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I. PURPOSE:

This operating instruction (OI) will include all policies and procedures for the encampment cadet staff to follow.  It is intended to supplement, but not supercede the Cadet Staff OI chapter of the ETM (Chapter 13).

II. ENCAMPMENT POLICIES:

NONE

III. STAFF/UNIT POLICIES:

A. Plans.

1. Flight staff.

a. Flight staff will use daily flight plan form in ETM (attachment 11) or FCHB (Attachment 7).

b. Daily flight plan will be filled out daily, and reviewed by the Sq CC daily.

c. Daily flight plans will be completed by 0800 the following day, and turned into the C/DCC.

d. C/DCC will review daily with the C/CC the flight plans.

2. Executive staff.

a. Executive staff will use a calendar as their planning form.  The calendar will have extra large blocks for each day, so specific tasks can be filled in.

b. The C/XO will review the calendar plan daily.

c. The calendar plan will be updated daily, to reflect which tasks are complete, and which tasks needed replanning.

d. The status of each calendar plan will be reviewed by the C/CC and C/XO daily to ensure that workload is completed on time (items such as graduation packets and yearbooks, which require many sub-tasks and manpower, should be reviewed carefully to ensure proper resources are available)

B. Meetings.

1. Staff meetings will not be conducted after in-flight cadets lights out.

2. Staff meetings will be conducted at each echelon.  It is encouraged that only direct reports meet in a meeting (e.g. OIC’s with XO), unless specific needs dictate otherwise.

3. Staff will make arrangements to attend these meetings (i.e. have flight sergeants watch flight while flight CC is in meeting).

4. Meeting agendas and minutes will be written (same sheet)

5. Meeting agendas and minutes will be turned in to the next supervisor, ultimately to the COC to serve as information sharing.

C. Naps.

1. The COC or Encampment CC approves cadet staff naps. Permission for naps must be given in all circumstances.  Medical may recommend naps but cannot order them.

2. Naps are not authorized for cadets that merely “feel tired” or were “talking with the chaplain last night”.  It is expected that you will sleep at night.  If you violate section (E.1.) and stay up late the first few nights, you will not have an opportunity to make up that sleep.

3. Naps may be authorized for the following reasons only:

a. Illness.  Medical recommendations will be reviewed.

b. Unplanned evacuation or emergency in barracks at nighttime the previous night

D. Staff Personal Time.

1. Staff will have at least one half hour for personal time.  You may sleep during this time if you are extra tired.

2. No meetings will be conducted during staff personal time.

3. Staff will socialize away from the cadet barracks, and inside the medical building, or quietly in the staff barracks (be courteous to those who are sleeping).

4. Staff personal time will be used for relaxation, socialization and showering/personal prep time.  Exercising is not permitted during this time.

E. Staff Lights Out.

1. Staff lights out will be strictly enforced.  Staff members will be under the covers in bed by staff lights out

2. Discussions with chaplains will cease at staff lights out.  No exceptions.  If you anticipate a long conversation, schedule for an earlier start time. 

F. Duty Day.

1. General

a. During the duty day, cadets will work on their assigned staff positions, unless at meals or meeting with the Chaplain/MLO staff.

b. During times outside the duty day, cadets will conduct themselves professionally, but are on personal time.

c. The uniform of the day will be worn until the end of the duty day.  

d. After the duty day is over, staff members may wear civilian clothes, but are required to wear their staff cap when outside.

2. Executive staff.

a. The executive staff duty day starts at opening formation.

b. The executive staff duty day ends at 2000, or as determined by the XO.

3. Flight staff (including Sq CC’s and Sq 1st Sgt’s).

a. The flight staff duty day starts at reveille.  The uniform of the day is required to be worn from opening formation until the start of cadet personal time.

b. The flight staff duty day ends at cadets lights out.

IV. ENCAMPMENT SPECIFIC DUTIES:

NO CHANGES TO NETM FOR EACH POSITION WITHIN THIS OI

