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BASIC

Standard Operating Procedures

Washington Wing, Civil Air Patrol

Summer Encampment

9-16 August 2003

North Fort Lewis, WA

Cadet Commander’s Welcome

Welcome to Cascade Falcon VIII!  You have shown courage by signing up for this activity, and in order to graduate you will have to prove that you are a motivated cadet and a team player. 


Encampment is a challenge both physically and mentally.  The staff is here to help you meet that challenge, but if you do not give your best effort, you will not succeed.  When you graduate from encampment, you will be proud of what you have accomplished.  Let that be the fire that keeps you going throughout this challenging week.

Jason M. Hershey, C/ Lt Col, CAP

Cadet Commander, CFVIII

Requirements for Encampment Completion
In accordance with CAPR 52-16, Chapter 5, Paragraph 5-8(c), you must satisfactorily complete 80% of all required activities.  Time spent in sick call or otherwise not participating in the classroom, hands-on work, and tours does not fulfill the 80%.  Additionally, you must display a positive attitude and initiative throughout the week for your participation to be considered satisfactory.  

Customs and Courtesies

· For the remainder of this document, “officer” will be defined as any cadet officer, Civil Air Patrol, or military officer, or any CAP senior member.  NCO will be defined as any non-commissioned officer in the military or any cadet below the grade of C/2Lt.

· All cadet and senior staff members will be addressed as “Sir” or “Ma’am”, accordingly. Additionally, all staff will be addressed by their title, e.g., “Sergeant Jones” or “Colonel Smith.”

· Cadets will walk briskly and silently at all times when not in formation.  At no time shall any cadet walk on the “quad.”  Your flight staff will instruct you as to the definition of this area. 

· Headgear will be removed three paces from the door, or at the base of stairs prior to entering a building.

· Cadets will stand at attention when being addressed by a staff member (cadet of senior) unless directed otherwise by that individual.

· Cadets may attend the church of their faith on the appropriate day.

· When attending classes and tours, you will treat instructors with the utmost courtesy and respect, regardless of rank and whether they are in CAP, the military, or are civilians.  They will be addressed as sir, ma’am, or sergeant or with the appropriate title and last name (rank and name or Mr./Mrs. and last name), unless they instruct you otherwise.  

· When you meet an officer outdoors, you must salute and issue a verbal greeting appropriate for the time of day.  If both of your hands are full, you will not attempt to salute, but will still issue an appropriate verbal greeting.  An appropriate verbal greeting means saying “good morning”, “good afternoon”, or “good evening”, for example. Morning shall be defined as any time before lunch; afternoon is any time between lunch and dinner, and evening is between dinner and lights out.  You may, however, modify your greeting within good taste.

· When indoors you do not salute, but do issue a verbal greeting.

Classroom Behavior

Non-CAP personnel will conduct many classes and tours at this encampment.  You must ensure through your professional bearing that all instructors, CAP or otherwise, leave with a good impression of CAP.  Address civilian instructors as “Sir” or “Ma’am,” unless otherwise requested.  All military and CAP instructors will be addressed by their appropriate rank and title.

When in class, you must pay attention to what is being learned or discussed.  Talking among cadets will not be tolerated.

When called upon, or when asking a question, you must stand up, state your name and which flight you are from. Then you may give a reply or ask a question.  (“Sir, Cadet Smith from Charlie Flight; when you were talking about the space program...”)

In Case of Fire

If the fire alarms sounds or if a fire threat is imminent, do the following:

· Pull the blanket off your bed and exit the building immediately.  Once outside, wrap yourself with the blanket and fall into formation.

· If the alarm sounds during the night, don’t attempt to put your uniform on.  Pull your boots on without lacing them, wrap your blanket around yourself, exit the building, and fall into formation.

· Always wear at least PT shorts and a T-shirt when sleeping in the barracks in case you must leave the building because of fire.

Additional Guidelines

· You shall not enter the barracks of the opposite sex unless on official business.

· You shall not engage in any Public Display of Affection or other inappropriate behavior.

· You shall not run unless directed to by your flight staff.

