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1. General 
 
1.1 Squadron members will be responsible for reading and complying with the information in this SOP 
at all times. 
 
1.2 Revisions or changes to the SOP may only be made with the consent of the Squadron and Cadet 
Commander(s). Any changes suggested must be submitted in memorandum format. 
 
2. Safety 
 
2.1 All Cadets and Seniors are responsible for promoting and following all safety rules. 
 
2.2 Safety violations will be immediately reported through the Chain of Command, unless the reporting 
member's superior was in violation of the rules. 
 
2.3 In hours of darkness and if there is no operable light in the drill area, or the light does not provide 
enough illumination, each element leader will carry a flashlight. 
 
2.4 Vehicular traffic in the drill area will not approach formations; all vehicular traffic must yield the 
right-of-way to troop movements. 
 
2.5 During periods of hot weather, leaders will take extra precautions to prevent heat injuries. Extra 
precautions may include. 

2.5.1 Having each cadet bring a minimum of one (1) canteen to the meeting/training event. 
2.5.2 Authorizing the removal of the BDU blouse (if applicable). 
2.5.3 Make provisions for a water source for replenishing canteens. 
2.5.4 Staff and Squad Leaders will be aware of each Cadet’s condition, and will see that 
water is consumed generously. In addition, periods of rest time will be implemented if necessary.  

 
2.6 At least two (2) Senior Members will be present at all cadet activities. 
 
2.7 Any violations or suspected violations of the Cadet Protection Policy/Squadron Hazing Policy will 
be reported directly to the Squadron Commander.   
 
2.8 A monthly safety briefing will be conducted. All Squadron members are responsible for attending 
the briefing. The Squadron Safety Officer will brief any member not in attendance on an individual 
basis. 
 

Safety Pledge 
 

As a Civil Air Patrol member I pledge to promote an uncompromising safety 
environment for myself and others, and to prevent the loss of, or damage to  
Civil Air Patrol assets entrusted to me. I will perform all my activities in a  
professional and safe manner, and will hold myself accountable for  

my actions in all of our Missions for America. 
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3. Organization 
 
3.1 The Aurora Cadet Squadron (ORO65) consists of squads and flights. The squad is the most basic 
organizational element within a cadet squadron. A squad typically consists of 5-9 cadets including the 
leader. A flight consists of 2-3 squads. The personnel requirements for a flight will be between 10-30 
Cadets. Because a squadron should consist of more than one flight splitting cadets into separate flights is 
encouraged when the membership reaches more than 30 Cadets. It is also recommended that a Cadet 
Basic Training Element be attached to a flight to assist in the training of recruits/new cadet members. 
 
3.2 In addition to the flight chain of command, the squadron will be commanded and supported by a 
Senior Staff and Cadet Staff. 
 

3.2.1 The Senior Staff will consist of: 
Squadron Commander  
Deputy Commander 
Leadership Officer 
Aerospace Education Officer  
Public Affairs Officer 
Testing Officer 
Safety Officer 

 Finance Officer 
 

3.2.2 The Cadet Staff will consist of:  
Cadet Commander 
Cadet Deputy Commander/Executive Officer  
First Sergeant 
Flight Commander 
Flight Sergeant 
*Squad Leaders  
*Assistant Squad Leaders/Team Leaders 
 
*7hese are in-flight positions. See Appendix  

 
In addition to the above positions, the Cadet Commander has the authority to assign the following 
support staff positions: Cadet Administration Officer, Cadet Leadership Officer, Cadet Aerospace 
Officer, Cadet Operations Officer, Cadet Communications Officer, Cadet Supply Officer, Cadet Public 
Affairs Officer, Cadet Recruiting Officer, and Cadet Training Instructor (CTI). Cadets need not be 
officers to hold officer-level position. However, Cadet Officers may not hold the position of Flight 
Sergeant or First Sergeant (these are strictly Cadet NCO positions). 
 
3.4 The Cadet Commander is chosen by the Squadron Commander and the Deputy Commander. The 
rest of the cadet staff is chosen per recommendation by the Cadet Commander and the Deputy 
Commander is the approving authority. 
 
3.5 Cadet Staff positions do not normally have terms. The Deputy Commander has the authority to 
rearrange the cadet staff as appropriate. Applications for cadet staff positions will be accepted one 
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month prior to the opening of a position and all accepted applicants will be informed at least one week 
before assuming duties. Note: The selection of a Cadet Commander is priority. The DCC must allow the 
incoming Cadet Commander to have adequate time to prepare a Cadet Staff. A change of command for 
any officer position will necessitate a change of command ceremony. 
 
