized, fumbled, and appears purposeless and futile, trouble can
be expected. In the rare instances of cadets who fall to bring to class a normal
curiosity and desire to learn, military classroom discipline and punishment may be
I n v o k e d a s t h e l a s t r e s o r t ,

b. Str ict attent ion should be paid to vent i lat ion, heat ing, and l ight, not
only In the interest of the cadet's health, l«it also for the influence of these
matters upon learning.

c. Obsez^e strictly the time schedule and time limits for each class.
Failure to begin on time makes for disrespect and laxness. Failure to end on tine
makes cadets restless and indignant. Begin on the hour and finish on the minu.te,

d » F i n a l l y, i n s t r u c t o r s s h o u l d m a i n t a i n a c a r e f u l r e c o r d o f a t t e n d a n c e a n d
grades. Good students take pride in regularity of attendance and In work accomplished.
The latter should be reported to them periodically.

BY ORDER OF THE ACTING NATIONAL COMf,iANDER

5 cys each toi ETTC, TTTTC,
CPTC EFTC, ?fFTC.

14 cys to AFTRC'


