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Introduction

The purpose of this pamphlet is to educate incoming basic cadets and current flight members with the standard operating procedures at our squadron.  This pamphlet is intended to be a guide during the most important time of development. Please use this wisely; it can be of great value.  

Chain of Command

The chain of command is the succession of personnel that establishes and carries out command.  From the highest-ranking officers down to element leaders, all links in the chain of command are vital.  A squadron is only as strong as its weakest link, and we strive to make all links equally strong.  When having questions about the meeting refrain from talking to officers that are busy.  Unless the officer is teaching a class, it is not appropriate to engage in conversation pertaining to your training, unless he/she is your direct superior.  Simply put, talk to your immediate superior if you have questions about your training, do not go to the highest ranking officer.  Jumping the chain of command is a very serious thing, and must be avoided.  

Meeting Nights

All meetings start at 1830 unless otherwise noted.  Even though meetings begin at 1830, it is strongly encouraged to arrive early.  Arriving early will give you several benefits; among them include help on uniform and mentoring.  Please arrive early for your own benefit.

Attendance

Attendance is necessary for success in the squadron.  If you will miss a meeting it is required that you notify your direct superior by telephone or email 3 days in advance.  If you do not know whom your direct superior is, please let someone know.   

Uniform of the Day

Different meeting nights call for different uniforms, the uniforms are listed below:  

1st Week-  
BDU’s

2nd Week-
BDU's

3rd Week-
PT’s

4th Week-
Blues

If you do not own a uniform a suitable alternative to BDU’s would be an appropriate t-shirt and jeans / shorts.  The appropriate alternate for Blues is a white button down shirt with dark slacks. The PT uniform is a tee shirt and wind pants or shorts BUT NOT JEANS.  

Promotion and Testing

In order to advance in CAP members must be promoted.  Requirements for promotion include an aerospace test (except for Airman and Chief Master Sergeant) and a leadership test (except for Chief Master Sergeant).  A physical fitness test, attendance at a squadron activity, and attendance in at least 50% of Moral Leadership sessions are also required.  In addition, the squadron requires a review board

Testing occurs on the second week of every month.  Tests may not be taken out of achievement (i.e. A C/SrA may not test for C/TSgt).

Before a cadet may progress he/she has to request a contract for testing through the flight staff.  This contract should be filled out with all pertinent information as requested.  As the cadet takes a test and receives a passing grade, he/she must attach that test top to the contract. 

For promotion to airman, a cadet needs to fill out a contract, attach the leadership and PFT test results, and by the third week to turn that contract in as a request for a review board. For C/CMSgt a copy of the essay needs to be attached to the contract and also for the Officer achievements a copy of the SDA need to be attached! If that does not happen you will not be able to go up for the promotion Board.    
Activities

At least once a month, the squadron will host an activity.  The purpose of weekend activities is to facilitate training that could not be accomplished during the regular meeting night, and to raise funds for squadron functions.  In order to encourage activities, the squadron requires attendance in at least one activity per promotion.  These activities will be listed on the squadron website:  http://bncadets.miwg.cap.gov, in the monthly newsletter The Telegraph, and can be obtained by using the chain of command.  All cadets under 18 will be required to have a permission slip signed by parents in order to partake in the activity.  

Review Boards

Even though review boards consist of high-ranking squadron officials, they should not be feared.  If you as a cadet are prepared to your best ability, more than likely you will be promoted.  

A review board consists of two or more officers in the squadron and the cadet commander.  The purpose is to inform the squadron commander whether a candidate for promotion is suitable for promotion or not.  

When instructed to report for a review board you should knock twice and wait until you are asked or told to enter.  At this point, you should come into the room and report to the highest-ranking officer (this will be a senior member).  After the senior drops his salute you may also drop your salute.  Stand at attention until you are told to stand at ease.   You should expect to stand at attention for a few minutes while you uniform inspection takes place.  The review board will consist of general knowledge items that you should be able to recall.  Never report to a review board without having a thorough knowledge of the person your achievement is named after or without reading the special readings section in your leadership manual.  Attached to this document is a sample review board sheet so you know exactly what to expect.  