4. Uniforms and Appearance 
 
4.1 All members will uphold all hygiene standards at all times to properly represent Civil Air Patrol. 
 
4.2 Cadet and Senior Members will be in a proper fitting uniform combination at all times. All uniform 
combinations must comply with CAPM 39-1. When worn, uniforms will be orderly, clean, and pressed 
so as to present a professional image. 

4.2.1 The uniform will have all accessories present and correctly placed. 
4.2.2 Uniforms will be ironed and have specific creases per CAPM 39-1. 
4.2.3 Footgear/Combat Boots will be cleaned and polished to standard, and in good serviceable 
condition. 
4.2.4 A valid CAP ID card will be carried at all times in uniform. 
4.2.5 Cadets and Senor Members with a GES Qualification will secure the 101 Card to the 
uniform while performing ES duties (An OD 550 cord lanyard is the suggested method of 
securing the 101 Card to the uniform.)  
4.2.6 Any additional patches or items will only be worn after authorization from the Squadron 
Commander, and requests will be submitted in memorandum format. 

 
4.3 The Service Dress Uniform will be worn the first meeting of every month unless otherwise specified. 

4.3.1 Flight Cadets will wear the minimum, short-sleeve, service dress uniform with ribbons.  
4.3.2 Cadet Staff is authorized to wear the service dress uniform in other variations, including 
additional accessories, under the directive of the Cadet Commander. 
4.3.3 All Cadets may bring an appropriate rain coat for wear over their uniforms during periods 
of cold and/or wet weather. 

 
4.4 The Battle Dress Uniform (BDU) will be worn at all other meetings (except for PT) and any 
activities, unless instructed otherwise.  

4.4.1 During periods of hot weather, the commander may authorize the sleeves of the BDU to be 
worn rolled up. In addition, he/she may authorize the complete removal of the BDU blouse. 
4.4.2 During periods of cold and/or wet weather, each cadet will wear an authorized BDU jacket 
In addition, black gloves are suggested. 
4.4.3 The BDU is considered a utility/work uniform and will not be worn for recruiting and/or 
public affairs activities unless specifically authorized by the Squadron Commander.  

 
4.5 The Physical Fitness Uniform (PFU) will be worn on the fourth meeting of every month for the 
CPFT. This consists of black shorts, a black shirt, and running shoes. 

4.5.1 During periods of cold weather, Cadets may wear the hooded sweatshirt over their required 
PT shirt 
4.5.2 Cadets earning the Presidential Physical Fitness Award may wear the patch on the upper 
left chest area of the shirt. The patch must not cover the Civil Air Patrol logo on the front of the 
shirt. 
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4.6 During certain drill and field exercises all Cadets will be issued a Load Bearing Vest (LBV), Two 1 
qt canteens, First-Aid pouch, and a web belt. According to the training needs, an optional Hydration 
System may be an appropriate substitute. 
 
4.7 The Squadron Commander is the approving authority for changes to the duty uniform and/or wear of 
field gear. 
 
5. Training 
 
5.1 Innumerable training topics exist in Civil Air Patrol. The Aurora Cadet Squadron takes training very 
seriously and holds a high expectation for the performance of its members. We train the way we operate, 
so expect to train hard! A few examples of this include: customs and courtesies, effective 
communication, drill and ceremonies, emergency services-disaster relief, time management, 
organizational skills, how to teach, and situational leadership. Overall, our goal is to make every cadet a 
good leader. Leadership is a learned behavior and everyone has the potential to be a great leader. 
 
5.2 All cadets will be responsible for the information found in CAPM 39-1, CAPR 52-16, CAPP 151, 
AF MAN 36-2203, Leadership 2000, and Aerospace Dimensions/Journey of Flight. Cadets will bring 
these manuals and all others they own to each meeting. The Cadet staff will be expected to maintain a 
higher standard of competency. All instructional material requirements/deficiencies will be recorded by 
the First Sergeant and reported to the Deputy Commander.  
 
5.3 Cadets will bring paper, and pens or pencils to each meeting and are expected to take notes during 
classes and announcements. 
 
5.4 Cadets will be expected to progress through the cadet training program. Cadets are strongly 
encouraged to attend and participate in Flight, Group, Wing, and National activities, and are also 
encouraged to apply for both flight and academic scholarships through the chain of command. 
 
5.5 Standards for progressing from one flight to another will be decided upon by the Cadet Commander 
and his/her cadet staff. 
 
