Overview and Layout of Encampment Cadet Staff, 2004
Assembled by Cadet Executive Officer, C/Lt Col Thomas Rehman

With great thanks to C/Lt Col William Hrinko

Notice: Although this document serves as the layout of the cadet staff for this year’s Encampment, most of the titles are listed without a Cadet modifier.  This is done for the sake of brevity; unless specified by an “Encampment” or “Senior” title, all positions referred to herein are cadet staff titles. 

Adjutant
Objective: Evaluate the overall training levels of the basic cadets, flights, and squadrons, and coordinate all grading in a fair, unbiased manner.  Coordinate and control mass drill actions.
Reports Directly to: Executive Officer

Prior to Encampment:

 FORMCHECKBOX 

Review CAPM 39-1, AFMAN 36-2203, and other materials applicable to the encampment.

 FORMCHECKBOX 

Create the daily Honor Score Sheets and develop scoring system.  Review said system with the Command Staff.
 FORMCHECKBOX 

Begin preparing continuity binder for position.
 FORMCHECKBOX 

Brief the staff on the daily Honor Score Sheets and the scoring system.

 FORMCHECKBOX 

Create the Encampment SOP and review it with the Command Staff.
Encampment:

 FORMCHECKBOX 

Oversee and coordinate the actions of the inspection team.  See to their well-being and conduct
.
 FORMCHECKBOX 

Coordinate with the Command Staff on the stand-by inspections.  It is intended that the cadets get to see all three of the top cadets at least once during an inspection.
 FORMCHECKBOX 

Coordinate with the Command Staff on the daily walk-through inspections.  The comments from above hold true here as well.
 FORMCHECKBOX 

Coordinate with the Squadron Commanders and Command Staff on the Pass-In-Review actions.

 FORMCHECKBOX 

Monitor and score the overall performance of the squadrons, coordinating as necessary with the Training Officer.
 FORMCHECKBOX 

Conduct periodic inspections without interfering with the operation of the squadrons.

 FORMCHECKBOX 

See to the daily collection of Honor Score Sheets.

 FORMCHECKBOX 

Every day, compile and tabulate the final scores from the Honor Squadron and Honor Flight competitions.  Ensure these reach the Command Staff before the retreat formation.
 FORMCHECKBOX 

Assist the Training Officer with any necessary scoring.

 FORMCHECKBOX 

Assist the Command Staff and Senior Staff in finalizing the Encampment Honor Awards.
 FORMCHECKBOX 

Using the computer assets, prepare a daily report for the Command Staff, as well as a daily report to the squadron commanders.  These reports should be submitted to the Executive Officer.
Post Encampment:

 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.
 FORMCHECKBOX 

Turn in continuity binder for your position.
Inspection Team Member
Objective: Assist and aid the Adjutant whenever necessary in the execution of inspection duties.  Be impartial and fair in all grading and evaluation.

Reports Directly to: Adjutant

Prior to Encampment: 

 FORMCHECKBOX 

Contact the Adjutant and establish any duty expectations.

Encampment:
 FORMCHECKBOX 

Assist the Adjutant in daily duties.

 FORMCHECKBOX 

Give input to the Adjutant’s daily report to the Command Staff.

Post-Encampment:
 FORMCHECKBOX 

Report any problems or suggestions to the Command Staff.

Training Officer

Objective: Formulate a successful training regimen for all cadets attending encampment, and see to the successful implementation of that regimen.
Reports Directly to: Executive Officer

Prior to Encampment:

 FORMCHECKBOX 

Become familiar with the requirements for an encampment in CAPR 52-16.

 FORMCHECKBOX 

Directly prior to Encampment, meet with and become familiar with the Logistics Officer, the Adjutant, and the Senior Training Officer.  Lay out any necessary plans and programs.
 FORMCHECKBOX 

Collect the continuity binder from 2003 and begin updating it as necessary.

 FORMCHECKBOX 

Have a version of the training schedule readied with the Senior Training Officer prior to Encampment.

