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Seminar Advisor Guide
This Guide for AU Seminars is dedicated to General Jerome F. O'Malley, first person to fly an
operational mission in the SR-71 Blackbird and pioneer in supersonic aerial reconnaissance.

BIOGRAPHY
General Jerome F. O'Malley
General, United States Air Force

General Jerome F. O'Malley served as Vice Chief of Staff, U.S. Air Force from
1982 to 1983; Commander in Chief, Pacific Air Forces from 1983 to 1984; and
Commander, Tactical Air Command from 1984 to 1985. He died in a T-39
Sabreliner airplane crash in Scranton, PA while still in office on 20 April 1985.
General Jerome F. O'Malley was the commander of Tactical Air Command
when he died, with headquarters at Langley Air Force Base, Va. His command comprised more than
113,000 military and civilian personnel, stationed at 18 major Tactical Air Command installations and other
units in the United States, Panama, Okinawa and Iceland. Tactical Air Command is the gaining
organization for 64,000 Air National Guard and Air Force Reserve personnel throughout the United States.
General O'Malley was born in Carbondale, Pa., and graduated from St. Rose Parochial School in 1949.
He graduated from the U.S. Military Academy, West Point, N.Y., in 1953 with a Bachelor of Science
degree in military science and a commission as a second lieutenant in the U.S. Air Force. He completed
the Air Command and Staff College at Maxwell Air Force Base, Ala., and concurrently earned a master's
degree in business administration from The George Washington University, Washington, D.C., in 1965,
and graduated from the Naval War College, Newport, R.I., in 1970.
After receiving his pilot wings in August 1954 at Bryan Air Force Base, Texas, he received jet training in F86 Sabrejets at Perrin Air Force Base, Texas. In February 1958, he was then assigned as a B-47 pilot with
the 529th Bombardment Squadron at Plattsburgh Air Force Base, N.Y. In the early 1960s, he served as
an aide to General Hunter Harris, who was 8th Air Force commander at Westover Air Force Base, Mass.,
and then vice commander in chief, Strategic Air Command, Offutt Air Force Base, Neb.
Following graduation with distinction from the Air Command and Staff College in June 1965, O'Malley
served as a pilot with the 9th Strategic Reconnaissance Wing, Beale Air Force Base, Calif. While there he
flew the first operational mission of the SR-71, the free world's most advanced strategic reconnaissance
aircraft. In July 1969 he entered the Naval War College.
From July 1970 to April 1971, he was director of operations for the 67th Tactical Reconnaissance Wing,
Mountain Home Air Force Base, Idaho, and flew RF-4Cs. He then left for Southeast Asia and commanded
the 460th Tactical Reconnaissance Wing at Tan Son Nhut Air Base, Republic of Vietnam. He flew 116
combat missions in F-4D's and RF-4Cs.
He commanded the 9th Strategic Reconnaissance Wing at Beale Air Force Base from May 1972 to May
1973. He was then named commander of the 22nd Bombardment Wing, March Air Force Base, Calif., and
later served as chief of staff for 15th Air Force, also located at March Air Force Base.
General O'Malley was a command pilot with more than 5,000 flying hours and earned the Distinguished
Service Medal with oak leaf cluster among many other distinguished awards.

(Photo and biography information provided courtesy of the United States Air Force)
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Introduction
Civil Air Patrol (CAP) professional development courses use various teaching and
learning techniques: individual study, research, and writing; lectures delivered to the
entire student body in each school; and seminars made up of small groups varying
from 8 to 14 in number.
The seminar is one of the primary teaching and learning devices used by CAP.
Because of this fact it is important that the results of seminar activities be
commensurate with time spent in this method of learning.
The function of the seminar in CAP is twofold:
1. To create an environment to facilitate learning and to improve thinking and
problem solving.
2. To enable persons with extensive and varying backgrounds and experience to
share their knowledge in discussion, and through study and discussion to contribute
to the common education of all participants.
The seminar is not a substitute for, but rather a complement to, lecture & individual
study. If time spent in seminars is to produce more concrete results than an
equivalent time spent in individual study, the seminar must exploit the advantages
of group learning over individual learning. In order to facilitate the group learning
process, each individual seminar participant must develop the following skills:
1. Becoming conscious of and examining the evidence, values, beliefs, and
reasoning on which his/her and others' ideas and concepts rest.
2. Collectively examining the evidence (real or implied) or reasoning on which an
authority outside or within the seminar bases his/her propositions, arguments, and
conclusions.
3. Identifying and building on the clearest and soundest thinking in the seminar.
4. Exchanging constructive ideas and information relevant to the subject or problem
under discussion.
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5. Collectively analyzing the fundamental conditions which must exist for a strategy,
tactic, or policy to be successful.
6. Viewing the same set of facts and circumstances from different perspectives.
For a seminar to be successful each member not only must strive to develop these
skills but also must assume personal responsibility for the success of the seminar.
This responsibility entails sharing leadership with the instructor; keeping an open
mind; avoiding unsound reasoning and biased opinions; and learning to think with
the group.
Developing a "group mind” involves time and a sincere effort on the part of each
seminar participant. But the results can be fruitful and rewarding to each member.
This does not mean that all problems are best solved within a group such as a
seminar; it does mean that a group solution or decision is frequently superior to an
individual solution or decision. What constitutes an effective group? What active
part should you as a CAP member take in a seminar? What is expected of you?
These are some of the questions which we shall attempt to answer in this pamphlet.

PREPARATION FOR SEMINARS
Preparation for a seminal has two facets: preparation of the physical setting, or
setting the stage, and individual preparation--what you are expected to do before
leading the seminar.
Careful attention is given to the physical setting for seminars--seating
arrangements, equipment, and comfort. But setting the stage requires, more than a
well-equipped or comfortable seminar room. There must be the "'proper"
atmosphere--an atmosphere in which people feel at ease, in which individual
members feel a part of the group, in which members can express themselves
freely, and in which people feel "secure. II Establishing such an environment might
well be considered as one of the seminar leader's primary responsibilities. Each
member, however, should assist in creating an atmosphere which will help to mold
the separate entities into a "group, " an aggregate of people who enjoy one another's company, who respect one another,
who know something about one another,
and who are genuinely interested in the
seminar members as individual persons,
and not simply as seminar associates.
For a real group spirit to evolve in a
seminar... there should be a feeling of
equality. Many factors contribute to a
feeling of equality, which in turn enables
seminar participants to shift from personal
or interpersonal problems to group goals.
As we have implied, proper seating
arrangements play a part in reducing real or
imagined differences. We also indicated
5

