ATTENTION ALL CADRE AND ADVANCED

 ROOM PREPARATION GUIDELINES

All Cadre will arrange their room to include drawer, bed, closet, etc. IAW the Basic room guidelines for Monday morning inspection.  For 2019, if Cadre rooms are not acceptable on Monday, Stan/Eval will publish an incentive-based criteria for Cadre to earn “Neat & Orderly” configuration on an individual basis. This is basic “Lead By Example!”  All cadre must demonstrate the proper way to make a room so they will be able to coach, help, and/or evaluate the basics on room configuration.  
ADVANCED CADET ROOMS will in basic configuration unless told otherwise by the Advanced School Commandant.

WING CC/CV GUIDE
The following guidelines are meant to be a “starting point” for WG CC/CV Cadre. Other requirements will be obvious as training begins. The chain of command will also delegate other responsibilities to the WG CC/CV Cadre.  Ensure unit meets training objectives by ensuring squadron cadre move flights safely to arrive at training locations on-time to meet the schedule.

NOTE:  WG/CC and WG/CV will normally want to split duty locations at the appropriate time to ensure one is where the troops are handling issues and the other is double checking with the OPS staff to make sure training is ready at the next location and directing activities when the first set of squadrons/flights arrive at the next training location.  These two officers should rotate eating times where possible so one eats first and the other eats last so the next movement is always being worked and proper control of the cadets is maintained especially on the dorm.
TAPS:  Ensure taps is observed for basics and a 2300 taps is observed by the cadre each night.  WG/CC/CD and GP/CCs should give 5 minute warning. 
SUNDAY
___ Greet all of your Cadre with a positive attitude.
___ Get to know your Group/Squadron CCs, STAN EVAL/Logistics Leaders,and learn something about them all 

___ Cover your expectations with Group/Squadron CCs, OPS officer, Stan Eval/Logistics Leaders and Wing Staff on 

meeting schedules, timeliness of reports, and flow of information and problem solving.
____ Cover expectations of CONDUCT for all basic and cadre cadets with cadre staff
____Specifically, cadre are not allowed to socialize with basics during training, between 
training and in the dorm.  They are to monitor the basics at all times and not hang out 
together while the basics are in formation or in line.  
____ Talk about restroom procedures, dorm cleanliness, no horseplay allowed, turning in electronic devices such as cell phones and MP3 players to instructors right away before camp starts, meal procedures, military courtesies, curfew, etc.
____Brief Group/Squadron and flight cadre placement on movements (one behind acting flight leader and others in back of formation in column formation behind basics) and when troops 
are in the cafeteria lines (one at beginning, one in middle and one at the end asking questions).  
____Make sure Group/Squadron and flight cadre understand they are responsible for orderly conduct in dorm and the cleanliness of their hallway and restrooms. 
____Make sure Group/Squadron and flight cadre maintain discipline (NO TALKING IN RANKS) when moving especially as the week goes on.  
____Squadron and flight cadre will also be encouraged to mentor their basics by guiding them to be prepared for room and personal inspections. 
____Ensure GP/CC and SQ/CC and Flight cadre use chain of command to report incidents as they happen and not let them get worse over time. 
____The consequences of failure to perform adequately as a Group/Squadron and flight cadre will also be briefed.
____ Ensure GP/SQ/FLT and Stan Eval/Logistics perform roll calls and report status at every formation.  OPS officer can take reports from Stan Eval and Logistics.

____ Brief Group/Squadron and flight cadre on how commands and echo commands will be performed with the overall formation.

____ Ensure cadre know schedule is subject to change.
____ Cover meal procedures for movement of squadrons after 20 minutes.
____ Go over all procedures for all evaluations, evaluation schedule, and the consequence of failure to turn evaluations on time (may affect eligibility to receive award). 
____Review all requirements for inspections.
____In-processing:  Ensure groups/squadrons and flights follow procedures for in processing and the daily training schedule.   Ensure group/squadron commanders and flight cadre monitor all basics throughout in-processing to include taking shifts for lunch as required.  Ensure group/squadron commanders report all basics and cadre that have no roommates and other issues.  Ensure DO, group/squadron commanders and flight cadre get a thorough head count by name and by room on floors to account for all cadets (to include Stan Eval and logistics) by 2000 on Sunday night.
____Ensure Wing Exec sets up an information flow and distribution system and then
 briefs Squadron and flight cadre by Sunday on suspenses or timelines to pick up or 
receive materials each day.
SUNDAY-SATURDAY
______Forming up Troops:  Ensure GP/SQ cadre form up troops on-time IAW the schedule and reporting missing troops ASAP. Perform a “Wing, Report” at each form-up.  Make sure Exec gets details from Group CCs of changes.
______Movement of Troops:  Ensure the OPS officer directs the timing and movement of the wing to the next training/event location to meet training objectives.  This will normally be 10-15 minutes prior to the next scheduled event.  WG CC will ensure safety is adhered to in all movements.  
______Meal Formations:  One group of squadrons will be identified on the schedule to go first into the cafeteria at the time listed on the schedule.  If the schedule shows a staggered time for the second group or set of squadrons, the second group or set of squadrons will depart for the cafeteria when radioed by the Operations Officer.  This will normally be 15-20 minutes after the first two squadrons depart.  In the cafeteria, one squadron will move to one line and the other to the second line.  Note meal time limits detailed below.
______Meal Time Limits and Restroom Procedures during Meals:  The WG/GP CCs will ensure Squadron CCs set limits on their time in the cafeteria and get their troops to the restroom as needed for emergencies in the cafeteria.  The time limits will begin when the last member of a squadron (will be a member of the squadron leadership) gets his/her beverages in the meal line.  The squadron leader will relay the time limit to other squadron leadership members.  The first set of squadrons to go to the cafeteria will have 20 minutes from the last member of their individual squadron getting food.  The first set of squadrons will then move their units to the dorms for restroom breaks and to change clothes if required by the schedule.  A GP/CC should accompany them to the dorms.  The second group of squadrons to enter the cafeteria will also have 20 minutes from the last member of their individual squadron getting their beverages before moving to the dorms.  All Squadron CCs will alert their flight cadre 5 minutes prior to movement.  Flight cadre should alert their tables of potential movement.  Basics will be escorted to the restroom in the cafeteria for emergencies only.  Squadron commanders will ensure flights are rotated on being the first and last in line for meals.  Squadron commanders will control cadet activities and ensure their flights use their time wisely for rest room breaks, clothes changes, and room prep when returning to the dorms.  Encourage basics to half-way fill water bottles while sitting at cafeteria tables or while in the dorms.
______Coordinate as required any issues that may come up with the senior instructor overseeing the training event.
______Inform commandant, deputy commandant, or operations director of any major problems affecting the safety, discipline, effectiveness, or morale within the cadet corps.  This includes cadets not performing their jobs properly.
______Schedule Changes:  Pass in schedule deviations to OPS Officer and SQ CCs for dissemination down the chain of command and adapt as needed.
______Perform evaluation of Wing and Group Cadre personnel as required and turn into designated collection points on time.  Ensure a rotation is set up for GP/CC to command every other day and both write evals as required.  EXEC should track all evaluations for both groups for completeness and timeliness.  
______ Dorm checks:  Ensure dorm bathrooms and hallways are clean.  Make sure GP/SQ CC are checking to make sure it is clean at all times. Walk dorms after BASIC curfew and 5 minutes prior to Cadre curfew.

