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18th AJROTC Battalion

Cadet Handbook


CHAPTER 2

BATTALION ORGANIZATION

2-1  18th AJROTC Battalion Organization:

     A.  FACULTY:

RANK:




POSITION:




AUTHORIZED:

MAJ (R)



Senior Army Instructor


 

1

SFC (R)



Army Instructor





1

     B.  CADET Battalion Staff Section: 

RANK:




POSITION:




AUTHORIZED:

C/CSM



     Battalion Command Sergeant Major (BN CSM)

1

C/SGM
  


     Staff Sergeant Major
 (SGM)




1

C/MSG



     S-1 (Adjutant)




 
1

C/MSG



     S-2 (Chief, Recreation and Fund Raising) 


1

C/SGM



     S-3 (Chief, Operations, Plans and Training)


1

C/SFC




S-3 Assistant Plans




1

C/SFC




S-3 Assistant Training




1

C/MSG



     S-4 (Chief, Logistics)





1

C/MSG



     S-5 (Chief, Public Affairs)




1

C/SFC




S-5 Assistant Current Affairs 



1

C/SSG




S-5 Assistant Past Affaires



1

C/MSG



     S-6 (Chief, Information Management)



1

     C.  CADET Company Headquarters:  Company’s in the Battalion 

RANK:




POSITION:



            AUTHORIZED:

C/1SG 



     Company First Sergeant


        1 Per Company 

C/MSG 



     Company Operations NCO

 
        1 Per Company 

     D.  CADET Platoon:  (2) Platoons per Company.

RANK:




POSITION:




AUTHORIZED:

C/SFC 



Platoon Sergeant (PLT SGT)


     2 Per Company 
C/SSG



Platoon Operations Sergeant (PLT OPS SGT)
     2 Per Company 

C/SSG/SGT


Squad Leader  (SQD LDR)


     8 Per Company 

C/SGT/CPL


Team Leader
(TM LDR) 


    16 Per Company 

2-2  Military Chain of Command for 18th AJROTC Battalion:

     A.  Key positions in the chain of command above the level of cadet squad member are: 

--Commander in Chief:_______________________________________________ 

--Secretary of Defense:______________________________________________

--Secretary of the Army:______________________________________________

--Chief of Staff, US Army:_____________________________________________

--Commander, Training and Doctrine Command:___________________________

--Commander. Accessions Command:___________________________________

--Commander, Cadet Command:_______________________________________

--Director of Army Instruction:__________________________________________

--Senior Army Instructor:______________________________________________

--Commandant Of Cadets:_____________________________________________ 

--Army Instructor:____________________________________________________

--Cadet BN CSM:____________________________________________________

--Cadet BN SGM:____________________________________________________

--Cadet Company 1SG:________________________________________________

--Company OPS SGT:_________________________________________________

--Cadet PLT SGT:____________________________________________________

--Cadet PLT OPS SGT:________________________________________________

--Cadet SQD LDR:____________________________________________________

--Cadet TM LDR:____________________________________________________

B. The formal military chain of command’s purpose is to allow the effective exercise of command from the Presidential and Department of the Army levels down to the newest AJROTC Cadet.

C. Within the Battalion, its design is founded on Unity of Command and Span of Control principles. 

D. Proper use of the Chain of Command helps ensure the accurate and timely relay of orders and information downward to every member of the command and the communication of problems and concerns upward.

E. All battalion personnel are expected to know and use the chain of command.

2-3  Battalion Faculty Authority and Responsibility:

A. The SAI and COC will: Exercise Authority; Assume Responsibility; and perform teaching duties in accordance with the written guidance provided by Department of the Army, U.S. Army Cadet Command (USACC) and Department of Defense Educational Activity (DoDEA).

B. The SAI has primary responsibility for management of Battalions academic and non-academic activities.

C. The COC has primary responsibility for the day to day operation of the Battalion.

D. To maximize the effectiveness and efficiency of their efforts, the SAI and COC must share the responsibility for supervising cadet Command and Staff personnel as well as providing academic and practical instruction to all enrolled cadets.

