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             (5 min)
(INSTRUCTOR NOTE: HAVE THE STUDENTS TURN TO THIS OUTLINE IN THEIR SCHOOL BINDERS.)

(SLIDE 1 ON)

1. Gain Attention: As Marine Corps recruiters our job is to find highly qualified men and women to become Marines. We all know that not everyone we encounter is going to become a Marine. Some have no intentions of joining the service, and others do not meet the qualifications to enlist. However, we must ensure that the applicants that eventually join the Marine Corps meet the mental, moral, and physical qualifications. You are the one that must ensure that all your applicants meet these standards. The first step in this process is the initial screening. 

2. Overview: The purpose of this period of instruction is to provide the student with the basic skills, knowledge, and techniques employed by a Recruiter to conduct initial prospect/applicant screening.

3. Learning Objectives: (INSTRUCTOR NOTE: HAVE THE STUDENTS READ THE LEARNING OBJECTIVES IN THEIR STUDENT HANDOUT)

a.  Terminal Learning Objective: Given military processing documentation, with the aid of references and during a period of practical application conduct initial prospect/applicant screening in accordance with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 Ch_. (8411.2.5)

b. Enabling Learning Objectives:


(1) Given military processing documentation, with the aid of references and during a period of practical application use Professional Selling Skills while screening a prospect/applicant in accordance with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 Ch_. (8411.2.5a)


(2) Given military processing documentation, with the aid of references and during a period of practical application screen for mental qualification without the use 
of leading questions in accordance with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 Ch_. (8411.2.5b)
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(3) Given military processing documentation, with the aid of references and during a period of practical application screen for moral qualification without the use of leading questions in accordance with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 Ch_. (8411.2.5c)



(4) Given military processing documentation, with the aid of references and during a period of practical application screen for physical qualifications without the 
use of leading questions in accordance with the
Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 Ch_. (8411.2.5d)


(5) Given military processing documentation, with the aid of references and during a period of practical application screen for miscellaneous areas without the use of leading questions in accordance with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 Ch_. (8411.2.5e)


(6) Given military processing documentation, with the aid of references and during a period of practical application administer the Wide Range Achievement Test for screening a prospect/applicant in accordance with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 Ch_. (8411.2.5f)



(7) Given military processing documentation, with the aid of references and during a period of practical application administer the Enlisted Screening Test for 
screening a prospect/applicant in accordance with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 Ch_. (8411.2.5g)

4. Method/Media: The instruction will be presented using the lecture and demonstration format and video show presentation. The information presented will be reinforced, and used in future periods of practical application in your individual group room.
5. Evaluation: You will be evaluated by a performance test on training day 19.

TRANSITION: Are their any questions about what we will be covering today, or how you will be evaluated? In PSS we learned that we must build or reestablish rapport with our customers before opening the call. However, once the rapport has been established we need to start screening our prospect. Let's take a look at how this is done.

BODY









   
  
‰1. (SLIDE 2 ON) The Professional Selling Skills that are used in screening a prospect are opening and probing.

‰a. The skill of opening is used to introduce screening to the prospect.

EXAMPLE:   (1) Propose an Agenda: Al, what I need to do now is ask you a series of questions about your background - medical history, police involvement, and things like that. These are some really important questions and I need you to answer them as best as you can.   
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‰(2) State the Value to the Customer: By answering these questions is I'll be able to give you a real clear picture of where you stand as far as qualifying for the Marines.  Also, let me assure you that your answers will be kept in confidence between you and me.



‰(3) Check for Acceptance: Are you ready to start?
NOTE:  You also need to inform the prospect that you will be taking notes on the PAC card.  You can do this by including it in the agenda stated in your opening for screening or you can state it separately after the opening.  
EXAMPLE:  (during the opening) Al, what I need to do now is ask you a series of questions about your background - medical history, police involvement, and things like that. These are some really important questions and I need you to answer them as best as you can.   Most of the questions that I need to ask you are on this card, so basically, I'll be taking notes and just fill the card out as we go along.  By answering these questions I'll be able to give you a real clear picture of where you stand as far as qualifying for the Marines.  Also, let me assure you that your answers will be kept in confidence between you and me. Are you ready to start? 
EXAMPLE: (after the opening) Al, I'll also be taking some notes during this process to make sure I don’t leave anything out.  OK? 

 
‰(b) The skill of probing is used to screen your prospect and gather information about his background.

EXAMPLE:  Recruiter: Al, have you ever received a Traffic Ticket?



