
  TRAINING LEADERS of CADETS   

  BASIC COURSE   

  STUDENT PACKET  
 

   
 
  Outcome: Adult leaders prepared to contribute as Cadet Programs Officers on a squadron staff  

 
Format: 7.25 hours of discussion-based learning in-residence, with three short web modules  
 
Target Audience:  
• New adult volunteers  
• Adult volunteers serving in positions below squadron deputy commander  
• Veteran CP officers seeking refresher training  
 
Graduation Requirement: Adult volunteers who participate actively in at least 80% of the course, in the 
judgment of the course director, and complete all online modules, receive graduation credit 
 
Unit Compliance: Cadet and composite squadrons are required to have at least 2 TLC graduates on their rosters. 
The TLC Basic Course fulfills that requirement.  
 
 
 
 

Block 1  Introduction to the CAP Cadet Program 
 
1.1  Elements, Traits & Outcomes  
Key Question: What does the Cadet Program aim to 
accomplish and why?  
 
1.2  Cadet Advancement    WEB MODULE 

 
1.3  Review: Cadet Advancement  
Key Question: How do cadets advance through their 
program?  
 
 

Block 2  Cadet Program Leaders 
 
2.1  Cadet Programs Officers  
Key Question: How does the adult staff work together to 
serve cadets?  
 
2.2 Service Learning  
Key Question: How do cadet program officers establish, 
supervise, and guide a cadet staff?  
 
2.3 Progressive Discipline     WEB MODULE 
Key Question: Can discipline be a learning experience? 
What are some examples of progressive discipline? 

 
 
 

Block 3  Squadron-Level Cadet Program 
 
3.1 Cadet Great Start     WEB MODULE 
Key Question:  How and why does CAP use Cadet Great 
Start for cadet orientations?  
 
3.2 Squadron Meetings  
Key Question: What are the hallmarks of great squadron 
meetings, and why are meetings so important?  
 
3.3 Cadet Activities I  
Key Question: What are some fun opportunities available 
beyond the squadron meeting, and what are the key rules 
and procedures governing them?  
 
3.4 Compliance & Quality 
Key Question: How can you use the QCUA to guide your 
squadron through a successful year?  
 
3.5 Continuing Education  
Key Question: When TLC is over, what are your next steps 
for improving your skills and knowledge as a cadet programs 
officer?  
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 2.1 Cadet Programs Officers   

 
2.1 Cadet Programs Officers 

 
 
 
KEY QUESTION:     
How do adult Cadet Programs Officers  
work together in the squadron to support cadets? 
 
 
1. Define the term ‘‘Cadet Programs Officer’’ 
 
 
 
 
 
 
 
 

Aerospace Education Officer 

Time Commitment:  Prior Experience: 

Key Duties  Key Publications: 

   

   

   

Fun or Surprising Note  

Leadership Education Officer 

Time Commitment:  Prior Experience: 

Key Duties  Key Publications: 

   

   

   

Fun or Surprising Note  



Cyber Education Officer 

Time Commitment:  Prior Experience: 

Key Duties  Key Publications: 

   

   

   

Fun or Surprising Note  

 

Fitness Education Officer 

Time Commitment:  Prior Experience: 

Key Duties  Key Publications: 

   

   

   

Fun or Surprising Note  

 

Character Development Instructor 

Time Commitment:  Prior Experience: 

Key Duties  Key Publications: 

   

   

   

Fun or Surprising Note  

 
 
 

Recruiting & Retention Officer 



Time Commitment:  Prior Experience: 

Key Duties  Key Publications: 

   

   

   

Fun or Surprising Note  

 

Testing Officer 

Time Commitment:  Prior Experience: 

Key Duties  Key Publications: 

   

   

   

Fun or Surprising Note  

 

Unit Commander or Deputy Commander for Cadets 

Time Commitment:  Prior Experience: 

Key Duties  Key Publications: 

   

   

   