 FORMCHECKBOX 

Prepare and have ready no less then three alternate activities for cadets in case of cancellations in the schedule.  

Encampment:

 FORMCHECKBOX 

Distribute a copy of the training schedule to all staff. 

 FORMCHECKBOX 

Evaluate daily training, and offer support and assistance to the line staff when possible.
 FORMCHECKBOX 

Meet daily with the Command Staff and keep them updated to problems.
 FORMCHECKBOX 

Meet with Logistics and Adjutant on any important schedule changes.

 FORMCHECKBOX 

Update and inform the line staff as necessary on schedule changes.

 FORMCHECKBOX 

Walk through the cadets on an occasional basis and check on training status.  Observe field training by the cadet staff when possible.

 FORMCHECKBOX 

Using the computer assets, prepare a daily report for the Command Staff, as well as a daily report to the squadron commanders.  These reports should be submitted to the Executive Officer.
Post Encampment:

 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.

 FORMCHECKBOX 

Turn in continuity binder for your position
Public Affair s Officer

Objective: Utilize a variety of public affairs outlets to both inform the cadets of the accomplishments of the Encampment as a whole, and to ensure that proper publicity is given to the cadet wing.
Reports Directly to: Executive Officer

Prior to Encampment:

 FORMCHECKBOX 

Speak to Senior PAO and work out any necessary details of materials and supplies.
 FORMCHECKBOX 

Review all applicable sections of CAPM 190-1 (Public Affairs Manual).

 FORMCHECKBOX 

Learn how to type (if necessary), and be knowledgeable on use of a PC, word processing, digital imaging, and Microsoft Power Point.

 FORMCHECKBOX 

Learn how to use a 35mm or digital camera.

 FORMCHECKBOX 

Prepare "stock" news articles for use in providing a format for each day's newsletter.

 FORMCHECKBOX 

Begin preparing continuity binder for your position.

 FORMCHECKBOX 

Collect squadron histories, songs, mottos, and mascots.

 FORMCHECKBOX 

Begin plans for the first issue of the encampment newsletter.  This should be done in conjunction with the Senior PAO and the Command Staff.
Encampment:

 FORMCHECKBOX 

Direct the Assistant PAO in any necessary duties.

 FORMCHECKBOX 

Take pictures of all daily activities.  Recruit other staff officers to deal with this as well.
 FORMCHECKBOX 

Write and collect articles from other staff members each day for the newsletter.

 FORMCHECKBOX 

Find out from the squadron staff members what information is needed in the daily newsletter, and ensure that it is included.
 FORMCHECKBOX 

Prepare a daily newsletter that is both entertaining and informative.

 FORMCHECKBOX 

Send articles and pictures to local news sources, by coordinating with the Senior PAO.
 FORMCHECKBOX 

Prepare a slide show to be shown at the end of the encampment.
 FORMCHECKBOX 

Prepare a daily report for the Command Staff, submitted through the Executive Officer.
Post Encampment:

 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.

 FORMCHECKBOX 

Turn in continuity binder for your position
Notice: The duties of the Assistant PAO will be largely outlined by the PAO and the Senior PAO as necessary.

Logistics Officer

Objective: Oversee and direct all supply and logistical implementation for the encampment.  Maintain oversight and control of transportation assets.  Ensure that property usage is documented and that wing needs are being met.  Ensure the maintenance and security of all the facilities used by the Encampment.  
Reports Directly to: Executive Officer

Prior to Encampment:

 FORMCHECKBOX 

Begin preparing continuity binder for your position.
 FORMCHECKBOX 

Communicate with the Operations and Transportation Officer and establish standards.

 FORMCHECKBOX 

Directly prior to Encampment, meet with the Senior Logistics Officer, the Operations and Transportation Officer, and the Command Staff to finalize plans.

Encampment:

 FORMCHECKBOX 

Do an initial room-by-room damage assessment of all barracks and office space.
-Ensure that every person has a bed wall "locker" and/or other applicable furniture.