Prospect: "Yeah, a couple of times."

NOTE:  When a prospect answers yes to some of our questions, further probing may be required. Using the above example, we must continue probe to find out when he received the ticket, where he received the ticket, and the disposition of the ticket.  

TRANSITION: Now that we have introduced screening to our prospect and informed him/her of note taking, we can start screening our prospect.  There is no requirement where we have to start screening. However, we'll start with mental screening.

(INSTRUCTOR NOTE: INFORM THE STUDENTS THAT THE AMOUNT OF TIME THEY HAVE FOR INITIAL SCREENING WILL DEPEND ON THE AMOUNT OF TIME THE PROSPECT HAS.  ALTHOUGH WE WOULD LOVE TO FORM SCREEN EVERY PROSPECT, THEY MAY NOT HAVE THE TIME. HOWEVER, THEY NEED TO BE ASKED THE MINIMUM QUESTIONS, THAT WAY YOU WILL KNOW IF THE PROSPECT MEETS THE BASIC QUALIFICATIONS.)
(INSTRUCTOR NOTE: READ AND EXPLAIN TO STUDENTS THE OFFICIAL DOD POLICY CONCERNING HOMOSEXUAL CONDUCT.)
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‰1.  A person's sexual orientation is considered a personal and private matter, and is not a bar to service entry or continued service unless manifested by homosexual conduct in the manner described in section 2, below. Applicants for enlistment, appointment, or induction shall not be ask or required to reveal whether they are heterosexual, homosexual, or bisexual. Applicants also will not be ask or required to reveal whether they have engaged in homosexual conduct unless credible independent evidence is received indicating that an applicant engaged in such conduct or unless the applicant volunteers a statement that he or she is homosexual or bisexual, or words to that effect.

‰2.  Homosexual conduct is grounds for barring entry into the armed forces, expect as otherwise provided in this section. Homosexual conduct is a homosexual act, statement by the applicant that demonstrates a propensity or intent to engage in homosexual acts or a homosexual marriage or attempted marriage. Propensity to engage in homosexual acts means more that than an abstract preference or desire to engage in homosexual acts; it indicates a likelihood that a person engages in or will engage in homosexual act.
‰2. (SLIDE 3 ON) For a recruiter to screen for the minimum mental qualifications he/she must ask the following questions:
(INSTRUCTOR NOTE: REMIND THE STUDENTS THAT THEY MUST NOT ASK LEADING QUESTIONS, AND THAT SCREENING OF THE APPLICANT SHOULD BE TERMINATED WHEN THE RECRUITER DETERMINES THAT THE PROSPECT IS PERMANENTLY DISQUALIFIED FOR ENLISTMENT.  IF A PROSPECT IS TEMPORARILY DISQUALIFIED CONTINUE SCREENING TO MAKE SURE THERE ARE NO PERMANENT DISQUALIFICATION.)
NOTE: As a recruiter you must use effective communication skills. When using communication skills effectively the prospect won't feel as if he/she is being interrogated or lose interest, because he/she becomes bored.

‰a. Have you ever taken the Armed Services Vocational Aptitude Battery Test?


‰b. Are you a High School Graduate or a High School Senior?  


‰(1) If the prospect is a High School Graduate, ask if he/she received their diploma. 


‰(2) If the prospect is a High School Senior, ask him/her if they anticipate any problems graduating with their class.

TRANSITION: Our prospect has met the mental qualifications. Let's move on to moral screening.

‰3. (SLIDE 4 ON) For a recruiter to screen for the minimum moral qualifications he/she must ask the following questions:

BRC.31
(INSTRUCTOR NOTE: INFORM THE STUDENTS THAT THEY MUST COVER BOTH PAST AND PRESENT WHEN ASKING THE PROSPECT QUESTIONS. PROVIDE AN EXAMPLE, SO THE STUDENT WILL UNDERSTAND.)

‰a. Have you ever had any involvement with the police, to include traffic violations or 

 parking citations?


‰b. Have you ever been on probation of any kind?


‰c. Have you ever been confined?


‰d. Have you ever used marijuana?


‰e. Have you ever used any other drugs, i.e. - LSD, PCP, cocaine?

‰f. Have you ever been charged, or convicted for a drug-related offense?


‰g. Have you ever been PSYCHOLOGICALLY OR PHYSICALLY DEPENDENT ON Drugs OR ALCOHOL?


 i.e.-Have you received treatment or counseling for drugs or alcohol? Have you ever lost your job or been late for school because of drugs or alcohol abuse? 


