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1 June, 1999

Executive Staff

EXECUTIVE STAFF

The Squadron Commander, Squadron Deputy Commander(s), Cadet Commander, Cadet Deputy Commander, Cadet Executive Officer, and Cadet First Sergeant are strategic planners, and are responsible for the overall operation of this squadron.  A commander's authority can be delegated, but his responsibility cannot.  By assigning additional staff, specific tasks and authority is delegated to perform them.  By accepting a staff position, each member accepts a limited amount of responsibility for that position.

The Cadet Commander assists the Squadron Commander in managing the cadet program through the Squadron Deputy Commander for Cadets (CDC).

BENEFITS:

The executive staff may be reimbursed for lodging, postage, telephone calls and fuel expenses while representing this unit, if funding is available.

RHIP! Rank Has Its Privileges! The senior and cadet executive staff, including the First Sergeant will be afforded all privileges and courtesies due their position, regardless of grade held while holding that position. First in line, choice of vehicle seating, etc. 
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Deputy Commander for Cadets

command STAFF

The Command Staff consists of the Flight Commanders and Flight Sergeants.  It is these individuals who must ensure that the “basic members” are in compliance with CAP directives and that they are accomplishing the mission efficiently.  Each command staff member holds a direct responsibility for the success of their followers.  Only through care, planning, and interest can a Command Staff member be successful.

The Command Staff member is not expected to make long strategic plans or to develop intricate curriculums and strategies.  These individuals must be task oriented towards getting their people what they need to accomplish the mission.  Whether that be materials, training, funding, or support -  is the Command Staff member’s job and duty to help provide these.

Cadet Commander 

SELECTION: Deputy Commander for Cadets.

APPROVAL AUTHORITY: Squadron Commander, with advisement of the Deputy Commander for Cadets.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: 

· Officer possessing high moral, ethical standards, mature and have demonstrated management and leadership skills.

· Have experience in one command position and two support staff positions.  Graduate of a Minnesota Wing Encampment.

REPORTING OFFICIAL: Squadron Deputy Commander for Cadets

TOUR OF DUTY: The Cadet Commander shall serve for a period of six months.  At the end of the initial six months the CDC shall review the cadet’s performance and decide whether or not to renew the cadet’s assignment for an additional six months.  At the end of the second six month period an “open application” period will be conducted where all cadets may apply and a selection board shall review all applicants.

REPORTING REQUIREMENTS:
SEMI-ANNUALLY: Conduct a STAFF DUTY ANALYSIS on the goals set and goals achieved. Identify problem areas and provide solutions.  This will be conducted every six months.

WEEKLY: Report to the CDC to obtain "Calldown information" and to discuss upcoming meeting objectives/goals, potential problem areas, how to meet the responsibilities of absent staff, approaching deadlines, current activities etc.

SUBMIT THE FOLLOWING TO THE CDC FOR REVIEW AND APPROVAL:

· QUARTERLY "DETAILED" MEETING PLAN

· SEMI-ANNUAL "GENERAL" MEETING PLAN

· ANNUAL MEETING PLAN

RESPONSIBILITIES:

MEMBER OF THE PLANNING/AWARD/MEMBERSHIP BOARDS

Responsibilities of the Cadet Commander include, but are not limited to:

· Meet Objectives/Missions of the Civil Air Patrol Program.

· Coordination of cadet staff activities.

· Direction of cadet staff officers.

· Assure compliance with CAP directives.

· Personnel assignment recommendations.

· Correct discrepancies in military customs, courtesies and wear of the military uniform.

· Have a working knowledge of all squadron operating instructions.

WEEKLY: 

1. Brief the Executive Staff on the evening's goals.  Discuss last minute changes to the schedule; how to deal with absent staff, etc.

2. Initiate call-down to the cadet squadron through the cadet deputy commander.

MONTHLY: Conduct EXECUTIVE STAFF MEETINGS.  Meetings should be planned and announced at commander’s call, no later than the Thursday before the meeting.

BI-MONTHLY:
Evaluate members of the STAFF using the "BI-MONTHLY CADET SUPPORT STAFF PERFORMANCE REPORT." Reports are to be placed in member's personnel file for review by the Promotion Board, etc.

DECISIONS/ACTIONS REQUIRING CONSULTATION WITH THE SQUADRON COMMANDER:
· Initial announcement of activities, promotions, policy and staff assignments/reassignments.

· Committing squadron equipment and/or personnel.

· Disciplinary action.

· Making changes to published meeting schedules.

· When planning meetings and activities on other than regularly scheduled meetings.
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Deputy Commander for Cadets

CADET DEPUTY COMMANDER
SELECTION:
Cadet Commander.

APPROVAL AUTHORITY: Deputy Commander for Cadets.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: 

· Officer possessing high moral, ethical standards, emotionally stable and have demonstrated management and leadership skills.

· Have experience in one command position and two support staff positions.  Graduate of a cadet encampment.

· The Cadet Executive officer will be given first consideration, based on his demonstrated performance, participation, attitude, military bearing, respect for authority and general knowledge of Civil Air Patrol, the Cadet Program and Squadron Policies.

REPORTING OFFICIAL: Cadet Commander.

TOUR OF DUTY: The Cadet Deputy Commander’s duty tour shall coincide with the Cadet Commander’s duty tour.

MEMBER OF THE PLANNING/CADET AWARD/MEMBERSHIP/PROMOTION BOARDS

RESPONSIBILITIES:

· Assist the cadet commander in the performance of his duties.

· Assume duties of cadet commander during his absence.

· Assume duties of executive officer during his absence.

· Act as Alternate CAC Representative to Wing Headquarters.

· Have a working knowledge of all squadron operating procedures.

WEEKLY:

1. Brief the cadet commander of accomplishments and potential problem areas, and review current meeting plans and/or calendars.

2. Demand excellence from Flight Staff and monitor their use and execution of training time.

3. Execute the squadron call-down as specified in the OI once contacted by the Cadet Commander.

4. For meeting nights with Flight Time, collect and evaluate the Flight Time Activity Plans from each Flight Commander by 1900 hours.