6. Cadet Leadership 
 
6.1 Cadet Officers and noncommissioned officers are authorized to take charge of and direct subordinate 
cadets in the performance of CAP leadership training. They will judiciously enforce military discipline 
at all  times. They will never demean, belittle, harass or use obscene language. Any abuse of cadet officer 
or NCO authority may result in immediate demotion and relief of command, authority and responsibility 
by the Deputy Commander for Cadets. 
 
6.2 Cadet Officers and NCO's are responsible for maintaining discipline and for setting a good example 
at all times. When a cadet in a command position will be absent, they will notify the next in rank to take 
charge and explain the specific duties that the next in rank will be in charge of. Cadet Officers are not 
relieved of responsibility even when action is delegated to another cadet. The delegating officer retains 
the responsibility for an actions of those appointed or subordinate to them. 
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6.3 Cadet Officers and NCOs will, in a professional manner, suggest improvements in subordinates' 
appearance and behavior promptly any time substandard performance is observed. They are also 
required to report major infractions of appearance and behavior standards to the Cadet Programs Staff. 
 
6.4 Cadet Officers are expected give proper orders at anytime to cadets junior to them. Accordingly, 
they should plan, organize, coordinate, direct and evaluate to fulfill those requirements. Cadet 
Commanders must fully use the cadet staff in the accomplishment of tasks and missions to insure 
maximum learning and effectiveness. 
 
6.5 All  Cadet Officers and NCOs will be evaluated on their job performance and leadership potential 
using the CAPF 50 and/or informal counseling. 
 
7. Awards 
 
7.1 An award is formal recognition of outstanding performance or capability. There are two kinds of 
awards: individual and unit . 
 
7.2 Each year, the Squadron will nominate at least one cadet staff member and at least one cadet staff 
member (including team leaders) for Cadet NCO of the Year and Cadet of the Year, respectively. Cadet 
of the Quarter will be awarded in the quartered calendar year (Mar, June, Sept, Dec) 
 
7.3 The Squadron Commander and Cadet Commander (with the authorization of the Squadron 
Commander) have the authority to bestow any awards they feel appropriate. Flight Sergeants and Team 
Leaders are also encouraged to award their cadets; for instance, having an honor cadet each week. 
 
8. Testing and Promotions  
 
8.1 Written tests will be administered on a weekly basis and physical testing will he held the fourth 
week of every month. A list of cadets needing to be tested should be turned in to the Squadron Testing 
Officer one week before the tests are to be taken (this is the responsibility of the Cadet First Sergeant)  
 
8.2 It is the responsibility of the Squadron Testing Officer to ensure prompt scoring of all tests. The tests 
should then be given to the Leadership/Administrative Officer for immediate filing. 
 
8.3 Promotion boards are an essential part of the promotion process. They allow the staff to examine the 
promoting cadet under stress and see how the cadet performs under pressure. Promotion boards are 
designed for evaluation purposes only. Because of the importance of progression through the cadet 
program, promotion boards take precedence over most other unit activities. 
 
8.4 Promotion boards will be held the first week of each month. If a cadet can not attend that week, the 
permanent board staff is encouraged to hold a promotion board on an alternate date for that cadet, to 
ensure that the cadet has the opportunity to promote as quickly as possible. 
 
8.5 The staff members who will sit in on a cadet promotion board depend on the achievement and are 
listed in the Squadron Promotion SOP. From time to time the board may consist of a guest board 
member and will be allowed at the request of the permanent board members. Cadets will not sit in on the 
promotion board of a superior. 
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8.6 Promotion boards are required for each achievement giving an increase in grade. 
 
8.7 Cadets will not be promoted unless they complete their promotion board to the satisfaction of the 
members of the board. If they pass, their CAPF 59-1, 59-2, or 59-3 will be signed as soon as possible, 
preferably the same night as the promotion board. The DCC will forward these documents to National 
Headquarters for milestone achievements. 
 
9. Meeting Procedures 
 
9.1 Members will be responsible for reading all items on the bulletin boards. 
 
9.2 Cadets will stand at attention in passageways to allow staff members of a higher rank to pass. 
 
9.3 Any items borrowed for training or other purposes will be returned as soon as possible. 
 
9.4 Cadets will stay in their designated area/classroom at all times, especially when Senior Staff 
meetings are being conducted or Military Personnel are conducting business at the Armory. 
 
9.5 Cadets will clean the building, chalk boards, and arrange the classroom to standard. The First 
Sergeant will be in charge of overseeing this procedure and will dismiss the cadets at the end of the 
night. Senior Members are responsible for securing the armory prior to leaving the premise. 
 
9.6 Members will attend each meeting on time, unless give notification through the chain of command 
beforehand. If late, cadets must explain the reason to their Flight Sergeant. 
 
