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INTRODUCTION - THE NJROTC PROGRAM
I. 
General.  

A.
Junior ROTC Units for all the military services were authorized by the Reserve Officers Vitalization Act of 1964 (Public Law 88-647 of 13 October 1964 -- Title 10, U.S. Code, Chapter 102).  Department of Defense Directive 1205.13 of June 16, 1982 requires the military service secretaries to "Sponsor and conduct a Junior ROTC program".  Each or the services currently supports active programs in schools across the country.

B.  
The Navy has NJROTC programs in schools across the continental USA, and in Alaska, Hawaii, Guam, Japan, and Italy. Over 400 NJROTC units exist or are planned. The Chief of Naval Education and Training (CNET) has headquarters in Pensacola, Florida, where the program is headquartered.  The CNET has a number of NJROTC Area Managers, each responsible for the supervision of school programs in several states.  Orange Glen High School comes under the Area Eleven Manager with headquarters in San Diego.  

C.  
A student has no military obligation of any kind from taking NJROTC in high school, but there are benefits for those interested in going into the military.

II. 
Instructors.   NJROTC teachers are retired officers and non-commissioned officers of the Navy, Marine Corps, or Coast Guard who have been specially certified by the Navy for employment as Naval Science Instructors.  Each instructor is employed and paid by the local school board, not by the Navy.  Your Senior Naval Science Instructor (SNSI) and Naval Science Instructor (NSI) are regular faculty members of Orange Glen High School.

III.  
Instruction and credit awarded.  NJROTC (or Naval Science) courses carry full elective credit toward graduation from Orange Glen High School.  JROTC-I and II meet high school graduation requirements for half a year of PE and one year of World Cultures credits. The World Cultures credit does not satisfy the U.C. requirements however.  Classes cover a number of sections on subjects related to the sea, Navy, health science, history, and government.  In JROTC-I there are units on U.S. maritime history, navigation, leadership, world geography, health, naval customs, drill, seamanship, and a number of other topics.  JROTC-II and III include such subjects as oceanography, first aid, astronomy, and more advanced work on topics covered the first year.  JROTC-IV is for students who are able to work more independently and take on the leadership responsibilities of running the NJROTC Unit.  JROTC-IV also offers a self-paced study of basic electricity and electronics instead of the normal advanced naval science and leadership.

IV. 
Grading. The grading policy is based on two things: 50% of the grade is based on the cadet dressing into Physical Training clothes on P.T. days. If the cadet dresses out they receive full credit. The other 50% is based on the cadet’s uniform inspection scores. Their platoon commander grades the cadet on a scale of 1 to 100. Computer files with the scores are kept by the platoon commander and then a separate copy is made by the NSI from the score sheets and attendance records. Hard copies of the score sheets are kept in the NSI’s office. Grades are given to the school for each 6-week progress report as well as the final semester grades.  


V. Supplies, uniforms, and costs.  

A.  
Course materials, uniforms, supplies and most other items are paid for by the Navy and are given to the cadet to use as long as he/she is in NJROTC.  There are a few items cadets must pay for, including a name tag, uniform cleaning, black socks, and white undershirts.  

B.  
A tailored naval officer-style uniform is provided free for the use of the cadet, and is required to be worn once a week on a designated day.  Students must always wear the uniform correctly, as described in the Cadet Field Manual.  The uniform must be turned in in good condition when enrollment ends.  Grooming must meet the minimum standards established by the school and the Navy.

VI. 
Benefits of enrollment.  For students interested in obtaining fully paid college scholarships, NJROTC has been successful each year since 1973 in helping Orange Glen High School students obtain ROTC scholarships and service academy appointments from each of the services.  Scholarships are worth up to $60,000 each and service academy appointments worth over $250,000 each are available to qualified Orange Glen High School students.  Each year the SNSI can nominate students to compete for Navy ROTC and Naval Academy openings, and often for openings in other service academies. All five military services give one or two pay grades (ranks) advanced standing for people who enlist after taking JROTC courses for at least two years in high school.

VII. 
Activities.  The NJROTC unit supports a wide range of activities, with the exact number depending on the interests of the students and the availability in the area.  Each activity is open to any cadet in good standing that wants to take part.  A cadet may get started with thee teams at any time during the year just by coming to practice. Activities usually available during the year are:



Academic Team



YPF Team



Cadet Newspaper



Air Rifle Team



Color Guard



Military Precision Drill Teams, armed and unarmed



Military Ball

A cadet must decide if he/she wants to take part in any of these extracurricular groups and activities based on his/her interest, and how much time he/she can afford to spend.  Most students take part in at least one of the many activities, but this is not required.

VI. Communication. As a vital part of every large organization communication must be organized in a simple and effective way. Each form must follow the chain of command. This means some forms need to go to someone not in the same class. As a solution to staff cadets being in the class at varying times we maintain a message board in the back classroom, along with in-boxes. These two systems work together to provide for efficient communication within the company.

A. 
The message board is divided into sections for each department head and for the senior cadet staff. These boards allow messages to be posted for the subordinates to read each time they come into class.
B.
The in-boxes allow forms to reach the proper person in the chain of command. This allows the staff to check to see if they have anything new very rapidly, and for other cadets to ensure their forms end up with the correct person. 

VIII. 
Advancement and awards.  

A. 
NJROTC is the only course in Orange Glen High School that has formal instruction in leadership.  Students practice what they learn by running their extra-curricular groups and being in charge of many parts of the NJROTC program.  This opportunity to be "in charge" is won over time by participation and work.  Cadet ranks, patterned after U.S. Naval ranks, are awarded based on achievement, conduct, participation, and the requirements of the unit.  Increased rank means increased responsibility.

B.  
There are a large number of awards, which are given for participation and achievement in NJROTC.  Some are given by the unit, some by the school, and others by local civic and patriotic groups.  All of these are available to every cadet that works for it.  Involvement and personal effort are the main requirements.  

IX. 
Requirements for enrollment.  The general requirements for enrollment or continued enrollment in NJROTC are: Good conduct, enrollment in Orange Glen High School, physical ability to take PE, willingness to meet the grooming standards and to wear the uniform properly at all required times.

X.
Dropping the course.  The school recognizes that NJROTC is a new experience and it is difficult for students to know in advance whether or not it is for them.  A student who wants to drop NJROTC should make this decision no later than the second week of any semester if credit is to be received in the new class.  The SNSI will work with the student's counselor to try to find an acceptable alternative course.  Counselors will normally make schedule changes for NJROTC students only with the approval of the SNSI.  A student wishing to drop NJROTC for any reason should let the SNSI know first or the process may be delayed.


CHAPTER 1 - GENERAL RULES OF CONDUCT
1-1 
General.  NJROTC cadets hold a unique place among students at Orange Glen High School.  They are easily identified as belonging to a group that stands for honesty, patriotism, and living by the rules.  Cadets who do not measure up to these ideals will probably not remain in the unit for long.  NJROTC cadets are expected to learn and to follow the rules of the school and the unit at all times.

1-2 
Conduct in school. Teachers and administrators at Orange Glen High School form their opinions about the NJROTC program based on the actions of the cadets they observe.  The outstanding reputation of NJROTC is based in part on the outstanding conduct of  the cadets. This has led teachers to expect the best from NJROTC.  A cadet who causes trouble in another class can expect the teacher or Assistant Principal to contact the Senior Naval Science Instructor for help.  Cadets who fail to show proper respect during the pledge and national anthem, fail to wear the uniform properly in class, fail to be on time to class, or fail to do assigned work can expect to have their conduct brought to the attention of the Naval Science Instructors. If attempts to correct the problem fail, the cadet risks being disenrolled from the NJROTC program without credit.

1-3 
NJROTC rules of conduct. It is impossible to provide a complete set of rules that covers every situation. The list of expected or prohibited conduct in the appendices is only a guide and not in any way all-inclusive. In general, cadets are expected to be honest, courteous, and respectful individuals at all times. Harassment of another cadet will not be tolerated, whether it is sexual, racial, or religious in nature. Remarks or actions that the recipient believes to be harassment should be reported to the SNSI or NSI as soon as possible. No cadet should put up with unwanted comments or actions by another, even if no real harm seems to have been done. Repeated harassment or harassment of a serious nature is grounds for disenrollment from NJROTC, and other action by the school or authorities as necessary. These subjects are covered in the Sexual Harassment Form and Classroom Rules sheet, appearing in the Appendix of this SOP.

1-4 
Classroom rules. Several classroom behaviors have become problems in the past and are covered in this section.  These problems are tardiness, not bringing necessary materials, bringing in negative influences, and chewing gum in class.


Definitions:

Tardy - Tardy is defined as entering class within one minute after the tardy bell starts to ring and not having an excused pass from a teacher or the office.  Being late for more than fifteen minutes is considered "truancy" and is referred to the Discipline Office on each occasion.

Class Materials - Unless the Naval Science Instructor has specifically indicated otherwise, students are expected to bring the following items to each class:  (1) NJROTC notebook with Cadet Regulations, Cadet Field Manual, and (2) paper and pencil.  On uniform days, students are expected to be in the prescribed uniform for the entire school day and to have the proper cover and footwear when they come to their NJROTC class.  Failure to wear the uniform is covered in Chapter 2 and this section refers to failure to have one or more required items in class.

Bringing in an outside influence - In no way shape or form is a cadet’s personal problems to come into play considering their job in the unit.  It will not be tolerated.  If the problem persists, it could result a removal of the position they hold in the unit.

1-5 
Rules of conduct in uniform.  The public looks upon NJROTC cadets, when in uniform, as representatives of the U.S. Navy.  It is important that the reputation of the Navy does not suffer because of poor cadet conduct or appearance in uniform.  The following excerpt from U.S. Navy Uniform Regulations applies to NJROTC cadets in uniform when they are in public view:

Public display of affection (hand holding, embracing, etc.), placing hands in pockets, smoking, eating and or drinking beverages while in uniform detracts from military smartness and, as such, is considered inappropriate. Note the restriction on eating and drinking refers only to walking along or near public streets and not to the school campus at lunchtime.

1-6
Restricted areas. Several areas of the classroom have limited access: the SNSI/NSI’s office, the officer’s wardroom, and department head country. Officers have full access to all areas. Department heads have full access to department head country. All other cadets must request permission to enter from someone with access to the desired area. Each of these restricted areas is marked with red tape on the deck, and an access list posted on the bulkhead next to each entrance.

1-7
Punishment. Our unit is run with a point system.  In order to participate in unit activities, a cadet must have a certain number of points.  If there is a limit on how many cadets can participate, the cadets with the highest amount of points will able to go.  At the beginning of the year, all cadets start off with 1000 points.  There are many ways in which a cadet can lose or earn points.  The sheet that is used to deduct points is the CADET INFRACTION REPORT, better known as a CIR.  A CIR can be written to deduct from 15 to 200 points.  If the cadet accused does not agree with the reason that they are being written up they can challenge the CIR.  CIRs are used so that the cadet knows why their points are being deducted.  The cadet accused is required to sign the CIR.  Signing the CIR is in no way an admission of guilt.  Signing the CIR assures the Legal Officer that the cadet understands what they are being accused of. In the chance that a cadet might challenge a CIR, our unit has a Legal Officer.  The Legal Officer looks over all CIRs, and conducts an investigation of his/her own, in order to ensure that a cadet has not been unjustly written up. Cadets also have a chance to earn points.  If a cadet participates in a team, does work within the unit, or participates in unit activities, not only does it improve their chance to be promoted, they can also earn a fair amount of points.