5. Refer to the Meeting Night checklist, on the C/CD clipboard for additional duties.

SEMI-ANNUALLY:

CONDUCT SEMI-ANNUAL MEETING/TRAINING PLAN MEETING no later than NOVEMBER and JUNE of each year to produce a SPECIFIC calendar providing instructor's names and subjects to be taught, tentative tours, etc.

ANNUALLY:

· CONDUCT AN ANNUAL MEETING/TRAINING PLAN MEETING no later than DECEMBER of each year to produce a GENERAL calendar with general schedules, such as AE, ES, TOUR, etc.

· Ensure meetings provide the necessary training and meet the requirements of our three missions: emergency services, aerospace education and the cadet program.

· Prepare meeting plans, keeping in mind that all activities and classes, must in some way, support or be related to the civil air patrol’s three missions (emergency services, aerospace education and the cadet program).

· MONTHS WITH A 5TH THURSDAY OR WHEN FACILITIES ARE NOT AVAILABLE OUTSIDE ACTIVITIES, SUCH AS A TOUR, ES TRAINING, VOLLEYBALL COMPETITIONS, ETC.  SHOULD BE CONSIDERED. These activities should be coordinated with the Activity Officer, Aerospace and/or Emergency Services Officer.

ANNUAL MEETING/TRAINING PLAN: Conduct an Annual Planning Meeting (Members include: CC, CD, C/CC, C/CD, C/CCE, ES, AD and Activities) in SEPTEMBER to set the coming year's calendar.  The Annual Meeting Plan is used to meet the goals of this squadron and those established by higher headquarters.

SEMI-ANNUAL MEETING/TRAINING PLAN: Conduct a Six month Planning Meeting composed of the members listed above to "fine tune" the Annual Meeting/Training Plan. WHAT.--subjects are to be taught and DAY, determine the need for outside activities when facilities are not available, etc.  The Semi-Annual Meeting Plan is a guide. MINOR adjustments may be made as required WITH APPROVAL OF THE CADET COMMANDER AND SQUADRON DEPUTY COMMANDER OR DEPUTY COMMANDER FOR CADETS.
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Deputy Commander for Cadets

CADET EXECUTIVE OFFICER
SELECTION: Cadet Commander

APPROVAL AUTHORITY: Deputy Commander for Cadets.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: 

· Officer possessing high moral, ethical standards, emotionally stable and have demonstrated management and leadership skills.

· Have experience in one command position and two support staff positions.  Graduate of a cadet encampment.

· The cadet selected for this position will be based on his DEMONSTRATED performance, attitude, military bearing, respect for authority and general knowledge of Civil Air Patrol, the Cadet Program and Squadron Policies.

REPORTING OFFICIAL: Cadet Commander.

TOUR OF DUTY: The Cadet Executive Officer’s duty tour shall coincide with the Cadet Commander’s.

RESPONSIBILITIES:

MEMBER OF THE PLANNING/CADET AWARD/PROMOTION BOARDS

· Assume duties of Cadet Deputy Commander during his/her absence.

· Have a working knowledge of all squadron operating procedures.

· Ensure all reporting requirements and deadlines are met.

· Obtain a set of WRITTEN GOALS from support staff who have specific training requirements, such as Aerospace Education and Emergency Services, identifying what their annual goals and objectives are for the year and how they expect to attain them.  These will be obtained no later than NOVEMBER of the preceding year.

WEEKLY:

· Brief the Cadet Commander of accomplishments and potential problem areas and review current meeting plans and/or calendars.

· Ensure that staff positions are accomplishing necessary tasks for meeting their responsibilities.

· Check with each senior member counterparts of the cadet support staff positions for feedback or oversight issues.

MONTHLY:  Receive reports from staff heads regarding progress, difficulties, and goals within individual staff positions.

QUARTERLY:

CONDUCT A QUARTERLY MEETING/TRAINING PLAN MEETING no later than the first week of each new quarter to produce a DETAILED calendar, providing the names of the instructors, specific subject to be taught and specific time frame provided.
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Deputy Commander for Cadets

QUANTUM FLIGHT COMMANDER 
SELECTION:  Cadet Deputy Commander

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: Minimum of six months as CAP member.  Officer grade is recommended.

REPORTING OFFICIAL: Cadet Deputy Commander.

TOUR OF DUTY:
Rotated to conincide with the term of the Cadet Commander or as necessary.  

REPORTING REQUIREMENTS:
WEEKLY: 

· Contact the Cadet Deputy Commander by 7 PM each Tuesday to report calldown results, discuss meeting schedules, etc.

· Contact the Cadet Leadership Officer by 7 PM each Tuesday to advise him of members needing their drill test evaluated.

FLIGHT COMMANDERS WILL BE RELIEVED OF DUTY FOR THREE UNEXCUSED ABSENCES IN A ONE YEAR PERIOD THAT RUNS FROM JANUARY TO DECEMBER.

RESPONSIBILITIES:

· Directs and supervises the members of a cadet flight, and is responsible for:

· The conduct of ALL Flight members during squadron meetings and activities.

· The well-being, safety and -morale of your flight members.

· Conducting Weekly Calldowns.

· Teaching the Leadership Laboratory.

· Teaching the Chain of Command.

· Teaching Squadron, Wing and National policies and activities.

· Teaching proper uniform and grooming standards, use of facilities, corporate vehicles, etc.

· Provide training for your Flight Sergeant in order to prepare him to become eligible for Flight Commander.

· Promote cadets within three months of joining.

· Assist cadets in obtaining uniforms.

· Lead by example and put the needs of your flight members before those of your own.
· You have the privilege of testing on other than Thursday evenings, at your convenience.  Arrangements should be made in accordance with the "testing" operating instruction.

· Never send a flight member to find an answer you do not have yourself.  Respond: "I do not know, but I will find out!"
· Before taking command of your new flight, prepare training goals/objectives and training syllabus for your "tour of duty" and submit them to the Leadership Officer and Executive Officer for review.

· Avoid situations that MAY create embarrassment to your members by requesting them to "perform" what they have not yet been taught.

· Ensure each flight member is aware of the requirement to notify you of known or anticipated absences from squadron meetings and advise the First Sergeant of approved absences for proper notation on the weekly attendance chart.