9.7 All cadets will maintain the highest standards of professionalism while at the meetings and activities. 
Hazing, horseplay, pranks, and other inappropriate behavior will not be tolerated. This includes 
fraternization between male and female cadets. 
 
9.8 All staff members will be on time and prepared for the meeting NLT 1830 Hours, unless prior 
engagements interfere. This includes having full accountability of all cadets and required equipment 
prior to the meeting.  
 
9.9 All members will be familiar with and follow the chain of command. 
 
9.10 All members will know and act in accordance with the Honor Code, Cadet Oath, and exercise 
Military Bearing per Section 13 of this SOP. 
 
10. Customs and Courtesies 
 
10.1 Cadets will briskly and silently remove headgear three paces from a door, or when placing their 
foot on the bottom step prior to entering a building: The drill floor is considered "outdoors." 
 
10.2 Cadets will salute and offer the greeting of the day to all officers, military, senior, or cadet, in the 
immediate area except when is formation. 
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10.3 Cadets will assume the position of attention when addressing or being addressed by a superior staff 
member, unless the staff member directs otherwise. 
 
10.4 When asked a direct question, the answer will be clear, brief, and concise. Cadets will address 
officers as Sir or Ma'am and NCOs as Sergeant. The First Sergeant will be addressed as First Sergeant 
Flight Sergeants, when not sergeants, will be addressed as Flight Sergeant and other cadets will be 
addressed by their respective grade. 
 
10.5 If any Military Personnel are present cadets will address them by their respective grade. All officers 
or warrant officers will be addressed as Sir or Ma'am. 
 
10.6 Any unidentified civilian adults in the area will be addressed as Sir or Ma'am. 
 
11. Administration 
 
11.1 All reports and correspondence will be typed pr printed neatly with correct grammar and 
punctuation before being turned in. All official communication within the organization will be in proper 
Memorandum Format IAW CAPR 10-1 (see Figure 1). 
 
11.2 The Cadet Administration Officer will be responsible for updating and maintaining the cadet 
personnel files.  The Cadet Administration Officer will periodically check the cadet personnel files with 
each cadet to ensure the file is current and no important documents are missing. However, it is the 
individual cadet’s responsibility to ensure that no records are missing and that their files are up to 
date.  If the file needs to be updated, it is the cadet’s responsibility to inform the Cadet Administration 
Officer of the deficiencies. 
 
11.3 A CAPF 2a will be used to process cadets for awards.  Any cadet can recommend another cadet for 
an award if he/she feels they have observed actions that meet the specific criteria out lined in  
CAPM 39-3. In addition the Cadet Chain of Command has the responsibility and is encouraged to 
recognize outstanding and/or meritorious performance. 
 
11.4 Periodically the staff may require a cadet to write a report or essay as part of the training program 
or for other purposes to include incentive training. All written reports or other assignments will be 
completed by the assigned due date. Failure to complete assignments in a timely manner will result in 
disciplinary action. 
 
11.5 Attendance at weekly meetings and training events will be tracked by the staff. It is the 
responsibility of each individual cadet to sign-in on the attendance roster.   The Cadet Administration 
Officer will be responsible for maintaining the attendance roster/binder. 
 
11.6 To ensure Operational Security, cadets will not communicate with outside agencies about CAP 
Operations, Policy, or Mission-Related information without notifying the Squadron Commander and 
Public Affairs Officer. 
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SQUADRON MEMORANDUM FORMAT 
(Figure 1) 

 

 
 

 
 

HEADQUARTERS 
AURORA COMPOSITE SQUADRON –CAP 
UNITED STATES AIR FORCE AUXILIARY 

204 S John Adams St 
Oregon City, OR 97045 

 
(DD Month YY) 

 
 
MEMORANDUM FOR CADET COMMANDER 
 
TO:  Full Name, Rank 
 
FROM: Full Name, Rank 
 
SUBJECT: Main Idea/Purpose of Memorandum 
 
1. Use numbered paragraphs. Font Type is Times New Roman, 12 point size. 

2. Make sure that you use proper rank abbreviations. Check for spelling and grammar errors before submitting 
the memo. 

3. If you need to use a subparagraph: 
 

a. Use lower case letters for your bullets 
b. Like the one to the left 
c. If your paragraph is subdivided 
 

(1) For subparagraphs within subparagraphs, use this type of numbering. 
(2) Do not subdivide your thoughts into any further paragraphs beyond this.  

 
4. Always include your contact information if you desire a response.  Include your Phone Number  

555-555-1234 and e-mail highspeedcadet@myemail.com Begin your signature block three hard returns down 
and three spaces to the right of center. 
 
