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Squadron Cadet Operating Instruction 1-00

Topic:
Squadron Cadet Operating Instructions



Area:
Cadet Administration

1. All cadets are expected to be familiar with the contents and information of the Squadron Cadet Operating Instructions.  The purpose of these OI’s, is to give the cadets the resource to find answers and to provide guidance in the administration and execution of the CAP Cadet Program.

2. While these OI’s do provide rules and structure to the program, they are also designed to help each cadet have an impartial source from which to answer questions they may have about how to attain something, sign up for an activity, or other matter.  If the cadet cannot find the answer in the OI’s, the cadet should follow the Chain of Command in getting their questions answered.

3. These OI’s are written in the belief that command is a two-way street.  It is the responsibility of those in command to pass direction and information to their subordinates.  However, it is also the duty of subordinates (cadets) to go up the Chain when they have a question or item that needs to be addressed.  All commanders are human and thereby forget things and make mistakes.  Good followers make it a team effort.

4. These OI’s may only be modified by the Deputy Commander of Cadets (CDC).  Cadets who have recommendations should submit them via the Chain of Command.  Senior members who have suggestions should contact the CDC.

5. Every effort will be made by squadron staff to ensure that the OI’s are applied uniformly to all cadet members.  Any cadet who disagrees with a sanction or decision made by a squadron staff may appeal the decision to the CDC.  The CDC has final say on all matters pertaining to the OI’s except where specifically noted.


Squadron Cadet Operating Instruction 1-01


Topic:
Meeting & Activity Attendance



Area:
Cadet Program Administration

1. Cadets are expected to attend all squadron weekly meetings.  Weekly meetings are considered routine training functions.  If cadets do not attend these meetings, then the senior and cadet leadership cannot be assured that the cadet is at the required level of readiness to fulfill their CAP missions.  Cadets who cannot attend a meeting are expected to notify their next level of command no later than 24 hours before the scheduled start of the meeting (e.g. by 1900 hours on Wednesday for a Thursday night meeting).  Cadets are also expected to be on time for squadron meetings.  Cadets who are late may be assigned selected work duties.  Cadets who attend meetings, but are not in a correct uniform, may be asked to leave or may have other consequence put in place.

2. Cadets who give a valid reason for not attending a meeting, and do so in accordance with (IAW) paragraph 1, will be considered excused.  Cadets may have three excused absences every two months without official notice.  Cadets who need to miss more than three meetings successively must submit a Leave of Absence request to the Cadet Commander via the chain of command.  This notice allows the squadron to remove the cadet from activity notification roles and emergency services activation rosters. Cadets who need to miss four or meetings in a two month period (50%+) must contact the Cadet Commander and give a written statement regarding the need for missing the fourth meeting.  The cadet must realize that the Cadet Commander may choose to place the cadet on the Activity Ineligibility List, delay promotions, and/or remove the cadet from a staff position until such time as attendance and activity levels return to an acceptable level.  This policy is written with the understanding that cadets may be faced with situations where they must miss more meetings than allowed.  However, fairness to those cadets who are active and attending must be maintained.  This policy shall be interpreted to give as much latitude possible to the cadet who is not participating, but maintaining operational integrity rests with the Cadet Commander.

3. Cadets who do not attend a meeting, and do not give a valid reason as outlined above, shall be considered unexcused.  Cadets who miss a meeting, and are unexcused, may be immediately suspended from activity attendance.  The decision to suspend a cadet from activities will be made on a case by case basis by the Cadet Commander.  Cadets may appeal this decision to the Deputy Commander for Cadets.  The decision of the Deputy Commander will be final.

4. Any cadet that demonstrates PERFECT attendance, IAW with this policy, during one calendar year shall receive a credit towards the CAP Bookstore, or two hours of free flight time in the squadron aircraft (subject to CAP, FAA, and Minnesota Wing guidelines and policies).

5. Any cadet who attends at least 75% of the squadron meetings within a calendar year shall receive the “Dedication Award.”  There is no limit to the number of cadets that may receive this award annually.

Squadron Cadet Operating Instruction 1-02


Topic:
Building Rules & Safety


Area:
Cadet Administration

1. The squadron meeting facility is a facility that our unit should be proud of.  To keep the facility safe and secure, certain expectations will be made of cadets when using the facility.

