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Introduction





Operating Instructions are directive and compliance is required.



The Squadron Deputy Commander of Seniors (CDS) and Deputy Commander of Cadets (CDC) will ensure each senior member under their command, assigned a position covered by a Job Description is supplied with his own copy.



The Cadet Commander will ensure each cadet in a staff position covered by a Job Description is supplied with his own copy. 



In the interest of easier reading, please construe that all forms of “he” include all forms of “she.”



Recommendations for changes, additions or deletions to these OI’s are to be submitted through Channels.



OI’s will be reviewed Quarterly by the Squadron Executive Committee.







								SB

								Squadron Commander

�Activities (JUL97)

Approvals:

ALL meetings/activities require the commander’s approval before making announcements or placing on the unit calendar.



ALL meetings/activities must be under the supervision of at least one senior member for daytime meetings/activities and one male/female senior member (18 years or older) for overnight activities when attended by a female cadet. 



NO SENIOR - NO ACTIVITY!



Wing Headquarters requires that ALL meetings/activities conducted on other than scheduled meeting nights, as stated on your current CAPF 27 filed at Wing and National HQ, requires the submission of MN WG Form 7 and 7a and forwarded through channels:



			Group CC’s Grade/Name:

			Phone/Pager/FAX #:

			E-mail address:

			Address:

			City & Zip:



When the activity only involves our unit, the formality of submitting a MN WG Form 7a is for informational purposes only and does not require approval. Activities which involve other units within the Group, requires approval of the Group Commander. Any activity involving other Groups, requires the approval of Wing Vice Commander.



NOT ALL activities which are announced at Commander’s Call are official activities of this squadron or of Civil Air Patrol. 



Reasons for not promoting an activity as an official CAP activity could be that transportation is not available; the activity is conducted during a workday, where it would not be reasonable to expect a senior to take a day off from work to be present; the service requested is not suitable for CAP members to participate; the work being requested will be done free, when others are receiving wages; the activity is of a political nature, etc.  



Individual members may volunteer directly with the requesting organization to render assistance as a private person if the activity is not an official CAP activity.



How do you know if an activity is not an official activity of this squadron? 

The absence of MN WG Form 7a and 7!



Cancellations:

Once a meeting/activity has been approved and placed on the unit calendar only the commander or his deputy will cancel it. NO CADET WILL ASSUME THIS AUTHORITY!



Sign-Up Sheets:

Sign-up sheets and Information Folders containing MN WG Form 7 will be on display at the Sign-In table each night, prior to opening formation. 



Promotion:

An opportunity to promote the activity will be made during Commander’s Call; included in weekly call-downs, and with sufficient preplanning, information regarding the activity should be submitted to the unit’s Public Affairs Officer for inclusion into the newsletter.

Project Officers:

Use the ACTIVITY PLANNING KIT, by LTC Theis as a guide.

Be familiar with the following policies:

Cadet Protection Program

Freeze List

Reimbursements

Resources

Safety

Accident Reporting Requirements

Sign-Up procedures

Financial Responsibilities

Transportation Requirements

Publicity and Promotion

Responsible for:

Submitting MN WG Form 7A through proper channels

Preparation of MN WG Form 7

Creation of Sign-up sheets and folders

Content and Quality of the meeting/activity

Safety and Welfare of all participants

Ensuring proper ratio of chaperones are available

Publicity and promotion of the activity.

Transportation of staff and participants





GENERAL POLICIES



Before participating on any CAP special activity away from the local unit where the member may not be known personally, the individual member is responsible for completing one copy of CAP Form 60.  And handcarried to the activity site and filed with the project officer for easy reference in the event of emergency.



1-4, a. (1) “Activities must be cadet oriented. That is, they must capture the interest of the cadet membership. This can be done, at least in part, by having cadets participate in the planning phase as well as the performance aspect.”



1-4, a. (2) “Activities must be meaningful. They should not be scheduled only for the sake of having activities. There should be some goal or desired result connected with an activity. Again, the cadets can help with this aspect.”



1-4, a. (3) “Activities MUST BE WELL PLANNED. This is true for individual activities and for the overall activities program. Units should establish an Activities Committee, which should meet on a quarterly basis, to assist the activities officer in planning the activities program ... “



1-5, a. “The commander will ensure that cadets are properly supervised at all CAP activities ...”



1-5, b. “There will be no firearms, air guns, or any device that could be used as a weapon at any cadet activity. The only exceptions to this are described in c and d below.”



1-5, c. “Personnel serving as color guards may use facsimile or deactivated firearms...”



1-5, d. “Under no circumstances will firearm training be considered a CAP-sponsored activity nor may any CAP unit have a rifle team. CAP personnel may participate in firearm training only when it is:

	1) actively sponsored and supervised by qualified military rifle range personnel on military installation; or

	2) actively sponsored and supervised by qualified personnel of the National Rifle Association, National Skeet Shooting Association, or Amateur Trapshooting Association.”



1-5, e. “CAP cadets, regardless of age, may not possess or consume, illegal drugs or alcoholic beverages in any form while participating in any CAP activity.”



1-5, f. “Ultralights, aerolights or any similar type vehicle will not be present or flown in any cadet activity. (See CAPR 60-1).



1-5, g. “Parachuting, parasailing or any associated training as prohibited as a cadet activity.”



1-5, h. Rappelling:

	1) Rappelling at CAP activities must be conducted under the following conditions:

		a) On DOD installation or a training site approved by qualified military rappelling instructors.

		b) Under the supervision of currently qualified military personnel.

		c) Using only military equipment which is properly inspected and certified as safe for its intended use by qualified military personnel.

	2) Region commanders may waive this policy ...”

	3) CAP units that are dual chartered with Explorer Scouts must ensure that all rappelling is conducted within this policy or clearly and unmistakably conducted under the auspices of the Scouting program only.



2-9. “Every squadron should have a drill team. Selection and preparation of the team is the responsibility of the Leadership Officer and should be accomplished in accordance with Chapter 16. In coordination with the Activities Officer, the Leadership officer may arrange competitions with nearby squadrons...”







								SB

								Squadron Commander

�ACTIVITY PLANNING COMMITTEE (JUL97)



The squadron Activity Planning Committee will:

Annually (NOVEMBER) create an overall plan for the coming year.

Bi-Annually (DECEMBER/MAY) redefine-the annual calendar.

Quarterly, assign Project Officers and Instructors to specific meetings, classes and activities.



Responsibilities include making sure the missions of Civil Air Patrol are met, activities are well planned and thought out to ensure every meeting and activity of this squadron, is a successful and meaningful one. 



COMMITTEE MEMBERS:

Squadron Commander

Deputy of Seniors

Deputy of Cadets

Cadet Commander

Cadet Deputy Commander

Cadet Executive Officer

Activities Officer

Aerospace Officer

Emergency Services Officer

Senior Programs Officer



The Committee may assemble with a minimum of the command staff. But every effort should be made to include the remaining members. This should not be a problem with preplanning and announcing of the date, time and place a week before. 

Squadron Meetings:

Meetings will be conducted every Thursday evening from 1900-2100 hours.



There are three meeting formats. 1) Regular weekly meetings, 2) Quarterly Business meetings and 3) 5th meeting of the month. The 5th meeting of the month will be designated an Activity Night. A tour, volleyball, picnic or other similar activity should be planned.



WEEKLY MEETINGS

Meetings will be planned using the WEEKLY MEETING PLANNER.



QUARTERLY BUSINESS MEETINGS

A Quarterly Business Meeting provides the command staff to give the general membership an opportunity to be briefed on the financial status of the squadron; how the unit is doing in regard to its goals in meeting the mission objectives; discuss additions or changes to existing OI’s; conduct a Quiz Bowl and Drill-Down.



Quarterly Business Meetings will be planned using the QUARTERLY MEETING PLANNER.

Project Officers

PROJECT OFFICERS WILL BE SOLICITED - NEVER ASSIGNED!

Instructors

Instructors must not only be knowledgeable, but BE ABLE TO TEACH! Not every who is qualified in a specific field, is necessarily a good teacher. We should allow members who wish to teach, an opportunity to do so. However, if the individual does not do a good job, he must be made aware of his shortcomings and explain the need to have someone else instruct future classes. 



All instructors are expected to have:

Lesson plan

Equipment and material list for presenting the class, such as overhead projector, white-board, flip chart, markers, etc. 

Handouts



The instructor is in charge of all classes, once in session. Discipline problems and annoyances that occur during the class is the instructor’s responsibility to deal with. Consequences resulting from such discipline problems may be initiated by any person in authority.







