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Introduction

The purpose of this directive is to explain the operating policies of this squadron, which are not specifically mentioned in other CAP regulations or manuals.  All members of this squadron are responsible for complying with this directive unless otherwise amended in writing by the squadron commander.  This SOP will apply only to members of this unit and will be superseded by the Cadet Programs Manual (CAPM 52-16) and any Michigan Wing policy.  There is a wealth of information in this SOP and knowledge of this directive will enhance the success of any member, senior or cadet.

Definitions

The following words will mean the following definitions at all times throughout so that uniformity will be maintained in this SOP.

Will:  

Complied with at all times.

Should:

Not required, but suggested.

Could/Can:
Is permitted.

LOA:

Leave of absence

341:

Demerit/Merit

_____________

Supercedes BNCS SOP, 21 March 1999

OPR:  CPC

Distribution:  Cadet Staff and Senior Staff

Expectations of Cadets

The Civil Air Patrol Cadet Program has rewards for those that take responsibility in the squadron and strive to serve it.  There are however certain benchmark qualities that the squadron expects out of all cadets.

Cadets will:


Maintain satisfactory progress in school* 


Attend and participate actively in meetings, activities and training*;


Obey the chain of command;


Wear the CAP uniform properly;


Take responsibility for advancement in the Cadet Program*;


Provide an example for all cadets;


Consistently demonstrate high standards of personal integrity and moral character.  

Items marked with an asterisk (*) are benchmarks that are set forth in CAPM 35-3 as grounds for termination, all other benchmarks are squadron benchmarks which are essential to be a successful cadet. Cadets will maintain these benchmarks at all time.  

Expectations of Senior Members

The Senior Member aspect of the Civil Air Patrol program is a key component for many functions of the unit.  As such, seniors are role models for cadets and they need to abide by certain standards for the well being of the cadets.


Seniors will:


Show a good example at all times in ways of conduct;


When teaching cadets, to always wear the uniform of the day;


Take responsibility for advancement of training and teaching method by using available resources;


Never consume alcohol or tobacco products in front of cadets;


Always demand appropriate respect from cadets;


Provide an Aerospace Education program


Provide an Emergency Services force with Ground Team if applicable;


Provide Moral Leadership on a consistent basis;


Provide a meeting location consistent with squadron needs.

Squadron Expectations

As members meet expectations, the squadron can then provide the essential needs that its members need on a consistent basis.


The squadron will:


Provide training opportunities and guidance;


Meet needs for advancement of members;


Teach and allow members to practice leadership;

Enforce this directive and all other CAP Regulations and Manuals;


Foster self-confidence and respect in members;


Provide an open door policy for counseling;


Give everyone a chance to excel in Civil Air Patrol programs.

Attendance

All members are expected to arrive at squadron headquarters every Tuesday no later than 1815.  Opening formation begins at 1830 unless specified.  Late arrivals without a valid excuse or anyone missing a meeting without a valid reason will be subject to disciplinary actions as outlined below.  Valid reasons may include illness, school commitment or parental restriction.

All members will be prepared for meetings.  This includes the appropriate manuals, paper, black pen and any supplies necessary for that night’s activities.  Every member will sign in on the appropriate sign in sheet (cadet/senior) and the First Sergeant will forward the sign in sheet to the Administration Officer.  

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.  All activities will be announced four weeks in advance so members can clear schedules if appropriate.  Two weeks before the activity an OPS plan with permission slip will be distributed.  Cadets must commit to an activity in a timely manner to allow everyone to plan accordingly.  

Occasionally it becomes necessary for a member of the squadron to take a “leave of absence.”  Those cadets and senior members wishing to take a LOA must submit a request for LOA.  The request must include the purpose for absence, when absence commences and when absence ceases.  During the duration of a LOA, the squadron member is in a non-disciplinary suspension.  He/she will not participate in any activities.  

Inspections

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 and neat and meeting all personal standards as outlined in CAPM 39-1. Males without a uniform are expected to wear black slacks, white button down shirt and shoes.  Females without a uniform are expected to wear a white blouse, slacks or skirt and appropriate dress shoes.  Summer uniforms will be worn 1 April till 1 October or whenever the temperature is 80 degrees or above.  