1-8  
Enforcement.  Orange Glen High School rules are strictly enforced.  In order to have satisfactory conduct in NJROTC a cadet must obey school rules, the laws of the community, and NJROTC regulations.


CHAPTER 2 - UNIFORM WEAR AND MILITARY ETIQUETTE
2-1 
General.   This chapter provides guidance to cadets concerning the proper wear of the NJROTC uniform, correct personal grooming, and public conduct while in uniform.  Each cadet is responsible for knowing and following the standards of grooming, conduct and uniform wear established here and by the Chief of Naval Education and Training in the current edition of the Cadet Field Manual, Chapter One. Since this chapter provides some special rules that are observed at Orange Glen High School, this text should be followed in the event of disagreement with the Cadet Field Manual.

2-2 
When to wear the uniform.

A.  
A standard "uniform day" will be designated depending on the cadet's class period in NJROTC. A special event, such as the Annual Military Inspection, the U.S. Navy birthday, or Veterans Day may change the "uniform day" for the week in which it occurs, but any changes will be announced well ahead of time.  On the official "uniform day" a cadet must wear a full and complete uniform from the time he leaves home in the morning, until he returns home after school, unless he/she has received permission to change from the SNSI or NSI in advance.  Permission may be granted to change after school for such activities as varsity sports practices or jobs. Even if a student expects to check out of school early on his uniform day, goes on a field trip, or does not attend NJROTC class that day, he/she must still wear the uniform unless excused in advance.

B.  
If a cadet wishes to wear the uniform at another time, such as for an event special to him or his family, he should get permission from the SNSI or NSI in advance.

2-3 
Penalty for not wearing the uniform.

A.  
A cadet, present in school for any part of the day, who does not wear the uniform on the designated day will receive a grade of zero for that day, along with a CIR.

B.  
The only way a zero grade, under paragraph 2-3 A., can be removed is for the cadet to wear the uniform properly on another school day.  If he/she wears the uniform within the next seven days he/she is present in school, the zero will be removed and a score will be entered for that day of up to 75% of the points possible. Repeated failure to wear the uniform on the proper day, or failure to remove a zero grade more than three times in a semester will result in the cadet being dropped from NJROTC.

2-4 
Borrowing or lending uniform items.  Uniforms are issued to a cadet for his or her sole use.  Items may not be loaned to another cadet or used by any other person, whether or not they are in NJROTC.  A cadet is not permitted to borrow or be in possession of any item of uniform or other equipment not formally issued to him or her. 

2-5 
Exchange or replacement of uniform items.

A.  
If any uniform item does not fit properly or is too worn to look proper, it will be repaired or replaced at no cost to the cadet.  Cadets should see their platoon supply representative to obtain authorization for exchange on the day their platoon is assigned.  An item to be exchanged must be laundered, before it is turned in, unless it is clearly not suitable for reissue (as determined by the SNSI or NSI).

B.  
NO exchanges or issues of replacement uniform items will be made on a day scheduled for a graded uniform inspection unless authorized by the SNSI or NSI.

C.
Lost uniforms or equipment will be replaced upon payment for the item at the current Navy Catalog price.  The SNSI or NSI may authorize payment to be delayed or suspended for good reason, but it must be shown that the loss or damage was beyond the cadet's control.

D.  
Uniforms must be returned when a cadet is no longer enrolled in NJROTC at Orange Glen.  Uniforms returned must be in good condition and reflect only normal wear.  Items must be cleaned prior to turn-in unless they are not fit for issue to another cadet (as determined by the SNSI or NSI).

2-6 
Formal uniform inspection.

A.  
A graded formal uniform inspection is held during a class period once a week, and the grade will be treated the same as a test grade.  The cadet’s platoon commander will conduct the inspection each uniform day.

B.  
A cadet who has an excused absence from school on an inspection day must make up the inspection within one school week of his/her return to school in order to receive full credit for the inspection.  An inspection made up after one week will have 25 points deducted from the credit otherwise earned.  Make-up inspections are held after school on any school day except a scheduled uniform day.

C.   
A sample of the grading sheet used for inspections is in Appendix C-2. The point value for each inspected area is shown.

2-7 
Cover wear.  

A.  
Except while actually inside a car or bus, a cover must be worn on the way to school, going home, and at all other times while outdoors in uniform.  Covers are required to be brought to NJROTC class on each uniform day and will be worn during marching drills. When on a military base and in uniform cadets will wear a cover at all times, except when indoors.  

B. Except for NJROTC class or for a designated special event, the Orange Glen High School buildings are considered to be "inside" and covers should not be worn.  

C.
Only cadet CPOs and above may wear the combination cover, with the exception of the color guard or honor guard, during a performance.

2-8 
Cords (aiguillettes). Cords, when awarded, are worn only on the service dress blue, summer blue, and winter blue uniforms.  Cords are to be attached to the uniform by a small fouled anchor device in accordance with chapter 1 of the Cadet Field Manual. On campus, cords are authorized to be worn on working uniforms and khakis as well.


CHAPTER 3 - AWARDS

3-1 
General.  The information in this chapter amplifies the awards section of the Cadet Field Manual, and is considered to be the policy of the Orange Glen High School NJROTC.

3-2 
Eligibility.  In order to be eligible for a NJROTC ribbon award, a cadet must meet the criteria for the award, and be listed as a recipient by the SNSI/NSI.  In order for a cadet to receive said award, they must submit a ribbon request through the chain of command with proper evidence justifying the award. For example for the ribbons of drill team, color guard, or participation list the dates of the events participated in for the award.
3-3 
Multiple awards.  A distinctive ribbon will be presented with the first presentation of a ribbon award.  The second and any subsequent awards of the same ribbon will be indicated by a metal star(s) of appropriate color, to be worn on the basic ribbon as described in the Cadet Field Manual.  Where placement of multiple stars would cause the ribbon to look unsightly, a replacement ribbon will be issued.  While some ribbons may be earned more than eight times, there is no way to display more than eight on the uniform.

3-4 
Non-NJROTC Awards.  Civic, service, and school groups make periodic presentations of awards to cadets and some cadets have received ribbon awards from JROTC units of the other services.  These outside awards, when approved for wear by the SNSI; take precedence after all NJROTC ribbons.  They will take precedence among themselves as follows: (1) Orange Glen High School special NJROTC ribbons, (2) JROTC awards of other services, (3) awards from other organizations in alphabetical order of the official name of the presenting organization, unless the SNSI makes other determination in individual cases.

3-5 
Medals.  When an authorized award consists only of a medal, with no corresponding ribbon given, the medal may be worn on the uniform pocket, centered below the ribbon bar(s).  Medal awards are to take precedence in the below list.  Medals are not recommended for daily wear. They are only suggested for wear on picture day, military ball, and end of the year promotions.

3-6 
Unit Commanders.  Commanders of teams and units for which a ribbon award is given, wear the ribbon of their team on the right side of the chest, above the nametag, in a position comparable to the ribbons on the left.  The ribbon will bear a distinguishing anchor device.  If the team commander has also won the ribbon as a team or activity member, he may continue to wear it in the normal position on the left and will also wear the ribbon with anchor device on the right.  Past commanders of teams will wear the team ribbon and anchor device in its normal position of precedence on the left chest, above the same ribbon for similar wear.

3-7 
Required wear.  NJROTC ribbons and awards become a required part of the uniform when earned.  They must be worn whenever a uniform (except working uniforms) is worn.  Ribbons must be kept clean and in good condition, or else they should be replaced. For certain indicated occasions, only CNET ribbons will be worn; wear these as directed.
3-8 
Criteria and order of precedence of NJROTC Ribbons.  The criteria for the award of each of the ribbons is based on that established by CNET in the Cadet Field Manual.  However, there are differences in the specific requirements for many awards and the criteria of this SOP are to be used.  Each ribbon can be awarded to each cadet no more than twice a year.  In the following listing, the number indicates the order of the ribbon (its precedence among the other ribbons).

1)
Meritorious Achievement:  Awarded as earned to any cadet who has distinguished himself by outstanding meritorious achievement as determined by the SNSI and approved by the NJROTC Area ELEVEN Manager on a case-by-case basis.  The award may be based on a series of events of meritorious service to the unit or community or a single qualifying act.  

2)  
Distinguished Unit:  Awarded as earned to each cadet in good standing in the unit during the academic year in which the unit has qualified as an Distinguished Unit and has been so designated by CNET.  Only Awarded at End of the Year Promotions by the SNSI.

3)  
Distinguished Cadet:  Awarded annually to the one cadet in each Naval Science year group who has the highest combined average of academics, leadership, unit involvement, conduct, job performance, and personal appearance as determined by the SNSI. Only Awarded at End of the Year Promotions by the SNSI.
4)  
Honor Cadet:  Awarded annually to the cadet in each Naval Science year group who has the highest school grade point average for the first three quarters of the academic year in which awarded.  A Lamp device with year-group-distinguishing color will be worn on the ribbon when the recipient has an "A" average in Naval Science. Only Awarded at End of the Year Promotions by the SNSI.

5)  
Unit Achievement:  Awarded as earned to each cadet member in the unit designated by the Area ELEVEN manager for this recognition.  To be awarded only to cadets in good standing in the unit during the period in which the award was earned. Only Awarded at End of the Year Promotions by the SNSI.

6)  
Aptitude:  Awarded annually to each cadet judged by the SNSI/NSI to be in the top 10% of the company in aptitude.  The evaluation will be based on a combined average of leadership, conduct, unit involvement, personal appearance, and performance of assigned jobs. The highest rated cadet in each Naval Science year group will wear a distinguishing torch on their ribbon. Only Awarded at End of the Year Promotions by the SNSI.

7) 
Naval Science IV Outstanding Cadet: Awarded annually to each cadet who attains a 3.5 Grade Point Average in Naval Science IV for the school year. The Battalion Instructor wears this ribbon with a commanding anchor. 
8)
Naval Science III Outstanding Cadet: Awarded annually to each cadet who attains a 3.5 Grade Point Average in Naval Science III for the school year. 

9) 
Naval Science II Outstanding Cadet: Awarded annually to each cadet who attains a 3.5 Grade Point Average in Naval Science II for the school year.  

10)
Naval Science I Outstanding Cadet: Awarded annually to each cadet who attains a 3.5 Grade Point Average in Naval Science I for the school year. 

11)  
Exemplary Conduct:  Awarded annually to each cadet who has demonstrated exemplary conduct in the unit, school and community during the year. Awarded to the AMI Honor Platoon. 
12) 
Academic Award: Awarded to the Academic Team members each semester to any member of the Academic Team who has taken part in at least three formal competitions.

13) Exemplary Personal Appearance:  Awarded to cadets who receive an “outstanding” in the Area Manager’s Inspection.

14) 
Physical Fitness: Awarded each semester to the cadets who participate in the Physical Readiness Test.

15)  
Unit Participation:  Awarded to the cadet who has participated in three NJROTC activites such as drill meets, color guards, recruiting, etc.

