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Forward 

his Cadet Handbook will serve as a guide and reference document in helping you 

in becoming a more successful cadet and aid the Shadow Mountain High School 

Air Force Junior Reserve Officer Training Corps (AFJROTC) Group in 

becoming one of the best, if not the best unit, in the world. 

The provisions outlined in this handbook come from a number of sources:  the U.S. Public 

Law authorizing and establishing the AFJROTC Program, the Memorandum of 

Understanding signed between Paradise Valley Unified School District, Shadow Mountain 

High School and the United States Air Force, as well as directives published by the 

Headquarters AFJROTC component of the Air Education and Training Command. 

Unit AZ-911 has a long standing tradition of success.  As a 

cadet run program, your level of success is directly 

dependent upon how much energy and support you put forth.  

In essence, you will only get out of this program what you 

put into it!  For more than 25 years, our AFJROTC program 

has garnered numerous awards and recognition.  You are 

hereby charged with continuing to propel AZ-911’s level of 

success into the future. 

While enrolled in our program, you will have the ability to participate in a variety of co-

curricular activities and functions.  From Color Guard/Drill Teams, to our Kitty Hawk Air 

Society, Orienteering Team, and Academic Bowl Team, our AFJROTC Program provides 

diverse opportunities to participate as a valued team member. 

I wish each of you, as a member of the Shadow Mountain High School AFJROTC Unit 

AZ-911, success and personal satisfaction. 

David Appleman 

Principal 
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Preface 

This AFJROTC Cadet Handbook will be used as a reference for specific details to maintain 

a high standard of performance within the Cadet Group.  FOR EXAMPLE: classroom 

conduct, proper wear of the uniform, placement of rank insignia, etc. 

We believe most cadets will voluntarily work for the betterment of the Cadet Group if they 

are aware of the goals and mission of the unit.  You, as a cadet, are responsible for 

obtaining a thorough understanding of the contents of this Cadet Handbook.  Only then, 

can you maximize your experience and success in our AFJROTC Program. 

Remember, effective LEADERSHIP starts with responsible FOLLOWERSHIP. 

“BEFORE YOU CAN LEAD, YOU MUST LEARN TO FOLLOW!” 
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AFJROTC Cadet Pledge 

I am a United States Air Force Junior ROTC Cadet 

I proudly wear the uniform of my country’s armed forces. 

I pledge to live a life of integrity, to provide selfless service to my community and my 

country, to pursue continuous self improvement and to strive for excellence in everything I 

do. 

I will not lie, cheat, steal nor tolerate those who do. 

AFJROTC Creed 

I am an Air Force Junior ROTC Cadet. 

I am connected and faithful to every Corps of Cadets who served their community and 

nation with Patriotism. 

I earn respect when I uphold the Air Force Core Values of Integrity First, Service Before 

Self, and Excellence in All We Do. 

I will always conduct myself to bring credit to my family, school, Corps of Cadets, 

community and to myself. 

My character defines me.  I will not lie, cheat or steal.  I am accountable for my actions 

and deeds. 

I will hold others accountable for their actions as well. 

I will honor those I serve with, those who have gone before me and those who will 

come after me. 

I am a patriot, a leader and a wingman devoted to those I follow, serve and lead. 

I am an Air Force Junior ROTC Cadet. 
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Chapter 1 

Mission, Goals and Objectives of AFJROTC 

The mission of the AFJROTC Program is to develop citizens of character dedicated to 

serving their nation and community. 

The goals of the program are to instill values of citizenship and service to the United 

States, develop personal responsibility and instill a sense of accomplishment in high 

school students. 

The objectives of AFJROTC are to educate and train high school cadets in citizenship; 

promote community service; instill responsibility, character, and self-discipline; and 

provide instruction in air and space fundamentals, as well as leadership education and 

management skills. 

Through these objectives cadets will develop: 

1.  An appreciation of the basic elements and requirements for national security. 

2.  An understanding of the need for constituted authority in a democratic society. 

3.  An introduction to aerospace science, leadership education, and the fundamentals of 

health and wellness. 

4.  An interest in completing high school and pursuing higher educational goals or skills. 

5.  An understanding of the Air Force and its impact on our nation’s growth and 

development.  
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Chapter 2 

AFJROTC Classroom Rules 

1.  Arrive for class prepared to learn.  Have your required assigned work, notebooks and 

pen/pencil available. 

2.  When the last bell rings, you are expected to be in class on time and standing at the 

position of ATTENTION on the left side of your desk. 

3.  Head coverings will not be worn in the classroom. (Except AFJROTC service caps 

when directed) 

4.  All electronic devices will be turned off and put away upon entering the AFJROTC 

classroom.  Sunglasses, ear buds, and head phones will be removed and placed out of sight 

upon entering the AFJROTC classroom. 

5.  Food & drinks may be brought into the classroom unless cadets abuse this privilege. 

6.  The classroom is a learning environment…no heads or backpacks on desks. 

7.  If you wish to speak in class, raise your hand and wait for the instructor to acknowledge 

you. 

8.  Treat school property with respect and leave the classroom and cadet area neat and 

clean.  Flights will police and clean up after themselves. 

9.  Rudeness or disrespect toward others will not be tolerated.  Treat others as you wish to 

be treated.  Furthermore, profanity will not be tolerated. 

10.  No one will leave the classroom without the instructor’s permission.  Restroom passes 

will be issued on an as needed basis. 

11.  No personal grooming in the class room (e.g. brushing/combing hair, application of 

make-up, application of nail polish, etc.). 

12.  If you are absent (excused), makeup work must be turned in within 2 days of your 

return to class (unless other arrangements have been made with the SASI/ASI).  Missed 

tests must be taken within one week of your return.  It’s your responsibility to check the 

online grade book or the AFJROTC website for assignments/tests you missed and to get 

any missed class notes from fellow cadets. 

13.  You will continue working until the SASI/ASI instructs the class to prepare for 

dismissal.  When the dismissal bell rings, you will stand at ATTENTION on the left side 

of your desk and wait for the Flight Leader or instructor to dismiss you. 
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Chapter 2 

AFJROTC Classroom Procedures 

Flight Commanders will follow the procedures listed below to prepare the flight for class 

each period: 

1.  When the final bell rings, cadets will assume the position of ATTENTION on the left 

side of their desks. 

2.  Using the flight roster, the Flight Commander will take attendance.  When cadets' names 

are called, they will reply, “Here sir/ma’am” as appropriate. 