 
        JOSEPH J SNUFFY, C/SSgt, CAP 
        1st Squad Leader 
 
ATTACHMENTS: 
1. List any attachments here. 
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12. Discipline 
 

12.1 Any member who willfully violates the policies outlined in this SOP or any other policies   
issued by higher headquarters (including regulations and manuals) will be subject to 
disciplinary action. 

 
12.2 Disciplinary actions will be initiated by the chain of command and may include, but are not 

limited to, any of the following actions: 
 

a. Oral Reprimand 
b. Authorized Incentive Training 
c. Letter of Counseling (LOC) 
d. Letter of Reprimand (LOR) placed in the cadet’s personal file 
e. Suspension of grade or demotion 
f. Termination of Cadet Membership  

 
12.3   The level of disciplinary action taken will be decided by the Deputy Commander for Cadets. 
 
12.4 Any Cadet faced with disciplinary action has seven days to meet with the Squadron 

Commander/Deputy Commander of Cadets to appeal the action. This rule does not supersede 
National Regulations and only applies to written letters of reprimand/counseling. 

 
12.5 If disciplinary action is to include demotions or termination of membership, the appropriate 

procedures for such an action will be followed as outlined in CAPR 35-3, CAPM 39-2, and 
CAPR 52-16. 

 
 
 
 

The discipline which makes the soldiers of a free country reliable in battle is not to be 
granted by harsh or tyrannical treatment. On the contrary, such treatment is far more likely 
to destroy than to make an army. It is possible to impart instruction and to give commands 
in such a manner and such a tone of voice to inspire in the soldier no feeling but an intense 
desire to obey, while the opposite manner and tone of voice cannot fail to excite strong 
resentment and a desire to disobey.  The one mode or the other of dealing with 
subordinates springs from a corresponding spirit in the breast of the commander.  He who 
feels and hence manifests disrespect towards others, especially his inferiors, cannot fail to 
inspire hatred against himself. 
 

Major General John M. Schofield 
Address to the United States Corps of Cadets 

11 August 1879 
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13. Required Knowledge 
 
The Cadet Oath 
 
"I pledge to serve faithfully in the Civil Air Patrol Cadet Program and that I will attend meetings 
regularly, participate actively in unit activities, obey my officers, wear my uniform properly, and 
advance my education and training rapidly to prepare myself to be of service to my community, 
state, and nation." 
 
The Cadet Honor Code 
 
“On my honor as a Civil Air Patrol Cadet, I will not lie, cheat, steal, or commit any act of intentional 
dishonesty nor tolerate those who do.” 
 
The Definition of Leadership 
 
“Leadership is the art of influencing and directing people in a way that will win their obedience, 
confidence, respect, and loyal cooperation in achieving a common objective.” 
 
Definition of Military Discipline 
 
“That mental attitude and state of training which renders obedience instinctive under all conditions. 
It is founded upon respect for and loyalty to a properly constituted authority” 
 
The Value of Drill and Ceremonies 
 
“On the drill floor the individual learns to participate as the member of a team, to appreciate the need 
for discipline; that is, to respond to authority, to follow orders promptly and precisely, and to 
recognize the effects of their actions on the group as a whole. Learning to follow is the beginning of 
leadership” 
 
The Civil Air Patrol Motto 
 
“Semper Vigilans -- Always Vigilant” This reflects the ever-ready status of the Civil Air Patrol. It 
means that every member, cadet and senior, must be prepared to respond effectively to any situation. 
 
The Principles of Follwership 
 
Customs and courtesies 
Respect for authority 
Attitude 
Integrity 
Discipline 
Listening 
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Required Knowledge (continued) 
 
The Three Missions of Civil Air Patrol 
 

Aerospace Education 
− Internal 
− External 

Cadet Programs 
- Leadership 
- Moral Leadership 
- Physical Fitness 
- Aerospace Education 
- Activities 

Emergency Services 
− Search and Rescue 
− Disaster Relief 
− Homeland Security 
− Counter Drug 

 
General Orders 
 

1. I will guard everything within the limits of my post and quit my post until properly relieved. 
2. I will obey my special orders and perform all my duties in a military manner. 
3. I will report violations of my special orders, emergencies, and anything not covered in my 

instructions, to the commander of the relief. 
 