______Ensure EXEC gets a copy of the flight standings before heading to TCV each day and check with EXEC to see if flight cadre have picked up their inspection results for the day.

Group CCs’ GUIDE
The following guidelines are meant to be a “starting point” for GP CC Cadre. Other requirements will be obvious as training begins. The chain of command will also delegate other responsibilities to the GP CC Cadre.  Ensure unit meets training objectives by ensuring squadron cadre move flights safely to arrive at training locations on-time to meet the schedule.

NOTE:  The four Group officers designated to command the 101st and 102nd will rotate these positions daily.  The GP/CC for the day must carry a group binder and wear a yellow shirt when in command.  GP/CCs will normally want to split duty locations at the appropriate time to make sure one is in front of movements and other is in behind last squadron/flight.  These officers should rotate eating times where possible so one eats first, one in the middle of meal and the other eats last so the next movement is always being worked and proper control of the cadets is maintained especially on the dorm.

TAPS:  Ensure taps is observed for basics and warn cadre at 2255 of 2300 taps being observed by the cadre each night.

SUNDAY

___ Greet all of your SQ/FLTCadre with a positive attitude.
___ Get to know your Squadron CCs and learn something about them all 

___ Cover your expectations with Squadron CCs on meeting schedules, timeliness of reports, and flow of information and problem solving.

____ Cover expectations of CONDUCT for all basic and cadre cadets with SQ/Flight cadre staff
____Specifically, cadre are not allowed to socialize with basics during training, between 
training and in the dorm.  They are to monitor the basics at all times and not hang out together while the basics are in formation or in line.  

____ Talk about bathroom procedures, dorm cleanliness, no horseplay allowed, turning 
in electronic devices such as cell phones and MP3 players to instructors right away, meal procedures, military courtesies, curfew, etc.
____Brief Squadron and flight cadre placement on movements (one behind acting flight 
leader and others in back of formation in column formation behind basics) and when troops
 are in the cafeteria lines (one at beginning, one in middle and one at the end asking 
questions).  

____Make sure Squadron and flight cadre understand they are responsible for orderly 
conduct in dorm and the cleanliness of their hallway and restrooms.  Check them constantly.
____Make sure Squadron and flight cadre maintain discipline (no talking in ranks) 

when moving especially as the week goes on.  

____Squadron and flight cadre will also be encouraged to mentor their basics by guiding
 them to be prepared for room and personal inspections.  

____The consequences of failure to perform adequately as a Squadron and flight cadre will 
also be briefed.

____ Brief Squadron and flight cadre on how commands and echo commands will be performed 
with the overall formation.

____ Ensure cadre know schedule is subject to change.

____ Cover meal procedures for movement of squadrons after 20 minutes.
____ Go over all procedures for all evaluations, evaluation schedule, and the consequence of
 failure to turn evaluations on time (may affect eligibility to receive award). 
____Review all requirements for inspections.
____Ensure you understand information flow and distribution system and then brief Squadron
 and flight cadre by Sunday on suspenses or timelines to pick up or receive materials each day.
____Ensure GP/SQ and FLTs perform roll calls and report status at every formation.  
SUNDAY-SATURDAY

______In-processing:  Ensure squadrons and flights follow procedures for in processing and the daily training schedule.   Ensure squadron commanders and flight cadre monitor all basics throughout in-processing dorm in-processing.  Ensure squadron commanders report all basics and cadre that have no roommates and other issues.  Ensure squadron commanders and flight cadre get a thorough head count by name and by room on floors to account for all cadets by 1900 on Sunday night.
______Forming up Troops:  Ensure squadron cadre form up troops on-time IAW the schedule and reporting missing troops ASAP.  Perform a “Group, Report” at each form-up.  Make sure Exec gets details from Group CCs of changes. 
______Movement of Troops:  GP CC will coordinate with OPS officer on movement and ensure safety is adhered to in all movements.  One group staff should be at tail end of group movement to ensure all squadrons members have moved.
______Meal Formations:  The group and its squadrons will be identified on the schedule to go first after Stan Eval into the cafeteria at the time listed on the schedule.  If the schedule shows a staggered time for the second group or set of squadrons, the second group or set of squadrons will depart for the cafeteria when radioed by the Operations Officer.  This will normally be 15-20 minutes after the first set of squadrons depart.  In the cafeteria, the first squadron in the cafeteria will move one flight to each line and two flights to the second line as directed by the OPS officer.   The second squadron to enter will move two flights to the shorter line and one flight to the longer line as directed by the OPS officer.    Note meal time limits detailed below.
______Meal Time Limits and Restroom Procedures during Meals:  The GP CC will ensure Squadron CCs set limits on their time in the cafeteria and get their troops to the restroom as needed for emergencies in the cafeteria.  The time limits will begin when the last member of a squadron (will be a member of the squadron leadership) gets his/her beverages in the meal line.  The squadron leader will relay the time limit to other squadron leadership members.  The first set of squadrons to go to the cafeteria will have 20 minutes from the last member of their individual squadron getting food.  The first set of squadrons will then move their units to the dorms for restroom breaks and to change clothes if required by the schedule.  The second group of squadrons to enter the cafeteria will also have 20 minutes from the last member of their individual squadron getting their beverages before moving to the dorms.  All Squadron CCs will alert their flight cadre 5 minutes prior to movement.  Flight cadre should alert their tables of potential movement.  Basics will be escorted to the restroom in the cafeteria for emergencies only.  Squadron commanders will ensure flights are rotated on being the first and last in line for meals.  Squadron commanders will control cadet activities and ensure their flights use their time wisely for rest room breaks, clothes changes, and room prep when returning to the dorms.  Encourage basics to half-way fill water bottles while sitting at cafeteria tables or while in the dorms.
______Coordinate as required any issues that may come up with the senior instructor overseeing the training event.
______Inform WG/CC or instructor operations director of any major problems affecting the safety, discipline, effectiveness, or morale within the cadet corps.  This includes cadets not performing their jobs properly.
______Schedule Changes:  Pass in schedule deviations to SQ CCs for dissemination down the chain of command and adapt as needed.
 ______Perform evaluation of Squadron Cadre personnel as required and turn into designated collection points on time.  Ensure a rotation is set up for SQ/CC to command every third day if schedule does not direct it.  GP/CC staff will write evals on SQ/CC as directed.  EXEC should track both groups evals for completeness and timeliness.
______ Dorm checks:  Ensure dorm bathrooms and hallways are clean.  Walk dorms after BASIC curfew and 5 minutes prior to Cadre curfew.