E. The Master Training Schedule (prepared annually by the SAI is based on the JROTC program of instruction and guidance from the Director of Army Instruction (DAI) shows their shared academic, practical instruction, and physical training responsibilities.

F. Each year, after the Master Training Schedule has been prepared and approved, it will be annotated by the SAI to reflect which classes will be taught by each the SAI and the COC.

G. The SAI and COC (faculty) will normally wear a standard Army uniform in their retired grade of rank during periods when they are teaching cadets in the classroom.  They will usually wear a Class A or Class B uniform. They may wear a Class C uniform from time to time, especially when ACU inspections are conducted or when cadets are in a field environment.  During periods when cadets are participating in cadet challenge or when engaged in outdoor sports activities such as orienteering, faculty may wear sports clothing appropriate to the occasion.

H. The principal has designated Fridays as school sprit day.  Cadets and instructors are encouraged to support this program by wearing school spirit clothing.
2-4  SAI Responsibilities: 

A. SAI personally supervises and prepares quarterly evaluations on the performance of selected Cadet Battalion Personnel.  Specifically the Battalion Command Sergeant Major, Battalion Staff Sergeant Major, S-I, S-3, S-6 and Company 1st Sergeants.

B. Master Training Schedule preparation, implementation, and execution.

C. Management of office files, records, reports, reference materials.

D. Management of office information systems.

E. Maintenance of Cadet Grade Book.

F. Overall preparation for Annual Formal Inspection (AFI).

G. Coordination of Field Trips.

H. Development and maintenance of this SOP.

I. Guest speaker program.

J. Supervision of student activity funds.

K. Cadet awards, promotions, evaluations, and discipline.

L. Coordination of Military Ball.

2-5 COC Responsibilities:

A. COC personally supervises and prepares evaluations on the quarterly performance of selected Cadet Battalion Personnel.  Specifically the Operations Sergeant Major, S-2, S-4, S-5, Company Operations Sergeants, PLT SGT’s and SQD LDR’s.

B. Maintenance of Cadet Grade Book.

C. Management of office logistical requirements.

D. Management of cadet awards, ceremonies, and annual military ball.

E. Logistical preparation for AFI.

F. Coordination of Cadet Color Guard, Honor/Saber Guard support.

G. Coaching Cadet Rifle and Drill Teams.

H. Publications and forms replenishment.

I. Safety and security.

J. Cadet fund raising activities. 

2-6 Substitutes and Detailed Soldiers: 

A. From time to time, active duty personnel are detailed to assist the 18th AJROTC Battalion faculty.  They are usually personnel within six to twelve months of retirement who desire to become JROTC instructors themselves after they retire.  When they are on hand, some responsibilities (in addition to classroom instruction) regularly assigned to the SAI or the COC will be reassigned to them.  Those responsibilities will normally be:

1) Coordination of field trips.

2) Guest Speaker Program.

3) Coordination of Cadet Color Guard, Honor/Saber Guard support.

4) Safety and Security.

5) Cadet fund raising activities. 

2-7  Cadet Authority and Responsibility By Duty Position: 

A. The authority and responsibility of cadets will, within the limits of 18th AJROTC Battalion operations, parallel the authority and responsibility of counterpart military personnel performing similar duties.

B. The exercise of authority by cadets will only be in pursuit of fulfilling their battalion responsibilities.  

C. All cadets appointed to positions of authority or responsibility will be appointed in writing by their Commander.

D. Those cadet responsibilities, by duty position, are further defined in the following paragraphs.

E. Holding a leadership position or staff position within the battalion is a privilege not a right.  Cadets selected for leadership positions or staff positions are expected to follow all of the leadership principals, most importantly – set the example.  Cadet leaders must exhibit the highest standers in academic achievement, involvement in extracurricular activities, attendance in school and class, punctuality and respect.  A cadet leader who falls short in any of these key areas will be suspended from their leadership position.  Cadets who have been suspended from their leadership position will have one marking period to correct the problem.  If the problem is not corrected, they will be reduced in rank and position commensurate with their performance and behavior.  

