
[image: image1.png]



CADET

HANDBOOK

(Revised: August 2008)

Table of Contents

Welcome Aboard








Page 1

Introduction to Naval Science









- Naval Science 1-2 







Page 2


- Naval Science 3-4







Page 2


- Naval Science 5-6







Page 3


- Naval Science 7-8







Page 3

Instructor Profiles










- LCDR MacLean, SNSI






Page 4


- CHIEF Barnett, NSI







Page 5
Acceptance into the NJROTC Program





Page 6-7

Expectations









Page 8
Classroom Policies and Procedures









- Outcomes








Page 9
· Typical Class Period

· Monday, Tuesday, Thursday




Page 9
· Wednesday






Page 9
· Friday 







Page 10
· Materials needed for Class



· Monday, Tuesday, Thursday




Page 10
· Wednesday






Page 10-11
· Friday







Page 11
-     Quizzes/Tests







Page 11
-     Tardy Policy







Page 12
-     Grading Policy







Page 12
-     Office Hours/Extra Help






Page 13
· Classroom Behavior

· Class Procedures






Page 13-14
· Personal Behavior Standards




Page 14-16
· Work Assignments





Page 17-18
Unit Good Order and Discipline Bill






Page 19-21
Unit Organization








Page 22-24
Training Time Out








Page 25
Orders To The Sentry








Page 26
Word of the Day








Page 27-38
i

Inspection Check-off List


- Male









Page 39-40

- Female








Page 41-44
Cadet Advancement Program







Page 45-47
Cadets Authorized to Sign Advancement Practical Factor Sheets


Page 48
Secret To Being A Straight “A” Student





Page 49-51
Are you a leader or a follower?






Page 52
Phonetic Alphabet & Numerals






Page 53
The 24-Hour Clock








Page 54 

ii

Welcome aboard:

By joining NJROTC (Naval Junior Reserve Officers Training Corps), you’ve made a decision that could have a significant impact on your life from this day forward.  Naval Science is more than a high school elective; it’s a mindset.  The successful NJROTC cadet has a sound mind and a sound body.  He or she is a role model, both within and outside the unit.  He or she is a goal-oriented individual who displays:  initiative, drive, determination, honesty, integrity and loyalty.  He or she is courteous, obedient, motivated, dedicated and respectful.  He or she has a positive attitude, is a team player, is responsible, and, most importantly, has self-discipline.

Self-discipline is the singular most important concept that all cadets must master before they can ever be truly successful, whether in NJROTC or in any other facet of their lives.  Just as adults who have self-discipline know that there are repercussions if they fail to display acceptable behavior within the rules of society, cadets who have mastered the concept of self-discipline accept responsibility for their actions if they fail to wear their uniform when required; fail to do their homework completely and on time; or fail to adequately prepare for unit quizzes.

As we said earlier: NJROTC is a mindset.  We will give you tips for setting achievable goals and becoming an “A” student, but you must want to work toward achieving those goals or earning those “A’s”.  We will ensure that your efforts in NJROTC are recognized in a timely manner, but there won’t be any ribbons or new rank devices to award you if you don’t make the effort to earn the ribbons or the new rank.  We will not award mediocrity!  But we will award success.  You only get out of NJROTC what you put into it.  If you work hard and diligently, your efforts will be rewarded.

Please visit the below websites.  These websites will benefit you and your parents with schedules and events in the NJROTC program.

* Moonvalley.guhsdaz.org/cms/One.aspx – Place hand on Academics, then Departments, click NJROTC
* thenationals.net/navynats.htm 
It is a pleasure to have you in NJROTC.  We look forward to working with you and helping you work toward achieving your goals in life.   
LCDR Pat MacLean, USN (Ret.), Senior Naval Science Instructor

Chief Paul A. Barnett, USN (Ret.), Naval Science Instructor
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INTRODUCTION TO NAVAL SCIENCE

     The Naval Science course, under the Naval Junior Reserve Officers Program (NJROTC), is based on meeting the needs of today's high school student.  While military oriented, the purpose of the course is to instill in each student the values of citizenship, service to the United States, personal responsibility, and a sense of accomplishment.  The objectives of the class are to: promote patriotism; develop informed and responsible citizens; promote habits of orderliness and precision; to develop respect for constituted authority; and develop a high degree of personal honor, self-reliance, individual discipline and leadership.  Additionally, the course promotes an understanding of the basic elements and requirements for national security; develops respect for and understand the need for authority in a democratic society; provides incentives to live healthy and drug free; develops leadership potential; promotes high school completion; and provides information on the military services as a possible career.  All enrolled students are encouraged to participate in numerous field trip opportunities available throughout the school year.  Naval Science is open to all students, with regular academic credit toward graduation.  Although the course is designed as a four-year program of instruction with entry normally at the freshman or sophomore level, adjustments can be made and credit granted for each semester completed.  Students taking Naval Science are eligible for participation in the course related co-curricular activities which may include the drill teams, color guard, air rifle, orienteering team, academic team, athletic team and community service activities. Students who complete a minimum of two years of Naval Science may receive advanced status and increased pay should they decide to enlist in any branch of the Armed Forces or National Guard.  Several scholarship opportunities are available to the military service academies and selected Reserve Officer Training Corps (ROTC) colleges and universities.  No military service obligation is incurred by taking any Naval Science course. 
NAVAL SCIENCE 1-2

GRADE: 9-12

SEMESTERS:  2
CREDIT:  1

     The student is introduced to the Naval Science Program.  Subjects include:  Introduction to the NJROTC Program, Introduction to Leadership, Citizenship, The Foundations of our Government, Navy Ships and Aircraft, Introduction to Military Customs and Courtesies, Wearing of the Naval Uniform, and an Introduction to Military Drill and Ceremonies.
NAVAL SCIENCE 3-4

GRADE: 10-12
SEMESTERS:  2
CREDIT:  1

Prerequisities:  Naval Science 1-2 or Instructor recommendation.
     The student is exposed to an intermediate level within the Naval Science program.  Subjects include Maritime History, Maritime Geography; Oceanography; Meteorology and Weather; Astronomy, Physical Sciences, and advanced Military Drill and Ceremonies.
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NAVAL SCIENCE 5-6

GRADE:  11-12
SEMESTERS:  2
CREDIT:  1

Prerequisities:  Naval Science 3-4 or Instructor recommendation.

     The student is instructed at an advanced level within the Naval Science program.  Subjects include:  Sea Power and National Security, Naval Operations and Support Functions, Military Law, International Law and the Sea, Ship Construction and Damage Control, Shipboard Organization, Basic Seamanship, Marine Navigation, Rules of the Road and Maneuvering Board, Naval Weapons and Aircraft, and supervision of Military Drill and Ceremonies.
NAVAL SCIENCE 7-8

GRADE:  12

SEMESTERS:  2
CREDIT:  1

Prerequisities:  Naval Science 5-6 or Instructor recommendation.

      The student is placed in a leadership role within the Naval Science program.  As senior students their responsibilities are similar to those of junior officers in the Navy.  Subjects include Human Motivation, Group Dynamics, Leadership Techniques, Responsibilities and Qualities of a Leader, and Achieving Effective Communication.  Additionally, students are expected to assist the Naval Science Instructors in the regular conduct of classes; act as drill instructors; plan, organize, and conduct extra-curricular activities; plan, prepare and present lessons in certain academic areas, as well as evaluate subordinates performance and potential, including morale, behavior and performance of their particular class.
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LIEUTENANT COMMANDER PATRICK MACLEAN, USN(RET.)

Senior Naval Science Instructor

Lieutenant Commander MacLean grew up in the San Fernando Valley, a suburb of Los Angeles.  He was active in the Boy Scouting program earning the rank of Eagle Scout and a scholar athlete in track as a sprinter.

Enlisting in the United States Navy in 1978 he entered the nuclear power program as a Machinist Mate (Nuclear).  He served as a crew member on three submarines, USS Patrick Henry (SSBN 599) where he earned his submarine designation, USS Aspro (SSN 648), and the USS Hawkbill (SSN 666).  In 1986, while on shore duty, he was promoted to Machinist Mate Chief and in 1990 he was selected for a commission as an Ensign.

His first officer tour of duty was aboard the Destroyer Tender USS Samuel Gompers (AD37) as the Assistant Radiological Controls Officer and is where he earned his designation as a Surface Warfare Officer.  Transferring ashore in 1994, he served as a Nuclear Project Manager for Puget Sound Naval Shipyard where he managed repairs and modernization projects on Trident Submarine reactor plants.  Returning to sea duty in 1996 on the aircraft carrier, USS Carl Vinson (CVN 70) he served as the Reactor Controls Technical Assistant.  He managed the operation, maintenance and repairs to the electrical and electronic systems on the ship’s two reactor plants.  In 1998 he transferred ashore and was assigned to the Naval Intermediate Maintenance Facility in Bangor, Washington where he was once again a Nuclear Project Manager and the Surface Production Management Assistant.  He directed repair efforts on the surface ships home ported in the Puget Sound region and the propulsion plant overhaul of the Trident submarine USS Alaska (SSBN 732).  His final assignment was as the Reactor Mechanical Assistant on the USS Carl Vinson (CVN 70) directing the operation, maintenance, and repairs to the mechanical systems on the ship’s two reactor plants.

Over the course of his twenty-five year career Lieutenant Commander MacLean completed two Strategic Deterrent Patrols, seven Western Pacific deployments, an extended operation at the North Pole, and numerous other operations.  His awards include the Meritorious Service Medal, several Navy Commendation, Achievement, and Good Conduct Medals as well as other campaign and unit awards.

Lieutenant Commander married his high school sweetheart, Karen, in 1979.  Karen is the Assistant Finance Administrator for the Arizona Health Care Cost Containment System.  Their daughter, Danielle, attended Gonzaga University and settled in the Seattle area where she is a Human Resources professional.  Their son, Steve, is an emergency room physician in Los Angeles, California. 
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CHIEF AVIATION ADMINISTATION (AW/MTS) PAUL A. BARNETT, USN(RET.)

Naval Science Instructor

Chief Barnett was born May 7, 1962, in Littlerock, Arkansas.  He graduated from Gulfport High School, Gulfport, MS., in May 1980.  After working for two years as a Welder/Ship Fitter at the Pascagula Naval Shipyard he joined the Navy in November 1982 in the delayed entry program.  In March 1983 he reported to Recruit Training Center (RTC), Great Lakes, IL.  Following bootcamp he reported to his first sea duty station aboard the Aircraft Carrier, USS Ranger (CV-61) homeported at Naval Air Station, North Island, CA.  After working on the flight deck he soon realized that this aspect of the Navy was not his calling.  Chief Barnett knowing he wanted to stay in the aviation field, he focused on becoming an Aviation Administrationman (AZ) where he would maintain the Logbooks and Associated Records of Naval Aircraft along with their maintenance records, perform data analysis and report critical data up-line.  Subsequent duty assignments included:  Shore duty stationed at Naval Air Station, Whidbey Island, WA. Aircraft Intermediate Maintenance Department (AIMD); Sea duty stationed at Naval Air Station, Whidbey Island, WA. Tactical Electronic Warfare Squadron One Four Two (VAQ-142), EA-6B Prowler;  Sea duty stationed at Naval Air Station, Whidbey Island, WA. Tactical Electronic Warfare Squadron One Three Seven (VAQ-137), EA-6B Prowler; Shore duty stationed at Naval Air Station, Whidbey Island, WA. Fleet Aviation Training Support Operational Group Detachment, Pacific Fleet (FASOTRAGRUPAC); Sea duty stationed at Naval Air Station, Whidbey Island, WA. Tactical Electronic Warfare Squadron One Four Two (VAQ-142), EA-6B Prowler; Shore duty stationed at Chief of Naval Education and Training (CNET), Naval Technical Training Center (NTTC), Meridian, MS.