______Friday night and Saturday morning – SQ Cadre can inform their flights to breakdown their drawers/closets and pack the items after the Friday night video, but beds must remain the same for Saturday morning inspection.  During the Saturday morning inspection, the instructor inspecting will direct beds be broken down and packed.
SQUADRON COMMANDER GUIDE

The following guidelines are meant to be a “starting point” for SQ Staff Cadre. Other requirements will be obvious as training begins. The chain of command will also delegate other responsibilities to the SQ Staff Cadre.  The Squadron Staff Cadre has two main responsibilities:  meet training objectives by ensuring flight cadre move flights to arrive at training locations on-time to meet the schedule.

The Squadron officers designated to command a squadron will rotate these positions daily.  The SQ/CC for the day must carry a squadron binder and wear a yellow shirt when in command.  The other will be the Guide-on and OPS officer for the day. 
TAPS:  Ensure 2300 taps is observed by the squadron and flight cadre each night.

SUNDAY

___ Greet all of your Flight Cadre with a positive attitude

___ Get to know your Flight Cadre and learn something about them all 

___ Cover your expectations with the Flight Cadre on meeting schedules,

timeliness of reports, control of the basics, and flow of information and problem solving. 

___ Go over all procedures for all evaluations. Review all requirements for inspections.

______In processing:  Ensure basics are monitored by cadre throughout in-processing to include taking shifts for cadre training.  Check to see if all basics and cadre have roommates and report issues to GP/CCs.  Obtain a thorough head count by name and by room on floors to account for all cadets (to include Stan Eval and logistics on your floor) by 1900 to the ADO on Sunday night
____Ensure SQ and FLTs perform roll calls and report status at every formation.  
SUNDAY-SATURDAY
______Forming up Troops:  Ensure squadron cadre form up troops on-time IAW the schedule and reporting missing troops ASAP.  Perform a “Squadron, Report” at each form-up.  Make sure GP Staff gets details from SQ CCs of flight changes.
______Movement of Troops:  Squadron CCs will coordinate with the GP/CC and OPS officer on timing and then movements their squadrons to the next locations to meet training objectives.  This will normally be 15 minutes prior to the next scheduled event.  SQ CCs will ensure safety is adhered to in all movements.  
______Meal Formations:  Designated squadrons will be identified on the schedule to go first into the cafeteria at the time listed on the schedule.  Stan Eval will normally  go first. If the schedule shows a staggered time for the second group of squadrons, the second group of squadrons will depart for the cafeteria when radioed by the Operations Officer.  This will normally be 15-20 minutes after the first set of  squadrons depart. In the cafeteria, the first squadron in the cafeteria will move one flight to each line and two flights to the second line as directed by the OPS officer.   The second squadron to enter will move two flights to the shorter line and one flight to the longer line as directed by the OPS officer.   Note meal time limits detailed below.
______Meal Time Limits and Restroom Procedures during Meals:  The Squadron CCs will set limits on their time in the cafeteria and get their troops to the restroom as needed for emergencies in the cafeteria.  The time limits will begin when the last member of a squadron (will be a member of the individual squadron leadership) gets his/her beverages in the meal line.  The squadron leader will relay the time limit to other squadron leadership members.  The first group of squadrons to go to the cafeteria will have 20 minutes from the last member of their individual squadron getting food.  The first group of squadrons will then move their units to the dorms for restroom breaks and to change clothes if required by the schedule.  The second group of squadrons to enter the cafeteria will also have 20 minutes from the last member of their individual squadron getting their beverages before moving to the dorms.  All Squadron CCs will alert their flight cadre 5 minutes prior to movement.  Flight cadre should alert their tables of potential movement.  Basics will be escorted to the restroom in the cafeteria for emergencies only.  Squadron commanders will ensure flights are rotated on being the first and last in line for meals.  Squadron commanders will ensure flight cadre make sure their flights are using their time wisely for rest room breaks, clothes changing, and room prep when returning to the dorms.  Encourage basics to half-way fill water bottles while sitting at cafeteria tables or while in the dorms.

______Formations and cafeteria lines:  Ensure flight cadre have their basics reading 

the Horizon and asking questions during formations and during the cafeteria line.  

Ensure flight cadre do not hang out together talking, but instead place themselves in 

front, to the side and in the back of their formations to control the basics in the form 

up area.   While in the cafeteria lines, ensure flight cadre place one member at

beginning of the line, one in the middle, and one at the end of the line to properly 

control basics and ask questions.  Suggest one squadron staff member at end of every flight 

to ensure control and to determine when 20 minute time limits starts. 

______Squadron commanders will ensure flight cadre understand they are responsible 

for the orderly conduct in dorm and the cleanliness of their hallway and restrooms.  

Squadrons will periodically check restrooms and hallways to ensure they are not

meshed up after the cadets spend time in the dorm area.  

______Squadron commanders will check to see if flight cadre are mentoring their basics by guiding them to improve their room and personal inspections results.
______Schedule Changes:  Pass in schedule deviations to Flight Cadre for dissemination down the chain of command and adapt as needed.
______Perform evaluations of Flight Cadre personnel as required and turn in at the designated collection point on time.  In addition, ensure flight cadre turn in basics evaluations on time.

______Ensure flight cadre pickup room and personal inspection reports everyday and brief their flights on the results at the flight meeting after TCV.

