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Flight Operations

Chapter 1:  General Support Staff

1-1
Staff Appearance

a. Cadet staff is to set the example for the cadets in the flight.  This means the cadet staff is expected to keep his or her uniform in accordance with CAPM 39-1.  Barracks are to be kept at an equal or higher standard than that of the cadets in the flight. The cadet staff should make his or her bunk with white sheets and hang all uniforms on hangers and stow any other items in his or her trunk. Barracks and uniforms may be inspected by the Commandant of Cadets or any other designated officer to determine their condition.

b. All support staff are expected to behave in a manner concurrent with all CAP regulations.  Improper behavior should be immediately reported to that cadet’s superior.

c. Proper disciplinary action should be taken on a case by case basis.

1-2 Staff Buildings

a. Each night, an assigned cleaning crew will sweep and tidy up the executive staff work area, the administration and finance work area, medical work area, communications work area, and logistics work area 15 minutes prior to the close of the day.

b. Each department is responsible for their own office area.  It will be kept neat, clean and presentable at all times.  All latrines in the work area will be cleaned and restocked with paper towels and toilet paper, as needed.  All trash cans will be emptied and trash taken to the dumpster.

c. The Administration Staff Building will open every day shortly after breakfast and close promptly at 2200 hours.

1-3 Staff Conduct

a. Support Staff shall conduct themselves in a respectful, courteous manner at all times.

b. Support Staff will have one hour free each night between cadet lights out and staff lights out (2200 – 2300).  During this time cadet staff is free to do as they please, provided they follow all encampment and CAP Regulations.  You must conduct your activities in a non-disruptive manner.  This includes but is not limited to: harassing the cadets on CQ duty; disturbing any cadets that wish to sleep, cadets in flight or staff members; any form of fraternization, or any other activities that would extend a negative connotation to our organization.
c. Support Staff will be in their bunk at cadet staff lights out.  No staff member will be allowed to have a personal computer in the barracks area.  All work will be done during the duty day.  No staff will watch movies on personal computers after lights out.
d. Public Display of Affection and/or fraternization of any kind will not be tolerated and can result in the dismissal from the encampment.

e. Profanity will not be tolerated.

f. The staff will be courteous at all times

1-4
Formations and the Support Staff Flight

a. An assigned Flight Commander and Flight Sergeant will be responsible for the presence of the entire Support Staff Flight at every formation.  There will be no exceptions.

b. All Support Staff members will be required to attend PT every morning.

1-4 Staff Inspections

a. Support Staff inspections will be accomplished by the Cadet Executive Officer.

b. Uniform inspections will be done daily by simple observation throughout the day.  There will be, however, a few formal inspections throughout the duration of the encampment.  All OICs are responsible for keeping their staffs uniforms within regulations (CAPM 39-1).

c. A walk through inspection of the Support Staff barracks will be completed daily.  Every staff member is expected to set the example for cadets.

1-6
Customs and Courtesies

a. Proper customs and courtesies will be expressed at all times for the duration of the encampment.

b. All OICs will be treated and respected as officers due to the nature of their position.

c. All other staff members will be treated according to their grade.

d. Rank will take precedence over one’s grade.  Example:  A cadet NCO in an OIC position will be saluted by an officer on his staff.

1-7 Staff Meetings

a. Each OIC is expected to hold a brief staff meeting each night after the close of the Support Staff Building.  This meeting will take no longer than 10 minutes.  Problems, concerns, and accomplishments for that day should be discussed as well as the goals for the following day.

b. Shortly after each department meeting is held, all the OICs will meet with the Cadet Executive Officer and discuss what occurred during the day.  This will be the time to ask any questions.  Attendance of all OICs at staff meetings is mandatory.

c. Time after your required meetings is considered your free time.  Refer to 1-3 Section (b) of this OI for more information of “Free Time”.

1-8 Safety

a. Any safety hazard or potential hazard should be reported to the Cadet Safety Officer.  The Cadet Safety Officer doubles as the Cadet Medical Officer In Charge.

b. At any time during the encampment, safety will never be jeopardized for the potential gain of anything.

1-9 Staff Expectations

a. Having agreed to participate on staff at this encampment, you will be expected to complete and surpass any tasks or duties assigned to you.  Failure to do so may result in disciplinary action.

b. Each individual will be expected to follow the proper chain of command at all times.  This chain will be described to you during the first staff meeting.