16) 
Unit Service: Awarded as earned for superior service to the Unit.  The award may be for sustained service at a level above that normally required of other cadets, or it may be for a specific act (or acts) of superior service.  Awarded to cadet who come in during at least three times during the summer to prepare the unit for the next school year. Also, can be earned for working three Saturdays, during the school year, to prepare the unit for various activities (Drill Team Practice does not count). Staff members do not wear this ribbon as a commanding ribbon as indicated in the field manual. 
17)
Community Service: Awarded to the cadet who has worked for three community service activities. These activities are not color guards, drill teams, or color guards; they are events where the NJROTC program is serving the community. 
18) 
Drill Team: Awarded to the cadet member who has completed three performances with the Armed or Unarmed Drill Team.
19)
Color Guard: Awarded to the cadet who has participated in three or more public appearances of the guard (parade, sporting event, special event, etc.).
20)      Orienteering:  Awarded to cadets who has participated in three orienteering activities.

21) Mini Boot Camp:  Awarded as earned to the cadet who has successfully completed mini-boot camp, NJROTC leadership academy, other service leadership academy or a similar program of training designated by the NJROTC Area ELEVEN Manager. These events must be mini-boot camps style of events. For Leadership Academy, a gold box is worn around the ribbon.
22) 
Recruiting:  Awarded to the cadet who is directly responsible for enrolling two new students in the NJROTC program.  Participation in three or more formal recruiting presentations to junior high students may be counted for one of these enrollments.

23)
Sea Cruise:  Awarded as earned to any cadet who has been to sea (under way) on a U.S. Navy ship as part of an NJROTC sponsored orientation visit as determined by the SNSI. Also, awarded by participation in the Neptune Olympics or attendance to Sailing Academy.
3-9 
Orange Glen High School sponsored NJROTC Ribbons.  The following Orange Glen High School ribbons are non-CNET awards.  When worn, they take precedence immediately after the CNET awards listed above.

1) Best Physical Fitness: Awarded to one male and one female who scored the   best on a PFT that semester.


2)
Cadet of the Month: Awarded to the hardest working cadet, preferably a  freshman, who did an outstanding job of everything assigned to them for the entire month.

3) 
OGHS Invitational Drill Meet:  Awarded to all cadets that participate in the Orange Glen High School Annual Invitational Drill Meet Competition.

4)      OGHS Invitational Drill Meet Staff:  Awarded to cadets who help out as part of the staff during the Orange Glen High School Annual Invitational Drill Meet.

5) Platoon Ribbons: Awarded to cadets in good standing when their period has met the requirements to become a ‘platoon’. See the Appendix, Section 2 for more detail.

6) Highest Points: Awarded yearly to the cadet with the highest amount of points for the year.

7) Most Improved Cadet: Awarded yearly to the cadet who has shown the greatest amount of improvement.

3-10 Orange Glen High School Letter:   

A.  
A Orange Glen High School letter may be won by a  cadet for involvement in certain extracurricular teams and activities.  A letter may be won in the activities listed so long as the team/activity meets and practices at least twice weekly for a total of two or more hours:



1)
Color Guard



2)
Drill Team (Armed or Unarmed)



3)
Marksmanship (Rifle and Pistol)

B. 
Lettering requires a level of dedication and application to a group beyond that required to win NJROTC ribbon recognition.  While cadets are often able to win several different NJROTC team/activity ribbons, earning more than one letter is very difficult.  In order to win a letter, a cadet must first satisfy the requirements for the corresponding NJROTC ribbon award for the entire year, win the Exemplary Conduct Award, and then meet other criteria determined by the SNSI.

3-11 Special Individual Awards:  Special recognition is provided to outstanding cadets by patriotic, veteran, fraternal, and service organizations at the End of the Year Promotion Ceremony.  Although underclass cadets are eligible for several of these awards, the majority are given to recognize the accomplishments of graduating senior cadets.  The following is a list of the awards given by each organization:

	American Legion Medal for Military Excellence
	American Legion

	Citizenship Medal
	Veterans of Foreign Wars

	Veterans JROTC Medal
	Veterans of Foreign Wars

	Daughters of the American Revolution ROTC Medal
	D.A.R.

	National Sojourners Medal
	National Sojourners

	MOWW Award of Merit
	MOWW

	Veterans of Foreign Wars Medal of Excellence
	Veterans of Foreign Wars

	Reserve Officer's Association Medal
	Reserve Officer's Association

	Naval Order of the U.S. Leadership Medal
	Naval Order of the U.S.

	Daedalian ROTC Achievement Medal
	Daedalians

	Sons of the American Revolution ROTC Medal
	S.A.R. 

	Freemasonry Medal
	Scottish Rite of Freemasonry

	Naval Reserve Association Leadership Medal
	Naval Reserve Association

	Fleet Reserve Association Medal
	Fleet Reserve Association



CHAPTER 4 – EXTRACURRICULAR ELIGIBILITY

4-1 
General.  NJROTC is a dynamic program that provides students with an opportunity to get involved in worthwhile activities and have fun at the same time.  However, involvement and fun must not interfere with the primary reason for being in school -- getting an education.  To insure that all cadets who take part in NJROTC extra-curricular activities are making satisfactory progress in their academic work, the procedures herein will be used to establish eligibility for participation.

4-2 
Determining Eligibility. In order to be fully eligible for all NJROTC activities, a cadet must maintain a 2.0 grade point average (GPA) and have no failing ("F") grades for the previous six-week grade period.  With a GPA of between 1.5 and 2.0 and/or with one failing grade, a cadet is on probation.  With a GPA below 1.5 or more than one "F", a cadet is not eligible for participation in extra-curricular teams without parental consent.

4-3 
Probation. In order for a cadet on probation to take part in any event which will require missing an academic class, the teacher of the class must give his/her approval.  Each case will be considered on its merits.

4-4 Ineligibility.  A cadet declared ineligible may not be an active member of any team or hold a high position in the cadet staff, and may not take part in any scheduled NJROTC activity which requires missing academic classes, except with the permission of the teacher of the class.  A cadet is ineligible if they are ‘not eligible’ as stated in 4-2.

4 Regaining eligibility. A cadet is able to regain eligibility once they bring their GPA above 1.5 and have no more than one ‘F’. Academic help is available from the cadet staff. Cadets should ask for help through their chain of command.


CHAPTER 5 - RANKS AND PROMOTION

5-1      General.  

A.  
Promotions and position assignments in NJROTC are based on individual performance and potential, and must be earned.  The Senior Naval Science Instructor (SNSI) evaluates a number of facts concerning each individual cadet before awarding increased rank or assigning job responsibilities.  Promotion in rank normally leads to the assumption of increased responsibilities and the need to devote time outside of class hours to NJROTC projects.  However, these responsibilities must not be allowed to interfere with satisfactory performance in the classroom. This chapter outlines the standards and procedures applied to cadet promotions.

B.  
Upon entering NJROTC, cadets are assigned the rank of cadet seaman recruit. In order to be promoted, cadets must demonstrate (1) high moral standards, (2) overall good conduct, (3) acceptable appearance in uniform, (4) satisfactory academic achievement in both NJROTC and in other school courses, (5) satisfactory performance in carrying out any assigned NJROTC responsibilities, and (6) a reasonable level of participation in NJROTC activities and programs.  Also considered is the grade level of the cadet, their time in the unit, and other factors as determined by the SNSI.

5-2
Promotion Procedures.

A.  
On the first Wednesday of each month, a Cadet of the Month Ceremony is held.  It is during school from 0930 until 1000, more specifically, the tutorial period.  It is mandatory that every cadet is present.  Not attending will result in a 100 point Cadet Infraction Report, unless the cadet is given an assigned tutorial by one of their other teachers.

B. 
 In order to be promoted, a cadet must complete all of the tests required for the rank they wish to be promoted to.  There is always a chance for an “accelerated promotion,” in which the SNSI chooses to promote a cadet upon their work in the unit.  If a cadet is doing an extremely good job in their department and/or platoon, they could be recommended for a meritorious promotion, even if they had not completed all of their tests.

C.  
Each month, platoon commanders are required to complete an evaluation form on all of their subordinates.  These evaluation forms can either help or hurt a cadet’s chances to be promoted.  The five highest-ranking officers review these evaluations, along with a cadet’s tests and points the week before promotions, and recommendations are made to the SNSI.

CHAPTER 6 - UNIT ORGANIZATION AND JOB REQUIREMENTS

6-1 
General.  In order for NJROTC to support a large number of teams and activities, there must be an effective and functioning cadet staff to manage the day-to-day operations of the unit.  This instruction provides guidance and minimum performance standards for those assigned this responsibility.  It is written to accommodate a company organization.

6-2 
Position assignment.  Cadets are assigned duties based on their interests, abilities, and the needs of the Unit.  Positions high on the chain of command are normally assigned only to juniors and seniors. For a job within a department, a cadet must turn in a job request form to the cadet in charge of the department they wish to work for.  Cadets who wish to request a change in jobs, should also fill out a job request form.

6-3 
Duties and responsibilities not covered.

A.  
This chapter is NOT intended to provide detailed instructions for every situation or to limit cadet initiative.  Cadets are expected to use it as a guide and as a set of minimum requirements.  Cadets in the chain of command are responsible for the fulfillment of their own listed tasks and for the tasks assigned to cadets under them.

B.  
The duties outlined below are organized generally in accordance with the chain of command.  For a clearer picture you may utilize the department and unit chain of commands in the Appendix, Section 1.

C. 
A number of cadets will be assigned to tasks for which there are no written guidelines. Jobs that have no written descriptions, are almost exclusively in support of a unit or individual from whom guidance is provided.  Cadets are expected to know the tasks of the unit or section to which they are attached, and to be prepared to assist as required.

6-4 
Evaluations.  Each cadet who has been assigned a job will be formally evaluated on his performance of that job by the cadet immediately above him in the chain of command, and by the SNSI/NSI.  The SNSI/NSI evaluation becomes a part of the promotion procedures.  How well the cadet fulfills the requirements of his job and how well he guides and instructs his subordinates are major evaluation factors.

6-5
Responsibilities of the Cadet Staff:  As a part of the cadet staff you must conduct yourself in a military manner at all times.  You are expected to utilize proper military bearing, etiquette, and self-discipline.  Any horseplay, arguments, violence, profanity, or obscene gestures will not be tolerated.  Now that you are a staff member, you should realize that you are a leader and a role model to all cadets around you.  Anything you do will affect the subordinate cadets, and you should carefully choose what you say and what you do.  This applies to ALL staff, whether you are the subordinate of a department head, a department head, or part of the cadet command.

6-6  
Commanding Officer:  The Commanding Officer (CO) is the

        
highest ranking cadet in the unit.  He/she is responsible to the SNSI/NSI for the 

performance of the cadet company.  The Commanding Officer’s duties include, but are not limited to those listed below. As tradition, the Commanding Officer wears a Command-at-shore pin and a USS Bonhomme Richard belt buckle for their duties.

A. 
The efficiency, training, appearance, discipline, behavior, and well being 

    
of the entire unit.

B.  
Ensuring that all members of the unit receive an equal opportunity to develop and demonstrate good leadership based on their individual abilities.

C.  
Representing the company at any meetings with the school administration,                  community, or other organizations concerning company involvement.

D.  
Act as the official point of contact between the cadet company and the SNSI/NSI on all matters relating to the functioning of the company.