______Receive personal inspections by Stan Eval.

______Ensure flight cadre properly count, distribute and recover all tests and scantron sheets as well as following other directions given by the Deputy for Evaluations during testing.

______Inform GP CC/CV of any major problems affecting the safety, discipline, effectiveness, or morale within their organization.  This includes cadets not performing their jobs properly.
______Perform evaluation of Flight Cadre personnel as required and turn into designated collection points on time.  Ensure a rotation is set up for FLT cadre to be in charge every other day (carry book) if not directed in the schedule and SQ staff write evals as required every day.  

______ Dorm checks:  Ensure dorm bathrooms and hallways are clean.  Walk dorms after BASIC curfew and 5 minutes prior to Cadre curfew.

______Friday night and Saturday morning – SQ Cadre can inform their flights to breakdown their drawers/closets and pack the items after the Friday night video, but beds must remain the same for Saturday morning inspection.  During the Saturday morning inspection, the instructor inspecting will direct beds be broken down and packed.
Flight Cadre Guide

TAPS:  Ensure 2230 taps for basics and 2300 taps is observed by the flight cadre each night.

FLIGHT CADRE PROCEDURES

GENERAL.  Flight Cadre duty is one of the most demanding but most rewarding at CLLA. It gives recent graduates a chance to experience leadership “up close”. They are responsible for approximately 12-16 Basic Cadets from 0530 until 2230 each day. They must train, motivate, evaluate, discipline, and provide feedback to cadets they do not know. It is a leadership challenge in the highest degree. Home unit instructors must ensure that only their most motivated, professional cadets are selected for this responsibility.  The Flight Cadre in charge for the day will wear a yellow shirt when in charge..
FLIGHT CADRE RESPONSIBILITIES.  The following guidelines are meant to be a “starting point” for Flight Cadre. Other requirements will be obvious as training begins. The chain of command will also delegate other responsibilities to the Flight Cadre:

1. Sunday - Help the new Basic Cadets settle in and take charge of them as soon as in-processing is over.

2. Sunday - Assist the Basics as they set up their rooms for inspection. Cadre should not do the work, but they must ensure that the Basics do it properly. That only makes sense because every Flight Cadre should want his flight to get the best scores. In addition, the flight’s score will impact each Flight Cadre’s final score.

3. Sunday-Saturday - Ensure that Basics have a schedule, know how to read it, and have any changes to the schedule given to them as soon as possible. Tell the Basics exactly what time to be at each formation.

4. Sunday – Go over personal appearance requirements – in detail. Check their uniforms after they have them set up for the next day. Their personal appearance score will be part of your final score.

5. Sunday-Friday – Set up study sessions for academic knowledge. Quiz them frequently. Know what they have to learn. Check to see if they are really studying Horizons when in formation. Ask questions. Know your slow learners and help them. Their success in academics will influence your final score.

6. Go over drill commands – help them memorize them. Give them pointers on command voice and drill commands. Their score will count as part of your final score.

7. Sunday – Go over physical training requirements and procedures for Monday’s evaluation. They are in the Converse Handbook.

8. Every day – Use Jody Calls to motivate Basics, but keep them clean and professional. Airborne/Army Jodys are OK, but we prefer Air Force. No “Left, right, lefts” at Converse. That’s Army cadence. We use “hut, two, three, four”.

9. Sunday – Get to know your Basics. Learn something about them. Have them learn something about their roommate(s) and flight members. It worked well in “Remember the Titans”. We will ask the Squadron Commanders to see if you know your Basics.

10. Sunday-Saturday – Go over uniform requirements when you cover the daily schedule. Make sure they know what to wear at each formation.  
11. Monday-Friday – Go over the Basic Cadet Evaluation Form with them each evening giving them constructive feedback. Tell them how to improve. Motivate them to improve. Be sure to document bad attitudes and let your Squadron Commander know immediately if you suspect a bad attitude, homesickness, or discipline problem. Each day, a Flight Cadre will have a different element to evaluate. By the end of the week, the Flight Cadre will have evaluated each Basic at least once.

12. Sunday – Inform your Squadron Commander immediately if you have a Basic cadet without a roommate.
13. Administrative procedures:

a. Maintain a Flight Cadre notebook (provided for you) and carry it at all times if you are the “Flight Cadre in Charge” for the day. You will also wear yellow cadre shirt on days you are in charge. You will be evaluated on its completeness and the accuracy of the information. The flight notebook should contain, as a minimum, a schedule, a daily Basic Cadet status report, test results, and evaluations completed plus blank forms.

b. Complete a Basic Cadet Evaluation Form each day. The Flight Cadre in Charge should divide up the Basics for the three Flight Cadre to evaluate. Rotate those Basics each day so that each Flight Cadre gets to evaluate (and counsel) each Basic. This might take some coordination for the female Basics, but it is necessary to ensure that each Basic gets a thorough review. Be sure to fill out the forms completely, correctly, and neatly.

c. Give each Basic cadet verbal feedback from the Cadet Evaluation form – each day before TAPS. This can be done at TCV, during the evening meal, or right after flight meetings. DO NOT wait until TAPS to do the feedback session. Give the feedback in a positive constructive manner encouraging each Basic to do better and giving them pointers for success the next day.

d. One Flight Cadre must review the daily Stan Eval inspection scores so that the Flight Cadre can give feedback to the Basics. This is imperative.. Keep them in the flight notebook at all times - scores should not be seen by Basic Cadets.

14. Thursday – Review day. Tomorrow your Basics will be evaluated for a final time in all areas. This is a day to review the previous academic lessons, go over personal appearance standards, review room inspection procedures, and motivate them for drill evaluation. Final standings will be affected greatly by Friday’s results. Basic Cadets can improve their overall standing immensely for award determination. Make sure they understand that one bad day does not knock them out of competition for an award.

15. Friday – Get your Basics motivated early in the morning. Remind them that they will have some casual time in the evening.

16. Sunday-Saturday – Do not fail to point out mistakes. That’s how Basics improve – learning from their mistakes and making corrections. But they also improve from constructive guidance and by knowing that you are trying to help them. Give them as much authority as possible when they are in positions of responsibility.  

17. Every day – You must set the example. They will look to you as role models. You must look and act your best each day – even if you are having a bad day. Their attitude will be a reflection of yours. Flight Cadre who exhibit unprofessional conduct will be replaced.