All cadets will be inspected every week during the opening formation.  Serious uniform discrepancies such as 35 or more gigs in an entire month will result in disciplinary actions.

Meeting Format

The squadron will provide a copy of the month’s schedule two weeks in advance of the first meeting of that month.  The schedule will include the uniform of the day and activities planned for that meeting.  All staff members will be responsible for getting copies to their subordinates.  The squadron will provide a safety briefing, testing and moral leadership once a month.  

Drill instruction can be held outdoors when weather permits.  Drill can be held in the drill hall when not conflicting with other activities.  The flight staff will conduct the instruction of drill according to AFM 36-2203.  Seniors can lend advice on drilling, but at no time will seniors drill the flight and or squadron.

Classes can be held wherever appropriate.  The classroom, drill deck, staff break room; senior squadron room and outside (weather permitting) can all be suitable for instruction.  Cadets will be seated, silent and have note-taking materials ready before the class is scheduled to begin.  

The room will be called to attention for the instructor of the class, regardless of grade.  Members will remain at attention until the instructor gives them permission to do otherwise.  Regardless of position granted to cadets when seated, they will remain silent.  Everyone will wait to be called upon before speaking in any class.  All cadets will attend scheduled classes unless excused by a competent authority figure and is under direct orders that take precedence over the class.  Seniors can attend class as long as staff duties do not interfere and the senior follows the same rules of courtesy.  

Cadet Staff Meetings

The meeting will be scheduled outside of normal meeting time so those staff members are not missing other activities.  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, deputy commander, executive officer, flight commanders, first sergeant and flight sergeants will attend all cadet staff meetings.   

Rosters and Landline Reporting System

A squadron roster will be maintained by the Cadet Deputy Commander 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.  

The landline reporting system will mirror the chain of command.  Every member will call his or her immediate superior 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. 

In the event that a meeting or activity is canceled the squadron commander will call his senior members and the cadet commander.  The cadet commander will contact his Deputy and in turn the deputy will call the flight commanders and direct them to pass the information on.  The call-down will be the exact opposite of the chain of command.  

Disciplinary Actions

Minor infractions of squadron and or CAP policies or regulations should be corrected on the spot.  If the corrected behavior is not rectified the next level is a MIWNGF 341.  The hierarchy for disciplinary action is listed below:

Verbal warning by immediate superior

Demerit (341)

Written reprimand

Discrepancy review

Probation

Suspension

Termination per CAPR 35-3

The following actions can be taken for any defective behavior.  Special circumstances as listed below will be addressed in a specific manner.  

Failing to attend meetings regularly will result in immediate notification of the cadet commander.  The cadet commander will then send a letter quoting CAPR 35-3 noting that failed attendance at three or more meetings can be grounds for termination.  Four options should be given to the cadet in question: resume participation, submit a request for LOA, resignation of cadet membership or continued ignorance.  After notification by certified mail, the cadet commander will suggest action to be taken, and the squadron commander will be the ultimate decision maker.  

Anyone who has more than 35 uniform discrepancies in one month and displays continued ignorance to the uniform can result in suspension of activity privileges.  It is imperative that we honor the Air Force uniform with proper wear of it.

Any member on probation/suspension shall receive a written record of punishment and this letter should remain in the cadet’s file for six months.  After six months the letter will be destroyed.  The letter should contain the reason for suspension/probation and the behavior required to remain a member.

A 341 for demerit shall remain in a cadet’s file for six months.  Commanders should use discretion when recommending their subordinates for promotion.  A significant number of 341’s in a two-month period can jeopardize promotion.  

Testing and Promotions

According to CAPR 35-3, cadets may have their membership terminated for  “failure to progress satisfactorily in the CAP cadet program.”

A testing contract, available through the flight staff will be required for each achievement and is the responsibility of the cadet.  Upon starting a new achievement it will be the responsibility of the cadet to request a contract.  The contract will record all requirements for completion of that achievement, including Leadership and Aerospace tests; moral leadership, PFT score and date of one non-meeting activity since the last promotion (initialed by the project officer or escort).  The contract will be returned to flight staff during the third week of a regular month or promotion should be denied.  