3.  The Flight Commander will read daily announcements. 

4.  The Flight Commander will lead the flight in the Pledge of Allegiance. 

5.  The Flight Commander will lead the flight in the Cadet Pledge. 

6.  The Flight Commander will return homework, tests, etc. as required.  The Flight 

Sergeant may assist the Flight Commander to expedite the process. 

7.  The Flight Commander positions himself/herself three paces in front of, centered on the 

flight and facing the front of the classroom. 

8.  The Instructor enters the classroom and positions himself three paces in front of, 

centered on and facing the Flight Commander. 

9.  The Flight Commander salutes and reports, “Sir, ___ Flight prepared for class;  ______ 

absent and _____ tardy.” 

10.  The Instructor returns the salute and gives instructions, as appropriate.  The Flight 

Commander drops his/her salute, executes an about face and proceeds to his/her seat. 
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Chapter 3 

Wear of the Air Force Uniform 

The Air Force Uniform:  You are wearing the uniform that represents our affiliation with the 

United States Air Force.  This uniform is not a “costume.”  Partial uniform elements with the 

insignia or any other devices will not be worn because it dishonors the uniform and is a 

violation of the rules for wearing the military uniform.  The military uniform represents one of 

the most respected traditions of our country.  It should be worn in a manner to honor the 

heritage which it represents.  The legal wording contained in the federal statute is as follows:  

“Any person within the jurisdiction of the United States who wears a uniform or a 

distinctive part of the uniform of the Armed Forces without authority is subject to the 

penalties prescribed in U.S Code 702.” 

1.  The AFJROTC cadet uniform is, with minor exceptions, the same as that worn by active 

duty personnel.  As a professional military organization, the reputation of the United States 

Air Force is known worldwide and has no equal.  The AFJROTC uniform is a symbol of that 

reputation.  Wear it correctly and proudly!  Cadets must comply with the basic uniform 

wear, personal appearance and grooming standards prescribed by Air Force Instruction (AFI) 

36-2903. 

2.  The Air Force blue uniform is the standard uniform for AFJROTC.  Cadets are required to 

wear the blue service uniform a minimum of once each week and are inspected for 

compliance with Air Force dress and grooming standards.  Failure to wear the uniform and to 

conform to Air Force dress and grooming requirements when wearing the uniform will result 

in a failing grade and potential removal from the AFJROTC Program. 

3.  The wear of the Airman Battle Uniform (ABU) is authorized as an additional cadet 

uniform and may be worn on only one regular uniform day per month as designated by the 

instructor staff. 

4.  AFJROTC uniforms are issued free of charge.  Instructors will coordinate and pay for any 

required alterations.  You are responsible for the costs associated with dry cleaning and 

laundering costs associated with the proper care of your uniform.  Moreover, you are required 

to return all uniform items dry cleaned and laundered when you either graduate or are no 

longer enrolled in AFJROTC, whichever comes first.  You will be required to pay for uniform 

items lost or damaged beyond “fair wear and tear” conditions. 
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Chapter 3 

5.  Male Uniform Requirements: 

A.  Service Dress Uniform:  Consists of service coat, trousers, blue shirt, tie, headgear, 

shoes and required accessories.  Service dress uniforms are issued to Command Staff 

cadets and members of the Drill and Color Guard Teams. 

B.  Service Uniform:  Same as the service dress uniform EXCEPT the service coat is not 

issued and the wear of the tie is optional. 

C.  Trousers:  Worn up on waist (no sagging).  The bottom of the trousers will rest on the 

front of the shoe with a slight break in the crease.  The back hem of the trousers will be 

approximately 7/8 inch longer than the front hem. 

D.  Blue Shirt:  Sleeves will be creased.  The shirt may be worn with or without a necktie 

when it is worn as an outer garment.  When the service coat is worn, wear of the tie is 

required.  Jewelry must not be visible at the neckline. 

E.  Belt:  Dark blue with silver tip.  The silver tip end of the belt extends beyond the 

buckle to the wearer’s left with no blue fabric showing between the silver tip and the 

buckle.  Excess belt material is cut off behind the buckle once the belt is properly sized.  

Wear of the belt is required with trousers. 

F.  Belt Buckle:  Highly polished chrome finish; must not be dirty, smudged or scratched. 

G.  Name Tag:  Silver name tags are provided to Drill & Color Guard Team members at 

no cost.  The initial issue of blue name tags is provided to cadets at no cost.  The silver 

metal name tag is worn on the Service Dress Coat (See Atch 6).  The blue plastic name tag 

is worn centered over the right breast pocket on the blues shirt, resting on, but not over, the 

pocket line (See Atch 8). 

H.  Ribbons:  The wear of ALL authorized ribbons is mandatory.  Ribbons will not be 

dirty, torn or frayed.  Cadets will wear earned ribbons on their service dress coat and blues 

shirt.  Ribbons are worn centered over the left breast pocket, resting on, but not over, the 

pocket line (See Atchs 6 and 8). 

I.  Badges:  (See Atch 2)  The wear of authorized badges is mandatory (See Atchs 6 and 8 

for proper placement). 

J.  Grade Insignia:  Worn on the service dress coat, windbreaker and blues shirt by cadets 

in the rank of Cadet Airman and above ( See Atchs 6, 8 and 9 for proper placement). 

K.  Necktie:  The tie never tucked in (See Atch 4).  When properly tied, the bottom of the tie 

must be between the top and bottom of the belt buckle. 
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Chapter 3 

L.  Headgear:  The flight cap (See Atch 3) is worn 1 inch above the eyebrows slightly to 

the wearer’s right, with the vertical crease of the cap in line with the center of the forehead.  

The crown is not crushed.  No hair will be visible below the front of the cap.  AFJROTC 

cadet officers will wear the hat insignia. 

M.  Undershirt (T-shirt):  A plain V-neck white T-shirt, without writing or graphics, is 

worn under the blue shirt.  Undershirts must not be visible at the neckline and sleeves must 

not extend below the bottom of the blue shirt sleeves. 

N.  Socks:  Plain black and at least calf high.  Wear of socks is mandatory. 

O.  Footwear:  Plain black, standard issue shoes.  Shoes will be clean and highly polished 

at all times. AS-II, III and IV cadets may buy Corfam shoes at their expense. 

P.  Windbreaker:  (See Atch 9) Jacket must be worn zipped up at least halfway.  It will 

not be worn with civilian attire.  Jacket must be removed during uniform inspections. 