‰h.  HAVE YOU EVER TRAFFICKED, SOLD OR TRADED IN ILLEGAL DRUGS? (FOR THE PURPOSE OF ENLISTMENT, TRAFFICKING IN DRUGS WILL BE CONSIDERED TO BE ANY UNLICENSED SALE, BARTER or TRADE OF DRUGS.)

TRANSITION: Now that our prospect has made it through out moral screening, we need to screen him/her physically. Let's look at how this is done.
‰4. (SLIDE 5 ON) For a recruiter to screen for the minimum physical qualifications he/she must ask the following questions:


‰a. Have you ever had any type of an operation?


‰b. Have you ever been on prescribed medication?  


‰c. Have you ever had asthma or any breathing problems whatsoever? 

‰d. Have you ever broken or fractured any bones?


‰e. Do you currently have, or have you ever had any implants placed in your body.


i.e. - pins, screws, staples.... 


‰f. Do you have vision in both eyes? 
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‰g. Have you ever worn prescription glasses or contact lenses?


‰h. What is your height and weight?


‰i. Do you have any tattoos?

‰j. Future use - counseling, ritalin, etc. 

TRANSITION: Once physical screening has been completed, now we'll move to miscellaneous screening questions.
‰5. (SLIDE 6 ON) For a recruiter to screen for the minimum miscellaneous qualifications he/she must ask the following questions:


‰a. What is your age? or How old are you?


‰b Date of birth?


‰c. Place of birth? or Where were you born?


‰d. What is your Social Security Number?


‰e. Have you ever served or applied for enlistment in another service?


‰f. How do your parents feel about you looking into the military?


‰g. Are your natural parents still married and living together? 


‰h. Have you ever been married?


‰j. Do you have any children; legitimate or illegitimate?


‰i. Do you have anyone who is financially dependent upon you for support?


 i.e. - father, mother, children.

(INSTRUCTOR NOTE: INFORM THE STUDENTS THAT THEY MUST REVIEW THE PROSPECT APPLICANT CARD TO ENSURE THAT THE MINIMUM SCREENING QUESTIONS HAVE BEEN ASKED.)
TRANSITION: Now that our prospect is basically screened and qualified. Our next step is to administer the Wide Range Achievement Test, and the Enlistment Screening Test.
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(INSTRUCTOR NOTE: INFORM THE STUDENTS THAT IF THE PROSPECT HAS ALL READY TAKEN AND PASSED THE ASVAB THESE TESTS ARE NOT REQUIRED. HOWEVER, YOU MAY GIVE THE PROSPECT THESE TESTS TO DETERMINE IF THE PROSPECT CAN IMPROVE ON HIS/HER ASVAB SCORE.)
‰6. (SLIDE 7 ON) To administer the Wide Range Achievement Test the recruiter must do the following.


‰a. Explain the purpose of the WRAT.



EXAMPLE: Al, the purpose of this exam is to determine if you meet the 
minimum reading standards. 


‰b. Administer the WRAT. 


‰c. Inform the prospect of the results.

‰7. To administer the Enlistment Screening Test the recruiter must do the following.


‰a. Explain the purpose of the EST.


‰b. Administer the EST.


‰c. Inform the prospect of the results.

(INSTRUCTOR NOTE: EXPLAIN TO THE STUDENTS THAT THEY WILL DO PRACTICAL APPLICATION ON T-DAY 18 FROM 1430-1600.)
(SLIDE 8 ON)

OPPORTUNITY FOR QUESTIONS:





             (5 min)
‰1. QUESTIONS FROM THE CLASS.
‰2. QUESTIONS TO THE CLASS.

‰a.  QUESTION: What Professional Selling Skills are used to conduct prospect/applicant screening?

ANSWER: Opening and Probing.


‰b.  QUESTION: What is the first step in administering the Enlistment Screening Test?

ANSWER: Explain the purpose of the test.
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SUMMARY:









    (5 min)
‰1. So far we have covered how to introduce screening to a prospect. How to mentally, morally, and physically screen a prospect. We have also covered the minimum miscellaneous areas to screen for, and how too administer the Wide Range Achievement Test, and the Enlistment Screening Test.

‰2. At this time, turn in your IRF's and take a ten-minute break. Your next class begins at           .

REFERENCES: Volume 1, Guide Book for Recruiters.
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