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                                                           WESTON CADET SQUADRON SER-FL-011

                                                                                      FLORIDA WING CIVIL AIR PATROL 

                                                                 CADET PROGRAMS OPERATING INSTRUCTIONS
                                                                                                                              01 MARCH 2009
The purpose of this directive is to explain the operating policies of the Weston Cadet Squadron, which are not specifically mentioned in other CAP regulations or manuals. ALL cadets and senior members are responsible for complying with this directive unless otherwise amended in writing by the Squadron Commander, CC. This SOP will apply to cadet and senior members of this unit and is considered rescinded should a policy or regulation be issued from a higher echelon of command that contradicts these Operating Instructions.
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CHAPTER 1 – GENERAL POLICIES AND PROCEDURES

1-1. Operating Instruction Use. This operating instruction is not a supplement to any wing, region or national policy but rather written documentation of how the squadron functions. All policies are listed herein and common practices are documented to insure consistency and continuity amongst changing staffs. This instruction should be used as a handbook in executing the cadet program mission at Weston Cadet Squadron.
1-2. Cadet Responsibilities. These are basic responsibilities of all cadets in the Weston Cadet Squadron. 

a.) Chain of Command. The chain of command, which will be posted on a board visible to all members, will be followed at all times. Seniors and cadets need to be aware of their position in the chain. If this is not clear, go to the next person in your command structure (i.e. Flight Commander, Deputy Commander, etc). Members who skip the chain of command can be punished through the disciplinary system described in this SOP.  If a member follows the chain of command and is not satisfied by the outcome of his/her inquiry, that member may request to go to the next level in the chain. The chain of command is to be used at all times. A member desiring to report to a higher level of command will do so through all intermediate echelons of command. 

b.) CAP Membership Card. The CAP identification card will be carried at all times when in uniform, or attending a CAP activity whether in or out of uniform.  

c.) Familiarity of CAP. All members are to familiarize themselves with the history and purpose of CAP.  He/she should have sufficient knowledge to be able to explain to anyone the missions of CAP. All members will be provided assistance if needed to locate information on the history of  CAP.
d.) Items to Memorize. Every cadet will memorize his/her CAP ID number, unit charter number, the Cadet Oath, CAP Motto, the Cadet Honor Code, and the chain of command. 

e.) Dismissal. At no time will a cadet leave a CAP meeting, activity, or function without first advising their superior or having been officially dismissed by the commander or his/her designee.

f.) Forbidden Items. NO alcoholic beverages, tobacco, illegal drugs, political paraphernalia, lewd magazines or material, or foul language will be permitted at any CAP meeting, function, activity, or in any CAP building or vehicle. There will be NO gum chewing allowed during meeting, at activities or anytime while in uniform.
h.) Surrendering Membership. If a cadet decides he/she no longer desires to be a member of CAP and wishes to drop out of the program, he/she will be required to notify his/her immediate superior and return all CAP owned property to include the CAP identification card and any uniform and/or miscellaneous items provided to them by the squadron or NHQ. Once a member leaves CAP, wearing of the Civil Air Patrol uniforms is strictly forbidden. 
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j.) Issues.  If at any time a cadet is having difficulties conforming to any of the requirements of the Cadet Program, he/she should request (through the chain of command) a meeting with the cadet commander in order to resolve a potential problem before the situation magnifies to the extent that it can not be resolved. Any problems that a cadet feels cannot be resolved at the cadet level may request time with the Leadership Officer or higher level officers through the chain of command.

k.) Safety. The Safety of our people and assets is out first priority at all times.  If a safety hazard is noted, it should be reported the closest senior member immediately.

l.) New Cadets. The Cadet Recruiting Officer or cadet assigned will be responsible for making certain that every potential new member is provided with all necessary information regarding Civil Air Patrol and how to become a member. Potential new cadets will submit their membership paperwork by the fourth meeting or they will not participate in any squadron activities. During opening formation, the cadet assigned to the new member(s) will stand outside of the formation to guide and explain opening formation procedures to those members.