another factor which contributes to a feeling of equality...getting to know one
another better. Early in the seminar, probably at the first meeting, each officer
should make a rather complete introduction of him/her self. This introduction will
naturally include such basic facts as name, rank, organization, and assignment.
The leader, who naturally will make the first self-introduction, sets the stage for the
rest. These introductions should not be rushed; the speaker should feel free to talk
about him/her self informally and at some length. The others should be encouraged
to ask questions of the speaker as he goes along. Let your introduction be more
than a mere statement of name, rank, and assignment--let it show you as an
individual; let it reveal your personality.
Prior to the self-introductions each member should fill out a card (on both sides)
with the name or nickname he prefers the seminar members to use. This name
card should remain on the desk or table in front of him for the first few sessions. It is
an invaluable asset in becoming quickly acquainted.
Another technique for helping members to learn the names of the others quickly is
to have each member prepare a seating chart and fill in information about each
speaker as he introduces him/her self.
Following the introductions, volunteers might try giving from memory the first and
last names of each individual and something about each one. Such a procedure
can be an interesting challenge and will speed up the process of getting acquainted
and developing a group spirit.
More is required, however, than developing a spirit of fellowship. Without adequate
preparation by the members, a seminar can quickly bog down into merely a bull
session or a swapping of experiences and opinions. To avoid this possibility, each
member has a clear responsibility to make adequate preparations before each
seminar.
The Civil Air Patrol curriculums provide a basis for seminar discussions. Through
carefully prepared lectures and related assigned readings, the student can acquire
a basic understanding of each particular problem or subject. Unless the student
gains an understanding of the related readings; however, the lectures will not have
full meaning for him. Likewise, the seminar cannot accomplish its purpose unless
the student brings to it an understanding of the assigned readings and the
background provided by the lecturers in addition to his/her own knowledge of the
subject.
A systematic procedure of note-taking or summarizing the assigned readings will
enable the student to retain the information arid ideas set forth in the various
readings. A digest of readings will provide the student with a summary of the major
ideas of each selection. This digest will serve as ready reference material for use in
seminars as well as in the preparation of theses or other papers.
A simple form for this purpose can be created by simply folding a piece of standard
size typing paper in half. At the top of the fold, place your name and date.
Immediately below this, place the author, title, and bibliographic reference for
complete identification of the article or book. Below this heading, begin your
summary of the main points in the assigned reading. The digest of the book,
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chapter, or article should be reduced to the extent that it can be typed (singlespaced) on the form. At the end of the page, the form should be flipped over and
both halves of the next page used, and finally any necessary part of the last half
sheet. When listing something from a particular page, place the page number in
parentheses following: the statement.
This procedure or some other
comparable system of notetaking should prove to be of
considerable value to the
student in assuring a
substantial contribution to the
seminar.
Within each seminar there is a
great deal of flexibility in the
method of presenting
background information as a
basis for discussion. Accepted methods include panel discussions, individual
presentations, and such others as might be determined by the group, the leader, or
the faculty adviser. Careful preparation for any of these activities is, of course, a
prerequisite for a successful presentation.

PARTICIPATION FACTORS
In order to be effective seminar participants, members must be not only prepared
through individual study but also informed about group processes or group
dynamics. They should have an understanding of such factors as the roles played
by different individuals, the interaction or interrelationship of group members, and
effective communication within a group. An understanding of these and other basic
factors will contribute to the effectiveness and success of the seminar.
Individuals in a group usually play different roles. Some contribute to building
relationships and cohesiveness in the group; some assist the group in functioning
as a group in performing its task; and some make no contributions to the group but
only satisfy personal needs. Authorities in the field refer to those roles which
facilitate and coordinate group problem solving activities as group task roles, and
those roles which build group-centered attitudes and orientation among the
members as group-building roles. Those roles which make no contribution to the
group needs are referred to as individual or nonfunctional roles.
Various terms could be used to describe the different roles, but the following list
gives examples of some of the most common:
Unifier

Morale-builder

Encourager

Initiator

Mediator

Questioner
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Coordinator

Information-giver

Promoter

Information-seeker

Organizer

Frustrater

Listener

Monopolizer

Jester

Recognition-seeker

Stimulator (or Expediter)