F. All cadets in enrolled in the 18th AJROTC Battalion, will at all times:
1) Constantly evaluate and take appropriate actions to ensure that the highest levels of training, discipline, morale, esprit de corps, appearance and performance are attained. 

2) Demonstrate, by personal example, the Battalion’s individual cadet standards for appearance, attitude, conduct, bearing, tact, discipline and performance.

3) Make on the spot corrections of fellow and subordinate cadets when their conduct, attitude, or appearance fails to meet the Battalion standards.

4) Perform other individual duties as specified in this SOP or as directed by the Cadet Battalion Commander or by the SAI and/or COC.

5) Battalion Command Sergeant Major CDT CSM (BN CSM)
a) Commands the Cadet Battalion.

b) Directs and is responsible for the overall performance of the Cadet Battalion Staff and Company First Sergeants.

c) Identifies Cadet Battalion Command and Staff objectives based on consideration of program requirements, SAI and AI guidance, and personal observations.

d) Coordinates the prioritization and application of available Battalion resources in reaching those objectives.

e) Personally supervises and prepares quarterly evaluations on the performance of the Battalion Staff Sergeant Major and the Company First Sergeants.

f) Meets with each at least once each week to discuss the status of their respective areas of responsibility.

g) Make recommendations for both promotion and the demotion of all cadets to the SAI and AI.

h) Coordinates all Battalion Command and Staff directed cadet activities with the SAI and/or the AI to ensure that applicable policies and procedures are being followed.

i) Briefs the SAI and AI no less than once a week on the status of the Battalion.

j) Where appropriate, uses the assistance of subordinate staff NCOs to brief.
k) Chairs the Cadet Honor Committee.

l) President of the Battalion Promotion Board.

6) Battalion Staff Sergeant Major CDT SGM (BN SGM):

a) Commands the Battalion in the absence of the Battalion Command Sergeant Major.

b) Personally supervises, prepares quarterly evaluations on, and is responsible for the performance of the Cadet Battalion Primary Staff (S-1 through S-6) in accordance with the directives of the Cadet Battalion Command Sergeant Major and Cadet Battalion policies.

c) Together with the Cadet Battalion Command Sergeant Major, reviews, investigates, and makes recommendations to the SAI and AI in response to complaints about the Battalion’s promotion, awards, or merits and demerits programs.

d) Briefs the Cadet Battalion Command Sergeant Major no less than once a week on the status of the Battalion Staff functions.

e) Assists BN CSM in briefing SAI and COC.  Where appropriate uses the assistance of subordinate Staff NCOs to brief.

f) Working closely with the Cadet BN CSM coordinates the development and execution of the Formal Battalion Staff Briefing.  Ensures that the Formal Staff Briefing is always up-to-date and that the Staff is always prepared to give it.
g) Meets with all subordinates at least once a week to discuss areas of mutual responsibility and concern.
h) Coordinates with the Company First Sergeants, oversees the preparation, maintenance, supervision, and execution of Cadet Duty Rosters for the morning and afternoon Vilseck American High School flag details, and all other recurring details that may be instituted by the battalion.
i) Meets with all Company First Sergeants at least once a week to discuss areas of mutual responsibility and concern. 
j) Together, with the Company First Sergeants, reviews, investigates, and makes recommendations to the Cadet Battalion Command Sergeant Major in response to complaints about the Battalion’s promotion, awards, or merits and demerits programs.

k) Inspects Staff Office daily to ensure that all areas are maintained in a high state of police.  Major deficiencies observed (regardless of whether they are attributable to cadets, faculty, or janitorial personnel) are recorded and the results passed to the BN CSM for action.  Minor deficiencies may be corrected on the spot.
l) Sits on the Cadet Honor Committee.
m) President of the Cadet Of The Month Board.
n) Maintains this SOP.
7) Battalion Adjutant S-1 CDT MSG (BN S-1):

a) Manages the Battalion’s promotion program and supervises the recommendation and selection process.

b) Briefs the Cadet Battalion Staff Sergeant Major no less than once a week on the status of S-1 concerns.

c) Manages the Battalion’s personnel administration functions.