6.  Female Uniform Requirements: 

A.  Service Dress Uniform:  Consists of service dress coat, slacks, blue blouse, tie tab, 

headgear, shoes and required accessories. 

B.  Service Uniform:  Same as the service dress uniform EXCEPT the service coat is not 

worn and the wear of the tie tab is optional. 

C.  Slacks:  Worn up on the waist (not on hips).  The bottom of the slacks will rest on the 

front of the shoe with a slight break in the crease.  The back hem of the slacks will be 

approximately 7/8 inch longer than the front hem. 

D.  Blouse:  Sleeves will be creased.  The blouse may be worn with or without a tie tab 

when worn as an outer garment.  When the service dress coat is worn, a tie tab is required.  

Undergarments and jewelry must not be visible at the neckline. 

E.  Belt:  The silver tip end of the belt extends beyond the buckle facing to the wearer’s 

right with no blue fabric showing between the silver tip and the buckle.  Excess belt 

material is cut off behind the buckle once belt is properly sized.  Wear is required with 

slacks and skirt. 

F.  Belt Buckle:  Highly polished chrome finish; must not be dirty, smudged or scratched. 
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Chapter 3 

G.  Name Tag:  Silver name tags are provided to Drill & Color Guard Team members at 

no cost.  The initial issue of blue name tags is provided to cadets at no cost.  The silver 

metal name tag is worn on the Service Dress Coat (See Atch 5).  The blue plastic name tag 

is worn on right side of the blues blouse centered horizontally between the buttons and the 

arm seam vertically between 1 ½ inches above or 1 ½ inches below the first exposed 

button (See Atch 7). 

H.  Ribbons:  The wear of ALL authorized ribbons is mandatory.  Ribbons won’t be dirty, 

torn or frayed.  Cadets will wear earned ribbons on their service dress coat and blues 

blouse.  On the service dress coat, ribbons are worn on the left side centered on, but not 

over, the pocket welt.  On the blues blouse, ribbons are worn centered on the left side, 

parallel with the ground.  The bottom of the ribbons will be even with bottom of the 

nametag (See Atchs 5 and 7). 

I.  Badges:  (See Atch 2)  The wear of all authorized badges is mandatory (See Atchs 5 

and 7 for proper placement). 

J.  Grade Insignia:  Worn on the service dress coat, windbreaker and blues blouse by 

cadets in the rank of Cadet Airman and above (See Atchs 5, 7 and 9 for proper placement). 

K.  Blue Tab:  The blue tab is an optional item when just the blues blouse is worn.  

However, it is a mandatory wear item when the service dress coat is worn. 

L.  Headgear:  The flight cap (See Atch 3) is worn 1 inch above the eyebrows slightly to 

the wearer’s right, with the vertical crease of the cap in line with the center of the forehead.  

The crown is not crushed.  Hair may be visible below the front of the cap; however, it will 

not touch the eyebrows.  AFJROTC cadet officers will wear the hat insignia.  Females may 

wear male flight caps. 

M.  Under Garments:  A neutral color bra and panties must be worn with all uniforms. 

N.  Hose:  Nylons (neutral, black or dark blue) must be worn with the skirt and may be 

worn with slacks.  Patterned hosiery is prohibited.  Hose must be full length (no knee-

highs) when worn with the skirt. 

O.  Socks:  Must be plain black at least calf high.  May be worn with oxfords; but not 

worn with pumps.  The wear of hose or socks is mandatory with slacks (no bare legs). 

P.  Footwear:  Plain black, standard issue shoes.  Shoes will be clean and highly polished 

at all times.  AS-II, III, and IV cadets may buy Corfam shoes at their own expense. 

Q.  Windbreaker:  (See Atch 9) Jacket must be worn zipped up at least halfway.  It will 

not be worn with civilian attire.  Jacket must be removed during uniform inspections. 

R.  Purses:  If purses are carried, they must be plain black vinyl with fold over flap and 

plain silver colored clasp fastener. 
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Chapter 3 

7.  Airman Battle Uniform (ABU): (Optional Uniform Item)  The ABU will be configured, 

worn and maintained in strict conformance with the following standards: 

A.  Blouse:  Will be configured as shown in Attachment 10.  Sleeves may be rolled up.  If 

rolled up, the inside of the shirt material must not be exposed and bottom of sleeve must 

touch or come within 1 inch of the forearm when the arm is bent at a 90 degree angle. 

B.  Trousers:  Trouser material must match ABU blouse (color/type).  The trouser 

bottoms will be tucked into boot tops and properly bloused. 

C.  Belt/Buckle:  Sand colored rigger’s belt with black buckle.  Black tip may extend up to 

2 inches beyond the belt buckle to the wearer’s left. 

D.  Combat Boots:  Sage green leather combat boots.  The laces will be tucked into the 

top of the boots. 

E.  Socks:  Olive drab green boot socks. 

F.  Headgear:  The Air Force style ABU cap will be worn.  The hat is positioned squarely 

on the head with no hair protruding below the front of the cap.  Cadet officers will wear 

miniature metal rank insignia centered on the front of the cap. 

G.  Undershirts:  Sand colored crew neck T-shirts will be worn. 

H.  Gloves:  PLAIN black gloves may be worn when justified by weather conditions.  

Blouse sleeves may not be rolled when gloves are worn. 

I.  General Standards:  The general standards and prohibitions for uniform wear found in 

this chapter also apply to the ABU wear.  ABUs must NOT be frayed, excessively faded 

or contain holes.  All uniform items must be properly fitted.  Cadets will remove all 

strings, button all buttons and freshly launder uniforms as deemed necessary. 
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Chapter 3 

8.  General Uniform Wear Rules: 

A.  Each Wednesday is mandatory uniform wear day.  Furthermore, you must wear the 

prescribed AFJROTC uniform ALL DAY through the end of the academic day, unless 

otherwise approved by the SASI or ASI.  From a grading aspect, if your attendance is 

recorded as “excused” in Infinite Campus, your uniform grade will be exempt for that day, 

and no make-up is required.  However, if you’re designated as an “unauthorized” absence 

on a uniform wear day, you will receive a “zero” score for that day with no make-up 

possible.  Attending class and failing to properly wear your uniform, as required, will 

result in a grade of “zero” and demerit action will be recommended (See Chapter 15). 

