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MESSAGE FROM THE SENIOR ARMY INSTRUCTOR 

 

     One of the lessons we must learn in the atmosphere of an 

American High School is the true realization and meaning of being 

an American and why it is worth defending.  History teaches us 

that we have no permanent lease on freedom, it must be renewed by 

each generation. 

 

     As a cadet at D. H. Conley High School, you are now embarking 

upon a course of study that can be of great value to you and your 

school.  Through the Junior Reserve Officer Training Corps (JROTC) 

programs, you are offered a special opportunity to combine 

leadership training with your normal civilian education. 

 

     In future years, I am certain that you will remember the 

leadership training and only the passage of time will give you the 

wisdom to be fully cognizant of the benefits that you receive.  I 

have every confidence that you will continue the great tradition 

of service already established by cadets here at D. H. Conley High 

School. 

 

 

                               

        

                               KENNETH R. FREEMAN 

                               SFC, US ARMY (RET) 

                               SENIOR ARMY INSTRUCTOR 
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     CHAPTER 1 

 

                      The JROTC Department 

______________________________________________________________________

______________________________________________________________________ 

 

                      Section I. General 

 

 

1-1. PURPOSE.  This handbook has been prepared to assist you in 

quickly orienting yourself on the operation and administration of the 

Cadet CORPS.  It will provide guidance in procedures which are to be 

standardized as to format, recurring in practice, and informative in 

nature.  You will save valuable time and avoid many mistakes by 

studying it closely. 

 

1-2. AUTHORITY. The Army ROTC program originated as part of the 

National Defense Act of 1916.  The principle of maintaining national 

programs of military training for young citizens attending school was 

validated during Congressional hearing preceding passage of the ROTC 

Vitalization Act of 1964. The program consists of three levels of 

instruction: the senior 

division; the military schools division; and the junior division. Our 

unit is a junior division unit and was established in 1972 following 

application by the Pitt County Board of Education to the Department of 

the Army (DA). 

 

1-3. MISSION. The primary mission of a modern educational program is 

to train leaders for tomorrow.  The Army Junior ROTC program provides 

a unique educational experience for young citizens through their 

participation in a Federally-sponsored course of military instruction 

while pursuing their normal civilian education.  You should acquire an 

understanding of the fundamental concepts of military art and science, 

an introduction to 

associated professional knowledge, and an appreciation of requirements 

for national security.  The dual roles of citizen/soldier and 

soldier/citizen are studied.  JROTC assists in the total development 

of high school students so that they can take their places as 

responsible citizens in our free society. JROTC MISSION IS “TO 

MOTIVATES YOUNG PEOPLE TO BE BETTER CITIZENS”. 

 

1-4. OBJECTIVES.  Participation in the program will involve a 

combination of relevant knowledge and personal development.  The 

program will offer you the challenge of intellectual inequity under 

the direction of instructors who are experienced leaders. The Cadet 

CORPS provides an atmosphere designed to develop the qualities of 

leadership.  Through classroom and other 

instructional activities, you may acquire the knowledge, self-

discipline, patriotism, sense of responsibility, and responsiveness to 

constituted authority which will better prepare you for the future.  
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The course will enable you to better serve your country as a leader, 

as a citizen, and in the military service should you enter it. 

       

1-5. MILITARY STAFF.  

 

a. The faculty members assigned to the JROTC Department of D. H. 

Conley High School are retired Regular Army personnel.  This group, 

known as the Military Staff, is normally headed by a retired officer 

with the title of Senior Army Instructor (SAI). Acting in a dual 

capacity, the SAI is responsible to the Department of the Army that 

training be conducted in accordance with pertinent directives and in a 

manner which meets prescribed standards; he/she is also responsible to 

the principal for the administration of the JROTC Department in the 

administration, training, and discipline of the Cadet CORPS.  All 

policies governing the CORPS and the JROTC Department are approved by 

the principal of D. H. Conley High School and the Department of 

Defense who funds the program. 

 

     b. The members of the Military Staff have been selected for their 

extensive military experience and for their particular qualifications 

for this duty.  They are vitally interested in the well-being of the 

unit, but even more so in each cadet as an individual.  They 

understand your problems and are anxious to help you solve them.  If 

you are having difficulty of any sort, do not be afraid to speak to 

any of the staff for help. 

 

     c. In addition to instructional duties, each Military Staff 

member is a Tactical Officer.  In this capacity, he/she advises the 

commander of a specific unit.  He/she may also be the sponsor of an 

extra-curricular activities such as the Drill Team, Color Guard, 

Raider Team , Rifle Team, and numerous other JROTC related teams.. 

 

1-6. ENROLLMENT.  

  

a. To be eligible for enrollment and continue as a member of the Cadet 

CORPS, you must: 

 

     (1)  Be enrolled in, and attending full-time, a regular course of 

instruction at this school. 

 

     (2)  Be a citizen of the United States. 

 

     (3)  Be at least 13/14 Years of age and in the 9th grade of 

school. 

 

     (4)  Maintain an acceptable standard of academic achievement. You 

must maintain an academic standing which warrants at least normal 

progression and will merit your graduation on completion of all 

requirements therefore. 
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     (5)  Maintain an acceptable standards of conduct and be of 

good moral character.  Require of yourself honesty, self-reliance, 

and a sense of responsibility in the performance of this course 

and other academic assignments.  You must show self-discipline and 

responsiveness to constituted authority through observance of 

laws, rules, and regulations of the entire school as well as the 

JROTC Department; by prompt and regular attendance to instruction; 

and in your general demeanor.  (A student who has been convicted 

by a court or who has received an unfavorable court decision  for 

other than a minor misdemeanor or minor traffic offense, must be 

granted a waiver by the Commanding General, Training an Doctrine 

Command for enrollment or continuance. 

 

     (6)  Be physically fit to participate in the JROTC program 

without compromise to your health or well-being.  You must provide 

the SAI with a certificate or statement of health signed by your 

parent or guardian.  This certificate will remain on file in the 

JROTC Department. 

 

     b.  Enrollment at the beginning of the school year is with the 

understanding that all training will be completed.  Mid-year 

enrollment is subject to approval by the SAI.  A prerequisite to 

enrollment in LET II is LET I, LET III is LET II, and LET IV is LET 

III , LET V is LET IV, LET VI is LET V, LET VII is LET VI, LET VIII is 

LET VII satisfactory completion of all previous LET levels.  

 

     c.  Transfer of members from Navy and Air Force JROTC units 

is authorized, and full credit will be given for training received. 

 

1-7. DISENROLLMENT.  Students will be disenrolled or excluded from 

attendance as determined by the SAI and/or principal.  In all cases, a 

cadet will be disenrolled when he/she: 

 

     a. Withdraws from school. 

 

     b. Becomes physically unfit. 

 

     c. Shows inaptitude for military training as demonstrated by 

lack of general adaptability, want of readiness, or skill,unhandiness, 

or inability to learn. 

 

     d. Fails to maintain an acceptable standard of academic 

achievement or conduct. 

 

     e. Shows undesirable traits of character as demonstrated by 

cheating on examinations; stealing; unauthorized possession or use 

of habit-forming drugs, LSD, or marijuana; conviction for commission 

of a felonious act; frequent incidents of a discreditable nature with 

civil or school authorities; or similar acts. 

 

     f. Shows indifference to and lack of interest in military 
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training as demonstrated by frequent absences from class or drill, 

large accumulations of demerits, and established pattern of shirking, 

or similar acts. 

 

              Section II.  Military Training Course 

 

1-8. GENERAL.  a. The JROTC program is conducted as prescribed by 

Army Regulations and in conformity to local school regulations. 

The course imposes no military obligation upon a cadet outside or 

beyond the school environs. 

 

     b. The major objective is to lay the foundation for intelligent 

citizenship by teaching the principles of leadership, constituted 

authority, and habits of precision, orderliness, courtesy, hygiene, 

and correctness of posture and deportment.  It is to this end that the 

course of instruction is pointed. 

 

     c. You will receive 5 hours of military instruction each week or 

6 hours if taking the Advanced Leadership Lab class. There will be a 

mixture of classroom and drill field activity. One to two hours each 

week will be devoted to maintenance, inspections, or ceremonies.  One 

hour will be devoted to Physical Fitness Training each week and will 

normally be conducted on Friday.  Cadets are expected to be present 

for all scheduled instruction and/or training. 

 

     d. Whenever possible, the "learning by doing" method of 

instruction is stressed.  This practical approach to learning has been 

proved by the army to be the most efficient method for teaching the 

subjects to which you will be introduced.  You will also find that 

your instructors will use a great number of training aids and visual 

equipment.  This is not to keep you amused, but rather to aid in your 

learning as quickly as possible the many techniques and doctrines that 

you will have to absorb in order to successfully complete the course. 

 

     e. Throughout the course of instruction, your basic textbooks 

will be the JROTC manuals, which each cadet is issued along with 

his/her clothing and equipment.  These manuals contain all the data 

that a cadet normally needs to adequately study and prepare his/her 

classroom assignments.  If you have a particular need for additional 

information in the preparation of an instruction assignment, you are 

granted permission to use the Digital Training Library with its 

extensive collection of Field Manuals and other reference books. 

 

1-9. CREDIT.  Academic credit toward graduation is awarded on the 

basis of one full credit for each semester of JROTC training 

successfully completed.  A military Training Certificate (DA Form 

134), signed by the Senior Army Instructor, will be furnished each 

cadet upon successful completion of his/her JROTC training, provided 

his/her service has been honorable. 

 

1-10.  METHOD OF GRADING.  a. Each cadet receives a numerical grade at 
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the end of each nine weeks.  This is a composite of all graded 

exercises, conduct and uniform grades, adjusted by merits earned and 

demerits assessed and still outstanding at the end of the grading 

period.  Graded exercises, conduct, and uniform grade carry the same 

weight. Graded exercises, workbook, conduct and uniform grades are 

averaged before merit system adjustment.  The resultant score is 

converted to a letter grade, using the standard scale of the school. 

 

     b. The grading scale used by D. H. Conley High School is as 

follows: 

 

     A  93-100          B  85-92        C   77-84 

 

     D  70-76           F  69-0 

                                 

     c.  The following description is an example of how the 

grading system works: 

 

     Cadet Ducrot, during a 9 week grading period, was responsible 

for 5 academic graded exercises for a possible 500 points. Uniform 

grade and daily conduct scores accounted for another 200 points, 

making a cumulative point total of 700 points.  He also earned 5 

merit points and was assessed 10 demerits during the period. 

Cadet Ducrot earned 450 academic points and 180 conduct points. 

His point score and grade for the nine week period is determined in 

the following manner: 

 

 (Possible Academic Points) + (Possible Uniform/Conduct Points) =Max 

Score 

 

    (500         +           200)               = 700 

 

 (Earned Academic Points) + Earned Uniform/Conduct Points) = Point 

Score 

 

    (450         +          180)                = 630 

 

     Earned Points    630 

     --------------------- = 90% 

     Maximum Score    700 

 

Percentage Score less Merit Adjustment = Numerical Score/Grade 

 

       90%               - 5 demerits = 85 or a letter grade B 

 

 

1-11. LEVEL OF WORK.  The level of cadet work is determined by 

practical performance exercises, quizzes, graded inspections, and 

Written General Reviews (WGR).  At the end of each block of 

instruction, a WGR is conducted.  This constitutes the final 

examination for that subject.  LET III cadet will be assigned 
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research papers, which will carry the same weight as a WGR. 

 

1-12.  MAKE-UP TESTS.  Cadets missing a WGR, graded inspection, 

quiz, or other graded exercise because of an absence which is 

excusable in accordance with the D. H. Conley High School Student 

Handbook, will be permitted to make up the missed work.  A grade 

of zero will be given for grade exercise missed because of an 

unexcused absence.  Arrangements for taking a make-up test or 

other exercise will be made with the appropriate Military Staff 

member.  It is the responsibility of the cadet who missed the 

exercise to request that the instructor conduct the make-up 

exercise. 

 

1-13.  RETESTS.  Except for failures incurred as a result of an 

excused absence, cadets who receive failing grades on an examination 

will be permitted a retest.  The maximum allowable score on a retest 

will be the minimum passing score. 

 

1-14.  INSPECTIONS.  a. Inspections are graded exercises and are 

computed as a factor in your conduct score for a grading period. If 

you miss an inspection, it must be made up the same as any other 

graded exercise.  You have two school days following the inspection to 

make up the exercise.  Failure to do so results in a zero for the 

inspection. 

 

     b.  The purpose of an inspection is to determine how well you 

are caring for the government property entrusted to you.  It also 

serves as a vehicle for teaching cadets the proper conduct of an 

inspection, and to assure that high standards of personal appearance 

are maintained. 

 

     c.  Unannounced inspections and visits will be made throughout 

the year by the Military Staff and representatives of the commanding 

General, Training and Doctrine command, respectively. 

 

     d.  A grade inspection will be conducted weekly by the SAI. 

 

     e.  During the Fall of every third year, the Commanding 

General, Training and Doctrine Command, conducts a Regional Formal  

 

Inspection of the D. H. Conley High School ROTC Battalion.  This is 

the one chance the Cadet Corps has to demonstrate how well all phases 

of the year's military training has been accomplished. Preparation for 

this inspection is meticulous because the results determine whether or 

not your unit is designated an Honor Unit or Honor Unit with 

Distinction.  Unit Visits are conducted other years by a Forth Brigade 

Representatives, another school or the military staff at East Carolina 

University. 

 

       Section III. The Cadet Corps 
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1-15. GENERAL.  With the idea in mind that the best method of 

learning is by doing, the Cadet Corps is organized to achieve as 

much realism as possible.  This practical organization provides 

the cadet with an opportunity to put into the theory taught in the 

classroom.  The organization is fashioned after typical Army 

organizations and the positions of leadership are similar in most 

aspects to those that would be found in an Active Army unit. 

Basically, the cadets command the various units of the Corps with 

the Military Staff acting in a supervisory and advisory capacity. 

 

1-16.  ORGANIZATION. 

 

a. The D. H. Conley High School Cadet Corps is organized tactically as 

a battalion.  The elements of the Battalion are: 

 

              Headquarters & Headquarters Detachment 

 

     Letter companies such as Company A, B, C, etc., the number of 

which is determined by the total enrollment in the program. 

                                

     b. The battalion is normally commanded by a Cadet Lieutenant 

Colonel.  He/She has on his/her staff an Executive Officer (XO), an 

Adjutant (S-1), an Intelligence Officer (S-2), an Operations and 

Training Officer (S-3), a Supply/Logistics Officer (S-4), a Public 

Information Officer (S-5), and other commissioned officers as may be 

required.  The companies are commanded by Cadet Captains, and the 

platoons are commanded by Cadet Lieutenants.  The various 

noncommissioned officers (NCO), and their grades, are similar to those 

found in any active Army infantry unit. 

 

1-17. POSITIONS AND RANK.  

 

a.  The various positions to be found in the battalion and the rank 

normally held by the incumbents are listed below.  It should be 

pointed out that the mere occupancy of a position calling for a 

certain rank does not entitle the incumbent to that rank.  He/She must 

first prove that he/she is capable and willing to perform the  

required duties in a proficient manner and that he/she is entitled to  

advanced rank by virtue of an exemplary records. 

   

     POSITION                                CADET RANK 

 

Battalion Commander                   Lieutenant Colonel (LTC) 

Battalion Executive Officer           Major (MAJ) 

Adjutant (S-1)                        Major 

Intelligence Officer (S-2)            Major 

Operations & Training Officer (S-3)   Major 

Supply Officer (S-4)                  Major 

Inspector General (IG)                Major 

Information Officer (S-5)             Major 

Assistant Staff Officers              2LT, 1LT and Captain 
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Communications/Ordnance Officer       2LT, 1LT and Captain 

Company Commander                     Captain 

Company Executive Officer             First Lieutenant (1LT) 

Platoon Leader                        Second Lieutenant (2LT) 

Battalion Sergeant Major              Command Sergeant Major (CSM) 

Battalion Operations Sergeant         Sergeant Major (SGM) 

Battalion Staff NCO's                 Sergeant First Class (SFC) 

Company First Sergeant                First Sergeant (1SG) 

Platoon Sergeant                      Master Sergeant 

Squad Leader                          Sergeant First Class (SFC) 

Assistant Squad Leader                Staff Sergeant (SSG) 

Team Leader                        Sergeant (SGT) 

Company Armorer (Guidon Bearer)       Sergeant (SGT) 

 

     b. The above list is not exhaustive, and additional positions 

with appropriate rank may be added whenever the need arises.  The 

basic criterion is the need of the Corps. 

 

1-18. METHOD OF APPOINTMENT.  

 

a. The cadet battalion is actually commanded by the themselves.  

The positions of cadet officers and noncommissioned officers, 

therefore, are ones of great trust and responsibility.  Appointment as 

a cadet officer is a demonstration of the special trust and confidence 

that the school and military authorities have in the particular cadet.  

The appointment is made only after the cadet has demonstrated his/her 

leadership ability and general all-around worthiness for the rank.  It 

carries with it many honors and privileges.  But, even more important, 

are the added responsibilities that the cadet commissioned leader must 

shoulder.  Appointment as a noncommissioned officer is recognition of 

good qualities already demonstrated, as well as the military staff's 

confidence in the cadet's potential leadership ability. 

 

     b.  Cadets are promoted solely on their demonstrated ability 

and evaluation by the school faculty and the military staff. 

Recommendations for promotion may be submitted through channels, 

by any of the cadet leaders, for personnel under their command. 

These recommendations are carefully weighed with the cadet's overall 

academic records; his/her military records; his/her disciplinary 

records, both military and overall: and a careful evaluation of the 

cadet's leadership abilities. 

 

     c.  After initial vacancies are filled, subsequent appointments 

will be based upon promotion criteria indicated below.  Appointments 

during the first six weeks of the school year are temporary.  During 

that period, every cadet is being closely observed and carefully 

evaluated.  It behooves every temporary appointee to give his/her best 

effort at all times.  Temporary appointment is not tantamount to 

permanent appointment to any rank, grade, or position. 
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1-19. QUALIFICATIONS FOR PROMOTION.  

   

 a.  CADET OFFICER.  To be eligible for appointment as a cadet 

officer, or for promotion to a higher cadet officer rank, a cadet 

must: 

  

(1)  Have successfully completed all previous military courses. 

 

     (2)  Have maintained at least a "B" average in all his/her 

academic and military subjects. 

 

     (3)  Have demonstrated his/her ability to lead others by actual 

performance within the Cadet Corps. 

 

     (4)  Be judged worthy of promotion to the rank by the military 

staff and school authorities. 

 

     (5)  Meet minimum time in grade requirements shown in Table 1. 

 

     (6)  Be recommended by immediate supervisor  

 

     b. CADET NONCOMMISSIONED OFFICER.  To be eligible for appointment 

as a cadet noncommissioned officer, or for promotion to a higher NCO 

grade, a cadet must: 

 

     (1)  Have passing grades in all subjects attempted. 

 

     (2)  Have demonstrated his/her ability to hold a position of 

authority. 

 

     (3)  Possess a record of military accomplishment showing his/her 

fitness for advancement. 

 

   (4)  Be recommended by his/her Cadet Company Commander. 

 

     (5)  Meet minimum time in grade requirements shown in Table 2. 

 

     (6)  Be recommended by immediate supervisor  

 

     c.  PROMOTIONS STANDARDS FOR FIRST YEAR CADETS:  In addition to b 

above, a cadet must have the following merits as shown for the next 

higher grade. 