E.  
Ensure that all-military formation, ceremonies and routines are planned and carried out in a proper fashion.

F.  
Be familiar with the duties and responsibilities of all Cadet officers and be prepared to comment in writing on the performance of each officer.

G.  
Be aware of and ensure coordination of all Company activities to ensure that conflicts and omissions are minimized.

H.  
Recommend to the SNSI/NSI cadets to receive the Unit Service and other ribbons.  Ensure that accurate and timely records are maintained of cadet participation in any activity that might involve credit toward any award.

I.  
Arrange for an orientation clinic to be held immediately prior to the fall opening of school to introduce new cadets to NJROTC.  A portion of the clinic may be devoted to developing the basic drill skills of new cadets.


J.    
Performing other duties as instructed by the SNSI or NSI.

6-7  
Executive Officer:  The Executive Officer (XO) is the second highest-ranking cadet in the unit.  Under the direction of the Commanding Officer, assist him/her in the execution of all his/her duties and be prepared to act for the Company Commander at any time.  The XO is the CO's alter ego and should share the CO's supervisory load as much as possible.  The XO is responsible for getting the work done, while the CO supervises. As tradition, the Executive Officer wears a USS Fitzgerald belt buckle for their duties.
A.  
Taking command of the company in the absence of the Commanding Officer.


B.  
Planning and conducting company staff meetings.


C.  
Planning, organizing, and directing daily staff activities.


D.  
Briefing the company staff on all upcoming events and activities.

E.  
Ensuring that proper discipline and behavior be observed by all members of the company.

F.  
Updating and informing the company of all rules and regulations and ensuring that all members of the Company abide by and uphold these standards.

G.  
Ensure that all officers are properly trained to conduct personnel inspections and that a sufficient number are nominated in advance of each inspection. 

H. 
Ensure that each cadet formally assigned a job is evaluated by his/her immediate supervisor, using the standard form, at least once each month. Evaluation forms, including comments from the next senior cadet in the chain of command are due to the SNSI/NSI at least one week prior to the next upcoming cadet of the month ceremony.       


I.  
Performing such other duties as instructed by the SNSI or NSI, or CO.

6-8  
Senior Instructors:  The Senior Instructors (SI) report directly to the XO, and are responsible for:


A.  
Taking command of the Company in the absence of the CO or XO.


B.  
Helping the cadets in the unit to follow the rules and regulations correctly.


C.  
Displaying the proper etiquette/discipline that a cadet should follow.


D. 
 Performing any other duties as instructed by the SNSI, NSI, CO or XO.

6-9  
Battalion Instructor:  The Battalion Instructor (BI) is a Senior Officer who manages the Platoon Commanders, and organizes the daily activities of the companies.  The BI wears a Naval Science IV Outstanding Ribbon with a Commanding anchor. He/she is responsible for:

A.  
Ensuring that all platoons are being commanded properly and according to NJROTC rules and regulations.

B.  
Meeting with the platoon commanders individually at least once every week and briefing them on their performance.

C.  
Evaluating the platoon commanders on status of their platoons, and how the platoon is functioning.

D. To organize a platoon commander manual to help the platoon commander in the training of their companies.

E. 
Issuing every cadet a Cadet Field Manual, and passing out cadet forms.


F.  
Performing any other duties as instructed by the SNSI, NSI, CO or XO.

6-10  
Platoon Commanders: Platoon commanders are cadets who report directly to the 

          
BI, and are responsible for:

 
A.  
The conduct/ discipline of their platoon.


B.  
The well being of the cadets in their platoon.


C.  
Evaluating the squad leaders and reviewing evaluation of the squads.


D.  
Informing their platoon of upcoming events.


E. 
Teaching the mustering petty officer the job of platoon commander.


G.  
Conducting uniform inspections.


H. 
Instructing the platoons in basic marching drill.


I.  
Attending all Battalion Instructor meetings.

J.  
Take steps necessary to ensure the platoon is prepared for the Annual Military Inspection and for any other functions where basic drill skills are required.

K.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO or BI.

6-11  
Mustering Petty Officer:  The Platoon Mustering Petty Officer (MPO) is subordinate to the platoon commander.  He/she is responsible for:


A.  
Taking command of the platoon in the absence of the platoon commander.


B.  
The conduct/discipline of the entire platoon.


C.  
The forming of the platoon for the platoon commander.


D.  
Ensuring that the cadets know how to drill and know their knowledge.

E. 
Performing such other duties as instructed by the SNSI, NSI, CO, XO, BI, or Platoon Commander.

6-12 
Squad Leaders:  The squad leaders are subordinate to the platoon MPO. He/she is responsible for:


A.  
Taking Charge of their squads, and teaching them the basics of squad drill.


B.  
Evaluating each member of his or her squad monthly.


C.  
The conduct/discipline of the entire squad.


D. 
The well being of all cadets in their squad.


E.  
Working with the MPO to teach the cadets in their squad how to march.

F.  
Performing such other duties as instructed by the SNSI, NSI, CO, XO, BI, and, Platoon Commanders.
6-13 Quality Assesment Officer: The Quality Assessment Officer (QA) is a senior officer in charge of Operations, Public Affairs, Supply, Training, and 1st Lieutenant departments. He/she reports directly to the XO. He/she is responsible for:

A. Briefing department heads on tasks that need to be accomplished.

B.
Evaluating department heads at least once a month.
C. Ensuring each cadet knows their job requirements.

D. The well being of all cadets with jobs.
E.       The maintenance of records for each activity the unit takes part in.

F. Giving cadets a chance to succeed by placing them in a job that they are    able to do.

G. Keeping department head country clean, and ensuring it is used for work purposes only.

H.        Other tasks as determined by the SNSI, NSI, CO, or XO.
.

6-14 
Legal Officer:  The Legal Officer (LO) is a senior officer that is in charge all Cadet Infraction Reports (CIRs) that are challenged by any cadet.  He/she is also in charge of the weekly progress reports and the Administration department. He/she reports directly to the XO.  He/she is responsible for:

A.  
Receiving all CIRs and organizing challenged and unchallenged CIRs for the XO.


B.  
Ensuring that each case is dealt with fairly.


C.  
Reviewing all CIRs and making recommendations for XOI


D.  
Ensuring that ALL cadet staff’s grades are within eligibility.


E. 
Ensuring that weekly progress reports are collected and reviewed properly.

H.       Evaluating the Administration department at least once a month.

I.       Briefing the Admin staff on what their duties entail.

J.       Performing any other duties as instructed by the SNSI, NSI, CO, or XO.

6-15 
Special Operations: Special Operations (SO) is a senior officer who is in charge of substantial events.  He/she is responsible for:

A.  
Organizing events such as Military Ball, OGHS Drill Meet and Drill competition, and the Navy Field Day.


B.  
Organizing and supervising committees for the above events.


C. 
Performing any other duties as instructed by the SNSI, NSI, CO or XO.

6-16  
Spanish Liaison:  The Spanish Liaison does not have to be a Senior Cadet.  This cadet is bilingual in English and Spanish.  He/she is solely responsible for communicating with a cadet who is of Spanish origin, and speaks little or no English.

6-17  
Command Master Chief of the Company: The Command Master Chief Petty Officer (CMCPO) is under the direction of the Commanding Officer, and as the senior enlisted cadet of the Company, is to perform the functions listed below and others as assigned.


A.  
Assisting the CO in managing company activities. 

                                                                            


B.  
Serving as a liaison between the cadet command and the enlisted cadets.


C.  
The well being of all enlisted cadets.

D.  
Briefing the CO on all matters pertaining to assigned responsibilities and activities.

E.  
Escorting inspecting officers visitors to company inspections and/or formations.

F. 
Conducting meetings with all enlisted cadets to ensure their knowledge of upcoming events and/or unit status.


G.  
Ensuring that all cadets know their job and that the unit runs smoothly.

H.  
Determining cadet concerns and making these known to the staff at the appropriate time.


I.  
Performing any other duties as instructed by the SNSI, NSI, CO, or XO.

6-18  
Operations Officer:  Under the direction of the QA as head of the Operations 

Department, the Operations Officer (OPSO) is the most senior department head.  He/she is responsible for the tasks listed below and others as assigned.


A.  
Organizing and planning all company activities and events.


B.  
Attending cadet staff meetings.


C.  
Obtaining information on all new activities and events from the XO.


D.  
Assigning duties to subordinates and evaluating their performance.


E.  
Managing all teams and team commanders. 


F .  
Reporting to the QA on any matters that can not be handled.


G.  
Assuming the command of the company in absence of the cadet command.


H.  
Performing other duties as instructed by the SNSI, NSI, CO, XO, or QA.

6-19  
Teams Coordinator:  Under the guidance and direction of the OPSO, the Teams Coordinator will assist in the coordination of all NJROTC competition teams, athletics, color guard practices, demonstrations, performances, and competitions, and accomplish the following tasks.  (Note: The Teams Coordinator has no direct authority over team commanders.  He/she speaks only in the name of the OPSO.)  He/she is responsible for:

A.  
After coordination with the team commanders concerned, the Teams Coordinator will prepare practice schedules and priorities for approval by the CO and SNSI.  He will ensure that all teams have adequate use of time and facilities available and that sufficient practice time is scheduled to allow team members to become eligible for school letters.  Provisions should be made for extra practices when competitions or other special events are impending.  Schedules and changes thereto, after approved by the CO and SNSI, must be placed on appropriate bulletin boards. 


B.  
Ensuring that all teams are practicing on their designated practice day.


C.  
Obtaining a parade roster for all team commanders participating.

D.  
After consulting with the SNSI/NSI, CO/XO and team commanders, establish a tentative yearly schedule of performances and competitions and keep team commanders aware of the obligations their teams undertake.

E.  
Ensure that drill team and color guard commanders maintain a formal file consisting of a team roster, and participation record for practices and events that take place during the school year.

G.  
Schedule and chair regular meetings with the team commanders to discuss problems of a mutual concern.

H.  
In conjunction with the Air Rifle Team commander, schedule regular marksmanship safety meetings to qualify cadets for the shooting programs.


I.  
Maintain a list of cadets who have turned in school permission slips for the 

marksmanship program (rifle and pistol).  Slips are to be given to the SNSI for the front office.


J.  
Performing duties as instructed by the SNSI, NSI, CO, XO, or OPSO.

6-20  
Activities Officer:  Under the direction of the Operations Officer, the Activities Officer is to schedule, plan and arrange activities for the Cadet Company.  He/she is also responsible for:

A.  
Assisting the OPSO in planning and organizing of all team activities, i.e. Parades, team activities, etc.


B.  
Writing and accepting permission slips for team activities

C.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, or OPSO.

6-21 
Socials Officer:    Under the direction of the Operations Officer, the Socials Officer is to plan and coordinate all unit social functions and provide other assistance as required.  He/she is also responsible for:


A.  
Assisting the OPSO in planning and organizing of all company activities.


B.  
Writing and passing out permission slips for company activities.

C.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, or  OPSO.

