CADET IN-PROCESSING WORK FLOW CAMP SWIFT

1. Cadets will be stationed at the main gate.  They will wear orange vests and will carry orange wands to direct traffic.  A senior staff will also be stationed for safety with the cadets.
2. Another cadet will be stationed at the entrance of the barracks parking lot.  
3. A CAP van will be positioned at the main gate so that it can be easily seen from the highway.  Cadets and senior staff that drive POV will park in the parking lot.
4. Cones will be placed in the barracks parking lot so that traffic forms a U to easily enter and exit.  
5. An awning will indicate the area where parents drop off cadets
a. A list of basic cadets with the flight assignments will be located at the awning area.
b. A senior staff will be available at the awning area to answer parent’s questions.  
c. The encampment Chaplain will be available for parent’s questions and concerns.
d. Two cadet staff will work the drop off area.
e. Parents will not be allowed in the dining hall or in the baggage check areas.
f. Support staff will help move luggage
6. Baggage will be taken to the barracks are and baggage checks will be done in the barracks area after cadets return from Admin.  
7. After luggage drop off the cadets will take the CAP ID, and missing forms, medicine and money that is due to the Dining Facility.
a. Cadet will report in to administration and present CAP ID.
b. Cadet will pay any funds remaining, if any.
c. Cadet will report to medical for intake and drop off medicine.
8.  Cadets will return to barracks area for Baggage check.
a. Flight guidons will be placed where cadets can move their luggage to the proper flight.  A flight list will be available for each flight TAC officer.
b. Bags will be checked by TAC officers assisted by flight commanders.  
c. TAC Officers will collect contraband and POV keys. Items will be placed in a baggy or manila envelope and labeled with cadet’s name and flight.  A list will be attached to the envelope. A receipt for the items will be given to the cadet.
d. Cadets will fill their canteen with water.
e. Flight sergeants will help cadets move their luggage to the barracks.
9. Cadets will report to flight area
a. Cadet will sign flight roster
b. Cadet will receive T-Shirt 
c. Cadet will receive SOI
d. Blues uniform will be fully inspected.
10. As soon as cadet has completed in-processing he or she will begin make their bunk, stow their gear, change into BDUs and begin training assignments for the day.