Cadets are expected to test every month if they can.  Cadets should focus on passing tests with the highest score, not just passing the most tests in the least amount of time. Promotion can and will be denied to those cadets who receive low but passing test scores.  Only passing test scores shall be attached to the contract.  Cadet flight staff is responsible for helping cadets pass tests.  This may include tutoring or any other aid to help the cadet to pass the test. 

NCO’s Serving as Officers

If at any time a NCO is serving in an officer position (i.e. Cadet Commander, Flight Commander, Executive Officer), that NCO will receive all privileges of a normal commissioned CAP Cadet Officer.   

Review Boards

Promotion boards should consist of the leadership officer, cadet commander and another senior member.  When the cadet commander is being reviewed, the squadron commander will be present.  For achievements without corresponding promotion, both contracts will be turned in together when the second is completed.  The ultimate promotion authority rests with the squadron commander.  The promotion board is designed to advise the commander on the cadet’s performance and makes a recommendation to promote or to deny promotion.  If promotion is denied two times, the cadet will receive a discrepancy board. 

It is important to note that the Review Board may recommend non-promotion to the Squadron Commander for a variety of reasons.  Such reasons may include:


Two Unsatisfactory Areas on the Review Board


Poor Performance on the CAPF 50.  

Squadron Activities

Activities are an essential part of the cadet program; every activity proposed will be approved no less than one month prior to the occurrence of the activity. This means that all details will be in place, the who, what, where when and why of the activity has been established and the squadron commander is satisfied.   Once an activity is approved, it is the responsibility of the cadet officer in charge to secure a senior member per Cadet Protection Policy.

Guidelines for proposing activities are as follows: An OPS plan with all pertinent information will be forwarded to the Activities Officer.  The Activities Officer will either approve or reject the activity. If the activity is approved, a Senior OIC will be appointed.  The Senior OIC will talk with the Cadet OIC and open a dialogue.  At this time a date, time and location must specifically be set for the activity.  After all steps are accomplished, the Cadet OIC will submit the Ops plan to the Squadron Commander for final approval.  

A list of upcoming activities will be released at least once every quarter.  This list will contain the purpose of the activity, the OIC, and date.  This list will be the responsibility of the cadet commander and or his/her designee.  

Two weeks prior to the activity, the Cadet OIC / NCOIC will distribute permission slips and OPS plans and will requisition a sign in sheet to be signed at the beginning of an activity.  

All activities will have an OPS plan similar to the one attached.  For the sake of brevity this OPS plan may be condensed to a permission slip / OPS plan, if all pertinent information can be listed on the permission slip.  All Cadets under 18 will be required to have parental permission for any non-meeting activity.  

Other Activities

In addition to squadron activities, there are activities on the Wing, Region, and National levels.  The Michigan Wing Cadet Advisory Council plans most cadet activities.  The CAP News should have details on any region or national activities.  The Squadron Commander must give written authorization for any member to attend an activity not sponsored by the squadron.  This may take the form of a general participation authorization or a case-by-case letter for each member.  For activities such as encampments, there is a line on the CAPF 31 for the squadron commander’s approval.  

Opening Formation

The Squadron is formed in line with flights in line by the first sergeant / deputy cadet commander.  He/She takes an initial position nine paces in front of the point where the center of the squadron is to be, faces that point and commands FALL IN.  On the command fall in the squadron forms in its flight(s) with a normal interval between individuals and a three-pace interval between flights.  

Each flight sergeant takes a post three paces in front of and centered on the flight.  The flight the form as prescribed under the supervision of the flight sergeants.  

The flight sergeants then command REPORT.  Remain in position the element leaders in succession from front to rear of each flight salute and report __________ ELEMENT ALL PRESENT or ________ ELEMENT (number)_________  PERSON(S) ABSENT.  The flight sergeants then face about.  

Upon receiving the command REPORT by the deputy commander, the flight sergeants, beginning with the right flight, successively salute and report _________ FLIGHT, ALL PRESENT or _________ FLIGHT ______  PERSONS ABSENT.  After all flights have reported, the first sergeant commands POST.  The flight sergeants face about and move by the most direct route to their positions in the ranks.  