2. Definitions – The following areas of the building are defined as follows:




Hangar – The west “half” used to store aircraft




Commander’s Office – Located adjacent to the Operations Room.




Conference Room – East room of the facility




Front – The face of the building that faces the runway.




Main Door – The door that opens to the runway in the Conf Room.




Fundraising Office – Office used by Fundraising Staff.




Great Room – The large meeting area in the center of the facility.




Administration Office – The room with the copier and file cabinets.




Supply Closet – Closet within the Administration Office

Flight Operations – The office near the end of the hallway where Flight Operations personnel work.

Communications Room – The room across from Fundraising

Lofts – The areas above Fundraising, Flight Ops, and Administration.

Attic – The area above the hangar accessible by the stairwell.

3. No smoking – Cadets may not smoke on the property at any time.  No one may smoke on the flight line.

4. Unauthorized areas – Only authorized personnel may enter the following areas: Commander’s Office, Supply areas in hangar, Supply Closet, or the Attic.  No one except Fundraising personnel may enter the Fundraising Office.

5. Supply Items – Cadets may not be in the supply areas without a staff attendant.  Damaged, missing, or stolen items will be replaced at the cadet’s cost and the cadet shall face disciplinary action.

6. After/Before Hours – If you arrive early or return after the facility is closed, do not attempt to enter the facility.  The building is protected by an electronic alarm system.  If you arrive early you will have to wait until a staff member, who has an access code, arrives.

7. Historical Displays – The displays located within the facility have been donated by their owners for our use.  They are not to be removed from the cases, handled, or touched without permission.
8. Grass Areas – Cadets are expected to use walkways and paved paths whenever possible.  This will reduce treadpaths in the grass.

9. Parking – Cadets should park in the lot behind the facility.  Do not park blocking doors or plowed paths.  Cadets should never park on the flight line without permission.

10. Soda Cans – All cadets are responsible for ensuring their cans are crushed and placed in the appropriate receptacle.

11. Aircraft – Aircraft in the hangar should not be touched without the owner’s permission.  Personnel will be held responsible for any damage they cause.

12. Hangar Door – The hangar door opens and closes by folding up and unfolding down.  No one except Senior Members or pilots may operate the door without permission.  Do not stand beneath the door at any time.  It is very heavy and would cause serious injury if an accident were to happen.
13. Driving – All personnel are expected to drive in a safe and proper manner.  Entering or leaving at an excessive rate of speed; performing vehicle tricks; driving recklessly; or other improper behavior will not be tolerated.  Cadets who violate this policy will face an automatic four-week suspension from bringing a vehicle onto the property.

14. Making it our place – This facility will be here for many years to come.  Many CAP cadets will come and go from this place.  If you have an idea about how to make the place better, please bring it up the Chain of Command.  Get involved and leave something of yourself for future generations!

Squadron Cadet Operating Instruction 1-03


Topic:
Testing



Area:
Cadet Administration

1. Testing is crucial to timely promotion through the CAP Cadet Program.  To that end the squadron will make every attempt to make testing available to its cadets within the bounds of member availability.

2. Cadets test on regular meeting nights for the period one half-hour prior to the start of the meeting.  On special activity nights testing may not be available.  Cadets may not begin any test later than 15 minutes before opening formation without the permission of the Testing Officer and the Cadet Commander.  All testing shall cease at opening formation and any unanswered questions shall be marked incorrect.  Mitchell and Earhart examiners may take until 30 minutes past opening formation.

3. Cadets who are unable to test on a meeting night, or who wish to take a test during the week may contact the Testing Officer and set up a time to meet and take a test.  Tests taken outside of a meeting night may have a delay in correction.

4. All testing shall be done IAW CAPR 52-16.  At no time should a cadet be in the testing files or viewing a test they have not already passed.  Such conduct shall be considered cheating and shall be referred to a Cadet Honor Board.

5. Cadets who pass an examination must review the test to 100%.  Cadets who fail an examination may review it at the discretion of the Testing Officer.

6. Cadets are encouraged to assist each other in studying and passing exams.  Study groups, review sessions, and other methods are all encourage as methods to help in understanding the material.

7. The Cadet Physical Fitness Test (CPFT) is required for each promotion.  A CPFT form signed by a Phys Ed teacher, parent, sport coach, parent, or CAP senior member will be accepted.  Once every three months the squadron shall conduct a CPFT for its members.  Cadets with physical limitations should refer to CAPR 52-16 for options.  Tests must be conducted IAW CAPR 52-18.

