Cadet Orientation Academy

    Orientation Guide
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PREFACE



	Welcome to Civil Air Patrol and the Cadet Orientation Academy!

 

This pamphlet will guide you through the cadet orientation program.  It contains common knowledge information that every cadet is expected to know such as rank and chain of command.  The academy is broken down into a 4-week program and is instructed by an academy Flight Sergeant and Flight Commander.  The purpose of this pamphlet is to give you a study guide and reference to prepare you for life as a Civil Air Patrol (CAP) Cadet.

 

This pamphlet is divided into sections that correspond with each of the four weeks of the program.  Each section is designed to teach you some aspect of CAP whether it be CAP History, CAP rank, or Chain of Command.  Your Flight Sergeant will guide you through each section using tools such as PowerPoint, videos, and basic lectures.

 

After you complete the four weeks of instruction, you will be given a comprehensive orientation exam comprised of 48 multiple choice and matching questions designed to test your knowledge of CAP.  This pamphlet will serve as your study guide as you prepare to take this exam.  It is also designed to help you take your first rank test and earn the rank of Cadet Airman (C/AMN).
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OVERVIEW
	Our goal in the Cadet Orientation Academy is to take you from civilian to CAP Cadet in just 4 weeks through a combination of classroom instruction and self-study.  By the time you complete this program, we hope to have begun to instill in you the self-discipline that you will need in order to be successful in the Cadet Program.  All of you are Spaatz Cadets, and we hope to make that your goal as you progress in the Cadet Program.  You all have that potential.  Semper Vigilans!
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WORD FROM THE 

COMMANDER
	To the new cadet,

 

I welcome you to one of the newest squadrons in Georgia Wing and the most progressive Squadron anywhere.  Your choosing to join Civil Air Patrol shows that you have a strong desire to serve you community, while bettering yourself.

 

I recommend that you set your goals high!  Self-study is one of the keys to success in the Cadet Program.  The others are commitment and active participation.  The only limitations to your future are the ones you set on yourself.  You can progress as far and as fast as you want to.  Talk to your Cadet and Senior Staff often and give them the opportunity to enrich your time as a Cadet in this fine organization.  I wish you all the best and I am here to help.  Semper Vigilans!

 

Capt Michael Arena, CAP

Commander, Fitzgerald Composite Squadron, GA-455
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INSTRUCTIONS  FOR STUDENTS
	Students.  During the course of the next 4 weeks, you will be in a classroom setting being taught the fundamentals of Civil Air Patrol and the Cadet Program through video, lecture, and classroom discussion.  This pamphlet will serve as a source of information and study guide as you go through this academy.

 

The goal is not to spoon-feed you the information and have you regurgitate the information back on a test.  The goal is to begin to instill in you the habits of self-study that will aid you in your
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	promotion testing.  The promotion tests at each rank will require you to spend time at home studying the material in order to be ready.  You will need to start developing that habit now, so it will be an ongoing thing when you start your life as a full fledged cadet.  It is recommended that you spend at least 15-20 minutes a day studying this material.  Not only will you need to know this to pass your orientation test and first promotion test; you will be expected to know this information at encampments and other activities.  Cadet and Senior Staff reserve the right to ask you any of the information contained in this pamphlet at any time.

 

With that said, this pamphlet is broken down into sections that correspond with the topics that will be taught during the 4 weeks.  On the left side of the page you will see the headings for each of the sections.  For example, the main heading for the first topic will be Week 1, CAP History, and so on.  You can find the sections, and their corresponding pages listed in the “Contents” section of this pamphlet.  Each week will begin with an overview of what will be taught that night.  Some sections will have videos to aid in the topic discussion, and space will be given for you to take notes.  Taking notes is highly encouraged as you never know what may pop up on the exam or a pop quiz.  Each week (except the first) will contain a time set aside for drill instruction where you will learn the basics of marching and moving as a flight since you are now officially part of the Orientation Academy Flight.

 

As the Orientation Academy Flight, you will have a Flight Sergeant and a Flight Commander.  They will serve as your Cadet Chain of Command for the Orientation Academy.  As such, you will be expected to use that chain of command in order to get questions answered.  If you have any questions, you will need to call, or e-mail, your Flight Sergeant.  If he or she cannot answer the question, they will contact the Flight Commander, and so on.  As you start to form this habit now, it will make your transition into a regular flight much easier.