6-22 
Team Commanders:  The Team Commanders are to report directly to the Teams Coordinator, but still are technically under the direction of the OPSO.  He/she is responsible for:


A.  
The conduct, discipline, and training of the entire team.

B.  
Devising, teaching, and performing special routines for parades and competitions.


C.  
The cleanliness and maintenance of special uniform used by their team.


D.  
Performing any other duties as instructed by the SNSI, NSI, CO or XO.

6-23  Armed Drill Team, Unarmed Drill Team, and Color Guard Commanders:
Under the direction of the OPSO, organize, direct, train, and manage the NJROTC team or group to which they have been assigned.

A.  
Be prepared to meet all scheduled appearances and to react at short notice to requests for special appearances.

B.  
In conjunction with the Teams Coordinator, establish practice schedules that will cause the least inconvenience to Cadets, their families and the school and result in the greatest training value. Practices not listed on the master schedule, will not be held unless expressly approved by the SNSI/NSI.

C.  
Team Commanders will be held responsible for knowledge of the contents of the Drill and Ceremonies Manual in so far as it affects their teams.

D.  
Assuring that each routine to be performed in public is approved by the SNSI/NSI.

E.  
An accurate roll will be maintained at each scheduled practice. A permanent roll book will be utilized and the book will be placed in permanent file at the end of the school year.  Those team members who are an excused absentee from school on the day of a practice or who have been excused by the CO/XO or SNSI/NSI will not be penalized. A list of uniforms and equipment required for team members is to be developed and submitted through the chain of command to the SNSI for approval and issue authority.

6-24
Academic Team Commander.  Under the direction of OPSO, organize, and train cadets to take part in NJROTC and other academic competitions.


A.  
Establish and hold a regular schedule of training sessions.


B.  
Nominate qualified cadets to take part in competitions.

C.  
Make recommendations to the SNSI for awarding the Academic Ribbon and school letter in accordance with established criteria.


D.  
Maintain a file of material, which will assist cadets in preparing for tests.

6-25 
YPF Team Commander.  Under the direction of OPSO, organize and train cadets to take part in NJROTC and other physical fitness type competitions.

A.  
In conjunction with the Teams Coordinator, establish regular practice sessions.

B.  
Conduct try-outs for all athletic competitions at least two weeks in advance of the scheduled time of the meet.

C.  
Keep a record of attendance and the performance of each cadet participating in athletics practices.

D.  
Ensure that no cadet is allowed to participate in practices or competitions who is ill or injured in any way without the express permission of his/her parents and the 


     
SNSI/NSI.


E.  
Maintain records relative to the participation and success of cadets.

6-26  
Air Rifle Team Commander.  Under the direction of OPSO, organize and train cadets to take part in NJROTC and other shooting competitions.


A.  
Oversee the functioning of the team.

B.  
Ensure that range safety rules are observed at all times and that any violations are reported to the SNSI/NSI without delay.

C.  
Maintain an up-to-date list of cadets eligible to fire and ensure the Teams Coordinator has a copy. To be eligible, a cadet must have a permission slip from the current year on file and have satisfactorily completed a formal safety lesson.

D.  
Maintain accurate records of attendance at practice and the scores of each shooter on every target fired. Compute average scores for each participant once monthly. Using the ten most recent targets (ten for each firing position for rifle).

E.  
Ensure equipment is properly maintained and keep an accurate log of the status and repairs to each item of equipment.  Ensure that all supplies, targets, ammunition, etc., are adequate for at least six weeks of shooting.  Advise the Teams Coordinator of equipment needs in ample time to order, allowing for shipping time.  A list of all weapons not fully serviceable will be provided to the NSI via the chain of command at the start of each semester and this will be updated as changes occur.

F.     Maintain records of all scores, which might result in NRA qualifications. Where multiple targets are required for qualification, it is up to the team commander to retain targets in his/her staff file until the required level for the NRA award is reached.

6-27  
Administration Officer:  Under the direction of the LO and as head of the Administration Department, the Administration Officer (ADMIN) is to provide administrative services for the staff and unit by insuring that the activities listed below are carried out:

A.  
Attending all cadet staff meetings and briefing the XO on all new information.


B.  
Keeping updated files of all cadets in the unit.


C.  
Documenting the participation of each cadet in the unit.


D.
Awarding ribbons and subsequent awards to all deserving cadets.

E.  
Documenting and recording all CIRs and points awarded in the point system.


F.  
Providing an updated points list every Thursday.


G.  
Assigning duties to subordinates and evaluating their performance.


H.  
Working with Training to obtain a pecking order.


I.  
Performing other duties as instructed by the SNSI, NSI, CO, XO or LO.

6-28  
Records Officer: The Records Officer is to report directly to Admin.  He/she is responsible for:

A.  
Updating the records of all cadets including CIRs, ribbons, and unit participation.


B.  
Ensuring the organization and order of all records. 

C.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, LO, or Admin.

6-29  
Points Officer:  The Points Officer is to report directly to Admin.  He/she is responsible for:


A.  
Recording changes to cadets’ points.

B.  
Providing Admin with a weekly updated list of each cadets’ point standing.

C.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, LO, or Admin.

6-30  
Scribe:   He/she is under the direction of the Admin officer.  This cadet will attend every staff meeting ran by XO, and will take notes of all persons present, and everything said and done in the meeting.  The scribe is also expected to keep and write up minutes of all staff meetings.

6-31  
Supply Officer:  Under the direction of QA, the Supply Officer (SUPPO) is responsible for the requisitioning, receiving, issuing, accounting, stowage, and security of all items of clothing and other material placed in the NJROTC Q-Hut.

A.  
Attending all cadet staff meetings and briefing the XO on all new information.


B.  
The issue of those uniforms required to each cadet.

C.  
Ensure that the supply portion of the storeroom and all dressing rooms are kept clean and neat at all times.


D.  
The immediate exchange of any uniform item needed by any cadet.


E.  
The fit of all new uniforms to all new cadets.


F.   
Keeping records of all uniform parts and to whom they were issued.


G.  
Assigning duties to subordinates and evaluating their performance.


H.    
Monthly Inventory checks in the Q-Hut

I.  
In conjunction with the Teams Coordinator and the team commanders, ensure that all team items are properly accounted for.  

J.  
Inform the SNSI of items that need to be ordered because of high usage and/or short supply.

K.  
Ensure that an accurate wall-to-wall inventory is conducted when required by the SNSI.


L.  
Performing any other duties as instructed by the SNSI, NSI, CO or XO.

6-32  
Issue Officers: The Issue Officers report directly to SUPPO.  There must be one male and one female.  He and she are responsible for:

A.  
Assisting SUPPO in the issue of all uniforms and uniform parts to all cadets.


B.  
Ensuring that all uniforms are prepared to be issued at any time.

C.  
Ensure that no item leaves supply without being properly charged to an individual and recorded on inventory records.  Each issue is to be recorded on the appropriate sheet, signed and filed in the Cadet's personal record.  Under no circumstances is any material to be issued to any cadet, regardless of rank or position, without following these procedures.


D.  
Inspecting all returned items, and reporting any problems to SUPPO.


E.  
Overseeing the issue and return of all uniform items.

F.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or SUPPO.

6-33  
Survey Officer: The Survey Officer is to report directly to SUPPO.  He/she is responsible for:


A.  
Request the order of all uniform parts to the NSI.


B.  
Maintaining files of all ordered, received, and surveyed items.

C.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or SUPPO.

6-34  
Inventory Officer: The Inventory Officer is to report directly to SUPPO.  He/she is responsible for:

A.  
Ensure that all supply transactions such as issues, receipts, transfers, etc., that affect the inventory of chargeable materials, are completely and accurately recorded and that all records are kept current.  Records include but are not limited to individual charge out documents and computer-based running inventories.


B.  
Inventory of all new shipments of uniforms or equipment.


C.  
When directed, conduct a complete "wall-to-wall" inventory.

D.  
Establish and maintain a computer based inventory system for all accountable supply items and unit equipment.

E.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or SUPPO 

6-35  
Supply Representative: The Supply Representative is the company’s liaison between the supply department and the company.  He/she is responsible for:


A.  
Attending all supply staff meetings.


B.  
The issue of those uniforms required to each cadet in their platoon.


C.  
The immediate exchange of any uniform item needed by any cadet.


D.  
The fit of  new uniforms to all new cadets.
E.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or SUPPO 

6-36  
First Lieutenant: The First Lieutenant (1stLt) is to report directly to QA.  He/she is  responsible for:

A.  
Attending all cadet staff meetings and briefing the XO on all new information.


B.  
The cleanliness and order of everything within the NJROTC space.


C.  
The maintenance and organization of all unit equipment.




D.  
Organizing weekly classroom and Q-Hut cleanups.


E.  
Assigning duties to subordinates and evaluating their performance.


F.   
Performing any other duties as instructed by the SNSI, NSI, CO or XO.

6-37  
Master-at-Arms:  The Master-at-Arms is to report directly to 1stLt. he/she is responsible for:

A.  
Ensuring that all cadets follow the rules and regulations of the unit at all times.


B.  
Reporting directly to the XO in the event of any problem.


C. 
Coordinating with the CMCPO on enlisted management.


D.  
The cleanliness of the outside space after all school break periods.

E.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or 1stLt.

6-38  
Ordinance Officer: The Ordinance Officer is to report directly to 1stLt. he/she is 

          
responsible for:


A. 
 Ensuring that all weapons are in proper condition.


B.  
Maintaining an inventory of all weapons, and weapon parts.

                                            


C. 
The issue of all weapons to team members.

D.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or 1st Lt.

6-39  
Materials Officer:  The Materials Officer is to report directly to 1stLt. He/she is 

          
responsible for:


A.  
The maintenance and organization of all unit equipment.  

.


B.  
Maintaining the maintenance of all classroom equipment.


C.  
Obtaining all cleaning supplies needed.


D.  
Organizing weekly classroom clean-ups.

E.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or 1stLt.

6-40  
Training Officer: The Training Officer (Train) is to report directly to QA.  He/she is responsible for:

A.  
Attending all cadet staff meetings and briefing the QA on all new information.


B.  
Devising tests for promotion of all enlisted ranks.


C.  
Working with Admin to obtain a pecking order.


D.  
Administering tests to all enlisted cadets.

E.  
Keeping records of all requirements for promotion, and the promotion status of all cadets in the unit.


F.  
Correcting promotion tests.


G.  
Ensuring that cadets pass all tests to be promoted.


H.  
Assigning duties to subordinates and evaluating their performance.


I.  
Performing other duties as instructed by the SNSI, NSI, CO, QA, or XO.

6-41  
Advancement Petty Officer: The Advancement Petty Officer is to report directly to Training. He/she is responsible for:


A.  
Correcting promotion tests.


B.  
Keeping records of the promotion status of all cadets.


C.  
Supervising the administration of all tests by all Training Representatives.

D.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA,  or Training.

6-42  
Files Officer: The Files Officer is to report directly to Training.  He/she is responsible for:


A.  
Keeping records of all requirements for promotion.


B.  
Maintaining an accurate list of all cadets eligible for promotion.

C.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or Training.

6-43  
Training Representatives:  The Training Representatives are to report directly to Training.  He/she are responsible for:


A.  
Administering tests to all cadets in their respective platoons.


B.  
Informing the cadet in their companies of all promotion requirements.

C.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or Training.