Squadron Cadet Operating Instruction 1-04


Topic:
Uniform wear



Area:
Cadet Administration

1. All cadets are expected to attend all meetings and activities in the appropriate uniform unless otherwise specified.

2. Cadets who wear a uniform other the prescribed on may be restricted from participating in certain events/activities

3. All cadets must wear their uniform IAW CAPM 39-1.  All haircuts and personal grooming must also meet this standard.

4. Uniforms that are incorrect, missing items, or in poor shape will not be tolerated.  Cadet shall be expected to correct the deficiency as soon as possible.  Severe deficiencies may require the cadet to leave the activity or to take the uniform off.

5. Cadets shall be responsible for purchasing the following uniform items:  CAP cutouts, ribbons, ribbon holders, hat devices, socks, belts, nametags, nametapes, CAP tapes, and shouldermarks.  Other items such as flight caps, BDU caps, and shoes will be issued depending on supply.  If these items cannot be issued, the cadet shall be responsible for purchase.

6. All issued uniform items are to be returned upon separation from the squadron (including transfers).

7. The Cadet Commander shall be responsible for ensuring compliance by all cadets with CAPM 39-1.

8. SUPPLEMENT TO CAPM 39-1: All cadets below the grade of C/2d Lt shall be required to wear their ribbons with their uniform.  All cadets above the grade of C/2d Lt shall have the option.

9. SUPPLEMENT TO CAPM 39-1: Any cadet below the grade of C/2d Lt may not wear “corofram” (pre-polished) shoes.  Cadets above the grade of C/2d Lt may.  An exception to this OI is made for cadets who receive corofram shoes as their initial issue item from Supply.

Squadron Cadet Operating Instruction 1-05


Topic:
Phone notification, general



Area:
Cadet Administration

1. The Cadet Commander shall be responsible for ensuring that a weekly phone notification (calldown) is conducted. The actual process is left to the Cadet Commander to dictate, but must meet the following requirements.

2. The calldown shall being no later than 2000 hours on the day that is three days prior to the meeting day (i.e. 2000 hours on Monday for a Thursday meeting).  The beginning of the calldown shall be considered to be when the CDC is contacted for schedule information.

3. All cadets shall be notified no later than 1800 hours on the day that is one day prior to the meeting night.

4. The CDC shall be contacted no later than 1900 hours on the day before the meeting with a headcount and return information.

5. Personnel who conduct the phone calls are asked to remember the following items:

· Always leave your name and number when leaving a message.

· Ensure the person has paper and pen to write down the information.

· Do not call any later than 2130 hours on any night.

· Try and avoid meal times when calling.

· Remember customs & courtesies.  Address adults as sir/ma’am, and any cadet or senior officers in the same tone.  When talking with senior or cadet officers use their grade.  Be professional when calling.


Squadron Cadet Operating Instruction 1-06


Topic:
Activity Sign Up & Attendance



Area:
Cadet Administration

1. Activities are one of the best parts of the CAP Cadet Program.  We encourage all cadets to attend as many activities as possible.  However, all activity attendance and sign up must be done in accordance with this policy.

2. Activities will be announced as soon as information is received or as soon as is practical.  Each activity shall have a MNWGF 7 and 7a as outlined in the MNWG Supplements.  Cadets shall be expected to return a completed CAPF 7 prior to participating in the activity.

3. Each week an activity sign up sheet will be available for upcoming activities.  Cadets MUST sign up on this sheet in order to attend the activity.  Cadets who wish to sign up, but do not do so during a meeting may contact the Project Officer and request that they be added to the list.  The Project Officer may set a deadline after which no additions may be made.  In any case, additions shall not be made any later than 12 hours prior to the start of an activity.  In situations where attendance is limited, the list may be used to decide who may attend.

4. Cadets who are unsure if they can attend an activity, but would like to reserve a space will place their name on the list and then place a question mark (?) next to their name.  A space will be reserved for these persons.  The Project Officer shall confirm with the cadet no later than the squadron meeting before the activity.

5. Cadets who sign up for an activity and then do not show up for the activity, without notifying the squadron as outlined in the next paragraph, shall be placed on a Freeze List.  Anyone listed on the Freeze List shall be suspended from all activities until the proper actions are taken.  To be removed from a Freeze List the cadet must write a letter of apology to the Red Wing Squadron Project Officer as well as any other Project Officers involved.  For example, a cadet who does not show for an activity sponsored by Owatonna Squadron would be required to write two letters of apology: one for the Red Wing Project Officer and one for the Owatonna Project Officer. 