 

It is required that you attend all of the sessions for the Orientation Academy.  If you have to miss a session for reasons beyond your control, please contact your Academy Flight Sergeant and let them know you will be unable to attend that night and why.  They will let people further up the chain know about the situation.
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INSTRUCTIONS FOR 

INSTRUCTORS
	Instructors.  During the next 4 weeks you will be responsible for teaching and orienting the new cadets into the Cadet Program.  This pamphlet will serve as a guide for you in training the new cadets.  The Orientation Academy is structured in such a way to provide the cadet with all of the knowledge they will need in order to function as a cadet in a flight and promote through the ranks.

 

The goal is not to spoon-feed the information, but rather to guide them through their self-study.  The Power Points, videos, and discussion should be used to strengthen what the cadets have been studying.  Below are the roles and responsibilities of each member of the Orientation Academy Staff.

 

Orientation Training Officer

The purpose of the Orientation Training Officer is oversight of the Orientation Academy Program.  This position is to be filled with an Officer from the squadron.  He/She is responsible for…

 Ensuring the information being presented is up-to-date, accurate, and is being presented in such a manner that the cadet trainee can understand and learn.

 Acting as Point of Contact and liaison for the Academy.  

 Keeping the Squadron Command Staff up-to-date on the progression of the new trainees.  

 Ensuring the Cadet Staff are performing their duties outlined below.

 Ensuring all issues and questions are answered in a timely manner.

 

Orientation Flight Commander

The purpose of the Orientation Flight Commander is to aid in the oversight and execution of the Orientation Academy Program.  The minimum grade for this position is Cadet 2nd Lieutenant (Mitchell Award).  He/She is responsible for…

 Performing the duties of a Flight Commander as outlined in the Cadet Staff Handbook (CAPP 52-15).

 Acting as a Point of Contact and liaison for the Flight Sergeant in the cadet Chain of Command.

 Ensuring the Flight Sergeant is presenting the material accurately and according to the schedule outlined in this pamphlet.

 Aiding the Flight Sergeant in presenting the material when necessary.
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	Orientation Flight Sergeant

The purpose of the Orientation Flight Sergeant is the execution of the Orientation Academy Program.  The minimum grade for this position is Cadet Staff Sergeant (Wright Brothers Award).  He/She is responsible for...

 Performing the duties of a Flight Sergeant as outlined in the Cadet Staff Handbook (CAPP 52-15).

 Presenting the orientation material to the cadets as outlined in this pamphlet.

 Acting as the Point of Contact for the cadet trainees in the cadet Chain of Command.
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WEEK 1

OVERVIEW
	Below is the schedule for this week’s lesson.

 

Welcome and Introductions…………………………………….15 Minutes

 

History of CAP
…………………………………………………………30 Minutes

 Video Lesson #1……………………………………………12 Minutes

 Discussion…………………………………………………….18 Minutes

 

CAP Missions and Organization……………………………….30 Minutes

 Video Lesson #2……………………………………………16 Minutes
 Discussion…………………………………………………….14 Minutes
 

Break………………………………………………………………………15 Minutes

 

CAP Structure………………………………………………………….30 Minutes

 National
 Regions
 Wings
 Group
 Squadrons
 Flights
 

CAP Rank…………………………………………………………………30 Minutes
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WEEK 1
CAP HISTORY
	Notes:
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Important Facts in CAP History

 Civil Air Patrol is established on 1 December 1941.  This means that CAP is older than the Air Force.

 Maj Gen John F. Curry was CAP’s first National Commander and was the only active duty Air Force Officer to hold this office.

 Public Law 476, signed by Harry Truman on 1 July 1946, incorporated CAP as a benevolent, non-profit organization.

 On 27 September 1947, US Army Air Corps becomes the United States Air Force.

 Gen Carl A. Spaatz was appointed the first Chief of Staff of the Air Force.

 Public Law 557, passed on 26 May 1948, permanently establishes CAP as the Official Auxiliary of the US Air Force.  It also gave the authority for the Secretary of the Air Force to provide financial and material assistance to CAP.
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WEEK 1

CAP MISSIONS

AND ORGANIZATIONS
	Notes:

CAP Missions

Civil Air Patrol has three different missions.  Aerospace Education, Cadet Programs, and Emergency Services.

 

Aerospace Education is broken down into two different types, Internal and External.  Internal Aerospace Education deals with teaching our members about Aerospace, and External Aerospace Education deals with teaching the public about Aerospace.
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	The Cadet Program is involved with training you, the cadets.  There are many facets to the cadet program, but some include training in military studies, encampments, glider and powered orientation flights, and National Cadet Special Activities.