 FORMCHECKBOX 

Coordinate the distribution of bedding to all cadets during the opening of the encampment and for any mid-week linen exchange.

 FORMCHECKBOX 

Maintain an accurate inventory of all uniforms and materials in supply for issue and any consignment items being sold. 

 FORMCHECKBOX 
 
Maintain and accurate log of all uniforms and materials issued from supply and "Bookstore" items sold.

 FORMCHECKBOX 

Obtain a list of items needed by each squadron and work promptly to obtain them from the BX, etc. 

 FORMCHECKBOX 

Write daily staff report for Command Staff review, submitted through the Executive Officer.
 FORMCHECKBOX 

Direct the actions of the Operations and Transportation Officer and coordinate any necessary changes to his assignments.

 FORMCHECKBOX 

Ensure that adequate headquarters support in transportation and supply is available for the line staff to execute their mission.
Post Encampment:

 FORMCHECKBOX 

Do the final damage assessment report on all barracks and office space used during the encampment.

 FORMCHECKBOX 

Inventory and account for all issued items.

 FORMCHECKBOX 

Pack and prepare all CAP equipment for transport.

 FORMCHECKBOX 

Direct the clean up of the encampment areas.

 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.

 FORMCHECKBOX 

Turn in continuity binder for your position
Operations and Transportation Officer
Objective: To oversee and direct all transportation assets for the Encampment, and to direct and move squadrons as necessary to accomplish Encampment goals.

Reports Directly to: Logistics Officer

Prior to Encampment:

 FORMCHECKBOX 

Review all CAP directives dealing with air and ground operations.

 FORMCHECKBOX 

Begin preparing continuity binder for your position.

 FORMCHECKBOX 

Directly prior to Encampment, meet with the Senior Logistics Staff, the Command Staff, and the Squadron Commanders if possible, and lay out plans and routes.
Encampment:

 FORMCHECKBOX 

Assist in the safety check of all vehicles.
 FORMCHECKBOX 

Monitor the movement of squadrons from place to place.

 FORMCHECKBOX 

Help coordinate the vehicles and drivers for the transportation of cadets.

 FORMCHECKBOX 

Provide for the transportation needs of the staff.

 FORMCHECKBOX 

Coordinate the O-Flights for basic cadets, including O-Flight rosters.
 FORMCHECKBOX 

Write daily staff report for Command Staff review, submitted through the Executive Officer and coordinated with the Logistics Officer.
 FORMCHECKBOX 

Meet and communicate with the Logistics Officer no less then twice a day.

Post Encampment:

 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.

 FORMCHECKBOX 

Turn in continuity binder for your position
Personnel Officer

Objective: See to the effective and efficient maintenance and control of personnel information and files.  Oversee the administrative functions of the Encampment Wing, and provide all necessary support to line and command staff.

Reports Directly to: Executive Officer

Prior to Encampment: 
 FORMCHECKBOX 

Review CAP Personnel publications.

 FORMCHECKBOX 

Begin preparing continuity binder for your position.

 FORMCHECKBOX 

Directly prior to Encampment, meet with the Senior administrative staff, as well as the Command Staff and the Administrative Officer.  Work out policy and procedure as needed.

 FORMCHECKBOX 

Begin formulating plans and procedures for use during in and out processing.
Encampment:
 FORMCHECKBOX 

Oversee and direct the in-processing.  Offer all necessary support to senior members in that process.  Ensure that adequate checks of baggage are performed.  Assemble and brief the check-in staff, under the direction of the Executive Officer.
 FORMCHECKBOX 

Create, distribute, and maintain a complete cadet and senior staff roster, including contact information and room listings.  Ensure this information is available to all officers.

 FORMCHECKBOX 

Assist the Command Staff in ensuring that the graduation ceremony is well planned.
 FORMCHECKBOX 

Write daily staff report for Command Staff review, submitting it to the Executive Officer.  
 FORMCHECKBOX 

Direct and oversee the day to day operations of the Administrative Officer.