Fun or Surprising Note  
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 2.2 Service Learning   

 
Example: Red Ribbon Leadership Academy Prep 

 
 
Tonight’s squadron meeting will include a training block to equip some cadets to lead a session of the Red Ribbon 
Leadership Academy, which the squadron will be hosting for local middle schoolers. C/Col Smith, the cadet 
commander of the squadron, has ensured this training block made it onto the squadron planner weeks ago. He 
also ensured that an appropriate instructor was selected. In this case, C/1st Lt Brown would be teaching the class 
on leading the ‘‘Indiana’s Challenge’’ activity. She has become quite skilled in this area after learning much about 
this activity at recent events where she was able to observe it and participate. C/Col Smith put his Cadet Deputy 
Commander of Support in charge of ensuring that C/1st Lt Brown had all the materials necessary for the session to 
be successful.  
 
The squadron’s adult leaders had been checking in with the cadet team throughout the process. The Deputy 
Commander for Cadets connected with the Cadet Commander to ensure that there was a schedule and a plan, 
both for the squadron meetings and for the impending Red Ribbon Leadership Academy. The CDC acted as a guide 
to help the C/CC lead the squadron towards success.  
 
The Leadership Education Officer ensured that C/1st Lt Brown was ready to teach, and assisted her in creating a 
lesson plan for the activity, and even giving an opportunity for a dry-run though the session. After the teaching 
session the Leadership Education Officer and C/1st Lt Brown connected to discuss how the session went, what 
could have been better and how to make it better in the future. The Deputy Commander of Cadets connects 
regularly with the Cadet Commander to evaluate the squadron progress as well as C/Col Smith’s leadership 
development. The Cadet leadership team meets regularly to both plan upcoming event, but also to debrief recent 
activities. 
 

 
 
 
  



Anatomy of a Cadet Staff 
 
CAPP 60-31 Cadet Staff Handbook 
CAPR 60-1 Cadet Program Management 
 

Position Required 
Grades 
(Min/Max) 

Main Duties Suggested  
Pre-Requisites 

Learning Goals 

Cadet 
Commander 

    

Cadet 
Deputy 
Commander 
of 
Operations 

    

Cadet 
Deputy 
Commander  
of Support 

    

Cadet 
Leadership  
Officer 

    

 
Cadet 
Aerospace 
Officer 

    

First 
Sergeant 

    

Flight 
Commander 

    

Flight 
Sergeant 

    

Element 
Leader 

    

 



  



  



SQUADRON WEEKLY MEETING PLANNER 

Meeting Date  Draft Version  

Uniform of the Day  Drafted by  

STAFF COORDINATION    See page 2 for instructions on how to use this form 

CD/CDC ☐ CPL ☐ AE ☐ CPF ☐ CPC ☐ CPT ☐ 
DA ☐ DO ☐ DP ☐ FM ☐ HC ☐ IT ☐ 
LG ☐ PA ☐ PD ☐ SE ☐ _____ ☐ _____ ☐ 

C/CC ☐ C/CD ☐ C/CE ☐ C/ACC ☐ C/BCC ☐ C/CCF ☐ 

 APPROVED 

TRAINING PLAN 

I.  Opening Formation Time Special Guests in Attendance   
(newcomers, guest speakers, visiting dignitaries) National Anthem 

Meeting Overview & First Announcements 

  

  

  

Uniform Inspection Concurrent Administrative Tasks 
II.  Emphasis Item Time Task A 

☐   Drill & Ceremonies          ☐   Safety Briefing Topic 

Topic Instructor Students Lead 

Topic Instructor Students Location 

Topic Instructor Students Participants 

Topic Instructor Students  

  

III.  Training Block #1 Time Task B 
Topic Topic  

Instructor Senior Mentor Lead 

Location Participants Location 

Resources Needed Participants 

  

  

IV.  Training Block #2 Time Task C 
Topic  Topic 

Instructor Senior Mentor Lead 

Location Participants Location 

Resources Needed  Participants 

   

   

V.  Closing Formation  Time Task D 
Upcoming Activities Sign-Ups to Manage Topic 

  Lead 

  Location 

Other Announcements Promotions & Awards Participants 

   

   

CAPF 60-83 SQUADRON WEEKLY MEETING PLANNER USE OF THIS FORM IS OPTIONAL FEB 2018 



INSTRUCTIONS 
 
Draft Version Enter 1, 2, 3, etc., if it is necessary to track the document through multiple edits. 