6-44 
Public Affairs Officer:  Under the direction of the QA, the PAO, as head of the 

Public Affairs Department, is responsible for the flow of information within and from the Cadet Company, and for the activities listed below:

A.  
Attending all cadet staff meetings and briefing the QA on all new information.

B.  
Contacting all organizations outside of the unit that may be needed for certain events or information.

C.  
Ensure that press releases and/or articles are prepared and submitted to appropriate news media each time an event of interest is scheduled and/or takes place. Media to be considered will include as a minimum local newspaper, school publications, cable TV, and local TV and radio stations.

D.  
Arrange for publicity for NJROTC activities including annual military inspection, annual OGHS invitational drill meet, social events, and projects.

E.  
Serving as a contact with the Associate Student Body (ASB), and informing the unit on all upcoming school events.


F.  
Maintaining a calendar of unit events for every month.

G.  
Ensure that accurate, neat, and legible notice boards are maintained for Company schedules and activities.


H.  
Putting out a monthly unit newspaper.


I.   
Obtaining photographs of all unit and team events.

J.   
Ensure that comprehensive files for PAO-related material are established and maintained.  As a minimum, the following files are to be established:



i.
NJROTC news releases and list of media to which submitted



ii.
Copies of all news stories mentioning NJROTC 



iii.
NJROTC Newsletters/Newspapers

                        iv.
Photographs of NJROTC activities arranged by subject and properly labeled as to date, event and persons involved.

K.  
Ensure the maintenance of a unit history in such detail that a clear picture of the years activities is presented.

L.  
Coordinate the presentations by other staff officers at the Annual Military Inspection briefing and other public appearances as required.


M.  
Ensuring that the unit is prepared for recruiting days at the middle schools.


N.  
Producing a unit yearbook at the end of the school year.


O.  
Creating a recruiting packet and distributing it to all upcoming freshman.    


P.  
Assigning duties to subordinates and evaluating their performance.


Q.  
Performing other duties as instructed by the SNSI, NSI, CO, XO, or QA.

6-45  
Information Officer: Under the direction of the PAO, the Information Officer is responsible for the flow of information within the company and is the point of contact between the local press and the cadet Company.  He/she will perform the tasks listed below and others as assigned by the PAO.


A.  
Briefing the PAO of all upcoming school events.

B.  
Establish and maintain personal contact with reporters and journalists with the local media in order to have the best chance of getting NJROTC information published and broadcast.

C.  
Prepare and distribute press releases on NJROTC activities and accomplishments. Releases on pending events are to be "in the mail" at least one week before the event. A press release must be approved by the SNSI/NSI before mailing. Maintain a file of releases in date order and provide a copy of the release to cadets concerned with the material. As a minimum, the Company Commander, Newspaper Officer, and the SNSI are to be provided with a copy of every release.

D.  
Events of interest include the Annual Military Inspection, performances by the drill teams and Color Guard, competitions, social events, Booster Association activities, field trips, fundraisers and any other events involving NJROTC Cadets. Releases should be written in such a style that it could be used without change in the press. All items will be submitted via the chain of command to the SNSI/NSI for approval prior to being sent to any media.  A copy of any press item resulting from the release is to be filed with it.


E.  
Supervise the bulletin boards and keep material relevant and timely.

F.  
Devise plans and procedures to improve the flow of information within the company.

G.  
Establish and maintain contact with the Teams Coordinator so that all team activities will be properly publicized.

H.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or PAO.

6-46  
Newspaper Officer:  Under the direction of the PAO, publish a regular newspaper covering NJROTC events and perform the tasks listed below:

A.  
Publishing a monthly unit newspaper.  The paper is to reflect primarily the activities of the NJROTC unit with the aim of keeping parents informed.  Any item of interest to Cadets or their parents may be considered for inclusion.  All newspaper items are to carry the name of the author of the article and all items must be approved by the SNSI prior to publication.  A copy of the newspaper is to be mailed to the home of each cadet.

B.  
Obtaining informative articles from any department heads, the cadet command, or the SNSI.

C.  
Prepare special newsletters for parents or cadets when specific items of interest warrant.


D.  
Using journalists to obtain information from all unit events.

E.  
Keep the Photography Officer advised of needed photo coverage and review available pictures prior to filing.

F.  
Train and supervise assigned journalists and solicit and train volunteers to write for the Newspaper.

G.  
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA,  or PAO. 

6-47  Journalists: Journalists are all under the direct supervision of the Newspaper    Officer.  The main function of the journalists is to write articles for the unit newspaper.  

6-48  
Photography Officer:  Under the direction of the PAO, provide photographic support to the staff and Company, and perform other tasks as required.


A.  
Taking pictures at all unit events.


B.  
Organizing and cataloging all photographs, past and present.

C.  
Assign photographers to ensure photographic coverage of all significant NJROTC events.


D.   
Catalog and maintain a file of all photographs on the computer.

E. 
Performing any other duties as instructed by the SNSI, NSI, CO, XO, QA, or PAO.

6-49    Photographers:  Photographers are under the direct supervision of the Photography Officer.  Photographers must go to the unit event that they are assigned to photograph.


CHAPTER 7 - SOCIAL ETIQUETTE

7-1 
General. The information below will give you a good idea of what is expected of you on formal social occasions, including, but not limited to, the Military Ball.  These tips are not intended to cover everything, but they should help you make the right decisions in special circumstances.  In some situations there may not be a rule to follow except the overall general rule of good manners -- always show consideration to other.  Service etiquette is nothing more than the combination of everyday good manners with the traditions and customs of the Navy.  Rules change over time, but it is never correct to ignore them just because you think your way is better.

7-2 
Being on time.

A.  
One of the most valuable habits, which you can acquire, is that of being on time. You are trained to be punctual in your school and official duties -- and this habit is equally important in your social life. It is said that promptness and responsibility go hand in hand -- therefore a habitual lack of punctuality must be considered irresponsibility.

B.  
At official social occasions, it is your duty to be on time. When very high-ranking persons are guests, you must arrive before they do and leave after they do. For affairs such as the Military Ball, you do not have to remain until the guest of honor leaves; however, if a very high ranking person such as a Congressman or an Admiral should be at the Ball, you will be told ahead of time and if you must leave early, it should be done without commotion.

C.  
While you are not expected to be late at a dinner party, neither should you arrive before the time named in the invitation and catch your hosts unprepared. It is permissible to arrive up to 10-15 minutes after the stated time, but do not arrive early!

7-3 
Time to go.   

A.  
There are no set regulations that will tell you exactly when it's time to leave after a party; however, at official functions other than the military ball, you should not leave until after the guest of honor or the high ranking guest departs. When you do rise to leave a party, do not stand around or engage in long conversations. If you have said you are leaving, say good-bye to your host, and then go!

B.  
For the Military Ball, you should plan to leave not later than the time designated for the ball to end. If a car is to pick you up, it should arrive by that time. Do not make sponsors or others wait because you did not plan ahead.

7-4 
Bowing.

A.  
A bow is often a discrete way of acknowledging the presence of another or of showing respect. A man should return any bow directed to him -- on the street, in a bus, or across the room. When being introduced to a woman, a man may bow slightly while shaking hands.

B.  
A bow is a slight inclination of your body from the waist up, feet together. A deep bow expresses great respect. A very deep bow is strictly a custom of the Far East or Europe and is not customary in the United States. When a gentleman is seated at the table and it is awkward or impossible to arise without disturbing others around him, he may half-rise and give a slight bow. Whenever you bow, do not give the effect of bobbing your head.

7-5 
Gloves.

A.  
If you should be introduced outdoors while wearing gloves, you may remove your right glove if you have time. It is better to shake hands with your gloves on than to keep a person waiting -- and you need not apologize for leaving them on.

B.  
Men remove their gloves indoors except when ushering at a wedding or funeral or have official guard duty. When introduced to someone during any of these occasions, gloves are not removed. Because of space limitations at the Military Ball, male gloves and covers should be left at home or in the car.

C.  
Ladies in a receiving line, as well as ladies going through the line, may wear gloves. If a lady chooses to make gloves a part of her attire, they are not removed for shaking hands except when she is introduced to a head-of-state (e.g. the President of the United States)

7-6 
Hands, Arms, and Handshakes.  

A.  
Men will shake hands upon being introduced or saying good-bye to other men -- with the senior making the first move. It is a serious breach of etiquette not to accept an offered hand. At one time, the man usually waited until a woman offered her hand before extending his. However, it is becoming more common for either sex to offer a hand first. If seated, a man should rise to his feet when introduced to anyone and upon the departure of anyone.

B.  
A good handshake is at elbow level. You should avoid a handclasp that crushes or is too limp. Do not hold another's hand too long, or pump it up and down. A slight bow by men usually accompanies a handshake. And, of course, when shaking hands, you always look the person you are greeting in the eye.

C.  
When women shake hands with each other, a younger woman customarily waits or an older or higher-ranking woman to extend her hand in greeting first. The younger woman will rise when introduced to the wife of a senior officer or a much older woman, and will remain standing until that woman is seated. 

D.  
Cadets in uniform do not hold hands or link arms in public. This is against the rules of the Navy, the school, and the unit.

E.  
When a man wishes to help a woman down from a bus or platform he steps off first and extends his hand, palm up. He does not put his hand under her arm.

F.  
Women in uniform conform with military etiquette; in civilian dress, they conform with civilian etiquette on social occasions.

G.  
A man should offer a woman his arm only to give assistance when needed, or as an escort to the table at a formal dinner. He never grasps or takes hold of the woman's arm -- unless an accident is to be avoided. She may take his arm -- he does not take hers. When he offers his right arm at a formal dinner, he bends his arm slightly at the elbow with his forearm parallel to the floor. His partner will hold his arm lightly, but not hang onto it.

H.  
Women, either in uniform or civilian dress, do not hang on a man's offered arm. Instead, they may touch his arm lightly, and release it immediately after the potential hazard has passed.

7-7 
Standing as a matter of courtesy.

A.  
At a small gathering, men should stand whenever a woman enters a room and should remain standing until she sits down. They again rise to their feet upon her departure from the room. However, common sense will dictate how long gentlemen should remain standing when a woman thoughtlessly continues to stand and keeps all the men on their feet. When a woman prefers to remain standing with a group, the other men in the room may sit down.

B.  
A man is not expected to rise to his feet every time a hostess re-enters or leaves a room. Moreover, he need not rise to his feet at a business or organization meeting if a woman arrives late.

C.  
Gentlemen stand up -- not jump up -- for introductions, greetings, and farewells or whenever a person wants to pass in front of him at the movies, a football game -- or any place where someone must pass in front of him and he does not want his feet stepped on.

D.  
When a woman, senior officer, dignitary, or elderly person comes to your table in a restaurant or at the Military Ball, gentlemen should rise to their feet. When it is very difficult to stand at a crowded table, a half-standing gesture is better than upsetting something on the table or annoying others.

E.  
A junior military woman normally will stand when introduced to a senior -- male or female. When in civilian dress at social functions, military women conform to civilian etiquette (i.e. the junior woman will stand only when introduced to an elderly lady or a very prominent personage).

7-8 
Walking outdoors.

A.  
When a man is walking with a woman outdoors, he walks on side closest to the curb. If there is no curb, he gives her the place of honor on the right. When walking with two women, he walks to their left or on the curbside if near the street. He may walk between them only when crossing the street or if both ladies are elderly or are in poor health and need assistance. When two military persons are walking together, the junior always walks on the left of the senior. When two or more persons in uniform are walking together, they should keep in step, with the senior setting the pace.