18. Things not to do as a Flight Cadre: 

a. Do not get on a power trip or abuse your authority – it will cost their respect – and maybe your job. Be a team player yourself. They will follow you willingly if you do.

b. Do not harass the Basics after TAPS. They need sleep to make it through the training day. If they choose to work on their rooms after TAPS, that’s up to them. If you see a light on, tell them to go to sleep. Violate this rule and you will be replaced.

c. Do not wake Basics before 0530 – for any reason. You will be replaced if we hear that you violated this rule.

d. Do not stroll with your Cadre buddies during flight marches to and from training. Be of purpose! Look at Basics for white faces (sign of dehydration), sagging shoulders (exhaustion), or lack of participation in Jodys (attitude or exhaustion). Watch them closely at all times. Encourage them to drink lots of fluids. Be responsive to their needs. Make sure they get opportunities for bathroom breaks.  Maintain discipline in formation.
e. Do not deny Basics the opportunity for personal hygiene in the morning – for any reason. They need showers after PT and time for personal preparation. The schedule allows it – give it.

f. Do not get into an argument or discussion with members of the Stan Eval team over scores or evaluations. Ask questions if you do not understand standards, but do not question their evaluations – especially in front of Basics. If you disagree with their evaluation or see something unprofessional, forward it to your Squadron Commander.

19. Sunday – Saturday – Be organized at all times or you will lose effectiveness as a leader. Spend time with other Flight Cadre the night before preparing for the next day. Delegate duties as required, plan flight meetings, and assign Basics for evaluation. It will pay off.

20. Sunday – Friday – Be able to identify your top three Basics by the end of the day. You might be asked to do so by the chain of command.

21.  Friday night and Saturday morning – Flight Cadre can inform their basics to breakdown their drawers/closets and pack the items after the Friday night video, but beds must remain the same for Saturday morning inspection.  During the Saturday morning inspection, the instructor inspecting will direct beds be broken down and packed.  
      22.  Sunday – Friday -Ensure SQ and FLTs perform roll calls and report status at every formation.  
OPERATIONS OFFICER GUIDE
The following guidelines are meant to be a “starting point” for Operations Cadre. Other requirements will be obvious as training begins. The chain of command will also delegate other responsibilities to the Operations Cadre.  The Operations Cadre has two main responsibilities:  meet training objectives by ensuring staff is set-up to accomplish training and then ensuring Wing/GP/SQ CCs move flights to arrive at training locations on-time to meet the schedule.

NOTE:  OPS Directors will normally want to split duty locations at the appropriate time to ensure one is where the troops are at working operations issues and the other one is out checking to make sure arrangements are in place to move troops for the next activity and the next location is setup to receive the troops to conduct proper training.  These officers should rotate eating times where possible so one eats first and the other eats last so the next movement is always being worked.  When acting as senior DO for the day, wear the yellow shirt.
NOTE:  The Cadet Logistics Chief works for the Instructor Logistics Chiefs; therefore, the DOs will coordinate with the Cadet Logistics Chief or Assistants on new requirements and needs to ensure requirements are met or when the schedule changes.

TAPS:  Ensure 2300 taps is observed by the operations and logistics cadre each night by giving a 2255 warning where possible.

SUNDAY

___ Greet all of your Operations (PT/Audio/Parade Support) and Logistics Staff with a positive attitude.
___ Get to know your Operations and Logistics Staff and learn something about them all 

___ Cover your expectations with the Operations and Logistics Staff on meeting schedules, 
tasks, timeliness of reports, and flow of information, problem solving and no horse play.
____ Coordinate with logistics to ensure cones are in position for first meal formation and logistics staff reports early 

and prepares and is ready to hand out cups, trays, and silverware for lunch.
____ Review all requirements for inspections.

____Go over all procedures for all evaluations, evaluation schedule, and the consequence of failure to turn evaluations on time or missing a formation (affects eligibility to receive award).
____Check with Instructor Director of Operations each day to clarify scheduling issues for the day and give inputs on proposed schedules for the next day.

____In-processing:  Support groups/squadrons and flights for in-processing with logistics personnel as needed and support the daily training schedule.
____ Coordinate OPS and Logistics team supports the Sunday daily training schedule with equipment and water as required.  Cadre (and Advanced) will run PT test on Sunday evening while basics play TCV so ensure track is setup with cones and water and water at tennis courts with restrooms open.  

Ensure flag team for retreat on Sunday afternoon.
______Reveille/Retreat:  Ensure three logistics troops are trained and ready for retreat on Sunday.

 ____Review new daily schedule with EXEC and logistics chief after publications
____ Ensure GP/SQ/FLT and Stan Eval/Logistics perform roll calls and report status at every formation.  OPS officer take reports from Stan Eval and Logistics.

MONDAY-SATURDAY

______Check with Instructor Director of Operations each day to clarify scheduling issues for the day and give inputs on proposed schedules for the next day.

______Review new daily schedule with ADO and logistics chief after publications.

______Work with group/squadron commanders and flight cadre to get a thorough head count by name and by room on floors to account for all cadets (to include Stan Eval and logistics) by 1900 on Sunday night.
______Reveille/Retreat:  Ensure Stan Eval is trained and ready for reveille with 3 troops each morning and logistics is ready for retreat each afternoon with three troops.
______Forming up Troops:  Ensure logistics staff has cones in place for in-processing, reveille, meal call, parade call, retreat daily to include Sunday.