 

     TO  E3 ----- 25 MERITS 

 

     TO  E4 ----- 50 MERITS 

 

     TO  E5 ----- 75 MERITS PLUS RECITE THE CADET CREED 

 

 TO  E6 ----- PASS PROMOTION BOARD AND WRITTEN GRADED LEADERSHIP 

EXAM 
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FOR EACH PROMOTION THE MERITS INDICATED WILL BE DEDUCTED, I.E., IF A 

CADET HAS 35 MERITS AND MEETS THE CRITERIA OUTLINED IN PAR 1-18, B, 

THE CADET MAY BE PROMOTED TO E-3 CAUSING A DEDUCTION OF 25 MERITS, 

LEAVING 10 MERITS.  THE CADET MUST THEN EARN 40 MORE MERITS BEFORE 

BEING ELIGIBLE FOR PROMOTION TO E-4.  MERITS USED FOR PROMOTION WILL 

NOT EFFECT THE GRADES.  THE TOTAL NUMBER OF MERITS/DEMERITS EARNED 

WILL BE ADDED OR SUBTRACTED TO THE 6 WEEKS GRADE. 

 

     d.  BOARDS AND EXAMINATIONS.  Examinations for promotion will be 

conducted by the cadet and military staff.  Promotion boards will be 

convened by the Cadet Battalion Commander.  An Army Instructor will 

sit as an Ex-Officer member of all boards. 

 

     e.  WAIVERS.  Outstanding cadets may be promoted ahead of their 

contemporaries.  Up to one-half time in grade may be waived in these 

cases.  During the last 6 weeks of school the above required merits in 

para 2c may be waivered, if the cadet has worn the uniform as 

prescribed in this hand book, shown good behavior, demonstrated good 

leadership traits and military bearing.  Cadets who have worn their 

uniforms, shown good behavior, have passing grades, and meets the 

criteria for promotion, but has not received the required merits for 

promotion to E-3 may be promoted to E-2 at the end of the first 

semester.  Those cadets with demerits will not be considered for this 

promotion. 

 

1-20. REDUCTION.  a. Any cadet officer or noncommissioned officer may 

be reduced in grade for any of the following reason: 

 

     (1)  Demonstrated inability to serve as a leader in that grade. 

 

     (2)  Inefficiency or neglect of duty. 

 

     (3)  Conduct improper for a person holding that grade. 

 

     (4)  Failure to maintain proper academic proficiency. 

 

     b.  Cadet officers must maintain a "B" average in all military 

and academic work.  Cadet noncommissioned officers must maintain an 

average high enough to indicate that his/her duties in the battalion 

are not interfering with his/her academic classwork. Deficiency in 

ROTC for a grading period will result in reduction to the next lower 

grade, or in the case of a cadet officer, reduction to the appropriate 

enlisted grade. 

 

1-21 JROTC EXTRACURRICULAR ACTIVITIES. 

 

     a.  The cadet corps has many activities outside the regularly 

scheduled academic curriculum.  These activities are planned to 

provide both recreation and additional training opportunities for 

cadets.  Each cadet is urged to actively participate in one or more of 

the extra-curriculum activities sponsored by JROTC. 

      1-10 



 

 

 

     b. Extracurricular activities range from membership on 

competitive teams, such as drill and raiders, to social events such as 

the annual military ball.  Although participation in extracurricular 

activities is voluntary, cadets are highly encouraged to become 

actively involved in as many of the activities as possible.  Some of 

the JROTC sponsored extracurricular activities are: 

        

     1.  Drill Team - The Drill Team provides cadets the 

     opportunity to refine military drill techniques and 

     develop a high level of proficiency in executing 

     precision drill movements. The team well enter drill 

     meets within the Fourth Brigade and compete for 

     trophies, awards, and other honors. 

 

     2.  Color Guard Team - The Color Guard will compete in 

     drill meets within the Fourth Brigade and represent 

     the Cadet Corps and school at formations, reviews, 

     athletic contests, and civic events throughout the year. 

 

     3.  Raider Team - The Raider Team is an organization composed 

     of highly motivated cadets who have demonstrated the desire 

     to excel academically, physically, and morally.  Raider Team 

     activities stress physical fitness, marksmanship, field 

     crafts, survival skills, community service, self-discipline, 

     duty, honor, and country. 

 

     4.  Marksmanship (Rifle) Team - Selected Cadets who have a 

     desire to learn about firearms safety and the competitive     

 sport of shooting.  The cadets will participate in competitive  

     match rifle meets within the Fourth Brigade and  postal matches. 

 

     5.  Orienteering Team.  Selected Raider Team members who have 

     a desire to compete in a sport that requires excellent skills 

     in land navigation and superb physical conditioning.  The 

     cadets will participate in competitive meets within the Fourth    

     Brigade Region. 

 

     6.  Saber Team - The Saber Team is a team composed of highly 

     disciplined, motivated, who looks extremely sharp in uniform 

     and demonstrates outstanding military bearing.  The Saber 

     Team is the official Honor Unit for the Cadet Corps and 

     School.  The Saber Team is used for greeting government 

     officials, such as Congress Members and Senators.  Local 

     officials are greeted by the Saber Team and also used during 

     the crowning of the homecoming queen, military ball queen, 

     weddings and other high visible activities. 

 

     7.  JROTC Cadet Leadership Challenge JCLC (Summer Camp).  In 

     order to familiarize JROTC cadets with active military life and  

     training, Fourth Brigade sponsors three numerous camps each  

     year. The camps are conducted at Fort Bragg NC, Fort Jackson SC,  
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     and Fort Pickett, VA. Selected Vikings Battalion cadets will be  

     given the opportunity to attend one of the summer camps. 

 

     8.  Educational Field Trips.  During the course of the year, each 

 cadet will have the opportunity to participate in a field trip.  

 Field trips will focus on increasing and enhancing cadet 

 knowledge by visiting facilities of cultural, educational, 

 historical, and industrial interest. 

 

     Trips are: 

 

          LET I (1 DAY TRIP)            SEYMOUR JOHNSON AIR FORCE 

                                        BASE, NC (AIR FORCE) 

 

          LET II (1 DAY TRIP)         CHERRY POINT MARINE BASE  

            HAVELOCK, NC                                                         

 

          LET III & IV (4 DAY TRIP)     NORFOLK NAVY BASES, VA 

                                        (US NAVY) OR (ALTERNATE)                                       

        WASHINGTON, DC AREA 

                                     

          ALL CADETS (1 DAY TRIP)       BUSCH GARDENS 

                                        WILLIAMSBURG, VA 

 

     9.  MILITARY BALL:  The social highlight of the school year 

for the JROTC cadets.  This is a dance that provides the cadets 

with an insight on social customs within the military. It is held 

early in the spring, and with the young ladies taking part, is a 

very popular function.  Male cadets wear their JROTC uniform with 

a white shirt and a black bow tie.  Female cadets may wear either 

their uniform or formal evening dress.   

 

 10.  DINING-IN:  The Dining-in is a formal occasion where the 

cadet officers gather for a formal dinner plus it brings together 

the unit officers on a social basis; fosters a spirit of teamwork 

in the unit as the officers get to know each other better.  It 

also allows each officer see his/her place in the unit history. 

 

11.  PARADES:  Each year we are ask to participate in a number of 

parades usually Christmas and Festival parades. 

 

     12.  REGIONAL FORMAL INSPECTION: (RFI) This is an inspection 

     conducted by active duty Army personnel to give us a grade on 

     how well our program is progressing.  It is very important that 

 the cadets do well on this inspection.  We can receive three 

 ratings, Honor Unit With Distinction being the highest, Honor 

 Unit being second and Satisfactory being third.  Of course there 

 is a failing grade also.  D. H. Conley has won Honor Unit With 

 Distinction thirteen consecutive times. The cadets can be proud 

 if they are a part of the program that wins this honor. 
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------------------------------------------------------------------ 

     GRADE                     TIME IN GRADE (weeks) 

------------------------------------------------------------------ 

 

      2LT                              12 

       1LT                              12 

       CPT                              18 

       MAJ                              18 

 

------------------------------------------------------------------ 

              Table 1.  Promotion Criteria (Officer) 

 

 

 

 

 

 

 

      

 

      

 

------------------------------------------------------------------ 

   GRADE      TIME IN GRADE (weeks)   REQUIRED EXAMINATION 

------------------------------------------------------------------ 

 

PVT-E1                2               PE 

PVT-E2                2               PE       WGR 

PFC-E3                6               PE       WGR 

CPL-E4                6               PE       WGR 

SGT-E5                6               PE       WGR     CREED 

SSG-E6                6               PE       WGR     BOARD 

SFC-E7                6               PE       WGR     BOARD 

MSG-E8                6               PE       WGR     BOARD 

------------------------------------------------------------------ 

              Table 2.  Promotion Criteria (Enlisted) 
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                           CHAPTER 2 

 

 

                         CADET REGULATIONS 

------------------------------------------------------------------ 

------------------------------------------------------------------ 

 

                        Section 1.  General 

 

2-1.  PURPOSE.  The smooth running of any organization is dependent 

upon a clear understanding on the part of all concerned of the rights, 

privileges, and responsibilities of each individual.  It is the 

purpose of this chapter to clarify those rights, privileges, and 

responsibilities.  The provisions of this chapter have the same force 

as an order issued directly to a cadet.  It is the responsibility of 

each cadet to be aware of these regulations and to conduct 

himself/herself in a way that reflects not only the letter of the 

regulation, but the spirit as well. 

 

2-2.  RESPECT FOR AUTHORITY.  A major aim of the Army Junior ROTC 

program is to aid you in becoming a better citizen.  In keeping 

with this goal, all cadets are required to show the proper respect 

for authority.  This applies equally to your relationships with 

cadets holding a higher rank, and to school officials.  The maximum, 

"He/She who would lead must first learn to obey", should be taken 

seriously by each cadet from the very first day in the Corps. 

 

2-3.  AUTHORITY OF CADET OFFICERS AND NCO.  Cadet officers and 

noncommissioned officers are duly appointed representatives of the 

officials of the school and the military staff.  Their lawful 

order and instructions are to be obeyed by all cadets junior to 

them.  All cadets are charged with the responsibility of obeying 

lawful orders regardless of any personal feelings they may have 

toward the superior giving them.  Whenever you feel that you are 

being subjected to an injustice, follow this simple rule, "Obey 

first, protest later". 

 

2-4  RESPONSIBILITIES OF CADET OFFICERS AND NCO.  All cadet officers 

and noncommissioned officers have grave responsibilities placed upon 

them when they assume their ranks.  They must at all times be fair, 

impersonal, and impartial in giving orders.  Any cadet officer or 

noncommissioned officer who misuses the authority delegated to 

him/her, will be considered unfit for that rank and will be reduced.  

Cadet officers and noncommissioned officers have the responsibility to 

exercise every means of positive leadership to accomplish results, and 

should resort to disciplinary measures only when all else fails. 

       

2-5.  APPEARANCE.  

 

  a.  The Cadet Corps is a uniformed organization.  Therefore, a 

neat and well-groomed appearance by cadets is fundamental and   
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contributes to building the pride and esprit essential to an effective 

unit.  A vital ingredient to the strength and effectiveness of the 

Corps is the pride and self-discipline which each cadet brings to 

his/her unit.  It is the responsibility of cadet leaders to insure 

that cadets under their command present a neat, well-groomed 

appearance, and it is the duty of each  cadet to take pride in his 

appearance at all times. 

 

     b.  There are many hair styles which are acceptable.  As long 

as a cadet's hair is kept in a neat manner, the acceptability of 

the style will be judged solely by the criteria described below: 

 

     (1)  The hair on top of the head will be neatly groomed.  The 

length and or the bulk of the hair will not be excessive or present a 

ragged, unkept or extreme appearance.  The hair will present a tapered 

appearance and when combed, it will not fall over the ears or eyebrows 

or touch the collar except for the closely cut hair at the back of the 

neck.  The so-called "block cut" fullness in the back is permitted in 

moderate degree.  In all cases, the bulk or length of hair will not 

interfere with the normal wear of military headgear.  No dreadlocks/ 

cornrows; prohibited hair dyes include purple, blue, pink, green, 

orange, bright fire engine red, and neon colors; females are 

authorized to wear braids and cornrows; baldness is authorized for 

males, either natural or shaved. 

 

     (2)  If the cadet desires to wear sideburns, they will be neatly 

trimmed.  The base will be clean-shaven horizontal line. 

 

     (3)  The face will be clean-shaven, except that mustaches are 

permitted.  If a mustache is worn, it will be kept neatly trimmed. 

The portion extending beyond the corners of the mouth will not fall 

below a line parallel with the bottom of the lower lip. Goatees and 

beards are not authorized. 

 

NOTE: SEE PAGE 2-12 FOR ADDITIONAL UNIFORM POLICY CHANGES TO AR 670-1 

 

2-6.  PERSONAL CONDUCT.  The JROTC Department is closely related to 

every activity of the school.  It is thus important that every cadet 

conduct himself/herself in such a manner as to bring credit upon 

himself/herself and the Corps.  You must set high standards of 

conduct, set the example that others will follow. 

 

     a.  A cadet will be expected to devote his wholehearted efforts 

to perform his DUTY to the best of his ability.  He should strive for 

perfection at all tasks assigned him/her, no matter how small or 

trivial it may seem. 

 

     b.  A cadet will maintain his HONOR above reproach at all 

times.  This means maintaining the standard of conduct acceptable 

among gentlemen/ladies at all times; being honest and honorable in 

his dealings with everyone.  A cadet's word is his bond. 
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     c.  A cadet must bear in mind at all times and under all 

circumstances that he is now preparing himself/herself to better 

serve God and Country.  With a devotion to his/her heritage as a 

free man/woman, he/she will strive to be ready to serve his COUNTRY in 

any hour needed. 

                                 

     d.  In his devotion to this officers' code of "DUTY, HONOR, 

COUNTRY" the cadet will remember his added responsibility as an 

representatives of D. H. Conley High School, and the entire Greenville 

community in everything he/she does. 

 

2-7.  MILITARY DISCIPLINE AND COURTESY. 

 

     a.  DISCIPLINE.  Military discipline is the state of order and 

obedience among military personnel resulting from training. Discipline 

is demonstrated by smartness of appearance and actions, cleanliness of 

person, neatness of dress, and respect for those who are senior to you 

in age as well as rank. 

 

     (1)  In JROTC classes, drill and other JROTC activities, cadets 

officers will be addressed as "Sir" or "Ma'am" and will be accorded 

salutes and courtesies by their juniors.  Cadet NCO's will be 

addressed by their rank, and all other will be addressed as "Cadet".  

The exchange of salutes and other military courtesies are required at 

all times when cadets are present in JROTC areas (classroom, drill 

field, formation areas).  These same courtesies will be observed in 

all areas of the school on days when the cadet corps is in uniform. 

 

     (2)  Cadets will report to the classroom designated on the 

training schedule and will stand at attention until given "AT EASE" by 

an instructor. 

 

     (3)  Chewing gum, eating, talking, whispering, or other horseplay 

is not acceptable conduct when class is in session. 

 

     (4)  When a cadet is called upon to recite in class, he will 

state his/her name, and then answer the question.  When a cadet 

desires to ask a question in class, he/she will raise his/her hand.  

When he/she has been recognized by the instructor, he/she will state 

his/her name, and ask his/her question. 

 

     (5)  Disciplinary action may be administered by individuals 

holding the position title of COMMANDER in accordance with the 

following: 

 

     POSITION                      * AUTHORIZED PUNISHMENT 

 

  COMPANY COMMANDER                - 3 DAYS EXTRA DUTY 

 (COMPANY GRADE) 

                                   - 10 DEMERITS 
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          - REDUCED ONE GRADE 

                                   (EXCEPT OFFICERS) 

 

NOTE: MUST BE REVIEWED BY THE BATTALION COMMANDER, SAI/AI. 

 

    POSITION                      * AUTHORIZED PUNISHMENT 

 

BATTALION COMMANDER              - 5 DAYS EXTRA DUTY 

(FIELD GRADE)                    - 20 DEMERITS 

 

                                 - REDUCED TWO GRADES 

                                   (EXCEPT CPT'S AND ABOVE) 

 

NOTE: MUST BE REVIEWED BY THE SAI/AI 

 

 

BOARD OF OFFICERS                - REDUCED TO GRADE OF E-1 

(SPECIAL COURT MARTIAL) 

 

TWO THIRDS OF THOSE PRESENT      - 10 DAYS EXTRA DUTY MUST FIND 

THE INDIVIDUAL 

 

GUILTY AND TWO THIRDS MUST       - DISCHARGED FROM THE PROGRAM 

AGREE ON THE PUNISHMENT. 

                                 - NOT ALLOWED TO TAKE JROTC 

                                   THE FOLLOWING YEAR 

 

MUST BE REVIEWED BY THE SAI 

 

* PUNISHMENT LISTED IS THE MAXIMUM, ANY COMBINATION OF PUNISHMENT 

MAY BE GIVEN UP TO THE MAXIMUM.   EXTRA DUTY IS WORKING FOR ONE HOUR 

IN THE JROTC DEPARTMENT AFTER SCHOOL FOR EACH DAY OF PUNISHMENT. 

 

     b.  COURTESY.  Courtesy implies polite and considerate behavior 

toward others, whether senior or junior, and whether or not members of 

the military fraternity.  In general, juniors habitually give the same 

precedence to and show the same deference toward their seniors, that 

any courteous person does to his elders.  These courtesies should be 

shown promptly and smartly. Slovenly and halfhearted execution of 

these acts is, in itself, discourteous.  Courtesy among military men 

is indispensable to discipline.  Courtesy is hardly less important in 

civil life.  We cannot enjoy friendships or have loyal subordinates in 

any walk of life unless we treat other people with courtesy.  Courtesy 

must be second nature to the cadet; and, it should be second nature 

that is an almost unconscious habit to everyone.  Courtesy pays the 

largest returns for the least efforts of anything we do. 

 

     (1)  Courtesy in civil life is nothing more than the habit of 

being gentlemanly or lady-like, thoughtful, kind, and considerate 

to others.  It has certain forms; such as saying "Good Morning", 

or "Good Afternoon", shaking hands, tipping your hat to ladies, 
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and so forth.  In the military service, the expression of courtesy 

is more formal and precise than in civilian life.  The most 

important expression of courtesy to a military man/woman is the 

hand salute. 

 

     (2)  The hand salute is the military way of saying, "Hello". 

It is also customary to exchange greetings; such as, "Good 

Morning", you of course, add "Sir" or "Ma'am" to the verbal part 

of the greeting. 

 

     (3)  When an instructor or visiting officer enters a military 

classroom, the Cadet in Charge will call.  "Attention", and all 

cadets enters the classroom after the instructor has started, the 

instruction will continue and the class will not be interrupted by 

calling the class to attention. 

 

2-8.  VISITS TO JROTC AREA.  a. Cadets are free to visit the JROTC 

Department at any time for such purpose as checking the bulletin 

boards.  Cadets are not permitted to enter the Arms Room, Supply Room 

Training Office, or the Office of the SAI without first permission 

and approval from a member of the military staff. Cadets are not to 

enter the office of the SAI when someone is already in the SAI office. 

 

     b.  EACH CADET WILL READ THE APPROPRIATE BULLETIN BOARD 

DAILY. 

 

2-9.  REPORTING TO THE SAI.  When a cadet desires to speak to the 

SAI on an official matter, he/she will make his/her request 

through the chain of the SAI, knock on the door, enter when 

instructed to do so, report to the SAI in the proper manner, and 

state his/her business.  When the interview is finished, the cadet 

will salute, face about, and depart. 