 

Emergency Services is possibly one of the largest missions in Civil Air Patrol.  CAP is responsible for over 95% of the inland search and rescue.  As with AE and Cadet Programs, Emergency Services has many facets.  These include the following…

 Search and Rescue

 Homeland Security

 Disaster Relief

 Counter Drug—This is the only ES activity in which cadets cannot participate.
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WEEK 1

CAP STRUCTURE
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Civil Air Patrol is Structured very similar to the Air Force with a few slight modifications, as you can see from the diagram on the right.  The top level is National Headquarters, which is located at Maxwell AFB, Alabama.  From here the National Commander, along with the National Staff, oversees the daily operations of CAP.

 

CAP is further sub-divided into regions.  Each region being a specific area of the United States and its territories.  National CAP is divided into 8 regions.  These are the Northeast, Middle East, Great Lakes, Southeast, North Central, Southwest, Rocky Mountain, and Pacific.  Figure 1 (next page) shows a pictorial view of the different regions.  Each Region Commander oversees the operations of the regions and carries out the policy from National [image: image26.png]


Headquarters. [image: image27.png]
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	Each Region is further broken down into Wings.  Each wing represents one of the 50 states and also includes Washington DC (which is known as the National CAP Wing) and Puerto Rico.  (Don’t confuse D.C. with National Headquarters).  You can also see how the Wings divided in the regions from Figure 1 on the next page.  Each Wing Commander oversees the operations of the Wing and carries out the policy from Region and National Headquarters.
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	Continuing with the diagram on page 7, most Wings are further divided into Groups.  However, not all Wings have Groups, like the Rhode Island Wing for example.  No two Wings are divided up the same way.  Each Wing may contain a differing number of Groups depending on the size of the Wing.  The Groups work like mini-Wings and the Group Commander oversees the operations of its Squadrons and Flights and carries out the policy from the Wing, Region and National levels.

 

Finally, each Group is divided into Squadrons and Flights.  This is the lowest level.  A squadron may either be a Senior Squadron, Cadet Squadron or a Composite Squadron depending on the number of Cadets and Officers.  Flights are created when there are not enough members to meet the qualification for a Squadron.  As with Groups, Wings, and Regions, the individual Squadron Commanders oversee the operations of their squadrons and carry out the policy from the higher headquarters (i.e. Group, Wing, etc.).

 

Here is the basic information for your Squadron.

 Region—Southeast

 Wing—Georgia

 Group—4

 Squadron Number—455
 

Here are some facts about where your squadron is located.

 The Southeast Region contains 6 Wings

 Georgia

 Florida

 Tennessee

 Alabama

 Mississippi

 Puerto Rico

 Georgia Wing contains 6 Groups and 46 Squadrons.

 Group 4 contains 8 Squadrons.
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WEEK 1

CAP/USAF RANK
	Cadet Enlisted Rank
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	WEEK 2

OVERVIEW
	Below is the schedule for this week’s lesson.

 

Welcome and Review of Last Week…………………………30 Minutes

 Rank
 Structure
 History
 

CAP Customs & Courtesies………………………………………30 Minutes

 Video Lesson #4……………………………………………20 Minutes
 Discussion…………………………………………………….10 Minutes
 

Cadet Oath / CAP Motto / Core Values………………….  15 Minutes

 Cadet Oath

 CAP Motto

 CAP Core Values

 

Break………………………………………………………………………15 Minutes

 

Chain of Command………………………………………………….30 Minutes

 USAF/CAP
 CAP
 Group/Squadron
 Cadet
 

Introduction to Drill…………………………………………………30 Minutes

 Position of Attention
 Right, Left, & About Face
 Parade Rest, At Ease, and At Rest
 Present/Order Arms
 

	WEEK 2

CUSTOMS &

COURTESIES
	Notes:
 

 

 

 

 

 

 

 

Rod Powers, an About.com Columnist, describes Customs and Courtesies as “proven traditions that explain what should and should not be done in certain situations.  They are acts of respect and courtesy when dealing with other people and have evolved as a result of the need for order, as well as the mutual respect and sense of fraternity that exists among military personnel.  Military customs and courtesies go beyond basic politeness; they play an extremely important role in building morale, sprite de corps, discipline, and mission effectiveness.  Customs and courtesies ensure proper respect for the chain of command and build the foundation for self discipline.”1
 

As you saw from the video, customs and courtesies are present in every aspect of CAP from respect for the flag to respect for higher ranking officials.  As a cadet, you will be expected to display customs and courtesies.  One of the most common displays of customs and courtesies is the rendering of the Salute.