 

Drafted by Enter name and grade of individual who created the schedule. 

 

Office Symbols 

Most common staff areas are represented on the form via their office symbol. 

It is not necessary for every staff officer to coordinate on every weekly meeting plan. Local leaders should decide who 
needs to be included in the process. 
 

CD Deputy Commander or  
CDC  Deputy Commander for Cadets  

CPL Leadership Officer 

AE Aerospace Officer 

CPF Fitness Officer 

CPC Character Development Officer 

CPT Testing Officer 

 

DA Administrative Officer 

DO Operations / ES Officer 

DP Personnel Officer 

FM Finance Officer 

HC Chaplain 

IT Information Technology Officer 

LG Logistics Officer 

PA Public Affairs Officer 

PD Professional Development Officer 

SE Safety Officer 

 

C/CC Cadet Commander 

C/CD Cadet Deputy Commander 

C/CE Cadet Executive Officer 

C/ACC Cadet Flight Cmdr, Alpha Flight 

C/BCC Cadet Flight Cmdr, Bravo Flight 

C/CCF Cadet First Sergeant 

How to Comment on the Draft 

Use the software’s comment feature to append suggestions, requests, notes, etc. to the document. 

In MS Word, place the cursor near the appropriate field, click INSERT > NEW COMMENT. 

In Google Docs, place the cursor near the appropriate field, click COMMENTS > COMMENT. 

The schedule creator can hover over the comment icons, read the remarks, and if desired, edit the plan accordingly. 

 

How to Indicate That You’ve Coordinated  

Click the check box adjacent to your office symbol to show that you’ve reviewed the document, whether you leave 
comments or not. 

 

Approved This space is for the unit commander or designee to endorse the final plan. 

 

 

 

Use of this Weekly Squadron Meeting Planning Sheet is optional, 

and units are welcome to edit the form to meet their needs.



   



  



  



 



 
Item 

 
Why 

 
Compliance & Measure 

 
Remember 

Cadet 
Protection 
SUI B-1, 11 

Keeping cadets safe is the top 
priority 

All active adult members (and cadets over 18) have 
an up-to-date CPPT (every 48 months) in eServices 
 
 

CAPR 60-2, 3.2 
Non-compliant adult leaders are 
prohibited from participating in CAP 
activities; cadets may not promote.  

Adult 
Leadership 
SUI B-1, 05 

Adult leaders are the key to a 
successful youth program 

At least 2 TLC graduates on unit roster in eServicecs CAPR 60-1, 2.3.2.4  

Annual  
Goals 
SUI B-1, 06 

If you don't know where you’re 
going, you might not get there 

Have written goals that are specific & measurable  
and be able to show them to the inspector.  
Provide documentation that the goals are being 
reviewed quarterly 

CAPR 60-1, 4.2 
The process of setting goals is what 
counts in the SUI; if you don’t’ reach 
every goal, that’s ok 

Meeting 
Schedules 
SUI B-1, 07 

Cadet exit surveys say that 
boring, poorly planned 
meetings contribute to 
membership lapses 

Produce written schedules prior to each meeting;  
Ensure monthly minimums are being met.  
 