 

2-10.  TRAINING STANDARDS.  During training as a cadet, 

instructors will insist on perfection in what may seem to be minor 

details (cleanliness, haircuts, shaves, shoes shines, marching, 

posture, wearing of the uniform, and brass).  Your performance 

will be expected to be of the highest standard both on and off the 

school grounds.  You will be expected to conduct yourself at all 

times in a manner which will reflect credit upon yourself, your 

parents, the Cadet Corps, and your school.  Cadets in uniform are 

subject to correction by cadet officers and noncommissioned from 

school, including the time as a passenger on the school bus. 

 

2-11.  THE MERIT SYSTEM. 

 

     a.  MERIT AWARDS.  Merits will be awarded those cadets who 

excel in any phase of their training, or whose adherence to 

standards of the JROTC far exceed those of the average cadet.  The 

awarding of merits is recognition of excellence and may be awarded 

for the following: 
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               OCCASION                                MERITS 

               --------                                ------ 

     (1)  Outstanding Looking Uniform (OLU)                5 

 

     (2)  Good Looking Uniform (GLU)                      3 

 

     (3)  Everyone in uniform during a class period        5 

 

     (4)  Everyone in uniform for three (3) consecutive    5 

          times (this is in addition to 3 above) 

                                 

     (5)  Working weeknight activities (MON-FRI) 

                                      WITH UNIFORM      4 PER HR 

                                      W/O UNIFORM       2 PER HR 

 

     (6)  Working weekend activities (SAT-SUN) 

                                      WITH UNIFORM      8 PER HR 

                                      W/O UNIFORM       4 PER HR 

 

     (7)  Working during school day (CLASS TIME)        5 PER DAY 

 

In addition merits may be awarded for the following: 

 

     (1)  Actions of extraordinary consideration and thoughtfulness. 

 

     (2)  Volunteer performance of additional duties. 

 

     (3)  Consistent adherence to high standards of conduct, 

appearance, military courtesy and discipline. 

 

    (4)  Superior performance while serving in a leadership 

position., Numerical grade averages earned for a grading may be 

increased by one point for each merit point earned during the 

period. 

 

     b.  ASSESSING DEMERITS.  Demerits may be assessed for any 

infraction or violation of existing standards of the ROTC 

Department and the school.  The number of demerits received by a 

cadet is and indication of his/her efforts and interest in the 

school, the Cadet Corps, and himself/herself.  Cadets assessed 

demerits may "work-off" demerits by remaining after school for 

extra instruction periods (EIP).  One EIP of 30-minute duration 

will cancel four demerits.  Cadets may also decrease demerits by 

doing pushups. Ten (10) pushups will cancel one (1) demerit for 

male cadets, five (5) pushups will cancel one (1) demerit for 

female cadets. Pushups will be in accordance with Army Regulations 

and conducted in front of the classroom.  Assessed demerits which 

are not cancelled by EIP/or pushups will accumulate during each 

grade period.  Uncancelled demerits will reduce the numerical grade 

average by one point for each demerit. 
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  (1)  Excessive demerits is caused for disciplinary action. 

When warranted, this action may result in reduction in rank, 

suspension, or dismissal from JROTC. 

 

     c.  EXAMPLES OF OFFENSES.  The following table of typical 

offenses will serve as a guide in assessing demerits.  The table 

does not cover all the possible offenses; neither will the table 

be followed blindly.  Good judgment and the overall impact of the 

infraction must be carefully considered. 

 

              OFFENSE                                 DEMERITS 

              -------                                 -------- 

 

Failure to wear uniform when prescribed                   15 

Dirty or unpressed uniform                                 5 

Brass not polished                                         2 

Brass or patch not properly worn                           2 

Shoes not shined                                           2 

No hat, tie, bowtie, belt, t-shirt                  (each) 2 

Nonregulation shoes                                        5 

Improper wearing of cap                                    1 

Wearing ear rings (males) nose rings WITH UNIFORM          5 

Playing in ranks (formation)                               5 

Failure to know rifle number                               1 

Failure to read bulletin board                             1 

Improper reporting procedure                               3 

Incomplete uniform, shirt tail out/unbutton                5 

Eating or chewing gum in class or ranks                    5 

Talking in class or ranks (formation)                      5 

Failure to salute cadet officer                            2 

Failure to bring proper manual or equipment                1 

Hair too long/on collar                                    3 

In need of shave                                           3 

Dirty fingernails                                          1 

Wrong color socks                                          2 

Dirty weapons                                              3 

Failure to answer questions properly in class 

  or unmilitary attitude in class or ranks                 4 

Late to class or formation (unexcused)                     3 

Unprepared to conduct assigned instruction                 4 

Leaving classroom or class area without permission         5 

Instructor ask cadet to leave room/class area 

  (disturbance)                                           10 

 

2-12.  ADMINISTRATIVE PROCESSING OF MERITS AND DEMERITS. 

 

     a.  All award of merits and assessment of demerits will be 

approved by the Cadet Company Commander, the Battalion Tactical 

Officer, and reviewed by the SAI before posting to the official 

records of a cadet.  Only the SAI or AI, Battalion Commander and 
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Company Commanders (see par 2-7) may award/assess more than 5 

merits or demerits at any given time. 

 

     b.  Recommendation for the award of merits and/or the 

assessment of demerits will be made through the chain of command. 

Merit/demerit slip, ROTC form 3, will be prepared and signed by 

the first cadet officer/NCO in the chain of command.  The form 

will be submitted through the Tactical Officer to the SAI/AI for 

review.  After review, if approved the form will be placed in the 

cadet's personnel folder.  If disapproved, the form will be 

destroyed by the SAI. 

 

     c.  Cadets desiring to appeal demerits, must do so not later 

than the end of the school day next following the day the demerits 

were assigned. 

                                

                     SECTION II.  THE UNIFORM 

 

2-13.  WEARING OF THE UNIFORM.  The uniform is a symbol of a proud 

and honorable profession.   As an ROTC cadet, you are expected to 

maintain high standards in both personal appearance and military 

bearing.  Being properly uniformed is a large part of the image 

you project to all those with whom you come in contact.  As a 

future leader, train yourself now to present an outstanding image 

at all times.  When you are in uniform, you must remember that you 

are a living advertisement of your unit, the Army Junior ROTC and   

D. H. Conley High School.   Credit or discredit, as the case may 

be, is reflected on you, the ROTC and the school by your appearance 

and your actions. 

 

     a.  Whenever the uniform is worn, it will be clean and neatly 

pressed, fully buttoned, with shoes shined and insignia polished. 

 

     b.  The proper headgear will be worn with the uniform when 

outdoors and not under cover. 

 

     c.  Shoes and socks must be black in color. 

 

     d.  Cadets will wear the uniforms for the entire day as 

prescribed by the SAI, and on special occasions as directed.  If 

your uniform is accidently soiled, rendering it temporarily 

unserviceable, bring the uniform to school so the damage may be 

verified by a member of the military staff.  Failure to do this 

will result in assessment of demerits for not wearing your 

uniform. 

 

     e.  The uniform will not be worn by working  cadets, or 

cadets participating in any type of sports which could cause 

damage to the uniform.  Cadets who have after school employment 

may not wear the uniform on the job. 
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f.  You are not to lend any part of the uniform issued to you 

to another cadet, or to any other person for any reason 

whatsoever. 

 

     g.  Pregnant female cadets will continue to wear the uniform 

until they have worn the largest size uniform available in the 

supply room.  Female cadets will change uniforms as needed for 

fit.  Whenever a female cadet cannot fit into the largest uniform 

in the supply room, female cadets will no longer receive demerits 

for not wearing the uniform, but will receive a 70 for the 

uniform grade. 

 

     h.  The changeover dates for uniforms will be announced by 

the SAI/AI as appropriate. 

 

2-14.  PRESCRIBED UNIFORMS.  The following uniforms are prescribed 

and authorized for wear by the Cadet Corps, D. H. Conley High 

School. 

                             

     a.  CLASS C FIELD UNIFORM.  Jacket and trousers, ACU'S, 

patrol cap,  ACU; tan boots and socks.  This uniform is a special 

purpose uniform and will be worn only when announced by the SAI. 

Raincoats may be worn, if appropriate. 

      

     b.  CLASS B UNIFORM.  Shirt, green short sleeve; trousers, AG 

344; service or garrison cap; black shoes; black socks; all 

authorized insignia, ribbons, and accouterments designating rank, 

grade, position, class, and/or awards.  Raincoats may be worn with 

this uniform, if appropriate. 

 

     c.  CLASS A UNIFORM.  In addition to paragraph b above, the 

following must be worn.  Coat AG 344 and tie.  All authorized 

insignia, ribbons, and accouterments designating rank, grade, 

position, class, and /or awards will be worn on the coat. 

 

2-15.  WEARING AWARDS RIBBONS, MEDALS, AND BADGES. 

 

     a.  Authorized awards and ribbons will be worn in rows, above 

the left breast pocket of the coat and the short sleeve shirt and 

similar position for the females. D. H. Conley High School JROTC 

awards take precedence over other institutional awards. See Fig 1. 

 

     b.  Medals will be worn above institutional ribbons, and in 

order of precedence, from the wearer's right. 

 

     c.  Qualification badges will be worn on the pocket flap, of 

the left pocket of the coat and the green shirt. This badge will only 

be issued to cadets that meet the minimum qualification doing a 

competitive or school marksmanship training. 
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     d. Figure 1, shows how the above described awards, medals, 

and badges are to be worn. 

 

2-16.  INSIGNIA:  The following described insignia are those 

authorized for wear as part of the Army JROTC uniform. 

 

     a.  SHOULDER SLEEVE INSIGNIA. 

 

          (1.  ROTC-  Centered on the left sleeve of the coat, 

jacket, short sleeve green shirt, and white blouse.  The top of 

the insignia will be 1/2 inch down from the shoulder seam.  See 

Figure 1a. 

 

          (2.  D. H. Conley High School- Centered on the right 

sleeve of the green coat, and ACU jacket. The top of the insignia will 

be 1/2 inch down from the shoulder seam.  See Figure 1a. 

 

     b.  INSIGNIA OF GRADE. 

 

          (1.  Cadet Officers and NCO's:  Brass rank on both 

shoulder loops of the coat. Shoulder Board Insignia will be 

slipped over the shoulder loops of the short sleeve AG344 shirt, black 

windbreaker and green jacket.  Rank will be place on the center of the 

ACU coat. 

                                 

          (2.  Cadet PFC's and below:  Brass insignia will be 

worn on the shoulder loops of the coat and shirt.  Insignia for 

the ACU uniform will be specially prescribed. 

 

     c.  COLLAR INSIGNIA. 

 

          (1.  Cadet Officers: 

 

          (a.  ROTC Letter Insignia:  Centered on upper lapels of 

          coat and on the center of the ACU coat. See Fig 2 and 3. 

 

          (b.  Branch Insignia (Torch):  Centered on lower lapels 

of coat.  See Figure 3. 

 

          (2.  Enlisted Cadets: Branch Insignia (Torch): Centered 

on both upper lapels on the coat, and centered on the coat the 

ACU coat.  See Figure 2 and 4. 

 

     d.  CAP INSIGNIA: (Figure 10, pg 2-22)  Centered on the left 

curtain of the garrison cap. See Figure 5, (page 2-23) Place 3/4 

inches from the bottom edge of the beret front.  See Figure 8 (pg 

2-24).  On the ACU Patrol Cap, centered top to bottom in front. See 

Figure 8a, (pg 2-24) 

 

     e.  HONOR UNIT INSIGNIA: Figure 9b, (pg 2-22) Centered over 
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the right breast pocket of the coat and short sleeve AG344 shirt 

of all males and over the name tag for female cadets.  See Figure 

9d and 9e, (pg 2-22). 

 

     f.  ACADEMIC ACHIEVEMENT INSIGNIA: Figure 9a, (pg 2-22) 

Centered over the right breast pocket of the coat and short sleeve 

AG344 shirt.  If the Honor Unit Insignia is worn, the wreath will 

pinned so that the star is within the wreath.  See Figure 9e. 

 

     g.  SHOULDER CORDS:  Figure 11, (pg 2-21) Shoulder cords 

distinguishing the various teams & duty assignments will be worn on 

the right shoulder, under the shoulder loop of the coat and short 

sleeve green shirt.  All other shoulder cords distinguishing the clubs 

will be worn on the left shoulder.  Cord will only be issued to cadets 

that have participated in events such as homecoming, or on an 

competitive team and have attended numerous practices as verified by 

the SAI/AI. 

 

     COMMANDER AND STAFF                 BLUE AND GOLD 

     COLOR GUARD                         WHITE 

     DRILL TEAMS                         RED 

     RIFLE TEAMS                         TAN 

     RAIDERS                             BLACK 

     SABER TEAM                          RED AND WHITE 

 

     h.  MARKSMANSHIP BADGES:  Qualification badges will be 

centered on the left pocket flap of the coat, the short sleeve 

green short, and for females just below the ribbons. Figure 1, (pg 

2-15) 

 

     I. UNIT CREST:  The Unit Crest, if available, will be worn 

and centered on the right breast pocket or similar position for 

females. Figure 1 and 9e. 

                          

    J. TEAM TABS:  The special team tabs will be worn and 

centered on the left breast pocket of similar position for 

females. Figure 1, Tabs will only be issued to cadets that have 

participated in competitive team, events such as homecoming and 

numerous color guard for home games as verified by the SAI/AI. 

 (pg 2-15) 

 

                       SECTION III.  SUPPLY 

 

2-17.  RESPONSIBILITIES:  The uniforms and equipment of the D. H. 

Conley High School JROTC Department are the property of the United 

States Government.  It is loaned to cadets for specifically 

authorized purposes.  You are not permitted to use the property as 

you please.  Every cadet is charged with the responsibility of 

maintaining his/her issued equipment and clothing in the best 

possible state of serviceability.  You are authorized to use your 
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uniforms and equipment for training and other activities approved 

by the JROTC Department and the school.  To use your uniforms or 

equipment for purely personal purposes, is a direct violation of 

trust that has been placed in you. 

 

     a.  Initial fitting and alteration costs, to include sewing 

on shoulder sleeve insignia, will be paid by the JROTC Department. 

Minor repairs and the cleaning and pressing of uniforms is the 

responsibility of the cadet. 

 

     b.  Cadets may exchange, without cost, clothing and 

equipment, which has become unserviceable through fair wear and 

tear (normal use).  Items of equipment and clothing, which has 

been damaged because of unauthorized use or through neglect, will 

be paid for by the cadet responsible, at the prevailing rate in 

accordance with appropriate regulations. 

 

c.  Unauthorized alterations which change the configuration of the 

uniform will result in disciplinary action, as will as financial 

liability to the responsible cadet. 

 

2-18.  ISSUE AND TURN-IN PROCEDURES:  a.  ISSUE.  At the beginning 

of the semester, your parents are legal guardian must sign an 

agreement of responsibility which states that they will be 

responsible for the items of government property issued to you. 

When this agreement has been returned to the JROTC Department, you 

will be issued your clothing and equipment.  All issues will be 

recorded on JROTC Form 4, Individual Clothing and Equipment 

Record.  You will be required to sign this form acknowledging 

receipt of the property.  You are cautioned that when signing for 

property, to be sure that you have received what you have signed 

for.  The JROTC Form 4, once signed, is the official record of the 

clothing and equipment you are charged with, and you will be held 

responsible for the items listed on it. 

      

     b.  REISSUE:  From time to time, a cadet will lose small 

items of clothing and/or equipment. If this happens to you, 

immediately notify the Supply Sergeant.  He/She will issue you 

another like item after notifying the SAI/AI.  Of course, you will  

be required to sign for the reissue.  The lost item may be found  

at a later time.  You should then turn in the excess items and receive 

credit for it. 

 

 If it is not found, you will be expected to pay for the lost item 

at the end of the semester or upon disenrollment from the course. 

 

     c.  TURN-IN:  When turning in property, you must be sure that 

proper credit is recorded on your JROTC Form 4, and that the 

signature of the person accepting the turn-in are placed on the 

form in the proper place.  This record is the only document which 
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officially records turn-ins,  and the way you can receive proper 

credit is to assure that the entry is made on the JROTC Form 4. 

Above all, do not leave equipment on an instructor's desk and 

expect to receive credit for turn-in.  Part of your course of 

instruction is aimed toward making you a responsible citizen.  The 

issue and turn-in procedures are designed to assist in 

accomplishing that goal. 

 

2-19. INDIVIDUAL WEAPONS:  a. No cadet will be issued an individual 

weapon during the school year.  However, cadet(s) will be issued a 

weapon as a part of classroom activities. It is paramount that you 

maintain total accountability for the weapon while it is under your 

control.  These weapons are stored in numbered slots, in arms racks, 

in the Arms Room. 

 

     b.  Each cadet is responsible and accountable for the weapon 

assigned to him/her during drill, or any other time the weapon is 

in his/her possession.  Any part of the weapon that may be broken 

or damaged through carelessness or neglect on the part of the 

cadet, must be paid for by him/her.  Cadets will not attempt to 

repair or replace any broken part of an assigned weapon. 

       

     c.  Weapons will not be exchange without the approval of the 

SAI/AI. 

 

NOTE: ADDITIONAL UNIFORM POLICY CHANGES TO AR 670-1 

 

NAILS: Males: no nail polish; nails must be trimmed no longer than the 

tip of the finger.  Females: nails trimmed no longer than 1/4 inch, as 

measured from the fingertip; no two-tone or multi-tone manicures; no 

nail designs; prohibited nail polish includes bright fire engine red; 

khaki or camouflage; purple, gold, blue, black, white, and neon 

colors.    

 

CONTACTS: tinted or colored contacts, and contacts that change the 

shape of the iris are prohibited, as they are not medically required. 

The only contacts authorized are opaque lenses (when prescribed for 

eye injuries) and clear corrective vision lenses.  

 

CELL PHONES AND PAGERS: Not authorized. 

 

 

JACKET, BLACK WINDBREAKER 

 

THE BLACK WINDBREAKER WILL BE WORN WITH THE CLASS B UNIFORM.  THIS 

UNIFORM WILL BE KNOWN AS THE “CLASS B” UNIFORM WITH THE BLACK JACKET, 

WITH OR WITHOUT TIE.  THE BLACK JACKET WILL IN MOST PART REPLACE THE 

GREEN COAT OR THE CLASS “A” UNIFORM EXCEPT FOR SPECIAL OCCASIONS SUCH 

AS WHEN REQUIRED FOR THE COMMAND AND STAFF, DRILL MEETS AND COLOR 

GUARD.  
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ONLY INSIGNIA OF GRADE WILL BE WORN ON THE BLACK JACKET. 

 

OFFICER RANK WILL BE WORN ON THE SHOULDER LOOPS (EPAULETS) AND 

POSITIONED SAME AS ON THE GREEN COAT AND SHOWN ON PAGE 2-16.  BRASS 

RANK WILL NOT BE WORN ON ANY JROTC UNIFORM.  

 

ENLISTED RANK WILL BE WORN ON THE COLLAR, ON THE COLLAR AS SHOWN 

BELOW.   

 

THE US ARMY JROTC PATCH WILL BE WORN ON THE LEFT BREAST, PERMANENTLY 

ATTACHED. 

 

THE JACKET HAS A REMOVEABLE POLYESTER FILLED QUILTED LINER. 