Chapter 2: Communications

2-1
Responsibilities

a. The Communications OIC is responsible for the implementation of all procedures established in this policy
b. The OIC will develop a communications plan for use of the encampment staff.  
c. The Comm OIC is also responsible for working closely with the safety officer to develop a safety communication’s plan to be used in times of emergencies.  These plans will be published and distributed to the encampment staff for use during the encampment.

2-2 General

a. Staff will conduct themselves in accordance with Chapter 1 of this SOP.

b. If using CAP radio frequencies staff members must have an ROA card

2-3 Radio Operations

a. All transmissions will begin and end with appropriate CAP call signs.  Appropriate radio terminology will be utilized.

b. Neat and orderly communications logs will be maintained.

c. All radio transmissions will be kept concise.

d. All messages which need to be passed on will be done in a swift manner.

2-4 Telephone Operations

a. A list of emergency cell phones will be collected from all staff members and posted for all staff members.
b. An emergency cell phone number will be posted on the www.texascadet.org website for emergencies.

c. When calling for emergency assistance you will state your name, location and type of emergency.

d. All conversations will be limited to CAP business and will be kept as short as possible.

Chapter 3: Logistics

3-1 Vans

a. All van used must be authorized by LGX OIC or LGX NCO.  All vans must have already been inspected and cleared for travel for that day.

b. The LGX OIC will confirm that all vans signed into the encampment activity comply with the inspection regulations and have a full tank of gas.

c. All vans must be returned to the base 15 minutes before evening formation.

d. Any problems need to be reported to the LGX staff who will inform the DCP of needed repairs.  Any van that does not meet the inspection requirements prior to the encampment will not be signed into the encampment for use.

e. Vans are not cleared to leave at the end of encampment unless they have been inspected.  Any discrepancies need to be noted in the van log.  Any safety violations need to be reported to the TX WG Safety and Logistics Officers.

f. Staff using the vans will sign the vans out and state the purpose of their use.  Only encampment related purposes will be funded with cadet program’s funds.

3-2 Staff

a. One member of the Logistics staff will be present in the logistics area at all times unless a logistics run has been initiated in which a logistics member must return within twenty minutes of they time they left.

b. Staff leaving the area must inform the OIC when they leave.

c. A member of logistics will meet daily with the DOT to determine what their needs will be for the following day.  A written request will be made for these items.

d. A detailed inventory must be kept and updated for everything lent or consumed.
3-3 Logistic Runs

a. Notify the OIC before each logistic run that involves leaving the compound.

b. A list of items needed will be presented to the DCP for approval to be purchased with cadet programs funds.

c. Vans will be signed out even if it is logistics member who is on the trip.

Chapter 4:  Public Affairs
4-1 General PAO

a. All stories written for Public Affairs need to be interesting, but also true.  They will be full of nothing but facts.

b. The stories that are written will not contain nay use of slang or vulgar language.

c. Photographs taken will be of good taste.

d. Be familiar with your media personnel.

e. Write all articles for submission to Wings Over Texas and National CAP News.

f. Create daily information to be posted on the web page.

g. Have all articles approved by encampment commander, Director of Cadet Programs, or their designate before publication or submission.

4-2 Photographs

a. No pictures will be taken until it is certain what type of photo is desire.

b. If a photo is to be taken of CAP personnel, there whould be no hairline or uniform violations.

c. Photos taken of personnel should have an appropriate facial expressions.

4-3 Press Releases

a. All paper used for press releases will be the standard white (8 ½ X 11) paper.

b. Press releases will be typed on only one side of the paper, using double or triple spacing.

c. Do not make up a headline, that is the editor’s job.

d. Start the press release about one third of the way down on the first page.  That space may be used for editorial notes or the headline ideas.

e. Don’t start a press release until you decided the purpose.

f. Make the press releases as short as possible, but still full of important information to fulfill its purpose.
g. When sending a press release to the media, ALWAYS send them one original copy.

h. When starting a press release have a good beginning paragraph or “lead” at maximum of two sentences.  The lead should include the five W’s (who, what, where, when , and why).

i. When writing the press release, use  short words and sentences (this decreases the chance of the readers becoming confused).

j. To make the release interesting to the public, use the “inverted triangle” system of writing.  In this system the main facts are given at the beginning of the release to gain the interest of the readers.  Then as the release goes on, the facts decrease in importance (that way if the reader loses interest in the story, they would already have the main facts they would need to fulfill its purpose).