Chief Barnett retired from the United States Navy on April 1, 2003, having completed 20 years of devoted duty to the Naval Service and his country.

Decorations and awards include:  Navy Commendation Medal; Navy Achievement Medal x7; Navy Unit Commendation Medal; Battle “E” x2; Good Conduct Medal x5; National Defense Service Medal x2; Armed Forces Expeditionary Medal, Southwest Asia Service Medal x3; Sea Service Deployment x4; Kuwait Liberation Medal (Saudi Arabia); Kuwait Liberation Medal (Kuwait); Pistol Marksmanship (Sharpshooter); Enlisted Aviation Warfare Specialist (EAWS); Master Training Specialist (MTS).

Chief Barnett has been the Naval Science Instructor of  the NJROTC Unit, Moon Valley High School since February 18, 2003.

Chief Barnett has one son, Benjamin Kristopher Franklin (Kris).
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NAVAL SCIENCE DEPARTMENT

Naval Junior Reserve Officers Training Corps









Date: 






From:














          (Student Name (First, MI, Last)/Student ID Number)

To:
Naval Science Instructors, Moon Valley High School

Subj:
ACCEPTANCE INTO THE NJROTC PROGRAM

1.
I understand that I may be dis-enrolled by my NJROTC instructor, with the approval of the school principal, for any of the following reasons: 

a. Not maintaining the standards required for enrollment.

(1) Failure to maintain a passing grade in Naval Science (based on term grade).

(2)
Failure to conform to haircut and appearance standards.  I understand that bizarre hairstyles and faddish or outrageous multicolor hair are unauthorized.

(a) 
If a male cadet:  I understand that I cannot grow a beard while enrolled in 


Naval Science, and cannot wear earrings while in uniform or in the 


NJROTC classroom, while enrolled in Naval Science.

(b) 
If a female cadet:  I understand that my hair cannot fall below the bottom 


edge of my collar while in uniform, and that I can only wear one earring per 


ear (small gold or silver ball) while in uniform.

b. Lack of aptitude, indifference to training, disciplinary reasons, or undesirable traits of character.

(1) Failure to wear the uniform one full day per week.  I understand that failure to wear the uniform on three or more required occasions during the same semester grading period, without an acceptable excuse, is grounds for immediate dis-enrollment.

(2) Failure to make up all missed uniform wears because of absence.

(3) Failure to do assigned homework.

(4) Failure to make up all missed homework/test because of absence.

(5)
Failure to bring required course materials to class each day.
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c.
Failure to meet the terms of probation or to correct the deficiency for which placed 


in a probationary status. 

d.
Drugs will not be tolerated at Moon Valley High School as well as in the NJROTC 
program.  Drug usage or possession of drugs are grounds for dismissal from the 


program.

2.
I fully understand and agree that if I do not comply with the above listed conditions, I will 


be dropped from the NJROTC program and transferred to another elective class, if possible 


and/or available, or to a non-credit earning study hall.






Student Signature



Date






Parent/Guardian Signature


Date





     Naval Science Instructor Signature

Date

Copy to:

A/P, Student Services, MVHS
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EXPECTATIONS

As Cadets:

1. You will learn and produce.

2. You will complete all homework and other projects on time.

3. You will participate in all unit activities to the maximum extent practicable.

4. You will wear your uniform with obvious pride on all occasions required.

5. You will conform to the discipline and high standards demanded of all cadets in this unit.

As Instructors:

1. We will constantly strive to carry out the mission of the NJROTC program; i.e.,

help you to understand the duties of American citizenship.

2. We will maintain an atmosphere conducive to good learning.

3. We will instruct to the very best of our ability.

4. We will wear our uniforms with obvious pride, setting a good example always.

5. We will draw upon our many years of military experience to offer interesting and

challenging extra-curricular activities.

6. We will be prepared to offer advice and counsel on matters within our purview

at any time.
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CLASSROOM POLICIES AND PROCEDURES

OUTCOMES:
By the end of this course, you will:

· Understand the goals and mission of NJROTC

· Understand and respect the need for authority and loyalty

· Know customs and courtesies of the U.S. Navy and other armed forces of the U.S.

· Be proficient in basic military drill

· Have good military bearing

· Know the Orders of a Sentry

· Understand and demonstrate good leadership and followership techniques

· Know the Manual of Arms and be proficient in military drill under arms using the MK6/0

Drill Rifle

· Understand and use the 24-hour clock

· Understand Navy ranks and rates and their relationship to those of the other armed forces of the U.S. 

TYPICAL CLASS PERIOD

· MONDAY

1. Military Drill, Customs, and Ceremonies.

2. Team-building activity.

3. Hands-on activity.

4. All-hands training.

      ▪
TUESDAY AND THURSDAY

1.
Review, grade, and turn in completed homework.


2.
Possible quiz.


3.
Current event presentation.


4.
Lecture/discussion of new material.


5.
Practice work in class if appropriate.

· WEDNESDAY
1. Uniform Day.

2. Personnel inspection for grade.

3. Possible guest speakers representing the various armed forces of the U.S.
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· FRIDAY
1. Physical fitness training/testing for grade.

2. Organized team sports.

MATERIALS NEEDED FOR CLASS

      ▪
MONDAY

1.
Military Drill:  Proper shoe attire must be worn (no flip flops).  
· TUESDAY AND THURSDAY
1. Textbook (Will not be required to bring textbook if sufficient copies are available

to provide classroom copies; the instructors will advise whether or not you need to bring your textbook from home.)

2. Completed homework as assigned.  (Note:  Partially-completed homework will be accepted with loss of points; late homework will not be accepted except in the case of bona fide absences, in which case a student has two (2) days to make up each class assignment for each day of absence, as per District policy.)  It is the student’s responsibility to do the homework and turn it in on the date set by the instructor.
3. Notebook, paper, writing instrument.  Students failing to bring required materials to

class may be referred to the Assistant Principal, Discipline/Attendance, for appropriate action.

4. Students will not be excused from class to obtain required items; neither will they be excused from class for any other reason except for an emergency or request by a faculty or staff member.

· WEDNESDAY
1. Wear the proper uniform as specified in the Plan of the Week.

2. Wear the uniform properly and in accordance with U.S. Navy Uniform Regulations and the Cadet Field Manual, making sure minimum grooming and appearance standards are met.

3. Personnel inspection will be conducted during the regular class period; however, Company Formation will be conducted on a predetermined date at which personnel inspection will take place at that time.  Company formation will commence at 0730 hours.  Attendance at company formation is mandatory, and is an integral part of the cadet’s Military Appearance grade.  All cadets are expected to make necessary transportation arrangements to ensure their attendance at company formation when scheduled.
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4. Navy regulations state that the NJROTC uniform will be worn by all cadets at least one full school day each week and on other occasions as prescribed by the naval science instructors.  The uniform will be worn for the entire school day unless the cadet has been specifically excused from having to do so by one of the instructors.  Failure to comply with uniform wearing requirements will result in an automatic grade of zero for that day’s uniform wear, and appropriate disciplinary action, consistent with District policy, will be meted out.  Failure to wear the uniform when required and as prescribed can result in a cadet being placed on probation or possibly disenrolled from the NJROTC program for lack of aptitude.

5. If a cadet misses a required uniform wear day due to absence, he or she must make up the personnel inspection before the next scheduled uniform wear day.  It is the cadet’s responsibility to notify the SNSI/NSI that he or she is wearing the uniform because of a missed, required wearing, and needs to be inspected.  Failure to make up a missed, required wearing or to be inspected for a missed, required wearing will result in a zero grade for the missed day.

FRIDAY

1. Proper attire for physical fitness training/testing.  Time will be made available at the beginning/end of the class period for cadets to change clothing as necessary.  Cadets are expected to bring their physical fitness gear to class so they will not waste valuable class time having to retrieve it from their gym locker.

2. Unless excused by competent medical authority, all cadets are expected to participate in all scheduled PFT evals or organized team sports activities.  Further, they are expected to perform to the very best of their ability.  Failure to dress out and participate, if not formally excused as set forth above, will cause the cadet to receive a zero grade for the day, which will affect the cadet’s military aptitude grade.

QUIZZES/TESTS

1. A quiz may be given daily over material covered in the lecture and/or homework, 

at the instructor’s discretion.

2. A test will normally be given at the completion of a chapter and/or unit.

3. All students must take required examinations.  A student has two (2) days to make up exams for each day of absence.  Make-up exams will be administered either before or after school, at a mutual time agreed to by the student and the instructor.  It is the cadet’s responsibility to notify the instructor that he or she has missed work to make up.  Examinations/quizzes not made up in the prescribed time frame will result in an automatic grade of zero.
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TARDY POLICY

1.
Consistent with District/School policy.  Cadets must be standing at Parade Rest at their seat when the tardy bell rings.  Students who are tardy will be required to proceed to the sweeps room.
GRADING POLICY
1.  Semester Grade:

     *  40% of Grade - Military Aptitude. A combination of Military Appearance, Military Drill.    
     *  30% of Grade - Homework, Written and Oral Report; Quizzes and Tests

     *  10% - Physical Fitness Grade

     *  10% - Participation

     *  10% - Semester Exam

2.  Grades are based on a point system.  At the end of the grading period, the total points earned by a student are compared to the total points possible and a percentage is determined.

90%-100%

- “1”

80%-89%

- “2”

70%-79%

- “3”

60%-69%

- “4”

59% and Below
- “5”
3. Citizenship grades are an evaluation of student traits such as self-control, courtesy, dependability, honesty, and respect for the rights of others.  Unsatisfactory progress in citizenship should cause as much concern as unsatisfactory progress in scholarship.  The marking system for citizenship grades is as follows:

A
- Above Average

S 
- Satisfactory

U
- Unsatisfactory
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OFFICE HOURS/EXTRA HELP

1. The Naval Science Instructors are available in their office before school from 7:15 a.m. to 7:50 a.m. with the exception during Company Formation.  The instructors are available in their office after school from 2:45 p.m. to 3:30 p.m., Monday through Friday, unless there is a meeting which they must attend or they are coaching one of the special teams.  Cadets requiring extra help with assignments should make arrangements with the SNSI/NSI.