Retain 3 months, available for review during SUI  

CAPR 60-1, 4.3  
 

Activities 
Calendar 
SUI B-1, 08 

To aid in internal 
communications and for cadet 
protection purposes 

Have a web-based calendar that is regularly updated 
with all cadet events the unit plans to attend  

CAPR 60-1, 4.3.3.1  
CAPR 60-2, 2.6.2  

Weekend 
Activities 
SUI B-1, 08 

Allows for deeper learning, 
time for more hands-on 
activities and leadership 
development 

The unit offers at least one weekend event per month 
(except Nov & Dec) and it is listed on the web 
calendar  
[Utilize CAPF 160, CAPF 60-80] 

CAPR 60-1, 4.3.3  
Participation at weekend events is 
not the measure for compliance, 
opportunity is 

Internal & 
External 
Aerospace 
Program 
SUI A-1, 02 
SUI A-1, 03 

Empowering members with 
opportunities and resources to 
promote aerospace-related 
STEM education and careers 

Have an internal AE program. This inherently is built 
into your meeting schedules.  
 
Have an external AE program that represents CAP’s 
outreach to the general public  

CAPR 50-1, 5 
CAPR 50-1, 6 
 
Documentation will be required for 
inspection 

Safety 
Briefing 
SUI E-2, 08 

To instill the knowledge cadets 
need to be a contributing part 
of the CAP safety culture 

Conduct a safety education topic every month and 
record in eServices 

CAPR 160-1, 5.2.1 
 
 

Safety Day 
SUI E-2, 09 

A Risk Management refresher 
geared towards the hazards 
and risks faced in daily life 

Set aside one meeting day during the months of 
January, February, or March to conduct an Annual 
Safety Risk Management Day 

CAPR 160-1, 5.2.1.4 
 
Document in eServices 

Recruiting 
Campaign 

New cadets must join as other 
are age out 

Conduct one recruiting campaign or open house each 
year. 

CAPR 60-1, 3.1.1 
A Cadet Great Start open house will 
satisfy this requirement 

Cadet & 
Parent 
Orientation 

Newcomers need special 
guidance to successfully 
acclimate to the program 

Provide prospective cadets with a detailed, 
systematic orientation; Provide a parents’ orientation  

CAPR 60-1, 3.1.2; CAPVA 60-100 
The Cadet Interactive New Cadet 
Course and the Cadet Great Start 
program will satisfy this requirement 

Attendance 
Roster 

Active participation is the mark 
of a healthy program and a key 
to retention 

Maintain participation roster & track retention rate. 
Reach out to cadets who have chronic absences 

CAPR 60-1, 3.4.2  
Optional Participation Tracker is 
available in eServices 

Key Processes 
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 3.5 Continuing Education   

 
Continuing Education Resources 

 
 

  

Item Location Purpose 

1.  Read the regulations and the 
corresponding pamphlets 

gocivilairpatrol.com/publications 
gocivilairpatrol.com/library 

Basic rules and procedures for 
implementing the Cadet Program 

2.  Attend TLC Intermediate Ask wing; check for virtual opportunities 1-day continuation of TLC  

3.  Use Specialty Track Guide gocivilairpatrol.com/library 
CAPP 60-11, Part 6 

Guided training path through the self-study 
specialty track program 

4.  Read the SUI gocivilairpatrol.com 
Search: SUI Information 

Checklist of basic compliance matters 
affecting a local Cadet Program 

5.  Get a mentor You choose; consider TLC instructors Ideas, questions, problems 

6.  Talk with Group or Wing DCP Contact info Ideas, questions, problems, wing-level 
programs 

7.  Neighboring squadrons Contact info Ideas, questions, problems, joint activities 

8.  Older cadets Your squadron, CAC, wing activities Ideas, questions, problems 

9.  Browse the Knowledgebase civilairpatrol.freshdesk.com 
Accessed by going to the eServices Login 
page. Before you log in, at the bottom of the 
right-hand column  

A question and answer forum. Search the 
questions that have been answered already, 
or ask a new one 

10.  Browse national webpages gocivilairpatrol.com/cadets Stay current on Cadet Program 
enhancements 

11.  Sign up for Cadet Blog 
Updates 

gocivilairpatrol.com/cadetblog Stay current on Cadet Program happenings 



Continuing Education Resources 
 

There are many valuable resources that are available to guide you on your path. Visit: gocivilairpatrol.com/library 

 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-11 
Cadet Program Officers 
Handbook 
 
Main resource for the 
Cadet Program Officer. To 
prepare senior members to 
lead cadets and manage 
cadet programs at the 
squadron and then wing 
level. 
 