______Movement of Troops:  The operations officer will coordinate with logistics staff is ready for all movements and alert the Wing and GP/SQ CCs to when to move the troops to the next locations to meet training objectives.  This will normally be 15 minutes prior to the next scheduled event.
______Route and Training Location Preparations:  The operations officer will coordinate to ensure buildings are unlocked and that logistics, PT/Audio/Parade Support, and  academic support teams are properly in position ahead of troop movements with the proper safety equipment and training/medical support materials.  Training events and locations include PT, Drill area, Academic sessions, Parade practice, and TCV sessions. 
______Meal Preparations:  The operations officer will coordinate to ensure logistics are properly in position ahead of troop movements to prepare drinks for meals.  The OPS officer will ensure table placards are in position on the tables to ensure tables are available for troop meals before meals start for other college guests (one hour early).  The OPS officer with the EXEC will have to make the placards and put on tables at each meal.
______Meal Formations:  One group of squadrons will be identified on the schedule to go first into the cafeteria at the time listed on the schedule.  If the schedule shows a staggered time for the second group or set of squadrons, the second group or set of squadrons will depart for the cafeteria when radioed by the Operations Officer.  This will normally be 15-20 minutes after the first two squadrons depart.  In the cafeteria, the first squadron in the cafeteria will move one flight to each line and two flights to the second line as directed by the OPS officer.   The second squadron to enter will move two flights to the shorter line and one flight to the longer line as directed by the OPS officer.   Note meal time limits detailed below.
______Meal Time Limits and Restroom Procedures during Meals:  The OPS Officer will coordinate to ensure Squadron CCs set limits on their time in the cafeteria (randomly poll squadron leadership) and get their troops to the restroom as needed for emergencies in the cafeteria.  The time limits will begin when the last member of a squadron (will be a member of the squadron leadership) gets his/her beverages in the meal line.  The squadron leader will relay the time limit to other squadron leadership members.  The first set of squadrons to go to the cafeteria will have 20 minutes from the last member of their individual squadron getting food.  The first set of squadrons will then move their units to the dorms for restroom breaks and to change clothes if required by the schedule.  The second group of squadrons to enter the cafeteria will also have 20 minutes from the last member of their individual squadron getting their beverages before moving to the dorms.  All Squadron CCs will alert their flight cadre 5 minutes prior to movement.  Flight cadre should alert their tables of potential movement.  Basics will be escorted to the restroom in the cafeteria for emergencies only.  Squadron commanders will ensure flights are rotated on being the first and last in line for meals.  Squadron commanders will control cadet activities and ensure their flights use their time wisely for rest room breaks, clothes changing, and room prep when returning to the dorms.  Encourage basics to half-way fill water bottles while sitting at cafeteria tables or while in the dorms.
______Coordinate Movement of furniture and equipment as required supporting camp requirements and changes.

______Schedule Changes:  Pass out schedule deviations to Operations/Logistics/ Wing Cadre Team Leaders for dissemination down the chain of command.
______Perform evaluation of operations and logistics personnel on time.  
____Ensure information flow and distribution system is set up by EXEC and then brief Group/Squadron and flight cadre by Sunday on suspenses or timelines to pick up or receive materials each day.

____ Coordinate with STAN EVAL evaluations to develop tracking system for reports and make sure reports are turned into evaluations for review and input into evaluation data base.

____Coordinate with EXEC to ensure forms and information is properly placed in the WG distribution system on time.  Check with Execs to mmonitor suspenses and check materials to see if all were turned in and properly completed.  

____Coordinate to ensure EXEC gets copy of flight standings before heading to TCV each day and check to see if flight cadre have picked up their inspection results for the day.

____Coordinate to ensure EXEC works with Deputy for Evaluations (testing/performance reports) to build home unit folders for all evaluations to be placed into after feedback is complete.

____Coordinate with Video/Audio Exec to performs duties for PT prep, TCV prep, Reveille and retreat prep, and the parade support as requested by fitness officers, and parade director.
____Inform WG CC/CV of any major problems affecting the safety, discipline, effectiveness, or morale within the cadet corps.  This includes cadets not performing their jobs properly.
LOGISTICS STAFF GUIDE
The following guidelines are meant to be a “starting point” for Logistics Cadre. Other requirements will be obvious as training begins. The chain of command will also delegate other responsibilities to the Logistics Cadre.  

WARNING:  CADETS ARE NOT ALLOWED TO DRIVE GOLF CARTS FROM A SAFETY AND LIABILITY STANDPOINT.

NOTE:  THE LOGISTICS CHIEF WILL COORDINATE AND ASSIST ADVANCED SCHOOL OPS SUPPORT OFFICER AND SQUADRON COMMANDERS WITH ADVANCED SCHOOL REQUIREMENTS.

TAPS:  Ensure 2300 taps is observed by the logistics cadre each night.

SUNDAY

______OPS Center:  The Sneakers within Montgomery BLDG or other designated building will need to be opened to get ice and water.  Set-up 2 water jugs outside OPS center.

______Academic Session Preparations: Ensure lights are on, water bottle trays are in place, microphone is operational, and computer and projectors are ready 30 minutes prior to session.  Check with OPS director or academic officer to determine if computer, projector and screen are needed. 
______Movement of furniture and equipment as required supporting camp requirements and changes.  A plan will be developed to minimize movement of furniture between floors and buildings where possible to support the bed-down of basics on Sunday.  Each basic room will have 2 desks, 2 chairs, and 2 beds.  Cadre rooms do not have all the items.  Ensure you check to ensure the air conditioners are functional when the rooms are checked for furniture.

______Reveille/Retreat:  Ensure three logistics troops are trained and ready for retreat on Sunday.
____Forming up Troops:  Check with OPS officer and ensure cones are in position for first meal formation  Ensure staff has cones in place for in-processing, meal call, and retreat thereafter.

______In-processing:  Make sure tents and 4 water jugs are set-up for in-processing and refill jugs as necessary.  The Sneakers Restaurant within Montgomery BLDG will need to be opened to get ice and water.

______Meal Preparations:  Ensure personnel are properly in position ahead of meal movements to prepare drinks for meals.  Logistics staff needs to report by 1145-1200 to prepare and be ready to hand out cups, trays, and silverware for lunch. This will normally begin at least 20-25 minutes prior to first troop arrival. 
______ Ensure flag team for retreat on Sunday afternoon..
______Movement of Troops:  Ensure staff and an instructor is in position to support movement of Cadre to the tennis courts to meet training objectives.  This will normally be 15 minutes prior to the next scheduled movement.  Use road guard procedures.

           __________ROAD GUARD SAFETY PROCEDURES are MANDATORY and as follows.    Requires a minimum of a three man team.


_____Arrive 15 minutes prior to crossing. 

_____Ensure instructors are always available for road guards duties.


_____Must use Cross Walk button for all crossings.  One cadet will stay at pole and monitor the traffic lights and supervise the crossing along with an instructor.


_____Position two road guards on side of road facing on side each direction when cross light gives the clear sign.  One road guard will be placed on the athletic facility side of the road.  No cadet road guards will be in the road ever. 

_____Motions troops to cross only after all vehicles stop completely.


_____Road guards stay in position until last cadet is across the street.

    WARNING:  Cross walk must be used for all crossing and no jay 

                          walking will be tolerated from a safety standpoint.
______TCV:  Bring two water jugs for TCV practice session.

______Academic Session Preparations: Ensure lights are on, water bottle trays are in place, microphone is operational, and computer, projector, and screen are ready 30 minutes prior to session.  Check with OPS director or academic officer to determine if computer, projector and screen are needed. 
______Movement of furniture and equipment as required supporting camp requirements and changes if needed.  