NOTE:  Failure to wear the uniform on designated uniform wear days or for 

specified events, as well as demonstrating the unwillingness to conform to Air Force 

uniform dress and grooming standards will result in a failing grade of “F” for that 

uniform inspection.  Moreover, if a cadet fails to wear the uniform on three or more 

occasions within any 10-week academic term, the individual may be considered for 

immediate removal from the AFJROTC Program. 

B.  Only uniform items issued by the SASI/ASI will be worn.  Authorized purchase items 

may only be worn with prior permission from the SASI/ASI.  Civilian clothing will not be 

worn with any combination of the AFJROTC uniform. 

C.  Public Displays of Affection (PDA) while wearing the uniform will not be tolerated 

and will result in demerit action (See Chapter 15). 

D.  Flight Caps/ABU Hats will be worn at all times outdoors when not on the SMHS 

campus.  Head gear can be removed and stored upon entering the school security gates.  

Once you leave the SMHS campus, you must properly wear your Flight Cap/ABU Hat. 

E.  The service dress coat may be removed in the classroom to avoid binding or wrinkling.  

When the coat is removed in the classroom, it will be carefully draped over the back of 

your chair.  The necktie will not be removed or loosened, even though the coat is removed. 

F.  Sunglasses may be worn in uniform, but not in a drill formation (unless they are 

prescription transition lenses).  Sunglasses must be conservative in style with frames 

consisting of black or brown material or gold or silver wire.  If there is a logo on the frame 

or lens, it must be small and the same color as the frame or lens.  Conservative wrap-

around sunglasses may be worn if they meet the above criteria.  Sunglasses will be worn 

properly (not on the top or back of the head/neck) and will be removed indoors.  

Sunglasses will not be worn exposed or hanging from the uniform. 

G.  Eyeglasses will not be worn around the neck, on top or back of the head or 

exposed/hanging from the uniform. 
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Chapter 3 

H.  The service dress coat, windbreaker, slacks/skirts, hat and tie/tab must be dry-cleaned 

from time to time.  DO NOT WASH!  The service dress coat and windbreaker sleeves 

will NOT be creased. 

I.  The blues shirt/blouse must be laundered after wearing and ironed to present a crisp, 

wrinkle free appearance.  It can be dry cleaned or personally laundered in a washing 

machine.  When ironed, the only creases on the shirt/blouse are down the sleeves.  The 

shirt will be worn with a “military tuck” to enhance professional appearance.  The 

“military tuck” is used to prevent the billowing or sagging of the shirt over the belt/waist 

line.  Hence, the goal is to take the excess fabric from the front and back of the shirt and 

hide it in the side-seams of your pants.  To accomplish this, do the following: 

(1)  Unbutton pants and place the base of your shirt neatly downward.  Your shirt 

should not be scrunched or stuffed into your pants as it will easily become untucked. 

(2)  Pinch the shirt at the side-seams and pull tight to collect the excess fabric. 

(3)  Fold this excess fabric backwards.  You want both back and front of your shirt to 

sit flush against your body with no bunching (you haven’t pinched enough fabric) or 

pulling (you’ve pinched too much fabric). 

(4)  Button your pants up, tightly securing the folds against your body.  Adjust if 

necessary to neaten the shirt. 

It helps to think of this method as placing your pants over your shirt, rather than tucking 

your shirt into your pants.  Another highly recommended method to consider is the use 

of shirt garters to help maintain the “military tuck” appearance throughout the day. 

J.  The “gig” line is formed by the edge of the shirt flap, the belt buckle and the fly of your 

trousers.  These points should always be aligned.  Check it frequently during the day. 

K.  Replace missing buttons promptly.  Replacement buttons are available from the ASI.   

Buttons on the service dress coat are oxidized silver.  DO NOT ATTEMPT TO SHINE 

THEM! 

L.  When in uniform, do not place your hands in your uniform pockets.  All shirt and 

trouser pockets will be kept buttoned.  Items will not be carried in shirt pockets.  Items 

carried in trouser pockets will not bulge or be excessively bulky. 

M.  No objects will be placed under the epaulets of uniform coats, shirts/blouses or hung 

from the uniform with the exception of approved organizational cords. 

N.  Electronic devices (cell phones, pagers, IPods, etc.) will NOT be exposed or hanging 

from the uniform.  Headphones/ear buds will NOT be worn while in uniform. 
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Chapter 3 

10.  The following information is excerpts from Air Force Instruction (AFI) 36-2903, which 

establishes policies, procedures and standards governing the wear of the Air Force uniform.  

All cadets must have a thorough understanding of and comply with this information. 

A.  Each AFJROTC member must maintain the highest standards of dress and personal 

appearance.  Members must present a neat and well groomed appearance.  Uniforms must 

be kept clean, neat, correct in design and specifications and in good condition.  Badges, 

insignia, belt buckles and other metallic devices must be maintained in proper luster and 

condition. 

B.  Body Piercings and Tattoos:  With the exception of earrings for females, cadets will 

not attach, affix or display objects, articles, jewelry or ornamentation to or through the ear, 

nose, tongue or any exposed body part.  Tattoos anywhere on the body that are obscene or 

advocate sexual, racial, ethnic or religious discrimination are not permitted in uniform.  

Tattoos that are of a nature which tends to bring discredit upon the Air Force are not 

permitted in uniform. 

C.  AFJROTC male cadets will comply with the following standards: 

(1)  UNIFORMS:  Articles such as wallets, pencils, pens, watch chains, pins, jewelry, 

handkerchiefs, combs and sunglasses will not be worn or carried exposed on the service 

uniform.  The wearing of conservative wristwatches (watch band not to exceed 1 inch 

wide), identification bracelets (no more than ½ inch wide) and no more than three rings 

is permitted.  Rings must be worn at the base of the finger and will not be worn on the 

thumb.  Bracelets that support a philosophy, person, group or cause will not be worn.  

Earrings or body piercings WILL NOT be worn by males while in uniform. 

(2)  HAIR:  Hair will have a tapered appearance on both sides and back both with and 

without headgear.  A tapered appearance is one that when viewed from any angle 

outlines the individual’s hair so that it conforms to the shape of the head, curving 

inward to the natural termination point.  A block cut is permitted with a tapered 

appearance.  Hair will not touch the ears and only closely cut or shaved hair on the 

back of the neck may touch the collar.  Hair will not exceed 1¼ inches in bulk, 

regardless of length and not exceed 1/4 inch at the natural termination point.  Hair will 

not contain or have any visible foreign items attached to it.  Braided styles are not 

permitted.  If dyed, hair must look natural.  Hair will not contain excessive grooming 

aids.  Hair will not touch the eyebrows or hang below the front of properly worn 

headgear.  Military “high and tight” haircuts and shaved heads are permitted.  Braids, 

micro-braids or cornrows are prohibited. 