 FORMCHECKBOX 

Oversee and direct the out-processing.  Offer all necessary support to senior members in that process.  Assemble and brief the check-in staff, once again under the direction of the Executive Officer.

 FORMCHECKBOX 

Assist the Logistics Officer with a final property and room check.
Post Encampment:
 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.

 FORMCHECKBOX 

Turn in continuity binder for your position
Administration Officer
Objective: Ensure that all necessary administrative functions of the cadet wing are executed as quickly and efficiently as possible.  Assist and aid the Personnel Officer in the execution of all duties.  Provide information to authorized requestors as necessary.

Reports Directly to: Personnel Officer

Prior to Encampment:

 FORMCHECKBOX 

Review CAP Administrative publications.

 FORMCHECKBOX 

Begin preparing continuity binder for your position.

 FORMCHECKBOX 

Directly prior to Encampment, meet with the Personnel Officer, Command Staff, and necessary senior staff to lay out plans and procedures for use during the Encampment.
Encampment:
 FORMCHECKBOX 

Assist the Personnel Officer during the in-processing.  Ensure that all contraband is collected and properly labeled.
 FORMCHECKBOX 

See to the collection and safekeeping of all cadet paperwork.
 FORMCHECKBOX 

Assist all cadet staff with any paperwork and ensure it is accurate, complete, and neat.  Once the Command Staff has seen reports for the day, ensure they are properly filed into a report binder.
 FORMCHECKBOX 

Provide the Cadet PAO with the names of all cadets with birthdays during the encampment for inclusion in the newsletter.

 FORMCHECKBOX 

Write daily staff report for Command Staff review, submitted to the Executive Officer and in coordination with the Personnel Officer.

 FORMCHECKBOX 

Assist the Personnel Officer during the out-processing.  Ensure that all contraband is properly returned, if that is permissible (no illegal contraband should be returned).
Post Encampment:

 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.

 FORMCHECKBOX 

Turn in continuity binder for your position
Communications Officer

Objective: Coordinate and support all radio communications throughout the Encampment, ensuring a constant radio network is in place.  Do so through extensive communication with the Senior Communications Officer.  

Reports Directly to: Executive Officer

Prior to Encampment:

 FORMCHECKBOX 

Read CAPM 100-1 (Communications Manual).

 FORMCHECKBOX 

Begin preparing continuity binder for your position.

 FORMCHECKBOX 

Meet with the Senior Communications Officer and the Command Staff to lay out any necessary procedures.

 FORMCHECKBOX 

Memorize music cues for Retreat and other ceremonies.

 FORMCHECKBOX 

Set up a public address system for Retreat Practice.
Encampment:
 FORMCHECKBOX 

Set up encampment communications center.
 FORMCHECKBOX 

Maintain an accurate inventory (including a log of equipment loaned by staff) and monitor the distribution of radios and pagers to be used by all authorized personnel. 

 FORMCHECKBOX 

Distribute a list of radio call signs, pager numbers, and phone numbers for all staff officers, the buildings, and offices.  

 FORMCHECKBOX 

Play any necessary bugle calls during procedures.
 FORMCHECKBOX 

Coordinate music for morning formation, pass-in-review, and retreat each day.

 FORMCHECKBOX 

If necessary, act as the net control for CAP frequency management at the encampment. 

 FORMCHECKBOX 

Know the location of staff on and off base who are equipped with radios. 

 FORMCHECKBOX 

Write daily staff report for Command Staff review, submitted through the Executive Officer.
Post Encampment:

 FORMCHECKBOX 

Secure/take down the communications station.

 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.

 FORMCHECKBOX 

Turn in continuity binder for your position
Safety Officer

Objective: Assist the Senior Safety Officer in any of his duties, to ensure that the Encampment facilities and activities are as safe as possible.  Act with vigilance to ensure the utmost safety of all CAP personnel.

Reports Directly to: Executive Officer

Prior to Encampment:
 FORMCHECKBOX 

Review CAP publications involving safety issues.