Aggressor

Dominator

Isolate

Not all of these roles may be observed in any one group or in anyone meeting of a
group, and roles other than these may be evident. One individual may enact more
than one role in a given session and a series of roles in successive sessions.
Members should strive to identify their own roles in the group and to evaluate their
roles as facilitative or obstructive. Roles can be learned, and individuals should
determine which roles they can and should play to facilitate the action of the group
at its particular stage of development. As seminar groups develop in their
awareness of group process, the individuals can better see when such roles as
summarizer, clarifier or arbitrator are needed and then assume these roles.
Groups require different roles at different stages of progression; for example, a
group which has advanced to the stage of arriving at a group decision will have
greater need of a coordinator than will a group which is just attempting to select a
problem and to analyze the courses of action.
The nonfunctional roles, such as the dominator or the isolate, who withdraws from
the group, may irritate some members of the group and create a feeling of hostility.
Members observing these non-facilitative roles must realize that such roles often
are symptoms of deeper causes and cannot be remedied quickly. As a group
progresses in its knowledge and experience of the group process, the members
can develop the ability to deal with these roles constructively.
All members should work toward developing skill and insight in diagnosing role
requirements and toward developing role flexibility. Each member should be aware
of the role played by another but should concentrate primarily on his/her own
contributions.
Just as people play different roles in a group, people react differently to other
individuals and to group situations. Because the productivity of a group is affected
by these interactions, seminar members should develop a basic understanding not
only of the personal needs of members as manifested by their behavior in the group
but also of the interpersonal relations within groups.
It is impossible in this brief overview to list or summarize the main factors affecting
group behavior, but a few generalizations may be helpful to the seminar member in
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developing an understanding of group dynamics and thereby improving the group
process.
Earlier we mentioned that setting the stage properly for a seminar includes
developing an atmosphere in which members feel "secure.” A term frequently used
in referring to such an atmosphere in a group situation is "reduced threat.” "Threat”
as used in this manner refers to the feeling of inadequacy which some people (or
some things) arouse in others--a conscious or subconscious emotional reaction
which inhibits group oneness and consequently free group discussion. “Threat" or
insecurity and uncertainty may be manifested in such defense mechanisms as
blaming others, belittling, scapegoating, and making unfair generalizations or
negative comments. Feelings of inadequacy may also manifest themselves in over
sensitivity to criticism, resistance to change, and disparagement of others. Such
compensatory actions as belittling and blaming others may make an individual feel
that he is strengthening his/her own position in the group, whereas he is actually
hindering the progress of the seminar.
Another strong underlying force in group behavior is the need for social approval.
An individual tends to be loyal to a group which gives him a feeling of security and
acceptance. He is also more inclined to conform to the procedures and goals of the
group and not to resist needed change if he feels a vital part of the group and if he
has participated in determining the goals or decisions of the group.
To increase group productivity and efficiency, members of a seminar should not let
their personal feelings toward another member influence their evaluation of the
member's contributions. Such objectivity toward and measurement of, the
productivity of an individual should lead to greater cohesiveness and improved
interpersonal relations.
Recognition and removal of the emotional and interpersonal obstacles in a group
should open the way for greater educational growth within the seminar. Recognition
and removal of these obstacles also permits more effective communication within
the seminar.
Effective communication in a group situation is largely dependent upon the
established atmosphere or the interpersonal relations of the group. An effective
seminar has an atmosphere wherein members feel free to express ideas which they
deem important to the problem under discussion. In a permissive atmosphere
individuals will not be reluctant to speak. When there is an accepting attitude on
the part of the group, individuals do not fear the possibility of being ridiculed or
laughed at by other members.
In a group atmosphere reflecting warmth, acceptance, and understanding,
communication problems are minimal. Of course, some persons may lack verbal
facility and find it difficult to communicate their ideas. Generally speaking, however,
the emotional reactions and personality dynamics of the group members can
present more formidable obstacles to effective communication than does a person's
inability to express him/her self effectively. A listener frequently reacts more to the
personality of the speaker than to the ideas he expresses. If the speaker is an
accepted member of the group, his/her minimal speech skills usually will not
prevent him from conveying his/her ideas to his/her listeners.
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In a group atmosphere reflecting poor interpersonal relationships, poor
communications result. In such an atmosphere people may demonstrate possessiveness of their own ideas, resistance to criticism, and resistance to the ideas of
other members of the group. Other indications of ineffective communication in such
a non-receptive atmosphere are
apathy, boredom, daydreaming,
harangues over precise definitions or
terms, and hairsplitting. When such
group behavior symptoms are
reflected in the seminar, members
need to take stock of their group
process--to find out what is wrong and
decide what to do to correct the
situation.
Some members have, of course, more
objectivity than others in analyzing the
group process--what is going on and why. Some members have more sensitivity
than others--they can tell when they are talking too much or when the group reflects
indifference or hostility to their ideas and can adjust their behavior accordingly.
Such sensitivity can be developed in other members of the group. Many members,
however, experience difficulties in learning to be aware of the process while
engaging in it--to analyze how the group is reacting and progressing in discussion
at the same time they are participating in the discussion and contributing to the
content. Frequently members will have the feeling something is wrong with the
discussion, but they are unable to diagnose the difficulty. It may be that the
discussion seems to be going in different directions, or it may be that the goals are
not clear, and the discussion seems fruitless. The group may lack the skill to
diagnose the difficulty and to determine methods for reducing it.
Diagnosing the difficulty requires certain information about the group--the set goals,
the direction taken by the group, the rate of progress, and the present position of
the group. The group needs some way of securing the information about its
activities and its procedures before it can recognize what adjustments and changes
must be made. In other words, a group needs a "feedback” mechanism, a method
of correcting any deviation from the planned course. Through feedback the group
can become aware of its own deficiencies, the reasons for them, and the
corrections needed to get back on course in order to reach its ultimate target.
An effective feedback mechanism for a seminar is the observer, who may be
referred to as the productivity observer or the process observer. In using the
information fed back by the observer, the group increases rather than reduces its
own responsibility for analyzing its 'procedure and making changes and
improvements. (The advantages of using an observer will be discussed in a later
section.) Developing the ability to analyze group process should contribute to the
success and growth of the seminar.
Another factor which improves group or seminar activity is multilateral sharing of
leadership. Authorities generally recognize leadership as being of three different
types—autocratic, democratic, and laissez-faire, the latter sometimes referred to as
leaderless.
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An autocratic leader determines the policy and course of action of the, group; a
democratic leader encourages and helps the group arrive at its own policies and
decisions. In a laissez-faire group situation there is complete freedom for group or
individual decision with minimum participation of the designated leader. Evidence
secured from numerous experiments and research on leadership responsibilities
upholds the belief that autocratic leadership and laissez-faire leadership are
necessary in certain situations, but that in the long run groups thrive best and are
the most successful when the leadership functions are democratically shared
among the members of the group.
Among the advantages which accrue to members in a seminar in which leadership
is shared are increased motivation and individual development. In the one-leader
group, frequently the leader is the one primarily motivated and the one who must
assume the responsibility for motivating the other members of the group. When all
members share leadership, they become more involved in the problem and assume
more responsibility for energizing and involving other members of the group. Just
as a teacher often learns more than the students, so does leader learns more and
develops more than the followers. In a shared leadership situation all members
have greater opportunity for individual growth and development in the group
process arid in problem solving.
The quality and amount of group production is not the sole responsibility of the
leader but the joint responsibility of the group. Distributed or shared leadership
affords all members an opportunity to develop skills in improving both the quality
and the amount of group production.
In the following section, in which we discuss the responsibilities of the seminar
participants, note particularly the responsibilities of the assigned leader to see
wherein you can contribute to and share the leadership.
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SEMINAR PARTICIPANTS
Within the seminar everyone is, of course, a member. There are, however, some
people who have been assigned certain responsibilities--the leader, the observer,
and the recorder. Those who have no particular assigned responsibility we shall
refer to as "members" or "participants.” We shall first examine the responsibilities of
those persons assigned certain tasks and then the responsibilities of the members.
The seminar leader is not a leader in the ordinary sense. He/she is not a
commander or a lecturer, and he/she is not a teacher. The seminar leader serves
as a guide or a temporary director of the group. It is his/her responsibility to help
the: group move forward in discussion to solve a problem or
to arrive at a group conclusion.
Seminars at the Civil Air Patrol are designed as learning
experiences with specific learning results established. In
order to accomplish these results, the seminar leader must
lead. He needs to design the daily work creatively and to
make it follow a meaningful pattern. He does this by
planning, organizing, and controlling.
The seminar leader must have a daily plan of action--an
agenda which represents his/her concept of the order of
events and the implicit relationship of those events to each
other. Once the seminar goes into action, this listing should
be considered only as a general guide.
The leader, key person
A difficult task for the leader is maintaining organized discussion. The agenda supplies an
essential sense of direction, but deviation from the established plan is permissible if
the target or goal is kept in sight. If the discussion digresses from the established
agenda and perhaps veers into another channel, the leader must exercise great
skill and tact in redirecting the discussion if necessary, or pulling it back to the main
issues. At times it may be advisable to explore briefly a side issue to clarify a matter
about which the group has shown concern. In deciding whether to permit a brief
digression, the leader should consider the importance to the topic under discussion.
A common characteristic of discussion groups is the ease with which discussion
becomes irrelevant and aimless. Members may relate incidents unrelated to the
problem and the group may lose sight of the main issue. Such rambling may
indicate the members are avoiding, consciously or unconsciously, coming to grips
with the main issue. The alert leader raises the question of relevancy and redirects
the discussion to the unresolved issue. He can recognize irrelevancies only if he
concentrates on the purpose and objectives of the particular meeting. The discussion must have at all times a focus which gives purpose and meaning to the
seminar.
There are no hard and fast rules for establishing and retaining control in a seminar.
Control depends primarily upon the ingenuity and resourcefulness of the leader.
The eternal dilemma is how to exercise control and at the same time maintain a
12

