North Star Squadron Operating Procedures

Duty Officer

General Description:

· The Duty Officer will be responsible for ensuring the tasks listed below are completed during the meeting assigned.

· The Squadron Commander will approve/assign the Duty officer.

· The Duty Officer Roster will be published at least 2 months ahead.  The roster should be posted on the squadron web site for ease of member access.

· If the Duty Officer is not able to fulfill their Duty on the night Assigned it is their responsibility to exchange dates or find a replacement.  The Squadron Commander must be informed of any changes to the Duty Roster.

Tasks:

1. Ensure the Cadet CQ (Charge of Quarters) has been posted and briefed of any special instructions for the night, and the sign in sheets available.

2. Provide Testing:

· Administer and correct tests for the cadets.  Tests are administered at 1800 hrs (before the regular meeting).

· Inform the Testing Officer of who took which tests and the results.

· Inform the cadets who took tests if they passed or failed.  If failure, how many they failed by.

3. At 1905 locks the east entrance.

4. At the close of the meeting, ensures all doors are closed and locked as needed:

· All external doors (drill floor, front entrance, and east entrance).

· Copy room door.

· Door from hallway to front area.

5. Ensures all lights are off:

· Drill floor lights.

· Class room lights.

· Hallway and stair lights.

6. Ensures that the cabinets, desks, cage, and supply bin are secured properly.

7. Ensured the computer is properly secured.

· Computer is shut off.

· Paper and Ink from printer are removed and placed in the desk.