 

The history of the Salute dates back to the times of knights in armor.  When greeting a fellow soldier on the battlefield, they would use their weapon hand to raise the visor on their helmet and display they were carrying no weapon.  It was a sign of friendship.  The Salute is still used today as a sign of greeting among military members.  Here are some common times that you will need to render a salute and the proper way to do so.  First, the salute is always rendered from the position of attention.

 

 When outdoors during the National Anthem or “To the Colors.”  Here you face the flag, come attention, and render a salute.

 When you pass a higher ranking officer outdoors, in the open.  The only exception is if both of your hands are full.  You would then offer a verbal greeting such as “Good day Sir/Ma’am.”

 

	 
	 If you are in a group of cadets, and a higher ranking officer walks up to the group, the person with the highest rank will salute the higher ranking officer.  Not everyone needs to render a salute in this case.

 When reporting indoors to an officer.  In this case you would approach the officer, render a salute, and, while holding the salute, say “Cadet (say rank and name) reporting as ordered.”

 When asking permission to fall into the flight from an officer.  Here you would approach the officer, render a salute, and, while holding the salute, say “Cadet (say rank and name) requesting permission to fall in.”  The officer will then tell you where to fall in.

 

While you are indoors, there is no need to salute a higher ranking official unless you are reporting to them.  However, you should offer a verbal greeting as a sign of respect to that officer.  Now that you have a glance at customs and courtesies, you will be expected to begin to display them.

 

References and Suggested Reading

1. Powers, R. (2009, 24 March). Air Force Customs and Courtesies.  Retrieved May 12, 2009, from About.com: http://usmilitary.about.com/cs/airforce/a/afcustoms.htm

2. AFPAM 36-2241 V1

 

	WEEK 2

CADET OATH &

CAP MOTTO
	Cadet Oath

I pledge that I will 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.

 

CAP Motto

“Semper Vigilans”— Latin for “Always Vigilant”
CAP Core Values

CAP, like the Air Force, has Core Values that govern the way members should conduct themselves.  You can see these listed below.
· Excellence

· Integrity

· Volunteerism
· Respect

	
	

	

WEEK 2

CHAIN OF

COMMAND
	Next to customs and courtesies, the chain of command is one of the most important things that you will need to master as a cadet.  The chain of command is how information flows from higher rank to the lower rank.  This helps to maintain order, and ensure information reaches the appropriate level.  On the next page, you will see a breakdown of the Cadet Chain of Command.

	 
	Cadet Chain of Command

	 
	As you can see from the diagram on the right, the information flows from the Cadet Commander all the way down to you, the cadet in the elements.  However, information can flow both ways.  Your Flight Commander may be requesting information regarding your attendance of an upcoming event.  You will not contact your Flight Commander directly, but instead, you will contact your Element Leader.  The Element Leader will contact the Flight Sergeant, and the Flight Sergeant will contact the Flight Commander.  In this case, the request came down the chain, and the answer went back up the chain.

 

The chain of command helps maintain order, and, if used properly, allows information to flow more smoothly.

US/USAF Chain of Command
 Commander in Chief—President Barack Obama
 Secretary of Defense—Mr. Robert Gates
 Chairman, Joint Chiefs of Staff—Admiral Michael Mullen, USN
 Secretary of the Air Force—Mr. Michael B. Donley
 Chief of Staff, USAF—General Norton A. Schwartz 
 Commander, Air Education and Training Command—General Steve Lorenz
 

	 
	CAP Chain of Command
 National Commander—Maj Gen Amy Courter
 National Vice Commander—Brig Gen Reggie Chitwood
 Southeast Region Commander—Col James M. Rushing
 Georgia Wing Commander—Col Tonya Boylan
 Georgia Wing Vice Commander—Lt Col Richard Greenwood

 Georgia Group 4 Commander—Maj James Flaviani

 

Fitzgerald Composite Squadron

· Fitzgerald Composite Squadron Commander—Capt Michael Arena
  Fitzgerald Composite Squadron Deputy Commander—Maj Thomas Pujadas


	WEEK 2

INTRODUCTION TO DRILL
	Drill is a way to move a group of people from one place to another in an orderly fashion.  Through the use of various commands, the Flight Sergeant or Flight Commander moves the flight from one location to the next and around obstacles.  Drill is a team effort, and forces the flight to work as a team to march in synchronous motion.  The drill instruction used in Civil Air Patrol comes from the Air Force Manual for Drill and Ceremony, AFMAN 36-2203.  This week will be an introduction to some of the most basic drill commands.  Each week, you will be reviewing basic and adding new commands.  It is suggested that you practice these commands on a daily basis as you will be marching as part of a flight upon graduation.  This week’s Drill Commands are listed below.