6. Cadets who cannot attend an activity that they have signed up for, must contact the Project Officer no later than 24 hours prior to departure.  In the case of illness or family emergency the time period shall be waived, however the cadet is still expected to contact the Project Officer prior to the start of the activity.

7. Cadets may find information about upcoming activities from the following sources:

· The Squadron Website

· The Squadron Voicemail system

· Their Chain of Command

· The Master Calendar

· MNWGF 7 that is handed out.

8. Cadets who are suspended from activities per the Attendance Policy (RWCS OI 1-01) may not sign up for activities that begin or are in effect during their suspension period.  Cadets who are under any other suspension or sanction may not sign up for activities without the permission of the Deputy Commander.

9. Cadets will be expected to attend ALL parts of an activity unless approval is received from the Deputy Commander in advance.  Cadets who are under the age of 18 shall ONLY be released to their parents, unless written approval is received in ADVANCE.

10. IAW CAPR 52-16, cadets are responsible for their own transportation to and from activities.  Often times, the squadron shall arrange transportation.  In these cases, cadets must receive permission to use their own transportation.  In all other cases, it is the cadet’s responsibility to arrange to get to activities.

11. Cadets who wish to attend a National or Wing Special Activity (except for encampment) must complete a CAPF 31 and submit it to the Cadet Commander no later than 01 Jan of the year in which the activity falls.  All Red Wing cadets who wish to attend a special activity (except encampment) MUST have completed an encampment prior to attending.  Transportation to and from Special Activities is the responsibility of the cadet.

12.
Cadets who report for an activity without a complete uniform will be required to rent the necessary items to complete their uniform.  This includes insignia, covers, nameplates, etc.  If a cadet is unable to complete their uniform (due to meeting location or lack of funds) the cadet will not be allowed to attend the activity and will be required to go home and not participate.  In addition the cadet will be put on a freeze list and will be required to complete the sanctions outlined in paragraph 5 above.  “Rent” money will be contributed to the cadet fund

Squadron Cadet Operating Instruction 1-07


Topic:
Staff Meeting



Area:
Cadet Administration

1. A Cadet Staff Meeting shall be held on the third Sunday of each month unless the CDC approves a different date.  This meeting shall be open to all members of the squadron, however it is expected that members will allow staff members to conduct their business without excessive interruption.

2. The Deputy Commander for Cadets or his/her designee shall be present at all official Cadet Staff Meetings.

3. The Cadet Commander may, at his/her discretion, ask non-staff individuals to leave the meeting.  Requests for senior members to leave should be addressed to the Deputy Commander or his/her designee.

4. The Cadet Commander shall have at least one Executive Staff Meeting per month.  This meeting shall consist of the Cadet Commander, Cadet Deputy Commander, Cadet Executive Officer, and Deputy Commander for Cadets.  This meeting shall not be open to other members, except by request or invitation.  This restriction does not apply to the Unit Commander.

Squadron Cadet Operating Instruction 1-08


Topic:
Evaluations



Area:
Cadet Administration

1. At least once per year the Cadet Commander shall ensure that evaluations are conducted on every cadet under their command.  Evaluations may be done with more frequency if desired.

2. At least once per year the Cadet Commander shall conduct an evaluation of members of the Cadet Executive Staff.   Evaluations may be done with more frequency if desired.

3. At least once per year the Deputy Commander for Cadets shall conduct an evaluation of members of the Cadet Commander.   Evaluations may be done with more frequency if desired.

4. Evaluations shall be completed using CAPF 50.  The Deputy Commander must approve use of other forms.

5. All evaluations must be discussed and reviewed with the member prior to being placed in his/her file.

Squadron Cadet Operating Instruction 1-09


Topic:
Cadet Staff Positions



Area:
Cadet Administration

1. All cadets are encouraged to take an active part in the working of the squadron.  In fact, the secret to a successful unit lies in cadets taking charge of their unit and shaping it according to their goals and vision.

2. Cadets who are interested in a staff position will contact the Cadet Commander via the Chain of Command.  The Cadet Commander will make an effort to find a position that matches the interests of the cadet.  Cadets must realize that staff position may not always be available depending on the size of the cadet corps.