d) Publishes orders, directives, announcements, or other official correspondence as directed by the BN CSM, SAI and the COC, using proper formats and office symbols.

e) Maintains copies of current and previous years orders, reports, records, and correspondence in properly organized functional files.

f) Maintains an individual administrative and training record (AJROTC Cadet Record Card, AE Form 3411-6) for each current cadet.

g) Maintains alphabetized listing of AE Form 3411-6s for past year cadets.

h) Prepares DA Form 134s for cadets with two or more years of AJROTC who are leaving Vilseck American High School.

i) Prepares and maintains copies of all reports required by higher headquarters.

j) Maintains Battalion Staffing and contact Roster.

k) Requisitions, stores, maintains, issues and receives official AJROTC administrative reference materials and keeps appropriate records of all transactions.

l) Maintains a supply of all administrative forms.

m) Manages the Battalion quarterly evaluation system.

n) Selects, directs, personally supervises, prepares quarterly evaluations on, and is responsible for the performance of cadets assigned as Assistant S-1 Officers.

o) Manages the Battalion’s awards and decoration program in coordination with the CSM and supervises the recommendation and selection process for award recipients.

p) Prepares and maintains the S-1 portion of the staff briefing.

q) Maintains the S-1 portion of the Staff SOP.

8) Battalion Fund Raising and Recreation Sergeant S-2 CDT MSG (BN S-2):

a) Briefs the Cadet Battalion SGM no less than once a week on the status of S-2 concerns.

b) Manages the Battalions Fund Raising Program.

c) Manages the Battalion’s Recreation Program.

d) Plans for the annual JROTC Military Ball.

e) Plans for the annual JROTC LET II and above Dining In.

f) Selects, directs, personally supervises, prepares quarterly evaluations on, and is responsible for the performance of cadets assigned as Assistant S-2.

g) Sits on the Cadet Honor Committee.

h) Prepares and maintains the S-2 portion of the staff briefing.

i) Maintains the S-2 portion of the Staff SOP

9) Battalion Operations Sergeant S-3 CDT SGM (BN S-3):
a) Manages the Battalion’s training program and publishes annual, monthly and weekly training schedules and reports.

b) Together with the SGM coordinates the Battalion’s participation in community activities (e.g. providing color guards, ushers, drill teams, etc., at various functions) and maintains a cumulative record of that participation.

c) Requisitions, stores, maintains, issues and receives official AJROTC training reference materials and maintains appropriate records of all transactions.

d) Coordinates the acquisition and use of training areas, facilities, and equipment and maintains appropriate records of all transactions.

e) Manages the classroom teaching assignments of LET 4 cadets and LET 3 cadets selected to present classes to their peers.
f) Updates cadet training records in JUMS at the completion of each lesson, event or activity.
g) Maintains a supply of all training forms.

h) Manages the Battalion safety program.

i) Selects, directs, personally supervises, prepares quarterly evaluations on, and is responsible for the performance of Cadets assigned as Assistant S-3.
j) Briefs the Cadet Battalion SGM no less than once a week on the status of S-3 concerns.

k) Prepares and maintains the S-3 portion of the staff briefing.

l) Maintains the S-3 portion of the Staff SOP.

m) Sits on the Cadet Honor Committee. 

10) Battalion Logistics Sergeant S-4 CDT MSG (BN S-4):
a) Manages the Battalion’s logistics program and prepares recurring logistic program reports.

b) Requisitions, stores, maintains, issues, receives, and turns in all uniform items, equipment, and supplies and maintains appropriate JUMS records of all transactions.

c) Maintains current written inventory records of all uniform items, equipment, and supplies on-hand and issued.

d) Manages the Battalion’s name tape, name tag, alterations, and uniform items cleaning programs and maintains appropriate records of all transactions.

e) Manages the Battalion’s Physical Security Program to include weapons and sensitive items.

f) Conducts monthly inventories by serial number of assigned weapons.

g) Maintains the supply and arms room in a high state of cleanliness and orderliness.

h) Prepares, processes, follows-up, and maintains records on all work orders for Battalion facilities, equipment, or material.

i) Maintains a supply of all logistic forms.