								SB

								Squadron Commander









�Attendance (JUL 97)



The success of this squadron requires the continued dedication and involvement of all its members. 



COMMAND STAFF:

The command staff are key players in the management of our squadron, and are expected to attend all scheduled meetings and as many activities as possible.



In the absence of the squadron commander, either the Deputy Commander of Seniors or Cadets will assume the authority of the commander. However, while acting in this capacity, he may not initiative new procedures, policies or directives.   



During extended absences of the commander, the unit Test Control Officer may sign Cadet Achievement forms, CAPF 59-1, 2 or 3.



ABSENCES:

Communicating your absence is nothing more than an act of common courtesy!



There is no official allowance for "inactive status." However, most squadrons allow cadets to take an unofficial "leave of absence." This PRIVILEGE is most common for cadets who are active in seasonal sports, band, plays, etc.



Unannounced absences exceeding three weeks is cause for termination, for “lack of interest.” As a minimum, unexcused absences will be cause for consideration of reassignment, if holding a staff position.



By completing the Leave of Absence Form, the cadet makes staff aware of his intention to be absent and his desire to continue at a later date.



Senior members who are not active may be placed in Patron status. Members placed in this category of membership do not (cannot, according to regulation) attend meetings, activities and do not get promoted.



DOCUMENTATION:

Attendance will be taken by the Deputy of Seniors for senior members and C/First Sergeant for cadet members. 



AWARD:

Each member who maintains perfect attendance for the calendar year, will be acknowledged at the squadron’s Open House with a certificate. 







								SB

								Squadron Commander







�AWARDS COMMITTEE (JUL97)

The following members will meet as necessary to award specific ribbons, badges, promotions or annual awards.



SENIOR AWARDS:

Squadron Deputy of Seniors

Squadron Deputy of Cadets

Activities Officer

Leadership Officer

Personnel Officer

Senior Programs Officer



CADET AWARDS:

Squadron Deputy of Cadets

Cadet Commander

Cadet Deputy Commander

Cadet Executive Officer

First Sergeant

Leadership Officer







								SB

								Squadron Commander

�

Awards/Badges/Ratings/Promotions (JUL97)

Whether a squadron will maintain its current strength or grow, largely depends on whether it’s members feel there is value in its programs and activities. The squadron’s award program is designed to recognize those individuals that are giving that little extra effort, above and beyond the “call of duty.” 



Quarterly Awards

Quarterly Awards are selected by the Awards Committee and approved by the unit commander.

 

CADET OF THE QUARTER

Cadets who meet the following criteria:

Promoted within the last Quarter

Attended 75% of meetings

Attended 50% of squadron’s activities

Attended 50% of Moral Leadership classes

If assigned a staff position, performing in a satisfactory manner



SENIOR OF THE QUARTER

Attended 75% of meetings

Attended 50% of squadron’s activities

If assigned a staff position, performing in a satisfactory manner



BEST DRILLER

Identified as the unit’s Best Driller after competing in a mass drill exercise. The remaining cadet(s) is given a gold cord, which identifies him as our unit’s best Driller of the Quarter.



The Best Driller program is an official program of Minnesota Wing Cadet Programs. The gold cord cannot be worn outside of Minnesota Wing.

Annual Awards

AEROSPACE EDUCATION AWARD:

Presented to the ONE senior and/or cadet who has been a strong advocate for Aerospace Education, using the Frank G. Brewer award criteria.



This nominee will be submitted to Wing Headquarters for recognition at the next Wing Conference. The Wing Personnel Officer will announce when applications are due.



CERTIFICATE OF APPRECIATION:

Awarded to members, families, parents, benefactors and supporters for their continued support.



HONORABLE MENTION (Senior and Cadet):

Presented to any member who was outstanding in a particular area, but has not earned one of the named awards. 

�

OUTSTANDING SUPPORT STAFF (Senior and Cadet):

Presented to the member who meets and exceeds the requirements of his staff position for a minimum of one year.



READY RESPONDER (Senior and Cadet):

Awarded to the member who is a qualified trainee or mission qualified, who maintains a “mission ready” status and participated at a level which exceeds normal expectations.



Cadet Awards



CADET OF DISTINCTION:

Presented to ONE of the four CADET OF THE QUARTERs.



CADET OF THE YEAR:

Presented to the CADET OFFICER who meets the requirements for selection as “Cadet of the Quarter,” who is actively participating in the cadet program, squadron activities, demonstrates his professionalism through the use of proper military customs and courtesies, maintains an impeccable grooming and uniform standard.



The cadet who earns this award, will be nominated for the Wing Cadet of the Year on MN WG Form 13c and CAPF 58. 



BEST ATTENDANCE:

Presented to those who have maintained a perfect attendance record, or who has attended the most meetings.



MOST HELPFUL:

Presented to ONE cadet who has been the most help, voluntarily offering his assistance whenever and wherever needed, without expectation of reward. 



MOST IMPROVED:

Presented to the ONE cadet member who has made the most noticeable progress in developing his leadership skills, responsibility, military customs and courtesies.



MOST MERITS:

Presented to the TOP THREE cadets receiving the most merits for the year. 



COLOR GUARD COMMANDER:

Presented to the cadet who commanded the Color Guard through the Minnesota Wing Competition.

�Senior Awards



SENIOR OF THE YEAR:

Presented to the CADET OFFICER who meets the requirements for selection as “Senior of the Quarter,” who is actively participating in the cadet program, squadron activities, and who demonstrates his professionalism through the use of proper military customs and courtesies, maintains an impeccable grooms and uniform standard.



The senior who earns this award will be nominated for the Senior of the Year on MN WG Form 13c. 



OUTSTANDING SUPPORT STAFF:

Presented to the cadet who meets and exceeds the requirements of his staff position for a minimum of one year.



Badges, Ratings & Promotions

Authority has been delegated to approve the following badges or ratings when proper documentation is provided and forms accurately completed:



SQUADRON COMMANDER:

Emergency Services Ground Team Badge (Basic)

Emergency Services Badge (Basic)

Solo Rating

Pilot Rating

Observer Rating

Membership Award

Leadership Award

Red Service Award

Recruiter Ribbon

Pilot Proficiency Patch

Flight Officer Promotions

Technical Flight Officer Promotions



GROUP COMMANDER:

Emergency Services Ground Team Badge (Senior)

Emergency Services Badge (Senior)

Observer Rating (Senior)

Pilot Rating (Senior/Command)

Senior Flight Officer Promotions



WING HEADQUARTERS:



DIRECTOR OF CADETS:

Encampment Ribbon

CAC Ribbon

CAC Red Cord

Community Service Award

Eager Award (Verbal)

National Activity Ribbon (Verbal)



EMERGENCY SERVICES:

Emergency Services Badge (Master)

Ground Team Badge (Master)

Air Search and Rescue Ribbon

Disaster Relief Ribbon

Find Ribbon



OPERATIONS:

Balloon Pilot

Glider Pilot Rating

Observer Rating (Master)









								SB

								Squadron Commander

�Cadet Protection Program (JUL97)



Once a year, all members will be briefed on the three areas of abuse. Female cadets will also receive a separate briefing from a female cadet and senior officer to talk about these areas in detail and what steps can be taken to protect themselves both in and out of our squadron.



CAPM 50-16, Chapter 1, Section B:



Sexual Abuse:

Cadets will not be subjected to sexual molestation, touching, contact, exposure, suggestions or other incidents of a sexually oriented nature.



Emotional Abuse:

Cadets will not be subjected to excessive discipline or humiliating or emotionally distressing verbal abuse.



Physical Abuse:

Cadets will not be physically struck, hazed or assaulted in any way.



1-6. “...Civil Air Patrol members are expected to avoid even the appearance of impropriety involving cadets and to report suspected abuse immediately so that appropriate action may be taken...”



1-8. “...Whenever a commander has received a report of abuse, suspects that abuse has occurred or may occur, or believes there is an appearance of impropriety in the nature of cadet abuse by a member of Civil Air Patrol, the commander will immediately suspend the member from working with cadets...”



1-10. “Senior members, cadets and other persons who supervise cadet activities or serve in leadership positions are expected to possess high moral and ethical standards, be emotionally stable, and demonstrate leadership qualities necessary to serve as positive role models for our cadets.”



1-11. d. “Ensure at least two senior members are present at all overnight cadet activities ... This policy is for the protection of the senior member as well as the cadet.”