3. The Cadet Commander for cause may remove cadets from any staff position.  Cadets who feel their removal was unfair or discriminatory shall file a written appeal with the Deputy Commander for Cadets within 14 days of their removal.

4. Staff positions require extra effort and work on the part of the cadet.  Cadets should think seriously about the time and commitment it will take to be successful.

5. The Cadet Commander via a personnel action (ref CAPR 10-2) shall appoint all staff positions.  All actions shall have a suspense date.  Positions without a suspense date are assumed to suspend after six months.

6. With the exception of the position of Cadet Commander, there is no prescribed term limit on any staff position.

7. The Deputy Commander for Cadets shall select the position of Cadet Commander.  The CDC shall request applications and set specific criteria for the position.  A Cadet Commander shall serve a six-month term, which may be renewed for six more months without taking applications.  After 12 months of consecutive service, an open application period will be allowed.  The present Cadet Commander may apply during this period.

Squadron Cadet Operating Instruction 1-10


Topic:
Cadet Honor Board



Area:
Cadet Administration

1. CAP cadets are expected to adhere to a high moral and ethical standard in the execution of their duties and personal lives.  However, this policy is written with the understanding that not all cadets will be up to the challenge that this represents.  In cases where a cadet has committed a violation of the Cadet Honor Code or has performed an act that challenges the moral and ethical standards expected of a CAP Cadet, a Cadet Honor Board shall be convened.

2. The following are examples of possible Honor Board infractions: cheating on tests; smoking in uniform; use of drugs and/or alcohol (in or out of uniform); criminal conduct to include stealing and shoplifting; misappropriate of CAP property; insubordination.

3. In the event that a cadet is found to have committed any of the above acts or a behavior that meets the standards of paragraph 1, the cadet shall be asked to appear before a Cadet Honor Board.  The Honor Board shall be comprised of the following personnel: Cadet Commander, Cadet Executive Officer, one cadet officer, one cadet NCO, and one cadet airman.  The minimum number of personnel on the board will be three.  The Board shall review the conduct in question and shall interview the cadet who has committed the violation.   The Board is not a board of inquiry; it is only a board of sanctions.  This means that the Board shall only be called once an investigation has confirmed, to the satisfaction of the Squadron Commander, that an inappropriate conduct has occurred.  The Honor Board shall consider the actions, the remorse of the cadet, the circumstances, and the regulations.  The Board shall forward a recommendation to the Deputy Commander for Cadets regarding the sanction for the cadet.  The Board is given full range of sanctions to range from official censure to removal from CAP.

4. Upon receipt of the Board’s recommendation, the Deputy Commander for Cadets shall accept the recommendation, modify the recommendation, or negate the recommendation.  The Deputy Commander shall notify the Board of his/her actions.  The Deputy Commander’s recommendations shall then be forwarded to the Squadron Commander for final action.

5. All actions, after the Board’s recommendations, must be done in accordance with CAPR 52-16 and CAPM 39-2.  Cadets have a right of appeal prescribed in these manuals.


Squadron Cadet Operating Instruction 1-11


Topic:
Excellence recognition programs


Area:
Cadet Administration

1. The First Sergeant will be responsible for managing and coordinating and Excellence recognition program.  This program will be held quarterly and will test the cadets in four areas: uniform wear, drill, physical fitness, and knowledge.

2. The champion in each category from each quarter will compete in a year-end competition for the final Excellence Award.  The same cadet cannot repeat as champion in successive quarters.


Squadron Cadet Operating Instruction 1-12


Topic:
Activity Freeze Lists


Area:
Cadet Administration

1.
The Cadet First Sergeant will maintain a Freeze List.  Cadets whose names appear on this list will be ineligible to attend any squadron activities (except normal meetings) until their name is removed from the list.  There are four ways to earn addition to a Freeze List.

2.
Cadets who sign up for an activity but fail to show for the activity will be added to the freeze list.  

Remedy:  The cadet must write a letter of apology to the squadron’s Project Officer as well as any other Project Officer involved.

3.
Cadets who report for an activity without a complete uniform and the errors cannot be fixed and the cadet must go home.


Remedy:  The cadet must write a letter of apology to the squadron’s Project Officer as well as any other Project Officer involved.  Also the uniform error must be corrected.