       

MERITS/DEMERITS 

 

               OCCASION                                MERITS 

               --------                                ------ 

     (1)  Outstanding Looking Uniform (OLU)                5 

 

     (2)  Good Looking Uniform  (GLU)                      3 

 

     (3)  Everyone in uniform during a class period        5 

 

     (4)  Everyone in uniform for three (3) consecutive    5 

          times (this is in addition to 3 above) 

 

     (5)  Working weeknight activities (MON-FRI) 

                                  WITH UNIFORM         4 PER HR 

                                  W/O UNIFORM          2 PER HR 

 

     (6)  Working weekend activities (SAT-SUN) 

                                  WITH UNIFORM         8 PER HR 

                                  W/O UNIFORM          4 PER HR 

 

     (7)  Working during school day (CLASS TIME)       5 PER DAY 
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              OFFENSE                                 DEMERITS 

              -------                                 -------- 

 

Failure to wear uniform when prescribed                   15 

Dirty or unpressed uniform                                 5 

Brass not polished                                         2 

Brass or patch not properly worn                           2 

Shoes not shined                                           2 

No hat, tie, bowtie, belt, t-shirt                  (each) 2 

Nonregulation shoes                                        5 

Improper wearing of cap                                    1 

Wearing ear rings (males) nose rings WITH UNIFORM          5 

Playing in ranks (formation)                               5 

Failure to know rifle number                               1 

Failure to read bulletin board                             1 

Improper reporting procedure                               3 

Incomplete uniform/shirt tail out/unbuttoned               5 

Eating or chewing gum in class or ranks                    5 

Talking in class or ranks (formation)                      5 

Failure to salute cadet officer                            2 

Failure to bring proper manual or equipment                1 

Hair too long/on collar                                    3 

In need of shave                                           3 

Dirty fingernails                                          1 

Wrong color socks                                          2 

Dirty weapons                                              3 

Failure to answer questions properly in class 

  or unmilitary attitude in class or ranks                 4 

Late to class or formation (unexcused)                     3 

Unprepared to conduct assigned instruction                 4 

Leaving classroom or class area without permission         5 

Instructor ask cadet to leave room/area (disturbance)      10  
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CHAPTER 3 

 

JROTC AWARDS 

_______________________________________________________________ 

_______________________________________________________________ 

 

3-1.  THE AWARD PROGRAM.  As a member of the Cadet Corps of the 

Vikings Battalion, you have an opportunity to compete with your 

contemporaries for numerous awards which recognize outstanding 

performance of duty, scholarship, and military skills.  An Award 

Board, composed of members of the military staff and other faculty 

members, determine award recipients based upon a system that compares 

cadets against each other in relationship to the established standard 

for the award.  In addition to the award standard, cadets are 

evaluated in reference to courtesy, character, attendance, and 

demonstrated leadership attributes. 

 

3-2.  AWARDS CATEGORIES.  Awards are made from two principal 

categories, national and institutional.  National Awards are 

recognized by JROTC units nationwide and are presented for outstanding 

individual performance.  Institutional Awards are made in the name of 

the school system and are presented for either individual performance 

or for performance as a member of a unit or special group. 

 

3-3.  NATIONAL AWARDS. 

 

     A.  Medal for Heroism.  The Medal for Heroism is a US military 

decoration awarded by the Department of the Army to any JROTC cadet 

who shall have distinguished himself/herself by an act of heroism.  

The achievement must have resulted in an accomplishment so exceptional 

and outstanding as to clearly set the individual apart from fellow 

students or from other individuals in similar circumstances.  The 

performance must have involved the acceptance of danger or 

extraordinary responsibilities exemplifying praiseworthy, fortitude 

and courage.  Life or death situation. 

 

     B.  Superior Cadet Decoration.  These medals are US military 

decorations awarded by the Department of the Army and limited to one 

outstanding cadet in each leadership development class in each JROTC 

institution.  To be considered eligible for this award, an individual 

must be in the upper fourth of his/her class in JROTC and academic 

standing, recommended by the SAI, and approved by the principal. 

 

     C.  Legion of Valor Bronze Cross for Achievement.  The criteria 

for this award is the same as for the Superior Cadet 

 

Decoration.  This award is made by the Legion of Valor of the 

United States of America, Inc.  for achievements of scholastic 

excellence in military and academic subjects and to stimulate 

development of leadership.  Only one award is authorized for 

each 4,000 cadets in each ROTC Region. 
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     D.  Sons of the American Revolution Award.  Awarded annually to a 

LET II cadet who must be in good standing militarily and 

scholastically at the time of selection and presentation of the award 

plus show a high degree of merit with respect to leadership qualities, 

soldierly bearing, and excellence.  Excellence with respect to this 

award is defined as all around excellence in the Army JROTC program 

studies and activities. 

 

     E.  The Military Order of World Wars Award.  This award is given 

annually to a LET VI or VIII cadet who is outstanding in military and 

scholastic studies during the entire school year. The cadet must be in 

good standing in all military aspects and scholastic grades at the 

time of selection and presentation of the award.  The recipient must 

show a marked improvement, be outstanding in both military and 

scholastic grades and have indicated by training, grades,  

extracurricular activities or individual endeavor a desire to serve 

his country. 

 

     F.  Daughters of the American Revolution Award.  This award is 

presented annually to a senior cadet for outstanding ability and 

achievement.  The cadet must be in the top 25% in JROTC and all other 

subjects.  The recipient must have military discipline, leadership 

ability, and a fundamental and patriotic understanding of the 

importance of JROTC training. 

 

     G.  American Legion Awards.  These awards are presented annually 

to outstanding cadets for general military excellence and scholastic 

excellence.  A cadet may receive both awards for one school year or 

for more than one school year. 

 

          1.  General Military Excellence Award. (2 each, LET I & II) 

The recipient must be in the top 25% of his/her class in academic 

standing in JROTC subjects as well as all other classes.  The cadet 

must have demonstrated outstanding qualities in military leadership, 

discipline, character, and citizenship. 

 

          2.  Scholastic Excellence Award.  (2 each, LET I & II) The 

recipient must be in the top 10% of his/her class in JROTC subjects.  

The cadet must have demonstrated qualities leadership and have 

actively participated in related student activities such as student 

organizations, constructive activities, or sports. 

       

     H.  The Veteran's of Foreign Wars Award.  The award is presented 

to a cadet that shows a positive attitude toward the JROTC program and 

is outstanding in military bearing and conduct, both in and out of 

uniform.  The cadet must possess self-confidence, initiative, 

flexibility and judgment.  The recipient should be a member of the 

color guard, drill team, marksmanship team, and actively promote 

Americanism.  The cadet should be dependable, punctual, respectful, 

cooperative, and capable of assuming higher leadership 

responsibilities in JROTC.  Academically, the cadet must attain at 

least a grade    3-2 



 

 

 

of "B" in JROTC with an overall average of "C" in all subjects for the 

previous semester.  The cadet must not have a failing grade in any 

subject for that period of time.  Further, the cadet must be active in 

at least one other student co-curricular activity or club.  In 

addition, the cadet must be a LET II, VI or VIII cadet to be eligible 

for the award. 

 

     I.  The National Sojourners Award.  Awarded annually to an 

outstanding cadet who has contributed the most to encourage and 

demonstrate Americanism within the Cadet Corps and on the campus. The 

recipient must be in the top 25% of his/her academic class, have 

encouraged and demonstrated the ideals of Americanism by deed and/or 

conduct, have demonstrated a potential for outstanding leadership, and 

have not previously received the award. 

 

     J.  The Retired Officers Association Award.  Awarded annually to 

an outstanding cadet who shows exceptional potential for military 

leadership.  The recipient must be a senior, in good academic 

standing, of high moral character and evinces a high order of loyalty 

to the unit, school, and country. 

 

     K.  US Army Recruiting Command Award.  This award is presented 

annually by the US Army Recruiting Command to a cadet in recognition 

of outstanding achievement and contributions to the JROTC program.  

The recipient must be a third year cadet (LET VII/VIII), in the top 

25% of his/her academic class, have demonstrated outstanding 

leadership traits and possess the potential for assuming positions of 

increased responsibility. The cadet selected must participate in 

extracurricular activities that foster both scholastic and military 

excellence. The recipient must demonstrate qualities of dependability 

and good character, respect military discipline and standards, and 

possess a fundamental and patriotic understanding of the importance of 

JROTC training. 

 

     L.  The Order of Daedalions Award.  This award is presented 

annually to a 3rd year cadet (LET VII/VIII) who has demonstrated an 

understanding and appreciation of patriotism, love of country, and 

service to the nation.  The recipient must be ranked in the upper 10% 

of the third year JROTC class and upper 20% of the senior class.  The 

recipient must also demonstrate qualities of leadership dependability 

and respect for military discipline and standards. 

                         

     M.  The Association of the United States Army Award of Merit:  

The award is presented to a LET I cadet who consistently demonstrated  

outstanding qualities of leadership, self-confidence, character, 

courtesy, adherence to military discipline, dependability, 

citizenship, and the importance of the JROTC training.  The cadet must 

have demonstrated potential for assuming higher leadership 

responsibilities and by extracurricular activities and individual 

endeavor a desire to serve his/her country. 
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    N.  The National Sojourners Award:  This award is awarded annually 

to a third or fourth year (LET V or VIII) cadet who is in the top 25% 

of his or her academic class.  Have encouraged and demonstrated the 

ideals of Americanism by deed or conduct or both.  Have demonstrated a 

potential for outstanding leadership and not have previously received 

the award. 

 

     O.  The American Veterans of World War II, Korea, and Vietnam 

Award:  This award is presented annually to a LET V or VIII cadet who 

has demonstrated outstanding cooperation, leadership, understanding 

and dependability. 

 

     P.  Military Order of The Purple Heart Leadership Award: This 

award recognizes an outstanding cadet who is enrolled in the JROTC 

program and demonstrates leadership ability.  The cadet must have a 

positive attitude toward JROTC and country, hold a leadership position 

in the cadet corps. Be active in school and community affairs.  Attain 

a grade of "B" or higher in all subjects for the previous semester and 

has not been a previous recipient of this award. 

 

 Q.  Scottish Rite JROTC Award: This award is presented to a cadet 

for scholastic excellence and demonstrated ideals of Americanism. 

 

 R.  NON-COMMISSIONED OFFICERS ASSOCIATION AWARD: This award is 

presented to a Non-Commissioned Officer in special recognition of 

outstanding achievement and exceptional leadership ability. 

 

3-4.  INSTITUTIONAL AWARDS. 

 

     A.  Academic Awards. 

 

          1.  Distinguished Cadet Award For Scholastic Excellence (N-

1-1).   Awarded annually by the Superintendent to the cadet who 

exhibits the highest degree of excellence in scholastics. 

 

          2.  Academic Excellence Award (N-1-2).  Awarded annually by 

the Principal to the cadet in each year group (LET 1, LET II, LET III, 

LET IV) for maintaining the highest school academic grades. 

 

          3.  Academic Achievement Ribbon (N-1-3).  Awarded annually 

by the Senior Army Instructor (SAI) to those cadets that maintain a 

grade of "A" in academic work attempted. 

 

          4.  Perfect Attendance Ribbon (N-1-4).  Awarded by the SAI 

to those cadets with no unexcused absences during each semester. 

                               

  5.  Student Government Ribbon (N-1-5).  Awarded by the 

Principal to any cadet elected to a student government office. 

 

          6.  Leadership Education Training Ribbon (N-1-6). Awarded by 

the SAI to a cadet successfully completing first semester of training  
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of each LET year.  Second and third year training awards will be a 

bronze and silver lamp respectively. 

 

          7.  LET III Distinguished Cadet Ribbon  (N-1-7). Awarded by 

the SAI to the LET V cadet selected as the Distinguished Cadet during 

the year. Criteria for selection are listed in Appendix E.     

 

          8.  LET II Distinguished Cadet Ribbon (N-1-8). Awarded 

annually by the SAI to the LET III cadet selected as the  

Distinguished Cadet during the year. Criteria for selection are listed 

in Appendix E. 

 

          9.  LET I Distinguished Cadet Ribbon (N-1-9). Awarded by the 

SAI to the LET I cadet selected as the Distinguished Cadet during the 

year. Criteria for selection are listed in Appendix E 

 

          10.  LET VII Distinguished Cadet Ribbon: (N-1-10). Awarded 

annually by the SAI, to a LET IV cadet who maintains the highest 

grade, demonstrates outstanding military leadership and presents a 2 

hour block of instruction in the classroom. 

 

     B.  Athletic Awards. 

 

          1.  Varsity Athletic Ribbon (N-2-1).  Awarded annually by 

the Principal,  to cadets that excel in varsity sports as evidenced by 

receiving a varsity letter. 

 

          2.  Physical Fitness Ribbon (N-2-2).  Awarded annually by  

the SAI, to cadets who maintain excellent physical fitness.  Cadets  

must run the mile in 8:30 for males and 10:45 for females. 

       

          3.  ROTC Athletic Ribbon (N-2-3). Awarded annually by the 

SAI, to cadets that excel in JROTC athletics as evidenced by 

participation in the Cadet Challenge and making 85% on the Cadet 

Challenge test. 

 

 

  4.  Army Physical Fitness Test Ribbon (N-2-4). Awarded by 

the SAI, to cadets that successfully pass the Army Physical Fitness 

Test.  Situps-male/female minimum 53, push-ups male42 minimum/ female 

minimum 19, two mile run male 15:54 minimum/female 18:54 minimum.  All 

events must be conducted one after the other with no more the 10 

minutes between events. 

 

     C.  Military Awards. 

 

          1.  Senior Army Instructor Leadership Ribbon (N-3-1). 

Awarded annually by the SAI, to one cadet in each LET level who 

displays the highest degree of leadership. 

                           

          2.  Personal Appearance Ribbon (N-3-2).  Awarded annually by  
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the SAI to cadets who consistently present an outstanding appearance 

as evidenced by inspection scores  (98% average for LET IV, 95% for 

LET III, 93% LET II, and 90% for LET I/II), wearing the prescribed 

uniform at all formations, and meeting all other uniform and grooming 

requirements. 

 

          3.  Proficiency Ribbon (N-3-3).  Awarded annually by the SAI 

to those cadets who have demonstrated an exceptionally high degree of 

leadership, academic achievement, and performance of duty. 

 

          4.  Drill Team Ribbon (N-3-4).  Awarded annually by the 

SAI,to those cadets who are members of the Drill Teams and are 

recommended by the Commander and approved by the advisor.  Criteria 

for this award is found in Appendix I. 

 

          5.  Orienteering Team Ribbon (N-3-5).  Awarded annually by 

the SAI,to those cadets who are members of the Orienteering Team and 

are recommended by the Commander and approved by the advisor. 

 

          6.  Color Guard Ribbon (N-3-6).  Awarded annually by the SAI 

to those cadets who are members of the Color Guard  and are 

recommended by the Commander and approved by the  advisor. Criteria 

for this award is found in Appendix K. 

 

          7.  Rifle Team Ribbon (N-3-7).  Awarded annually by the SAI 

to those cadets who are members of the Rifle Team and are recommended 

by the Commander and approved by the advisor. Criteria for this award 

is found in Appendix J. 

              

   8.  Adventure Training (Vikings Raiders) Ribbon (N-3- 8).  

Awarded annually by the SAI to those cadets who successfully complete 

all adventure training requirements and are recommended by the 

Commander and approved by the advisor. 

 

          9.  Commendation Ribbon (N-3-9).  Awarded by the SAI to 

cadets whose performance of duty exceptionally exceeds that expected 

of a cadet of his grade and experience. 

 

          10. Good Conduct Ribbon (N-3-10).  Awarded annually by the 

SAI to those cadets who have demonstrated outstanding conduct 

throughout the school year.  Cadet must have no indebtedness to the 

JROTC Department, and recommended by the Cadet Chain of Command and 

approved by the SAI/AI. 

 

          11. Summer Camp Participation Ribbon (N-3-11). Awarded by 

the SAI to cadets who successfully participate in summer camp. 

 

          12.  Distinguished Cadet of The Year (N-3-12). Awarded 

annually by the SAI to one qualified member of the cadet corps 

selected as the cadet of the year according to school/class  
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attendance, conduct, overall/JROTC grades and drill performance.  To 

be qualified a cadet must have been a member of the corps for at least 

two semesters, have JROTC grades of "B" or above for each grading 

period, and be recommended by the staff and approved by the  Battalion 

Commander, Army Instructors and the Senior Army Instructor. 

 

          13.  RFI Marching Platoon Ribbon (N-3-13).  Awarded annually 

by the SAI to members of the marching platoon performing during the 

Regional Formal Inspection (RFI) or Regional Informal Inspection 

(RII). 

 

          14.  Saber Team/Honor Guard Award (N-3-14).  Awarded 

annually by the SAI to members of the Saber Team/Honor Guard according 

to school attendance, conduct, overall/JROTC grades and drill 

performance. 

 

          15.  Best Individual Drill Ribbon (N-3-15). Awarded once per 

year to the top 10% of first time LET 1 cadets based upon scores 

obtained on practical drill exam. 

 

     D.  MISCELLANEOUS AWARDS: 

 

          1. Parade Ribbon (N-4-1).  Awarded by the SAI to cadets who 

have participated in local parades (Veterans Day, Christmas, Memorial, 

and etc.) 

 

          2. Recruiting Ribbon (N-4-2).  Awarded by the SAI to cadets 

who successfully recruit students for JROTC. Recruitment must be 

confirmed by Student Service Office upon approval of the enrollment of 

the new cadet.    

 

          3.  Usher/Community Relation Ribbon (N-4-3). Awarded by the 

SAI to cadets who have done an outstanding job of promoting community 

relations for the school, JROTC, and the surrounding cities. 

 

          4.  Meritorious Service Ribbon (N-4-4). Awarded annually by 

the Battalion Commander to enlisted cadets who have successfully 

participated in the D. H. CONLEY JROTC Program. This award is 

presented to the cadets who have contributed to improving and is 

serious minded about the program. Volunteering is the key to receiving 

this award. 

 

          5.  Meritorious Staff Service Ribbon (N-4-5). Awarded 

annually to members of the staff and assistants, who have done 

outstanding staff work above and beyond that normally expected, of one 

of the grade and experience. Cadets must be recommended by the 

Battalion Executive Officer (XO) and approved by the Battalion 

Commander and Army Instructor and SAI.  
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  6.  Service Learning Ribbon (N-4-6) Awarded annually to  

cadets who participate in Service Learning projects. 

 

  7.  Excellent Staff Performance (N-4-7)   

 

3-5.  MARKSMANSHIP BADGES.  US Army marksmanship badges denoting 

qualification in arms will be issued to All cadets who qualify in the 

marksmanship program.  A bar denoting "Rifle" or "Small Bore" will be 

worn below each qualification badge. 

 

3-6.  APPURTENANCES.  A miniature metal lamp of knowledge is used to 

denote subsequent awards of those ribbons classed as institutional 

awards.  The bronze, silver, and gold lamp denotes the 2nd, 3rd, and 

4th awards respectively. 

 

3-7.  TEAM TABS:  Pin on tabs may be earned by members of the Rifle 

Team, Drill Team, Color Guard and Raiders, provided they meet the 

criteria as outlined in each teams respective SOP's. 

 

3-8.  UNIT CREST:  Worn by all members of the Cadet Corp showing unity 

as a team and support to each other. 

 

3-9.  ACADEMIC WREATH- A gold wreath authorized for wear by cadets in 

the TOP 10% OF CADETS - based on grades earned in JROTC courses, as 

determined by the SAI. Grades are determined on academics only, no 

merits are used for this award. Subsequent awards are indicated by a 

felt pad center background. 

 

 Second award - red pad 

 Third award - silver pad 

 Fourth award - gold pad 

        

3-10. D. H. CONLEY ACADEMIC ACHIEVEMENT CERTIFICATE- TOP 10% OF  

CADETS. Academic grades plus all merits added and averaged for each 6 

weeks. 