SECTION C: 1-13. “...Only those senior members who are approved after screening by National Headquarters will be permitted to supervise cadet activities or associate  with cadets in any capacity on a regular basis...”
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�DISCIPLINARY ACTION (JUL97)

Disciplinary action taken against volunteer members is a sensitive issue. Depending on the nature and severity of the offense, the “punishment” could simply be a verbal warning, to legal action.



Pushups should not be used as a form of punishment. Pushups should only be used as a form of physical training (PT) when scheduled!



Making cadets march with arms extended; marching with stones in their hands; smile burials and so on are forms of humiliation and should be tolerated!

 

POSSIBLE REPERCUSSIONS:

Verbal warning

Letter of Reprimand for member’s personnel file

Assign details!

Restrict participation of activities inside/outside the unit (Encampment, Solo, National Special Activities, Color Guard Comp, Drill Comp, Snow-days, Lock-ins, BlackCAP and so on.)

Grounding if pilot qualified

Surrender CAP Drivers Permit, Comm or ES Card if violating related rules/regulations

Payment/Reimbursement for damaged or lost property

Removal from support staff/command position

Suspension from CAP, up to 60 days by authority of the Commander. 

Suspension from CAP, up to 180 days with Wing Commander’s approval.

Demotion of up to 3 grades for cadets, with approval of the Wing Commander.

Demotion with approval of the Wing Commander

Non-Renewal

Termination



A Grievance Committee, if warranted, will be assembled only at the direction of the squadron commander. Be mindful that the Board’s only purpose is to make a recommendation to the squadron commander. It is the commander’s prerogative to accept or decline the Board’s recommendation. 



A squadron member or commander may lodge a formal complaint to either the Group or Wing IG without fear or reprisal. All complaints should be dealt with at the lowest level possible, beginning with the commander’s Open Door policy. This allows the appeal process to be handled by Group or Wing. Example: Complaints which start at the Wing level, require Region HQ to deal with the appeal. Let’s keep our problems “in house” whenever possible.
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�Drill-Down (JUL97)

The purpose of the Drill-down is to allow cadets to demonstrate their proficiency in the art of drill and to encourage continued practice through positive reinforcement. That is, public recognition.



The Drill-down will be conducted at the Quarterly Business Meeting (First meeting of the Quarter).



Flight members will assemble in one large flight and drilled, given numerous commands by the previous Quarter’s winner. Some commands will be given properly and improperly, to test their attentiveness and drill knowledge. Cadets who do not executive the maneuver properly, dismiss themselves or are removed by judges/observers.  



A time limit of five minutes will be used when drilling the last two remaining cadets, to eliminate the need for one of the two remaining cadets to “give up” or “quit.”



In such cases, the “contest” will be declared a tie. In the event of a tie, the two cadets will decide between themselves, who will drill the flight of the next competition.





AWARD ELEMENT:

The winner of the current Drill-down will be given the privilege of calling the commands at the next Drill-down and awarded a gold cord, which identifies him as our unit’s best Driller.



The Best Driller program is an official program of Minnesota Wing Cadet Programs and must be the criteria stated above to be eligible to wear the cord. The gold cord can not be worn outside of Minnesota Wing.
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�Financial Procedures (JUL97)



Per CAPM 173-1, all funds are to be under the direct control of the unit Finance Officer and reported in accordance with the instructions within that manual.



Per MN WG Policy, units with more than 30 cadets can request, to the Wing Finance Officer, a checking account for cadet activities.  



Cadet Orientation Flight reimbursements will be requested on MN WG Form 7b.



All transactions involving the withdrawal of funds, requires two signatures. 

Bank Cards

The Finance Officer will ensure bank signature cards are current. Signatories should include the Squadron Commander, Deputy of Seniors, Deputy of Cadets and the Finance Officer. The Squadron Logistics and/or Activities Officer may also be added. The primary signers, for routine business is the Finance Officer and Squadron Commander.

Finance Committee

The squadron commander will assign a minimum of three members to the Unit Finance Committee, whose responsibilities include approving, with a majority vote, expenditures over the amount of $100. The Finance Officer serves as Chairman.

Recurring Expenses

Once approved by the Finance Committee may paid without further approvals of the Committee.

Squadron Bookstore

Bookstore records will be maintained by the individual assigned to the job, but under the supervision of the unit Finance Officer. No more than $20 will be maintained in the Bookstore cash box. Funds exceeding more than $20 will be turned in to the unit Finance Officer.



PURCHASES made on behalf the squadron without prior authorization of the Squadron Commander or Finance Officer will be considered a donation!



All food purchases must be approved by the Finance Committee, regardless of amount!
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�FLIGHT OPERATIONS (JUL97)

Because of the technical nature of CAPR 60-1, an attempt will not be made to rewrite the regulation verbatim. 



GENERAL POLICIES:

We must be mindful of the fact that all Corporate Aircraft are for the support of the Civil Air Patrol mission. These valuable resources are simply placed in a units care.



All qualified pilots and student pilots, regardless of age, grade or status in this or any other squadron are eligible to fly Corporate Aircraft.



We should be careful not give the impression that we are soliciting outside members to join our program to learn how to fly. This is the business of Flight Instruction by Fixed Based Operators. Although Minnesota Wing hosts a Solo Encampment every year in August, its sole purpose is to take the 16 eligible cadets and help them attain their solo license and no more. Most students will seek outside (private instructors from local FBOs) once they have obtained their solo certificate.



FLIGHT TRAINING:

To participate in flight training, the member must be in good standing, active in our units’ meetings and activities. 



Senior members must have completed Level I/CPPT and cadets must be the grade of Sergeant or above. 



All bills must be paid in a timely manner. Members will be suspended from further operations if flying bills become delinquent. 



We must also be sensitive to the aviation community, whose livelihood depends on their aviation customers. We are not a flying club, nor are we in the business of “cranking out pilots. Learning how to fly is privilege of being a Civil Air Patrol member.



We do not provide primary instruction (private pilot training) for senior members. Only cadets! Senior members may, once they have obtained a private license, continue training to advance their skills which will ultimately allow them to participate in Search and Rescue (SAR) missions. The “magic number” is 200 hours PIC. 



ORIENTATION FLIGHTS

Civil Air Patrol promotes participation in piloting through a series of NINE orientation flights for cadets who have not yet reached their 18th birthday. These flights are designed to create an interest in and enthusiasm for aviation.



Seniors with 200 hours of PIC, who are qualified, can fly cadet orientation flights. Wing HQ will reimburse the pilot or squadron, whoever is designated on the reimbursement request for cadet orientation flights, $15 per cadet (coupons 1-6/front seat) and $5 (coupons 7-9/back seat), reducing the cost of providing flights to our Wings’ cadets, pilots and squadrons.



�

The pilot will list all CAPF 77s on CAPF 7 and forward directly to National HQ/CPR. Cadets with more than one flight or coupon can be listed once. A “C” will be placed for each flight.

                                                                                                                    

Example: 

									1  2  3  4  5  6  7  8  9

Podunk, Cadet							    C                 C

	

FLIGHT OPERATIONS

Currency reporting should be accomplished on MN WG Form 15 and submitted to “DO,” so they may be entered into the Pilot Computerized Tracking Program.



Per MN WG Policy, the unit commander may authorize flights into Wisconsin up to 50 nautical miles. Over 50 NM requires Wing HQ written approval (verbal approval from the Wing CC, CV, CS if short notice) on a completed MN WG Form 7a. Pilots should allow for three weeks to process.



Pilots wishing to participate in SAR operations outside the state require the Director of Emergency Services’ approval.
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�FREEZE LIST (JUL97)



Members who place their name on a Siqn-Up sheet make a personal PROMISE to attend that activity.



Sign-Ups help the Project Officer determine the how many drivers and vehicles and needed, how much food and beverages are required, ,etc.



When planning for an activity, a Project Officer must plan the activity, find drivers and vehicles; arrange for fuel, food and beverages, if required, and so on.  This all takes time.  And, in some cases, costs the Project Officer money out of his own pocket.



To apologize for the inconvenience and perhaps financial loss caused by not showing up is merely an act of courtesy.



Anyone who notifies the Project Officer that he/she cannot participate, up to the time of departure, will be considered excused.  The following restrictions will not apply to cadets who can verify an emergency existed at the time of the activity.



ANY MEMBER NOT SHOWING UP AS PROMISED ("NO-SHOW”), WILL BE PLACED ON A FREEZE LIST UNTIL HE WRITES A LETTER OF APOLOGY TO THE PROJECT OFFICER.



After each project, the Project Officer will submit a list of "No-Shows" to the First Sergeant, to be placed on the FREEZE LIST.