Civil Air Patrol Birthday  -- December 1, 1941 
 
Civil Air Patrol Core Values 
 
 Integrity 
 Volunteer Service 
 Excellence 
 Respect 

  
8 Troop Leading Procedures 
 

1. Receive the mission 
2. Issue the warning order (WARNO) 
3. Make a tentative plan 
4. Start movement 
5. Conduct a leader’s reconnaissance 
6. Complete the plan 
7. Issue the operations order (OPORD) or fragmentary order (FRAGO) 
8. Supervise and Refine 
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14. Chain of Command 
 
The Chain of Command consists of the following positions.  All members are responsible for 
knowing both the positions and the people holding these positions. (Due to possible changes within 
the chain of command, you are advised to use pencil when filling in the names.) 
 
Commander in Chief:   The Honorable __________________________________ 
Secretary of Defense:   The Honorable __________________________________ 
Secretary of the USAF:  The Honorable __________________________________ 
 
Chairman, Joint Chiefs of Staff                ___________________________________ 
Chief of Staff, USAF   ___________________________________ 
Commander, AETC   ___________________________________ 
Commander, Air University  ___________________________________ 
Commander, CAP-USAF   ___________________________________ 
 
CAP National Commander  ___________________________________ 
CAP Pacific Region Commander  ___________________________________ 
CAP Oregon Wing Commander  ___________________________________ 
 
Squadron Commander   ___________________________________ 
Deputy Commander for Cadets  ___________________________________ 
 
Cadet Commander   ___________________________________ 
Cadet Deputy Commander  ___________________________________ 
Cadet Executive Officer   ___________________________________ 
Cadet Flight Commander   ___________________________________ 
 
NCO SUPPORT CHANNEL 
 
First Sergeant _________________________________ PHONE:____________________ 
 
Flight Sergeant _________________________________ PHONE:____________________ 
 
Squad Leader _________________________________ PHONE:____________________ 
 
Team Leader _________________________________ PHONE:____________________ 
 

 
CADET ADVISORY COUNCIL (CAC) 
 
Oregon Wing Chair _______________________________ 
Oregon Wing Vice Chair _______________________________ 
Squadron Representative  _______________________________ 
Alternate Representative  _______________________________ 
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APPENDIX A 
 

DUTIES AND RESPONSIBILITIES OF SQUAD LEADERS/ASSISTANT SQUAD LEADERS 
 
1. Squad Leader 
 

1.1. The Squad Leader is a member of the Flight who takes on the responsibilities and duties of 
leading the element assigned to him/her during all meetings and squadron activities. It is 
recommended that the leader assigns an assistant to assist him/her with the following duties.  

 
1.2.  The Squad Leader is directly responsible for the safety, well-being, and training of all those in 

his/her squad.  Squad Leaders must be present for and ensure that each cadet within the element 
is equipped for training and field exercises. Directly responsible for the actions of each 
individual cadet assigned to them. The Squad Leader is responsible for all his/her element does 
or fails to do. 

 
1.3. Squad Leaders will conduct a hands-on Pre- Combat Inspection (PCI) of assigned cadets before 

each training activity or mission.  Any deficiencies should be noted in the “Squad Binder” 
using the Squad Inspection Form. 

 
1.4.  Squad leaders are required to maintain accountability of all assigned personnel and any 

equipment assigned to the squad.  This accountability is expected to be “hands-on” meaning the 
squad leader must be able to state the whereabouts of assigned personnel at any moment. The 
Squad Leader will maintain a “Squad Binder” containing up-to-date personal and contact 
information on each cadet assigned to their element.  All information will be recorded on a CAP 
Form 60 and placed in the binder. 

 
1.5. Must demonstrate proficiency in common cadet tasks and drill and ceremonies and be able to 

instruct cadets properly on each of these items. 
 

1.6. Must make contact with each member of the squad every week between meetings and 
NLT 48 hours prior to any weekend training events. The purpose of this requirement is for 
several reasons:  

 
1.6.1. To ensure each cadet is aware of the required uniform/equipment.  
1.6.2. To ensure that each cadet is aware of any special events and/or special training 
1.6.3. To follow-up on individual performance from the week prior ensuring that                                                                                                                                     

deficiencies are corrected. 
1.6.4. To check for any special needs that the cadet may have for upcoming training (i.e 

promotion boards, tests, CPFT, or anything that needs to be sent up the chain of 
command. 

 
1.7. Chain of Command – The squad leader reports directly to the Flight Sergeant/Flight 

Commander.  
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Appendix B 
 

CADET UNIFORM STANDARDS- SERVICE DRESS UNIFORM, CLASS B 

 
1. Grade Insignia  

1.1. Cadet Airman/NCO – Metal chevron(s) placed on both collars.  Placement is 1 inch up and centered from the front 
edge of the collar. 