 

3-11. UNIT AWARDS- 

 

 1. HONOR UNIT WITH DISTINCTION INSIGNIA- Each member of a unit 

designated as an Honor Unit with Distinction is awarded the Honor Unit 

with Distinction insignia (yellow star) 

 

 2. HONOR UNIT INSIGNIA- Each member of a unit designated as an 

Honor Unit is awarded the Honor Unit Insignia (blue star) 

 

 3. MERIT UNIT INSIGNIA- Each member of a unit designated as an 

Merit Unit is awarded the Merit Unit Insignia (white star) 
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CHAPTER 4 

 

CADET LEADERSHIP GUIDE 

_______________________________________________________________ 

_______________________________________________________________ 

 

4-1.  PURPOSE.  This chapter is designed to provide an initial 

understanding of the principles of leadership, define leadership, 

explain the factors of leadership, and provide an overview of what a 

leader must be, know, and do as it relates to being a cadet within the 

Vikings Battalion's JROTC Cadet Corps.  Its purpose is to provide an 

overall concept of leadership expected of cadets.  The traditional 

principles that you are taught have long been the cornerstone of 

leadership doctrine.  These principles, the factors, and the Be, Know, 

and Do attributes will provide you with the fundamental of leadership 

and a framework for developing yourself, your subordinates, and your 

unit.  Once you have an understanding of leadership and have practiced 

diligently the total principles of leadership, you are well on your 

way to success in any field of endeavor. 

 

4-2.  DEFINITIONS.  In order to understand and gain a true 

appreciation for this chapter, you must be thoroughly familiar with 

the following terms. 

 

     A.  Mission.  A task, job, requirement, errand, assignment etc. 

that has been given to an individual and/or group to accomplish/ 

complete. 

 

     B.  Leadership.  The process by which a cadet influences others 

to accomplish the mission. 

 

     C.  Commander.  The commander or leader is responsible for all 

that the unit does or fails to do.  Because of the responsibility of a 

commander/leader, he/she is given the authority/power to take actions 

necessary to make sure that missions are accomplished.  Commanders/ 

leaders may delegate authority to another but they cannot delegate 

responsibility for mission accomplishment. 

 

     D.  Chain of Command.  The succession of commanders/leaders 

through which command is exercised is called chain of command.  The 

battalion commander assigns tasks to the company commanders and hold 

them responsible for the successful accomplishment of the assigned 

tasks.  Company commanders use the same techniques with platoon 

leaders, and platoon leaders with squad leaders. 

 

     E.  Staff Authority and Responsibility.  The staff of a 

unit consists of those officers and noncommissioned officers who 

assist the commander in the exercise of command.  Staff members are 

advisors to the commander and supervise the execution of plans and 

orders only with the specific areas assigned to them by the commander.   
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Staff members must keep the commander informed on matters within their 

area of responsibility which may require the attention of the 

commander. 

 

4-3.  PRINCIPLES OF LEADERSHIP.  The following principles are 

excellent guidelines or laws for a cadet to develop his/her leadership 

capabilities. 

 

     A.  Know yourself and seek self-improvement. 

 

     B.  Be proficient in drill, classroom work, and all other 

requirements expected of a cadet. 

 

     C.  Seek responsibility and take responsibility for your actions. 

 

     D.  Make timely and sound (good) decisions. 

 

     E.  Set the example, be a role model. 

 

     F.  Know your cadets and look out for their well-being (take care 

of your cadets). 

 

     G.  Keep your cadets informed, make sure they know what is 

going on. 

 

     H.  Develop a sense of responsibility in your cadets by teaching/ 

showing them how to be leaders. 

 

     I.  Ensure that the mission given a cadet is understood, 

supervised, and accomplished. 

 

     J.  Train your cadets as a team and develop in them a desire to 

take care of each other. 

 

     K.  Train your cadets to be the very best and provide them 

opportunities to demonstrate their capability. 

 

4-4.  FACTORS OF LEADERSHIP.  The four major factors of 

leadership are the follower, leader, communication, and the 

situation.  They have a significant impact on what actions the 

leader should take and when he/she should take them. 

 

     A.  Follower.  Different cadets require different 

approaches in order to get them motivated.  Know each of your   

cadet followers well enough to use the correct approach to 

motivate him/her to do what is required. 

 

     B.  Leader.  Have an honest understanding of who you are, 

what you know, and what you can do.  This is necessary in order 

for you to control and discipline yourself and to lead your 

cadets effectively. 
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     C.  Communication.  Talk and listen to your cadets, communication 

is a two-way process.  Use words, tone of voice, eye contact, 

gestures, and etc. that will build a bond of mutual trust and respect 

between you and your cadets. 

 

     D.  Situation.  Because all situations are different, what worked 

in one situation may not work in another situation.  Be flexible and 

quick to determine what will work best in the situation at hand. 

 

4-5.  BE, KNOW, AND DO.  To be a competent leader, there are certain 

things that you must be, know, and do. 

 

     A.  Be committed to ethical behavior and possess the character 

traits of a leader. 

 

     B.  Know yourself, your cadets, your job, your unit, human 

nature, and how the four factors of leadership affect each other. 

 

     C.  Do what your cadets need you to do, communicate to your    

cadets what they need to do and how it is to be done, and motivate 

your cadets to do what needs to be done. 

 

4-6. BATTALION COMMANDER AND STAFF DUTIES AND RESPONSIBILITIES. 

 

     A.  Battalion Commander.  This position is the most demanding in 

the Cadet Corps.  The cadet chosen for this position is selected 

because of previously demonstrated leadership ability.  It requires 

the use of common sense and good judgment in solving problems that 

affect the entire cadet battalion.  The cadet appointed to this 

position must be mature and willing to accept responsibility, delegate 

authority, supervise subordinates, and stand by his/her convictions.  

Control of the staff is through the executive officer and control of 

the companies is through the company commanders.  Specific duties and 

responsibilities of the battalion commander include: 

 

          1.  Make operational decisions for the Cadet Battalion. 

       

          2.  Command the battalion at all formations. 

 

          3.  Preparation for and conduction of training on battalion 

drill days. 

 

          4.  Designate particular areas for inspection and/or  

supervision by members of the staff (require reports as necessary). 

 

          5.  Inspect work or staff orders. 

 

          6.  Preside over officer calls. 

 

          7.  Make sure that all orders given, which require 

the attention of the members of the command, are passed clearly 

and without delay.   4-3 



 

 

 

 

          8.  Work with school authorities in coordinating activities 

of the Cadet Battalion with the other organizations of the school; and 

make sure that battalion activities are in accordance with school 

policy. 

 

          9.  Maintain direct and personal relationship with the staff 

officers and company commanders. 

 

          10. Use the staff to assist in gathering information, 

preparing plans for training, and controlling the battalion. 

 

          11. Encourage company commanders to deal directly with you 

whenever they feel it is desirable. 

 

          12. Insure that a feeling of mutual respect and confidence 

exist between staff and company commanders. 

 

          13. Insure that the staff and company commanders are capable 

plus understand/perform their responsibilities to you and the 

battalion. 

 

          14. Insure Cadet Corps compliance with JROTC, SAI, and 

school regulations by use of the chain of command. 

 

          15. Convene boards as provided for in the regulations 

(promotions, reductions, honor, etc.) and sit as the senior member.  

Recommendations of the various boards are to be forwarded to the SAI 

over your signature. 

 

          16. Maintain Honor Company Competition records as required 

by Appendix D. 

    

      17. Prepare Cadet Evaluation Reports on members of your 

staff and your commanders as required by Appendix A. 

 

          18. Prepare a record of formal counseling when you counsel 

any member of the battalion, and file in the appropriate cadet's 

record. 

 

          19. Seek advice and assistance from the SAI and assure that 

all instructions from him are carried out quickly and completely. 

 

     B.  Battalion Executive Officer.  The battalion executive officer 

is the principal assistant to the battalion commander. You are the 

coordinator and supervisor of the staff, thereby enabling the 

battalion commander to spend more time on the broader aspects of 

command.  Your supervisory duties are designed to prevent overlapping 

effort and to assure that the desires of the battalion commander are 

understood and carried out.  You must keep the staff informed of the 

policies of the battalion commander and keep the battalion informed on  
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the status of projects assigned to the staff.  Specific duties and 

responsibilities of the executive officer include: 

 

          1.  Acts as commander of the troops. 

 

          2.  Assume command of the Cadet Battalion in the 

absence of the Battalion Commander. 

 

          3.  Advise the Battalion in the formation of policy, 

plans and activities of the Cadet Battalion. 

 

          4.  Direct and coordinates the Cadet Battalion Staff. 

 

          5.  Inspects the work of the Battalion Staff and 

makes other inspections as directed by the Battalion Commander. 

 

          6.  Supervision of the preparation of required 

reports and their submission as directed by higher authority. 

 

          7.  Assuring that the staff is properly prepared, 

organized, working as a team, and planning future    training 

activities for the battalion. 

 

          8.  Assuring that the instructions and orders issued 

to the battalion are in accordance with the established 

policies of the battalion and the SAI. 

 

          9.  Reporting all violations of orders to the 

battalion commander. 

 

          10. Conducting periodic inspections of the JROTC area 

and taking necessary action to see that it is  properly policed 

and arranged. 

 

          11. Preparing Cadet Evaluation Reports for selected 

staff officers as directed by the battalion commander.  (See 

Appendix A) 

 

          12. Prepare a record of formal counseling when you 

counsel a member of the battalion and file it in the 

appropriate cadet's record. 

 

          13. Performing such other duties that may be assigned 

from time to time by the battalion commander and SAI. 

 

     C.  Battalion Adjutant (S-1).  The battalion adjutant is 

the administrative assistant to the battalion commander.  The 

adjutant is responsible for the maintenance of the cadet records, 

preparation of orders, posting of the manning board in the SAI's 

office, and performing such other administrative duties as may be  
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assigned from time to time by the battalion commander, executive 

officer, or the SAI.  Specific duties and responsibilities of the 

adjutant include: 

 

          1.  Aligning the battalion at all battalion 

formations. 

 

          2.  Receiving the attendance reports at battalion 

formations. 

 

          3.  Planning, in coordination with the S-3, training 

for the conduct of special ceremonies. 

 

          4.  Inspecting company roll cards to assure correct 

keeping of attendance records. 

 

          5.  Preparing and publishing orders announcing 

promotions, demotions, awards, and Honor Company competition 

standings. 

 

          6.  Assisting company first sergeants in the proper 

maintenance of attendance records. 

 

          7.  Maintaining qualifications records and personnel 

files of all cadets. 

 

          8.  Maintaining administrative desk/locker/cabinet in 

an organized manner. 

 

          9.  Providing the S-4 a periodic list of required/  

needed supplies (paper, pencils, folders, etc.) 

 

          10. Maintaining "Vikings Battalion Bulletin Board". 

 

          11. Performing such other duties that may be assigned 

from time to time by the executive officer, battalion commander,   and 

SAI. 

 

     D.  Security Officer (S-2).  The battalion security 

officer is responsible to the battalion commander for the 

enforcement of the provisions of the security SOP and maintaining  the 

records for the merit/demerit system.  Specific duties and 

responsibilities of the security officer include: 

 

          1.  Making periodic inspections of weapons and supply 

security. 

 

          2.  Making on-the-spot corrections resulting during 

security inspections. 

 

          3.  Maintaining records of the award of merits and 

assessment of demerits.  4-6 



 

 

 

 

          4.  In coordination with the S-1, filing of approved 

merits and demerits in cadet record folders. 

 

          5.  Compiling every six weeks a list of merits and demerits. 

 

          6.  Submitting a weekly merit/demerit report to the 

battalion commander with a copy to the SAI and AI. 

 

          7.  Performing such other duties as may be assigned from 

time to time by the executive officer, battalion commander, and SAI. 

 

     E.  Battalion Operations and Training Officer (S-3).  The 

battalion operations and training officer assists the battalion 

commander in the conduct of training and general supervision of all 

training activities of the Cadet Corps.  The S-3 is responsible for 

keeping the battalion commander informed of training progress and the 

preparation, in coordination with the S-1, of the drill field for 

ceremonies.  Specific duties and responsibilities of the operations 

and training officer include: 

 

          1.  Preparing weekly training schedules. 

 

          2.  Selecting, assigning, and training cadet instructors in 

coordination with the SAI. 

 

          3.  Posting weekly training schedules not later than 

Thursday for the succeeding two weeks period. 

 

          4.  Preparing and installing the public address system   for 

use during all battalion drill periods and such other times as 

directed by the SAI. 

 

          5.  Inspecting the drill field prior to use by the battalion 

and insuring that it is well policed after training. 

 

          6.  Conducting special training for guidon bearers, guards 

of honor, escorts, formal retreat, and other ceremonies in 

coordination with the S-1. 

 

          7.  Performing other duties as may be assigned by the 

executive officer, battalion commander, and SAI. 

 

     F.  Battalion Supply Officer (S-4).  The battalion supply officer 

is responsible for the maintenance, security, and record keeping for 

all government property.  The security of property is coordinated with 

the S-2.  Under the supervision of the Supply Sergeant, the S-4 

maintains a running inventory of all property.  Specific duties and 

responsibilities of the supply officer include: 
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       1.  Insuring that the JROTC Clothing and Equipment Record 

for each cadet has been initiated and is in proper order. 

 

          2.  Conducting daily and monthly inventories of supplies, 

equipment, and weapons plus reporting the results to the Supply 

Sergeant and SAI. 

 

          3.  Insuring that adequate cleaning and preserving materials 

are on hand and available for use during maintenance activities. 

 

          4.  In coordination with the S-1, make periodic inspections 

of the National, State, and school colors for serviceability. 

 

          5.  Maintain accountability of all non-training equipment 

and supplies used by the Cadet Battalion. 

 

          6.  Prepare requisitions for equipment and supplies as 

required for Cadet Battalion operations. 

           

     7.  Issue clothing, insignia, and other supply items as 

directed by the Battalion Commander, AI, and the SAI. 

 

          8.  Advise the Battalion Commander of supply requirements of 

operations as they occur. 

 

          9.  Performing such other duties as may be assigned by the 

executive officer, battalion commander, and SAI. 

 

     G.  Battalion Recruitment and Information Officer (S-5). The 

battalion recruitment and information officer is the coordinator for 

all battalion recruitment activities and primary contact between the 

Cadet Corps and all news media to include student publications.  The 

S-5 must develop methods to ensure the recruitment of top quality 

students into the JROTC program and assure that JROTC activities are 

publicized in such a way as to create the best possible image of the 

Cadet Corps. Specific duties and responsibilities of the recruitment 

and information officer include: 

 

          1.  Preparing a Recruiting and Publicity campaign for each 

school year.  This campaign will be in the form of a written plan and 

presented to the SAI for approval. 

 

          2.  Preparing and distributing news releases to all elements 

of the local media (newspapers, radio, television, etc.).  News 

releases will be prepared on all JROTC activities to include the 

Military Ball, Dining-In/Out, Formal Inspections, Awards Day, parades 

and ceremonies, trips, and visits of  dignitaries. 

 

          3.  Coordinating with the editors of the D. H. Conley 

newspaper and yearbook for publicity concerning the Drill Team, 

Color Guard, Raider Detachment, Rifle Team, Saber Team and 

similar items.    4-8 



 

 

 

 

          4.  Maintaining a Cadet Information Center with information 

regarding JROTC Scholarships, USMA Preparatory School, service 

academies, and colleges plus universities requirements and 

application. 

 

          5.  Keeping the Vikings Battalion Scrapbook, of historical 

events pertaining to JROTC and individual cadet activities up to date.  

Copies of all news articles, photographs, and other items of 

information pertaining to the Cadet Corps will be included in this 

record of the Scrapbook. 

 

          6.  Learn how to and operate a video recorder and digital 

camera.  Be prepared to accompany members of the Vikings 

Battalion on all JROTC trips to properly cover the activity for 

publicity stories.    

 

          7.  Coordinate public service events and plans such events 

in coordination with the S-3. 

 

          8. Perform such other duties as may be assigned by the 

executive officer, battalion commander, and SAI. 

 

     H.  Battalion Ordnance Officer.  The battalion ordnance officer 

supervises the issue and turn-in of weapons on battalion drill days, 

supervises the cleaning/maintenance of all weapons, and advises the 

battalion commander and the SAI on the condition of all weapons.  

Specific duties and responsibilities of the ordnance officer include: 

 

 

          1.  Assure compliance with the JROTC Department Security SOP 

for issue, turn-in, and storage of weapons. 

 

          2.  Maintain an up to date access roster for the arms area 

and insuring that company and team armorers are appointed. 

 

          3.  Insure that only authorized personal enter the arms 

area. 

 

          4.  Conduct a daily physical inventory (visual count)to 

insure that the correct number of weapons are on hand. 

 

          5.  Assist the designated individual with the monthly 

inventory by serial number of all weapons and ammunition stored 

in the arms area. 

 

          6.  Insure that adequate cleaning and preserving materials 

are on hand/available for use by proper coordination with the S-4. 
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     7.  Arrange for maintenance and cleaning details as required. 

 

          8.  Keep the arms area in a high state of police. 

 

          9.  Perform such other duties as may be assigned by the 

executive officer, battalion commander, and SAI. 

 

     I.  Command Sergeant Major (CSM).  The Command Sergeant Major is 

the principal cadet enlisted assistant to the battalion commander.  As 

the senior enlisted member of the Cadet Corps, the CSM supervises the 

other noncommissioned officers of the battalion with particular 

emphasis on the company first sergeants.  Specific duties and 

responsibilities of the CSM include: 

    

          1.  Advising, assisting, and keeping the battalion commander 

informed in reference all matters pertaining to enlisted cadet members 

of the battalion. 

 

          2.  Assuring that the battalion headquarters and the JROTC 

area are maintained in a high state of police and properly arranged at 

all times. 

 

          3.  Supervising the flag details and reporting any 

deficiencies in the conduct of the detail. 

 

          4.  Assisting in the training of the company flag details. 

 

          5.  Preparing notices of flag details. 

 

          6.  Assisting the adjutant in the supervision of company 

attendance recording keeping. 

 

          7.  Assisting the adjutant in the formation and the 

alignment of the battalion at all battalion ceremonies. 

 

          8.  Performing such other duties as may be assigned by the 

executive officer, battalion commander, and SAI. 

 

4-7.  COMPANY OFFICERS DUTIES AND RESPONSIBILITIES. 

 

     A.  Company Commander:  The company commander is responsible to 

the battalion commander for all that the company does or fails to do.  

Company commanders must keep the battalion commander appraised of the 

status of training in their company, especially in areas where 

additional or make-up training is required.  A good company commander 

is an outstanding leader with a great deal of initiative, a producer 

who gets things done.  They know that telling someone to do something 

is the smallest and easiest part of their job and that providing their 

cadets the motivation/knowledge to ensure that the mission is 

accomplish is the hardest/most important part of the job.  To increase  
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motivation/knowledge, company commanders provide their cadets the why, 

when, where, what, and often the how to accomplish the mission.  

Company commanders are experts in all phases of drill, think ahead and 

plan what will be best for their company, insure that their  

subordinates are prepared for instruction and that the instruction is 

properly carried out, keep their cadets informed, and take actions 

rather than waiting to be told. As a company commander, do not worry 

about making mistakes; the biggest mistake is doing nothing when it is 

obvious that an action is needed - waiting to be told what to do.  

Company commanders have one of the most difficult jobs in the 

battalion and therefore must obtain the assistance of their cadets in 

solving problems and getting the mission accomplished.  Above all, 

company commanders must take care of their cadets and ensure that the 

mission is accomplished.  Specific duties and responsibilities of 

company commanders include: 

 

          1.  Commanding the company at all formations. 

 

          2.  Consulting the training schedules, studying the drill 

references, and insuring that all subordinates are prepared to 

instruct. 

 

          3.  Consulting the SAI each day prior to formation in 

reference to changes in training or other information that may need to 

be announced. 