 FORMCHECKBOX 

Begin preparing continuity binder for your position.

 FORMCHECKBOX 

Meet with the Command Staff, the Senior Safety Officer, and the Senior Medical Officer, to discuss any and all potential safety hazards and what course of action to take about them.

Encampment:

 FORMCHECKBOX 

Assist in a room-by-room safety check of the buildings.
 FORMCHECKBOX 

Assist the Senior Safety Officer with their daily duties.

 FORMCHECKBOX 

Visually inspect all areas being used for the encampment and notify the appropriate personnel of any safety concerns.
 FORMCHECKBOX 

Ensure that cadets are receiving adequate hydration.

 FORMCHECKBOX 

Locate safe water sources for cadets to refill canteens.

 FORMCHECKBOX 

Write daily staff report for Command Staff review, submitted through the Executive Officer.

Post Encampment:

 FORMCHECKBOX 

Write final report for Command Staff review, detailing any problems and suggestions.

 FORMCHECKBOX 

Turn in continuity binder for your position
Squadron Commander
Objective: Oversee and direct Flight Staff to ensure the efficient training and education of basic cadet attendees.  Maintain responsibility for the general welfare of all cadets in your squadron, and ensure that safe living and learning conditions are maintained.  Coordinate and direct training within the squadron to ensure each cadet is fully challenged and engaged by the Encampment.

Reports Directly to: Deputy Commander

Prior to Encampment:
 FORMCHECKBOX 

Directly prior to the Encampment, meet with the Deputy Commander and discuss any and all issues pertaining to the successful execution of the Encampment mission.
 FORMCHECKBOX 

Review all job descriptions for cadet positions at the squadron level and below.  Note items you want to emphasize with given staff members.   Note critical tasks or deadlines that will require more supervision or support from you to ensure completion or success.

 FORMCHECKBOX 

Contact all squadron staff personnel.

 FORMCHECKBOX 

Create a written outline of expectations for members of the squadron staff. 

 FORMCHECKBOX 

Provide supervision, advice, and assistance as necessary to the squadron staff as they prepare for their role at encampment.

Encampment:

 FORMCHECKBOX 

Provide day-to-day supervision of all squadron staff personnel.  Keep the Command Staff apprised of major accomplishments, obstacles, or concerns. 

 FORMCHECKBOX 

Review the training schedule daily.  Note critical tasks and/or deadlines that will require follow-up or greater supervision on your part to ensure completion or success. 

 FORMCHECKBOX 

Participate in the daily walk-through inspections.

 FORMCHECKBOX 

Represent your squadron to any and all necessary meetings.
 FORMCHECKBOX 

Meet with the Command Staff as required.  Brief them on significant accomplishments for the day, problems noted, and any significant issues relating to the next day’s schedule.
 FORMCHECKBOX 

Ensure that a squadron report is prepared and turned in to the Deputy Commander every day, detailing squadron problems, successes, and activities.  It is strongly suggested that this duty be moved around in the squadron, to help distribute the workload.  However, its execution is left to the commander’s discretion.

 FORMCHECKBOX 

Always ensure to the general welfare of all the cadets under your command, and maintain responsibility for their actions and their well-being.
Post Encampment:

 FORMCHECKBOX 

Write a final/closing report and submit to the Command Staff.
 FORMCHECKBOX 

Assist in the orderly closeout of the encampment
Squadron Executive Officer
Objective: Aid and assist the Squadron Commander in the execution of all duties.  Provide support and mentoring to the cadet staff whenever necessary.  Maintain responsibility for the general welfare of all cadets in your squadron, and ensure that safe living and learning conditions are maintained.  

Reports Directly to: Squadron Commander

Prior to Encampment:

 FORMCHECKBOX 

Directly prior to the Encampment, meet with the Squadron Commander and the Flight Commanders to discuss squadron operations and issues.
 FORMCHECKBOX 

Review all job descriptions for cadet positions at the squadron level and below.  Note critical tasks or deadlines that will require more supervision or support from you to ensure completion or success.