When the review board concludes you will be told that you are “dismissed.”  At this time stand up, move to a position that is most practical to the highest ranking officer and render a hand salute, wait until his/her salute is dropped, take one step back, and execute an about face and leave the room.  Always remember if you were given any instructions, like to have someone else report next.  

Conclusion

We hope this pamphlet gives you some idea as to how this squadron operates in relation to you.  If at any time you have questions, please go up the chain of command.   

   Grand Rapids Cadet Squadron

Boulle-Norman Memorial
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SAT/UNSAT

Score
I. Cadet’s Appearance



A. Grooming

( 
(

1 2 3 4 5

B. Uniform
         

(
(

1 2 3 4 5

II.
Military Bearing


(
(

1 2 3 4 5 6 7 8 9 10

III.
Knowledge of CAP History
(
(

1 2 3 4 5 6 7 8 9 10

IV.
Knowledge of CAP Program
(
(

1 2 3 4 5 6 7 8 9 10

V.
Knowledge of Drill 

(
(

1 2 3 4 5 6 7 8 9 10

VI.
Knowledge of Current Events
(
(

1 2 3 4 5 6 7 8 9 10

VII.
Ability to Express Ideas

(
(

1 2 3 4 5 6 7 8 9 10

VIII.
Attendance at Activities

(
(

1 2 3 4 5 6 7 8 9 10

IX.
Knowledge of CAPM & CAPR
(
(

1 2 3 4 5 6 7 8 9 10

X.
Knowledge of SOP 

(
(

1 2 3 4 5 6 7 8 9 10

Remarks (all unsatisfactory marks will be explained here):

Recommendations

1st Rep

Promote

Do Not Promote

Name:_________________  Grade:_______

2nd Rep

Promote

Do Not Promote

Name:_________________  Grade:_______

3rd Rep*

Promote

Do Not Promote

Name:_________________  Grade:_______

Squadron CC
Concur

Non-Concur

Name:_________________  Grade:_______  
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C/SMsgt.  Joe Schmoe 

A' Flight Sgt, GLR-MI-265 Armstrong Ach. Writing Assignment 

joep,schmoe.com
January 2, 2001 

Smith and Schmoe:
Leadership is about doing what needs to be done
rd

Author's name, date, and essay title are required for all essays submitted after Jan. 3 2001.
The essay will attempt to educate the audience, convince the audience, or entertain the audience.  In order to do that, the author will select a main theme, or point to prove.  This is the Thesis.  This thesis is broken into 2-3 major points, which support the thesis.  Each major point can be broken i?to 2-3 minor points, and each minor point can optionally have 2-3 supporting facts or quotes.

1.
Introductory Paragraph
A.
Gentle Introduction

B.
Thesis (Point to be proved)

C.
Summary of Major Points

2.
Body Paragraph I
A.
Major Point

B..
Minor Point I

a.
Option Support For Minor Point I

b.
Optional Support For Minor Point 2

C.
Minor Point 2 ... etc.

X.
Re-state Major Point as a conclusion

The 'depth' of each body paragraph will depend on the length of the essay.  Very large essay may require 3 major points (paragraphs), 9 minor points, and 18 supporting quotes/facts.  A 300-word essay may have only 3 major points, each with only two pieces of support.  In addition, a smaller essay may not re-state the major point as a conclusion at the end of the essay; if the paragraph is only three or four sentences, the reader will remember the major point.

3.
Body Paragraph 2
4.
Body Paragraph 3
5.
Conclusion
A.
Re-state thesis

B.
Re-state Major Points

C.
Concluding Statement
The outline above is a sample for Cadets as they begin writing in the Air Force Style,
Matthew Heusser,
CAPT CAP
Leadership Officer, GLR-MI-265
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