1.2. Cadet Officer – Small cadet pin-on rank insignia placed on AF Blue slip-on epaulets. 
2. CAP Cutouts 

2.1. C/AB – Highly Polished Metal CAP Cutouts on both collars 
2.2. C/Amn – C/CMSgt – NOT WORN 
2.3. Cadet Officer – NOT WORN  

3. CAP Aviation Badges and Specialty Insignia -- Highly Polished, worn ½ inch above ribbons or top edge of pocket. 
4. Ribbons – Worn resting on but not over the top edge of the left pocket and centered between the left and right edges.  

Worn in proper order of precedence (see Appendix D). 
5. Nameplate – Blue, three-line, rests on but not over top edge of right pocket, centered between right and left edges. 
6. CAP Specialty Badges (such as model rocketry badge) – Worn centered on the left breast pocket between left and 

right edges and the bottom of the pocket flap and the bottom edge of the pocket. 
7. Oregon Wing Patch – Worn centered ½ inch below shoulder seam on left sleeve. 
8. Marksmanship Award – Worn centered on the left breast pocket flap.  Top of medal should be flush with the top edge 

of the pocket. 
9. Tie Tack/Bar – Silver oxide CAP Crest or Air Force Coat of Arms only. Center the tie tack/bar between the bottom of 

the knot and the bottom (tip) of the tie. 
10. High Gloss Low Quarter Shoes Required. (Corofam or Leather Oxford) 
11. Trouser Hemming – The hem of the trouser will rest on the front of the shoe with a slight break in the front trouser 

cease at the ankle. The “West Point Cuff” style of hemline will be used (Description: Hemline slopes towards the rear 
(heel) of the shoe and approximately 7/8 inch lower in the back.)   
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Appendix B (Continued) 
 

CADET UNIFORM STANDARDS- BATTLE DRESS UNIFORM 
 

 
 
 
1. Grade Insignia  

1.1. C/AB – Highly Polished CAP Cutouts placed on both collars. Placement is 1 inch up and centered. 
1.2. Cadet Airman/NCO – Metal chevrons placed on both collars.  Placement is 1 inch up and centered. 
1.3. Cadet Officer – Cloth Embroidered Rank Insignia on Ultramarine Blue background. Only 1/8 inch of excess blue 

background is required. 
2. “Civil Air Patrol” Branch Tape – 1 inch Ultramarine Blue tape with white lettering sewn immediately above the left 

breast pocket flap. The tape will run the entire width of the pocket flap. The ends of the tape will be folded under to 
present a professional appearance when sewn, not cut. 

3. Name Tape --  1 inch Ultramarine Blue tape (must match Civil Air Patrol branch tape) with white lettering sewn 
immediately above the right breast pocket flap (same as above) 

4. Oregon Wing Patch -- Worn centered ½ inch below the shoulder seam on the left sleeve. 
5. Squadron Patch – When earned, the Squadron Patch will be worn centered on the right breast pocket. 
6. National Cadet Special Activity Patch – Worn ½ inch below the shoulder seam on the right shoulder. 
7. Combat Boots (Highly Polished) will be worn at all times when in the BDU uniform. Calf length boot socks will be 

black or green in color. Trouser will be properly bloused at the top of the boot. Boots may have a capped toe. Hot 
weather boots are authorized and may have black or green canvas. 

8. Headgear – The BDU Cap will be worn with the uniform.  Cadet Officers will wear cloth rank insignia sewn on the 
front center of the BDU Cap. Starching of the BDU is not authorized. 

9. Embroidered CAP Aviation/Ground Team Badges will be sewn ½ inch and centered above the “Civil Air Patrol” 
tape. 
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Appendix C 
 

ORDER OF PRECEDENCE FOR MEDALS AND RIBBONS 
 

 
 
1. Ribbons will always be placed on wearer’s left with bottom row resting on, but not over, top edge of left pocket. When 

worn in rows of three, ribbons will be centered above the pocket between the left and right pocket edges. Only to prevent 
the service coat lapel from covering the ribbons, additional rows of ribbons containing less than three may be aligned 
with the left ribbon edge. The top row of ribbons will be centered over the row immediately below. When worn in rows 
of four, left edge of the ribbons may be aligned with the left edge of the pocket or centered above the left pocket. Only to 
prevent the service coat lapel from covering the ribbons, additional row of ribbons containing less than four may be 
aligned with the left pocket edge with the top row of ribbons centered over the row immediately below. There will be no 
space between the rows of ribbons. 

2. Wear a maximum of four devices on each ribbon. Place silver devices to the wearer’s right of bronze devices. Replace 
the bronze device with a silver device after receipt of the fifth bronze device. 