2. Cadets may be required to attend Extended Opportunity Period (EOP) sessions for make-up work at the discretion of the instructors if it appears they are falling behind and making no effort on their own to make up missing work.  Failure to report for mandatory EOP, when assigned, will result in an after school classroom detention or Extra Military Instruction (EMI).  Cadets that fail to attend EMI will be sent to the discipline office for further discipline any action.
CLASSROOM BEHAVIOR

1.
Class Procedures

a.
Upon entering the classroom while in uniform, each cadet will pause immediately inside the door, assume the position of Attention, and render the hand salute to the American flag.

b.
After rendering honors to the flag, each cadet will salute the Officer of the Day (OOD) and “Request permission to come aboard, Sir/Ma’am,” if entering the classroom during the hours that the OOD’s watch is manned.

c.
Upon being granted permission to come aboard (or upon entering the classroom if  the OOD watch is not set), cadets will remove their cover, proceed to their seat, where they will remain standing at the position of Parade Rest until called to Attention by the instructor or a designated cadet leader (senior cadet).

d.
Immediately after the tardy bell has rung, the Instructor (or cadet leader will call the cadets to attention and direct them to face the American flag (in a stand on the quarterdeck).  The instructor (or cadet leader) will direct the cadet designated for the day (or week) to lead the class in the pledge of allegiance.  Upon completion of the pledge of allegiance, the instructor (or cadet leader) will direct the class to face forward again.


            e.
Next, the instructor (or cadet leader) will direct “Attention to muster.”  Muster will be taken by the instructor only.  Upon hearing his or her name called, the cadet will respond in a loud voice, “Here Sir (o)r Chief,” then assume the position of Parade Rest.
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f.
When muster has been completed, the instructor (or cadet leader) will call the class to Attention, then ask, “Class, Ready?”, to which the class will respond in unison, “Yes Sir, Chief or Ma’am”.  Upon hearing this response, the instructor (or cadet leader) will direct, “At ease, have a seat.”; the class will respond in unison, “Aye, aye, Sir, Chief or Ma’am,” then take their seats quietly.  Cadets are expected to maintain silence while the announcements are being read.  Cadets will remain seated until the instructor directs otherwise.  Cadets are expected to maintain silence while class is being conducted unless the instructor specifically requests that a cadet talk (i.e., when responding to a question).

g.
Upon completion of each class, the instructor (or cadet leader) will call the entire class to Attention, then dismiss them in a proper military manner.

h.

Upon being dismissed, all cadets will respond in unison, “Aye, Aye 



Sir, Chief or Ma’am,” then proceed to the quarterdeck in an orderly fashion.



i.
Cadets in uniform will stop at the quarterdeck, position their cover squarely 



on their head, then assume the position of Attention.  If the OOD’s watch is 



set, the cadet will salute the OOD and request permission to go ashore.  



Upon being granted permission to go ashore, the cadet will then salute the 



American flag and immediately depart the classroom.  If the OOD watch is 



not set, cadets in uniform will face the American flag, render a proper hand 



salute, then immediately depart the classroom.

j.
Outside of regular classroom hours, the classroom is designated as the 

NJROTC classroom.  As such, it is a place of dignity and respect, established for the purpose of conducting official business, professional enlightenment, and advancement.  Cadets are expected to conduct themselves accordingly while there.  All cadets present in the classroom will be engaged in NJROTC-related activities or in self-improvement studies, such as homework from other classes.  


2.
Personal Behavior Standards

a
All cadets are expected to be on time for all classes and other activities.  Further, if a cadet signs up to participate in an activity, he or she is expected 


to meet the commitment made by signing up, unless there are extenuating circumstances which preclude his or participation, and the SNSI/NSI have been notified of such circumstances beforehand.  Finally, all cadets are expected to make an earnest effort to meet deadlines established by the SNSI/NSI for certain activities or events.  As deadlines are often set by higher authority, this unit has no recourse but to establish its own deadlines if it is to meet those imposed from above.  All of the foregoing:  Being on time; carrying through with commitments; and meeting deadlines are the personal responsibility of each and every cadet, and are also the hallmarks of a professional,
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b.
While in an official capacity (i.e., in uniform and carrying out specified duties for his or her billet, or as directed by the SNSI/NSI), all cadets will address each other by using their last names (i.e., Cadet Smith, Cadet Brown, etc.).  Cadet officers will further be addressed as “Sir” or “Ma’am.”

c.
Upon entering the classroom and rendering proper military honors if in 

uniform, all cadets will remove head gear before crossing the 
quarterdeck area.  Hats, caps and covers are NEVER worn indoors.  

d. Cadets will call “Attention on Deck” and assume the position of Attention

whenever parents, school faculty or staff, or any other adult enters the room.  Attention on Deck is also called for the Company Commander, the Company Executive Officer, and the Naval Science Instructors.  Attention on Deck will not be called for any cadet officer nor for the SNSI/NSI while class is in session or a meeting is taking place.  Good manners, common courtesy, and respect for authority are trademarks of the Moon Valley High School, NJROTC Unit.

e. Profane language, obscene material, smoking, drugs, alcohol, and other similar types of activities and behavior are totally unacceptable and strictly prohibited for all NJROTC cadets.  This type of behavior problem will be referred to the Asst. Principal for Discipline /Attendance, for appropriate action.

f.
Chewing gum and consuming food and drinks (except for water) are

 prohibited in the classroom.  Violation will result in awarding of 

appropriate Extra Military Instruction (EMI), to be worked off in 

accordance with the procedures set forth in the Unit Good Order and 

Discipline Bill (contained elsewhere in this handbook).

g.
Sitting on furniture or propping one’s feet on furniture is prohibited.   

Violation will result in awarding of appropriate EMI, to be worked off in accordance with the procedures set forth in the Unit Good Order and Discipline Bill.

h.
Electronic devices (i.e. CD players, MP3, IPOD's, ect..) are not allowed on 

Moon Valley High School campus with the exception of cell phones.  Cell 

phones are not allowed to be on or used within the classrooms.  If a cadet is 

found to posses any of these items, then those items will be taken away and 

given to the discipline office.  If a cell phone rings in the classroom, it will 

be confiscated and turned over to the discipline office for appropriate 

action.  Skateboards, scooters, and other such “toys” will not be brought 

into the classroom at any time.
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i.
On uniform days, or when otherwise attired in uniform, all cadets, 

regardless of their rank, will salute any SNSI/NSI they recognize, upon
 meeting such individuals outside the classroom, whether or not those individuals are in uniform.



j.
Cadet enlisted personnel in uniform will salute all cadet officer personnel 

in uniform.  Cadet officers will salute all other cadet officers senior to them in rank or of equivalent rank.  All salutes will be acknowledged and returned, unless the senior is unable to return it, in which case the senior will acknowledge the salute with a proper greeting (i.e., Good morning,” “Good afternoon,” etc.).

k.
Bikes will not be stored nor left overnight in the NJROTC spaces.  School

books, clothing items, and other personal property and equipment must be stowed in the lockers provided for cadet use.  Items not properly stowed will be confiscated and turned in to the Lucky Bag.  Such items may only be retrieved from the Lucky Bag after the offender has performed the designated amount of physical conditioning, EMI, or detention.


i.
The use of loud, boisterous, language or engaging in “horseplay” 

(skylarking) or other such childish antics are totally inappropriate in NJROTC spaces and will not be engaged in by any cadet at any time.  Violators will be punished as the circumstances warrant.

m.
Outside the NJROTC spaces, all cadets shall conduct themselves in a 


manner  befitting their NJROTC affiliation.  Each cadet’s appearance 

(especially while in uniform), grooming (especially haircuts), conduct, and manners shall be such that he or she is instantly identifiable as a NJROTC cadet.

n.
Failure to report for and properly perform one’s duties (when assigned), are 


violations of the unit’s Good Order and Discipline Bill, and will result in 

the cadet being assigned after school detention (EMI), which must be worked off, or being referred 
to the discipline office for appropriate disciplinary action.  Failure to wear 
the uniform when prescribed, dress for and participate in physical training (PT)/organized sports activities, and such other breeches of good order and discipline will be duly reflected in the cadet’s weekly grade.
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3. Work Assignments

d. All NJROTC cadets are expected to carry out certain work assignments 



(i.e., watches, color detail, room clean-up, departmental work assignment,


etc.).  The purpose of having cadets participate in these activities is to help


develop team work and foster esprit de corps.  Except for departmental 


work assignments, cadets are assigned to watches, color detail, or room 

clean-up on a rotational basis.  The amount of time a cadet will need to stay after school will depend on the particular assignment.  General guide-

lines are as follows:

(1) Watches – All cadets will be assigned to stand watch during the 

course of the school year as Command Duty Officer (CDO) if a cadet officer is in a key billet; as Officer of the Day (OOD), if a cadet 

officer is not in a key billet or a Cadet Chief Petty Officer; as Petty Officer of the Watch (POOW) if a Cadet Petty Officer First Class or below.  The OOD and POOW watches are stood from 7:00 a.m. to 7:45 a.m. (0700~0745) and 2:45 p.m. to 3:15 p.m. (1445-1515) every Wednesday that school is in session.  Cadets assigned as CDO are assigned for the entire day (0700-1515); cadets assigned as OOD or POOW normally will stand no more than two or three watches per month.

(2) Color Detail – The NJROTC unit is responsible for raising and 

lowering the national and state flags in front of the school adminis-

tration office every day that school is in session.  The flags are raised at 8:00 a.m. (0800) and lowered at 2:45 p.m. (1445).  Approximately 15 minutes is needed for the Color Detail to perform their duties.  Cadets in first hour (NS1/2) will be assigned to raise the flags each day that school is in session.  Cadets on the Color Guard Team are required to lower the flags each day. 

(3) Sweepers (Room Clean-up) -  is performed each day after school.

Daily Room Clean-up will require approximately 15 minutes to empty the trash containers, rearrange the desks and chairs, as needed, sweep the floor (deck).  Cadets who are assigned to Room Clean-up duty are assigned for a week at a time, and will need to be present each day after school on the days assigned.  Cadets assigned Room Clean-up detail for the week will not be assigned any other watch or detail during that week.
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(4) Field Day – Each quarter, we do an extensive clean-up of all assigned 

NJROTC spaces; however, this extensive clean-up (called “field day”) 

is only done with volunteer help.  Field day, when scheduled, will take 

approximately one (1) hour, depending on the 
number of volunteers 

who sign up and actually show up, and how hard they work once they 

are here.  Cadets who help with field day earn credit toward their 

Participation Ribbon.