· Do not: 

1. Tolerate insubordination - command respect.
2. Allow disruptive behavior during flight/class time.

3. Allow anyone to command your flight without your permission, except for the following:

· Deputy commander for cadets

· Cadet commander

· Cadet deputy commander

· Cadet executive officer

· Even though officers (other than the command staff listed above) may outrank you, they do not have command authority.  Therefore, they may not take command of your flight without your permission.

· Do not engage in an argument with an officer or your superiors in front of flight members!

DISMISSING STAFF FROM THE FLIGHT:
Staff work must be performed, but we also realize that if our cadet members do not keep up with their drill and leadership training, they will lose these skills.  Staff should be allowed to perform their duties prior to flight time, up until the squadron is called to "Fall In" for formation.  If you need personnel to setup or take down a room, use lower grade personnel or those without staff positions. This will allow staff to perform their assigned duties - not menial tasks!  Staff members are expected to attend the first 15 minutes of flight training, immediately following Opening Formation.  This time will allow flight commanders to make announcements, conduct drill tests for those members required to drill a flight, to conduct formal leadership classes and so on.

FLIGHT STATUS: anytime your flight falls below three members (not counting flight staff), your entire flight will report to and fall into the "larger" flight. 
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Deputy Commander for Cadets

FLIGHT COMMANDER
SELECTION:
Cadet Deputy Commander.

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: Officer grade recommended.

REPORTING OFFICIAL: Cadet Deputy Commander

TOUR OF DUTY:
Rotated to conincide with the term of the Cadet Commander or as necessary.  

REPORTING REQUIREMENTS:
WEEKLY: 

· Contact the Cadet Deputy Commander by 7 PM each Tuesday to report calldown results, discuss meeting schedules, etc.

· Contact the Cadet Leadership Officer by 7 PM each Tuesday to advise him of members needing their drill test evaluated.

FLIGHT COMMANDERS WILL BE RELIEVED OF DUTY FOR THREE UNEXCUSED ABSENCES IN A ONE YEAR PERIOD THAT RUNS FROM JANUARY TO DECEMBER.

RESPONSIBILITIES:

· Directs and supervises the members of a cadet flight, and is responsible for:

· The conduct of ALL Flight members during squadron meetings and activities.

· The well-being, safety and -morale of your flight members.

· Conducting Weekly Calldowns.

· Teaching the Leadership Laboratory.

· Teaching the Chain of Command.

· Teaching Squadron, Wing and National policies and activities.

· Teaching proper uniform and grooming standards, use of facilities, corporate vehicles, etc.

· Provide training for your Flight Sergeant in order to prepare him to become eligible for Flight Commander.

· Promote cadets within three months of joining.

· Assist cadets in obtaining uniforms.

· Lead by example and put the needs of your flight members before those of your own.
· You have the privilege of testing on other than Thursday evenings, at your convenience.  Arrangements should be made in accordance with the "testing" operating instruction.

· Never send a flight member to find an answer you do not have yourself.  Respond: "I do not know, but I will find out!"
· Before taking command of your new flight, prepare training goals/objectives and training syllabus for your "tour of duty" and submit them to the Leadership Officer and Executive Officer for review.

· Avoid situations that MAY create embarrassment to your members by requesting them to "perform" what they have not yet been taught.

· Ensure each flight member is aware of the requirement to notify you of known or anticipated absences from squadron meetings and advise the First Sergeant of approved absences for proper notation on the weekly attendance chart.

· Do not: 

1. Tolerate insubordination - command respect.
2. Allow disruptive behavior during flight/class time.

3. Allow anyone to command your flight without your permission, except for the following:

· Deputy commander for cadets

· Cadet commander

· Cadet deputy commander

· Cadet executive officer

· Even though officers (other than the command staff listed above) may outrank you, they do not have command authority.  Therefore, they may not take command of your flight without your permission.

· Do not engage in an argument with an officer or your superiors in front of flight members!

DISMISSING STAFF FROM THE FLIGHT:
Staff work must be performed, but we also realize that if our cadet members do not keep up with their drill and leadership training, they will lose these skills.  Staff should be allowed to perform their duties prior to flight time, up until the squadron is called to "Fall In" for formation.  If you need personnel to setup or take down a room, use lower grade personnel or those without staff positions. This will allow staff to perform their assigned duties - not menial tasks!  Staff members are expected to attend the first 15 minutes of flight training, immediately following Opening Formation.  This time will allow flight commanders to make announcements, conduct drill tests for those members required to drill a flight, to conduct formal leadership classes and so on.

FLIGHT STATUS: anytime your flight falls below three members (not counting flight staff), your entire flight will report to and fall into the "larger" flight. 
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Deputy Commander for Cadets

FLIGHT COMMANDER (OFFICER) 

SELECTION:
The Cadet Deputy Commander will assign THE HIGHEST RANKING OFFICER not a member of the Executive Staff or currently performing duties of Flight Commander of another flight.

APPROVAL AUTHORITY: Cadet Executive Officer.

DOCUMENTATION: NONE
QUALIFICATIONS: Officer grade

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS: NONE:

TOUR OF DUTY: MEETING TO MEETING.  Assignment is temporary, based on officer attendance.

RESPONSIBILITIES:

· The formation of an officers flight is for opening and closing formations only for inactive officers not assigned staff positions and visiting cadets (enlisted or officer grade).

· All officers are either assigned a staff position or assisting someone who is.

DECISIONS/ACTIONS REQUIRING CONSULTATION WITH THE DEPUTY CADET COMMANDER:

· Disciplinary action.

· Changes to published syllabus or meeting schedules.









TODD A MANDEL, MAJOR, CAP









Deputy Commander for Cadets

COLOR GUARD COMMANDER 
APPROVAL AUTHORITY: Cadet Executive Officer.

DOCUMENTATION: Two CAPF 2A’s. (MBR, SQ)

QUALIFICATIONS: NCO.  Graduate of a Cadet Encampment.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS:
ANNUALLY:
Prepare a Budget (DUE THE FIRST MEETING OF JANUARY) for repairing, maintaining and replacing Color Guard equipment.

TOUR OF DUTY: One year from date of assignment.

RESPONSIBILITIES:
· The Color Guard Commander is responsible for the security, maintenance, care and storage of Color Guard equipment.

· Ensure a minimum number of FIVE members are trained to perform at special events, parades or meetings, as required.