Inverted Triangle




- - - - - - - - - - - - - - - - - - - - -

   -        MAIN FACTS      -

     -                               -

        ______________


-    Less     -

              Important

                 Facts

                 ____

                 Least

k. If your press release is more than one page, don’t start the next page in the middle of a paragraph.  End that page with a paragraph and type in “(MORE)” at the bottom, so the editor knows that the story continues on another page.

l. To end a press release put in the symbol -30-, or ##### at the bottom of the page.  These are both universally used to end press releases.  Don’t ever use “The End”.

4-4 Media Relations

a. Trust the editors, they know what they are doing.  If they don’t publish your article, they have a good reason (ex. Maybe they didn’t have room).  If it doesn’t make the newspaper, that’s okay.

b. Be aware of the newspaper’s deadlines.  Always send articles in before it’s due.

c. Make media contacts before encampment.

Chapter 5:  Administration

5-1 In-processing

a. Cadets will arrive and report to the admin building or dining hall with their gear in had.  Cadets will report to the pre-designated tables according to their flight.  Flight listings are posted prior to encampment and a list will be available to the staff during in-processing.

b. Flight Staff will receive a list of cadets in their flights.

c. Cadets will report in a proprer manner and will be requested to verify spelling of name and present CAP ID cards, missing paper work and money owed, if any.

d. Cadets will be given SOI and other necessary paperwork.

e. Cadets with medication will need to report to medical and then to flight staff.

f. All cadets will report to flight staff.

5-2 Military Support Authorization

a. All names and other information must be verified for spelling and correctness.

b. All information should be verified.

c. The MSA is to be updated immediately after in-processing procedures are completed.

5-3 Graduation Packets

a. Cadets will receive a certificate and a CAPF 2a for their encampment ribbon.

b. Graduation packets will be made up with coordination and support from other departments.

5-4 Out-processing

a. Cadets will report to admin building or dining hall for out-processing.

b. Cadets will be checked off when out-processing is completed, as to account for the presence of cadets still remaining on the post.

c. Contraband will be returned to cadets, along with medication.

Chapter 6:  Training
6-1 General

a. The Director of Training is assigned to properly train all the cadets to the standards set by national and by Texas Wing.

b. Training staff consists of a number of cadets that are chosen and who will assist the DOT.

c. Along with the Encampment Commander and Cadet Commander, the training staff plans and executes the daily schedule.

6-2 Training Jobs

a. Everyday DOT prepares intel papers for flights (current events).

b. DOT updates daily schedules for the encampment and provides them to flight staff for distribution.

c. Members of training staff work with cadets to assemble a color guard for graduation and to prepare for the PIR.

d. Training also works in conjunction with Standards and Evaluations Team (SET) for drill and intel inspection and training.

6-3 Class content

a. Each class is taught by a CAP staff member or an outside member or guest instructor.

b. Classes will be evaluated by flight staff by a standardized evaluation sheet given at the beginning of the class by the instructor.

c. AF Personnel and other encampment staff members will assist in instructing in certain classes.

d. All classes will be taught in the designated areas to keep track of flights.

e. Cadets are encouraged to participate actively in the class discussion allotted at the end of each class.

f. Questions may be asked of the flights based on the notes taken by flight staff.  SET will conduct questions sessions for academic flight credit.

6-4 Schedule

a. The schedule is updated everyday for the upcoming day.

b. After completion of the schedule, the senior and cadet XO’s approve and send it up the chain of command to the encampment commander and the cadet commander.

c. The approved schedule is set to print and distributed to flight and support staff the night before it is put into action.

6-5 Intel Papers

a. Intel papers are distributed everyday after dinner to flights.

b. Articles concerning military, aviation, government, etc. are use to test cadets.

c. Intel papers with highlighted articles are given to SET so SET may properly formulate questions.

d. Intel Officer in each flight goes over the articles and reads them to the flight.

e. Cadets are asked questions during inspections about articles.