While on the FREEZE LIST, members WILL NOT:

Sign up for future activities

Test for promotion

Be eligible for any Cadet Awards



The Project officer will request the First Sergeant to remove the member's name from the Freeze List when a written letter of apology is received.
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�Fundraising (JUL97)



ALL FUNDRAISING ACTIVITIES MUST BE SUBMITTED TO THE WING COMMANDER. FOR APPROVAL ON MN WG FORM 7A 30 DAYS IN ADVANCE.



Select a product, or type of activity to be conducted by majority vote of the squadron, to ensure we have the backing and support of the membership who will in fact be doing the fundraising. It makes no sense to order someone to do what he does not want to do. They simply won’t perform! And that could be a costly mistake.



Create a time-line from which to begin planning, ordering supplies, distributing supplies, dividing “territories,” and so forth. Make allowances for absent members. Time-lines will ensure the activity does not get dragged out and boring, or worse yet, products get lost or heat damaged in the event the product sold is candy.



Advertise the fund-raiser at commanders call, squadron call-downs and the newsletter so everyone understands the purpose of the fund-raiser and the importance of participating. 



Set the criteria for awards before the fund-raiser beings. Awards such as Best Salesperson will promote participation and may provide the necessary motivation to work just a little bit harder. Awards can be plaques, certificates or financial credit towards a CAP activity.



The Fund-Raising Project Officer will be responsible for the following:

Preparing MN WG Forms 7 and 7a

Order the product

Determine awards or prizes

Advertise the fund-raiser

Create a distribution/tally sheet

Distribute the Product

Make sure product is available at EVERY MEETING

Promote and sell the fund-raiser at EVERY MEETING

Maintain a sales chart and post at the sign-in table EVERY MEETING



Upon conclusion of the fund-raiser:

Determine what products need to be returned - if possible.

Turn over all records and unsold products to the Finance Officer

Finance Officer will forward all completed records to the Admin Officer for inclusion in the unit files.



The Project Officer is responsible for obtaining all outstanding funds or products. Not the Finance Officer.



All charts, records and unsold products are the property of the squadron and are to be placed in the squadron file and retained for SIX YEARS. 
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�MEMBERSHIP BOARD (JUL97)



The Membership Board will be used to evaluate the membership eligibility of all prospective members, whether senior or cadet.



The Board will consist of the following members:



SENIOR MEMBERSHIP:

	Deputy of Seniors

	Deputy of Cadets

	Senior Programs Officer

	Leadership Officer



CADET MEMBERSHIP:

	Deputy of Cadets

	Leadership Officer

	Cadet Deputy Commander

	Cadet Leadership Officer

	Cadet Flight Command



The Board must have a  quorum (majority) to assemble.



The Board’s decision must be based on a majority decision.



The purpose of the Board is not to create barriers for people to join, but ensure that we accept people into the program that at least, have the potential to complement and enhance the program.



Member’s seeking to transfer from another unit, will be interviewed to determine the reasons for such a transfer. Contact the losing unit’s commander to ensure he is not avoiding punishment, owes the squadron money or equipment. 



It is acknowledged, that there may be a time when a member needs to “regroup” and get a fresh start in another unit. 



We have a unique responsibility to the program and to our cadets to ensure that only people of the highest character and ethics become members. And from a logistical point of view, there may be a time when our space, uniforms, transportation and supervision are limited and we just can’t accommodate a large squadron. 



Recommendations of the Board will be documented and forwarded to the Squadron Commander for consideration.
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�Merit Program (JUL97)

The purpose of the Merit Program is to identify and reward those members who support the ideals of the program, demonstrate a positive attitude, practice customs and courtesies and offer their support and services whenever the opportunity arises.



The Merit Program runs for one calendar year, from 01 January through December 31 and is maintained by the squadron’s First Sergeant.



SUBMISSIONS:

Merit forms are available from the Admin Officer and may be submitted by any member who receives or witnesses exceptional conduct or acts of courtesy which would warrant submission.



DOCUMENTATION:

Documents for the purpose of recording participation will be by Participation Letter. These may will be created and published by the Admin Officer after the Project Officer releases the names of the participants.



Merit Values:

Participation:

Squadron Meetings		1 per meeting

Work days/nights			1 per 2 hours

Parade Participant		4 per parade

Color Guard member		4 per parade

Social Activity			1 per activity

BlueCAP				2 per activity

SAR Exercise			4 per activity



Miscellaneous:

Project Officer			4 per activity

Project Officer Assistant		2 per activity

Drill-Down				1 per winner

Quiz-Bowl 				1 per winner

Community Service		1 per activity



Demerits:

Demerits may be issued by proper authority for the following reasons:

Uniform violations			1 per violation

Failure to fix above		1 per meeting

Failure to use proper courtesies	1 per occurrence

Not following a legal “order”	1 per occurrence

NO SHOW			10 points per occurrence

�AWARD ELEMENTS

Year-end awards will be presented to the TOP THREE MERIT RECIPIENTS at the squadron’s Open House/Awards Banquet following the year from which the points were earned.
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�NEWSLETTER (JUL97)

In addition to well planned and thought out meetings and activities, the squadron newsletter is one of the most valuable retention tools we have at our disposal.



It lets people know what coming events are, what activities the squadron has been involved in. 



It allows us to insert photographs or bios on new and existing members, highlighting existing members’ achievements and awards.



Public Affairs Staff have permission to solicit information from any command or staff person to obtain information for publication.

Articles

Members may be "assigned" to report on activities before they attend them.  This ensures you have an article prepared upon their return.  Arrangements can be made to loan a camera beforehand.



Names of those who attended squadron activities may be found on Activity Sign-up Sheets and Participation Letters.  Participation Letters are part of unit files and maintained by the Admin Officer.



Articles may include, but are not limited to:

New procedures (OIs)

New regulations

New members

Staff updates and information

Activities which would be of interest to the members of the squadron.

Meeting and Uniform schedules

Upcoming events

Award and Promotions

CAC Information

Radio Messages



Deadlines

Articles should be obtained by the THIRD MEETING OF THE MONTH.  This allows you one full week to produce the newsletter.



Publication

The newsletter can be created on a typewriter or computer. The style and level of professionalism is not an issue. The issue is, that we need a newsletter and it must be out every month!



THE NEWSLETTER MAY BE AS MANY PAGES AS NECESSARY TO GET THE INFORMATION AVAILABLE, PUBLISHED AND INTO THE “FIELD.”



The newsletter editor does not have to own a computer. But it is recommended! If he does not have a computer himself, ask members of the squadron for assistance. Provide them with the articles and some “filler” in the event there aren’t enough stories to fill a complete sheet of paper. 

Photographs

Photographs add a lot to a newsletter. But must be in good taste; members must be in proper uniform (hats on outdoors, long hair, etc.); and the picture should tell a story without having to explain it. 



Photographs of new members, members who receive special awards, attend activities and so on, are encouraged.  Check with members to see if they can scan photos into their computer and forward you a copy of the file.



DO NOT PROMISE TO PAY FOR ANYONE’S FILM OR ITS DEVELOPING!

Film developing is very costly. And most of the time, we can only use one or two photographs from an entire roll of film.



It would be best if the member is briefed on the purpose of the photograph. Should it be shot landscape (wide) or portrait (tall). Do you want specific backgrounds, such as members attending IACE, which reinforces the idea that the members pictured did some traveling, is verified by identifiable landmarks, etc.



Avoid distant and large group shots. Unless you intend to use a large amount of space, the faces will be so small that they will not be identifiable. 



Always use the flash, indoors and outdoors to fill in the shadows of faces, etc. Always have the sun to your back, or you will get silhouettes. 

Printing

Members should be polled to see who can assist with photocopying the units newsletter. perhaps a parent has access to a copier at work and is willing to photocopy it for us.

Distribution

Newsletters should be distributed the FOURTH MEETING OF THE MONTH.  Extenuating circumstances, like no facilities, tours, production problems, etc., may require that you delay distribution.  Let the Executive Officer know as soon as possible, if delayed are anticipated.



There should be enough copies for each active and inactive member, including a few extras for handing out to new recruits, sending up through channels, such as Group and Wing HQ or mailing to our patrons or sponsors.



It is recommended that a database be set up with every member’s address; labels produced and attached to the back panel (space for attaching mailing labels when folded in half). This list should include up-channel reporting (Group and Wing) and squadron sponsors, benefactors, other units sharing newsletters etc.





Reimbursement

LABELS, COPY PAPER, PHOTOGRAPHS, POSTAGE, ETC. are PAID FOR BY STAFF, and considered a DONATION, unless a request for reimbursement is requested IN ADVANCE, FROM THE FINANCE OFFICER.