m.) Discrimination. At no time will a cadet of this squadron discriminate against another member.  Comments that are of a sexual nature and those that refer to ethnic backgrounds or personal religious beliefs will not be tolerated. 

n.) Weekly Clean Up. The First Sergeant will choose a cadet to be in charge of supervising weekly clean up duties and filling out weekly clean up sheet. The last person out of the building will double check the sheet and sign the form. The First Sergeant will also make sure that the flags are posted before the meeting and put away at the end of the meeting.
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CHAPTER 2 – PLANNING AND SCHEDULING - ATTENDANCE
WEEKLY SCHEDULE 

The weekly schedule will be adhered to and followed as closely as possible. Changes to the schedule will be made with the approval of the Squadron Commander. 

1850-1900                                      Report/ Formal Sign In
1900-1915                                      Opening Formation/Inspections
1920-2000 Cadet Programs Activity*

2005-2100                                      Activity**

2100-2110                                     Clean Up/Announcements

2110-2115                                     Closing Formation
* Drill, Leadership Training, Testing 

** Moral Leadership, Aerospace Education, Emergency Services, Communications, Safety 

MONTHLY SCHEDULE

WEEK 1                               Testing/Safety Briefing /Aerospace Education
                                                 Uniform: Blues

WEEK 2                                AE Current Event /Emergency Services
                                                  Uniform: BDU’s

WEEK 3                                Physical Training/Team Building Activities
                                                   Uniform: PT

WEEK 4                                Moral Leadership/Review Boards/Other*
                                                    Uniform: Blues
WEEK 5                                Make up Night, Guest Speakers, Squadron Night Out
*Other: Leadership Classes, Character Development, Drill and Ceremonies, Promotions
The squadron will provide a Safety Briefing, Testing, Aerospace Education, Physical Fitness Test, and Moral Leadership once a month.  

WCS SOP (CADETS)    01 MARCH 2009

2-1. Sign In - All members are expected to arrive and sign the unit attendance roster at the Squadron headquarters at 1850 for formal sign in. All members will follow sign in procedures at other Civil Air Patrol functions. A cadet that does not sign in will not receive credit for being present for moral leadership, squadron activities or events held.

2-2. Room Customs and Courtesies - All members will show respect to any instructor and will remain silent during the class.  Everyone will wait to be called upon before speaking in any class unless otherwise advised by the class instructor. All cadets will attend scheduled classes unless excused by the Squadron Commander or Designee and are under direct orders that take precedence over the class. 
2-3. Staff Meetings – Staff meetings will be held fifteen (15) minutes prior to the start of the normal meeting.  The meeting will be scheduled outside of normal meeting time so those staff members do not miss other activities.  
a.) Staff Member Attendance - The cadet commander, deputy commander, executive officer, flight commanders, first sergeant and flight sergeants will attend all cadet staff meetings. Any absence must be approved by the Squadron Commander or designee.  

b.) Cadet Commanders Responsibility - The cadet commander will head the meetings which should include discussion of the schedule, goal setting, planning for the next quarter and exchange of ideas about the operation of the squadron.  The cadet commander or designated representative will attend regular senior staff meetings at the discretion of the Commander.
c.) First Sergeants Responsibility - The first sergeant/flight sergeant or his designee should compile cadet staff meeting notes and forward to the  Cadet Commander, Squadron Commander and cadet public affairs officer for publication in the squadron newsletter and on the squadron website (if applicable).  
d.) Additional Meetings - Additional meetings and classes will be scheduled for cadet staff every other week. Squadron Commander will schedule meetings at his/her discretion.
2-4. Attendance. Cadets are required to attend weekly meetings and activity unless otherwise excused.  If a cadet is not able to attend a meeting or activity it will be his/her responsibility to notify his/her immediate superior 24 hours prior to the event.  Opening formation begins at 1900 unless otherwise specified. Late arrivals without a valid excuse or anyone missing a meeting without a valid reason will be subjected to disciplinary action. It is the cadet’s responsibility to notify his/her flight sergeant of their absence or tardiness. 

a.) Preparation - All members will be prepared for the meetings. This includes proper manuals, paper, black pen and any supplies necessary for that night’s activities. All manuals received with membership and the SOP will be readily accessible at all CAP meetings.