(5) Adopt-A-Street Clean up – The NJROTC Club has taken responsi-

bility for keeping clean that portion of West Cactus Road between 35th Avenue and 37th Avenue, under the City of Phoenix Adopt-A-

Street Program, as a community service project.  Street clean up is held once a month during the school year.  Like field day, street clean up is done with volunteer help.  As the Community Service & Action Team (CSAT) Commander has responsibility for street clean-up, all cadets who are members of CSAT are expected to participate in street clean-up; all other cadets are encouraged to volunteer.  Cadets who help with street clean up earn credit toward their Community Service Ribbon. 
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UNIT GOOD ORDER AND DISCIPLINE BILL

Discipline.  Discipline is founded upon respect for, and loyalty to, properly constituted authority.  By his or her enrollment in Naval Science, a cadet agrees to obey the regulations of the NJROTC Unit, Moon Valley High School, and lawful orders issued by the cadet staff thereof.  Any cadet who, through design, neglect, or failure to perform duty, violates regulations or commits acts prejudicial to the good order and discipline of the unit or the school, has committed an infraction.  Depending upon the severity of the incident, most violations of acceptable cadet behavior and/or military decorum (at least for the first offense) can and will be dealt with at the unit level, utilizing Extra-Military Instruction (EMI).

Extra Military Instruction (EMI) Administration.  The Chief Master-at-Arms, as the EMI Officer, is responsible for administering the EMI program.  The Table of Offenses and Punishments, set forth below, addresses those infractions, which fall within the purview of the Naval Science Instructors for punishment under EMI.  Work detail is considered a lesser form of punishment, and will be used to correct minor infractions.  A walking tour is a greater form of punishment, and will be used to correct significant (i.e., major) infractions.

a.
Work Detail – Work details last 15 minutes.  Cadets will perform campus clean-up or lunch duty clean-up, or carry out other work assignments as determined appropriate by the Naval Science Instructors.  The Chief Master-at-Arms, as EMI Officer, is responsible for starting, stopping, and recording satisfactory completion of work detail.


b.
Walking Tour – Walking tours last approx. 20 minutes, with one minute rest/water stops at five minute intervals.  Cadets will run 10 laps in a small circle with a MK 6/0 Drill Rifle held above their head.  Upon completion of the laps the cadet will hold the drill rifle out extended from their body for a 1 minute period.  Upon completion of the rifle hold the cadet will then do 10 pushups with the rifle on top of their hands while doing the pushups.  This constitutes one EMI offense.  The Chief Master-at-Arms as EMI Officer, is responsible for starting, stopping, and recording satisfactory completion of walking tours.

Table of Offenses and Punishment for Each:



OFFENSE






PUNISHMENT


Insubordination to a senior cadet 


Walking tour for 1st offense;


(Major offense)






referral to a Cadet Evaluation










Board for 2nd offense; possible 










dismissal from the program for 3rd 









offense

Failure to wear uniform when required 

Reduction in uniform grade for 1st

(Major offense)






and 2nd offense; possible dismissal 










from the program for 3rd offense 









within the same semester
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Table of Offenses and Punishment for Each:



OFFENSE






PUNISHMENT


Failure to stand watch when assigned


Walking tour for each offense;

(Major offense)






referral to AP/D&A for 4th offense










and possible dismissal from the 










program

Failure to do homework when assigned

Grade reduction for first 3 offenses;


(Major offense)






Cadet evaluation Board for 4th









offense; possible dismissal from the 










program

Chewing gum in the classroom


Work detail for 1st offense;


(Minor offense for 1st violation; major offense
walking tour for 2nd offense;


for 2nd and subsequent violations)


referral to AP/D&A for 3rd










offense; referral to a Cadet










Evaluation Board for 4th offense


Failure to bring course materials to class

Work detail for 1st offense;


(Minor offense for 1st violation; major offense
walking tour for 2nd offense;


for 2nd and subsequent violations)


referral to AP/D&A for 3rd










offense; referral to a Cadet










Evaluation Board for 4th offense; 










possible dismissal from the program

Missed Company Formation



Twenty percent reduction in uniform 

(Major offense)






grade for the day for each offense;









walking tour for 2nd offense; referral 









to a Cadet Evaluation Board for 3rd










offense


Missed a commitment for which previously

Walking tour for each offense up to 3;


signed up (Parade; concession stand; Adopt-a
cadet Evaluation Board for 4th


Street Clean up; etc.) (Major offense)


offense; possible not allowed to 










participate in any other event

Tardy to class






Sent to sweeps room, charged as an 


(Major offense)






absent for the day.  13 absence 










possible dismissal from the program
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Table of Offenses and Punishment for Each:



OFFENSE






PUNISHMENT


Skylarking in the classroom or other


Work detail for 1st offense;


NJROTC spaces






walking tour for 2nd offense;


(Minor offense for 1st violation; major offense
referral to AP/D&A for 3rd offense;


for 2nd and subsequent violation)


referral to a Cadet Evaluation Board 









for 4th offense


Offenses violating the Cadet Core Values  

Punishment as deemed appropriate


(Honor, Courage and Commitment) or any 

by the SNSI/NSI, based on the


classroom policies and procedures not 

nature


addressed previously
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UNIT ORGANIZATION

The unit is organized into a company structure comprised of four platoons.  The platoons are integrated (i.e., each platoon has a “fair share” of the first, second, third and fourth year cadets, and a concerted effort is made to ensure an equitable distribution of the male and female population of the unit.) 

As in the Navy, the unit has staff officers.  The staff officers perform a multitude of duties that ensure the efficient functioning of the unit.  
The Company Master Chief is the senior enlisted cadet in the unit.  As such, he or she provides a bridge of communications between the Company Commander and the enlisted cadets.  The Company Master Chief reports directly to the Company Commander, but, as a matter of professional courtesy, keeps the Company Executive Officer apprised on all matters discussed with the Company Commander.

The chain-of-command structure is as follows:


A Platoon Muster Petty Officer assists each Platoon Commander.  Each platoon is organized into three squads, each headed by a Squad Leader.  

Key billet holders duties and responsibilities are set forth below, in general terms.
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Company Commander.  Responsible to the instructors for the performance of the Cadet Company. The Company Commander’s duties include, but are not limited to:  Ensuring that all military formations, ceremonies, and routines are planned and carried out in a proper fashion; ensuring that a cadet officer is designated as “officer-in-charge” of all activities or events not already headed by a designated special team commander; causing all matters of cadet misconduct to be investigated and specific corrective action to be recommended; ensuring coordination of all unit activities to ensure that conflicts and omissions are minimized; being the chairperson for all boards properly convened, except for the Cadet of the Month and Cadet of the Year selection boards, which shall be chaired by the Company Master Chief.  President of the NJROTC Club.

Executive Officer.  Under the direction of the Company Commander, assists in the execution of duties and must be prepared to act for the Company Commander at any time.  The Executive Officer’s duties include, but are not limited to:  Supervising and coordinating the activities of the staff and presiding over staff meetings as required, as the senior staff member;  

being responsible for overall discipline within the unit; training cadets in the proper conduct of personnel inspections; ensuring that the Plan of the Week and unit newsletter are published in a 

timely manner; coordinating preparations for the Annual Military Inspection (AMI).  Vice-President of the NJROTC Club.


Company Master Chief.  As senior enlisted cadet, responsible to the instructors and the Company Commander for the morale and well being of the enlisted cadets.  The Company Master Chief’s duties include, but are not limited to: Attending all officer staff meetings so he or she is cognizant of what is going on within the unit; interviewing cadets who are failing in an attempt to determine why they are failing and helping to arrange for a tutor(s) as necessary; chairing the Cadet of the Month and Cadet of the Year selection boards.  Chair the Enlisted Cadets Meeting.


Company Chief Master-At-Arms.  Administers Extra Military Instruction (EMI).  Responsible for good order and discipline within the unit.

Supply Officer.  Responsible for the orderly issue and return of uniform items.  Keeps the Supply Room squared away.  Maintains a computerized inventory, which accurately reflects on-hand and issued items within the Joint Unit Management System (JUMS).  Advises the instructors of any item shortages.  


Operations Officer.  Prepares the unit Plan-of-the-Week (POW) for approval by the CO CDR, XO, SNSI and NSI.  Makes arrangements for field trips, drill competitions, orientation trips, and community functions as directed by the Instructors.  Sets up meetings as directed by the Company Commander or Executive Officer.  Determines eligible cadets for trips and events.  Provides information on upcoming trips, after school practices and meetings, and other events for the POW.

Administrative Officer.  Works closely with the Operations Officer and the instructors to ensure the POW reflects accurate and timely information.  Inputs all event attendance into the JUMS for each cadet.  Prepares awards for upcoming Company Formations.  Performs other clerical duties for the instructors, CO CDR/XO/OPS, as directed.  Must be computer literate, punctual, and have a keen sense of attention-to-detail.  Requires excellent proofreading, typing, and clerical skills.  Secretary of the NJROTC Club.
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First Lieutenant.  Responsible for the cleanliness of all assigned NJROTC spaces and outside areas adjacent thereto.  


Platoon Commanders.  Organize and train the members of their platoon during Company Formation platoon practice sessions.  Present their respective platoons to the inspecting officer during the Annual Military Inspection (AMI).  Motivate the members of their respective platoons to participate in unit activities as scheduled.


Personnel Officer.  Maintains accurate and up-to-date cadet records, as well as inputs all cadet information into the unit's computer JUMS system.  Prepares and maintains the unit chain of command board.  


Public Affairs Officer.  Comunicates unit information to the school and the community as directed by the instructors, CO CDR/XO/OPS.  Prepares articles for the quarterly unit newsletter, school newspaper, and local paper, as approved by the instructors.  Maintains and keeps the NJROTC web page up-to-date via the school's IT manager.  Attends unit events as the official unit photographer.  Maintains the unit scrapbook.  


Training Officer.  Maintains, schedules, administers, and scores advancement exams.  Provides results of completed exams to the instructors.  


Ordnance Officer.  Maintains and repairs all drill rifles, air rifles, and swords.  Takes inventory of all drill rifles, air rifles, and swords, and reconciles on-hand and issued items.  Advises instructors of repair part or maintenance supply needs.  


Watchbill Coordinator.  Assigns and maintains the unit's watchbill.  Publishes a new watchbill 4 weeks in advance.  Ensures watch standers are trained in their duties.  Along with the Chief Master-At-Arms, ensures watch standers complete their assigned duties in a proper manner. 
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TRAINING TIME OUT

The Senior Naval Science Instructor (SNSI) and Naval Science Instructor (NSI) are totally accountable for the safe conduct of NJROTC training in the unit.  This accountability cannot be transferred to school administrators, chaperons, or other personnel instructing cadets.

During the conduct of any arduous or potentially high risk training (Definition:  That training that involves exposure to potentially harmful conditions of an environmental or physical nature such as temperature extremes, physical exertion, or exposure to hazardous evolutions as in small arms or pellet gun firing), the SNSI/NSI shall be on site and shall cease the training evolution immediately if any student or instructor experiences apprehension concerning personnel safety, or if there is an indication that a need for clarification of procedures exists.