Members/Parents who wish to DONATE supplies or photocopying may use their donations as tax deductions at the end of the year.



Purchases made for the squadron are tax deductible under CHARITABLE CONTRIBUTIONS, and are SALES TAX EXEMPT if using the proper Minnesota Tax Form. Minneota Tax Exempt number is 22788.



Tax exempt purchases whether for a pencil, computer, copier, copier supplies, folders, etc., made on behalf of the Civil Air Patrol, becomes squadron property. or, you can't use the TAX EXEMPT number.
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�Open Door Policy (JUL97)



REPORTING:

Members wishing to voluntarily report to a higher level of command will do so through all intermediate officers. 



In the event of an “emergency,” or in the opinion of the member, has a urgent need for an “immediate” audience or conference with the commander, and it is impractical to seek proper approvals, he may report directly to the commander with an explanation of the circumstances.



It is expected that each member try to resolve problems at the lowest possible level before taking it to the commander. There are approximately 25 staff positions in this squadron. Members should be prepared to explain why the Deputy for Seniors or in the case of a cadet, why their Flight Commander, Executive Officer, Cadet Deputy Commander, Cadet Commander or Deputy of Cadets could not assist them.



Chaplain:

Also be advised that the squadron’s Chaplain is also available for private consultation at any time. Chaplains are not in the chain of command. Therefore, seeking an audience with them does not constitute a “break in the chain.”



Chaplains are also required to maintain confidentiality when requested. 



Suggestion Box:

Anyone who would like to make direct contact with the squadron commander, but without the formality of the above, may do so by dropping a note in the Commanders’ Suggestion Box. “



Notes may be anonymous, but if a reply or some type of action is required, a signature is required.
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�Orientation Flight Program (JUL97)



One member will be assigned the responsibility of managing the squadron’s Orientation Flight Program to ensure all cadets will receive them in a timely manner.



One orientation flight, carrying up to three cadets, lasting one full hour will be scheduled each month. Normally, one cadet will receive instruction in the front seat (coupons 1-6, reimbursed at $15) for the first half hour, while the other two ride in the back seat (coupons 6-9, reimbursed at $5 each), observing and listening to the pilot and “instructor.” At a half-way point, the cadets switch seats and return to the airport. 



All NINE flights are documented using CAPF 77. Cadets must print their full name as it appears on their membership card. MN WG Form 7b, “Reimbursement Request - Cadet Orientation” will be completed by the pilot and signed by the commander. Don’t forget to complete the section that asks who gets the check and where to send it!

Eligibility:

Must have completed Phase I (Airman or above)

Have a proper and complete uniform. Either Blues or fatigues.

Have a current CAP ID card IN THEIR POSSESSION

Must be under 18 years of age

Planning Orientation Flights:

STEP ONE

Select a date which a senior member may chaperone the activity and one which does not conflict with any other squadron or Wing activity.



STEP TWO



Seniors with 200 hours of PIC, who are qualified, can fly cadet orientation flights. 

                                                                 

Call one of the following pilots to arrange a tentative date, time and place for the flight and advise the commander.



Pilot				CFI?	Squadron		Phone #



________________________________________________________________



________________________________________________________________





STEP THREE

Select two cadets the grade of Airman or above needing the same flight coupon number, when possible, using the current Monthly Membership Listing (MML) from National Headquarters.



A chaperone is needed, because when the pilot is flying the cadets, there will be no one left behind to “manage” the cadets. Being an official CAP activity, a senior member is required to be present.



Ensure the cadets are CURRENT MEMBERS. If the MML indicates the cadet is not a current member, check his card! MML’s are usually a month behind!



Advise the cadet that he must arrange his own transportation to and from the airport.



The squadron (senior member) may arrange transportation, but it is not recommended, unless he feels like delivering people to their homes, adding extra hours to the activity.



STEP FOUR

Submit MN WG Form 7A to Group Headquarters advising them of the activity.



STEP FIVE

At the meeting prior to the flight, provide each cadet with:

Completed MN WG Form 7

Directions (map) to the airport on the back of MN WG Form 7

Appropriate flight coupon which is to be presented to the pilot.

Remind them to be in proper uniform. Cadets will wear boots, but can switch to tennis shoes just prior to the flight. Then change back upon completion of the flight.

No one will wear tennis shoes with BDU’s to or from this activity.

Bring their current membership card

Bring MN WG Form 7, signed by the parent to the activity.

Transportation is their responsibility - not the squadron’s.



Cadets should be aware that their orientation flight may or may not be flown by a certified flight instructor (CFI). All orientation flight pilots have a minimum of 200 hours of pilot in command time in order to be certified by CAP to fly cadets. They may bring a log book if they choose, but there are no guarantees that it will be logged. 



STEP SIX

A senior member should meet the cadets at the airport. Ensure the cadets are in proper uniform, have their ID card in their possession and have the necessary forms..



The senior member will retrieve the forms and present them to the squadron commander  at the next available meeting for processing.



STEP SEVEN

The commander or his designated representative will list all CAPF 77s on CAPF 7 and forward just the CAPF 7 directly to National HQ/CPR. Cadets with more than one flight or coupon can be listed once. A “C,” meaning the flight was flown in a corporate aircraft will be placed for each flight.

                                                                                                                    

Example: 

									1  2  3  4  5  6  7  8  9

Podunk, Frank							    C                 C



�

MISCELLANEOUS

Flight time will be billed to the squadron. Money will not be exchanged at the time of the flight.
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�Promotion Board - Cadet (JUL97)



PROMOTION BOARD MEMBERS

The unit commander should not be on the board, as the board makes recommendations to him, as the approving authority.

Cadet Commander (Chairman)

Cadet Deputy Commander

Cadet Executive Officer

Leadership Officer

Deputy Commander of Cadets DCOC (Advisor - Non-voting)



The Board will evaluate each cadet based on the requirements of CAPM 50-16, to include, but is not limited to:

Squadron Participation 3-2c(6) and 3-2e(6)

Demonstrated Positive Attitude (5-1a(1)

Faithful and full participation in the program in units activities 5-1a(2)

Demonstrate the required PERFORMANCE and skill levels in each of the program factors: leadership, moral leadership and physical fitness. 5-1a(3)

Evaluate the member utilizing CAPF 50.

Performing SATISFACTORILY in his duty assignment, if appropriate.



THE BOARD ONLY MAKES RECOMMENDATIONS TO THE COMMANDER. IT IS THE COMMANDER’S SOLE RESPONSIBILITY WHETHER TO PROMOTE OR NOT TO PROMOTE.



The Board’s Recommendation will be in writing, with the names of the Board members present and absent, noted on the form. 



The Board Chairman will hand deliver the Board’s RECOMMENDATION along with the cadet’s personnel record to the Squadron Commander no later than 2000 hrs.



2000 Chairman presents Board’s RECOMMENDATION to Commander

2015 Commander evaluates Board’s RECOMMENDATION

2030 Commander meets with promotee

2050 Commander presents new grade at closing formation
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�PROMOTIONS - CADET ENLISTED (JUL97)



ELIGIBILITY:

All cadets meeting the promotion requirements described in CAPM 50-16 are eligible for promotion. No member has the authority to add requirements to the basic criteria stated in this OI.



ACHIEVEMENT CERTIFICATION/DOCUMENTATION:

The member’s Flight Commander or immediate supervisor will provide the following documents to the unit’s Leadership Officer for evaluation and processing:



CAPF 50

CAPF 66, Cadet Master Record, complete with appropriate entries up through the grade requested.

CAPF 66A, Cadet Physical Fitness Test Scorecard, March 96

 

Optional Documents:

Airman Promotion Worksheet

CAPF 50:

Every cadet, regardless of grade, title or position will perform a SELF-EVALUATION using a separate CAPF 50.  



The cadet being evaluated will complete all items on the top of the SECOND form, including the “Inclusive Dates of Report.” This is the date of your last promotion to the current date.



EVALUATION PROCESS:

Begin the rating process with the numerical rating of 4 (AVERAGE). Then, using other cadets of the same grade and experience - not age - determine whether he is performing at, above or below average.



Example:

A cadet who buys a new pair of shoes, obviously has no scuff marks, is comes with a reasonable shine to them. No effort required. He could receive a SATISFACTORY of #3.



If that same cadet takes the time to polish his shoes, an extra effort was made. He could then receive ABOVE AVERAGE, a rating of #5.



If he was to take those shoes and spitshines them. He is demonstrating pride in his uniform and appearance. He has definitely put forth extra effort that would justify an EXCELLENT rating of #6. 