 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-31 
Cadet Staff Handbook 
 
 
Discusses the purpose of 
cadet staff, how to design 
a cadet staff, select cadets 
for staff service, and make 
staff service a learning 
experience 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-1 
Cadet Program 
Management 
 
This regulation defines the 
purposes of the CAP Cadet 
Program and identifies 
policies governing its 
administration. 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-2 
Cadet Protection Program 
 
 
This regulation outlines 
CAP’s strategy for 
protecting cadets from the 
risk of abuse and 
establishes requirements 
regarding standards of 
practice, training, and 
reporting abuse. 
 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-20 
New Cadet Guide 
 
A cadet’s introduction to 
the Cadet Program. Details 
the basics of cadet life 
including the first tasks, 
core values and various 
opportunities available to 
cadets.  

 
 
 
 
 
 
 
 
 
 
 
CAPP 52-9 
Cadet Great Start 
 
Detailed curriculum on 
how to start and manage 
the Cadet Great Start 
training and orientation 
program for new cadets 
 
 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-14 
First Talk Guide 
 
The First Talk Guide is a 
resource squadrons can 
use to screen prospective 
senior members and cadet 
sponsor members, via an 
interview process. 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-15 
CPP Implementation Guide 
 
A guide on how to manage 
and carry out the Cadet 
Protection Policy, including 
direction and practical tips 
for when challenges arise.  
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
Learn to Lead Curriculum 
Guide 
 
Discusses how to 
implement a hands-on 
leadership program, based 
on the Learn to lead cadet 
textbooks.  
 
Can be found at the 
bottom of: 
gocivilairpatrol.com/L2L 
 

 
 
 
 
 
 
 
 
 
 
 
 
Learn to Lead Activity 
Guide 
 
Easy-to-follow lesson 
plans for a variety of 
hands-on games, puzzles 
and leadership challenges 
to bring the learn to lead 
curriculum to life.  
 
Can be found at the 
bottom of: 
gocivilairpatrol.com/L2L 
 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-32 
Staff Duty Analysis Guide 
 
Outlines the Staff Duty 
Analysis process and the 
requirements for 
completing it. SDAs are 
required for cadets in 
complete achievements in 
Phase III & IV. 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-50  
Active Cadet Fitness Guide 
 
Outlines the new physical 
fitness program, including 
activities and assements 
such as the CPFT and the 
Helathy Fitness Zone.  
 
Can be found at: 
gocivilairpatrol.com/ 
fitness 
 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-43 
Cadet Wings Student 
Guide 
 
Cadet Wings provides 
funded training to Civil Air 
Patrol cadets to earn their 
Private Pilot Certificate. 
This student guide outlines 
the goals and  benefits, 
describes procedures, and 
explains the application 
process.  

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-40 
Cadet O-Flight Program 
Guide 
 
Describes the 
requirements and 
procedures for the Cadet 
Orientation Flight 
Program.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
Red Ribbon Leadership 
Academy Curriculum 
Guide 
 
The Red Ribbon 
Leadership Academy is a 
squadron-run activity that 
places high school aged 
cadet NCOs and officers in 
front of middle school 
students (non-CAP) to 
serve as leaders during a 
3-hour workshop. 

 
 
 
 
 
 
 
 
 
 
 
CAPP 60-34  
Drill & Ceremonies 
Practical Tests 
 
Testing booklet for cadet 
drill and ceremonies tests. 
Includes instructions for 
proctoring the test,  
grading rubrics and the 
specific tests for each 
achievement.   
 