6-6 Training Buildings

a. Training Buildings are located in the dining hall and main barracks at Camp Maxey and in the dining hall at Camp Swift.

b. Buildings are to be respected and maintained throughout the encampment.

c. Clean up after your self to ensure less maintenance is needed at the end of the day.

d. The XO will inspect the buildings along with senior XO every evening (if XO is unavailable, highest graded officer in building inspects with senior mentor)

Chapter 7: Medical

7-1 Medical OIC

a. As medical officer in charge, I will be there to handle all medical related actions.  I will use my medical training to the best of my ability and refer cadets to more qualified personnel if necessary.

b. All cadets reporting to the medical building will be “checked in” on the proper paper work.

c. The Medical OIC will supervise or perform the following:

1. Be available at all times to respond to medical emergencies.

2. Keep accurate comprehensive medical records
3. Know where a Senior Medical Officer is at all times.

4. Inform TAC officers and flight commanders of their cadets medical conditions.

5. Monitor, train and supervise staff.

6. Meet daily with the Cadet Executive Officer.

7. Develop and man the medical office at all times.

7-2 Medical Staff

a. It is the duty of the medical staff to assist the Medical OIC in any tasks as assigned while remaining with their qualifications.

b. Know where the Senior Medical Officer is at all times.

c. Meet daily with the Cadet Officer in Charge.

7-3 Procedures Outside of the Medical Office

a. Throughout the day there will usually be one member of the medical staff “patrolling”.  This means that one cadet will walk out to the drill field and/or other open areas (i.e. not cadet orr other staff rooms).

b. When on duty, the patrolling cadet will follow all rules regarding customs and courtesies as well as following their good judgment.

c. If the OIC receives any complaints regarding the medical staff the situation will be dealt with on a case by case basis.

7-4 General

a. It is very important that the cadets feel safe and comfortable in the medical building.  It should be kept clean at all times.  All cases must be handled efficiently and calmly.

b. All medical staff will maintain self-discipline and be ready for inspection.

Chapter 8:   Kitchen and Messing

8-1 KP Duty

a. KP staff will report to the back door of the dining hall one hour before breakfast fifteen minutes before lunch and one hour before dinner.

b. To maintain sanitary conditions in the kitchen and dining areas, KP staff will remove BDU blouses and wear hats.

c. KP staff will wash hands and wear kitchen gloves immediately upon reporting to duty.

8-2 Breakfast Duties

a. Prepare Tang in one cooler according to label directions.  Label the container with a foam sign and place it at the end of the serving line.
b. Prepare milk (if needed) by pouring two gallons of whole milk into a cooler and filling the cooler up to the top with water.  Add enough powdered milk to make three gallons of milk.  Mix well, Label the container with a foam sign and place it at the end of the serving line.

c. Prepare one cooler of ice water.  Label the container with a foam sign and place it at the end of the serving line.

d. Begin toasting bread, buttering it and placing it into a foil covered container.

e. Prepare the toast area by putting out jelly, peanut butter, honey, knives and plates.

f. Pour cereal into bowls and put them on the serving line.  The remaining cereal should be stored in covered buckets.

g. Pour two cans of fruit into a large bowl.  Drain most of the liquid.  Stack bowls near the fruit.  Put a serving spoon in the fruit.

h. Put spoons out on the serving line.

i. Stack cups near the coolers

j. Stack napkins near the end of the serving line.

k. Fill ice chests with ice and place them on the back porch.

l. Turn on the coffee urn (it should be filled by the night shift) and be sure spoons, creamer, sugar and cups are neatly stacked on the table. Make a pot of hot water for those that prefer tea.

m.  Set up a silverware tub near every trash can.

8-3 Serving

a.  Two cadets will pour and serve cereal

b.  One cadet will supervise the beverages and fruit.

 Two cadets will continue to make toast.

c. Chapter 9:  Flight Operations, If any

Schedules

a. Air Ops is to keep an up to date roster of all cadets at the encampment in order to aid in scheduling.

b. The schedule is to be posted for the pilots to review as soon as we arrive at the airport.

c. No flights shall be scheduled with more cadets onboard than that aircraft model can hold.

d. A chalk will be created prior to the flights that include name, CAP ID, and the military flight release confirmation.