(3)  SIDEBURNS:  Sideburns must be neatly trimmed in the same manner as the hair.  

Sideburns must not extend beyond the bottom of the ear opening, must be straight and 

even in width and end with a clean-shaven horizontal line. 
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(4)  SHAVING:  The face must be clean shaven except for mustaches.  Neatly trimmed 

mustaches must not extend downward past the lip line of the upper lip, and may not 

extend sideways beyond a vertical line drawn upward from each corner of the mouth. 

(5)  SEMI-FORMAL UNIFORM:  On appropriate occasions, the SASI may 

authorize the wear of the semi-formal uniform which is comprised of the service dress 

uniform worn with a white shirt and issue tie.  The regular size medals and ribbons may 

be worn simultaneously on this uniform.  Medals will be worn centered 1/2 inch below 

the ribbons. 

(6)  UNIT PHYSICAL TRAINING (UPT) UNIFORM:  The UPT uniform will be 

worn when participating in the AFJROTC PT Program, field days, community service 

projects and other designated AFJROTC events as directed by the SASI/ASI.  PT 

uniforms must be neat and clean, with no tears or fading, and will not be defaced in any 

way.  Sagging of the PT shorts is not permitted. 

D.  AFJROTC female cadets will comply with the following standards: 

(1)  UNIFORM:  Wear appropriate neutral colored undergarments to present a 

conservative, feminine appearance.  Pencils, pens, pins, handkerchiefs, jewelry and 

sunglasses will not be worn or carried exposed on the uniform.  Ankle bracelets are 

prohibited.  A conservative wristwatch (watch band not to exceed 1 inch) and bracelet 

(no more than ½ inch wide) may be worn.  Bracelets that support a philosophy, person, 

group or cause and gemstone or tennis bracelets will not be worn.  Earrings, if worn, 

will be small, spherical, conservative diamond, gold, white pearl, black or silver and 

worn in both ears.  Earrings must match.  If the cadet has multiple holes, only one set of 

earrings may be worn in the lower earlobe.  No more than three rings may be worn.  

Rings must be worn at the base of the finger and will not be worn on the thumb. 

(2)  HAIR:  Hair will be styled to present a professional appearance.  Plain and 

conservative pins, combs, headbands, elastic bands and barrettes matching the 

individual’s hair color are permitted to keep hair in place.  The use of “Scrunchys” to 

secure hair is prohibited.  Hair will not extend in length on all sides below an 

invisible line drawn parallel to the ground at the bottom edge of the shirt collar at the 

back of the neck.  Long hair will be secured with NO loose ends.  Hair will not 

exceed 3 inches in bulk or prevent proper wear of headgear.  Hair will not include hair 

ornaments such as ribbons or jeweled pins.  If dyed, hair must look natural.  Hair will 

not contain excessive grooming aids.  Hair may be worn in braids, micro-braids or 

cornrows. 

(3)  COSMETICS:  Cosmetics must be conservative and in good taste.  Fingernail 

polish must be a single color, conservative in color and may not contain ornamentation 

or designs. 
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(4)  SEMI-FORMAL UNIFORM:  On appropriate occasions, the SASI may 

authorize the wear of the semi-formal uniform which is comprised of the service dress 

uniform worn with a white shirt and blues tab.  The regular size medals and ribbons 

may be worn simultaneously on this uniform.  Medals will be worn centered 1/2 inch 

below the ribbons. 

(5)  UNIT PHYSICAL TRAINING (UPT) UNIFORM:  The UPT uniform will be 

worn when participating in the AFJROTC PT Program, field days, community service 

projects and other designated AFJROTC events as directed by the SASI/ASI.  PT 

uniforms must be neat and clean, with no tears or fading, and will not be defaced in any 

way.  Rolling the PT shorts waistband is not permitted. 

E.  Unauthorized Wear of the AFJROTC Uniform: 

(1)  No item of the USAF uniform is authorized for wear by members of organized 

sponsor groups of AFJROTC.  Cadet auxiliary societies may not create a special 

uniform which includes any item of the USAF uniform.  This includes school faculty 

and sponsors other than the SASI/ASI.  Members of the Civil Air Patrol WILL NOT 

wear AFJROTC uniform items to CAP activities. 

(2)  Cadets will not wear the AFJROTC uniform while participating in student 

demonstrations, performing crowd control or functioning in any other inappropriate 

capacity.  The uniform must not be worn when hitchhiking, working at a job, 

participating in an athletic event or activity or while attending/participating in political 

activities. 

(3)  AFJROTC cadets may wear the cadet uniform while participating as ushers, 

parking lot attendants, runners, etc., at the discretion of the SASI/ASI. 

(4)  Unauthorized wear of the AFJROTC uniform or distinctive uniform items is 

prohibited and punishable under federal law. 
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NOTE:  Under no circumstances will any member of the unit forcibly remove a 

uniformed AFJROTC cadet involved in a demonstration.  Report any cadet 

involved in a demonstration to the SASI/ASI for appropriate action.  This action 

may include disenrollment from AFJROTC or disciplinary action according to 

school policy or federal law. 
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CADET FEMALE HEADGEAR (Officer) 

FLIGHT CAP 

 
 

CADET MALE HEADGEAR (ENLISTED) 

FLIGHT CAP 
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Enlisted ranks will have no hat insignia on the flight cap 



 

  

MALE TIE 
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CADET FEMALE SERVICE DRESS 
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CADET MALE SERVICE DRESS 
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CADET FEMALE BLUE SHIRT 
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CADET MALE BLUE SHIRT 
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CADET LIGHTWEIGHT BLUE JACKET 
 

 

22 

Attachment 9 



 

 

 

AIRMAN BATTLE UNIFORM 
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Shadow Mountain High School Saluting Rules 

1.  The salute, in its various forms, is a courteous exchange or greeting and is considered a 

military greeting the world over.  In many countries, as in our country, it is a symbol of 

respect.  American military personnel consider the salute as a courteous and respectful 

greeting between members of an honorable profession.  It is one of the oldest traditions 

binding military professionals together. 