delicate balance between the seminar objectives of the day and the psychosocial
needs of the individuals in the group.
Another problem facing the leader is
the handling of questions. Because the
thinking process takes time, the leader
must give the members sufficient time
to prepare answers.
WHEN YOU'RE THE LEADER--if you
see some puzzled expressions after
you’ve asked a question ask your
question again, but phrase it differently.
Wait to ask your key question until
you've built up to it with secondary
questions. During this build-up the
students are “warming up” and should
then be ready to respond with more
thoughtful answers than before.
Remember that key questions help the
members progress toward the main objective and desired seminar results. Phrase
each question so that it provokes discussion and does not merely require brief
answers; frame questions that require thinking, organizing, and relating. Obviously,
your questions should be carefully prepared prior to the seminar.
If you are serving as leader for the first time, accept the fact that you may make
some mistakes; even the most experienced leaders make errors. You can learn to
be a better seminar leader by continuing to serve in that capacity and correcting the
mistakes you made before. Recognizing and admitting your mistakes is the
beginning of progress.
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A situation which is usually more difficult for an inexperienced leader than for an
experienced leader occurs when there is a lack of response from the group. When
members of the seminar are reluctant to talk, a painful silence can ensue. The
beginning leader feels the strain and often unadvisedly tries to fill the gap by telling
the group what he thinks; instead, he should encourage members of the group to
express their thoughts. The silence of the group may be due to a lack of interest in
the topic, to a lack of motivation, to a misunderstanding of the subject, to insufficient
information, or even to a feeling of antagonism. The leader has to evaluate the
situation and then try to correct it by rephrasing questions, asking for examples or
summaries, giving information without appearing to lecture, or easing the situation
by injecting some light remark.
The leader also has a particular responsibility in relation to reducing threat, which
we discussed earlier. For example, one of the chief blocks to discussion is the
individual’s fear of being different, the fear of being criticized by other members or
by the leader; this fear may be a major pitfall in both discussions and in learning
situations. The successful leader avoids criticizing and helps the members overcome fear by giving credit to a member for his/her ideas and building up his/her ego
(if necessary). Ridicule has, of course, no place in a discussion group.
The “overtalker” and the “undertalker” also present problems to the seminar leader.
The leader can control the verbose member by reminding him that remarks must, of
necessity, be kept brief so that everyone will have an opportunity to express
him/her self. When the verbose speaker pauses, the leader can break in with a
question addressed to other members or ask him to condense his/her remarks. At
times it may be necessary for the leader to speak to the monopolizer privately. The
leader can express his/her appreciation for the member's contribution to the
discussion and at the same time point out that quieter members need to-be brought
into the discussion and elicit the assistance of the overtalker. Questions directed to
the silent man may draw him into the discussion the
questions must be ones which he can answer and
will in no way put him on the spot. It may be that the
leader can draw out the quieter members in private
conversation and then ask them to repeat their
remarks during the seminar period.
The skillful seminar leader tries at all times to
stimulate the members to think and to discuss problems common to the group. He tries to encourage
members to be active contributors rather than passive listeners. He also tries to
crystallize hazy thinking into unified ideas and understandings. Obviously, leading a
discussion requires great skills. Some of the skills needed by a seminar leader are
included in Figure 1.
After you have served as the seminar leader, evaluate the results of your
leadership. The checklist (Figure 2) can help you make a detailed self-examination
and can also help you prepare for your next seminar. Study each of the questions
listed; then, if you can truthfully answer yes to the question, place a check in the
left-hand block. If not, check the other block. Be honest with your self. Although
self-evaluation by the leader is extremely helpful, evaluation of the group processes
is also necessary.
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DO'S AND DON T'S FOR SEMINAR LEADERS
DO

DON'T

•

Ask thought-provoking questions

•

Force your own opinion

•

Be a good listener

•

Argue

•

Be open-minded

•

Quibble

•

Secure uniform participation

•

Use sarcasm

•

Lead by skillful questions

•

Ridicule

•

Grasp what lies behind the
words of the speaker

•

Talk too much

•

Think ahead of the group

•

Use distracting mannerisms

•

Encourage the group to do its
own thinking

•

Become excited

•

Acquaint members with one
another

•

Lose your temper

•

Establish an attitude of common
helpfulness

•

Be late for meetings

•

Be sensitive to group actions and
reactions

•

Run overtime

•

Try to understand why
individuals behave as they do

•

Be pompous

•

Develop skillful behavior in group
procedures to help the group
achieve its purposes

•

Be too serious

•

Be honest about what you don't
know

•

Talk personalities

•

Be friendly

•

Use words the group does not
understand

•

Ensure the dialogue is inclusive

•

Give advice

Figure 1
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SEMINAR LEADER'S SELF-RATING SCALE

Yes

1.

Did I make all the necessary preparations for the seminar?

[ ]

[ ]

2.

Did I start the seminar on time?

[ ]

[ ]

3.

Did I plan and ask my questions well?

[ ]

[ ]

4.

Did all members participate in the discussions?

[ ]

[ ]

5.

Was the discussion spontaneous rather than forced?

[ ]

[ ]

6.

Was the discussion progressive? Did I keep it on the subject and
directed toward the objectives of the seminar?

[ ]

[ ]

7.

Did I refrain from offering my own personal opinions?

[ ]

[ ]

8.

Did I try to get the group members to listen to and respect
the opinions of others?

[ ]

[ ]

9.

Did I refuse to take sides in any discussion?

[ ]

[ ]

10.

Did I refrain from answering questions by reversing or
relaying them?

[ ]

[ ]

11.

Did I refrain from playing the role of expert?

[ ]

[ ]

12.

Did I rephrase contributions only when necessary and then in
brief clear statements?

[ ]

[ ]

13.

Was I in control of group processes at all times?

[ ]

[ ]

14.

Did I maintain the interest of the group throughout the session?

[ ]

[ ]

15.

Did I make frequent summaries to crystallize group thinking?

[ ]

[ ]

16.

Did I make full use of the blackboard or recording paper?

[ ]

[ ]

17.

Did I cover all essential points including the application of the
group's conclusion?

[ ]

[ ]

18.

Did I, with the help of the group, make a final summary?

[ ]

[ ]

19.

Did the group leave the seminar with something to think about?

[ ]

[ ]

20.

Did I close the seminar on time?

[ ]

[ ]

Score
100
90
80
60

= 5 x the number of items marked YES.
- If you have been honest, you're really good.
- You're above the average.
- You could improve.
- You need help.

Figure 2
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No

The leader naturally will observe the group processes and evaluate them, but
because the leader has a full-time job in leading the discussion and may lose some
objectivity by close association with the discussion, he/she might be unable to
evaluate the group processes adequately. For this reason, one person is
designated as observer for each seminar session. A different member should act as
observer each time. The observer does not actively participate, but devotes all
effort to evaluating how the discussion proceeds.
The observer can make the members of the
seminar aware of their group processes and help
them improve their procedures and actions. He
keeps track of and points out to the members
how they are developing as a group. Of course,
both the leader and the observer are concerned
with the development of the group, its progress,
and the interaction among the members. Both are
looking at what was done and how it was
accomplished--the process. They are concerned
with such questions as the following: In what
ways did the group waste time? How did the
members work together? How effective was the
group? The leader, however, is engaged in the
over-all conduct of the seminar, and he depends
in no small measure on the observer to give
objective answers to these questions.
Devoting full time to acting as a mirror for the
group, the observer notes the difficulties of the
group in solving problems or arriving at group
conclusions. The following list of questions will
help the observer record his/her impressions of
the group process in each seminar meeting:

Answer these
1. Was the issue clear?
2. Did the group depart from the issue and spend time on irrelevancies?
3. Did the group reach an impasse?
4. Did all the members and the leader meet their responsibilities?
5. How could the discussion have been improved?
6. What was the group atmosphere?
7. What types of roles were observed in the meeting?
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SEMINAR OBSERVER'S CHECKLIST

Participation

Quality of Participation

_____ 100%

_____ Excellent…active, productive, directed toward
problem
_____ Good……..general sharing, little wasted time

_____ 75%
_____ 50%

_____ Fair……….little sharing, wandering from problem

_____ some

_____ Poor………domination by member, by leader;
time wasted; dissatisfaction; conflicts
not resolved

_____one

Procedure
_____ planned agenda followed
_____ agenda modified
_____ agenda disregarded
_____ no apparent plan made
Leadership

Characteristics of Leader

_____ maintained throughout
by appointed leader

_____ helpful

_____ restrictive

_____ sensitive

_____ dictatorial

_____ shared by participants

_____ permissive

_____ ambivalent

_____ effective

_____ ineffective

General Attitude of Group

Group Atmosphere

_____ actively concerned

_____ responsive

_____ friendly

_____ quietly attentive

_____ submissive, passive

_____ informal

_____ apathetic, board

_____ defiant

_____ hostile

Roles Observed in Seminar
Functional: unifier, encourage, mediator
mediator, coordinator, promoter,
organizer, listener, stimulator, questioner,
information-giver, information-seeker
(others) ______________________

Nonfunctional: jester, frustrater,
monopolizer, recognition-seeker,
aggressor
(others) ___________________

Figure 3
18

The Seminar Observer's Checklist (Fig. 3) might help the observer in noting specific
details about the seminar meeting.
The following guide will assist the observer in summarizing his/her comments. As
the seminar members gain more understanding of the observer's task, they will find
it helpful to prepare their own informal reports from rough notes which answer many
of the questions included in the guide.

GUIDE FOR GROUP OBSERVER
Group Characteristics
Participation


Do the various members appear to be making the best contributions of which
they are capable?



Do overzealous participants dominate the group?



How much of the talking is done by the leader? By various members?



To whom are questions or remarks usually addressed?



How appropriate are contributions in relation to the topic? In relation to group
growth and needs?

Communication


How clearly do the members express their ideas?



How clearly does the leader express his/her ideas?



How well does everyone understand what is going on?



What factors, if any, contribute to misunderstanding?



What, if any, are the difficulties of vocabulary?
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Cohesion and Groupings


How well is the seminar working as a team?



Is the seminar broken up into subgroups? If so, how do they relate and react to
the seminar as a whole?



How does the seminar function in crisis situations?



How willing are members to accept and participate in group goals?

Atmosphere


How free do members feel to express themselves?



How would you rate the group on friendliness? On informality? On unity?

Group Progress
Setting of Objectives


How does the seminar choose its objectives?



What kinds of objectives does it choose-immediate or long-term? Problem solving or skill in group process?



How clear are the objectives to the group?



How realistic are the objectives to members?

Steps Toward Objectives
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How does the seminar plan its steps in achieving
objectives? How well defined are these steps?



Is the whole group moving in the same direction toward the objectives?



Does the seminar change its goals in response to changing situations?



How efficiently and effectively does the seminar move toward its goals?

Procedures


How informal or formal are the procedures?



How flexible are the procedures?



Do the procedures enable the seminar to make decisions?

Feedback and Seminar Self Evaluation


Does initiative for feedback and evaluation come from the group, the leader, or
the observer?



How is the feedback accepted by the group?



Is the feedback used constructively?



If there is resistance to feedback, are the sources of resistance due to timing?
To content? To method of presentation?



To what extent is resistance to feedback due to observations distorted by the
observer’s personal needs, conscious or unconscious?



To what extent is resistance to acceptance of feedback due to personal feelings
toward the observer?

Designated Leader
Sensitivity and Characteristics


Does the leader effectively communicate his/her ideas and understandings to
the seminar?



How sensitive is he to the wishes and feelings of the seminar?



How adaptable and flexible is he in responding to group needs?
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How sensitive is he to individual needs? How responsive is he to these needs?



How does he reconcile conflicting individual and group needs?



How consistent is he in his/her relationships with the group members from day
to day?

Leadership Skills and Techniques


How well does he set the stage for problem solving and decision making?



Does he state the problems clearly?



How does he handle people when they assume roles which hinder efficient
group functioning?



How does he help the group assume the necessary functional roles?



Does he function as seminar evaluator, or does he stimulate evaluation on the
part of others?

At times it may be desirable for the observer to note the amount and type of
participation by the individual members of the group. To obtain a simple verbal
participation score, make a list of the seminar members, and each time one of them
makes a comment, place a check after his/her name. At the end of the session,
count the checks after each individual's name.
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This number represents individual participation scores and indicates which people
need to participate more, and which ones need to restrain themselves occasionally.
A more complicated form of participation record can be prepared by indicating who
talks to whom. To prepare this record, make a seating chart, and each time an
individual makes a comment, draw a line from his/her name to the person to whom
the comment was addressed; an arrow indicates the direction of the comment.
Another type of chart can be used to show who makes what kinds of contributions.
This record permits a quick rating not only of the members who participated but
also the type of contributions each one made. Each individual is represented by a
number listed at the top of the column, end of a set time period the frequency and
type of participation by each member can be, readily
observed from this chart.
An observer must develop skill in reporting his/her
findings to the group as well as in making the original
observations. Any observer; but particularly the inexperienced observer, must constantly bear in mind
that his/her purpose is to help the members improve
their group processes through his or her personal
report. He must realize that the group may resent
his/her observations as the members may not be
ready at that particular time to receive his/her/her
comments and criticisms. He must particularly realize
that personal remarks about individual members may
create hostility to, and rejection of, the observer is
report.
The skilled observer helps the group figure out by itself what underlies certain
behavior manifested in the group discussion. For example, it would be unwise for
an observer to make such a remark as “I feel that many of the new members in the
seminar were demonstrating insecurity through their failure to contribute to the
discussion.” The observer might mention instead only that the new members did not
seem to be participating in the seminar as much at this point as he was sure they
would be doing in the near future. Then he might elicit from the group some
comment demonstrating insight on the part of the members themselves. For
example, one participant might respond by stating that since he was new in the
group, he wanted to get the "feel" of the group
before he offered any comments, and that as
he learned to know the other members, he
was certain he would feel freer to express
him/her self.
The observer should begin his/her process
report with objective data and approving
comments about the group; that is, he should
confine his/her introductory remarks to
factual, non-threatening, and informative
remarks.
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Following this, he can make his/her critical remarks and point out areas where the
group needs to improve its functioning as a group. The observer might have noted,
for example, that the group had failed to respond to the suggestions of the leader
about summarizing the main points in order to clarify the discussion, and that as
observer he felt summarizing would have helped the discussion progress instead of
becoming bogged down. After making such a statement, the observer could bring
the members of the seminar into the discussion by asking questions such as "Did
any of you have the same feeling about needing to summarize? What was your
reaction when Joe [the leader] suggested we needed to summarize the ideas that
had been expressed?" Responses from the group will indicate the degree of
understanding and acceptance or rejection of the observer's comments. Responses
will indicate the degree of insight which the members of the group have in analyzing
how they are progressing and what difficulties in the procedure or the mechanism
need to be overcome before progress can he made.
In feeding back pertinent information to the group on how it has performed as a
group, the observer must be sensitive to the type and nature of the information the
group is ready to use. This caution does not mean that the observer should not
point out serious conflicts in the group, but the observer may need to postpone
mentioning a serious conflict until the group is emotionally ready to accept the
observation and to handle the conflict.
If the observer confines his/her observations to comments of approval, the
members of the seminar may feel the observer lacked the courage to tell them
something was wrong when they were quite conscious of a difficulty but had not felt
free to express their feelings orally. By pointing out a difficulty, the observer will
often bring about a feeling of relief among the members as the problem is then out
in the open and can be talked about and resolved.
As the group matures and is better able to accept critical comments, the observer
can make more significant and more critical remarks about areas which the group
needs to explore in analyzing its own group behavior. The observer can suggest,
but not assert, possible causes of trouble spots in the discussion. As the group
overcomes its sensitivity to criticism, becomes increasingly aware of the group
process, and develops both the determination and ability to improve undesirable
conditions and situations, the observer can make increasingly discerning
comments.
When you are called upon to act as the observer and to present the process report,
avoid giving the group too much information. Instead of presenting the group with a
large number of broad generalities, confine your observations to two or three main
points which will stimulate thinking and discussion and which will help the group
decide what changes need to be made. It would be a mistake to impress members
of the group with your keen powers of observation by mentioning every point that
you noted. Let them ask for more information as they need it. Avoid projecting your
own feelings and attitudes into the group and be as objective as possible in pointing
out the impediments to the group's progress as well as the group's accomplishments. Avoid specific comments about personal behavior in the group; instead,
limit your remarks to behavior roles in the group. For example, instead of pointing
out certain behavior as undesirable, you might ask the group what behavior role. if
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assumed by one of the members. would have helped the group at a time when
certain difficulties in discussion arose. Constantly bear in mind that your report is to
help the seminar in its progress.