b.) Excused Absences - School activities are considered excused absences in accordance with CAPR 52-16. Failure to provide notification through the chain of command prior to the meeting or activity automatically makes the absence unexcused regardless of the cause of the absence. Any exceptions will be approved only be the Deputy Commander or higher on a case by case basis.
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2-5. Call Down Procedure - A call down will be performed by each flight commander and will be reported up the chain to the Squadron Commander. The call down will start no later than two days before a meeting or activity and will be completed and the results reported to the 1st Sgt. by 2030 that day.

a.) Landline Reporting System - The landline reporting system will mirror the chain of command.  Every member will call his or her immediate supervisor if he or she is going to be absent from or late to a meeting or activity.  This should occur no later than 24 hours before the scheduled start of the activity.  If a call is not received, the member is expected to attend and arrive on time or face disciplinary action. 

b.) Meeting Cancellation - In the event that a meeting or activity is canceled, the Squadron Commander will call the cadet commander.  The cadet commander will contact his first sergeant and flight commanders and direct them to pass the information on.  

c.) Squadron Roster - A squadron roster will be maintained by the personnel officer or designated representative and distributed quarterly.  Rosters will include the name, grade and contact information (telephone number and email) of every member.  Senior and cadet rosters will be separated if need be, but cadets and seniors will receive copies of each.  

2-6. Activities - Activities will be offered from time to time and those that sign up for an activity are expected to attend with the same requirements and expectations as squadron meetings. Cadets must commit to an activity in a timely manner to allow everyone to plan accordingly. 

a.) Forms – All cadets intending to attend any activity will fill out an activity form and hand it in no less than one week prior to the activity.

b.) Activities Outside the Squadron.  If a cadet desires to attend a CAP activity outside the squadron, he/she must contact his/her Squadron Commander for approval before making any direct contact with the representatives of the activity.

2-7. Leave of Absence - Occasionally it becomes necessary for a member of the squadron to take a leave of absence. Those members wishing to take a LOA must submit a request in writing. During the duration of the LOA, the squadron member is on a non-disciplinary suspension. He/she will not participate in any activities unless prior approval is given.
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CHAPTER 3 – ADMINISTRATION AND PERSONNEL/UNIFORMS AND INSPECTIONS
3-1. Awards Submission - Cadets and seniors applying for awards with a CAPF2a will fill out and turn in the CAPF2a one week in advance and awards will be presented on the 4th Tuesday of the month during announcements. 
3-2. Volunteer Hours - All requests for volunteer hours must be submitted one week in advance to the Senior Administrations Officer. Any and all administrative requests must be passed up the chain of command. Volunteer hours will be given once per quarter per cadet.
3-3. Uniforms -Uniforms will be worn at all CAP meetings and functions unless otherwise specified by the Squadron Commander or senior member in charge. CAP uniforms will be worn in the prescribed manner as outlined in CAPM 39-1 and at no time will any modifications to the wear of the uniform be allowed.  Shorts will not be permitted at CAP meetings with the exception of physical training or CPFT, unless otherwise specified by the Squadron Commander. 

a.) Respect for the Uniform - The Civil Air Patrol uniform represents not only the Civil Air Patrol and our squadron, but also the United States Air Force and the United States of America.  For this reason, every member is expected to show respect by wearing the uniform properly, keeping it clean, neat and meeting all personal standards as outlined in CAPM 39-1. Males without a uniform are expected to wear blue jeans, a white t-shirt and conservative shoes.  Females without a uniform are expected to wear blue jeans, a white t-shirt and conservative shoes.  
b.) Inspections - Cadets will be inspected randomly during opening formation. The cadet staff will record inspections and a report will be forwarded to the Cadet Commander/First Sergeant each week. Serious/repeated uniform discrepancies will result in disciplinary actions
c.) Violations - Members’ violation of this regulation and the CAPM 39-1 will be subject to the Squadron’s disciplinary system. 
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CHAPTER 4 – TESTING
4-1. Testing Procedures- It is the cadet’s responsibility to fill out a Test Request Form one week prior to testing night. 
a.) Cadet Not Present at Meeting One Week Prior to Testing Night - If a cadet is not present at the meeting one week prior to testing night with a valid excuse but wants to test, he/she will send the Cadet Commander a completed Test Request Form via e-mail so his/her name will be added to the list.
 b.) Testing Day - Testing will only occur on the 1st Tuesday unless otherwise approved by the Squadron Commander. 