· You shall not get separated from your flight.

Off Limits Areas

Stay clear of all areas marked as “Off Limits”.  While on tours, do not stray from your group, and pay special attention so that you do not enter any areas marked as “Restricted”.  Trespassing intentionally in any of these areas will result in immediate dismissal from the encampment, and may result in the initiation of CAP disciplinary action and/or criminal charges.

Medical

Sick Call will be held at the announced time. If you are ill or injured in any way, you will see medical staff at one of these times.  If you take medication, the medical staff will arrange appropriate times with you to receive your medication.  No medication will be dispensed without a note from your parent or doctor (including pain relievers for headaches).  Sick call is not an acceptable way to avoid your duties.  If you use sick call for this purpose medical staff will immediately return you to your flight staff.

Safety

Safety takes precedence over all other concerns.  Cadets engaging in unsafe activities will be reported immediately.  The two most dangerous safety hazards that exist throughout encampment are dehydration and heat injuries.  

The symptoms of dehydration are dizziness, headaches, and abnormal fatigue. By the time you feel thirsty you are already dehydrated.  In order to prevent dehydration, drink two or more glasses of water per meal. 

The symptoms of heat injuries are many and varied.  The first level of heat injury is heat cramp, which is accompanied by pale, wet skin.  Heat exhaustion is more serious and includes headache, weakness, and possibly dizziness or drowsiness.  Heatstroke is a medical emergency and is characterized by hot, red skin, and the victim may STOP sweating.  

At the first sign of any of the above symptoms, move the victim to a cool, shady place, give cool water to drink, and cool them by loosening clothing, pouring water over them, and/or fanning the victim.  In all cases, see medical staff immediately.

Uniforms

Uniforms will be worn in accordance with CAPM 39-1.  They must be pressed, have proper placement of insignia, and boots and shoes must be shined.

BDU and Blues uniform coats must be completely buttoned and/or zipped when worn.

Personal Hygiene

· Cadets will shower, brush their teeth, change their underwear, and use deodorant daily. 

· All personnel must wear some type of footwear at all times – including in the shower to minimize the spread of afflictions such as athlete’s foot.

· Cadets will at no time share a canteen. Similarly, cadets will not share silverware, other eating utensils or personal items.

· All medical concerns will be reported to the medical staff at the earliest convenience. This includes blisters!

Personal Time

Personal time is between 2030 and 2100 daily.  During this time cadet staff will not task basic cadets.  Appropriate activities include showering, sleeping, shining shoes, reviewing memory work, ironing uniforms, organizing personal belongings, and reading religious material or CAP manuals.  Phone calls may also be made at this time from phones around the quad with the permission of your cadet or TAC staff.  Cadets shall not engage in frivolous conversation or rowdy activities.  Personal time is a privilege.

Meals

While eating at the Dining Facilities you will adhere to the following rules.

· While in line, you will stand at parade rest.  When the person in front of you advances, come to attention, advance, and return to parade rest without command.  This is referred to as a “ripple formation.”

· Once you have received your tray proceed to the farthest table with an empty seat.  Do not begin a new table until all seats are filled at one table.

· No casual talking during mealtime.  Privileges for talking may extend during the encampment, which your flight staff will explain to you.

· You must drink at least two glasses of fluids at every meal, one of which will be a glass of water. You may drink additional fluids (juice and milk).  Carbonated beverages will not be consumed.

· You may not take any dessert (cookies, ice cream, candy, etc.) unless directed to by your flight staff.  Sweets are a privilege reserved for the honor flight of the day.

Telephones

Phone calls may be made home during personal time or when designated by staff. There are phones located around the quad that take credit or phone card calls only. Those cadets from out of state will be allowed to call home the first day on the administration phone. It will be at the discretion of the staff to limit or cut off the length of a phone call so that every cadet will be able to make a phone call in the allotted time.

Barracks

Barracks areas will be kept clean and in inspection order between the hours of 0630 and 2030 daily. ‘Inspection order’ means free from dirt and with clothing, beds and other material in the order described below.  