· Training of the Color Guard

· Select members for the Color Guard who meet the minimum grade requirement and who will perform and/or compete at the Wing, Region and National Level Color Guard Competitions. This would require a four-person team with one alternate.

· The Color Guard is a detail!  Not a job!

· The Color Guard will post and retrieve the Colors at Opening and Closing formations.

· Conduct a 20 minute training session every other week during the meeting or as scheduled.  When within three months of the competition the practice sessions shall be held every week.

DECISIONS/ACTIONS REQUIRING CONSULTATION WITH THE ALPHA FLIGHT COMMANDER:
· Disciplinary action.

· Selection or Replacement of Color Guard Members.
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Deputy Commander for Cadets

FLIGHT SERGEANT
APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: Sergeant or above.  Graduate of a Cadet Encampment.

REPORTING OFFICIAL: Flight Commander.

REPORTING REQUIREMENTS:
Contact your Flight Commander no later than Tuesday of each week to discuss Thursday evening's meeting schedule, problems, etc.

TOUR OF DUTY:
· Flight Sergeant positions will "rotate" every quarter or as necessary, determined by the Command Staff.

· FLIGHT SERGEANTS WILL BE RELIEVED OF DUTY FOR THREE UNEXCUSED ABSENCES.

RESPONSIBILITIES:
Assist the Flight Commander in meeting the requirements of the "Flight Commander Description."

· Act as Flight Commander during his/her absence.

· Ensure the Flight Commander provides you with opportunities to receive training in drilling and management of the flight.

· Remember, your abilities as a leader and trainer; military bearing; customs and courtesies; uniform; attendance; attitude; drill knowledge and proficiency and the ability to work with people are constantly being evaluated by the Cadet Executive Staff for consideration of the next Flight Commander position that becomes available.

· APPOINTMENT TO FLIGHT SERGEANT DOES NOT GUARANTEE AN APPOINTMENT TO FLIGHT COMMANDER.

· To become a member of the Executive Staff, you will have to have performed SATISFACTORILY IN A MINIMUM OF TWO SUPPORT STAFF POSITIONS AND ONE COMMAND POSITION. 

· I would suggest that every member, regardless of whether they wish to become command staff or not, review the Squadron OI's and begin laying the foundation for a well-rounded background.

· The great achievement of climbing to a mountain peak, begins with the preparation taken before the taking the first step at the foot of the mountain.

· DEMONSTRATE YOUR WILLINGNESS TO BE A TEAM MEMBER AND DEMONSTRATE YOUR SENSE OF RESPONSIBILITY FOR YOUR AND OTHERS' ACTIONS BY ACCEPTING THE SMALL, MENIAL TASKS THAT OCCASIONALLY POP UP.

Note from LTC Theis, MN WG HQ/IG:

During one of my Open Houses as commander, someone spilled a large amount of punch on the floor.  Several cadets and guests simply walked through it.  With 120 people in attendance, I was the only one to pick up a napkin to clean it up, in front of the Wing Commander and guests.  But, there was a single cadet, who said: "I'll take care of it, sir, you shouldn't have to be doing this." and proceeded to clean the spill himself. That one cadet has my gratitude and respect for accepting this menial task.  He demonstrated a great deal of respect for a superior officer; responsibility for his fellow members' actions or lack thereof and concern for our guests and facility. 

Other cadets hung around in the hall, chit-chatting, even when I asked for their help.  These cadets were  officially "evaluated" then and there.  Their indifference to an officer’s request for help and/or assistance; lack of concern for our members’ and guests’ safety, etc. will be taken into consideration during their next promotion board and the next time a position of responsibility and authority becomes available.

THE CADET MENTIONED ABOVE POSSESSES THE SUBTLE TRAITS OF A LEADER!
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Deputy Commander for Cadets

SUPPORT STAFF

The cadet support staff is a very important component to the squadron.  Running a squadron takes a lot of effort and the more people that help – the easier it is.  Support staff positions traditionally do not involve commanding other people.  Instead they involve taking a task and completing it.  For this reason support staff roles are an excellenct way for young cadets to prove themselves as responsible and disciplined cadets.

Holding a support staff position is a requirement for later command positions.  Through a support staff job you will begin to learn how a squadron operates and you learn how to manage time and deadlines to meet goals and objectives.

Each Support Staff position is required to submit a Staff Report monthly to the Cadet Executive Officer.  A sample of this report can be found at the end of this section.  Failure to submit this report for two consecutive months, or three times in a six month period, may result in your removal from your position.

cadet ACTIVITIES OFFICER 

SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: C/Amn or above.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS:
WEEKLY: Advise your reporting official of requests for activities and report on the status of existing activities.

MONTHLY:  

· Submit a staff report to the Cadet Executive Officer

· Submit a list of the activities completed to the Squadron Historian

ANNUALLY:  None

RESPONSIBILITIES:

CHAIRMAN OF THE ACTIVITY PLANNING COMMITTEE

Plan interesting and challenging activities; to include but not limited to:

· Field trips.

· Social, sports or competitive activities such as drill-downs or quizbowls with other units.

· Community betterment projects.

· Aerospace education activities (coordinate with the aerospace education officer.)

· Emergency Services training (coordinate with the emergency services officer.

ALL MEETINGS AND ACTIVITIES REQUIRE THE CDC’s APPROVAL AND MUST BE UNDER THE SUPERVISION OF AT LEAST ONE SENIOR MEMBER. 

NO SENIOR - NO ACTIVITY!

· Ensure that at least two senior members are present for all overnight cadet activities.

· BE FAMILIAR WITH THE CADET PROTECTION PROGRAM POLICY.

· Plan an activity (tour or sports event) for months with a 5th Thursday or those days which meeting facilities are not available.

· Periodically solicit ideas from the unit to determine what type of activities that they would like to see planned.

· Cross reference proposed activity dates against the squadron and wing calendar.  Do not schedule two civil air patrol activities on the same day.

· Utilize the "Activity Planning Kit" when planning all squadron activities.

· Activity Officers are not required to act as project officers.-

· All activities other than regular meeting nights require approval of the Deputy Commander for Cadets and notification of the Group commander utilizing Minnesota wing form 7a

· All project officers are to place their sign-ups on display at the sign-in table, so each member can review upcoming activities.