The members of the seminar should determine when the observer is to present the
process report. Frequently the members decide to have the report presented during
the last 10 minutes of the session,but they may call upon the observer at any time
during the discussion~ particularly if the group hits a trouble spot and needs
feedback to determine what is wrong and then to decide what must be done to correct the situation.
In a short time the observer will be looked upon as the group’s barometer, the
group’s representative who is helping the members observe themselves.
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The seminar participants are free to discuss their own performance as a group,
agreeing or disagreeing with the observer’s comments. As a result of the observer’s
comments and the self-analysis of the group, the performance of the seminar as a
whole will probably improve; group spirit will improve; the group will become more
cohesive, and the several members will become more closely identified with each
other; and each member will be more likely to take pride in improving the group's
performance.
A third important seminar task is that of the recorder. Like the positions of leader
and observer, the position of recorder is rotated among the members of the
seminar.
The recorder keeps a
problems, issues and
discussion. He
reports to the group
He also asks for
the discussion
rambling, or
frequently request at
seminar redirect and
main points or
recorder's summary
ideas which have

record of the main
ideas as they develop in the
summarizes points and
from time to time as needed.
clarification of points when
appears to be confused,
misdirected. The leader will
the recorder to help the
focus its discussion on the
objectives by asking for the
of the contributions and the
been expressed.

When you are
serving as recorder, be
selective in what you
record. From the discussion, select
only the most pertinent
suggestions and ideas. A complete
Be selective
stenographic report is of
extremely limited value in a seminar
discussion. Keep the discussion objectives in mind as a frame of reference for
selecting the points to be recorded. Select those contributions and ideas which are
related to the objectives and disregard the unrelated remarks or nonproductive
discussion. Look for main points and central ideas, particularly those with
supporting evidence. Statements reflecting snap judgments and hasty opinions
have no place in a recorder's summary.
From time to time you may want to test your choice of statements and ideas to be
recorded. At such times, ask the group: " Is this the important ‘must' of what we are
talking about?" or "Is this the important idea in our discussion?” By asking such
questions you can determine whether your rephrasing represents the essence of
the main ideas expressed.
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The recorder serves as a group memory and should keep track of such points as
the following:


Main points on which members agree or on which formal action is taken.



Main points on which there are differences of opinion among the members.



Points on which the recorder is not certain of the members feelings.



Points which were mentioned but not discussed and which the group may wish
to consider later.

The recorder should be ready to make an up-to-this-point report of group thinking at
any time and to make an inclusive report at the end of the meeting. When someone
asks, “Just what did we decide on that point?" a quick reference to the recorder's
notes will clear up the matter. The recorder's final report to the group should list the
objectives of the discussion, pertinent information contributed by the group members, conclusions reached by the group, summaries of the discussion, and the
overall conclusion or group solution of the problem. This report usually makes no
reference to the names of the discussants or contributors but includes only the
content of the discussion and the contributions unless there is some particular
reason for including names of persons.
In presenting the final report to the
seminar at the end of the session,
the recorder should request other
members of the seminar to suggest
needed changes and then amend the
report accordingly so that the
approved report is a true reflection of
the activities and progress of the
group.
As can be seen, the leader, the
observer, and the recorder have
specific responsibilities for the
conduct of the seminar. The success
of the seminar depends, however not
only on the activities of these three
persons but also on the cooperation
and participation of all the members. As mentioned earlier, the term "'members"
refers to the seminar participants who have no particular assigned task such as that
of the leader, observer, or recorder. Lacking a special assigned task does not place
less responsibility on a member than on a person with a specific assignment,
however. Each seminar participant has many responsibilities.
Every member must share with the leader much of the responsibility for the success
of all phases of seminar activity. For example, each member should contribute
ideas and suggestions related to the problem under discussion and should strive to
help the group move forward effectively in exploring the topic.
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Effective group thinking and action require both active and passive participation,
however, and each member must learn to listen intelligently and attentively as well
as to make helpful verbal contributions.
Sharing leadership entails the assumption of other responsibilities by each member.
Although some of these responsibilities have been mentioned briefly or inferred in
other portions of this study, the following brief recapitulation might serve as a guide
to each member.
First of all, as a seminar member you must be
prepared in subject matter background. Then, you
should develop an attitude of objectivity and cooperativeness. Try to be objective about your role in the
group and the value of your own ideas, and try to assume a group-centered role whenever possible. Exploit
the resources of other members of the group by asking
for their opinions, suggestions, and clarifications; try
earnestly to bring all members into the seminar
discussion. Listen to their ideas. As the discussion proceeds, analyze the group's
rate and state of progress and be prepared to help the group process by restating
the problem, doing necessary research for additional data, summarizing, or asking
for feedback so that the group as a whole can reevaluate its position and its goals.
In summary, be helpful to the group in every way—in helping the members become
acquainted in developing a group spirit, in developing tolerance and understanding,
in establishing the ground rules, and in improving the group process so that all
members work together in making a decision or solving a problem.
After you have participated in a seminar, check yourself by answering the following
10 questions:
1. Have I developed a basic respect for others and their personal social needs?
2. Did I make as effective a contribution as possible?
3. Did I put aside personal feelings when they interfered with group progress?
4. Have I evaluated my own adequacies and inadequacies and my role in the
seminar?
5. Did I constantly evaluate group progress and my personal contributions in
relation to the group effort?
6. Did I share leadership responsibilities and function as a co-leader?
7. Was I patient and tolerant?
8. Was I more critical of myself than of others?
9. Did I avoid becoming easily antagonized?
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10. Did I reserve judgment in analyzing the roles and contributions of other
members?
Any “No” answers to the above questions will quickly point out the areas in which
you need to expend greater effort in order to become a more effective seminar
participant.

