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I.  Purpose:  

The Executive Officer is in charge of the coordination and execution of the tasks associated with the executive support of the Encampment.

II. Goals:  

a. To graduate every first time cadet, having fulfilled all required training.

b. To ensure that all staff cadets have challenging leadership experiences during the encampment that allow them to grow as leaders and CAP members.

c. To help staff coordinate between departments and between Line Staff during day to day activities throughout the program.

d. Improve on past years’ shortcomings and to continue effective traditions.

e. To increase communication between departments, as well as between Line and Exec staff.

f. Motivate Exec staff to work to meet or exceed standards set by departments and command staff during the encampment (deadlines and otherwise).

g. Provide effective counseling or discipline when needed.

h. Help ensure that all work produced by the Exec staff for the Encampment is to the best quality possible.

i. To be open to feedback from cadet staff, senior staff and in-flight cadets.

III. Duties:  

A. Keep Exec staff motivated and focused prior to Encampment.

B. Monitor the progress of all departments prior and during the Encampment.

C. Convey concerns and comments from the Exec staff through the chain to Line staff and the rest of command staff.

D. Address any issues that arise between Exec staff cadets and departments, as well as any other issues that are brought to my attention.

E. Provide whatever assistance, guidance, support to the Cadet Commander and other Command staff positions whenever necessary.

IV. Staff/Unit Policies:  

A. All department OICs will meet with the Executive Officer at some point during each Morning (preferably at breakfast) to discuss briefly any issues that have arisen and give updates on projects or other tasks.

B. In addition to the meetings of the OICs and the Executive Officer, the rest of the Exec Staff will at some point in the day (preferably dinner) quickly see the Executive officer to discuss any issues of the day, or to simply exchange greetings.

C. For longer meetings/discussions on issues, the Executive officer will be available during the dinner hour.  Additionally, any cadet may arrange an appointment to meet at a different time if dinner is inconvenient (appointments can be made at any time by speaking with the Executive officer no less than ten minutes prior).

D. All cases involving substandard performance or inappropriate action by any cadet staff member will be recorded.  All counseling sessions and/or disciplinary actions will also be recorded.  In most cases notes taken in a small notebook will be sufficient.  Be sure to include the date on every entry.  

E. Exec Staff cadets should make every attempt possible to be at formations (including PT) and meals on time.  While we understand that the duties of the Executive occasionally call for awkward working hours, it is expected that all cadets who can be at planned functions, be at those functions.  Should you be unable to attend a formation/PT/meal on time, please let the Executive Officer know (preferably in advance) and provide an adequate excuse.

F. The chain of command should be followed as closely as possible.
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