2.  You will be taught the proper manner of saluting and the rules governing its use among 

military services.  A salute is required when (1) a cadet is outside in uniform and 

encounters any active duty or retired officer in uniform or (2) a cadet officer of higher 

rank who is in uniform. 

A.  A salute is rendered indoors only when cadets are in formations, participating in 

ceremonies, reporting to cadet officers or reporting to the SASI/ASI.  The proper sequence 

of reporting includes the rendering of the salute and the statement “Sir/Ma’am, Cadet (last 

name) reporting as ordered,” or other appropriate comment.  The cadet holds the salute 

until it is returned or otherwise acknowledged by the officer.  When the purpose of the 

report or meeting is completed, the cadet again salutes, the officer will return the salute or 

otherwise acknowledge it, and the cadet will execute the appropriate drill movement to 

exit the room. 

B.  A salute is never given or returned while running.  The cadet will come to quick time 

(to a walk) and render the salute when approximately three paces from the officer. 

C.  Cadets not in uniform may salute as if they were in uniform. 

D.  A cadet of junior grade will salute a cadet officer of higher grade first and hold the 

salute until it is properly returned or otherwise acknowledged. 

E.  If cadets in uniform observe the American Flag being raised or lowered from any 

flagstaff, they will assume the position of attention, face the flag, render the hand salute 

and hold it until the flag has reached the summit or base of the flag staff.  If cadets are in 

civilian clothes, they will assume the position of attention, face the flag and place their 

right hand over their heart.  If cadets are wearing headgear while in civilian attire, they will 

remove it and hold their headgear to their left shoulder so their right hand is over the heart. 

F.  When outdoors in uniform, cadets at Shadow Mountain High School will render the 

hand salute during flag raising ceremonies and public recitation of the Pledge of 

Allegiance. 

24  



 

 

Chapter 4 

G.  If cadets are outdoors and the National Anthem or “To the Colors” is being played, the 

cadets in uniform will stand at attention, face the flag or music, and render the hand salute 

until the music or call ends. 

H.  When a cadet is late for formation, he or she will approach the cadet or person in 

charge when the formation is at halt, salute and request permission to fall-in. 

I.  Cadet officers and cadet non-commissioned officers will correct observed saluting 

violations in a courteous and helpful manner.  All cadets are expected to accept these 

corrections as being constructive in nature.  Repeated violations of the saluting 

requirements will result in demerit action. 

J.  Cadets will also salute all Commissioned Officers, Warrant Officers, officers of foreign 

allied nations, and the President of the United States. 
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Co-Curricular Activities 

The purpose of co-curricular activities within the cadet group is to promote interest in 

AFJROTC and provide the opportunity to become more involved in the school and 

community.  All of these activities are conducted before or after school.  Color Guard and 

Drill Team is a “Zero Hour” course which awards elective credit toward graduation.  Cadets 

receive ½ credit hour per semester for a total of 1 credit for the academic year. 

1.  Color Guard:  Is a group of select cadets 

who present and post the Colors at formal and 

informal events, compete in competitions and 

participate in parades.  This elite group of cadets 

demonstrates patriotism and helps to spread 

awareness of Shadow Mountain AFJROTC on a 

national, state and local level.  Color Guard 

members may be issued special uniform items 

including boots, ascots, berets and gloves. 

* It is an honor to be a Color Guard member.  

Members may earn Color Guard ribbons, letters 

and letter devices for participation. 

 
 

2.  Drill Team:  Is a formal group of select 

cadets that join together to polish and refine the 

complicated skills of military drill.  The Drill 

Team attends local drill meets, parades and other 

extra-curricular activities in order to promote 

esprit de corps.  The Drill Team is considered a 

prestigious group and has high expectations of 

its members. 

*Drill Team members may earn Drill Team 

ribbons, letters, and letter devices. 
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3.  Kitty Hawk Air Society (KHAS) & Academic Bowl:  KHAS is a 

nationally recognized AFJROTC academic honor society.  The 

membership requirements for admission to the AZ- 911 Chapter 

include an overall SMHS GPA of 3.0 or higher and a grade of “A” in 

AFJROTC each semester.  The purpose of this society is to promote 

interest in the Air Force, encourage cadets to attend college, and 

recognize the importance of an education through a tutoring program.  

The objectives of KHAS are to develop higher academic standards, 

promote community service within the school and community and to 

help cadets develop leadership abilities. The Academic Bowl is a 

National Competition funded by the College Options Foundation. 

Cadets participating in the academic bowl will participate in the 

Junior ROTC Leadership & Academic Bowl (JLAB) 

*KHAS members are presented the KHAS Badge, cord and certificate 

of membership for active participation. 

4.  Orienteering Team:  The Orienteering Team receives land 

navigation training utilizing s topographic map and compass.  The 

team participates/competes in all-service JROTC Orienteering Meets 

and are eligible for personal medals and team trophies. 

*Active participation results in award of the Activities Ribbon. 

5.  Stellar Explorers:  Designed to inspire and attract high school 

students to pursue studies and careers in science, technology, 

engineering and mathematics (STEM).  Cadets participate in a 

challenging space system design competition involving all aspects of 

system development and operation with a spacecraft/payload focus. 

*Active participation results in award of the Activities Ribbon. 

6.  Rocket Club:  The Rocket Club is designed to enhance and promote 

awareness and knowledge of all aspects of rocketry, and the technology 

involved.  Cadets build, launch and display various types of model rockets.  

*Cadets are presented the Model Rocketry Badge & activities ribbon. 
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Cadet Promotions 

1.  Promotion provides constant challenge and motivation to members of AFJROTC.  This 

attention and interest is proper since promotion reflects visible evidence of progression and 

standing among fellow cadets.  It should be also noted that promotion is evidence of growing 

maturity, the ability and willingness to accept additional responsibility and a demonstrated 

ability to direct others toward the attainment of unit goals and objectives. 

2.  Promotions in the Shadow Mountain High School AFJROTC Program are based on 

academic and leadership grades, as well as demonstrated qualities that clearly indicate the 

ability of a cadet to assume a position of increased responsibility.  Each cadet should 

understand how selections for various command and staff positions are determined. 