______Identify open rooms and work with OPS Director to get them locked up after all furniture moves are complete to include vacant hallways.

______Meal Preparations:  Ensure personnel are properly in position ahead of troop movements to prepare drinks for meals.  This is more critical for the breakfast meal during the week so troops will normally have to shower after breakfast unless a rotation system is set-up.  This will normally begin at least 25-30 minutes prior to first troop arrival.   The log chief will ensure all troops are trained on how to change Power Ade boxes used for the fountain.  Unless directed otherwise, one cup of orange juice and a cup of ice will be provided for the breakfast meal.  Two cups of Power Ade will be provided for the lunch and dinner meals.  Make sure trays are prepared with silverware to make the line go faster for each meal.  Ensure table placards to reserve table setting is down at least an hour early before each meal with OPS officer.  Develop rotation schedule for meals for logistics cadre.  For example, half the team can serve one group while the other half eats and then rotate.
______Inspection:  Develop rotation schedule for half the logistics cadre to be inspected each day (As one day and Bs the next) on the tennis court while others are in PT gear.  All logistics personnel should be inspected when inspection takes place in dorm.
__________Ensure OPS and Logistics team supports the Sunday daily training schedule with equipment and water as required.  Cadre will run PT test on Sunday evening while basics play TCV so ensure track is setup with cones and water and water at tennis courts with restrooms open.  Ensure equipment is ready for PT on Sunday evening (cadre PT test) and every day thereafter, except Saturday.   See PT preparation requirements below to ensure you obtain 2 barricades and 8 big cones from campus security.  Pre-position them beside the places you plan to use them.  The small cones will be brought up each day.
______Set-up nurse station 

______Ensure all flight water bottle trays by flight and one for all WG/GP/SQ staff are placed at Daniel for in door training sessions for basic orientation and left for the week.

MONDAY-FRIDAY

______Division of responsibilities:  Suggest logistics personnel be rotated into teams and designated as team chiefs for various functions each day.

______Forming up Troops:  Ensure staff has cones in place in proper order (see OPS director/schedule) for reveille, meal calls, parade call, and retreat.  Check schedule to determine layout.

______PT Area Preparations:  Ensure large and small cones, barricades, water jugs, platform, electrical cord, microphone, and one speaker are in position 30 minutes prior to session.   Ask a logistics instructor to call security and get Carnegie Building next to PT area open by 0530 every morning for use of the electricity and the bathrooms.  Cone requirements are as follows for track setup:  place little cones to separate road just off of parking area; get and use 8 cones to be placed on speed bumps (2 per speed bump), and barriers are setup to keep vehicles from entering the road or parking lot.  The large cones and barricades may be placed in the grass after use each day.

______Meal Preparations:  Ensure personnel are properly in position ahead of troop movements to prepare drinks for meals.  This is more critical for the breakfast meal so troops will normally have to shower after breakfast unless a rotation system is set-up. This will normally begin at least 25-30 minutes prior to first troop arrival.  The log chief will ensure all troops are trained on how to change Power Ade boxes used for the fountain.  Unless directed otherwise, one cup of orange juice and a cup of ice will be provided for the breakfast meal.  Two cups of Power Ade will be provided for the lunch and dinner meals.  Make sure trays are prepared with silverware to make the line go faster for each meal.  Ensure table placards to reserve table setting is in position at least an hour early before each meal.
______Movement of Troops:  Ensure staff is in position to support movement of the large mass of troops to the next locations to meet training objectives.  This will normally be 15 minutes prior to the next scheduled movement.  The road guards should also be available for movements of small staff teams such as Stan Eval and commanders when they are heading to meetings without the basics who are training.  Use road guard procedures.

 __________ROAD GUARD SAFETY PROCEDURES are MANDATORY and as follows.    Requires a minimum of a three man team.


_____Arrive 15 minutes prior to crossing. 

_____Ensure road guards wear vests while performing function.


_____Must use Cross Walk button for all crossings.  One cadet will stay at pole and monitor the traffic lights and supervise the crossing along with a logistics or other instructor.


_____Position two road guards on side of road when cross light gives the clear sign.  One of these road guards will be placed on the athletic facility side of the road.  No cadet road guards will be in the road.

_____Motions troops to cross only after all vehicles stop completely.


_____Road guards stay in position until last cadet is across the street.

    WARNING:  Cross walk must be used for all crossing and no jay 

                            walking will be tolerated from a safety standpoint.
_______Drill Area Preparations:  Ensure 4 water jugs, extra guide-ons, electrical cord, microphone, and one speaker are in position 30 minutes prior to session.  Parade troops should ensure speakers and microphones are moved.  Transport nurse and equipment to the area.  Set up tent for shade.
_______Academic Session Preparations: Work with academics to ensure lights are on, water bottle trays are in place, microphone is operational (move switch to left when leaning over—not to right), and computer and projectors are ready 30 minutes prior to session.  Work with OPS Director to place flight placards on Daniel seating for flights to sit in together.  Check with OPS director or academic officer to determine if computer and projector are needed. 
_______Parade Practice Preparations: Ensure cones, water jugs behind formation, and PT/Audio/ Parade officers have speakers in position 30 minutes prior to session with parade project officer.  Only move stereo and speakers when directed specifically by the parade instructor.
_______TCV Session Preparations:  Ensure 4 water jugs are in position 30 minutes and restrooms unlocked prior to session.  Transport nurse and equipment/balls to the area.  Balls may need to be pumped up everyday and then placed under net for the games.  Position cadets along fence line in case balls are hit over the fence.

_______Retreat:  Ensure three logistics personnel will perform retreat everyday.  Stan Eval will normally do reveille.
_______Friday Field Day Preparations:  Set-up tent and place 2 work jugs under it.  Work with project officer to ensure equipment is available prior to event and help set-up equipment as required.

_______Outside Medical Support:  Ensure a jug of ice and zip lock bags are available to help with medical issues during PT, drill, and TCV activities.

_______In the event PT or drill is conducted at the tennis courts before breakfast, work with the logistics instructor to get campus security to turn on lights on the tennis courts and open the field house bathrooms and the building above the tennis courts.  Ensure lights are cut off when no longer needed.
______Schedule Changes:  Pass out schedule deviations to staff members and adapt as needed.
______Evaluate logistics personnel as required on time.
______Inform operations officer of any major problems affecting the safety, discipline, effectiveness, or morale within the cadet corps.  This includes cadets not performing their jobs properly.