 

 Position of Attention

 Left, Right, and About Face

 Parade Rest, At Ease, and At Rest

 Present/Order Arm

	WEEK 3

OVERVIEW
	Below is the schedule for this week’s lesson.

 

Welcome and Review
………………………………………………60 Minutes

 Quiz on Rank, CAP Structure, & History
 Cadet Oath & Motto
 Chain of Command
 Introduction to Drill
 

Cadet Promotions, Testing, and PT………………………….15 Minutes

 Cadet Promotion Cycles
 Testing Requirements

	 
	Break………………………………………………………………………15 Minutes

 

CAP Uniforms………………………………………………………….30 Minutes

 Video Lesson #3………………………………………….    7 Minutes

 Discussion………………………………………………….…23 Minutes

 

Introduction to Drill Part 2………………………………………30 Minutes

 Fall In & Dress Right Dress
 Fall Out
 Forward March
 Halt
 

	WEEK 3

CADET PROMOTIONS
	During your time as a cadet in Civil Air Patrol, you will hopefully want to promote through the ranks.  In order to do this, see the basic requirements listed below.

 

 Must have been at your current grade for 60 days.

 Must pass at least 75% of PT which includes Push Ups, Sit Ups, Sit and Reach, and the 1 Mile Run.

 Must pass written Aerospace and Leadership Test.

 Must be active in the squadron.

 Must complete one Moral Leadership Lesson per promotion period.

 

As you get higher in the grade, you will be expected to do more before you can promote.  For more information on this, see the attached Promotion Requirements Package.

	WEEK 3

CAP UNIFORMS
	Notes:

 

 

 

 

 

 

 

As a cadet, you will be required to wear the Air Force Style uniform.  For information regarding this uniform, refer to the CAP Uniform Manual, CAPM 39-1, Chapter 2.

 

	WEEK 3

DRILL PART 2
	This week’s drill instruction includes a review from last week and the following additional commands.



	 
	 Fall In and Dress Right Dress
 Fall Out

 Forward March

 Halt

 

	WEEK 4

OVERVIEW
	Below is the schedule for this week’s lesson.

 

Welcome & Review…………………………………………………60 Minutes

 

Orientation Exam…………………………………………………….30 Minutes

 

Break………………………………………………………………………15 Minutes

 

Cadet and Squadron Awards……………………………………15 Minutes

 Ribbons
 Cadet Awards
 

Introduction to Drill Part 3………………………………………30 Minutes

 Column Movements

 Right and Left Flank

 To the Rear

 

	WEEK 4

CADET AND 

SQUADRON AWARDS
	For most cadet rank in Civil Air Patrol, there is an associated award name and ribbon.  However, there are numerous other ribbons that one can earn in Civil Air Patrol.  See Figure 2 on the next page for a listing of awards and ribbons. You do NOT have to memorize all the ribbons listed

	WEEK 4

DRILL PART 3
	This week’s drill instruction includes a review from the last 2 weeks and the following additional commands.

 

 Right and Left Flank

 Column Movements

 To the Rear





CADET ORIENTATION ACADEMY


Teaching the Cadets of Tomorrow


 


 





Figure 1: Civil Air Patrol Regions





Cadet Basic (C/B)





Cadet Airman (C/AMN)





Cadet Airman First Class (C/A1C)





Cadet Senior Airman (C/SRA)





Cadet Staff Sergeant (C/SSGT)





Cadet Technical Sergeant (C/TSGT)





Cadet Master Sergeant (C/MSGT)





Cadet Senior Master Sergeant (C/SMSGT)





Cadet Chief Master Sergeant (C/CMSGT)





Cadet 2nd Lieutenant (C/2LT)





Cadet 1st Lieutenant (C/1LT)





Cadet Captain (C/CAPT)





Cadet Major (C/MAJ)





Cadet Lieutenant Colonel (C/LT COL)





Cadet Colonel (C/COL)





2nd Lieutenant (2LT)





1st Lieutenant (1LT)





Captain (CAPT)





Major (MAJ)





Lieutenant Colonel (LT COL)





Flight Officer (FO)





Technical Flight Officer (TFO)





Senior Flight Officer (SFO)





Colonel (COL)





Brigadier General (BRIG GEN)





Major General (MAJ GEN)
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