4.
Cadets who have two unexcused meeting absences in a year.  To avoid having an unexcused absence a cadet must do one of the following if they are going to miss a meeting:

· Notify their element leader or Flight Staff

· Notify the Cadet Commander

· Call the Squadron Answering System (594-3291) and leave a message for the Deputy Commander for Cadets

Failure to do at least one of the above will earn the cadet an unexcused absence.  On the second unexcused absence the cadet will be added to the freeze list.  Every unexcused absence beyond that the cadet will be placed on the list again.

Remedy:  Meeting with the Deputy Commander for Cadets to discuss absences and reasons for them.

5.
Failure to promote at least once every four months.


Remedy:  Promote one achievement

6.
Cadets who are placed on a freeze list by the First Sergeant may appeal the placement to the Cadet Commander.  A final appeal may be made to the Deputy Commander for Cadets.  The Deputy Commander’s decision is final.  The Deputy Commander for Cadets may remove cadets from a freeze list if deemed appropriate.

Squadron Cadet Operating Instruction 2-01


Topic:
Review Boards


Area:
Promotions

1. To ensure the proper development of a cadet, review boards shall be held at certain points in the Cadet Program.

2. A Cadet Review Board is required for the following achievements:

· Achievement 2: from C/Amn to C/A1C

· Achievement 4: from C/SrA to C/SSgt

· Achievement 6: from C/TSgt to C/MSgt

· Achievement 8: from C/SMSgt to C/CMSgt

This board shall consist of the Senior Leadership Officer or the Cadet Commander, the Cadet Deputy Commander or Cadet Executive Officer, and the Cadet First Sergeant or the highest-ranking NCO at attendance at the meeting.  This board shall ask the applicant a select number of questions about aerospace, leadership, the Cadet Program, and future goals.  Based upon the answers the Board shall either recommend or not recommend that cadet for promotion to the CDC.  In the event that there are no cadets in the positions above the Cadet Commander may decide the makeup of the Board.

3. Cadets who wish to take any of the three major exams (Mitchell, Earhart, or Spaatz) must complete a Senior Review Board.  This board shall be comprised of the board president, CDC, the DCOS, and two other seniors selected by the CDC.  The Board President shall either be a representative from a higher headquarters or an USAF officer (Guard or Reserve may be used) of equal or higher grade than the cadet is applying to test for (i.e. an USAF Major or Captain must be used for an Earhart Board).  The Board shall ask questions about a variety of areas.  This board shall forward a recommendation to the Squadron Commander as to whether the cadet should be allowed to test or not.  Should the Squadron Commander choose to go against the board’s finding, the Commander shall provide the Board President with a written explanation.

4. Cadets are expected to manage their own promotions.  Cadets who have completed a promotion should contact the CDC, via the Chain of Command.

5. Cadets must complete a “Certification for Promotion” form prior to being promoted.  Also cadets must complete a CAPF 50 as a self-evaluation prior to each promotion.

Squadron Cadet Operating Instruction 2-02


Topic:
CAPF 59’s & Certification Forms


Area:
Promotion

1. For each promotion a cadet must submit a Certification Form.  This form is a squadron form and can be obtained from the First Sergeant.

2. Cadets shall be responsible for ensuring that they provide the squadron with their blank CAPF 59-1,2, or 3 upon receipt from National Headquarters.

3. Cadets shall be responsible for mailing the completed form to National Headquarters upon completion of that Phase of the program.

Squadron Cadet Operating Instruction 2-03


Topic:
Additional Requirements



Area:
Promotions

1. The following additional requirements shall be added to the CAP Cadet Program for the indicated achievements:

2. Cadet Staff Sergeant: Prepare and present a 30 minute Aerospace class.

3. Cadet Chief Master Sergeant: Attendance at a Minnesota Wing NCOS or Basic Cadet Officer’s Course.

4. Cadet First Lieutenant: Prepare and present a Moral Leadership session.  Assistance can be received from the Chaplain.

5. Cadet Major: Attendance at one of the following: Basic Cadet Officer’s Course (Minnesota Wing), National Cadet Officer’s School, NCR Cadet Leadership School, or service as an encampment staff member.