Corfam (plastic coated) shoes, although they look extremely polished, requires no effort to maintain them. I would recommend a rating of ABOVE AVERAGE, #5, because of the interest in his appearance.



�

ADDITIONAL COMMENTS OR REMARKS ARE REQUIRED:

When a cadet is performing well, or his traits or skills are worth mentioning, comment on them and acknowledge his strengths.

If a cadet receives a low rating, he deserves an explanation. Some of the areas of the CAPF 50 have as many as six distinct areas of evaluation. Which one or more of those areas was he deficient in? Be specific! What, where, when?



If you complete item IX with a YES (meeting promotion requirements), you cannot have ratings in the evaluation section which are disqualifying. A cadet cannot promote with a rating of MARGINAL, #2 or UNSATISFACTORY, #1.



FLIGHT COMMANDER or immediate superior will sign the cadet rating officer block.



LEADERSHIP OFFICER will sign the military education officer block. The Leadership Officer may adjust ratings if he doesn’t agree with them by initialing the new rating or using a different ink color.

CAPF 66, Master Record

The cadet’s Master Record must be current and show evidence of all required training needed for the award or promotion. Maintaining this record is a shared responsibility between the Personnel Officer and member. Information may be presented for the Personnel Officer to enter. But, it is the members’ specific responsibility to ensure the records are accurate and up to date. 



Place N/A (Not applicable) in entries not appropriate for the grade requested. This ensures that blank spaces are not construed as being missed or passed over.



Promotion and training requirements are not considered met until officially documented.





REQUESTING PROMOTIONS

AMN, C1C, SSGT, TSGT, MSGT:

When ready to promote, the Leadership Officer will make arrangements for an interview with the Squadron Commander BEFORE 8 PM.



Report to the commander in the uniform of the day. 



Promotion Board is NOT required.



C1C to SGT and MSGT to OFFICER GRADE:

When the cadet feels he is ready to promote, the Leadership Officer will review the records for completeness and accuracy, then request the Promotion Board Chairman to assemble the Board.



The Board may be assembled during meeting nights or in conjunction with staff meetings or worknights. The date, location and time should be determined at a squadron meeting to ensure all members of the Board are aware of the date, time and place.



Preparing for the Promotion Board/Commander’s Interview

Report in Blues

Meeting Grooming Standards

Review reporting procedures

Review your Cadet Master Record

Have the appropriate grade available for presentation.

Promotion Ceremony

New grade will not be worn until formally presented by the squadron commander or his designated representative, in his absence, at the next available and appropriate formation. Special needs may be considered on a case-by-case basis if for attending a Special Activity, etc.



A cadet may receive a promotion prior to the presentation of the Mitchell or Earhart Awards only if  verification can be made at National HQ that they have accepted the cadet’s CAPF 59-1. This can be done either by checking the appropriate entry on the next MML or by telephoning National HQ directly to verify its acceptance. Squadron members will not call National HQ, as this is a command responsibility.
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�Promotions - Cadet Officer (JUL97)



ELIGIBILITY:

All cadets meeting the promotion requirements described in CAPM 50-16 are eligible for promotion. No member has the authority to add requirements to the basic criteria stated in this OI.



DISCRETIONARY GRADES ARE NOT AUTHORIZED EXCEPT FOR THOSE CADETS ASSIGNED TO COMMAND STAFF. Example: Cadet Deputy Commander is a Captain and the Executive Officer is a Major.



ACHIEVEMENT CERTIFICATION/DOCUMENTATION:



The member’s immediate supervisor will provide the following documents to the unit’s Leadership Officer:



CAPF 50

CAPF 66, Cadet Master Record, complete with appropriate entries up through the grade requested.

CAPF 66A, Cadet Physical Fitness Test Scorecard, March 96

 

Optional Documents:

Officer Promotion Worksheet

CAPF 50:

Every cadet, regardless of grade, title or position will conduct a SELF-EVALUATION using a separate CAPF 50.  



The cadet being evaluated will complete all items on the top of the SECOND form, including the “Inclusive Dates of Report.” This is the date of your last promotion to the current date.



Evaluation Process:

Before you begin evaluating the individual, start with the numerical rating of 4 (AVERAGE). Then, using other cadets of the same grade and experience - not age - determine whether he is performing at, above or below average.



Example:

A cadet who buys a new pair of shoes, obviously has no scuff marks, is comes with a reasonable shine to them. No effort required. He could receive a SATISFACTORY of #3.



If that same cadet takes the time to polish his shoes, an extra effort was made. He could then receive ABOVE AVERAGE, a rating of #5.



If he was to take those shoes and spit-shine them. He is demonstrating pride in his uniform and appearance. He has definitely put forth extra effort that would justify an EXCELLENT rating of #6. 

�

Corfam (plastic coated) shoes, although they look extremely polished, requires no effort to maintain them. I would recommend a rating of ABOVE AVERAGE, #5, because of the interest in his appearance.



ADDITIONAL COMMENTS OR REMARKS ARE REQUIRED:

When a cadet is performing well, or his traits or skills are worth mentioning, comment on them and acknowledge his strengths.



If a cadet receives a low rating, he deserves an explanation. Some of the areas of the CAPF 50 have as many as six distinct areas of evaluation. Which one or more of those areas was he deficient in? Be specific! Who, what, where, when?



If you complete item IX with a YES (meeting promotion requirements), you cannot have ratings in the evaluation section which are disqualifying. A cadet cannot promote with a rating of MARGINAL, #2 or UNSATISFACTORY, #1.



The officer’s immediate supervisor will sign the cadet rating officer block.



LEADERSHIP OFFICER will sign the military education officer block. The Leadership Officer may make an adjustment to ratings if he does not agree with them by initialing the new rating or using a different ink color.

CAPF 66, Master Record

The cadet’s master record will show evidence of all required training. Maintaining this record is a shared responsibility between the Personnel Officer and member. Information may be presented for the Personnel Officer to enter. But, it is the cadet’s specific responsibility to ensure the records are accurate and up to date. 



Place N/A (Not applicable) in entries not appropriate for the grade requested. This ensures that blank spaces are not construed as being missed or passed over.



Promotion and training requirements are not considered met until officially documented.



REQUESTING PROMOTIONS

When ready to promote, notify the Leadership Officer BEFORE 8 PM. He will make arrangements for an interview with the Squadron Commander.



When the officer feels he is ready to promote, he will notify the Leadership Officer and present him with the necessary forms and records in order that he may review his records for completeness and accuracy. Then, he may request the Board to assemble.

Preparing for the Promotion Board/Commander’s Interview

Report in Blues

Meet Grooming Standards

Review reporting procedures

Review your Cadet Master Record

Have the appropriate grade available for presentation.

Promotion Ceremony

New grade will not be worn until formally presented by the squadron commander or the Deputy Commander of Cadets at the next available and appropriate formation. Special consideration may be made if the promotion is needed to attend a specific activity or when attending a Special Activity, etc.



The unit will provide a cake and beverages for “milestone” achievements, such as the Mitchell, Earhart and Spaatz awards.



The squadron or parent(s) can be requested to assist in the purchase. Paper plates, forks, napkins and cups, and knife to cut the cake will need to obtained. Responsibility for coordinating party rests with the Deputy of Cadets.



Promotions associated with awards, such as the Mitchell Award for Flight Officer (presented by the Group Commander), Earhart Award for Captain (presented by the Wing Commander) and Spaatz Award (presented by high ranking government official of military leader) for Colonel, will be coordinated with the cadet IN WRITING to allow parents and family members to attend/participate when the certificate is presented.



A cadet may receive a promotion prior to the presentation of the award only if verification can be made that National HQ has accepted the cadet’s CAPF 59. This can be done either by checking the appropriate entry on the current MML or by telephoning National HQ directly to verify its acceptance. Only the Squadron Commander or the Deputy of Cadets will call National HQ. This is a command responsibility.
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�Promotion Board - SENIOR (JUL97)



PROMOTION BOARD MEMBERS

Deputy Commander of Seniors

Deputy Commander of Cadets DCOC

Leadership Officer

Senior Programs Officer

Personnel Officer



In addition to ensuring that our members meet the criteria established for the grade being sought, the following is required by Minnesota Wing HQ:



Ensure comments describing the nominees CAP activity is described in the remarks section of CAPF 2 on all promotions except 2 Lieutenant and Flight Officer.



Submit three CAPF 2s, filled out completely, including the remarks section to the respective Commander via the chain of command.