· Notification procedures in case of death, injury or serious illness (CAPR 35-2)

DECISIONS/ACTIONS REQUIRING CONSULTATION WITH THE COMMANDER: 

· Before making announcing and publishing activity information.

· Selection of Project Officers.

· Canceling an activity.
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Deputy Commander for Cadets

cadet ADMINISTRATIVE OFFICER
SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS:
WEEKLY:  Notify the Cadet Executive Officer of any cadet that has been absent for three or more weeks.

MONTHLY:  Submit a staff report to the Cadet Executive Officer

ANNUALLY:  Submit a copy of the unit manning table to Wing HQ no later than 1 JUL97. That is, who is assigned to which position, their address, phone number, etc.  Coordinate with the Senior Administrative Officer to prevent duplication of effort.

RESPONSIBILITIES:
· Perform or assist in the performance of certain duties in the cadet squadron, to include:

· Authentication of correspondence and orders.

· Publication of unit directives and participation letters.

· Personnel actions and records.

· Related duties as required.

· Check the Attendance Book.  For any cadet that was absent, prepare a packet that includes: Upcoming Activities sheets, any permission slips, and any handouts from the meeting.  Place this packet in an envelop and address the envelope.  On the third consecutive absence you do not need to send a packet.
· Update the Upcoming Activities sheet and make 25 copies (or more if necessary).

· Distribute any cadet mail.

· Assist cadets with getting necessary forms.

· Brief squadron staff on how the unit file system works and the staff's responsibility to maintain unit records (Ref.  CAPR 10-2); writing letters using proper format (Ref. CAPR 10-1); use, care and storage of Admin equipment (copier, typewriter and use of the squadron "mailbox").  

AS NEEDED: 

· Check the Squadron and Wing Forms file to ensure sufficient quantities of forms are available at all times.

· Publish Personnel Authorizations (PA) when necessary to appoint individuals or groups to membership on boards and committees and/or to make special assignments.

· Publish Participation Letters (PL) to verify attendance and participation of CAP members in a CAP event or activity when verification is needed for personnel records of members concerned.

· Responsible for the Squadron Storage Area.  Ensure all supplies, forms, equipment, etc. are properly placed on the shelves, in the cabinets, etc. to present a neat and organized appearance.

· Responsible for general office supplies; control, use and maintenance of the squadron's photocopier and typewriter.

· Restrict access to Admin files, etc. to those who have a need for them.  Only those members assigned command or staff positions should be given free access to squadron tiles, forms, etc.

· Collect mail from the mailboxes and ensure distribution to appropriate staff heads and personnel.

SEMI-ANNUAL: Every six months (JANUARY AND JULY) inventory our stock of blank forms and requisition sufficient quantities to last until the next semi-annual requisition.  Forms must be ordered on CAPF 8.
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Deputy Commander for Cadets

cadet AEROSPACE EDUCATION OFFICER

SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS:
MONTHLY:  Submit a Staff Report to the Cadet Executive Officer

BI-MONTHLY:  Submit CIVIL AIR PATROL AEROSPACE EDUCATION ACTIVITY REPORT (SQUADRON) to Wing Headquarters by the 1st of the month.  Ensure one copy is given to the Senior Aerospace Officer

ANNUALLY:  Submit written goals to the Executive Officer, no later than DECEMBER of the current year.

RESPONSIBILITIES:

MEMBER OF THE ACTIVITY PLANNING COMMITTEE

· Direct the aerospace program, to include:

· Aerospace Education Instruction.

· Review of subject matter with cadets.

· Related duties as required.

· Conduct an ANNUAL Rocketry Program

· AEROSPACE COUNSELORS: IAW CAPR 52-16, EACH CADET SHOULD BE ASSIGNED AN AEROSPACE EDUCATION COUNSELOR who will assist and guide the cadet toward mastery of the self-study materials.

· Ensure that at least ONE COUNSELOR IS ASSIGNED FOR EACH OF THE SIX CHAPTERS in the aerospace education text that used in the cadet program.  Phases III and IV cadets can be used as aerospace counselors.

· Counselors WILL ASSIST A CADET HAVING TROUBLE WITH ANY PORTION OF THE MATERIAL.  Counselors should ASSUME AN ACTIVE RESPONSIBILITY FOR THE INDIVIDUAL CADET’S’ SUCCESS BY MOTIVATING THE CADET AND FREQUENTLY ASSESSING THE CADET’S PROGRESS.

· Conduct/assist with the Aerospace Education class period as outlined in the training rotation.  Coordinate these efforts with the Senior Aerospace Education Officer.

· Aerospace classes should parallel the material, in the order presented, in the current aerospace texts used in the cadet program.  A goal of one chapter every two months should be set in order to assist the cadets in understanding the material and ultimately meet their promotion requirements.

· Aerospace Officers may teach classes, but it is not required.  However, you are responsible for making sure they are taught by either squadron members, Wing resources or guests, such as flight instructors, air traffic controllers, mechanics,, etc., with experience and knowledge of specific areas.

· Instructors with soft voices, who cannot be heard, no matter how much knowledge or skill they have, do not make good instructors.  You're not obligated to take the first person that volunteers to teach, if in your judgment, they cannot provide an interesting and intelligible presentation.
· Coordinate with the Activities Officer to arrange Aerospace related tours with months with a 5th Thursday or when meeting facilities are not available.  Confirmation of tours must be made early enough for details, departure times, places, etc. to be published in the squadron newsletter and to get the required notifications to WG HQ and parents.

· Video "programs," of about 30 minutes in length, produced by AIR FORCE TELEVISION NEWS, may be obtained from the Minnesota Liaison officer each month, WITHOUT COST.  These are news briefs of current activities and happenings in the Air Force, in a fast-paced format.

· Wing HQ has a collection of over 100 aerospace related videos, WITHOUT COST. 
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cadet Logistics assistant (bookstore issues)
SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Executive Officer.

REPORTING REQUIREMENTS:
WEEKLY:  Issue receipts to all personnel who purchase items.

MONTHLY:  Submit a staff report to the Cadet Executive Officer

ANNUALLY:  a complete inventory of the supply box will be conducted by the unit supply officer in january or when a new bookstore officer is assigned to ensure accountability for all items purchased.

RESPONSIBILITIES:
· The position of "Bookstore Officer" is a SERVICE position.