 

          4.  Keeping the company executive officer and first sergeant 

informed plus ensuring that they keep the company commander informed. 

 

          5.  Assuring that all required reports are forwarded to the 

battalion headquarters on time and in the proper format. 

 

         6.  Recommend subordinates for promotion, reduction, 

assignments, and reassignments. 

 

         7. Administer the leadership development as outlined in 

Appendix A. 

 

         8.Prepare Cadet Evaluation Reports as required by Appendix A. 

 

         9.  Prepare a record of formal counseling anytime a member of 

the company is counselled and file it in the appropriate cadet record. 

 

          10. Assuring that all members of the company know and use 

the chain of command. 

 

          11. Conducting an inspection during each company formation; 

make on the spot corrections and follow through on later inspections 

to insure that the cadets are not making the same mistakes repeatedly;  
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take an interest in the problems of cadets within the company and make 

a sincere effort to help solve the problem. 

 

          12. Executing orders of the battalion commander even 

though you make personally disagree with them.  As for as the 

cadets in your company are concerned, the orders of the battalion 

commander are your orders and must be given in that manner. 

 

          13. When encountering a question that you cannot answer or a 

problem you cannot solve, seek advice and assistance.  First ask the 

battalion commander; if he cannot help, seek the assistance of AI.  If 

you are still not satisfied, discuss the problem with the SAI. 

 

     B.  Company Executive Officer (XO):  The company executive 

officer assists the company commander in the training of the company 

and performs such other administrative duties (company administrator 

and supply officer) as assigned by the company commander.  The 

executive officer must be grounded in all functions of command and be 

prepared to assume the command of the company in the absence of the 

commander.  The executive officer must be an expert in all phases of 

drill.  As company administrator and supply officer, the XO must 

supervise the record keeping and roll cards in the unit, assure that 

each cadet has all of the clothing and equipment authorized/required, 

insure proper issue and turn-in of weapons, prepare Cadet Evaluations 

as required (Appendix A),and supervise the armorer. 

 

     C.  Platoon Leader:  The platoon leader's responsibilities to the 

company commander are the same as the company commander's 

responsibilities to the battalion commander. Platoon leaders must be 

experts in all phases of drill and train their platoon for perfection.  

Platoon leaders have the most desirable cadet officer assignment in 

the battalion because they are leaders with direct responsibility for 

the command and control of a unit composed of their peers. Accomplish 

the mission at hand and the reward will be everlasting confidence in 

your ability to perform the adult-size job of assisting fellow cadets 

in becoming better citizens.  Such an accomplishment is worthy of the 

highest praise.  Above all, platoon leaders must take care of their 

cadets and ensure that the mission is accomplished.  Specific duties 

of a platoon leader include: 

 

          1.  Organize and maintain an effective chain of command.  

Learn the name of everyone in your platoon and use the name when 

addressing each cadet. 

 

          2.  Use the platoon chain of command, platoon sergeant   and 

squad leaders, to accomplish tasks.  For those cadets not proficient 

in drill/etc., assign a subordinate to conduct extra instruction. 
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          3.  Be thoroughly familiar with cadet regulations and 

insure that all of the members of the platoon have their authorized 

clothing and equipment.  Spot check your cadets at formations to 

assure that their appearance meets established standards. 

 

          4.  Enforce all orders from your superiors whether you agree 

with them or not.  Do not complain and gripe in the presence of your 

subordinates.  Develop a spirit of teamwork within the platoon to help 

assure willing obedience to orders, mutual respect, and team 

cooperation. 

 

          5.  Be thoroughly knowledgeable of all phases of drill.  FM 

3-21.5(FM 22-5) is the reference.  Insure that the platoon sergeant 

forms the platoon in the prescribed area and at the proper time. 

                            

          6.  Make every effort to solve problems at the platoon 

level.  If you cannot solve the problem, seek advice from the company 

commander.  Do not be a "buck passer".  If a member of the platoon 

asks a question that you cannot answer, admit you do not know and tell 

the cadet you will find the answer.  At the next formation, inform the 

cadet of the question and provide the answer.  You are not expected to 

know everything, but you are expected to know where to get the    

necessary answers. 

 

          7.  Recommend subordinates for promotion, demotion, 

assignments, and reassignments. 

 

          8.  The success achieved by the Vikings Battalion 

depends largely upon the success of the platoon leaders.  Set 

high standards of personal appearance and attention to duty for 

yourself.  Meet those standards and demand that your cadets 

meet the standards also. 

 

          9.  Prepare Cadet Evaluation Reports as required by 

Appendix A. 

 

4-8. COMPANY NONCOMMISSIONED OFFICERS DUTIES AND RESPONSIBILITIES. 

 

     A.  First Sergeant:  The first sergeant is the senior enlisted 

cadet in the company.  The first sergeant must keep the company 

commander informed on all matters and is responsible for 

administration, taking reports, duty rosters, and roll cards of the 

unit.  Specific duties of the first sergeant include: 

 

          1.  Responsibility for the initial formation and alignment 

of the company except when directed otherwise by the company 

commander.    
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          2.  Taking attendance report at each formation, reporting 

absentees to the company commander, and recording the absences on the 

roll cards. 

 

          3.  Insuring that all cadets are properly uniformed and have 

the proper equipment. 

 

          4.  Assisting the company commander and the executive 

officer in the administration of the company as directed. 

 

          5.  Detailing NCO and privates for flag detail as required. 

 

          6.  Maintaining the company roll cards in a neat and orderly 

manner. 

 

          7.  Being familiar with all phases of drill and ceremonies, 

the reference is FM 3-21.5 (FM 22-5). 

 

          8.  Being prepared to assume command of the company in the 

absence of all cadet commissioned officers. 

 

     B.  Company Armorer:  Under the supervision of the executive 

officer, the armorer is in charge of the company's weapons in the arms 

area.  The armorer will insure the prompt and efficient issue and 

turn-in of weapons, as required, and perform such other duties as may 

be assigned by the executive officer and/or company commander.  

Specific duties of the armorer include: 

 

          1.  Insuring that adequate cleaning and preserving materials 

are on hand/available for issue on maintenance days. 

 

          2.  Insuring compliance with JROTC Department Security SOP 

for issue, turn-in, and storage of weapons. 

 

          3.  Conducting inspections of weapons for serviceability, 

tagging for unserviceable weapons, and reporting the status of the 

executive officer. 

 

          4.  Keeping the arms area in a high state of police. 

 

          5.  Function as the company guidon bearer during all 

ceremonies and parades. 

 

          6.  Perform such other duties as may be assigned by 

the executive officer and/or company commander. 

 

     C.  Platoon Sergeant:  The platoon sergeant is the first 

supervisor above the squad leader and functions as the executive/ 

administrator for the platoon.  Platoon sergeants must maintain a 

close working relationship with the first sergeant, work with the  
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squad leader directly, and know all of the strengths and weaknesses of 

the platoon members.  They must also keep the platoon leader informed 

on all matters pertaining to the platoon, be prepared to assume 

command of the platoon in the absence of the platoon leader, and 

assist  the platoon leader in the training of the platoon.  Platoon 

sergeants are responsible for the formation of the platoon and  must 

be familiar with all aspects of drill to include squad,  platoon, 

and company level.  Specific duties of the platoon sergeant include: 

 

          1.  Enforcing orders and instructions of the platoon leader. 

 

          2.  Forming the platoon in the prescribed area at the proper 

time. 

 

          3.  Supervising the squad leader in the inspection of their 

squads. 

 

          4.  Knowing and following the correct procedure for forming 

the platoon and receiving the report from the squad leaders and 

reporting the status of the platoon to the first sergeant. 

 

          5.  Developing a spirit of teamwork within the platoon and 

demanding respect from each member of the platoon. 

 

          6.  Being thoroughly familiar with drill and ceremonies as 

prescribed in FM 3-21.5 (FM 22-5) and cadet SOP. 

 

          7.  Knowing and insisting that all members of the platoon 

know the regulations of the Vikings Battalion Cadet Corps.  If 

necessary, conduct classes for those who do not know. 

 

          8.  Be prepared to assume command of the platoon in the 

absence of the platoon leader. 

 

          9.  Prepare Cadet Evaluation Reports as required by 

Appendix A. 

 

     D.  Squad Leader/Assistant Squad Leader:  The squad leader 

is the most important individual in the chain of command.  In 

the class room or on the drill field, the success of the unit 

depends on the squad leader.  The squad leader must be the most 

capable and knowledgeable cadet in the squad as reflected in 

drill, discipline, military courtesy, appearance, and class 

room/academic performance.  The squad leader set the example 

for the squad, takes care of the squad members, and is 

responsible for everything that the squad does or fails to do. 

The success of the entire Vikings Battalion depends upon how 

well the squad leader performs his/her duties.  Specific duties 

of the squad leader include: 
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          1.  Forming the squad properly, taking roll call, and 

reporting the attendance status of cadets to the platoon sergeant. 

 

          2.  Being thoroughly familiar with squad and platoon Drill. 

Reference is FM 3-21.5 (FM 22-5). 

 

          3.  Inspecting the personal appearance of each squad member 

at all formations, assuring that each cadet in the squad has the 

proper clothing/equipment and that all issued items are being properly 

maintained. 

 

          4.  Insuring that each cadet knows his/her cadet knowledge 

as shown in Appendix F. 

 

          5.  Establishing a chain of command in the squad and 

assuring that each squad member knows the chain of command from squad 

leader through Commander-in-chief. 

 

          6.  Assisting members of the squad who may be having 

difficulty with drill or any other JROTC subject. 

 

          7.  Make every effort to solve problems at the squad level.  

If you cannot solve the problem, seek advice from the platoon sergeant 

or platoon leader.  Do not be a "buck passer".  If a member of the 

squad asks a question that you cannot answer, admit you do not know 

and tell the cadet you will find the answer.  At the next formation, 

inform the cadet of the question and provide the answer.  You are not 

expected to know everything, but you are expected to know where to get 

the necessary answers. 

 

          8.  Recommend subordinates for promotion, demotion, 

assignments, and reassignments.  Maintaining a notebook with the 

following data on each squad member: 

 

              (a)  Last Name, First Name, Middle Initial 

 

              (b)  Rank (In Pencil) 

 

              (c)  Telephone Number 

 

              (d)  Address (Street Number, Street Name, City, 

State, ZIP code)    

 

          9.  Notify absent squad members or their parents of 

homework assignments which are due the next day. 

 

          10. Remind all squad members to wear their uniform on 

uniform day. 
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Garrison Cap (Female)  

 

 

                                                       

     
 

Garrison Cap (Male)  

 

 

7. Arcs- All arcs are worn on the right chest pocket. On the male 

uniform it is centered vertically with the nametag and centered 

horizontally between bottom of the pocket and bottom of the pocket 

flap. On the female uniform, it is centered vertically on nametag and 

one-half inch (1/2”) from the bottom of the ribbons. All arcs, if more 

than one, are worn. They will be spaced one-eighth inch (1/8”) apart. 

Order of arcs must be consistent with the order the aguillettes are 

worn.  

 

 8. JROTC Ribbons: On the male uniform, ribbons will be worn centered 

one eighth of an inch (1/8”) above the left breast pocket. On the 

female uniform, ribbons will be centered on the left side of the coat 

with the bottom row of ribbons aligned with the top edge of the 

nametag on the right side. (For cluster rules see page 4-4).  

                                                               

      



 

 

 

9. Marksmanship Badges: On the male uniform it is centered on the left 

breast pocket flap a quarter inch (1/4”) below the top of the pocket. 

On the female uniform it is centered on the left side of the coat 

immediately below the ribbons. 

 

                  

  
 

 

4-9 ACU Wear:  

 

Rank  

R.O.T.C. Insignia  

(Officers)  

Torch of Knowledge  

(Enlisted) 



 

 

 

 
 

4-10 Missed Uniform Day Policy:  

Cadets are required to wear their JROTC uniform all day on uniform 

days. Cadets who miss five or more uniform days will be dropped from 

the company uniform percentages. Cadets who miss uniform days will be 

assigned the following consequences:  

 

1. One uniform day missed and cadet will receive a zero on the 

uniform for that week.  

 

2. Two uniform days missed and cadet will receive another zero for 

the week.  

 

3. Three uniform days missed and a cadet will receive another zero 

on the uniform for the week. The cadet will be placed on 

suspended demotion. The cadet will receive a call home and 

parents will be asked as to “Why the cadet is not wearing their 

uniform?”  

 

4. Four uniform days missed, the cadets will receive a demotion and 

possible loss of leadership position. The cadet will receive a 

zero (0) for the uniform wear of the week. The cadet will also 



 

 

 

receive a call home and parents will be asked as to “Why the 

cadet is not wearing their uniform?”  

 

5. Five uniform days missed and cadet will receive a demotion, loss 

of leadership position, a zero (0) for the week, recommended for 

after school detention, and receive call to a parent. The 

possibility of the cadet receiving a failing grade for the 

quarter is feasible.  

 

6. Academic Achievement Insignia- On the male uniform it is centered 

one-fourth inch (1/4”) above the right breast pocket or one-fourth 

inch (1/4”) above Special Ribbons. On the female uniform it is 

centered three fourths of an inch (1/2”) above the nametag or one-

fourth inch (1/4”) above the Special Ribbons. When worn with the unit 

insignia star, it is pinned so that the star is worn in the center of 

the wreath.  

                                           

      
On the female enlisted coat, the bottom of the discs will be placed 

approximately five eighths of an inch (5/8”) up from the notch in the 

right and left collar and centered with the center line of the torch 

parallel to the inside edge of the lapels, pointing at the top button.  

On the Officer’s coat, the ROTC insignia will be five eighths of an 

inch (5/8”) up from the notch in the right and left collar and 

centered with the inside edge of the lapels. The top of the disc will 

be placed approximately five eighths of an inch (5/8”) down from the 

notch in the right and left collar and centered with the inside edge 

of the lapels.  

(Corps and collar insignia (JROTC) on cadet officer coat) 

 



 

 

 

                                                               

     
  (Corps and collar insignia (JROTC) on cadet officer coat) . 

 

 

                                                               

     
(Corps insignia (JROTC) on enlisted cadet coat)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

APPENDIX A 

 

CADET LEADERSHIP DEVELOPMENT AND EVALUATION SYSTEM 

______________________________________________________________________

______________________________________________________________________ 

 

1. PURPOSE: The purpose of the Leadership Development and Evaluation 

System is to obtain a complete and objective appraisal of the 

performance of each cadet in the area of leadership development.   

The leadership development and the evaluation part of the system 

is in reality an analysis of the training. 

 

2. LEADERSHIP POSITIONS: 

 

A. At the beginning of each semester, the Military Staff (SAI/AI) 

select cadets to fill leadership positions of Company 

Commander and above.   These selections are confirmed by 

written orders.  Once selected, these positions are not 

normally changed during the remainder of the semester of the 

school year except as the result of promotion, inaptitude, 

inefficiency, transfers out of JROTC program. 

 

B. Leadership positions below company commander are normally 

selected after the initial two weeks of JROTC training.  

During the initial two weeks of school, cadets receive 

training in basic military subjects and drill.  After 

completion of the initial training cadets are selected for 

leadership positions based upon the following: 

 

(1) Selection Criteria. 

 

(a) Performance Test 

 

(b) Written test 

 

(c) Past year performance record in JROTC(if 

applicable) 

 

(d) Cadet desire for leadership position 

 

(e) Recommendation of the AI. 

 

(2)  Once selected for a leadership position the cadet  
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will receive special training of approximately one (1) 

week in the following areas: 

(a) How to be a leader 

 

(b) Leadership principles and indicators 

 

(c) Cadet evaluation system and the Cadet Evaluation 

Report System (CER). 

 

(d) Cadet Handbook; with emphasis on proper wear of 

the military uniform, military courtesy, 

regulations, and leadership duties. 

 

(e) FM 3-21.5(FM 22-5) with emphasis on drill, 

command voice, making on the spot corrections, 

etc.. 

 

 (3) Squad Leader (SL) is one of the most important 

positions that can be filled.  The SL functions as the Squad 

Leader, with all the responsibilities and rights of that office, 

and advisor and trainer of the Assistant Squad Leader.  At the 

end of a stated period, the SL will evaluate members of the squad 

in accordance with the Cadet Evaluation Report System (CER). 

 

3. CER FUNCTIONS: The evaluation element of the system for the 

cadets serves four functions: 

 

A. Counseling and Guidance.  This function is critical to 

leadership development and is emphasized.   The sources 

of counseling information are the scales and easy 

portions of the Cadet Evaluation Report.  Other sources 

are conduct and attendance records, observation, etc… 

 

B. Reward:  This function operates in two areas: first the 

data supplied is a major factor in selecting cadets to 

fill certain chain of command in the Cadet Corps; 

secondly that data makes up a portion of cadet’s 

leadership grade for each grading period.  Grades are 

computed as follows: 

 (10 The average score is computed after the rater, 

indorser, and reviewer of the cadet has completed the 

CER. This average is then translated to an academic 

grade. 
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        (2)An average of 1 equals a grade of 25, average 

of 2 equals 50, average of 3 equals 75, and an average of 

4 equals 100.  For each percentage point above the whole 

number, an additional 2.5 points will be awarded.  For 

example ; if a cadet is rated with an average of 3.1 

points on his CER, his academic grade will be 75 + 2.5 or 

an academic grade of 77.5. 

C.  Elimination. Although counseling is the primary 

function of the evaluation system, it       is recognized 

that some cadets do not possess sufficient leadership 

potential to warrant retention in the JROTC program.  The 

system provides earl warning of possible leadership 

problems and serves as a indicator of a cadet’s desire to 

meet minimum standards. 

 

D.  Practice in Evaluation Leadership Behavior.  Evaluating 

leadership behavior is an important military and civilian 

skill.  All leaders become involved in leadership 

evaluation and the performance of any group, military or 

civilian, is directly related to the accuracy of this 

process.  The cadet evaluation system provides practice in 

a variety of evaluation techniques and teaches cadets to 

carefully identify and observe leadership behavior. 

 

5. Leadership is a difficult process to describe and measure.  In 

JROTC, leadership is viewed as an “influence” process involving 

dynamic interaction between the leader and group in a given situation. 

 

6.  The Cadet Evaluation Report CER designed to assure that each 

cadet is evaluated by his next senior in the chain of command or his 

staff supervisor.  It is to be completed and provided to the SAI at 

the end of each six weeks.  Completion of the CER requires that each 

evaluator privately and independently arrive at his own conclusions in 

the performance of the cadets he is charged with evaluating. 

 

7. Organization for CER. 

POSITION    RATER   INDORSER  REVIEWER 

Battalion Cdr   AI   SAI 

Battalion, XO   Bn CDR 
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APPENDIX B 

CHAIN OF COMMAND 

______________________________________________________________________

______________________________________________________________________ 

 

 

Each cadet must know the “Chain of Command”, to include title and 

rank, and be prepared t recite it for any examinations and when 

requested be a Military Staff member or senior ranking cadet.  You 

will be provided with a copy of the “Chain of Command”.  It is 

suggested that you fill in the blanks on the copy in pencil to 

facilitate making necessary changes as they occur. 