Cadets will sleep in a head-to-toe arrangement to minimize the spread of illnesses. This means bunk mates face opposite directions, and neighbors (people on either side of you) will also be facing opposite directions.  You will be instructed on this when you receive your bunk assignment.  

Cadets must sleep on their own beds and must sleep between the sheets. You will remain in your bed between Taps (lights out) and Reveille with the exception of using the restroom or an emergency. Beds will be made each morning as described below.

Beds

A made bed will have 18” of the bottom sheet showing and a 6” collar, with hospital corners. No foreign objects are to be used to keep your bed tight (use of safety pins, shirt garters, etc. is considered cheating). The pillow will be at the head of the bed.  Your flight staff will demonstrate the following procedure to you.  

1. Place the bottom sheet on the bed, with excess hanging over the head of the bed. Tuck the excess under, and make hospital corners on the two corners at the head.  Tuck the sheet in evenly around the sides of the bed.

2. Lay the top sheet flat on the bed, with the top edge 6” from the top edge of the mattress. Tuck in any excess sheet at the foot of the bed. 

3. Lay the blanket flat on the top sheet, and 6” from its top edge (12” from the edge of the mattress). Tuck in any excess at the foot of the bed, and make two hospital corners.  

4. Fold the top edge of the sheet down over the blanket.  You should now have 6” of a ‘collar’.  Fold this down once more (sheet and blanket) so that you have 18” of bottom sheet showing, and a 6” collar.   
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The pillow must ‘smile’ (which your flight staff will demonstrate to you) towards the main entrance of the floor level and will be centered and grounded to the head of your bed.

Clothing/Wall Locker

Hanging items are uniform parts excluding underclothing, shoes, ties, and hats. All clothing will be hung “as worn”, with all buttons buttoned, zippers zipped, etc. Pants will be hung with legs together, to the left of the hanger and the zipper facing out. Skirts will be folded in half and hung with the bottom to the left and the zipper facing out.  Shirts will hang with the wing patch facing out. PT Gear will be hung when wet or unsuitable to be placed in the footlocker (after it’s worn, but before it is put in the laundry bag). 

The hanging order, from left to right, is as follows, equally spaced without touching the wall of the locker:

	1. Blues Trousers

2. Blues Skirts

3. Blues Shirts

4. Jacket/Poncho
	5. BDU Trousers

6. BDU Blouses 

7. BDU Jacket 

8. PT Gear


Covers and the blues tie/tab will be placed on the shelf in the wall lockers. The blues tie/tab will be touching the left wall and with the point touching the front edge of the shelf; the four-in-hand tie will be folded in thirds, a clip-on folded in half, or a female tie-tab left flat. The flight cap will be placed, insignia side up, 1” to the right of the tie, flush with the front edge. The BDU cover will be placed touching the right side with the bill flush with the front edge of the shelf. Manuals and notebooks will be stacked neatly on the right back corner of the shelf. 


Iron and starch will be stored in the right rear corner of the wall locker floor.  Your laundry bag will be in the left rear corner.

Footwear will be stored under the bunk beds as shown below, on the side of the bed as your personal wall locker. Shoes will be under the end of the bed that your head is. The toes of your shoes must come to a line defined by the bed frame. Bootlaces must be loosened when boots are stowed to allow you to exit rapidly in case of fire. Shoelaces will be tucked into the shoes. Always shine boots and shoes before putting them away under the bed.  Additional shoes, such as pumps, will be placed between the blues and civilian shoes, if space permits; otherwise, they must stay in your luggage.
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Footlocker

Your footlocker will be arranged as depicted in the diagram below. Clothing will be folded or rolled, as your flight staff will demonstrate. Other items will be placed in the appropriate position; no means of fastening will be used. (Use of duct tape or other fasteners is considered cheating. All items in the footlocker will be grounded to the sides of the wall if possible.)  
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Note: The bottom bunk uses the wall locker/footlocker on the side of the main entrance to their floor level. The top bunk uses the wall locker/footlocker on the opposite side of the main entrance on their floor level.