The SNSI/NSI or any cadet may call TRAINING TIME OUT by calling out in a loud, clear voice,  “TRAINING TIME OUT” and by waving both arms over the head.  If initiated by a cadet, the SNSI/NSI shall repeat, “TRAINING TIME OUT” and wave both arms over the head.  Upon this signal, the training evolution shall cease immediately.  The SNSI/NSI shall evaluate the situation to determine if training may continue with additional explanation or instructions or if the training evolution should be cancelled.

In those situations wherein a cadet refuses to participate in training after instructions have been provided, or when excessive use of TTO occurs, the cadet shall be excused from that training evolution.

* * * * * * * * * * * * * * * * * * * * * * * * * * *

Each cadet and his or her parent or guardian is required to read the above and sign a sheet of paper acknowledging that they have done so and understand the purpose and intent of Training Time Out (TTO).  Immediately prior to participating in the quarterly physical fitness text, each cadet will re-read the TTO statement and again sign a sheet of paper, certifying their acknowledgement of it.
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ORDERS TO THE SENTRY

(CADET FIELD MANUAL)

As a NJROTC cadet, you will be required to stand fire and security watches on occasion:  perhaps on the unit quarterdeck; perhaps at mini-boot camp; perhaps at leadership academy; perhaps on a unit camping trip.  Whatever the circumstances, it is imperative that all watchstanders be fully aware of and follow the Orders to the Sentry if they are to stand their watch effectively.  Your very safety – and that of your fellow cadets – could very well depend on how efficiently you stand your watch. 

You will be required to learn the eleven Orders to the Sentry and be able to recite them – word-for-word – when required.  You can be asked an Order or Chain-of-Command general knowledge question during the weekly personnel inspection.  Not knowing the correct response will result in points being deducted from your total inspection score, thus impacting on your Military Appearance grade for the week.  Thus, it behooves you to memorize the eleven Orders to the Sentry as quickly as possible and to practice them often.  The Orders to the Sentry are contained in your Cadet Field Manual (Appendix 2, Chapter 12, Page 1), but are repeated below for your edification.

1. Take charge of this post and all government property in view


2
Walk my post in a military manner, keeping always on the alert, and observing everything that takes place within sight or hearing.

3.
Report all violations of orders I am instructed to enforce.


4.
Repeat all calls from post more distant from the quarterdeck than my own.


5.
Quit my post only when properly relieved.

6.
Receive, obey, and pass on to the sentry who relieves me all orders from the 
Commanding Officer, Command Duty Officer, Officer of the Day, Officer of the Deck,


and officers and petty officers of the watch only.


7.
Talk to no one except in the line of duty.


8.
Give the alarm in case of fire or disorder.


9.
Call the Officer of the Deck in any case not covered by instructions.


10.
Salute all officers and all colors and standards not cased.


11.
Be especially watchful at night, and during the time for challenging, challenge all



persons on or near my post, and to allow no one to pass without proper authority.

26
WORD OF THE DAY 

Each school day the Word of the Day is prominently posted in the front of the classroom.  All cadets are expected to read the Word of the Day when they enter they classroom.  If they do not know the definition, they will need to look it up in their Word of the Day Vocabulary List and learn it so they can recite it if called upon to do so.  Inability to recite the definition of the Word of the Day when called upon to do so will result in a cadet being assigned to do push-ups by his or her instructor.

The Word of the Day Glossary, with definitions, is set forth below.

WORD OF THE DAY GLOSSARY

ABAFT – Farther aft, as “Abaft the beam.”

ABEAM – On a relative bearing of 090 degrees (abeam to starboard) or 270 degrees (abeam to port).

ABOARD – In or on a Naval Ship or Naval Station.

ABREAST - Same as abeam.
ACCOMMODATION LADDER – A ladder suspended over and inclining down the side of a ship to facilitate boarding the ship from boats.

ADRIFT – Loose from moorings and out of control.  Applied to anything that is lost, out of hand, or left lying about.

AFT – Toward a ship’s stern.

AFTER - That which is farthest aft.
AFTERNOON WATCH - The 1200 to 1600 watch.
AGROUND - That part of a ship resting on the bottom.  (A ship "runs aground" or "goes aground")
AHOY – A distinct nautical hail or demand for attention.

ALIVE – Lively, energetic.

ALL HANDS – The entire ship’s company.

AMIDSHIPS – An indefinite area midway between the bow and the stern or between port and starboard sides.
ANCHOR – Any device used to make a floating body fast to the bottom.
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ASHORE - On the beach or shore.
ASTERN – Directly behind a ship.

ATHWART – Across; at right angles to.

AYE AYE – Reply to a command or order meaning, “I understand and will obey.”

BALLAST – Heavy material that is placed in the hold of a ship to enhance stability.
BARNACLES – Small shellfish that are found attached to bottoms of vessels, pilings and other submerged structures.

BATTEN DOWN – Closing of any watertight fixture.

BEAM – (1) The extreme breadth of a vessel; (2) A traverse frame supporting a deck.

BEAR A HAND – Provide assistance.

BEARING – (1) The direction of an object from an observer, measured in degrees clockwise from a reference point.  (2) The nammer in which one carries or conducts oneself (military bearing).
BELAY – Order to disregard a previous order or to stop an action, as “Belay my last”.

BELOW – Downward, beneath, or beyond, something, as to lay below; below the flight deck.

BERTH – (1) Bunk.  (2) Duty Assignment.  (3) Mooring space assigned to a ship.

BIGHT – The middle part of a line, or a loop in a line.

BILGE – The lowest inner part of a ships hull.

BILLET – Place or duty to which one is assigned.

BINNACLE – The stand used to house the magnetic compass.

BINNACLE LIST – List of persons excused from duty because of illness.

BITTER END – The free end of a line.

BOW – The forward end of a ship or boat.

BREAK OFF – When walking away with a line or running a line in, to let go, return to the point from which the line is being hauled, take a new hold, and walk away again.

BREAK OUT – To bring out supplies or equipment from a storage space.
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BRIDGE – Area in the superstructure from which a ship is operated.
BRACE- (1) To prepare of position for impact or danger.  (2) To confront with questions or requests.

BRIG – Naval term for jail.

BROADSIDE – (1) The act of firing all main battery guns to one side at once.  (2) Broadside-to is to have the side toward something, as “The ship hit the pier broadside.”

BROW – Navy term for gangplank.  Used to cross from one ship to another and from a ship to a pier.

BULKHEAD – A vertical partition in a ship; never called a wall.

BUOY – An anchored float used as an aid to navigation or to mark the location of an object.

CAMEL - Floating buffer between a ship and the pier.

CARRY ON – The order to resume one’s duties.

CENTERLINE – An imaginary line running full length down the middle of the ship.

CHAIN LOCKER – Space where anchor chain is stowed.

CHAIN OF COMMAND – Succession of authority from the President down

CHARLIE NOBLE – Sailor’s nautical term for the galley smokepipe.

CHECK – To investigate or examine something.

CHIT – A document used to request a certain action, (i.e. Special Request, Special Liberty, Advancement, etc…).  Derived from the Hindu word chitti

CHOW – Food.

CLAMP DOWN – To sprinkle the deck with water and swab it down.

COLORS – (1) The national flag (national ensign); (2) The ceremony of raising and lowering the ensign.

COMPANIONWAY – Deck opening giving access to a ladder (includes the ladder).

COMPARTMENT – Interior space (room) of a ship.

CONN – Station, usually on the bridge, from which a ship is controlled.
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COURSE – A ship’s desired direction of travel, not to be confused with heading.

CROWS NEST – Lookout station aloft.

DEAD AHEAD – Directly ahead; a relative bearing 000 degrees.  Dead astern is 180 degrees relative.

DEAD RECKONING – A reckoning kept so as to give the theoretical position of a ship without the aid of objects on hand, of sights, etc.

DECK – Horizontal planking or plating that divides a ship into layers.

DEEP SIX – To throw something overboard.

DIVISION – (1) A main subdivision of a ship’s crew; (2) An organization composed of two or more ships of the same type.

DOG – (1) A lever, or bolt and thumbscrews used for securing a watertight door.  (2) The act of dividing a four-hour watch into two-hour watches or the weekend.

DOG DOWN – To set the dogs on a watertight door.

DOLPHIN – A cluster of piles at the end of a pier.

DRAFT – The vertical distance from the keel to the waterline.

DRIFT – The speed at which a ship is pushed off course by wind and current.

DRYDOCK – A dock from which the water may be removed for the purpose of inspecting or working on a ship’s bottom.

EASE – To relax.

ENSIGN – (1) The national flag.  (2) the lowest grade of commissioned officer.

FANTAIL – The after end of the main deck.

FATHOM – Unit of depth equal to six feet.

FIELD DAY – A day devoted to general cleaning, usually in preparation for an inspection.

FIRST CALL – (1) A routine call sounded as a warning signal for roll call formations and many other ceremonies.  (2)  It also is sounded five minutes before morning and evening colors.

FLAG OFFICER – An officer of the rank of Rear Admiral or higher.
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FLEET – An organization of ships, aircraft, marine forces, and shore-based fleet activities, all under one commander, for the purpose of conducting major operations.

FORE – Forward.

FORE AND AFT – The entire length of a ship, as in “Give a clean sweep down fore and aft.”

FORECASTLE – Forward section of the main deck (pronounced fok-sul).

FOREMAST – First mast aft from the bow.

FORWARD – Toward a ship’s bow.

FRAME – The athwartship strength member of a ship’s hull.

GALLEY – Space where food is prepared.  Never called a kitchen.

GANGWAY – (1) Opening in a ship’s rail allowing entrance. (2) Given as an order, it means “Clear the way.”

GENERAL QUARTERS – The condition of full readiness for battle.

GUNWALE – The upper edge of the sides of a ship (pronounced gunnel)

HANDSOMELY – Slowly and carefully.

HATCH – A square or rectangular access in a deck or bulkhead.

HAUL – To pull in or heave on a line by hand.

HAWSEPIPE – Opening through which the anchor cable runs from the deck out through the side.

HEAD – Compartment containing toilet facilities.  (This is not called a bathroom or restroom in NJROTC).

HEADING – The direction toward which the ship is pointing at any given instant.

HEAVE AROUND – The act of hauling in a line, usually by means of a capstan or winch.  General term for “Get to work.”

HELM – Mechanical device used to turn the rudder.

HOLDING BULKHEAD – The innermost of a series of bulkheads that form the tanks and voids of the torpedo protection system.

HOLIDAY – Space on a painted surface, which the painter neglected to cover.
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HULL – The shell, or plating, of a ship from keel to gunwale.

INBOARD – Toward the centerline.

IRISH PENNANT – A loose end of line carelessly left dangling.  Tread protruding from the uniform.

ISLAND – Superstructure on starboard side of the flight deck of an aircraft carrier.

JACK – Starred blue flag (representing the union of the ensign) flown at the jackstay of a commissioned ship not underway.

JACOB’S LADDER – A portable rope or wire ladder.

JURY RIG – Any makeshift device or apparatus.