 

 PRESIDENT/COMMANDER-IN-CHIEF 

 

 SECRETARY OF DEFENSE 

 

 SECRETARY OF THE ARMY 

 

 CHIEF OF STAFF, UNITED STATES ARMY 

 

 COMMANDER, TRAINING AND DOCTRINE COMMAND (TRADOC) 

 

 COMMANDER, ACCESSIONS COMMAND 

 

 COMMANDER, CADET COMMAND 

 

 DEPUTY COMMANDER, CADET COMMAND 

 

 DIRECTOR JROTC, CADET COMMAND 

 

 CHAIRMAN, BOARD OF EDUCATION 

 

 SUPERINTENDENT, PITT COUNTY SCHOOL SYSTEM 

 

 PRINCIPAL, D.H. CONLEY HIGH SCHOOL 

 

 SENIOR ARMY INSTRUCTOR (SAI) 

 

 ARMY INSTRUCTOR (AI) 

 

 CADET BATTALION COMMANDER 

 

 CADET COMPANY COMMANDER 

 

 CADET PLATOON LEADER 

 

 CADET SQUAD LEADER 
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THE  VIKING  BATTALION  HEADQUARTERS 

 

BATTALION COMMANDER 

 

BATTALION EXECUTIVE OFFICER 

 

ADJUANT (S-1) 

  

ASSISTANT ADJUTANT (S-1) 

SECURITY OFFICER (S-2) 

   

  ASSISTANT SECURITY OFFICER (S-2) 

 

OPERATIONS AND TRAINING OFFICER (S-3)  

   

  ASSISTANT OPERATIONS AND TRAINIGN OFFICER (S-3) 

 

SUPPLY OFFICER (S-4) 

   

  ASSISTANT SUPPLY OFFICER (S-4) 

     

INFORMATION OFFICER (S-5) 

 

INSPECTOR GENERAL (IG) 

 

PROTOCOL OFFICER 

 

ORDNANCE OFFICER 

 

COMMAND SERGENT MAJOR (CSM) 
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APPENDIX C 

 

ARMS ROOM PROCEDURE 

______________________________________________________________________

______________________________________________________________________ 

 

1.  An “Individual Weapon Card”, DA Form 3749, will be prepared for 
each cadet.  Lost “Individual Weapon Cards” will be reported as 

soon as the loss is discovered and a duplicate prepared be the 

Battalion Ordnance Officer. 

 

2. On drill days when weapons are prescribed, cadets will report to 
the Arms Room before formation.  Each cadet will move directly to 

the designated arms rack, remove the assigned weapon, place the 

“Individual Weapon Card” in the butt holder of the rack, and move 

out of the Arms Room quickly and quietly. 

 

3. When all cadets have drawn their weapons and cleared the Arms 
Room, a complete check will be made by the company armorer and 

the supervising member of the military staff to ascertain that 

there is an “Individual Weapon Card” in the butt holder of each 

weapons rack with a missing weapon.  The “Individual Weapon Card” 

must correspond to the rack and slot as well as the serial number 

of each weapon not in the Arms Room.  If the check reveals that a 

weapon is not accounted for, the company armorer will immediately 

notify the SAI and a search for the missing weapon will be 

initiated in accordance with Security SOP. 

 

4. Weapons are returned to the Arms Room the reverse of the system 
used in taking them out.  After weapons are returned, the company 

armorer and supervising member of the military staff will again 

check to insure that all weapons are present in the Arms Room.  

Should any weapon not be accounted for, the armorer will notify 

the SAI and a search for the missing weapon will be initiated in 

accordance with Security SOP. 

 

5. The Arms Room is not a social gathering place.  All cadets having 
business there will move into the Arms Room and out with speed 

and dispatch.  The armorer is the cadet in charge of the Arms 

Room.  A member of the military staff will always be present when 

the Arms Room is open.  As soon as all weapons are accounted for, 

the Arms Room will be closed and secured. 

 

6. All cadets having official business in the Arms Room are reminded 
that they are under the direction of the armorer at all times 

while in the Arms Room.  The orders of the armorer will be obeyed 

without delay or question. 
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APPENDIX E 

 

DISTINGUISHED CADET CRITERIA 

______________________________________________________________________

______________________________________________________________________ 

 

1. Criteria for selection of “LET I && II Distinguished Cadet. 

a. No unexcused absences during the period being considered. 
 

b. No demerits not offset by merits during the period being 
considered. 

 

c. Has worned uniform on each required day during the period 
being considered. 

 

d. Has JROTC grade of “B” or above for the period being 
considered. 

 

e. Recommended by platoon chain of command and approved by the 
Company Commander. 

 

f. Scored 80% or better on “Cadet Knowledge” examination. 
 

g. Number of days present for class during period being 
considered will be used to break ties. 

2. Criteria for selection of “LET III & IV Distinguished Cadet. 

a. No unexcused absences during the period being considered. 
 

b. No demerits not offset by merits during the period being 
considered. 

 

c. Has worned uniform on each required day during the period being 
considered. 

 

d. Has JROTC grade of “B” or above for the period being considered. 
 

e. Recommended by company chain of command and approved by the 
battalion commander. 

 

f. Scored 90% or better on “Cadet Knowledge” examination. 
 

g. Number of days present for class during period being considered 
will be used to break ties. 

 

3. Criteria for selection of “LET V & VI Distinguished Cadet. 

 

a. No unexcused absences during the period being considered. 
 

b. No demerits not offset be merits during the period being 
considered. 
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APPENDIX F 

 

CADET KNOWLEDGE 

 

______________________________________________________________________

______________________________________________________________________ 

 

1. As indicated elsewhere in the Cadet Handbook, each cadet is 
expected to be able to know certain information when called upon by 

Military Staff members, visiting inspectors, and/or cadet leaders.  

The requirement is established solely for the purposes of teaching 

self-discipline, increasing military knowledge, and preparing 

cadets for the challenge of leadership. 

 

2. The information that each cadet is required to know includes but is 
not limited to the following: 

 

a. (Question) What kind of weapon do you have? 
 

(Answer) Sir/Maam, my US Rifle, caliber .30 M1903A1, serial 

number ________, is a lightweight, manually operated, bolt 

action, shoulder weapon with a 5-round, staggered row, non-

removable, bow magazine.  It weighs 8 pounds, is 43.5 inches 

in length, has muzzle velocity of 2,805 feet per second and 

maximum effective range of 460 meters.  This Sir/Maam is my 

rifle. 

 

b. (Question) Explain the Corps? 
 

(Answer) Sir/Maam, The Corps is BUTY –no mission too 

difficult, no sacrifice too great.  The Corps is HONOR – the 

full truth will always be told even though half truth would be 

acceptable, the harder right must prevail over the easier 

wrong.  The Corps is COUNTRY – in her relations with other 

countries, may she always be in your right, but right or 

wrong, my country.  This Sir/Maam, is the Corps. 

 

c. US Army Phonetic Alphabet : 
 

A-ALFA   K-KILO   U-UNIFORM 

B-BRAVO   L-LIMA   V-VICTOR 

C-CHARLIE  M-MIKE   W-WHISKEY 

D-DELTA   N-NOVEMBER   X-X-RAY 

E-ECHO   O-OSCAR   Y-YANKEE 

F-FOXTROT  P-PAPA   Z-ZULU 

     F-1 



 

 

 

G-GOLF   Q-QUEBEC  

H-HOTEL   R-ROMEO 

I-INDIA   S-SIERRA 

J-JULIETT  T-TANGO 

d. Pronunciation of numbers: 
 

Written     Pronounced 

 

One     WUN 

 

Two     TOO 

 

Three     THU-REE 

 

Four     FO-WER 

 

Five     FI-YUV 

 

Six     SIX 

 

Seven     SEVEN 

 

Eight     ATE 

 

Nine     NI-NER 

 

Zero     ZERO 

 

e. Abbreviations for the months of the year:  
 

January  JAN   July   JUL 

February  FEB   August  AUG 

March   MAR   September  SEP 

April   APR   October  OCT 

May   MAY   November  NOV 

June   JUN   December  DEC 

Dates are always written with the day followed by the month 

and year.  For example, 22 November 1988(22 NOV 88).  If the 

time of day is to be included as part of the date, the four 

digit time designator is used and the date then becomes a DATE  
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TIME GROUP.  For example, 10:00 AM on November 22, 1988  

becomes 100022NOV88. 

 

f. Military Time System:  This twenty-four hour system is used to 
preclude confusion between before noon (AM) and afternoon (PM) 

times.  The military system of time, twenty-four hour system, 

is easy to learn and very useful. 
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APPENDIX G 

 

LEADERSHIP CHALLENGE SYSTEM 

_________________________________________________________________ 

_________________________________________________________________ 

1.  PURPOSE:  
 

a. To give the opportunity to compete against each other for 
designated leadership positions within their company. 

 

b. To provide the Company Commander with a means of keeping 
the best cadets in leadership positions. 

 

c. To create the incentive for appointed leaders to continue 
to work at their jobs with their best effort. 

 

2. STANDARDS. 
 

 a. Leadership positions designated to be subject to 

challenge are company executive office, platoon leader, first 

sergeant, platoon sergeant, and squad leader. 

 

 b. Challenges are restricted to within each company. 

 

 c. Challenges of incumbents must be no more than one 

position and rank higher in the company. 

 

 d. Challengers must not have been assessed demerits within 

a two-week period prior to the date of challenge. 

 

 e. Challengers must have maintained a reasonable attendance 

record as determined by the Company Commander. 

 

 f. Challengers must have an JROTC class average of “B” or 

higher and be passing all other academic work attempted. 

 

 g. Challengers must not have been in ISS or suspended from 

school at anytime during the school year. 

 

3. PROCEDURE. 
 

 a. Challengers must present an application for challenge to 

the Company Commander.  The application must be completely filled 

out and include all information required.  (See enclosure 1) 

leader,  
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 b. Upon receiving the application the Company Commander 

will notify the incumbent that the challenge has been made and 

notify both parties of the date of the Challenge Board.  

 

d. Cadets will appear before a company Challenge Board 
consisting of the following: 

 

Company Commander 

 

Company Executive Officer 

 

First Sergeant (Except when being challenged) 

 

Platoon Leaders (Except in the case of a platoon leader 

being challenged.) 

 

A member of the staff will sit as an ex-officio member of 

the board. 

 

4. FINAL ACTION. Upon the completion of the board action, Company 
Commanders will: 

 

a. Complete the 1st endorsement to the challenge application 
 

b. Change the assignments in those cases of approved 
challenges 

 

c. Request promotion and reduction orders as required. 
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APPENDIX H 

 

MARKSMANSHIP TRAINING SOP 

_________________________________________________________________ 

_________________________________________________________________ 

5.  PURPOSE: One of the basic military skills is marksmanship.  The 
program of marksmanship is designed to give each cadet an 

opportunity to develop their skills in that area and provide an 

understanding of the importance of safety with weapons.   Each 

cadet is expected to participate in the marksmanship training and 

weapon safety program, to include, firing the qualification 

course for record.  However, this is not a mandatory requirement, 

and it must have parent approval prior to handling any 

qualification weapons. 

 

6.  INSTRUCTION AND COMPETITION. 
 

 a. Instruction.  Instruction is conducted as a part of the 

JROTC curriculum.  The course includes safety, sighting and 

aiming, position exercises, and actual firing for practice and 

record.   Each cadet will fire a total of 70 pellet rounds, 40 

for practice and 30 for record. Ten rounds will be fired during 

record fire in each of the following positions: prone, kneeling 

and standing.  The other 40 rounds fired during practice includes 

10 rounds for zeroing plus ten rounds for each of the firing 

positions used during record fire.   The maximum possible score 

during record fire is 300.   The minimum qualification scores for 

the various badges are as follows: 

 

   Marksmanship (MM)   150-175 

 

   Sharpshooter (SS)   176-200 

 

   Expert (EX)    201-300 

 

 b. Competition.  Rifle teams are organized within the Cadet 

Corps. Competitive matches will be arranged to inspire wholesome 

spirited rivalry between individuals, units, and schools.  JROTC 

rifle teams usually participate in the following matches: 

 

(1) Blue Ridge Postal Match 

 

(2) Mountain Grove Postal Match 
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  (3) Other home and local matches, to include postal 

matches arranged by the Rifle Team Coach and neighboring JROTC 

and ROTC units. 

7. SAFETY.  The paramount consideration in the conduct of the range 
is the safety of cadets.  Instructors will be continually 

directing the attention of all firing groups to safety 

regulations and requirements.  Range firing can be a great deal 

of fun if each participant follows the few rules of safety and 

maintain consideration for others.  Failure to comply with range 

firing rules and instruction will result in immediate dismissal 

from the firing area and disciplinary action being taken.  Each 

cadet will be tested on weapon safety and obtain and passing 

score prior to firing on the range. 

 

8. EXCULSION FROM THE RANGE.   Persons who have a recorded history 
of usage of drugs and/or alcohol will be excluded from the range.  

Persons who are observed using the drugs or alcohol during the 

year will also be excluded from the range.   This rule must be 

enforced for the safety of the other cadets on the range.  

Violation of the range or the Rifle Team Commander will result in 

the offender being barred from further marksmanship training 

and/or participation in live fire exercises. Cadets who are 

barred from the range may also receive a failing grade for 

marksmanship training.  

 

9. RANGE REGULATIONS.  These range regulation are few and simple but 
very important.  Know and abide by them at all times when on the 

range.  Insist that your fellow cadets obey these rules at all 

times.  Each cadet is obligated to report any violation of safety 

rules to the SAI/AI or Range Safety Officer.  Failure to report 

violations may result in a cadet being barred from the range. 

 

a.  Cadet will be supervised by a member of the 

Military Staff when using the rifle range.  

Groups/cadets will not enter the range unless 

accompanied by a member of the Military Staff. 

 

b. Blots or breech of weapons will be open and the 

chambers clear at all times except when the 

instructor in charge has cleared the range and has 

issued instructions to shooters to proceed with the 

designated firing exercise. 
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c. Cadets firing an exercise will keep their weapon 

pointed up and down range until the exercise has 

been completed and the weapon cleared by the 

instructor in charge. 

       

d. NO ONE will go beyond the firing line at any times 

without the permission of the instructor in charge 

and only after the range has been cleared by the 

instructor in charge. 

 

e. The range area will be maintained in a superior 

state of police.  Before leaving the range the 

instructor in charge will inspect the range to 

insure that it meets the proper standards. 

 

f. The range will not be used without the explicit 

permission of the SAI or his representative. 

 

g. Under no circumstances will horseplay, altering of 

ammunition, loud talking, boisterous conduct or 

other actions disturbing the shooters be tolerated 

 

h. Pointing of a weapon at another cadet or person, 

for whatever reason, will not be tolerated and will 

result in the immediate reduction of the cadets 

committing the offense to the lowest enlisted grade 

and possible dismissal from JROTC. 

 

i. Cadets who leave the range with ammunition in their 

possession will be considered as having stolen 

government property and will be dealt with 

accordingly. 

 

j. If a cadet witnesses an unsafe act or condition, 

he/she will immediately command “STOP” and report 

the condition or act to the instructor in charge 

without delay. 

 

k. Upon the command “STOP” all shooters will 

immediately stop firing open the bolt or breech of 

their weapon, and have the weapon cleared. 

 

l. Rifle Team Tabs will be issue to team members once 

they have successfully completed requirements for 

membership.   H-3 



 

 

 

APPENDIX I 

 

DRILL TEAM SOP 

______________________________________________________________________

____________________________________________________________________ 

 

4. PURPOSE: The purpose of the Standard Operating Procedures is to 

establish standards and qualifications for membership in the 

Drill Team (Male, Female, etc) and criteria for Drill Team 

Awards. 

 

5. GENERAL:  The Drill Team (Male, Female, Mix) will be organized as 

follows:  

 

A. Drill Team Commander: the Drill Team Commander (DTC) will 

normally be a senior cadet (LET VII or VII) with leadership 

capability to direct the team.  Specific responsibilities are:  

 

 (1) Supervision of the team at all times. 

 

(2) In coordination with the Drill Team Advisor (DTA) 

select members for the “A” Team (Competition Team).  

 

(3) Plan and carry out drill routines. 

 

(4) Coordinate with the DTA to insure that fees and 

registration are submitted for participation in all drill 

meets. 

 

(5) Make recommendation for subordinate leaders. 

 

(6) Submit a written report of cadets present for training.  

 

(7) Submit a written report prior to departure for and a 

oral report to the DTA after each drill meet and after each 

rest stop of cadets presents.  

  B.  Drill Team Executive Officer: The Drill Team Executive 

Officer will normally be a LET V/VI or VII/VIII who is prepared to 

assume the duties of the Commander (DTC) when required.  Specific 

responsibilities are: 

 

(1) Team Administrator 

 

(2) Supervisor to the First Sergeant and Armorer. 
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(3) Assist the DTC in the total operation of the drill 

team. 

C.  Drill Team First Sergeant: The drill Team First Sergeant will 

normally be a   senior cadet.  Responsibilities are, but not 

limited to, the following: 

 

  (1) Maintaining an attendance roster for various practices, 

meetings, etc. 

 

  (2) Assign additional duties to drill team members to carry 

or take items    necessary for each trip or performance 

(First Aid Kit, Tools, Tape, extra Rifles,  Banners, Guidon, etc...) 

 

(3) Direct and supervise the removal of all JROTC items 

from the bus. 

 

(4) Supervise the Armorer. 

 

D. Armorer: The Armorer is responsible for insuring that no Drill 

Team weapons are issued unless a weapons card (DD Form 3749) is turned 

in and placed in the weapon rack.  Further, the Armorer is responsible 

for advising the DTC when team rifles require maintenance. The Armorer 

will carry extra rifles and a tool box to all drill meets and other 

performances. 

 

E. Squad Leaders:  The Drill Team Squad Leaders are responsible 

for training their respective squads in all facets of regulation 

and/or fancy drill.  

 

3. PROCEDURES: 

 

 A. Practice: Practice will start at 1545 hours and will continue 

until 1645 hours on Monday plus other days designated by the DTC and 

approved by the DTA.  

 

 B.  Each Drill Team member is responsible for insuring that they 

have transportation to and from drill team practice and after 

returning to school from a drill meet and/or performance.  The DTA is 

not nor will he assume responsibility for providing drill team members 

transportation home.  

 

 (1) Each Drill Team (DT) member will be assigned a DT rifle and 

he/she is responsible for the rifle at all times. 

 

 (2) Each DT member will draw weapons by turning in a weapons 

receipt card (DD Form 3749) to the Armorer or his designated 

representative. 
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 (3) The team will fall in at 1545 hours and a report will be made  

of all absentees.  Absence as a result of an appointment for visiting 

a doctor, dentist, etc or sickness will be considered as an excused 

absence if the DTC or DTA is notified in advance. 

 

(4) Regulation drill will be practiced first and then fancy 

drill. 

 

 (5) At the completion of drill, cadets will turn in rifles and 

ensure everything is accounted for, the team will then be dismissed 

and will depart the school area. Again, cadets are responsible for 

coordinating and obtaining their own transportation home. 

 

 C. Uniforms: 

 

  (1) DT members will be issued special items of uniform 

after the DTA and DTC have determined the capabilities of the 

candidate. 

 

  (2) DT Members are required to maintain the uniform in a 

exemplary state of cleanliness and repair. 

 

  (3) Each DT member will check his/her uniform for 

appearance and completeness at least two days prior to any and all 

performances.  Uniforms will be brought to the JROTC Department the 

day before any performance away from D H Conley High School. 

 

4.  AWARDS: 

 

 A. Drill Team members who meet established standards, may be 

awarded a Drill Team Ribbon (N-3-4) and Drill Team tab. The standard 

for receiving the Drill Team Ribbon and tab include outstanding 

conduct and meeting the point requirement stated.  

 

 (1) Practice (Weekday)   2 merits (If late or leave 

early, 1 merit) 

 

 (2) Practice (Weekend)   5 merits (If late or leave 

early, 3 merits) 

 

 (3) Parade as DT member   5 Merits 

 

 (4) Drill Meet Participation   8 merits 

 

 (5) Drill Meet Support   5 merits 

 

 (6) Drill Team Meetings   1 merit 

 

B. Drill Team Ribbon (N-3-4): The DT ribbon will be awarded to those 

active members who have earned 90% of the average number of points  
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earned by all present active members (see example below). 