j) Investigates and prepares a report on any loss of AJROTC property.

k) Conducts BI-monthly inventory, by serial number if applicable, of all on-hand non-expendable items.

l) Conducts a monthly 10% inventory of all hand-receipted items.

m) Selects, directs, personally supervises, prepares quarterly evaluations on, and is responsible for the performance of Cadets assigned as Assistant S-4.
n) Briefs the Cadet Battalion SGM no less than once a week on the status of S-4 concerns.

o) Prepares and maintains the S-4 portion of the staff briefing.

p) Maintains the S-4 portion of the Staff SOP.

q) Sits on the Cadet Honor Committee.

11) Battalion Public Affairs Sergeant CDT MSG (BN S-5):

a) Manages the Battalions publicity program.

b) Manages the Battalion's recruiting and retention program.

c) Maintains the current year Battalion History and accompanying pictorial scrapbook of the Battalion's significant events as well as previous year historical and pictorial files.

d) Coordinates cadet reportorial and photographic coverage of all Battalion activities and dissemination of articles and photographs to school (yearbook, school news letter, and daily announcements) or community publications (AFN, Stars and Strips and the Bavarian Times).

e) Edits and publishes quarterly the official 18th AJROTC Battalion publication, the "Cadet Chronicle ".

f) Maintains the Battalion current event bulletin board.

g) Maintains the 18th AJROTC recruiting showcase in the Vilseck High School main building.

h) Selects, directs, personally supervises, prepares quarterly evaluations on, and is responsible for the performance of Cadets assigned as Assistant S-5.
i) Briefs the Cadet Battalion SGM no less than once a week on the status of S-5 concerns.

j) Prepares and maintains the S-5 portion of the staff briefing.

k) Maintains the S-5 portion of the Staff SOP.

l) Sits on the Cadet Honor Committee.

12) Battalion Information Management Sergeant CDT MSG (BN S-6):

a) Manages the Battalion's computer hardware and computer software.

b) Manages and keeps current the Battalion’s WEB Page.

c) Manages and maintains the Battalions audio-visual, book, magazine and reference materiel.

d) Maintains records on all information assets' and components in the Battalion.

e) Coordinates the repair, upgrade, or re-configuration of Battalion information management systems.

f) Briefs the Cadet Battalion SGM no less than once a week on the status of S-6 concerns.

g) Selects, directs, personally supervises, prepares quarterly evaluations on, and is responsible for the performance of Cadets assigned as Assistant S-6.
h) Prepares and maintains the S-6 portion of the staff briefing.

i) Maintains the S-6 portion of the Staff SOP.

j) Sits on the Cadet Honor Committee.

13) Company First Sergeant CDT 1SG (CO 1SG):

a) Commands a Cadet Company.

b) Directs and is responsible for the overall performance of the Cadet Company Operations Sergeant and NCOs.
c) Identifies Cadet Company objectives based on consideration of program requirements, Battalion Command Sergeant Major’s guidance, and personal observations.  Coordinates the prioritization and application of available Company resources in reaching those objectives.

d) Personally supervises and prepares quarterly evaluations on the performance of the Cadet Company Operations NCO and Platoon Sergeants.
e) Conducts in-ranks uniform inspections of his or her company.

f) Makes recommendations to the Staff SGM about cadets to attend the Cadet Of The Month board.

g) Meets with each PLT SGT at least once each week to discuss the status of their respective areas of responsibility.

h) Promotes and demotes subordinate cadets in accordance with Chapters 13 and 14 of this SOP and coordinates preparation of all associated orders and other official documents with the S-1.

i) Awards merits and demerits in accordance with Chapters 10 and 11 of this SOP and provides weekly report and supporting paperwork to the CSM.

j) Briefs the Cadet Battalion CSM no less than once a week on the status of Company concerns.

k) Coordinates all Company directed cadet activities with the Battalion CSM or, in the Battalion CSMs’ absence, the Battalion SGM to ensure that applicable policies and procedures are being followed.

l) Sits on the Cadet Honor Committee.