4-2. Testing – Before taking a test, the testing officer will verify the cadets membership and eligibility.
a.) After Passing a Test - If the cadet passes the test and is eligible for promotion, it is his/her responsibility to contact his/her Flight Commander. 
b.) After Failing a Test - If a cadet does not pass a test, the cadet will resubmit their request to test for the next testing night. 

c.) Test Answer Sheet – If a cadet fails to properly fill out their test sheet (name, rank, military date, etc.) they will receive a zero score and will have to retake the test on the next testing night. He/she will need to fill out another Test Request Form and turn in as per the Testing Procedure.
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CHAPTER 5 – PROMOTION REVIEW BOARDS AND PROMOTIONS
Promotion Review Boards will occur the 4th week of the month. Any exceptions will be requested through the chain of command and approved by the Squadron Commander. 

5-1. Promotion Review Request Form - Cadets will be responsible for filling out a Promotion Review Board Request Form the week before the board. The cadet will be in uniform, preferably in blues, to report to the Promotion Review Board. 

a.) After Receiving the Promotion Request Form - The cadet’s personnel file will be reviewed.  
b.) CAPF50 - A CAPF50 will be completed at each Promotion Review Board. Promotion Review Boards will be held for every achievement and milestone. The CAPF50 will be completed by the Squadron Leadership Officer or person assigned.

5-2. Promotions - Promotions will occur on the 4th Tuesday of the month during announcements. 
a.) First Sergeants Responsibility - The First Sergeant will coordinate with the Cadet Supply Officer so that all ribbons and insignia are present for promotions. 
b.) Cadet Supply Officers Responsibility - The Cadet Supply Officer will request the supply needed from the Squadron Commander.. 
c.) Cost for Supplies - The cadet will receive the first achievement ribbon and chevron from the squadron at no charge. Insignia after the first achievement can be exchanged through the squadron supply with the previous insignia or purchased through the bookstore or squadron supply. There will be no charge for exchange of insignia unless the insignia is unserviceable. If the insignia being exchanged is not serviceable, the cadet will buy the insignia from the bookstore or squadron supply. The cadet will be responsible to purchase any personal supply through on their own or from squadron supply.
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CHAPTER 6 – CUSTOMS & COURTESIES - DISCPLINARY PLAN

6-1. Customs & Courtesies - Cadets and seniors will address members by their proper name and rank. NO first names will be used. 

a.) Officer Entering a Room - When an officer enters into a room where cadets are gathered and not engaged in a supervised class, activity or function, the first cadet observing the officer will call the room to attention unless there is a higher ranking officer already in the room.
b.) Closing Announcements - During closing announcements, the Cadet Commander will call the room to attention when the Squadron Commander enters the room unless there is a higher ranking officer already in the room. The room will be called to attention again when the Squadron Commander leaves the room unless there is a higher ranking officer already in the room. 
c.) Questions and Comments - If a cadet has a question or comment, he/she will raise their right hand and wait to be acknowledged.
6-2. Merit/Demerit - Merits are positive and are given when something extraordinary is done. Demerits are negative and are given based on the offense. Earning one merit will rid you of 5 demerits. Demerits will be worked off in a method corresponding to the offense, at the cadet commander/squadron commander’s discretion. Demerits can be cause to withhold promotions or limit participation activities. Demerits can be issued by any officer or staff member.

Here is a brief list of offenses that earn demerits. This list is not all inclusive.

Offense                                                                 Demerits
Unexcused absence
                                                10







Late for meeting or activity



  5

Leaving meeting/activity w/o notice


15

Uniform (each infraction)                                             2

Wrong uniform                                                             5

Disrespect to an officer                                               10

Directly disobeying an order



20

Talking during class                                                      3