SEMINAR ACTIVITIES
If the seminar is to produce maximum results, the seminar activities must reflect
those of a healthy group. Desirable principles of operation for a healthy group have
been suggested and might be summarized as follows: Take time to become
acquainted; be informal and devote time to discussing what makes a good working
seminar. Clarify procedures; establish the responsibilities of the leader, the
observer, the recorder, and the members. Develop an atmosphere for a growing
sense of belonging; a permissive atmosphere in which people can express
themselves freely provides a release of tension and sets the stage for constructive
action. Take sufficient time to explore the problem areas, realizing that many
subproblems exist and must be dealt with along with the main problem. Emphasize
the fact that once a suggestion has been made it no longer belongs to the
contributor but to the group; when an idea is the property of the group rather than of
an individual, the idea can be examined objectively without attacking or criticizing
the contributor.
In your seminar, your group might wish to add principles other than those
mentioned. Figure 4, which lists the characteristics of healthy and unhealthy
groups, might serve as a guide in choosing principles. Bear in mind the
characteristics of a healthy group as we consider some of the specific activities of a
seminar.
One of the main activities of a seminar is, of course, discussing. Discussion is a
method of sharing ideas with others so as to achieve a clearer and broader view of
fundamental problems and issues. Seminars provide an opportunity to share ideas.
Each individual brings to the seminar certain ideas, understandings, information,
and experience. In providing an opportunity for all member s to share their points of
view, the seminar sharpens and extends each individual t s own range of
knowledge and under standing about a basic problem or issue. An effective seminar, we might add, requires the cooperation of all the members of the seminar--all
must talk together; think cooperatively; and share knowledge, experience, opinions,
and ideas in exploring a problem.
Discussion is not a method of argument or debate, for in group discussion there is
no winner or loser, and there is no pressure for majority verdicts or consensus.
Discussion, however, does involve the presentation of differing points of view with
the ultimate aim of settling an issue or deciding upon a course of action. Discussion
opens new avenues of information and helps keep us receptive. Through
discussion, individuals can learn to analyze problems more effectively and to form
sound judgments about them. But perhaps most important, discussion helps stimu29

late individual thinking and reading long after the discussion is over. As a result of
participating seminar discussions, you will undoubtedly find that you have learned
to read the daily newspaper more critically, that you are deriving more from your
reading than before, and that you have gained a deeper awareness of your
responsibilities as an Civil Air Patrol leader.
CHARACTERISTICS OF
HEALTHY AND UNHEALTHY GROUPS
Healthy Group

Unhealthy Group

1. Exhibits democratic leadership
2. Demonstrates a high degree of
permissiveness
3. Listens attentively to each speaker
4. Searches for basic principles or causes
5. Makes group decisions where all
members have inputs
6. Takes time to explore and to define
the problem, objective, or goals
7. Reflects high morale

1. Exhibits autocratic or no leadership
2. Cuts off ideas before all members have a
chance to express theirs
3. Fails to listen carefully
4. Blames one another
5. Permits leader or small clique to make
decisions
6. Permits some members of the group to act
before the problem/objective is really defined
7. Reflects low morale
figure 4

Effective participation in a seminar discussion can also result in acquiring new
insights and skills. You can learn how to listen with a purpose, learn to appreciate
the other fellow's point of view, and develop all awareness of the many-sidedness
of truth.
Effective discussion requires shared participation. Shared participation, in turn,
requires that everyone by given an opportunity to express his/her opinions to the
group; this opportunity is available only if each member is conscious of the rights of
others and consequently limits what he has to say.

Effective seminar discussion also requires sticking
to the subject. Occasionally brief digressions are permissible or even advisable, as
mentioned earlier; in general, however; a group must concentrate on the main
subject if it is to move forward to decision making or problem solving. The failure of
members to stick to the subject may be due to many causes, but among the most
common are insufficient information, insecurity, inability to analyze and synthesize,
30

poor listening habits, and lack of motivation. For example, a person with insufficient
information may jump to another topic in order to have something to say. Someone
else might feel compelled to introduce a new topic in order to conceal his/her
inability to contribute to the main issue and in order to attract attention to him/her
self and his/her ideas in a subject area where he feels comfortable. Other members
may veer from the subject because of faulty listening habits. Whatever the cause of
digression, each member should assume responsibility for developing those habits
which will enable the group as a whole to concentrate on the discussion problem.
All members should strive for organized and sustained discourse through:
1. Being well-informed.
2. Developing the ability to analyze and synthesize ideas.
3. Developing fully related ideas without digression.
4. Listening to understand.
5. Developing the ability to discriminate between fact and fiction.
6. Feeling secure in group relations.
7. Respecting other people and their ideas.
8. Helping to motivate other members of the group.
In short, each members friendliness, objectivity, and cooperation are of primary
value in effective seminar discussion. These qualities are also helpful in another
seminar activity--listening.
Listening is just as important in seminars as is talking. Good listening requires not
only a sincere desire to understand what others have to say but a belief in the
importance and worth of other members’ ideas. You can show your interest in and
concern for all comments by devoting your full attention to the speaker.
Because communication is a two-way process, you must develop the creative
listening habit, think about what is being said, and relate it to the information
contained in the assigned reading selections or the lecture. Good listening by all
members of the group helps insure the maximum flow of information and ideas from
one person to another.
When a member of the seminar is talking, listen carefully so that you can grasp the
full meaning of his/her comments. Give him the attention you would like to have and
would expect from him when you are speaking. Do not start collecting your thoughts
and thinking of what you are going to say next while someone else is speaking.
Stay "tuned in" to the discussion and try to understand the other person's point of
view. Look at the person who is talking, and listen for his/her meaning rather than
his/her words. Imagine yourself in the other person’s shoes, and see how the
problem looks from his/her angle.
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Before replying to the comments of another member of the seminar, be certain you
understand not only what he has said but what he intended to say. If you are
uncertain about what he was trying to convey, ask him to give a further explanation.
Refrain from agreeing or disagreeing with him until you comprehend the essence of
his/her idea. Request the speaker to restate his/her idea when the meaning is not
clear, or restate it as you understand it and ask him whether your statements
summarized his/her ideas. This procedure, particularly in a heated discussion, may
make the speaker realize he wants to modify what he has said and should clarify
his/her intended meaning. After making an honest effort to understand his/her
comments, try to analyze them. Were his/her statements based on fact or opinion?
Evaluate his/her comments on the basis of the over-all idea. Do not listen to a
person merely with the intention of locating some minor
inconsistency in his/her line of reasoning; consider the
entire idea. Think for a little while after the speaker has
finished. Then, if you disagree, say so in a friendly
manner and explain why and at what point in his/her
thinking you disagree.
Through careful listening and evaluation of the other
person's remarks, each member can contribute to the
effectiveness of the seminar.
An effective seminar also depends upon the participation
of members in a third activity--evaluating. Evaluating is an important seminar
activity that is often overlooked and mistakenly neglected. Continual evaluation of
goals and activities should be an integral part of the seminar program as it permits
intelligent modification of the problem-solving or discussion process at any stage.
We have discussed the leader's self-evaluation and the participant's self-evaluation;
we have also discussed the evaluation of the seminar by the observer. Now we
need to consider self-evaluation by the group itself.
Frequently a leader may that his/her seminar is making excellent progress as a
group. This comfortable feeling may be only his/her own impression, or it may be
the result of casual inquiries of some of the seminar members. Usually, however,
such casual inquiries will result in only favorable criticisms and will not reveal a
clear picture of the group reaction of the group progress.
Provisions should be made for planned evaluation session in the seminar. Such
sessions provide an opportunity for members to make suggestions and to relieve
tension by discussion of their criticisms, which might have come from the observer
in his/her process report or from the members themselves. If no provision is made
for evaluation sessions, the members may make their suggestions or criticisms to
their families or friends after the meetings, or the suggestions may remain
unexpressed. Either way, the group loses a valuable possibility for improvement.
The effective feedback of criticism and the integration of suggestions into the group
process are distinctive marks of effective seminars.
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Figure 6
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Some general suggestions in seminar evaluation are:


The seminar should decide upon the question of evaluation and the form it will
take. Evaluation should not be imposed upon a group.



The constructive suggestions should be acted upon whenever possible.



The leader should not be defensive if the group makes suggestions about
his/her leadership.



True evaluation requires an honest expression of opinion from the members.
Anonymity should be insured by having members check or fill in statements on
unsigned questionnaires.

Evaluations may be made in various forms; they may be formal or informal. Simple,
non-time-consuming devices; however, are probably of the most value. Short
reaction and evaluation forms (Figure 6), which can be filled out quickly, will be
helpful to the leader and will provide the group with a basis for a group selfevaluation session.

CONCLUSION

The exact pattern followed in a seminar may be determined by a variety of factors.
and no one manual can take into account all contingencies. It is felt, however, that
this monograph should be helpful in establishing the broad guidelines for an
effective seminar.

As a help to Civil Air Patrol
personnel who have occasion to
observe seminars for various
reasons, an overall seminar
observation guide has been
included as an appendix. This form
may be adapted to meet the needs
of any seminar and may be
reproduced locally.
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APPENDIX
SEMINAR OBSERVATION GUIDE
1. Date visited: _________________ 2. School: _____________________________________
3. Seminar number visited: _______________ 4. Name of visitor: _______________________
5. Office assignment: ___________________________________________________________
6. Was a faculty member present? _____________

If present, what did he do during the

seminar? (Be specific)
_____________________________________________________________________________
_____________________________________________________________________________
Objectives
7. What was the apparent purpose of the seminar? ___________________________________
__________________________________________________________________________
8. What indicated or showed that the curriculum planners had clarified the objectives for this
seminar or seminar series? ______________________________________________________
___________________________________________________________________________
9. What action was taken at the start and during the seminar to clarify the objectives for the
period? ______________________________________________________________________
Activities
10. If this was a general discussion seminar, what percent of time was devoted to discussion of:
a. the morning lecturer's comments? _______%
b. the assigned readings? _______%
c. interrelationship between the reading content and the speaker's points? _______%
Preparation for the Seminar
11. From your observations is it obvious that all seminar members had an understanding of the
assigned readings for the day? ______ If not, how many had apparently done all the assigned
readings? ______
Leader
12. How successful was the leader in:
a. asking good thought-provoking questions? ______
b. stimulating the members to think and to discuss problems relative to the seminar objectives?
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________________________________________________________________________
c. encouraging members to be active contributors rather than passive listeners?
__________________________________________________________________________
Other Seminar Participants
13. Was there a student recorder? ______ Did he report to the group from time to time during
the seminar? ______ If so, when and for what purpose? _______
14. Was there a student process observer? If so, how effective was he in
helping the members become more aware of what they Were doing?
____________________________________ How? _______________________________
15. To what extent did each individual assume leadership responsibility for various phases of the
seminar? __________________________________________________________________
Participation
16. To What extent were all members of the seminar involved in most of the discussion?
__________________________________________________________________________
17. To what extent was much of the discussion dominated by a few seminar members?
__________________________________________________________________________

18. To what extent did the participants appear to make an effort to hear and to understand the
contributions of the other participants? __________________________________________
19. To what extent did participants speak one at a time, or was there frequent "multiple"
speaking? _________________________________________________________________
20. Were the voice tones of the participants friendly, or were they' sometimes (or frequently)
hostile? ___________________________________________________________________
Quality of Thinking
21. Were irrelevant contributions challenged? ________________________________________
22. To what extent did members exhibit rigidity of thinking, unwillingness or inability to listen, and
indifference? _______________________________________________________________
23. To what extent was there obvious creative thinking on the part of most of the seminar
members? _________________________________________________________________
Evaluation and Seminar Improvement
24. Was a Post-Meeting Reaction Sheet (PMR) used? If so, how were the results communicated
to the students? ____________________________________________________________
25. Was there any discussion in the seminar of such topics as, lack of interest, conflict between
members, anxieties of the group, and other morale factors? _________________________
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__________________________________________________________________________
26. What type of feedback was given to the students relative to their status in accomplishing the
desired objectives? ________________________________________________________
_________________________________________________________________________

27. To what extent was there an indication that the quality of seminar work will improve
throughout the year? If so, what activities in the seminar will contribute to this improvement?
Evaluation, feedback, development of sensitivity, etc.)
_________________________________________________________________________

General Evaluation of the Seminar
28. Please evaluate this seminar on the points indicated below and assign a value ranging
from 1(low) to 9 (high). Circle the appropriate number for each point. Consider a rating
of 5 as average. Make special comments on extremely low or high ratings.

RATINGS
a. How effective was the student leader?

123456789

b. How effective was the student recorder?

123456789

c. What degree of skill did the members demonstrate in
seminar procedures?

123456789

d. How skillfully were summaries used at different points to clarify
and to pull the group back on the track?

123456789

e. To what extent was deep, critical, in dependent thinking evident? 1 2 3 4 5 6 7 8 9
f. What was the over-all quality of the group discussion?

123456789

g. To what extent was there a clearly defined focus, goal, or
objective for this seminar?

123456789

h. To what extent were decisions based on thinking -rather than
on consensus?

123456789

i.

j.

To what extent was there an atmosphere of freedom to express
ideas or feelings?

123456789

To what extent did the seminar contribute to the over-all unit and
course objectives?

123456789
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