 FORMCHECKBOX 

Contact squadron commander.

 FORMCHECKBOX 

Provide guidance to the flight commanders as they make initial preparations for the pre-encampment meeting(s).   

 FORMCHECKBOX 

Obtain a written outline of expectations for members of the squadron staff, from your Squadron Commander.

 FORMCHECKBOX 

Always ensure to the general welfare of all the cadets under your command, and maintain responsibility for their actions and their well-being.
Encampment:

 FORMCHECKBOX 

Provide day-to-day supervision of all squadron staff personnel and functions.  Keep the Squadron Commander apprised of major accomplishments, obstacles, or concerns. 
 FORMCHECKBOX 

Review the training schedule daily.  Note critical tasks and/or deadlines that will require follow-u
p or greater supervision on your part to ensure completion or success. 

 FORMCHECKBOX 

Assist in the preparation, using the computer system provided, a written report every evening, on squadron problems, successes, and activities.  There will be a template provided for use.  Submit this to the Command Staff through your Squadron Commander.
Post Encampment:

 FORMCHECKBOX 

Write a final/closing report and submit to the Command Staff.
 FORMCHECKBOX 

Assist in the orderly closeout of the encampment
Flight Commander
Objective: Implement the cadet training regimen at the most basic level.  Be the direct superior officer and most accessible officer to the flight under your command.  Lead always by example and ensure that each cadet is given an equal opportunity to reach graduation.

Reports Directly to: Squadron Commander 

Prior to Encampment:
 FORMCHECKBOX 

Learn the commands and executions of drill movement in AFMAN 36-2203.

 FORMCHECKBOX 

Contact your Flight Sergeant.

 FORMCHECKBOX 

Learn all encampment course material. 

 FORMCHECKBOX 

Review the sequence of a Pass in Review as described in AFMAN 36-2203, 6.10.
 FORMCHECKBOX 

Directly prior to Encampment, meet with your Squadron Commander and staff to establish any and all policies and to find and fix any problems that might prevent successful mission prosecution
Encampment:

 FORMCHECKBOX 

Provide day-to-day supervision of all flight members.  Keep the Squadron Commander apprised of major accomplishments, obstacles, or concerns. 

 FORMCHECKBOX 

Review the training schedule daily.  Note critical tasks and/or deadlines that will 

require follow-up or greater supervision on your part to ensure completion or success.  Keep your Squadron staff informed to this.

 FORMCHECKBOX 

Always ensure to the general welfare of all the cadets under your command, and maintain responsibility for their actions and their well-being.
Post Encampment:

 FORMCHECKBOX 

Assist in the orderly closeout of the encampment
Flight Sergeant

Objective: Directly interact with the individual cadet basics.  Implement and execute all training regimens in direct contact with the trainees.  Maintain supervision and control over the cadets at all time.  Assist and aid the Flight Commander in any and all duties related to his goals for the flight.  

Reports Directly to: Flight Commander

Prior to Encampment:

 FORMCHECKBOX 

Directly prior to Encampment, meet with your Squadron Commander and staff to establish any and all policies and to find and fix any problems that might prevent successful mission prosecution

 FORMCHECKBOX 

Learn the commands and executions of drill movement in AFMAN 36-2203.

 FORMCHECKBOX 

Learn all encampment course material. 

 FORMCHECKBOX 

Review the sequence of a Pass in Review as described in AFMAN 36-2203, 6.10.

Encampment:

 FORMCHECKBOX 

Provide day-to-day supervision of all flight members.  Keep the Flight Commander apprised of major accomplishments, obstacles, or concerns. 

 FORMCHECKBOX 

Meet with the Cadet Squadron XO and/or Cadet Squadron Commander as required.  Brief them on significant accomplishments for the day, problems noted, and any significant issues relating to the next day’s schedule.

Post Encampment:

 FORMCHECKBOX 

Assist in the orderly closeout of the encampment