KEEL – The lowermost longitudinal strength member from which the frames and plating rise.

KNOCK OFF – To stop working.

KNOT – (1) A unit of speed equal to one nautical mile (6,080 feet) per hour.  (2) A collective term for hitches and bends.

LADDER – A shipboard flight of steps.

LEE – An area sheltered from the wind; downwind.

LEEWARD – Direction toward which the wind is blowing (Pronounced loo-ard).

LIBERTY – Permission to be absent from a ship or station for a short period of time, not to exceed 72 hours.  (Must be requested using a chit).

LIFELINE – (1)  In general, the lines erected around the edges of weather decks.  Specifically, the topmost line.  (2)  A safety line bent to a person going over the side or aloft.

LINE – Term applied to any rope that is not wire rope.

LOOK ALIVE – Admonishment meaning “be alert” or “move faster.”

LUCKY BAG – Locker under the charge of the master-at-arms and used to stow gear found adrift and deserter’s effects.

MAGAZINE – Compartment used for the stowage of ammunition.

MAIN DECK – The uppermost complete deck.
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MAN – To assume a station, as to man a gun or your battlestation during General Quarters.

MEET HER – Slow the swing of a ship by putting on opposite rudder.

MESS - Meal; place where meals are eaten; a group that takes meals together, as in "officers/chiefs mess".
MESSENGER – (1) A line used to haul another, heavier line across an intervening space.  

(2) One who delivers messages.

MIND YOUR RUDDER – An order to the helmsman to steer the proper course.

MOOR – (1)  To anchor, using two anchors.  (2)   To make fast to a pier or another ship.

MUSTER – The act of assembling for a roll call.

NEST – Two or more ships moored alongside each other.

NUN BUOY – A navigational buoy, conical in shape that marks the starboard side of a channel from seaward.  Painted red and even-numbered.

OOD – Officer of the Deck.

OUTBOARD – Away from the centerline.

OVERBOARD – Over the side.

OVERHAUL – To repair or recondition.  

OVERHEAD – The underside of a deck forms the overhead of the compartment next below.  Never called a ceiling.

PAINTER – Line used to make a boat fast by its bow.  When used underway, the painter causes the boat to breast out from the side of the ship.

PARCEL – The act of wrapping a line with narrow canvas strips to provide waterproofing or to build up a symmetrical shape for further covering.

PARTY – A group having a common temporary assignment or purpose.  (i.e. working party, linehandling party, liberty party, etc…).

PASSAGEWAY – A corridor used for interior horizontal movement aboard ship.

PASS THE WORD – To repeat an order or information.

PAY OUT – To feed out, or lengthen a line.
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PELORUS – Device for taking bearings.

PIER – Structure extending from land out into the water to provide a mooring for vessels.

PIGSTICK – Small staff from which the commission pennant is flown.

PILOTHOUSE – Enclosure on the bridge housing the main steering controls.

PITCH – Vertical rise and fall of a ship’s bow caused by head or following seas.

POINT – 1 of 32 equal points on a mariners compass.

POLLYWOG – A person who has never crossed the equator.

PORT – To the left of the centerline, when facing forward.

PROW – That part of the stem, which is above the surface.

QUARTER – Area between dead astern and either beam.

QUARTERDECK – Deck area designated by the commanding officer as the place to carry out official function.  (The watchstation for the OOD in port).

QUARTERS – (1) Stations for shipboard evolutions, as general quarters, fire quarters, quarters for muster.  (2) Living spaces.

QUAY – A solid structure along a bank used for loading and offloading vessels (Pronounced key).

RANGE – (1) The distance of an object from an observer.  (2)  A water area designated for a particular purpose, as a gunnery range.

RAT GUARD – A hinged metal disk that can be secured to a mooring line to prevent rats from using the line to gain access to the ship.

RELIEF – Person assigned to assume the duties of another.

RELIEVE – To take the place of another.  (i.e. during a watch or work).

ROPE – General term applied to both fiber and wire rope.  (Fiber rope usually is referred to as line; wire rope is called rope, wire rope, or just wire).

RUDDER – Device attached to a ship’s stern that controls the ship’s direction of travel.

RUNNING LIGHTS – Navigational lights required to be shown at night by a vessel underway.

SCUPPER – The waterway along the gunwales.
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SCUTTLE – Round, watertight opening in a hatch.

SCUTTLEBUTT – Originally a ship’s water barrel (called a butt) in which the crew drew their drinking water; now applied to any drinking fountain.  Note:  In the old days the scuttlebutt was a place for personnel to exchange views and news when they gathered to draw their water; hence the term “scuttlebutt” is applied to any rumor.

SEAMANSHIP – (1) The art or skill of handling a vessel.  (2) Skill in the use of deck equipment, boat handling, and the care and use of line and wire.

SEAWORTHY – A vessel capable of withstanding normal heavy weather.

SECOND DECK – First complete deck below the main deck.

SECURE – (1) To make fast, as to secure a line to a cleat.  (2) To cease, as to secure from a fire drill or work.

SHAKE A LEG – An admonishment to move faster.

SHAKE DOWN – The training of a new crew for developing efficiency in operating a ship.

SHELLBACK – A person who has crossed the equator.

SHIFT COLORS – To change the arrangement of the colors upon getting underway or coming to moorings.

SHIPSHAPE – Neat, clean, taut, in fine shape.

SHORE – (1) The land in general, but usually refers to that part adjacent to the water.  (2) A timber used in damage control to brace bulkheads and decks.

SICKBAY – Shipboard space used as a hospital.

SIDE BOY – One of a group of seamen who form two ranks at the gangway as part of the ceremonies conducted for visiting officials.

SKYLARK – To engage in irresponsible horseplay.

SLIP – (1)  (2) A narrow space between two piers, or the space between two rows of piles, which guide a ferryboat into its berth.

SMART – Snappy, seamanlike, shipshape.

SNAKING – Netting, stretched between the gunwales and footrope to prevent objects from going over the side.
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SOPA – Abbreviation for Senior Officer Present Afloat (or Senior Officer Present Ashore).

SOUND – (1) To determine the depth of water.  (2) A body of water between the mainland and a large coastal island.

SPAR- A long cylindrical member of wood or metal, tapered at the ends.  (Usually attached to a mast for use as a boom or for attaching equipment such as signal halyards)

SPAR BUOY – A buoy shaped like a spar.  {Usually indicates special areas, such as a quarantine anchorage (yellow) or normal anchorage (white), but may be used to indicate a channel (painted red or green, as appropriate)}.

SPECIAL SEA DETAIL – Personnel aboard ship assigned special duties connected with leaving and entering port.

SPEED – A rate or the measure of a rate of motion.

SPLICE – The act of making an eye, or of joining lines or wires together, by intertwining strands.

SPRING – A mooring line that leads forward (or aft) at an angle from ship to pier.  (Its purpose is to check the fore and aft movement of the ship).

SQUARE AWAY – Put in proper order; make things shipshape.

STACK – Shipboard chimney.

STANCHIONS – Vertical posts used for supporting decks.

STAND BY – To “prepare for” or “make ready to.”

STANDING LIGHTS – Red night lights throughout the interior of a ship.

STARBOARD – Direction to the right of the centerline as one faces forward.

STATION – (1) An individual’s place of duty.  (Order to assume stations, as “Station the special sea and anchor detail”).

STEADY – Order to the helmsman to steady the ship on the course it is heading at the time the order is given.  (steady so)(steady as you go)(steady as she goes).

STEADY STRAIN – Consistent even effort.
STEM – The forward vertical extension of the keel.

STERN – The aftermost part of a vessel.
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STERN LIGHT – White navigation light that can be seen only from astern to 6 points on either quarter.  (total of 12 points, or 135 degrees).

SUPERSTRUCTURE – The ship’s structure above the main deck.

SWAB – Same as a rope or yarn mop, but never called a mop.

TAUT – Under tension.  (A ship noted for its high state of discipline and efficiency is known as a taut ship).

TOPSIDE – General term referring to weather decks.

TURN IN – (1) Retire to bed.  (2) Return articles to the issue room.

TURN TO – Start working.

UPPER DECK – The first deck above the main deck.

VOID – An empty tank or space.

WAIST – The amidships section of the main deck.

WAKE – Trail left by a vessel, or other object, moving through the water.

WARDROOM - Officers’ messing compartment.

WATCH – One of the periods (usually 4 hours) into which a day is divided:

     Midwatch 

 (0000-0400)

     Morning watch
 (0400-0800)

     Forenoon watch
 (0800-1200)

     Afternoon watch
 (1200-1600)

     Dogwatch – Either  (1600-1800 or 1800-2000)

     Eve watch

 (2000-2400)

WATERTIGHT INTEGRITY – The degree or quality of watertightness.

WAY – Horizontal motion of a floating body.  

WEATHER DECK – Any deck exposed to the elements.

WEIGH – To lift the anchor from the ground.

WET DECK – Barriers with gates are constructed to prevent ships from being stranded in harbors at low tide.
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WHARF – Similar to a quay, but constructed in the fashion of a pier.

WHIPPING – Binding on the end of a line or wire to prevent unraveling.

WILDCAT – That portion of a windlass that engages the links of the anchor chain so the anchor can be heaved in.

WINDWARD – Toward the direction from which the wind is blowing.

YARD – Spar set athwartships across the upper part of a mast.

YAW – The act of a vessel in having its heading thrown wide of its course as the result of a force from astern, such as a heavy following sea.
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INSPECTION CHECK-OFF LIST (MALE)

COVER




- Clean

VISOR**




- Clean

ANCHOR




- Straight

ENLISTED CHIN STRAP**
- Grommet worn to the wearer’s left

HAIR
· Cut to Navy standards

· No faddish or exaggerated hairstyles authorized

· Off the ears

· Neatly tapered in back (no block cuts)

· Bulk – not over two (2) inches in length

FACIAL HAIR



- Shall be clean-shaven 







- Mustaches must be neat and closely trimmed
SHIRT






· As prescribed in the CFM
· Clean, pressed

· All buttons buttoned as prescribed

· No protruding treads (IP's)

TIE:

· Worn when required, properly tied as per the CFM
· Shall be within one (1) inch of, but not cover, the belt buckle

TROUSERS

· As prescribed in the CFM
· Clean, pressed

· All buttons buttoned

· Correct length

· No protruding treads (IP's)

COAT**




- Will be buttoned at all times when worn.  Relax fit jacket 







    will be zipped ¾ of the way up.