B.  
A female cadet will follow these rules and defer to seniors, unless a senior indicates otherwise. If the senior is male, he may prefer to walk on the left or curbside himself.

7-9 
Opening doors.

A.  
When a man is escorting a woman, he should open any door and hold it open, hen follow her through and close the door. If she gets to the door first and opens it, he should not make an issue of it, but holds the door for her to pass through. He may start a revolving door for a woman or a male senior to pass through. He may precede a woman through any door that opens onto a dark street or leads down steep stairs.

B.  
In a military or official setting, a junior officer or younger man or woman opens a door for his or her senior. Junior officers stand aside for seniors to pass through doors, then follow.

7-10 

Who goes first? The woman does -- except:

When the man's assistance may be needed, such as when she is stepping down from a bus or platform.

When there is no waiter to precede a couple to a table in a restaurant, or no usher at the theater.



In a crowd, when the man will clear the way.

When going down the White House receiving line. The title takes precedence.

At official occasions, the senior male officer precedes a junior woman officer.

7-11 
Courtesy in cars.

A.  
When a man accompanies a woman in a car, he should be the first to get out. He should hold the car door open, assist the woman out, and then close the door. He should be the last person to get in the car and should close the door.

B. 
When driving the car, a gentleman should, if possible, get out, walk around the car and open the door for any women or older person. If it is not possible or is dangerous to get out on the driver's side, he may excuse himself, reach across, and open the door for his guest.

C.  
When a door attendant opens the car door, the woman will get out first. When you are passengers in a car or taxi and not in city traffic, the man gets out first -- even if the woman is closer to the door than he -- and then walks around the car and opens the door for her. In traffic, whoever is closest to the door on the safe side gets out first.

D.  
On dates, it is good manners for the man to go to the door of his date's house rather than blasting the horn.

7-12
 
Seating a woman.

A man will assist the woman to his right with her chair when she sits down at the dining table and when she rises. The chair is pulled back as she steps into place from the left; then, the chair is pushed under her as she bends to sit down. When she rises from the table, he should draw the chair back without jerking it.

7-13
Holding coats. When a man helps a woman with her coat, he holds the coat with the armholes at a comfortable height for her to slip her arms into them. The coat may be checked or hung on a coat rack if the lady wishes. It may also be laid across a vacant chair at the table or across the back of her chair at the table or in the theater. The man should see that the coat does not trail on the floor.

7-14 
Sending flowers.  When sending flowers to a woman, a man should choose them to fit her type, as well as the occasion at which they will be worn or displayed. Try to find out what she is wearing and send flowers that are appropriate.  

7-15 
Receiving lines at dances.

A.  
It is a courtesy -- and therefore mandatory -- that you go through the receiving line at the Military Ball. This is good training for future events and is similar to receiving lines at dances, balls, receptions, etc.

B.  
The receiving line customarily forms near the entrance to the ballroom and is composed of the official host(s) and guest of honor. At the Military Ball, a designated officer, usually the Company Operations Officer will be positioned just before the line. This officer's sole duty is to announce the names of guests to the first person in the receiving line. He/she will NOT shake hands with arriving guests.


C.  
The steps in going through the receiving line are:

When a couple approaches the line, the lady should be on the right. She should not hold his arm.

Nearing the line, the lady steps ahead, and the male crosses behind her in order to give her name to the Cadet Officer. The man gives the lady's last name only: "Miss Smith" or "Cadet Smith.” The couple will NOT shake hands with this announcing officer.

As the lady steps ahead, the announcing officer turns to the first person in the receiving line saying that person's name, then the name of the lady (e.g. "Mrs. Brown, Cadet Smith"). 

The arriving guest and the host in the line shake hands and exchange short greetings.

The first person in the line then turns and, as the lady walks forward, introduces her to the next person in the line. Similar exchanges of greetings are made.

The lady progresses down the line, meeting and shaking hands with each person in the line.

Each person goes through the line as an individual not as a couple. After the lady has been presented to the first person in the receiving line, the announcing officer turns to the male who gives his name: "Cadet Jones or Mr. Jones". The name must be given clearly, regardless of how well you know the introducing officer. If a guest does not state his name, he may be asked, "Your name, please?"

The male half of the couple will then be presented to the first person in the receiving line, just as was done with his lady. He will in turn be introduced to, shake hands with, and greet each person in the line.

Greetings should be in a firm tone of voice while being introduced. Look the person in the eye, do not mumble, or look at the ground. If your name is mispronounced, you should quickly provide your correct name to the person you are being introduced to. DO NOT start a long conversation in the line as others must wait while you talk.

If you are arriving alone, give the Cadet Officer your own name, then follow the procedure above.

7-16
Conduct at dances.

A.  
Cadets are expected to conduct themselves as ladies and gentlemen at all times on or off the dance floor. Displays of affection and boisterous conduct on the dance floor are not acceptable.

B.  
A gentleman should never leave his date sitting alone. A gentleman never leaves he person he is dancing with on the dance floor.  If an occasion arises when he must leave, he should leave her with a group before excusing himself or seat her at her table.

C.  
Since it is usually the man who invites the lady to dance, it is up to her to suggest hat you stop. She might say, "Let's rest a moment?” or "Let's have some punch.” Otherwise, the male should be prepared to dance indefinitely.

D.  
When a gentleman completes a dance with a girl who is not his guest, he should take her back to her escort or to her party (table) and thank her. It is inconsiderate to remain talking in groups on the dance floor when dancing is going on. If you want to talk rather than dance, you should move off the floor.

7-17 
Obligations.

A.
The first obligation of a male cadet, or any man at a dance, is to the lady whom he is escorting. She should be shown every consideration. He should dance with his date frequently, but not exclusively. He should introduce her to other couples and offer her refreshments. He must see to it that she is never neglected.

B.  
The second obligation of the man is to the others in his party or at his table. He should join in the general conversation, bring his date or others into the conversation, and help get refreshments during intermission, and ask other ladies in the group or at the table to dance at least once during the evening.

C.  
If a male cadet does not have a date, he should see the that the young lady seated at his right at the table is accorded every courtesy and that she and other unescorted ladies at the table have the opportunity to dance regularly.

D.  
A person who comes to a dance with a date is obliged to leave with the same date. It is never proper to change dates at a party. Even if you believe you have met the" love of your life,” he or she will likely still be around when it is time to arrange another date. You have taken on an obligation to the person you brought or who brought you to the party.

7-18 
Manners at the table.

A.  
Good table manners are the same anywhere. Customs may vary abroad and in various parts of the United States, but good fundamentals in eating is generally the same.

B. 
Mealtime is the time for enjoyment, not only of foods but also the company of others. Pleasant conversation, coupled with the relaxation that comes with knowing what to do, will mean pleasure in dining any place -- in a luxurious hotel, in a home or at the military ball.

C.  
Good manners are not turned on nor off, in accordance with the importance of the occasion or the individual, yet neither do they mean rigid formality. The desirable attitude at even the most formal occasion is relaxed politeness, plus the ability to make interesting "small talk.” However, it takes everyday practice before manners at the table become easy and automatic; you cannot turn them on and off like a faucet.

7-19 
Customs at the table.

A.  
The simplest silver service at any meal is the knife, fork, and spoon. The fork is placed at the left of the plate and the knife and spoon at the right, with the knife closer to and with the cutting edge toward the plate. In the United States, the knife is held with the handle in your palm and your index finger along the back of the blade. After using the knife, never lay it down on the table. You place the knife across the upper half of the plate, or on the side of the plate, with the blade facing in.

B.  
While the fork is being used with the knife to cut food, the handle of the fork will rest in your palm, with your index finger extending along the back. At all other times, the fork is preferably held in the hand, tines up, with the handle controlled by your thumb and first two fingers in a manner similar to holding a pencil. The end of the handle should extend out between your thumb and index finger. After the fork is used, lay it on the plate parallel to, but inside the knife and with the tines up.

C.  
The spoon is held in the same manner as the fork. Traditionally, the only spoon to appear on the table at the beginning of a meal is a soupspoon -- except at breakfast. However, in modern usage frequently the teaspoon is placed at the right of the knife at an informal or family meal or at a commercial establishment. The most commonly used spoon is the teaspoon. It is used at informal meals for desserts, tea, coffee, cereals, grapefruit, etc. In settings other than the simplest, you will also find other table silver, such as a butter knife, salad and/or dessert fork, a seafood fork, dessert spoon, iced beverage spoon, soupspoon, coffee or demitasse spoon, etc.

D.  
If you are in doubt as to which piece of silver to use for any course at a private dinner party, watch the hostess and follow her lead. It is generally correct, however, to start with the forks and spoons farthest to the outside from the plate and work toward the plate as the meal progresses.

E.  
A napkin is customarily placed to the left of the plate although it may appear in the center. The napkin should be partially unfolded when you sit down to dinner and draped across your lap. It is not tucked into your shirt or other apparel. When the meal is over, or if you must leave the table during the meal, place the napkin, neatly next to your plate on the left, but do not refold it.

7-20 
Mannerisms and habits at the table. There are many simple rules for eating that may seem elementary to some and strange to others, but they are the rules by which your manners are judged. The difference between good and crude manners is the way you observe these rules.

DO - wait until the others at your table (small table), or those around you (large table) are served before you begin to eat.

DO - use your napkin to wipe your mouth before drinking so you won't leave food particles on the glass. Use your napkin to remove any food you have gotten on your hands.

DO - ask for things out of reach to be passed. Never stand to reach something. If, however, you can reach an item conveniently without disturbing others, it is permissible to do so.

DO - break bread and rolls in half then in bite-sized pieces -- do not cut bread with a knife. If butter is to be used, butter each bite-sized piece just before eating it.

DO - remove the spoon from your cup and place it on the saucer after stirring and before drinking.

DO - tilt a soup bowl that is almost empty away from you and dip the soupspoon away from you.

DO - as a rule, remove items that must be removed from the mouth the same way they went in (if it went in on a fork, remove it with a fork). Bones, however, may be removed with the fingers and placed on the side of the plate. Do not draw attention to yourself or apologize if you must remove an item from your mouth.

DO NOT - talk with food in your mouth, chew with your mouth open, make noises while chewing or swallowing food, stuff your mouth with food or blow on food or liquids to cool them.

DO NOT - place your elbows on the table while eating. Between courses and after the meal the forearms may be placed on the table for short periods. Also, keep your elbows at your side when cutting food so you will not hit your partner. During dinner, if your hands are not needed to cut or transfer food, they should be placed in your lap. To pick at your ears or head, or to drum on a table or chair shows a lack of poise. Avoid awkward positions with your hands at all times -- such as locking them behind your head or thrusting them in your pockets.

DO NOT - engage in loud talk or laughter at the table. Avoid discussions that might offend anyone at the table such as religion, death, and politics. Do not gossip or criticize others.

DO NOT - pick up dropped silverware. Let it lie where it falls and ask the waitress for a replacement. Under no circumstances wipe the silverware with your napkin, if it is dirty, ask the waitress for a replacement.