______Inspections:  Logistics personnel should be inspected in the room like all cadre (if extra time is needed because of support to meals, log chief will coordinate with Stan Eval for extra time).  Log chief should have half the logistics team stand inspection on tennis courts on one day and the other half on another day.

______Ensure equipment is ready for PT the next day. 
_____ FRIDAY only:  Obtain and distribute additional garbage bags for cadets to use on Saturday morning.  Ensure trash on hallways is out prior to and after breakfast.  Campus personnel can provide garbage bags if coordinated with early in process.

SATURDAY

_____Move tables, chairs, and flags out to support the parade.

_____Place bins at Montgomery BLDG to collect berets, ropes, and other CLS gear.

_____Ensure tables, chairs and  are brought in after the parade.

General Water Jug Requirements and Procedures:
_____Ensure security opens up the Sneakers Restaurant at Montgomery BLDG each morning before PT.  The logistics instructor can assist in contacting campus security.

_____For PT in morning, normally you will only have to fill up 2 water jugs and bring an ice jug for medical issues.  They are not used as much as the ones for parade, drill, and TCV support.  

_____For in-processing, drill, parade practice, and TCV support, fill up at least 4 water jugs and bring jug with ice for medical issues.  When two jugs are about half way gone, fill one with other half filled jug to free up jug.  When two jugs are empty, take off for Sneakers Restaurant at Montgomery BLDG for refilling.

WING STAFF GUIDE

The following guidelines are meant to be a “starting point” for Wing Staff Cadre  such as WG EXEC, Public Affairs, and PT/Audio/Parade Support officers and project leaders.  Other requirements will be obvious as training begins. The chain of command will also delegate other responsibilities to the Wing Staff Cadre.  The Wing Staff Cadre have two main responsibilities: Meet training objectives by ensuring the staff is set-up to accomplish training and then ensuring personnel are in position to support the arrival of troops at training locations on-time to meet the schedule.
TAPS:  Ensure 2300 taps is observed by the wing staff cadre each night.

SUNDAY

___ Greet all Cadre and Basics with a positive attitude

___ Cover your expectations with the staff on meeting schedules,

timeliness of reports, and flow of information and problem solving. 

___ Go over all procedures for all evaluations. Review all requirements for inspections.

___Study Guides:  Deputy for Evaluations (Testing and Cadre Performance Evaluations) must develop and provide specifics on what the basics should focus on for the first test.  Study guides must be approved by the Commandant or Deputy Commandant and ready for distribution by the start of in-processing for the basics.  Copies will be available in a designated area in the Operations Center for Flight Cadre to pick up and distribute to their basics if they are not distributed during in-processing.

SUNDAY-FRIDAY

General Requirements:

______Training Location Preparations:  Wing Cadre support teams should properly position themselves ahead of troop movements with the necessary training/support materials 
_____Schedule Changes:  Pass in schedule deviations to staff and adapt as required.
_____DO will perform evaluation of wing staff cadre personnel per chain of command and will receive personal inspections by Stan Eval.

_____Inform WG CC/CV of any major problems affecting the safety, discipline, effectiveness, or morale within the cadet corps.  This includes cadets not performing their jobs properly.
Specific requirements:

PT/Audio/Parade officers:
_____Help parade officer lay out field for the parade.
_____Parade practice: Parade officer will ensure cones and other equipment is in position 30 minutes prior to session.  Only move stereo and speakers when directed specifically by the parade director.

_____Parade Color Guard Composition:  Work with parade instructor, DO, Logistics and Stan Eval to identify cadets to be in the color guard for the parade.

_____Academic Session Preparations: Ensure lights are on, microphone is operational, and computer and projectors are ready 30 minutes prior to session.  Check with OPS director or academic officer to determine if computer, projector and screen are needed. 
_____Reveille, PT, Drill Practice, and Retreat:  Ensure one microphone, one speaker, and electrical cord are taken to area and set-up for the activity.  

_____For PT work with logistics and ensure electrical cord, microphone, and one speaker are in position 30 minutes prior to session.
_____Work with fitness officers on developing morning plan of day (schedule of exercises, etc.) for PT.  

_____ Be out front and help lead PT in morning. 

_____Ensure fitness officers have stop watches.

_____Help fitness officers devise plan for Iron man competition and help execute the plan.

_____Help TCV instructor coordinator devise plan for TCV competition.  Ensure balls on pumped up, refs have whistles, and everything is ready for play each day.  Take balls to court and help TCV officer with scores and timing as needed.
_____Ensure Stan Eval has forms to record run, push-ups, and sit-ups on Monday, Iron man and run on Thursday.  Gather forms from Stan Eval for fitness officer.

_____Ensure audio is on and working in Daniel and other buildings when required for training.

_____Meal times:  Parade Support officers assist the logistics team in meal prep if needed.
Public Affairs Officer:

_____Camp video:  Public Affairs provide assistance to instructors building camp video.  

 _____Picture day:  Public Affairs bring Converse LLA signs and organize the cadet corps and home units for pictures.  Work with instructor taking pictures.
_____Help develop plan and template for what pictures are needed.

_____Friday Field Day:  Exec and Public affairs work with Project officer to develop plan and ensure equipment is available prior to event and direct the set-up of equipment as required.  Help Project leader run the events.
_____Miscellaneous tasks:  Assist the EXEC in building unit take home folders, counting materials, analyzing reports.

SpecificWing EXEC Duties:
____Set up an information flow and distribution system and then brief Staff, Group, Squadron and flight cadre by Sunday on suspenses or timelines to pick up or receive materials each day.

____Develop tracking system for reports and make sure reports are turned into evaluations for review and input into evaluation data base.  
____Ensure forms and information is properly placed in the WG distribution system on time.  Monitor suspenses and check materials to see if all were turned in and properly completed.
____Ensure table placards are on each table with OPS/Log staff.  

____ Help Camp director with various tasks as required.

____Get a copy of the flight standings before heading to TCV each day and check with EXEC to see if flight cadre have picked up their inspection results for the day.

____Work with Deputy for Evaluations (testing/performance reports) to build home unit folders for all evaluations to be placed into after feedback is complete.

____Perform other staff duties as required for the parade.
____Friday Field Day:  Help Project officer to develop plan and ensure equipment is available prior to event and direct the set-up of equipment as required.  Help Project leader run the events.