The promotion is not take affect until the CAPF 2 has been approved and returned to the member, or has received a new membership card reflecting the new grade.
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�

Resources (JUL97)

Facilities:

Our squadron is authorized to use the (place your unit’s facilities here) in accordance with the terms stated in the permit/lease. 



The following areas/equipment are authorized for our use:



The following areas/equipment are NOT authorized for our use:



TESTING AREA:

The (place location here) is designated as the unit’s official testing room from 6:30 to 6:55 PM. and will remain off limits to those not testing to ensure a environment conducive to testing is provided. Idle conversation will not be allowed in consideration of those taking tests.



STORAGE AREA:

The following areas/equipment are authorized for our use:



FILING AREA:

The following areas/equipment are authorized for our use:



Logistics:



NON-EXPANDABLE equipment or supplies are those items of a permanent nature and are itemized computer printout from National HQ called the “S-3.” Everything listed on it must be put on or taken off via CAP Form 37.



EXPENDABLE equipment or supplies are those which normally have an expected life of one year, or that which may be used up. Examples include uniforms, office supplies, etc. Oddly enough, office furniture, including desks and file cabinets are considered expandable items and not included on the S-3.



Squadron equipment or supplies can be loaned to another squadron if received by a senior member; is accounted for on CAPF 37 and approved by the Squadron Commander.



Personnel:

Only the Squadron Commander, Deputy Commander or Emergency Services Officers (in support of an actual mission) may commit the squadron or its resources.



Permission must be received to participate on any CAP activity, whether hosted by this unit, Group, Wing, Region or National HQ, is based on the permission and knowledge of the commander, whether the application process specifically requests his approval or not.

Radio Equipment

Corporate (CAP) radios are issued under the authority of the Logistics Officer, with coordination of the Communications officer.



CAPF 37 will be used as a hand receipt when transferring accountability. Copies will be filed in accordance with the following:

Original to member for his records.

Copy to Individual member’s logistic file.

Copy to logistics records.



All members who desire a Corporate radio, if available, must agree to abide by the following criteria:

Check into the Net at least 8 times per month (2 times per week)

Bring radio to ALL squadron meetings and activities

Record all Rads

Be prepared to backup the squadron Net Control Officer.

Be financially responsible for loss or damage up to $300.



Radio assignments will be assessed on a month-by-month basis by the squadron Comm Officer. Anyone not meeting these criteria will surrender the radio upon the Comm Officer’s request.



The radio may be turned in at any time the member feels he cannot meet the requirements stated above.



Vehicles

Only CAP members possessing a CAP drivers permit are authorized to drive corporate (CAP) owned vehicles.



The driver is responsible for all:

Routine vehicle maintenance

Daily Inspections

Making appropriate entries to the vehicles logbook.

All installed or stored equipment in the vehicle

Cleaning vehicle prior to “turn-in”

Refueling vehicle



Vehicles will also be signed out using CAPF 37, which will include a listing of all installed/stored equipment. Example: Fire extinguisher, first-aid kit, VHF radio, etc.
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�Safety Program (JUL97)



SAFETY AWARENESS IS EVERYONE’S RESPONSIBILITY!



Anyone identifying a safety hazard should take immediate steps to correct it and advise your immediate supervisor of your actions or need for action if the situation cannot be remedied immediately.



Quarterly Reports are due to Wing HQ/SE by the 10th of the month following the end of each Quarter. The report is to include topics covered and the number of personnel attending.



Annual Safety Surveys are due to Wing HQ/SE by the 10th of May.



Project Officers for “special activities”, are to submit a Safety Report to Wing HQ/SE at the conclusion of the activity. 

Accident Notification

In the event of a death, injury or serious illness, the requirements set forth in CAPR 35-2, “Notification Procedures in Case of Death, Injury or Serious Illness” and CAPR 62-1, “Civil Air Patrol Safety Responsibilities and Procedures” will be adhered to.



The following personnel will be contacted in the following order until contact has been made:



		Squadron Commander

		SB				

		Include Home, Business, Pager or Mobile Phone numbers						

		Group Commander

		Name, Grade



		Wing Safety Officer

		Col. Wilbur (Chris) Donaldson



		Wing Commander

		Col. Kevin Sliwinski





In the event of an aircraft accident, the FAA will also be notified by the member involved if able. If unable to do so, the squadron commander will notify the FAA.
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�SeLF-ASSESSMENT PROGRAM (JUL97)



Annually (no later than 1 October), or whenever a change of command occurs, the unit will use the Self-Assessment Guides supplied by the Wing HQ/IG to assist in evaluating the units performance.



A Unit Self-Inspection Guide Monitor will be appointed to administer the program. Documentation can be made by CAPF 2a, by the MN WG Unit Manning List form or by e-mail to: ig.mnwg.cap@juno.com.



One copy of the completed Assessment Guide will be forwarded to the Group IG with an information copy sent to Wing HQ/IG.
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�Senior Member Training Program (JUL97)



The Senior Training Officer is responsible for ensuring an on-going, proactive training program is in effect at all times.



Computerized printouts from National HQ, training records and visual aids to can be used to determine individual members’ needs and mission requirements.



Information regarding the management of the Senior Training Program is found in CAPM 50-17, CAPR 35-5 and CAPR 39-3.  

Level I Training

As soon as a new senior member joints the unit, the Senior Programs Officer will arrange a Level I and Cadet Protection Program course. 



Ensure the member knows that the course is approximately four to six hours long and normally conducted on weekends. 



To determine when the next Level I is scheduled, check the unit Comm Officer for current radio messages, the Group commander or the Wing Senior Programs Officer or the Wing calendar, which is published monthly. 



If a Level I is not currently scheduled, our unit may host the training using the following guidelines:

Locate an experienced member of the unit to act as Project Officer

Double-check the squadron and Wing calendars to avoid conflicts

Use the ACTIVITY PLANNING GUIDE, by LTC Theis,  to work the details

Submit MN WG Form 7a to Group HQ

Submit a radio message to the unit Comm Officer for statewide broadcast



Upon completion of Level I and the Cadet Protection Program Training (CPPT), the Senior Training Officer will annotate attendance on the Quarterly Senior Training printout from National HQ. 



Specialty Track

Once the initial training has been completed, the new member should be counseled regarding the selection of a specialty track. 

Additional Training

Squadron Leadership Schools (SLS) and Corporate Learning Course (CLC) dates will be announced at Commanders’ Call whenever appropriate, encouraging all senior members who have not yet attended.



Although the courses should be attended in sequence, due to their limited availability, it is recommend that seniors apply to attend whichever course is first offered and available. 

Records Review

The Senior Programs officer should review the units senior member’s records every SIX MONTHS to ensure documentation of completed awards are made and to ensure timely submissions of awards and promotions are initiated. 
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�Sign-up Sheets (JUL97)



Sign-up sheets and folders will be provided for all AUTHORIZED ACTIVITIES (approved by the squadron commander) to ensure consistent and accurate information is given out; ample transportation; chaperones; equipment; food (if required) and facilities are available.



Sign-up sheets and folders for specific activities will be created and maintained by the Project Officer assigned to it, and include the following information:

Name of the activity

Date(s) of the activity

Times and places of departure and return

Project Officer’s name and number

Uniform requirements

Name and phone number of participants



The Project Officer will ensure the sign-up sheets/folder is displayed at the sign-in table before each meeting, at least one week before the activity date. 



All members are to sign up using their own signature, due to the consequences of the NO-SHOW policy. Others will not assume the responsibility of signing up another member! 



Anyone signing up obligates himself to attend. It is a promise! A promise we have every right to expect he will keep!



Place a question mark (“?”) immediately after your name to “flag” your name as an interested member, but requiring parental permission before you can commit. That way, the project officer will make plans for you to attend, and make accommodations for you, but you will not be held accountable if you later remove your name.



Family or medical emergencies are an acceptable reason for not showing up for a meeting/activity. However, a written explanation is required.



Signed up members must personally delete their names from the sign-up sheet to be released from their OBLIGATION.



NO-SHOWS will be subject to the provisions of the FREEZE LIST policy. 
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�Sponsor Program (JUL97)

The purpose of the sponsor program is to help the new member get acquainted with our personnel, answer questions and provide PERSONAL guidance when needed.



The program will remain in effect until a senior member receives his Level I, or if a cadet, receives his first stripe.



Responsibilities of the sponsor include, but are not limited to:

Be cordial and friendly.

Be available for questions

Provide instruction and guidance regarding

Facility Use

Sign-up and attendance policy

Promotion Requirements

Testing Procedures

Use of the suggestion box

Uniform acquisition

Grooming and uniform standards

Code of conduct

Chain of command



CADET MEMBERS

The new member will be introduced to the command staff, then to his Flight Commander, who will assign an active cadet with a minimum grade of Airman.