7-21 
Tipping.  When dining at a commercial restaurant where table service is received, it is customary to leave a tip for the waitress in the amount of 15% to 20% of the total bill for the meal.  For exceptional or special service, the larger percentage is normal.  NO TIP is expected at the Military Ball, as it will be included when the bill is paid.

7-22 
Other considerations.

A.  
At the Military Ball, there will be a number of adult invited guests.  It is good manners to allow them to go through the buffet line to get their food first.  When the cadet staff sees that all adults have gotten in line, they will enter the line, signaling that other cadets may do so.  For the sake of pleasant dining, all persons at a table should go through the line at about the same time.  Normally, food is served from both sides of the line and you may use either side.  Once all persons have been served, you may normally return to the line for seconds if you are still hungry.

B.  
For the many things not covered above, the thing to keep uppermost in your mind is consideration for the feelings and sensibilities of others.  It is difficult to make a serious error if you keep to this rule.


This chapter was adapted from "Service Etiquette,” Second Edition.
CHAPTER 8 – FORMS

8-1 General. This chapter is intended to give an explanation of how each form is to be used and an overview on what the form is. The forms themselves are located at the end of the chapter in the same order as they appear in the explanations.

8-2 
Physical Fitness Test Sheet (RFPRT). This form lists the standards for each cadet’s physical fitness as the CNET has determined to be appropriate. This also allows for the platoon commanders to have a form to evaluate their cadets with.

8-3   Uniform Inspection Sheet (RFUIS). This form is a generic inspection form that shows who inspected, what uniform was worn, and the date. It also gives a maximum for points deducted from each uniform item. 

8-4 Cadet of the Month Attendance (RFCMA). Platoon commanders take muster at each Cadet of the Month to turn in to the BI so they know who was there and who wasn’t so they can give out CIRs for not attending the event.

8-5      Flag Duty Sheets (RFFDS). This sheet is used by the platoon commanders to write down who volunteered for flag duty. Each week this is posted on the bulletin board for the cadets to look at.

8-6      Job Request Form (RFJRF). This form is filled out by cadets who desire a job in the unit. If it is approved, then the department head keeps a copy of this form in their folder to how who is working for them. 

8-7 Meeting Request Forms (RFMRF). This form I filled out by anyone wanting to hold a meeting. After this has been approved it goes on the plan of the week (POW), which is posted on the information board.

8-8 
Weekly Progress Reports (RFWPR). These are given out to all cadet staff and drill team member for their teachers to fill out so we can determine if they are eligible to participate in extracurricular activities. 

8-9     Progress Report List (RFPRL). This is for the Legal Officer to use to check off who has turned in their progress reports.

8-10 
Progress Report Policy (RFPRP). This tells each cadet what their grades need to be in order to be eligible to participate in extracurricular activities and when progress reports will be due.

8-11 
Cadet Infraction Report (RFCIR). This form is used to write down a cadet’s name and what offense was committed. The accused then signs it to acknowledge it was prepared on them, and then if it is challenged an investigation is held by the Legal Officer. If it needs further resolution the Executive Officer conducts an investigation.  

8-12 
Meritorious Points Award (RFMPA). This form is used to write down a cadet’s name and a description of what they did well. This is reviewed and points are added to the cadet’s point total.

8-13 
Point System (RFPS). This form lists each offense that can be committed and how many points can be taken away for it. Also, it lists how many positive points can be added for certain deeds.

8-14 
Demotion Policy Sheet (RFDPS). This form states the unit policy on how many points you can have taken away before being demoted.

8-15 
Classroom Rules Sheet (RFCRS). This sheet states all of our general classroom rules so cadets can have an idea of what is expected from them.

8-16 Staff Evaluation Sheet (RFSES). This form is used to evaluate all members of the   cadet staff. Each person evaluated sees this when it is completed.

8-17
Department Staff Evaluation Sheet (RFDSE). This form is used by the QA and LO to evaluate the department heads. Each person sees this when it is completed.

8-18 
Cadet Evaluation Sheet (RFCES). This form is used by platoon commanders to evaluate their subordinates. Each cadet evaluated sees this when it is completed. 

8-19 
Cadet Information Forms (RFCIF). The Administration Department uses these forms to get each cadet’ information so the unit can mail them the unit paper, and because we are required to posses their insurance information in case they are injured.

8-20  Morning Uniform Muster Sheet (RFMUM). This form is used by platoon commanders to ensure their cadets are in uniform for the entire day. Each cadet is required to check in before school to hold them accountable. 

CHAPTER 9 – TESTS

9-1 
General. Each cadet is required to have certain knowledge to be promoted to certain ranks. We ensure the cadets possess this knowledge by requiring them to take tests for advancement. There is a deadline of a week before promotions that they must have taken the necessary tests for the next rank.

9-2 
Requirements for Promotion Form.  This form ensures each cadet knows what tests and other requirements are expected of them in order to be promoted. We feel cadets must possess certain professional knowledge before they are placed in positions of authority. This also allows  for our requirements for promotion to not be based upon subjective evaluations of  a person.

9-3 
Study Guides. These are made so cadets can have an idea of what knowledge each test is asking for. These help them prepare for their advancement tests. Each study guide covers what the cadet needs to know only, to ensure they know exactly what is pertinent to the test.  

9-4 
Tests. These are the actual forms we give to cadets for test purposes. No questions can be missed for the cadet to pass. The Training Officer grades the tests. The people authorized to give the tests are: any representative of the Training Department, any officer, and the NSI/SNSI. Cadets are supervised at all times during a test to ensure there is no cheating.

CHAPTER 10 – CADET WATCHES

10-1 
General. 

10-2 Logs/Records


10-3 Watch Billets 

CLOTHING AND GROOMING TIPS


Uniforms:  Uniforms are required to fit properly, be kept clean and well pressed, and worn according to regulations.  The following tips will help you maintain your uniforms at a minimum cost.

Pressing: Uniform items should be pressed with an ordinary iron at a setting that is proper for the material (usually low heat).  The black coats, shirts, skirts, and pants must be pressed with a PRESS CLOTH in order to avoid a permanent shine.  A press cloth is a lint-free cloth that is placed between the garment and the iron.  Brown paper, such as from a grocery sack can be used in place of the cloth if it is sprinkled lightly with water.  Each uniform shirt should have military creases.

Washing:  In general, follow the instructions on the label when washing uniform items.  Khaki uniforms and white shirts can be washed with normal clothing of the same type.  White shirts should be bleached with non-chlorine bleach such as Clorox-II.  Chlorine beaches will cause the shirts to turn gray and should not be used.  Black uniform items, if washable at all (see below), must be washed on gentle cycle (or by hand) in cool or cold water, and in mild detergent.  These dark items may be dried on low heat and perma-press setting but should be removed before the end of the cycle.  Press as above.


Dry Cleaning:  Any commercial dry cleaner may be used for NJROTC uniforms.  Even though some uniform items do not need to be dry cleaned regularly, all service dress and other black uniform items (except the raincoat) being turned in or exchanged must be professionally cleaned before they will be accepted.


Special Uniform Instructions


Black Trousers/Skirts/Slacks:  Even though these items are marked Dry Clean Only, they may be washed if care is used.  See the instructions under washing, above.  Frequent washing will cause these items to fade, so spot cleaning with a damp cloth to reduce washing frequency is suggested.


Cover Covers:  The only reliable way of getting a dirty white cover covers clean is washing by hand in warm or hot water using laundry soap and bleach and utilizing a stiff brush on the heavily soiled areas.  For very lightly soiled covers, you can try the automatic washer with other white items.  The cover should be spread out flat to dry and may need to be ironed.  Girl's white covers can be ironed more easily if placed over a full toilet tissue roll to fill out their shape.


All Weather Coat:  Do not wash or dry clean the outside shell of the coat, wipe it with a damp cloth to remove any dirt.  The liner may be dry cleaned after it has been removed from the coat.


Service Dress Coat: (Dress coat with metal buttons):  This item must be professionally dry-cleaned.  With care, this cleaning may need to be done only once per year or so as this uniform is seldom worn to school.  Proper spot cleaning and pressing will reduce the need to take it to the cleaners.  Do not attempt to wash this uniform coat in the washer or by hand - it will ruin the uniform at a cost of about $100.00.


Shoes:  The black uniform shoes must be shinned to a high gloss, using black paste shoe wax.  DO NOT USE LIQUID SHOE POLISH as it will eventually crack and you will then be required to remove it completely, a very difficult job.  Several companies make acceptable shoe polish, Kiwi, Johnson, Esquire to name a few.  The polish normally comes in a small tin and is applied with an applicator or, better, a soft cloth such as an old t-shirt.  A small amount of polish is rubbed into the leather and then buffed lightly.  This must be repeated many times on new shoes.  Special techniques must be followed if you want to go farther and get a mirror or spit shine.  Other cadets can help with this.  After the upper part of the shoe is polished, you should take an old tooth brush dipped lightly in shoe polish and go around the exposed part of the shoe sole to blacken it and get rid of dust in the indentations. Be sure to use edge dressing around the edges of the shoe, separate from the grouts.


Utility Jacket:  The zip-up blue or black utility jacket may be washed on gentle cycle in mild detergent.  It may be tumble dried on perm-press setting.
SUMMARY OF MAJOR NJROTC ACTIVITIES


Annual Military Inspection.  Each year the Chief of Naval Education and Training's NJROTC Area ELEVEN Manager holds a comprehensive inspection of the NJROTC Unit.  The inspection takes all day and requires much work in preparation.  Virtually every aspect of the NJROTC program is covered, starting with a presentation by the cadet staff followed by a personnel inspection and drill demonstrations by the cadet company, observation of classroom activities, in depth look at supply and administrative practices and procedures and ending with conferences with cadets and school administrators.  During the weeks before the inspection, much of the effort of the Company will be directed toward becoming as prepared as possible.


Military Ball.  The Military Ball is probably the most delightful formal social event sponsored by Orange Glen High School NJROTC.  The ball combines an excellent catered dinner with dancing to a military orchestra or a disk jockey.  School and Navy officials are normally in attendance.  Boys wear their "dress" uniform while girls wear civilian dresses.  The Ball is usually held in February.


Drill Meet.  Orange Glen High School hosts a drill meet each spring.  As many as 30 schools from all over Southern California and Nevada send teams to compete in drill, color guard, and athletics.  As hosts, Orange Glen High School cadets are expected to assist in preparing for and running this popular event.  Orange Glen teams also compete and the Booster Association sells refreshments.


Ceremonies.  Cadets take part in a wide range of ceremonies throughout the year, mostly as members of teams or the color guard.  Several events, however, involve the entire company, such as Cadet Of The Month Ceremonies.  We are frequently asked to take part in parades and ceremonies by the city and by civic groups.


Community Service.  Many opportunities for community service occur during the year.  They range from helping with school and church fairs, to assisting with the street barricades, Festival of Lights, and school sponsored events.  Our unit regularly donates 1000-2000 hours each year to community service.

Field Trips.  Each year a number of field trips are scheduled.  Some relate directly to material being covered in a course segment, while others introduce cadets to various aspects of the Navy or improve cadet skills.  Each summer a few cadets have the opportunity to attend a Leadership Academy where top performing cadets from Area ELEVEN schools work on leadership techniques.  More basic training, called mini-boot camp, is available some years for up to 30 cadets.  All trips are open to any eligible cadet and costs are normally low or paid for by the Navy.