 

C. No award will be made to any member who does not attend 75% of all 

scheduled competitions and 75% of all scheduled practices. 

      

D. Point Factor in Award Criteria: Add all points earned by each 

member, divided by the number of members and then take 90% of the 

total: 

 EXAMPLE 

  MEMBER     POINTS EARNED 

  1. Brown, John     120 

  2. Smith, Don     150 

  3. Green, Earl     140 

  4. House, Bill     110 

  5. White, Mary     133 

  6. Black, David     115 

       TOTAL= 768 

    768 divide by 6 = 128 x 90% = 115 

 

John Brown, Don Smith, Earl Green, Mary White and David Black 

would receive the  drill Team Ribbon. 

 

5. CONDUCT AND ATTIRE: 

  

  A. DT Members must wear appropriate clothing on trips and 

especially during a rest halts and in restraurants.  Dirty shirts, 

ragged clothing, and clothing with obscene stenciling are unsightly 

and inappropriate. 

  

  B.  Alcoholic beverages of any type and rugs other than 

prescribed by a physician will not be carried or consumed at any time 

during practice, field trips or participation in JROTC or school 

related activities. 

  

  C.  Rowdiness (hanging out of the bus window, yelling, rude 

behavior, horse play etc.) will not be tolerated. 

  

  D. Profanity will not be permitted. 

  

  E. HARASSMENT OF DT MEMBERS OR ANYONE ELSE IS NOT 

TOLERATED. 

 

6.  FIELD TRIPS: Pitt County School Systems required forms (Proposed 

School Sponsored Trip – Information) will be hand carried to parents 

or guardians explaining all trips away from school.  Parents or 

guardians permission and signature are required for each trip.  

Failure to have current permission form, with signatures, on file 

forty-eight hours before trip will result in the member not 

participating.  All permission forms will be returned no later than 

two (2) days prior to departure.  Failure to turn in form by stated 

time will result in the loss of merits. 
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7. SUSPENSION AND TERMINATION: A Drill Team member may be suspended 

from the team for the following infractions: 

 

 A. Failure to attend practice, meeting or drill meets. 

 

 B. Failure to achieve drill team standards of proficiency. 

 

 C. Failure to maintain high standards of dress and appearance. 

Each member must maintain a score of 90 on all inspections. 

 

 D.  Harassing DT members or anyone else. 

 

 E. Conduct unbecoming of a member of the Conley Vikings Drill 

Team. 
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APPENDIX J 

 

RAIDER TEAM SOP 

______________________________________________________________________

______________________________________________________________________ 

 

1. PURPOSE:  The purpose of the Standard Operating Procedures is to 

establish standards and qualifications for membership in the Raider 

Team and criteria for Raider Team Awards. 

 

2. OBJECTIVE:  The Raider Team represents the elite within the cadet 

battalion.  As an elite organization, the Raider Team objective is to 

attract and train selected cadets who are highly motivated, mentally 

alert, morally straight, and physically fit for leadership in a 

complex society. 

 

3. MEMBERSHIP: Membership in the Raider Team is a privilege reserved 

for cadets who seek and maintain the high standards required for 

membership.  Requirement for membership are: 

 

A. Have a JROTC grade of 86 or higher for each six weeks grading 
period. 

 

B. Have a cumulative grade of 77 or higher for all classes with 
no grade less than 69 in any class for each weeks grading 

period. 

 

C. Attend class 90% of the days during each six weeks grading 
period.  Cannot miss more than three (3) days of class during 

a grading period. 

 

D. Have a reputation for honest and integrity; must not lie, 
cheat, quibble, or give evasive answers with intent to deceive 

nor tolerate or associate with those individuals who do. 

 

E. Be of good moral character and an outstanding citizen of D. H. 
Conley High School.    

 

F. Pass initiation physical fitness test. Pass subsequent 
scheduled physical fitness test and weight requirements (See 

enclosure 1 and 2) 

 

G. Meet established weight limit for height. 
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H. Attend all required training except when excused personally by 
the SAI or AI. 

 

I. Approved for membership by the Cadet Battalion Commander. 
 

J. Approved for membership by the Principal of D. H. Conley High 

School, or his/her   representative. 

 

K. Approved for membership by the SAI and AI. 

       

4. ORGANIZATION:   The Raider Team will be organized as follows: 

 

 A.  Raider Team Commander: The Raider Team Commander (RTC) will 

normally be a senior cadet (LET VII/VIII) with the leadership 

capability to direct the detachment.  Specific responsibilities are: 

 

  (1) Supervision of the detachment at all times. 

  

  (2) In coordination with the Raider Team Advisor (RTA) 

select members for the “A” Team (Competition Team). 

  

  (3) Plan and carry out raider and competition routines. 

  

  (4) Coordinate with the RTA to insure that fees and 

registration are submitted for participation in all competition and/or 

raider meets. 

  

  (5) Make recommendation for subordinate leaders. 

  

  (6) Submit a written report of cadets present for training. 

  

  (7) Submit a written report prior to departure for and an 

oral report to the RTA after each competition and/or drill meet and 

after each rest stop of cadets presents. 

   

 B.  Raider Team Executive Officer:  The Raider Team Executive 

Officer will normally be a junior/senior cadet who is prepared to 

assume the duties of the Commander (RTC) when required.  Specific 

responsibilities are: 

 

(1) Detachment administrator 

 

(2) Supervisor to the First Sergeant and Armorer 

 

(3) Assist the RTC in the total operation of the drill 

team. 

 

 C.  Raider Team First Sergeant:  The Raider Team First Sergeant 

will normally be a junior cadet.  Responsibilities are, but not 

limited to, the following:  J-2 



 

 

 

   

  (1) Maintaining an attendance roster for various practices, 

meetings, etc.. 

   

  (2) Assign additional duties to Raider Team team members to 

carry or take items necessary for each trip or performance (First Aid 

Kit, Tools, tape, extra Rifles, Banner, Guidons, etc…) 

   

  (3) Direct and supervise the removal of all JROTC items 

from the bus. 

   

  (4) Supervise the Armorer. 

        

 D.  Armorer:  The Armorer is responsible for advising the RTC 

when team rifles require maintenance.  The Armorer will carry extra 

rifles and a tool box to all competition, performances, and/or drill 

meets unless otherwise informed. 

  

 E.  Squad Leaders: The Raider Team Squad Leaders are responsible 

for training their respective squads in all areas established by the 

RTC, RTA, SAI, and AI. 

 

5.  PROCEDURES: 

 

 A. Practice: Practice and/or training will start at 1545 hours 

and will continue until 1645 hours on Thursday plus other days 

designated by the RTC and approved by the RTA. 

 

 B. Each Raider Team member is responsible for insuring that they 

have transportation to and from practice/training and after returning 

to school from a raider meet, competition, and/or performance.  The 

RTA is not nor will he assume responsibility for proving Raider Team  

members transportation home. 

 

  (1) Each Raider Team (RT) member will be assigned a RT 

rifle and he/she is responsible for the rifle at all times. 

 

  (2) The team will fall in at 1545 hours and a report will 

be made of all absence.  Absence as a result of an appointment for 

visiting a doctor, dentist, etc.. or sickness will be considered as an 

excused absence if the RTC or RTA is notified in advance.  

 

  (3) At the completion of practice/training cadets will turn 

in all raider team equipment.  After all the equipment is turned in 

and accounted for, the detachment will then he dismissed and will 

depart the school area.  Again, cadets are responsible for 

coordinating and obtaining their own transportation home. 

 

C. Uniforms: 
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 (1) RT members will be issued special items of uniform after the 

RTA and RTC have determined the capabilities of the candidate. 

 

 (2) RT members are required to maintain the uniform in an 

exemplary state of cleanliness and repair. 

        

 (3) Each RT members will check his/her uniform for appearance and 

completeness at least two days prior to any and all 

competition/performances.  Uniforms will be brought to the JROTC 

Department the day before any performance away from D. H. Conley High 

School.  

 

4.  AWARDS: 

 A. Raider Team members who meet established standards, may be 

awarded a Physical Fitness Ribbon (N-2-1), ROTC Athletic Ribbon (N-2-

3) Raider Team Ribbon (N-3-8). The standard for receiving the stated 

ribbons and tab include outstanding conduct and meeting the point 

requirement stated.   

  

 (1) Practice (Weekday)   2 merits (If late or leave 

early, 1 merit) 

  

 (2) Practice (Weekend)   5 merits (If late or leave 

early, 3 merits) 

  

 (3) Parade as RD member   5 Merits 

  

 (4) Participate in competition 8 merits 

  

 (5) Support Team     5 merits 

  

 (6) Attend Raider Team Meetings 1 merit 

 

 (1) Physical Fitness Ribbon (N-2-1): Must score 80% or 

better on each event of a physical fitness test plus meet weight 

requirement for height and sex.  See enclosure 1 and 2.  

 

 (2) ROTC Athletic Ribbon (N-2-3): See chapter 3, paragraph 

3-4B. 

 (3) Orienteering Team Ribbon (N-2-3): Must score 80% or 

better on the Orienteering test plus compete in scheduled Orienteering 

competition.  See Chapter 3, paragraph 3-4C 

  

 (4) Raider Team Ribbon (N-3-8): 

  

 a. Be selected for membership on the Raider Team. 

  

 b. Compete during scheduled competition with other 

JROTC units. 
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 c. Recommended by Raider Team Advisor. 

 

 d. Approved by the SAI. 

 

(5) Adventure Team Ribbon:(N-3-8) See Chapter 3, paragraph 3-4,C.  

 

D. Point Factor in Award Criteria: Add all points earned by each 

member, divided by the number of members and then take 90% of the 

total: 

  

EXAMPLE 

  MEMBER     POINTS EARNED 

  1. Brown, John     120 

  2. Smith, Don     150 

  3. Green, Earl     140 

  4. House, Bill     110 

  5. White, Mary     133 

  6. Black, David    115 

       TOTAL= 768 

   768 divide by 6 = 128 x 90% = 115 

 

John Brown, Don Smith, Earl Green, Mary White and David Black 

would receive the  drill Team Ribbon. 

 

5. CONDUCT AND ATTIRE: 

   

  A. RT Members must wear appropriate clothing on trips and 

especially during a rest halts and in restraurants.  Dirty shirts, 

ragged clothing, and clothing with obscene stenciling are unsightly 

and inappropriate. 

   

  B.  Alcoholic beverages of any type and rugs other than 

prescribed by a physician will not be carried or consumed at any time 

during practice, field trips or participation in JROTC or school 

related activities. All school rules are in effect. 

   

  C.  Rowdiness (hanging out of the bus window, yelling, rude 

behavior, horse play etc.) will not be tolerated. 

   

  D. Profanity will not be permitted. 

   

  E. HARASSMENT OF RD MEMBERS OR ANYONE ELSE IS NOT 

TOLERATED. 

 

6.  FIELD TRIPS:  Pitt County School Systems required forms (Proposed 

School Sponsored Trip – Information) will be hand carried to parents 

or guardians explaining all trips away from school.  Parents or 

guardians permission and signature are required for each trip.  

Failure to have current permission form, with signatures, on file  
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forty-eight hours before trip will result in the member not 

participating.  All permission forms will be returned no later than 

two (2) days prior to departure.  Failure to turn in form by stated 

time will result in the loss of merits. 

 

7. SUSPENSION AND TERMINATION: A Raider Team member may be suspended 

from the team for the following infractions: 

 

 A. Failure to attend practice, meeting or raider meets. 

 

 B. Failure to achieve raider team standards of proficiency. 

 

 C. Failure to maintain high standards of dress and appearance. 

Each member must maintain a score of 90 on all inspections. 

 

 D. Harassing RT members or anyone else. 

 

 E. Conduct unbecoming of a member of the Conley Vikings Raider 

Team. 
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APPENDIX K 

 

COLOR GUARD SOP 

______________________________________________________________________

____________________________________________________________________ 

 

1. PURPOSE: The purpose of the Standard Operating Procedures is to 

establish standards and qualifications for membership in the 

Drill Team (Male, Female, etc) and criteria for Drill Team 

Awards. 

 

2. GENERAL:  The Color Guard (Male,  Female, Mix) will be organized 

as follows:  

 

A. Color Guard Commander: The Color Guard (CGC) will normally 

be a senior cadet (LET VII or VIII) with leadership capability 

to direct the team.  Specific responsibilities are:  

 

 (1) Supervision of the Color Guard at all times. 

 

(2) In coordination with the Color Guard Advisor (CGA) 

select members for the Color Guard (Competition Team).  

 

(3) Plan and carry out drill routines. 

 

(4) Coordinate with the CGA to insure that fees and 

registration are submitted for competition and special events. 

 

(5) Make recommendation for subordinate leaders. 

 

(6) Submit a written report of cadets present for training.  

 

(7) Submit a written report prior to departure for and an 

oral report to the CGA after each CG event and after each rest 

stop of cadets presents.  

  B.  Color Guard Executive Officer: The Color Guard Executive 

Officer will normally be a LET V/VI or VII/VIII who is prepared to 

assume the duties of the Commander (CGC) when required.  Specific 

responsibilities are: 

(1) Team Administrator 

 

(2) Assist in Supervising members of the CG. 
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(3) Assist the CGC in the total operation of the color 

guard. 

C.  Color Guard First Sergeant: The Color Guard First Sergeant 

will normally be a senior cadet.  Responsibilities are, but not 

limited to, the following: 

   

  (1) Maintaining an attendance roster for various practices, 

meetings, etc. 

   

  (2) Assign additional duties to color guard members to 

carry or take items necessary for each trip or performance (First Aid 

Kit, Tools, Tape, extra Rifles,Banners, Guidon, etc...) 

 

(3) Direct and supervise the removal of all JROTC items 

from the bus. 

 

(4) Supervise the Armorer. 

 

D. Armorer: The Armorer is responsible for insuring that all 

color guard weapons are  turned in and placed in the weapon rack.  

Further, the Armorer is responsible for advising the CGC when team 

rifles require maintenance. The Armorer will carry extra rifles and a 

tool box to all color guard competition and other performances. 

 

3. PROCEDURES: 

 

 A. Practice: Practice will start at 1545 hours and will continue 

until 1645 hours on Wednesday plus other days designated by the CGC 

and approved by the CGA.  

 

 B.  Each Color Guard member is responsible for insuring that they 

have transportation to and from drill team practice and after 

returning to school from a color guard and/or performance.  The CGA is 

not nor will he assume responsibility for providing color guard 

members transportation home.  

 

  (1) Each Color Guard (CG) member will be assigned a CG 

rifle and he/she is responsible for the rifle at all times. 

  

  (2) Each CG member will draw all the necessary equipment  

for the position he/she will perform. 

  

  (3) The team will fall in at 1545 hours and a report will 

be made of all absentees.  Absence as a result of an appointment for 

visiting a doctor, dentist, etc or sickness will be considered as an 

excused absence if the CGC or CGA is notified in advance. 

  

  (4) At the completion of color guard, cadets will turn in  
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all equipment they used during practice. After all weapons and 

equipment are accounted for, the color guard will then be dismissed 

and will depart the school area. Again, cadets are responsible for 

coordinating and obtaining their own transportation home. 

 

 C. Uniforms: 

 

  (1) CG members will be issued special items of uniform 

after the CGA and CGC have determined the capabilities of the 

candidate. 

  (2) CG members are required to maintain the uniform in a 

exemplary state of cleanliness and repair. 

 

  (3) Each CG member will check his/her uniform for 

appearance and completeness at least two days prior to any and all 

performances.  Uniforms will be brought to the JROTC Department the 

day before any performance away from D. H. Conley High School. 

 

4.  AWARDS: 

 

 A. Color Guard members who meet established standards, may be 

awarded a Color Guard Ribbon (N-3-6) and Color Guard tab.  The 

standard for receiving the Color Guard Ribbon and tab include 

outstanding conduct and meeting the point requirement stated.  

 

 (1) Practice (Weekday)   2 merits (If late or leave 

early, 1 merit) 

 

 (2) Practice (Weekend)   5 merits (If late or leave 

early, 3 merits) 

 

 (3) Parade as CG member   5 Merits 

 

 (4) Color Guard Participation  8 merits 

 

 (5) Color Guard Support   5 merits 

 

 (6) Color Guard Meetings   1 merit 

 

B. Color Guard Ribbon (N-3-6): The CG ribbon will be awarded to those 

active members who have earned 90% of the average number of points 

earned by all present active members (see example below). 

 

C. No award will be made to any member who does not attend 75% of all 

scheduled competitions and 75% of all scheduled practices. 

 

D. Point Factor in Award Criteria: Add all points earned by each 

member, divided by the number of members and then take 90% of the 

total: 
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EXAMPLE 

  MEMBER     POINTS EARNED 

  1. Brown, John     120 

  2. Smith, Don     150 

  3. Green, Earl     140 

  4. House, Bill     110 

  5. White, Mary     133 

  6. Black, David    115 

       TOTAL= 768 

   768 divide by 6 = 128 x 90% = 115 

 

John Brown, Don Smith, Earl Green, Mary White and David Black 

would receive the  drill Team Ribbon. 

 

5. CONDUCT AND ATTIRE: 

 

  A. CG Members must wear appropriate clothing on trips and 

especially during a rest halts and in restraurants.  Dirty shirts, 

ragged clothing, and clothing with obscene stenciling are unsightly 

and inappropriate. 

 

  B.  Alcoholic beverages of any type and rugs other than 

prescribed by a physician will not be carried or consumed at any time 

during practice, field trips or participation in JROTC or school 

related activities. 

 

  C.  Rowdiness (hanging out of the bus window, yelling, rude 

behavior, horse play etc.) will not be tolerated. 

 

  D. Profanity will not be permitted. 

 

  E. HARASSMENT OF DT MEMBERS OR ANYONE ELSE IS NOT 

TOLERATED. 

 

6.  FIELD TRIPS: Pitt County School Systems required forms (Proposed 

School Sponsored Trip – Information) will be hand carried to parents 

or guardians explaining all trips away from school.  Parents or 

guardians permission and signature are required for each trip.  

Failure to have current permission form, with signatures, on file 

forty-eight hours before trip will result in the member not  

participating.  All permission forms will be returned no later than 

two (2) days prior to departure.  Failure to turn in form by stated 

time will result in the loss of merits. 

 

7. SUSPENSION AND TERMINATION: A Color Guard member may be suspended 

from the team for the following infractions: 

 

 A. Failure to attend practice, meeting or drill meets. 

 

 B. Failure to achieve Color Guard standards of proficiency. 
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 C. Failure to maintain high standards of dress and appearance. 

Each member must maintain a score of 90 on all inspections. 

 

 D.  Harassing CG members or anyone else. 

 

 E. Conduct unbecoming of a member of the Conley Vikings Drill 

Team. 
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The Junior ROTC  
Cadet Creed  

 
I am an Army Junior ROTC Cadet.  

 
I will always conduct myself to bring credit to my family, country, school 

and the corps of cadets.  
 

I am loyal and patriotic. I am the future of the United States of America.  
 

I do not lie, cheat, or steal and will always be accountable for my actions 
and deeds.  

 
I will always practice good citizenship and patriotism.  

 
I will work hard to improve my mind and strengthen my body.  

 
I will seek the mantle of leadership and stand prepared to uphold the 

Constitution and the American way of life.  
 

May God grant me the strength to always live by this creed.  

Foundation  

 
“The mission of JROTC  

“is to motivate young people to be better citizens.” 

 

“JROTC….enhancing tomorrow’s leaders, today.” 

 