SENIOR MEMBERS

New senior members will be introduced to the entire senior staff and cadet command staff. 



The Deputy Commander for Seniors, or Senior Training Officer will assign the new member to an active senior member with a minimum grade of Lieutenant. 
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�Staff Assignments (JUL97)



The squadron commander is the approval authority for:

Senior and cadet commander appointments

Deputy Commander of Seniors

Deputy Commander of Cadets

Cadet Commander

Chaplain

Legal Officer

Safety Officer

Cadet Advisory Council Representatives



Deputy of Seniors (CDS) may:

Select and approve subordinate staff members to manage the general business of the squadron, not directly relating to the cadet program.



Deputy of Cadets (CDC) may:

Select and approve subordinate staff members required to manage the Cadet Program.

Approve staff selections made by the Cadet Executive Staff.



With the exception of the unit Finance Officer, Primary and Alternate Testing Officer and Safety Officer, cadets will be assigned to all support functions of this squadron as assistants to their senior counterpart. 



It is requirement for the cadets to learn and understand the various positions associated with squadron management. It would not only enhance their knowledge, but perform a great service to our seniors by spreading the workload. Cadet Officer promotions are based on specific job functions and the rules which govern them. 



Each staff person is expected to find their own replacement before taking on the responsibilities of a new position within the squadron.



Personnel may be relieved from their position(s) for unsatisfactory performance, poor attitude or attendance.



The minimum grade for being appointed to a staff positions are: 

Level I / CPPT for seniors

Airman for cadets



When assigning personnel to specific functions, consideration should first be given to members of the highest grade earned, who have demonstrated the knowledge, experience and maturity to handle the job. Always try to promote/advance our members upward through the Chain whenever possible, providing them with more challenges and levels of authority and responsibility. Personnel performing in assistant positions should be offered the primary function whenever possible. 

�Documentation

Assignments are not official, until formally documented using either CAPF 2a or Personnel Authorization. 



CAPF 2a’s can be used when a small number of personnel actions are required. During command changes current or events which would necessitate the transferring of number of staff people from job to job, a Personnel Authorization may be used. 



Creating and publishing of these documents is the  responsibility of the Admin Officer and will be distributed in accordance with the following:



Safety Officer			4 copies (MBR, SQ, 2-GP (WG))

CAC Representatives		4 copies (MBR, SQ, 2-WQ)

Comm Officer			4 copies (MBR, SQ, 2-GP (WG))

ECI Test Control Officer	4 copies (MBR, SQ, 2-GP (WG))



Testing Officers must be 21 years of age!

Wing HQ will forward one copy to National HQ.

Photocopy one and attach it to testing files so everyone knows who is responsible for the files and who can gain access to them. 

Test Control Officers (Primary and Alternate), Squadron Commander and Deputy for Cadets also complete and forward CAPF 53  (2-WG HQ)



Miscellaneous support and command positions

				2 copies (MBR, SQ)



When sending paperwork up the Chain of Command, make sure enough copies are made so that each level of command can sign, keep a copy and forward the necessary copies through channels and/or allow for one copy to be signed and returned.
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�Standards (Conduct/Uniform) (JUL97)



CAPP 151 states: Membership in Civil Air Patrol is not a right, but a privilege. Your continued membership is conditioned on adherence to Civil Air Patrol rules and regulations and compliance with lawful orders of superiors.



Conduct:

You are responsible for carrying out orders, performing specific tasks related to your duties and living up to the high standards of Civil Air Patrol. You will be held accountable for your actions, both in the performance of duties and in your personal conduct. If you are a supervisor, you have the responsibility to ensure your subordinates meet the expected standards of performance and conduct in both the military and civilian environments.



Public displays of affections ... are inappropriate for members in any CAP uniform.



You must practice the highest standards of behavior, obedience, and loyalty - not only in your job, but in your relationship with other people. Your code of ethics must be such that your behavior and motives do not create even the appearance of impropriety.



You must also be a good team member. You must be responsive and do what you are told, quickly and efficiently. You must be dependable and responsible for your actions so supervisors do not have to constantly monitor or follow up on your activities.



Senior members should avoid being alone with any cadet in a secluded, private setting.



Fraternization is not authorized while in uniform. Such conduct detracts from the professionalism of not only the Civil Air Patrol, but the United States Air Force.



Leaders are not afforded the opportunity to display inappropriate attitudes or conduct. Leaders should be friendly, but not friends with your subordinates. It is normal and permissible at times, to become angry. But to demonstrate an outburst of anger, is not. Such outbursts can be demoralizing and affect the work environment and outcome of the tasks/missions at hand.

Lead by example!



Any member who outranks another is basically responsible for the the actions of any subordinate or lower ranking member. An exception to the rule would be when a lower grade individual is assigned a command position and the higher grade individuals are not. 



�It is a members right to disobey an order or request which he knows is in violation of specific rules and regulations or is of an unethical, moral nature. Such incidents should be brought to the chain of command immediately for corrective and/or disciplinary action.



Failure to observe these basic guidelines could result in early dismissal from an activity, suspension, demotion, non-renewal or termination, depending on the severity of the offense, as decided upon by the commander. 



Each member, especially those who are in positions of authority (higher grade), who watch an “illegal” or destructive act and take no action to correct it, will be held charged with complicity (association or participation in ... a wrongful act). 



In short, inappropriate behavior will not be tolerated and will be dealt with swiftly and harshly!



Uniforms:

The Nationally accepted, standard uniform is Summer Blues (Blue shirt with epaulettes and short sleeves). It is to be worn when conducting public relations work, recruiting booths, public and school events and performing routine business at the squadron.  



The BDU uniform is a utility/work (non-administrative) uniform and will be worn only when specifically scheduled or as determined by the Executive Staff.



The BDU uniform and/or appropriate CAP uniform may be worn when performing duties at local training (BlueCAP) or actual search and rescue (SAR) or disaster relief missions. 



In all cases, no uniform should be worn unless it is accurate and in serviceable condition. That is, not faded, proper length (too large or too small) all required patches and devices 

are in good condition and properly placed.



Restrictions:

Per Minnesota Wing policy, this Wing does not allow the wear of berets or ascots earned outside of Minnesota to be worn in Minnesota. Regardless of origin. They may be worn only at the location at which they were issued. That is, the beret issued at Blue Beret or Hawk Mountain can only be worn while at the Blue Beret or Pennsylvania Ranger function.   



Grooming:

Grooming standards are specified in CAPM 39-1. No fad or trendy haircuts are to be worn. The hair is to have a tapered appearance. Shaving one’s head, or having designs cut into the hair are unacceptable and NOT UNIFORM! Any member who feels they must wear their hair in any of these styles, will give up the privilege of wearing their CAP uniform until such time the haircut meets accepted standards and is UNIFORM in appearance with the rest of the squadron.



Corrections:

It is everyone’s responsibility to ensure all members of this squadron meeting or exceed the grooming and uniform standards of CAPM 39-1.  Immediate, on-the-spot correction of uniform infractions are encouraged and correction is expected to be immediate! Not when you get around to it!
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�Testing Program (JUL97)



Testing  will be conducted every meeting night, beginning at 1830 to 1855. Whether a member may finish an incomplete test will be determined by their immediate supervisor if a senior, or Flight Commander, Sergeant or immediate supervisor if a cadet.



Each cadet requesting to take an achievement test must show the Test Control Officer he has completed the Chapter Review Exercises prior to testing.



Unfinished tests, answer sheets and worksheets will be secured by the Test Control Officer if tests cannot be completed by Opening Formation..



Tests should be corrected and the member advised of his test score as soon as possible after completing the test.



Staff members will not take tests prior to Opening Formation on meeting nights. The purpose of this restriction is, the needs of the unit take precedence. Members of this unit expect an organized and well planned and thought out meeting. This cannot be accomplished if the staff are not “managing the store.” Staff may make arrangements for other than squadron meeting nights to take their tests.



TEST FAILURES:

Mission related or senior member tests cannot be retaken the same day.



Cadet achievements tests cannot be retaken any sooner than one week after the failure, to allow ample time to restudy the material. 



Second failures will require that the testing officer counsel the cadet to determine if he has special needs because of reading and comprehension problems or dyslexia. 



They will also be referred to the Aerospace Officer or Leadership Officer as appropriate for tutoring.



If necessary, the Test Control Officer may read the test and restate the questions in more easily understood terms.
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�END OF GENERAL POLICIES
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