14) Company Operations NCO CDT MSG (CO OPS NCO):

a) Commands the Company in the absence of the Company 1SG.

b) Assists the Company 1SG in the performance of his or her duties.

c) Together with the Cadet Company 1SG, reviews, investigates, and makes recommendations to the Cadet Battalion CSM in response to complaints about the Battalion's promotion, awards, or merits and demerits programs.

d) Confers daily with Cadet Company 1SG on the status of Company functions and concerns.

e) Coordinates the development and execution of the Formal Company Briefing.
f) Advises the Company 1SG on personnel matters.
g) Assists the Battalion SGM in the preparation, maintenance, and supervision of the execution of Cadet Duty Rosters for the morning and afternoon Vilseck High School flag details, and classroom cleaning details, the morning and afternoon Snack Shack details, and any other details to which cadets may be assigned.
h) Meets with all Company Platoon Sergeants once a week to discuss areas of mutual responsibility and concern.
i) Assists the Battalion Sergeant Major in the daily inspection of the battalion area to ensure that all areas are maintained in a high state of police.

a) Briefs the Cadet Company 1SG no less than once a week on the status of his or her responsibilities.

15) Platoon Sergeant CDT SFC (PLT SGT):

a) Leads a Platoon within a Cadet Company.

b) Directs and is responsible for the overall performance of the Cadet Platoon NCO’s and enlisted personnel.

c) Primary focus of efforts is to assist Cadet Company 1SG attain unit objectives.

d) Personally supervises and prepares quarterly evaluations on the performance of the Cadet Operations Sergeant.

e) Makes recommendations to the CO 1SG regarding Promotions, Demotions and Cadet Of The Month.
f) Conducts in-ranks inspection of his or her Pplatoon.

g) Confers with PLT OPS SGT daily regarding the status of their respective areas of responsibility. 

16) Platoon Operations Sergeant  CDT SSG (PLT OPS SGT):

a) Advises the Platoon Sergeant on personnel matters.

b) Assists the Company OPS SGT in preparation, maintenance, and supervision of the execution of Cadet Duty Rosters for the morning and afternoon Vilseck High School flag details and any other details to which cadets may be assigned.

c) Meets with all Squad Leaders once a week to discuss areas of mutual responsibility and concern.

d) Together with the PLT SGT reviews, investigates, and makes recommendations to the Cadet Company 1SG in response to complaints about the Battalion's promotion, awards, or merits and demerits programs.

e) Assists the Company First Sergeant in the daily inspection of the Company area to ensure that all areas are maintained in a high state of police.

f) Briefs the Cadet Company 1SG no less than once a week on the status of his or her responsibilities.

17) SQUAD LEADER CDT SSG (SQD LDR):

a) Leads a squad.

b) Maintains an up-to-date roster of all cadets in the squad.

c) Assists the Platoon Sergeant in the preparation, maintenance, and supervision of the execution of Cadet Duty Rosters.

d) Meets with all squad members daily to discuss areas of mutual responsibility and concern.

e) Personally supervises and prepares quarterly evaluations on the performance of Cadet Squad members lower in rank than he or she.

f) Makes recommendations to the PLT SGT regarding Promotions, Demotions and Cadet Of The Month.

g) Inspects their personal appearance at the beginning of class on each inspection day.

h) Briefs the Platoon Sergeant daily on the status of his or her responsibilities.

i) Regularly inspects squad member's appearance.

j) Regularly leads and evaluates squad in drill with and without arms.

18) Squad Members (SQD MBR):

a) Maintain and wear the uniform as prescribed in this SOP.

b) Maintain all issued, loaned, or borrowed AJROTC property in serviceable condition.

c) Arrive on time and properly uniformed and equipped at all classes, formations, or other official AJROTC functions.
d) Become thoroughly familiar with the contents of this SOP, FM 22-5 and the 18th AJROTC Battalion M-1903 Manual of Arms. 
e) Assist the Squad Leader when requested.

f) Obey all lawful commands from Cadet Leaders and faculty and conform their behavior to the policies stated in this SOP.

g) Conduct themselves at all times in a manner that “lives” the Cadet Creed and the Cadet Code of Conduct. 
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