Memory Work

Day One

Chain of Command:

Cadet Basic (yourself) through Cadet Flight Commander

Cadet Honor Code:

“Sir/Ma’am/Sergeant, On my honor as a Civil Air Patrol Cadet, I will not lie, cheat, steal, nor tolerate those who do.”

Five Statements made to an officer:

“Sir/Ma’am/Seargeant the five statements made to an officer are as follows:

Yes, Sir/Ma’am

No, Sir/Ma’am

Permission to ask a question, Sir/Ma’am

Permission to make a statement, Sir/Ma’am

No excuse, Sir/Ma’am
Day Two

Chain of Command:

Cadet Basic (yourself) through Cadet Squadron Commander

Cadet Oath:

“Sir/Ma’am/Sergeant, the Cadet Oath is as follows:  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.”

Day Three

Chain of Command:


Cadet Basic (yourself) through Cadet Commander 

Civil Air Patrol Founding Date:

“Sir/Ma’am/Sergeant, the Civil Air Patrol was founded on 1 December, 1941.”

Definition of the Position of Attention:

“Sir/Ma’am/Sergeant, the definition of the position of attention is: heals together, feet at a forty-five degree angle; knees straight without stiffness; stomach in, chest out; shoulders back, arms straight, hands cupped with thumbs along the seams of the trousers or skirt; head and eyes straight forward.”

Day Four

Chain of Command: 

Cadet Basic (yourself) through CAP National Commander

Civil Air Patrol Motto:

“Sir/Ma’am/Sergeant, the Civil Air Patrol Motto is Semper Vigilans.”

Three Missions of Civil Air Patrol:

“Sir/Ma’am/Sergeant, the three missions of the Civil Air Patrol are as follows: the Cadet Program, Aerospace Education, and Emergency Services.”

Day Five

CAP Core Values:

“Sir/Ma’am,/Sergeant the Civil Air Patrol Core Values are as follows: Integrity first, Service before self, Excellence in all we do, Respect for others, Trust, Dependability, and Fun.”

Day Six

Definition of Leadership:

“Sir/Ma’am/Sergeant, the definition of Leadership is as follows: Leadership is the art of influencing people to progress with cooperation and enthusiasm towards the accomplishment of the mission.”

Drill and Ceremonies

Day One:

Right Face

Left Face

About Face

Forward March

Halt

Day Two:

Right Flank

Left Flank

Column of Files

Column Right

Column Left

Day Three:

Left Step

Close March

Extend March from a Halt

Extend March as Marching

Day Four:

Close Ranks

Eyes Right

Eyes Left

Day Five:

Reforming from a Column of Files

Counter March

Chain of Command

Civil Air Patrol National Commander

Major General Richard L. Bowling, CAP

Pacific Region Commander

Colonel Philip S. Groshong, CAP

Washington Wing Commander

Colonel Roy L. Stephenson, CAP

Cascade Falcon VIII Commander

Lieutenant Colonel Ernestus Schnabler, CAP

Commandant of Cadets

Lieutenant Colonel Kathy Maxwell, CAP

Cadet Commander

Cadet Lieutenant Colonel Jason Hershey, CAP

Cadet Deputy Commander

Cadet Lieutenant Colonel Taylor Black, CAP

Cadet Squadron Commander

Cadet Flight Commander

Cadet Flight Sergeant

Cadets in your Flight

_______________________________________________________________________________________________________________________________________  _____________________________________________

Awards

Awards will be given to outstanding basic cadets at the end of the encampment.  The awards are listed below.

* Outstanding Cadet Award *

Awarded to the most outstanding basic cadet of the encampment.  Must be the cadet’s first encampment.

* Warrior Cadet Award *

Awarded to the basic cadet who is the most inspirational.

* Flight Honor Cadet Award *

Awarded to one basic cadet from each flight that demonstrates outstanding performance.

* Flight Most Improved Cadet Award *
Awarded to one basic cadet from each flight that demonstrates the most improvement throughout the encampment.

*C/Captain John Patrick Murphy Award *

For Courage in the Face of Adversity

Awarded to the cadet basic, ALS student, or staff member who has persevered through personal hardship and overcome it to complete encampment.
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