· The purpose of the supply box is to assist members in maintaining an accurate, up to date and legal uniform in the event items are damaged, lost or unavailable from other sources.

· It is not intended to be an alternative to ordering directly from the National Bookstore. 

· Assist new members in ordering uniform accessory items from the National Bookstore as soon as possible after joining.

· Trade-ins will be accepted for "serviceable" grade and ribbon holders only.  Ribbons will not be traded or exchanged unless sold damaged or defective.

· Do not place orders for the National Bookstore for anyone!  This is the responsibility of each member.

REVENUE:
Funds in excess of $100 will be forwarded to the unit Finance Officer for deposit into the squadron account.

PURCHASES/RESTOCKING:
· Purchases will be made by squadron check.  Cash will not be used!  A "Bookstore Order Form" will be made in DUPLICATE.  One sent to the Bookstore and another kept in the suspense file.  The squadron Finance Officer will issue a check to be sent with the order.

· THE SQUADRON SUPPLY BOX WILL BE KEPT AT THE SQUADRON FOR ACCESS BY THE SUPPLY OFFICER IN THE EVENT THE BOOKSTORE OFFICER IS ABSENT.

· Encourage members who may have additional copies of the CAP Bookstore Catalog to bring them in for distribution to new members.

· Extra catalogs may be ordered free of charge from the CAP Bookstore by simply paying for postage.
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Deputy Commander for Cadets

CADET ADVISORY COUNCIL REPRESENTATIVES

PRIMARY CADET ADVISORY COUNCIL REPRESENTATIVE

SELECTION:  Cadet Commander

APPROVAL AUTHORITY: CDC

DOCUMENTATION: Four CAPF 2A's. (MBR, SQ, 2-WG) Make sure the address and phone number is listed in the remarks section of the form.

QUALIFICATIONS: C/Sgt or higher.

REPORTING OFFICIAL: Cadet Commander

The purpose of this position is to represent the cadets of this squadron at the Wing Cadet Advisory Council.

UNIFORM DEVICE:

Red Shoulder Cord is authorized while serving as Primary Cadet Advisory Council Representative.  The white CAC Ribbon is a permanent award and must be documented by CAPF 2A with approval of the Minnesota Wing HQ Director of Cadet Programs.

RESPONSIBILITIES:
· ATTEND ALL SCHEDULED WING CAC MEETINGS or ensure the unit's alternate CAC representative attends the meeting.

· REPORT the "proceedings" to the squadron at the next available Commanders' Call.

· PREPARE AN ARTICLE for inclusion in the next issue of the squadron’s newsletter. Articles are due the third Thursday of each month.

· Ensure the Alternate CAC Representative receives duplicate copies of forms, rosters, etc. received from the Wing.

· Ensure the Alternate CAC Representative is requested to stand in for you at the next available CAC meeting in the event you cannot attend.

ALTERNATE CAC REPRESENTATIVE:

QUALIFICATIONS: C/Sgt or higher

UNIFORM DEVICE: NONE.
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Deputy Commander for Cadets

cadet COMMUNICATIONS OFFICER

SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Four CAPF 2A's. (MBR, SQ, GP, WG)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS:
WEEKLY: Advise the command staff of ALL RADS and Announcements

MONTHLY:  Provide a staff report to the Cadet Executive Officer

QUARTERLY:  Provide the Senior Communications Officer and the Cadet Commander with a review of all radios assigned to cadets and indicate any possible realignment needs.

RESPONSIBILITIES:
· Manages and directs communications activities, to include:

· Develop and implement communications plans, programs and directives.

· coordinate communications plans and programs with other staff agencies ... and higher headquarters.

· Develop detailed operating procedures for communications operations and guidance to personnel.

· Collect and report data to determine the effectiveness of communications operations.

· Develop communications training programs.

· Monitor unit communications.

· Assist members in obtaining ROP cards.

· Establish programs to maintain and operate unit radio equipment.

MONTHLY:

As soon as possible after the last NET of the month, NO LATER THAN THE 5TH OF THE MONTH, phone in the NET check-ins for the month to the Wing Comm Officer
ANNUALLY:

· Conduct a communication class/communications refresher course.  Initial the back of each participant’s ROP card certifying attendance at a Communications Refresher Course.

· Monitor the progress of all members who have not yet received their ROA card and assist those members needing additional training by creating a "Training Chart" to track accomplishment of the ROA Test, the passing and receiving of 5 RADS and obtaining five hours of radio time.

· Advise all members assigned corporate (CAP) owned radios to bring them to all squadron meetings and activities.

· Assist members in applying for an ROA card by submitting MN WG Form

· Allow radio operator trainees to check into the Training NET at 7:30 PM and/or 9:00 PM net each Thursday evening.

· Operate a Training Net every Tuesday from 1800 to 1830 hours.
· Ensure the Net Control is directed from 9:00 PM to 9:30 PM LCL every Sunday evening.

· Refer to the “Resource Operating Instruction” for eligibility, issue, and accountability of radios and associated equipment.
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Deputy Commander for Cadets

 cadet EMERGENCY SERVICES OFFICER 
SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Four CAPF 2A's. (MBR, SQ, GP, WG)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS:
Immediately advise the Deputy Commander for Cadets of any actual Emergency Services mission.

MONTHLY:  Submit a staff report to the Cadet Executive Officer.

RESPONSIBILITIES:

MEMBER OF THE ACTIVITY PLANNING COMMITTEE

· Manage and direct emergency services activities to include, but not limited to:

· Develop and maintain an adequate emergency services force for the unit.

· Develop training programs to ensure that highly qualified ES personnel are available for search and rescue, civil defense, and disaster relief missions.

· Develop plans and standard operating procedures to support the wing's emergency services program.

· Maintain records to determine the status of personnel, vehicles, aircraft, radios, and other emergency services equipment available for ES missions.

· Develop and maintain a rapid alerting system for assembling task force personnel.

· Coordinate with the Activities Officer and Cadet Executive Officer to schedule classes for emergency services and field training exercises. 

· Maintain contact with the Senior ES Officer when arranging and approving BLUECAPs to ensure training conforms to the Wing Emergency Services Plan.