6. Cadet Lieutenant Colonel: Service as a project officer for a Wing CAC project, encampment Executive Staff member, or Cadet Commander for a Wing-level activity (NCOS, MLA, ATS, etc.),

7. The CDC may waive any of the above requirements.

Squadron Cadet Operating Instruction 2-04


Topic:
Staff Duty Analysis



Area:
Promotions

1. RWCS COI 2-04 RESCINDED – 11 JULY 2000.  SDA POLICY OUTLINED IN CAPR 52-16 AND IN RWCS “GUIDELINES FOR SDA SUBMISSION WILL BE USED”.

Squadron Cadet Operating Instruction 3-01


Topic:
Expectations



Area:
Customs & Courtesies

1. All cadets are expected to render proper customs and courtesies at all times.

2. Any time that a cadet interacts with a senior member, whether in or out of uniform, at a CAP activity or not, the cadet is expected to polite, courteous, and professional.  When out of uniform salutes are not rendered, but other customs and courtesies are in effect.

3. When at the CAP Center all cadets are required to conduct themselves at the highest level of professionalism.  Whether a senior member or cadet officer is present or not.

Squadron Cadet Operating Instruction 3-02


Topic:
Special areas and notices


Area:
Customs and Courtesies

1. The following OI describes certain areas or rules that are unique to our meeting facility.  Cadets are expected to aware of these areas, and to inform visiting cadets of them.

2. The rear parking area is not specially designated and all customs and courtesies are required.

3. The Flight Line area is a non-cover, non-saluting zone.

4. The Great Room, due to its high volume of traffic, will not be called to attention whenever a higher-ranking officer enters the room.  THIS APPLIES TO NO OTHER ROOM IN THE FACILITY!

5. Cadets may not use the screen door unless they are part of the Cadet Executive Staff. This includes the First Sergeant.

Squadron Cadet Operating Instruction 4-01


Topic:
Student Pilot Program


Area:
Flight Operations

1. Cadets who wish to enter the Flight Training Program must meet the following standards: 

· must be 16 years old

· must have completed Ground School training

· must be in good standing with the squadron

· must have a completed FAA Flight Physical.

· must be a Cadet Senior Airman (C/SrA)

· must have been a member for six months

2. Cadets, who wish to enter Flight Training, must contact the CDC via the Chain of Command.  The CDC will coordinate between the Squadron Flight Operations Officer and the student pilot.  The squadron will assist the student pilot in making contact with a CAP CFI (flight instructor).  After that time it is the student’s responsibility to arrange flight instruction times.

3. Cadets must maintain satisfactory progress and attendance in the CAP Cadet Program.

4. Cadets must stay current with their Squadron account.

5. Cadets may apply for financial assistance via the Tailwinds Program.

6. A pilot must be 17 years old to take the FAA Private Pilot exam.

Squadron Cadet Operating Instruction 4-02


Topic:
Orientation Flights


Area:
Flight Operations

1. Cadets may receive orientation flights on an as available basis in the squadron plane.

2. The Cadet Flight Operations Officer shall coordinate orientation flights.

3. Cadets are expected to be in uniform, on time, and have their membership card for all flights.  Cadets who fail to appear or who cannot fly may be suspended from flights and/or activities.  This shall only occur if due notice is not given.

4. Cadets who are on activity suspension may not receive orientation flights without the CDC’s approval.

5. It is the responsibility of the cadet to notify his/her pilot if they suddenly cannot make a flight.

6. Cadets should contact the Squadron answering system to find out if flights are operating or not.

7. Since pilots are giving up their time to fly, and the squadron is providing the funds for flying, cadets are expected to make all possible effort to be available for scheduled flight times.

Squadron Cadet Operating Instruction 5-01


Topic:
Uniform Issuance


Area:
Supply

1. The Squadron will issue cadets their basic uniform needs.  Cadets who need further items may request them on an as available basis.  The squadron reserves the right to deny any request or to not provide certain uniform items for any reason.

2. Cadets may not issue themselves items.  Official issuance requires the Senior Logistics Officer.

3. Cadets are responsible for purchasing expendable items such as ribbons, patches, etc…  See RWOI 1-04 for more specifics.

4. For encampment, the squadron shall issue each attendee two sets of BDU uniforms.

5. Cadets must return all uniform items upon separation from the squadron.

Squadron Cadet Operating Instruction 5-02


Topic:
Non-uniform items


Area:
Supply

1. The Squadron makes no special provision for the issuance of non-uniform items such as field gear, rain gear, or equipment.