At this time, the cadet squadron commander takes his post, 12 paces and centered on the squadron.  The first sergeant / deputy commander then reports to him the number of people absent.  

Flight commanders immediately take their posts after the first sergeant / deputy commander has reported.  

Awards

The CAPF 2A is the form that any person in CAP must secure in order to receive an award other than promotion.  Make sure when filling a 2A out that all information is either written legibly in black ink or typed.  When requesting an award, you are the requester and must sign where appropriate.  Make sure that only one 2A is submitted per one award.  Once the 2A has been processed, the original will be retained in the cadet’s file.  And a copy will be submitted to the cadet for personal record keeping. 

Cadet Advisory Council

The purpose of the MIWG CAC is (1) to provide an organization through which members may gain experience at a higher organizational level; and (2) to act as an advisory body to the Michigan Wing Commander and the Michigan Wing Director of Cadet Programs. The MIWG CAC is (1) to make recommendations on matters which cannot be acted upon at the Squadron level; (2) consider and discuss proposals presented by Squadron Representatives from throughout the state; and (3) provide a forum in which members may exchange ideas in order to improve the Cadet Program

The Cadet Advisory Council (CAC) is made up of cadets from each squadron within the wing, or state, that come together once every other month to plan activities, discuss current issues and to be the key voice of the cadets as a whole within that wing to the seniors within the Wing Staff. As in the title, the Cadet Advisory Council advises the seniors on what interests the cadets of the wing. The CAC looks at problems in the cadets/senior program and offers solutions on how to solve these problems. It is not a committee that forms policy, but rather a committee that offers input to potential policies.

Two cadets from each squadron make up the council. One representative, the primary, is the main voice of the cadets within his/her squadron, and is the cadet from that squadron that takes part in the official vote should one take place. The other cadet, the alternate, accompanies the primary and also voices the concerns and opinion of the cadets within the squadron he/she is helping to represent. The alternate doses not take part in the voting on a matter unless they are filling in for their primary representative who is unable to attend a meeting. These cadets are their squadron's link to the wing.

If a cadet has an idea, or wants to see something happen in the wing, he/she should go to their CAC representative for their squadron and that person would present it to the CAC. 

Cadet of the Quarter

The Cadet of the Quarter Award is a unit-level award, with a forest-green shoulder cord authorized to reflect the current award recipient.  Areas to be evaluated are left to the Unit Commander.  This award is designed to recognize achievement of Phase I/II Cadets who are not eligible to receive the USAF Association Awards.  It is intended for Cadet Staff Sergeant and below.  Cadets who receive this award consecutively should be showing truly outstanding achievement.  The same Cadet should not receive this award more than twice consecutively.  Rating criteria for evaluation can be found in CAPF 50.  This form can be used to compare cadets to determine which is eligible for the award.  The Unit Commander may ask the Cadet Commander for a recommendation, or have the Cadet Commander present the Award.  In all cases, the unit commander’s decision is final.  The award should be documented by a CAPF 2A.”

If a cadet receives the award as a C/SSgt and during his award period is promoted to C/TSgt the award will stand despite being a C/TSgt.  

How to Write an OPS Plan

See the squadron publication "How To Write An Ops Plan. 

About Document

Summary of changes:  Deleted all references to CAPM 50-16; added definitions section, added expectations of the squadron and senior members; Clarified the difference between squadron and national benchmarks for membership; updated attendance policy; added 35 gig activity suspension, deleted reference to AFR 50-14; updated cadet staff meeting section, updated disciplinary action hierarchy, updated testing and promotions to restrict testing outside of achievements; added squadron policy for NCOs serving as officers; updated review board section, defined what may be grounds for failure of promotion board; updated activity requirements, Added a opening formation section; added a CAC section, added a “how to write an ops plan,” section and added an about document section.  

Revisions

The cadet commander will revise this directive once a year.  The cadet commander may delegate sections to staff members, but the cadet commander will be responsible for the completion and final product.
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