· Ensure the squadron’s vehicle attends all Group and Wing SAR Exercises

MONTHLY:

Plan a one-day (8 hours) BlueCAP, once a month.

BI-MONTHLY: Provide a current roster of ES personnel, noting specialties and currency.  Ensure that there are sufficient personnel for any ES callup.

SEMI-ANNUAL: Produce a current Emergency Services equipment survey, providing copies as necessary.

ANNUAL:

Plan an overnight BlueCAP, twice a year, with at least one during summer.

Develop goals and a subsequent comprehensive training plan for the next year, designating subject matter and the appropriate instructors.  Verify that instructors are qualified to teach each subject.
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 FIRST SERGEANT
SELECTION:  Cadet Commander

APPROVAL AUTHORITY: Deputy Commander for Cadet

DOCUMENTATION: Four CAPF 2A's. (MBR, SQ, GP, WG)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Cadet Deputy Commander

UNIFORM DEVICE: The First Sergeant "diamond" will be presented formally by the Cadet Commander upon selection and written approval.

REPORTING REQUIREMENTS:
WEEKLY:  

· Report to the Cadet Executive Officer each week to discuss Thursday's meeting objectives/goals and potential problem areas.

· Report the attendance role each week

RESPONSIBILITIES:

MEMBER OF THE CADET AWARDS COMMITTEE

· Responsible for the following duties, but not limited to the following:

· Supervisory, administrative and managerial functions.

· Personnel guidance for cadets.

· Inspections and corrections of discrepancies.

· Preparation of rosters.

· Counsel cadets and provide assistance as necessary.

· Correct discrepancies in military customs, courtesies and wear of the uniform.

· Ensure the Flights are ready for "Opening Formation" PROMPTLY at 7 PM and ready for "Closing Formation" PROMPTLY at 8:55 PM.

· Ensure the squadron (cadets and seniors) is assembled for Commander's Call no later than 8:45 PM each evening.

PREPARATION AND MAINTENANCE OF THE FOLLOWING:

· Attendance rosters and related charts.

· Squadron Bulletin Board.

· Freeze Lists

SET UP SIGN-IN TABLE:

· Minimum of two (2) Sign-In sheets

· Cadet Commander's Suggestion Box

· Promotion Sheets

· Rosters

· Freeze List

SET UP INFORMATION TABLE:

For miscellaneous recruiting brochures

Activity Sign-ups


Squadron Bulletin


Plaques and Trophies
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Deputy Commander for Cadets

 GUIDON/GUIDON BEARERS 

APPROVAL AUTHORITY: Flight Commander.

DOCUMENTATION: None

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Flight Commander.

REPORTING REQUIREMENTS: None.

GUIDON:

Each Flight is authorized to design and create a guidon for his flight, as long as it is in accordance with CAPR 900-2.

GUIDON BEARER (FLIGHT):

The position Guidon Bearer is a position of HONOR and a privilege. Therefore, selection should be based on his/her ability to drill, military bearing, etc.

GUIDON BEARER (SQUADRON):

The squadron Guidon will be used any time the squadron drills "in mass," including parades.

The position of squadron Guidon Bearer is a position of HONOR and a privilege.  The Flight’s commander should choose the cadet selected to carry the squadron’s “colors” from experienced Flight Guidon Bearers.

GUIDON EQUIPMENT:

The care, maintenance and security of guidon equipment is the responsibility of the Guidon Bearer while performing his/her duties.

It will be the responsibility of the Guidon Bearer to notify their commander of any damage to the guidon, guidon pole or ornament.

Replacement of damaged equipment due to negligence and carelessness will be replaced by the individual causing the damage.

FLIGHT COMMANDERS ARE RESPONSIBLE FOR REPLACING GUIDONS WHEN THEY BECOME UNSERVICEABLE.
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Deputy Commander for Cadets

 CADET LEADERSHIP OFFICER 
SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Four CAPF 2A's. (MBR, SQ, GP, WG)

QUALIFICATIONS: C/2nd Lt or higher.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS:
WEEKLY: Consult with the Deputy Commander for Cadets, the Cadet Executive Officer and Flight Commanders each week to discuss Thursday evening's meeting schedule, training goals and problems, promotion requests, etc.

MONTHLY:  Submit a staff report to the Cadet Executive Officer

RESPONSIBILITIES INCLUDE:

MEMBER OF THE AWARDS COMMITTEE/MEMBERSHIP AND PROMOTION BOARDS 

· Advisor to the Color Guard Competition Team

· Advisor to the Squadron Drill Team, when/if created.

· Instruct Guidon Bearers

· Ensuring Leadership Laboratories are taught properly

· Managing the Cadet Physical Fitness Program

· ENSURING THE HIGHEST OF STANDARDS OF MILITARY BEARING AND MORALE OF THE SQUADRON ARE MAINTAINED.

· ENSURING PROPER UNIFORM AND GROOMING STANDARDS ARE MAINTAINED.

· ON-THE-SPOT CORRECTIONS IN MILITARY CUSTOMS, COURTESIES AND WEAR OF THE MILITARY UNIFORM ARE MADE AS NECESSARY.

· Conduct DRILL TESTS for promotion to AIRMAN and STAFF SERGEANT and sign-off the "Promotion Requirement." Use the "Promotion Requirement" Checklist as a guide in conducting drill tests. 

· Coordinate the DRILL-DOWN at the "Quarterly Business Meeting" to allow cadets to demonstrate their drilling skills, to promote a competitive spirit among the flight members and their respective flights.

· Be familiar with and assist the Flight Commanders in meeting the requirements of the Flight Commander Operating Instructions.

· Ensure Flight Commanders prepare a training syllabus in order to meet goals/objectives for each Quarter immediately upon assignment and the training is kept on schedule.

· Be familiar with the cadet protection program/policy.
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Deputy Commander for Cadets

Cadet LOGISTICS OFFICER

SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Four CAPF 2A's. (MBR, SQ, GP, WG)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS:

MONTHLY:  Submit staff report to Cadet Executive Officer.

RESPONSIBILITIES:
· Manage and direct the Logistics Program to include the areas of supply, transportation, maintenance.

· He/she shall:

· Advise the commander on status of logistics programs and establish logistics policies.

· Review budget requirements of logistics activities and direct consolidation of logistics budget.