3.  The AZ-911 promotion system is patterned after that of the active Air Force and will 

conform to guidance provided by Headquarters AFJROTC.  The following provisions apply: 

A.  Cadet Grade/Rank Based on Years in AFJROTC:  These promotions are based on 

years of satisfactory service in AFJROTC.  The permanent grade authorized for 1st-year 

cadets is Cadet Airman,  2nd-year cadets Cadet Airman First Class,  3rd-year cadets Cadet 

Senior Airman, and 4th-year cadets Cadet Staff Sergeant.  Cadets will be promoted to these 

ranks at the end of the second semester of each year.  For example, all 1st-year cadets who 

successfully complete the first year will be promoted to the grade of Cadet Airman.  

Likewise, all 2nd-year cadets will be promoted to Cadet Airman First Class, and so on. 

B.  Whenever possible, cadet officer positions will be filled by AS-III and AS-IV cadets.  

Senior NCO positions, whenever possible, will be filled by AS-II and AS-III cadets.  

Exceptions to these guidelines may be made at the discretion of the SASI.  Consideration 

for promotion is alsogiven to previous military training and experience, (e.g., Civil Air 

Patrol, Explorer Scouts, or other AFJROTC experience). 

C.  Cadets initially assigned to command and staff positions will not usually be awarded 

the highest rank authorized for these positions.  This will permit promotion to the 

authorized grade based upon actual performance in that position.  The Unit Detail Listing 

(UDL) (See Atch 11) authorizes the maximum grade structure for the Shadow Mountain 

High School AFJROTC Group. 

D.  Normally, no cadet will hold a grade higher than that authorized for his/her current 

position.  However, exceptions may be made for AS-IV cadets at the discretion of the 

SASI.  In all cases where this exception is made, these cadets will be assigned to special 

projects, advisory positions or other positions where their special talents or qualifications 

can best be utilized for the benefit of the cadet group. 
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E.  Examination of the UDL and organizational chart will quickly reveal the number of 

leadership positions authorized is limited.  To give every capable cadet the opportunity to 

experience an active leadership role, a system of rotation may be employed.  Rotations 

may be lateral, (e.g., moving to another leadership position with the same grade, where the 

leadership already demonstrated by the cadet would benefit the group), or the cadet could 

be rotated to a lower position (not as a demotion) to permit other cadets to have the 

opportunity to earn a higher grade.  Every cadet must understand and cooperate with the 

rotation system if we are going to maximize leadership experience.  Cadets are asked to 

give to their successor the same degree of loyalty and cooperation they expected and 

received when they held that position, and to provide training to their successor sufficient 

to ensure their successor’s effectiveness in the position. 

4.  The following policies governing appointments and promotions apply to the Shadow 

Mountain High School AFJROTC Program: 

A.  The SASI, with the coordination of the ASI, will select the Group Commander, 

subordinate commanders, and key command staff members.  The Command staff will 

recommend nominees for all other cadet leadership positions to the SASI/ASI, who will 

act as the final approving authority.  Promotion and appointment actions will be 

announced by Special Orders published by the Cadet Personnel Officer or as directed by 

the SASI/ASI.  

B.  Spot Promotions:  The SASI may promote a cadet “on the spot” as deemed 

appropriate based on demonstrated leadership above and beyond the call of duty. 

C.  Normally, all cadets serving in a leadership position will perform those duties for a 

term of at least one complete academic semester. 

D.  Cadet staff members who fail to maintain a quarterly AFJROTC grade of "C" or 

better will be considered for removal from the cadet staff position. 

5.  To be considered for promotion, The SASI/ASI will evaluate you on a number of 

subjective factors.  As in the active Air Force, you will be assessed on the “whole person” 

concept with consideration given to each of the following qualities: 

A.  Core Values:  Does the cadet exemplify the Core Values of Integrity, Service Before 

Self, and Excellence In All We Do? 

B.  Academic Leadership:  How well does the cadet perform during classroom 

discussion, on unit quizzes/exams and on class projects?  Are assignments/projects 

completed on time and in a thorough and complete manner?  Does the cadet volunteer to 

those cadets struggling academically? 
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C.  Organizational Leadership and Support:  How well does the cadet function in 

positions of leadership?  Does the cadet command earn the respect of subordinates?  Does 

the cadet give proper consideration for subordinates?  How is the cadet rated by superiors?  

Are organizational suspenses meet on time? 

D.  Co-Curricular Activity Leadership:  To what degree does the cadet carry interest 

and enthusiasm beyond the classroom?  Does the cadet participate in co-curricular 

activities ?  Does the cadet take on leadership roles in conjunction with co-curricular 

activities? 

E.  Service:  How active is the cadet in service to the community, school and the cadet 

organization?  Does the cadet exceed minimum standards for community service?  Does 

the cadet participate in unit fund raising activities? 

6.  Promotion procedures to the ranks of Cadet Airman thru Cadet Colonel are described 

below: 

A.  Promotion Cycles:  The promotion cycles or opportunities for promotion during the 

school year are as follows: 

Cycles Effective Date Promotion Announced 

1 End of 1st Semester 1st Week of 2nd Semester 

2 End of Second Semester 2nd week of May 

B.  Eligibility:  To be eligible for promotion, please reference the Memorandum for Record 

(MFR) dated 14 May 2019 titled, “Promotion”. In this memorandum it outlines the 

requirements, both academic and physical, to meet promotions above the rank of E-5. You 

are not eligible for promotion if you received either in or out of school suspension. The 

SASI/ASI may waive any of the above requirements at their discretion. 

 

C.  Promotion Cutoff:  At the end of each cycle, the ASI will review the UDL by rank.  

From this review, the ASI will determine the maximum number of promotion slots 

available in each rank category.  Based on cadet performance, the SASI and ASI will work 

collectively together to identify promotion eligible cadets. 
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D.  Maximum Rank Structure Within The Group:  The Shadow Mountain High School 

AFJROTC Cadet Group rank distribution, according to rank: 

(1) Cadet Colonel 2% 

(2) Cadet Lieutenant Colonel 3% 

(3) Cadet Major 4% 

(4) Cadet Captain 8% 

(5) Cadet First Lieutenant 8% 

(6) Cadet Second Lieutenant 10% 

(7) Cadet Chief Master Sergeant 1% 

(8) Cadet Senior Master Sergeant 1% 

(9) Cadet Master Sergeant 5% 

(10) Cadet Technical Sergeant 18% 

(11) Cadet Staff Sergeant 20% 

(12) Cadet Senior Airman 30% 

(13) Cadet Airman First Class and Cadet Airman No Limit 

E.  Demotion:  Please reference MFR dated 14 May 2018, titled, “Demotion”. Demotions 

may occur in response to behavioral and/or conduct unbecoming of an AFJROTC cadet. 