2. As items become available they may be issued.

3. Radios shall only be issued to those cadets who are both ROA and GTM certified.

4. Radios shall be issued to cadets in this priority:

Cadet Commander

Emergency Services Officer

Cadet Deputy Commander

Cadet Executive Officer

All other GTM’s

5. Personally purchased radios do not fall under this policy.

6. Cadets shall be held responsible for the replacement and/or repair costs of any items lost or damaged due to carelessness or negligence as determined by the Squadron Commander.

Squadron Cadet Operating Instruction 5-03


Topic:
Ordering supplies & uniform items


Area:
Supply

1. Cadets may purchase items for CAP from the following places: the CAP Bookstore, the CAP Supply Depot, the Hock Shop, or any AAFES store.

2. The CAP Bookstore – This facility is operated by National Headquarters and is located at Maxwell AFB, AL.  They can be reached at 1-800-633-8768 or by FAX at 1-334-265-6381.  They produce a catalog annually or it can be viewed at http://www.capnhq.gov

3. The CAP Supply Depot – This facility is operated by National Headquarters and is located in Texas.  They supply non-uniform items such as airplane parts, field gear, etc…  Their information can be found in each issue of the CAP News or ordered on-line at www.capsupply.com

4. The Hock Shop – This facility is operated by Lt Col Flanagan of Maryland Wing.  It is operated to support his squadron.  They offer most products offered by the CAP Bookstore.  Their number is 1-800-THE-HOCK or on-line at www.TheHock.com

5. AAFES Stores – Civil Air Patrol members have purchasing privileges for uniform items ONLY at Air Force and Army Base Exchanges (AAFES).  The nearest AAFES facility is located at the Twin Cities Air Force Reserve Station.  You must pay with either cash or credit card, no checks accepted!  If a store clerk questions their ability to sell to you, ask them check Air Force Instruction 147-14.  If the AAFES store continues to refuse to sell to you do not insist on completing your purchase.  Leave the store and advise the Squadron Commander at the next meeting.  Resolving the issue should be left to the Air Force Liaison Office.

Squadron Cadet Operating Instruction 6-01


Topic:
Awards


Area:
Awards & Recognition

1. Cadets shall be eligible for the following awards.

2. Cadet of the Quarter – Selected each quarter by the Cadet Commander and ratified by the CDC.  This cadet shall be the one cadet who has demonstrated the best performance over the preceding three-month period.  Members of the Cadet Executive Staff are not eligible for this award.  The cadet shall receive a plaque.

3. Drill Quarterly Award – Each quarter the Cadet Commander shall conduct a drill down to select the best drill performer for that quarter. .  Members of the Cadet Executive Staff are not eligible for this award.  The cadet shall receive a plaque.

4. Communicator of the Year – This award may go to either a senior or cadet who has demonstrated the most knowledge and function as a CAP communicator.  The members shall receive a plaque.

5. Drill Excellence Award – Each of the Drill Quarterly award winners shall compete in a drill competition and drill knowledge test.  The winner of this competition shall receive the Drill Excellence Award.  The cadet shall receive a plaque.

6. Best Uniform Award – This award shall be given to the cadet, selected by the Cadet Executive Staff, who has consistently worn the best looking uniform.  The recognition shall be a plaque and a $20 credit to the CAP Bookstore.

7. Dedication Award – Cadets who attend 75% of squadron meetings annually shall receive the Dedication Award.  The cadet(s) shall receive a plaque.

8. Perfect Attendance – Cadets who attend EVERY meeting in a 12-month period shall receive the Perfect Attendance Award.  This cadet shall receive a plaque and a $20 Bookstore credit or two hours of flight time in the squadron aircraft.

9. Most Improved Award – This award is given to the NCO who has improved the most during the year.  This cadet shall receive a plaque.

10. NCO of the Year – This award is given to the NCO who has done the most for the NCO corps during the year.  This cadet shall receive a plaque and a $50 Savings Bond.  If there are insufficient candidates this award, the CDC may choose to not present this award.

11. Cadet of the Year – This award is presented to the most outstanding cadet of the year.  The CDC selects this award with input from the Cadet Executive Staff.  The CDC shall make all effort to have this award comply with CAPM 39-2, but the CDC may select a candidate other than that.  This cadet shall receive either a $100 savings bond OR another experience as arranged by the CDC.  The cadet will also receive a plaque.  The squadron reserves the right to rescind or reduce the monetary award in the cases of financial crisis. 