BELT





- Worn correctly (Tip to left; metal to metal)
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BUCKLE




- Polished, plain

SHOES

· Laced properly  (inside out; right over left both shoes; no bridge)
· Welts clean
· Shoes well polished
T-SHIRT (CREW NECK)
· White only; undecorated

· Mandatory with white or khaki shirt and with winter working blue uniform;

optional with winter blue uniform

SOCKS




- Black only

GIG LINE




- Belt buckle aligned with trouser and shirt seams

RELAXED FIT JACKET


- Shall be worn zipped up even with third button on shirt

RANK DEVICES, NJROTC INSIGNIA, NJROTC SHOULDER PATCH, RIBBONS, 

NAME TAG:




- Will be worn and properly placed IAW Cadet Field







   Manual

**IF ISSUED SERVICE DRESS BLUE COAT AND COMBINATION HAT

   (Cadet Officers; Cadet Chief Petty Officers; Color Guard Members only)
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INSPECTION CHECK-OFF LIST (FEMALE)

COVER




- Clean

ANCHOR




- Straight

ENLISTED CHIN STRAP**
- Grommet worn to the wearer’s left

HAIR
· May not fall below lower edge of the collar

· A maximum of two (2) barrettes, similar to hair color, may be used to hold hair in place

COSMETICS



- Will be applied in good taste so colors blend with natural







   skin tone and enhance natural features

SHIRT






· As prescribed

· Clean, pressed

· All buttons buttoned as prescribed

· No protruding treads (IP's)

TIE:





- Worn  when required, parallel to and slightly       





   above the top of the shirt collar closure, hiding the shirt

SKIRT

· Blue, belted
· Worn when ALPHA uniform is prescribed
· Clean, pressed
· Zipper on the left side
· Shall be hemmed so the length is at the crease behind the knee
· No protruding treads (IP's)
SLACKS

· Blue, belted

· Worn when BRAVO uniform is prescribed

· Clean, pressed

· Zipper on the left side

· Waistband pocket in upper right front

· Should cover top of shoes by approximately one (1) inch at the heel

· No protruding treads (IP's)
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COAT**  




- Will be buttoned at all times when worn.  Relax fit jacket







   will be zipped ¾ of the way up.

BELT




 

· Worn with skirt or slacks requiring a belt

· Worn correctly (Tip to right; metal to metal)

BUCKLE




- Polished, plain
SHOES




- Service prescribed; dress optional

SERVICE SHOES

· Black
· Laced leather oxfords
· Laced properly  (inside out; right over left both shoes; no bridge)
· Welts clean
· Shoes well polished
DRESS SHOES

· Plain black dress pumps made of smooth leather, calf or synthetic, closed heels and toes
HOSIERY

· Will be worn

· Flesh tone in color

· May be panty/hose combination

BRASSIERE

· Will be worn

· White or flesh color when worn with white shirt; otherwise, color is optional

T-SHIRT (CREW NECK)

· White only; undecorated

· Mandatory with white or khaki shirt and with winter working blue uniform;

optional with winter blue uniform

SLIP

· Optional with lined skirts

· May be full or half slip

SOCKS




- Black only (worn with slacks if service shoes are worn)

GIG LINE




- Belt buckle aligned with trouser and shirt seams
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RELAXED FIT JACKET


- Shall be worn zipped up even with third button on shirt

RANK DEVICES, NJROTC INSIGNIA, NJROTC SHOULDER PATCH, RIBBONS, 

NAME TAG:




- Will be worn and properly placed ICW Cadet Field







   Manual

**IF ISSUED SERVICE DRESS BLUE COAT AND COMBINATION HAT

   (Cadet Officers; Cadet Chief Petty Officers; Color Guard Members only)

ADDENDUM TO FEMALE INSPECTION CHECK-OFF LIST

1.
Female cadets shall be well groomed at all times and meet the following minimum standards:


a.
HAIR

· Clean, neatly shaped and arranged in an attractive feminine and

professional style

· A maximum of two braids, neatly and inconspicuously fastened,

pinned or secured to the head

· Plain pins, combs, barrettes, or plastic holders similar in color to your

hair

· When in uniform, hair on the back of the head may touch, but not

fall below the lower edge of the collar

· Hair must not show under the front of the brim of the combination

hat or garrison cap

· Faddish and exaggerated hairstyles, including bangs, are not permitted


b.
JEWELRY

· Only one earring per ear; small gold or silver ball (post or screw on)

earrings only

· Only one watch and/or bracelet

· Only one ring per hand, no exaggerated styles

· Ankle bracelets are not authorized


c.
COSMETICS

· Shall be applied in good taste so that colors blend with natural skin tone and enhance natural features
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d.
HOSIERY

· Shall be worn with the skirt

· Shall be made of nylon, individual’s flesh tone color, undecorated and

seamless

· May be panty/hose combination

· Undecorated plain black knit or ribbed socks may be worn with slacks


e.
SHOES WITH SKIRTS

· Shoes shall be Navy-style black service shoes

· Black pumps made of smooth leather, calf or synthetic leather, with

closed heels and toes, are authorized as a optional item and will be

issued if available; otherwise, they may be purchased at one’s own

expense.  If purchased, heels shall be no higher than 2 5/8” nor less

than 5/8” measured from the forward edge, and no wider than 1 3/4” 

at the base.  Sole shall be no thicker than 1/4”.  Wedge heels are not

authorized


f.
SKIRTS

· Shall be hemmed so the length is neither above nor below the natural

crease at the back of the leg behind the knee


g.
HANDBAGS

· If carried, shall be plain black, leather or synthetic, envelope style

· Carried over the left shoulder or forearm


h.
FINGERNAILS

· Shall extend no longer than 1/4” beyond the tip of the finger

· If nail polish is used, shall be light pink or neutral in color
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CADET ADVANCEMENT PROGRAM

As the old saying goes, “RHIP” – Rank has its privileges.  Everyone, military and civilian alike, likes to be promoted, as a promotion usually results in increased pay, prestige, and privileges.  You can use any number of adjectives to describe people who are successful in life:  They are hardworking individuals, who are dependable, reliable, loyal, trustworthy, etc.   No employer, civilian or military, will award mediocrity or poor performance.  If you want to advance, you must diligently work for it.  The same is true in this NJROTC unit.  Individuals who are successful in this unit don’t sit back and wait for promotions to come to them; they actively go out and do what is necessary to get themselves promoted.  Below are the Advancement Practical Factors which must be completed before a cadet will be advanced to the next higher rate.  Note that some of these items have an asterisk.  This means that, although you may have attained the minimum number of points to be advanced, you will not be advanced until the requirements so indicated have been completed.

RATE







DATE

INITIAL


C/SA


- Completed a minimum of (2) months (Oct) in the unit*






- Earned the Participation Ribbon









- Earned the Community Service ribbon








- Marched in at least one parade









- Generated a minimum of $25 during a unit fund raiser






- Passed the SA practical exam* 









- Passed the SA military time exam*









- Passed the SA drill without arms exam*








- Wore the uniform on all required occasions*







- Have at least an 85 percent grade in Mil. Appearance*






- Have a minimum grade of “3” in Naval Science*







C/SN


- Completed the minimum requirements for C/SA*







- Completed a minimum of (3) months (Nov) in the unit*






- Earned the Unit Service ribbon









- Passed the SN squad drill/manual of arms exam*







- Passed the SN NJROTC ranks/rates exam*








- Passed the SN unit organization exam*








- Passed the SN practical exam*









- Wore the uniform on all required occasions*







- Have at least an 85 percent grade in Mil. Appearance*






- Attended Company Formation on all required occasions






- Carried out all watch and/or detail duties as assigned






- Have a minimum grade of “3” in Naval Science*
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C/PO3
- Completed the minimum requirements for C/SN*







- Completed a minimum of (5) months (Jan) in the unit*






- Passed the PO3 flag etiquette exam*








- Passed the PO3 military/unit chain of command exam*






- Passed the PO3 practical exam*









- Passed the PO3 general knowledge exam*








- Wore the uniform on all required occasions*







- Have at least a 90 percent grade in Mil. Appearance*






- Attended Company Formation on all required occasions






- Carried out all watch and/or detail duties as assigned






- Have a minimum grade of “2” in Naval Science






C/PO2 

- Completed the minimum requirements for C/PO3*







- Completed a minimum of (2) months as a C/PO3*







- Passed the PO2 uniform regulations exam*








- Passed the PO2 military chain of command exam*







- Passed the PO2 practical exam*









- Wore the uniform on all required occasions*







- Have at least a 90 percent grade in Mil. Appearance*






- Attended Company Formation on all required occasions






- Carried out all watch and/or detail duties as assigned






- Have a minimum grade of “2” in Naval Science*







C/PO1 
- Completed the minimum requirements for C/PO2*







- Completed a minimum of two (2) months as a C/PO2*






- Conducted a platoon inspection in several phases:*


- Acted as Squad Leader*










- Acted as Platoon Mustering Petty Officer*








- Acted as Platoon Commander*









- Acted as Inspecting Officer*








- Passed the PO1 military inspection exam*








- Wore the uniform on all required occasions*







- Have at least a 90 percent grade in Mil. Appearance*






- Attended Company Formation on all required occasions






- Carried out all watch and/or detail duties as assigned






- Have a minimum grade of “2” in Naval Science*







- Have demonstrated leadership potential*








- Subjective call by SNSI/NSI

- Have no history of disciplinary problems in the past 




  six (6) months  (SNSI/NSI certify)
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C/CPO  

- Completed the minimum requirements for C/PO1*







- Completed a minimum of (3) months as a C/PO1*







- Passed the CPO manual of the sword exam*







- Be an active member of a unit special team 

  (or have an outstanding participation record)*

  
- Subjective call by the SNSI/NSI








- Wore the uniform on all required occasions*







- Have at least a 90 percent grade in Mil. Appearance*






- Attended Company Formation on all required occasions






- Carried out all watch and/or detail duties as assigned






- Have a minimum grade of “1” in Naval Science*







- Passing all other subjects (verified by teachers)*







- Have no history of disciplinary problems in the past


  six (6) months (SNSI/NSI certify)









CADET OFFICER  
- Completed the minimum requirements for C/CPO*






- Completed a minimum of (1) semester as a C/CPO*






- Completed the Naval Science 2 course*







(Subjective call by the SNSI/NSI)


- Wore the uniform on all required occasions*







- Have at least a 90 percent grade in Mil. Appearance*






- Attended Company Formation on all required occasions






- Carried out all watch and/or detail duties as assigned






- Have a minimum grade of “1” in Naval Science*







- Passing all other subjects with a minimum grade of 2

 (verified by teachers)*










- Have no history of disciplinary problems in the past

  nine (9) months (SNSI/NSI certify)









*Indicates the item must be completed before the cadet can be advanced
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CADETS AUTHORIZED TO SIGN ADVANCEMENT PRACTICAL FACTOR SHEETS











CADETS

OBJECTIVE
TYPE
TITLE



AUTHORIZED

C/SA
Practical Exam
Drill W/O Arms


UADT/ADT  Cdrs

C/SA
Advancement Exam
Military Time (24-Hr Clock)
Training Officer
C/SA
Advancement Exam
Individual Stationary

Training Officer

Movements

C/SN
Advancement Exam
NJROTC Rates/Ranks

Training Officer
C/SN
Advancement Exam
Squad Drill/Manual of Arms
Training Officer
C/SN
Practical Exam
Squad Drill/Manual of Arms
Any LA Graduate
C/SN
Advancement Exam
Unit Organization


Training Officer
C/PO3
Practical Exam
Lead an Armed Platoon in
Any LA Graduate


Stationary Drill

C/PO3
Advancement Exam
Respect for the Flag

Training Officer
C/PO3
Advancement Exam
Knowledge of Eleven General
Training Officer


Orders

C/PO2
Advancement Exam
Uniform Regulations

Training Officer
C/PO2
Advancement Exam
Military Chain of Command
Training Officer
C/PO2
Practical Exam
Lead a Squad/Platoon in 

Any LA Graduate


Military Close Order Drill

C/PO1
Advancement Exam
Personnel Inspections

Training Officer
C/PO1
Practical Exam
Platoon Inspection







Squad Leader

Any LA Graduate



Muster Petty Officer
Any LA Graduate



Platoon Commander
Any LA Graduate



Inspection Officer

Any LA Graduate
C/CPO
Practical Exam
Manual of the Sword






Nomenclature

Any LA Graduate



Movements

Any LA Graduate
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SECRET TO BEING A STRAIGHT “A” STUDENT

1.
Set priorities – Top students tolerate no intrusions on study time.  Once the books are 

       
open or the computer is booted up, phone calls go unanswered, TV shows unwatched, 


snacks ignored.  Study is work; work comes before play.