3. If all authorized devices do not fit on a single ribbon, wear a second ribbon. Wear a minimum of three devices on the 
first ribbon before wearing a second ribbon. When wearing the second ribbon, place after the initial ribbon. It counts for 
one award. When future awards reduce device to a single ribbon, remove the second ribbon. 
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Appendix D 
 
 

WORK/REST AND FLUID REPLACEMENT GUIDELINES FOR WARM  WEATHER TRAINING  
(Applies to average member wearing the Battle Dress Uniform) 

 
 

Easy Work Moderate Work Hard Work Heat 
Category 

Temperature 
index (oF) 
(WBGT) 

 

Work/Rest Water 
Intake 
(qt/hr) 

Work/Rest Water 
Intake 
(qt/hr) 

Work/Rest Water 
Intake 
(qt/hr) 

1 78 – 81.9 No Limit ½ No Limit ¾ 40/20 min ¾ 
2 

(Green) 
82 – 84.9 No Limit ½ 50/10 min ¾ 30/30 min 1 

3 
(Yellow) 

85 – 87.9 No Limit ¾ 40/20 min ¾ 30/30 min 1 

4 
(Red) 

88 – 89.9 No Limit ¾ 30/30 min ¾ 20/40 min 1 

5 
(Black) 

90 plus 50/10 min 1 20/40 min 1 10/50 min 1 

Information courtesy of LTC Mark A. Lovell, MD, MPH, Program Manager Disease and Injury Control, Directorate of 
Clinical Preventive Medicine, U. S. Army Center for Health Promotion and Preventive Medicine 
 

Easy Work Moderate Work Hard Work  
Walking on Hard Surfaces at 2.5 
mph, with 30 lb. Load or less 
 
Marksmanship Training 
 
Drill and Ceremony 

Walking on Hard Surfaces at 3.5 
mph, with 40 lb. Load 
 
Calisthenics 
 
Search Team Activities/Patrolling 
Individual Movement Techniques 

(i.e. low crawl, high crawl) 
 

Walking on Hard Surfaces at 3.5 
mph, more than 40 lb. Load 
 
Walking on Loose Sand at 2.5 mph 
with Load 

 
Notes: 

1. The work/rest times and fluid replacement volumes will sustain performance and hydration for at 
least 4 hours of work in the specified heat category. Individual water needs will vary ±¼ qt/hr.  

2. Rest means minimal physical activity (sitting or standing), accomplished in the shade if possible.  

3. CAUTION: Water/fluid intake should not exceed 1½ quarts per hour.  

4. Daily water/fluid intake should not exceed 12 quarts.  
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Appendix E 
 

ACHIEVEMENT TEST REQUIREMENTS 
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Appendix F 
CADET GRADE INSIGNIA 
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Appendix G 
 

SENIOR MEMBER GRADE INSIGNIA 
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Appendix H 
 

MAJOR BREWER’S TIPS FOR SUCCESS 
 
 
 

• Be in the best physical shape possible; be mentally and physically tough. 

• Listen and learn from good leaders. They will be the best asset to your success. 

• Strive to be an expert in all common tasks and basic skills; memorize the unit SOP’s. 

• Don’t be afraid to ask the good questions and learn. Remember, “you don’t know what you 

don’t know”  

• Become familiar with your subordinates and be considerate of their needs.  

• Be a team player and always take notes! Nobody has a photographic memory 

• Leaders make things happen.  In the absence of orders, good leaders make things happen.  

• Duty is 24 hours a day. 

• Lead by example.   

• Appreciate the sacrifices Soldiers, Sailors, Marines, and Airman and their families make 

every day.  

• Put others before yourself, work hard, and keep the word can’t out of your vocabulary. 

• As a leader, STAY IN YOUR LANE; concentrate on your own tasks and your individual 

unit’s tasks – These are the skills your squad, flight, or squadron need to know to be 

effective during the mission. 

• Find a mentor and latch on to them. Be thirsty for the knowledge that they have. 

• Be balanced; learn to devote time to work, family, and your faith.  
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♦  AURORA CADET ETHOS  ♦ 
 

◊ Our kind of leadership is all about putting your people 

first and yourself last. 

 

◊ Our Officers and Cadet NCOs are known for their strict 

enforcement of the standards and discipline because 

“good enough” just doesn’t cut it. 

 

◊ We will instill pride in every Cadet we train. Pride in 

one’s self, the unit, and in our country. 

 

◊ We are highly motivated, well disciplined, physically 

and mentally fit. 

 

◊ We never give up or give in.  

 

 