· Be responsible for real property management in accordance with CAPR 87-1.

EXPENDABLE ITEMS:
· Items that may be "used up or worn out," are normally considered to have a life expectancy of one year. These items are issued on CAPF 111.  ONLY THE LOGISTICS OR SUPPLY OFFICER MAY ISSUE EXPENDABLE ITEMS.

· The Logistics or Supply Officer will issue all expendable items.

· Maintain an inventory of all expendable items.

NON-EXPENDABLE ITEMS:                                                

Cadet Logistics shall not issue or assign non-expendable property without the approval of the Senior Logistics Officer.  Non-expendable property is property that has a life expectancy of a year or more.  This includes most items worth more than $50.
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Deputy Commander for Cadets

 CADET PUBLIC AFFAIRS OFFICER

SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Four CAPF 2A's. (MBR, SQ, GP, WG)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS: 

MONTHLY: 

· Submit a staff report to the Cadet Executive Officer

· Ensure a copy of the Public Affairs monthly report (MN WG Form 14a) is received at Wing HQ no later than the 10th of each month. 

RESPONSIBILITIES:
· Advises and assists the commander on all media relations, internal information and community relations matters.  Plans, develops and implements a Public Affairs Program, to include:

· Release of information on unit activities to news media.

· Publication of unit newsletter or bulletin.

· Participation of unit members in community activities.

· Coordination with other organizations and agencies as required.

· Staff supervision over all public affairs activities of subordinate units.

· Ensure that a camera is present at all squadron activities and that photos are being taken that can be used in squadron press releases.

THE SENIOR PUBLIC AFFAIRS OFFICER OR THE SQUADRON COMMANDER IS THE OFFICIAL SPOKESPERSON FOR THE UNIT AND IS RESPONSIBLE FOR THE RELEASE OF ALL INFORMATION CONCERNING THE SQUADRON.  DO NOT RELEASE INFORMATION TO THE PUBLIC WITHOUT CLEARING THE RELEASE WITH ONE OF THE ABOVE PERSONS FIRST!
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 RECRUITING OFFICER - CADET 

SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Two CAPF 2A's. (MBR, SQ)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Cadet Executive Officer.

REPORTING REQUIREMENTS: 
MONTHLY: Submit a staff report to the Cadet Executive Officer.
RESPONSIBILITIES:
· Formulates plans and establishes policies, procedures and programs designed to assist CAP in attracting new members and retaining current members to include:

· Planning and conducting periodic membership drives to stimulate interest in inactive members.

· Personally contacting individuals expressing an interest in CAP by telephone, written inquiry, etc., and following up to ensure that all interested persons are fully informed on the CAP Program and local unit activities.

· Contacting parents of interested youngsters to answer any questions or to more fully explain the cadet program.

· Analyzing membership trends and preparing statistic to keep the commander informed of membership growth and of any potential problem areas.

· Coordinating all activities involving the public with the unit Public Affairs Officer.

· ACT AS OFFICIAL "GREETER" DURING MEETINGS. (Do not involve the unit commander in recruiting affairs...this is your job!)

· ENSURE NO VISITOR IS LEFT ALONE.  If you cannot be with them, find someone who can.

· Make sure copies of National and Squadron produced brochures are available at the INFORMATION/SIGN-UP TABLE.

· DO NOT ACCEPT MONEY OR FORMS.  SIMPLY REVIEW THE APPLICATIONS FORMS FOR COMPLETENESS AND ACCURACY BEFORE PRESENTING THEM TO THE DEPUTY COMMANDER FOR CADETS.

· MEMBERSHIP FEES:

TWO CHECKS are to be written in the following amounts:


$36 to NATIONAL HQ - CAP

$ 2 to Wing HQ - CAP

$ 20 to Squadron - CAP

Make sure enough information Packets/Folders are prepared, which may be presented to "recruits" upon their SECOND VISIT.  It should contain, as a minimum:

· Three copies of CAPF 15

· Senior Member/Cadet Brochures

DECISIONS/ACTIONS REQUIRING CONSULTATION WITH THE EXECUTIVE OFFICER: Committing squadron equipment and/or personnel.
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Deputy Commander for Cadets

cadet SAFETY OFFICER

SELECTION:  Cadet Executive Officer

APPROVAL AUTHORITY: Cadet Commander.

DOCUMENTATION: Four CAPF 2A's. (MBR, SQ, GP, WG)

QUALIFICATIONS: Airman or above.

REPORTING OFFICIAL: Deputy Commander for Cadets.

REPORTING REQUIREMENTS:
AS NEEDED:

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

· Advise the commander of any safety hazards, etc. which cannot be readily fixed/eliminated.

MONTHLY:  Submit a staff report to the Cadet Executive Officer.

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:

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

RESPONSIBILITIES:

· PER CAPM 20-1: Assists and advises the commander in developing the overall accident prevention program, to include:

· Directing safety inspections and surveys of the safety function associated with hazardous areas and operations.

· Planning safety training programs to acquaint all personnel with the responsibility for applying safe practices.

· Preparing training guides, articles and literature and arranging for publicity for safety program through such media as bulletin boards, newspapers and billboards.

· Conducting safety studies and recommending corrective action.

· The safety officer should be familiar with CAP directives in the 62 series.

· Conduct a MONTHLY SAFETY MEETING on the THIRD MEETING OF EACH MONTH, or as determined by the published meeting schedule. 

· Maintain a separate Safety Meeting Attendance Roster (Give to Admin Officer for filing in squadron files.) 

· POST a written summary of safety meeting topics on the unit bulletin board.

· Ensure meetings and activities are conducted in a safe manner, paying particular attention to: horse-play, running in halls; camp fires, use of knives, heaters, stoves, etc.

· Ensure a copy of CAPF 26 "Civil Air Patrol Safety Improvement or Hazard Report" is posted on squadron bulletin board.
· ANNUAL: 

· Conduct an ANNUAL INTERNAL SAFETY SURVEY EACH JANUARY utilizing checklist in CAPR 62-1, the Safety Manual.  Two copies of the survey will be submitted to the Unit Commander.  One copy will be kept in the squadron file and another to Wing HQ.

· Brief personnel regarding the location, use, and purpose of CAPF 26, "Civil Air Patrol Safety Improvement or Hazard Report."
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