2.
Study anywhere – or everywhere

· A cross-country runner, who worked out every day, used the time to memorize

biology terms

· A premed student posted a vocabulary list by the medicine cabinet so he could

learn a new word every day while brushing his teeth


Whenever or wherever you study, there is a need for consistency.  Maintain a slot every 


day for studying.

3.
Get organized – Keep everything right where you can put your hands on it.  Even 


students who don’t have a private study area remain organized.  A backpack or drawer


keeps essential supplies together and cuts down on time-wasting searches.

4.
Learn how to read – The secret to good reading is to be an active reader – continually


ask questions that lead to a full understanding of the author’s message.  Study in chunks. 


Frequently summarize what you've just read.  Make a list of Questions of textual material 


that you don't understand, and ask the teacher at the next class.
5.
Schedule your time – Successful students, when given a long paper, draw up a time-


table, dividing the project into small pieces so it isn’t so overwhelming.

· Even the best students will procrastinate sometimes, but, when that happens, 

they face up to it and burn the midnight oil if necessary to ensure they meet

the deadline.

6.
Take good notes – and use them.  The teacher is going to test you on what he or she


emphasizes.  That’s what you’ll find in your notes.

· The top students also take notes while reading the text assignment.

· More often than not, top students will take a minute or two at the end of the

class period to write a two- or three-sentence summary of the lesson’s

principal points which he or she wants to scan before the next day’s class.

7.
Clean up your act – Neat papers are more likely to get higher grades than sloppy ones.

8.
Speak up – Class participation goes beyond merely asking questions.  It’s a matter of


showing intellectual curiosity.

· Better grades come from better understanding
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9.
Study together – By discussing homework problems together, you can try different


approaches and explain your solutions to one another.

10.
Test yourself – Students who make up possible test questions often find many of the


same questions on the real exam and thus score higher.

11.
Do more than you’re asked – Part of learning is practice.  The more you practice,


the more you learn.

12.
Notes - Review your notes frequently - at least weekly.
A STUDY SYSTEM FOR A READING ASSIGNMENT

1.
Scan or preview section titles and the first sentences of paragraphs before reading the


chapter.

· Find the main topics and subtopics.  These are usually given in capital letters

or italics at the beginning of each section.

2.
Question what you are trying to find out.  This can be helped by reading through the


questions at the end of the chapter.  Also try thinking of questions as you preview the 


section titles and topic sentences in Step 1.

· If you can think of questions while you preview, you will get a good idea of

what you should learn from the assignment.

3.
Read the assignment carefully, and , as you do, think of your questions.

· Look for the main points as you go along; you are looking for answers to your

questions.

4.
Recall and think about what you read after finishing the reading assignment.  This can


be done by going through the questions and the vocabulary list at the end of each chapter.

· You must be able to pick out the main points from the reading assignment and 

state or write the important subpoints under them.

· You must be able to explain the major points in your own words and understand
what you are saying.

5.
Write short answers to the questions at the end of the chapter in your spiral or loose-leaf


notebook.  With a neatly kept notebook like this, you can make a quick review before


class and before tests or quizzes.

· Writing may be considered a part of the recall process, for it requires you to 

remember answers.
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6.
Review your answers to the questions at the end of the chapter.

· Review may take place at any time.

                                                            * * * * * * * * * * 

Keep in mind two things:

1. A study system must be used often in order to work; and

2.
The “normal” or “natural” way of reading without a good study pattern will give you


poor results.
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ARE YOU A LEADER OR A FOLLOWER?


The story goes that many years ago a mother goat adopted a young lion cub, which had been abandoned by its mother on the first day of of its life.  Because the lion cub’s image of life was imprinted with its upbringing as a goat rather than as a lion, it accepted the fact that it was a goat, albeit that certain aspects of its life – physical appearance, deep-throated rumblings rather than meekish bleating, occasional urge to hunt down prey instead of eating grass, etc. – were different from those of its sibling goats.  One day the mother goat took her litter into a meadow, which bordered a forest.  While the herd was grazing, a large male lion stepped out of the forest and announced his presence with a mighty roar befitting that of the king of the beast.  The herd quickly dashed across the meadow into the safety of a thicket.  However, before the young lion cub followed the others into the safety of the thicket, it stood for a brief moment and observed the huge male lion.  Deep within, it had strange feelings of kinship with the lion, but these feelings were quickly suppressed by the feelings that the young lion felt for being a member of the herd; for the safety of group membership; for being a follower rather than a leader.


Many of you have much unrealized potential as leaders, but you are afraid to leave the “safety” of the group.  You are afraid that the other group members will no longer accept you as one of them if you exert your leadership abilities.  Therefore, you are content to suppress your natural urge to be a leader, being satisfied, instead, with merely being a follower.


Don’t be afraid to unleash your feelings and realize your full potential.  If you are an effective leader, the “group” will respect you as such.  Each of you has the potential to become this unit’s Company Commander.  However, to do so, you must start today; tomorrow is too late.  What, you may ask, does it take to be successful in this unit?

· Know the unit’s rules and regulations – and obey them!

· Do your homework completely and on time.

· Study for and do well on all quizzes/exams.

· Make arrangements with the instructors to make up any missing homework or

exams.

7.
Wear your uniform on all required occasions.

8.
Get involved; participate in all unit activities to the maximum extent practicable.

9.
Set goals – and constantly revise them as circumstances warrant.

                                      * * * * * * * * * *

                                         REMEMBER!

              IF YOU BELIEVE, YOU CAN ACHIEVE!!
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PHONETIC ALPHABET & NUMERALS

A – ALPHA

(AL-FAH)

N – NOVEMBER

(NO-VEM-BER)
B – BRAVO

(BRAH-VOH)
O – OSCAR


(OSS-CAH)
C – CHARLIE
(CHAR-LEE)

P – PAPA


(PAH-PAH)
D – DELTA

(DELL-TAH)

Q – QUEBEC

(KEH-BECK)
E – ECHO

(ECK-OH)

R – ROMEO


(ROW-ME-OH)
F – FOXTROT
(FOKS-TROT)
S – SIERRA


(SEE-AIR-RAH)
G – GOLF

(GOLF)

T – TANGO


(TANG –GO)
H – HOTEL

(HOH-TELL)
U – UNIFORM

(YOU-NEE-FORM)
I – INDIA

(IN-DEE-AH)

V – VICTOR


(VIK-TAH)
J – JULIETT

(JEW-LEE-ETT)
W – WHISKEY

(WISS-KEY)
K – KILO

(KEY-LOH)

X – X-RAY


(ECKS-RAY)
L – LIMA

(LEE-MAH)

Y – YANKEE

(YANG-KEE)
M – MIKE

(MIKE)

Z – ZULU


(ZOO-LOO)
ONE





SIX





TWO





SEVEN




THREE




EIGHT




FOUR





NINER





FIVE





ZERO
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THE 24-HOUR CLOCK













1:00 A.M. – 0100
7:00 A.M. – 0700
1:00 P.M. – 1300

7:00 P.M. - 1900

2:00 A.M. – 0200
8:00 A.M. – 0800
2:00 P.M. – 1400

8:00 P.M.  - 2000

3:00 A.M. – 0300
9:00 A.M. – 0900
3:00 P.M. – 1500

9:00 P.M. - 2100

4.00 A.M. – 0400

10:00 A.M. – 1000
4:00 P.M. – 1600

10:00 P.M. - 2200

5:00 A.M. – 0500
11:00 A.M. – 1100
5:00 P.M. – 1700

11:00 P.M. - 2300

6:00 A.M. – 0600
12:00 A.M. – 1200
6:00 P.M. – 1800

12:00 A.M. – 2400/0000

0030 – 1 Bell
0430 – 1 Bell
0830 – 1 Bell
1230 – 1 Bell
1630 – 1 Bell
2030 – 1 Bell

0100 – 2 Bells
0500 – 2 Bells
0900 – 2 Bells
1300 – 2 Bells
1700 – 2 Bells
2100 – 2 Bells

0130 – 3 Bells
0530 – 3 Bells
0930 – 3 Bells
1330 – 3 Bells
1730 – 3 Bells
2130 – 3 Bells

0200 – 4 Bells
0600 – 4 Bells
1000 – 4 Bells
1400 – 4 Bells
1800 – 4 Bells
2200 – 4 Bells

0230 – 5 Bells
0630 – 5 Bells
1030 – 5 Bells
1430 – 5 Bells
1830 – 5 Bells
2230 – 5 Bells

0300 – 6 Bells
0700 – 6 Bells
1100 – 6 Bells
1500 – 6 Bells
1900 – 6 Bells
2300 – 6 Bells

0330 – 7 Bells
0730 – 7 Bells
1130 – 7 Bells
1530 – 7 Bells
1930 – 7 Bells
2330 – 7 Bells

0400 – 8 Bells
0800 – 8 Bells
1200 – 8 Bells
1600 – 8 Bells
2000 – 8 Bells
2400 – 8 Bells
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4th Platoon Commander


(Cadet Ensign)





Administrative Officer


(Cadet Lieutenant Junior Grade)





3rd Platoon Commander


(Cadet Ensign)





Operations Officer


(Cadet Lieutenant Junior Grade)





First Lieutenant


(Cadet Lieutenant Junior Grade)





2nd Platoon Commander


(Cadet Ensign)





1st Platoon Commander


(Cadet Ensign)





Supply Officer


(Cadet Lieutenant Junior Grade)





Company Master Chief


(Cadet Master Chief Petty Officer)





Chief Master-At-Arms


(Cadet Lieutenant Junior Grade)





Executive Officer


(Cadet Lieutenant)





Company Commander


(Cadet Lieutenant Commander)