Additionally, cadets that reside in higher ranks, E-5 and above, may be demoted based off 

of poor performance in academics, fitness, and/or performance. 
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Guide For Cadet Leaders 

This guide is designed to assist you, the cadet leader, in accomplishing your mission.  

Leadership is not an inherent characteristic, rather, it is something that can be learned 

providing YOU are willing to come to terms with yourself and the mission.  By utilizing the 

leadership techniques listed below, you will be able to accomplish your mission effectively 

and efficiently, as well as maximize achievement of organizational goals and objectives. 

1.  Unity of Command:  Within the command structure, or any level of command, there can 

be only one commander.  Commanders are responsible for everything their unit does or does 

not do.  The commander’s responsibilities are matched by the authority necessary to carry out 

his/her mission.  Commanders can delegate authority to complete a task, but they are 

ultimately still responsible/accountable for task completion. 

2.  Span of Control:  One commander can only effectively control a given number of 

subordinates.  Normally, the minimum is three subordinates and the maximum is seven.  The 

ideal span of control is five subordinates. 

3.  Chain of Command:  The succession of leaders through which command is exercised is 

called the chain-of-command.  It enables commanders to retain unity of command within the 

maximum span of control.  The Group Commander assigns tasks to the Squadron 

Commanders, who in turn delegate specific duties and responsibilities to their subordinate 

officers and NCOs. 

4.  Staff Authority and Responsibility:  The unit staff consists of those officers and 

noncommissioned officers who assist the commander in the exercise of his/her command.  

They are advisors only within the specific area assigned to them by the commander.  Staff 

officers will keep the commander informed on matters within their specific areas of 

responsibility which may require his/her attention. 
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Organization of the AZ-911 AFJROTC Cadet Group 

1.  The number of leadership positions authorized in AFJROTC Unit AZ-911are shown in the 

UDL (See Atch 11).  To progress up this chain-of-command, each cadet should strive to learn 

the duties and responsibilities of each position on the chart.  If you are selected for a 

leadership position, fulfill that position to the best of you ability, and there will be room for 

you to move “up” the chain -of-command. 

2.  The Organizational Chart (See Atch 12) reflects how the AZ-911 AFJROTC Group is 

organized.  This organization breaks down the functions of the group into specialized tasks.  

The responsibilities associated with these tasks are defined in detail in the following pages.  

To gain a more complete understanding of how the various functions relate to the total 

function or mission of the group, cadets should familiarize themselves with all of the job 

descriptions as they relate to the organizational chart. 

3.  Examination of the organizational chart demonstrates not everyone can be a leader at the 

same time.  A system exists (the promotion system) to ensure cadet leadership roles are 

chosen carefully.  Information relative to promotions is spelled out in detail in Chapter 7. 

4.  A closer examination of the chart will show a “Chain-of-Command” reflected by the black 

lines connecting the cadet functions or positions.  Information, guidance and decisions should 

flow “down” through all intermediate levels of the chain-of-command in the form of orders, 

either oral or written.  Information, advice and recommendations should flow “up” the chain-

of-command through all intermediate levels of command.  Moreover, there is a lateral flow of 

information between staff elements.  Unless there is this flow of information “up”, “down” 

and “across” the chain-of-command, the organization will quickly become ineffective and 

cease to function as a unit.  Keep this in mind as you strive to complete your duties and 

responsibilities! 
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AFJROTC Unit AZ-911 Unit Detail Listing (UDL) 

Command Staff:  Minimum Grade Auth Number Auth 

 (CGp/CC)  Group Commander C/Col 1 

 (CGp/IG)  Inspector General C/Col 1 

 (CGP/VCC)  Deputy Group Commander C/Lt Col 1 

 (CGp/XO)  Executive Officer C/Lt Col 1 

 (CGp/CCF)  First Sergeant C/CMSgt 1 

 (COPSq/CC)  Operations Squadron Commander C/Maj 1 

 (CSPSq/CC)  Support Squadron Commander C/Maj 1 

 (DNCSq/CC) Drill & Ceremonies Squadron Commander C/Col 1 

 (CGp/PA) Public Affairs Officer C/1Lt 1 

 (CRCSq/CC)  Recruiting Squadron Commander C/Maj 1 

Operations Squadron: 

 (COPSq/PO)  Project Officer C/2Lt 1 

 (COPSq/POA) Project Officer Assistant C/Amn 1 

 (COPSq/SO)  Safety Officer C/2Lt 1 

 (COPSq/SOA) Safety Officer Assistant C/Amn 1 

 (COPSq/CS)  Community Service Commander C/2Lt 1 

 (COPSq/CST) Community Service Tech C/Amn 1   

 (COPSq/FLT/CC)  Physical Training/Recreation Flt Commander C/TSgt 1 

 (COPSq/FLT/DC)  Physical Training/Recreation Flt Deputy C/SSgt 1 

 (COPSq/PT Tech)  Physical Training/Rec Tech C/Amn 2 

 (COPSq/FLT/CC)  Flight Commanders TBD 5 

 (COPSq/FLT/SGT)  Flight Sergeants TBD 5 

Recruiting Squadron: 

 (CRCSq/FLT/CC)  Recruiting Flight Commander C/Maj 1 

 (CRCSq/FLT/VCC)  Recruiting Flight Deputy Commander C/2Lt 1 

 (CRCSq/FLT/Ops)  Recruiting Flight Operations Officer C/2Lt 1 

 (CRCSq/NCO)  Recruiting Flight SNCO C/MSgt 1 

 (CRCSq/NCO)  Recruiting Flight NCO C/TSgt 1 

 (CRCSq/TECH)  Recruiting Flight Technician C/TSgt & C/SrA 2 

Drill & Ceremonies Squadron: 

 (DNC/EXB Drill FLT/CC)  Exhibition Flight Commander C/Capt 1 

 (DNC/EXB Tech)  Exhibition Flight Tech C/A1C 1 

 (DNC/Color Guard CC)  Color Guard Commander C/CMSgt 1 

 (DNC/FLT/CC)  DNC Flight Commander C/MSgt 1 

 (DNC/FLT/DC)  DNC Flight Deputy CC C/TSgt 1 

 (DNC/FLT/Tech)  DNC Tech C/Amn 1 

Support Squadron: 

 (CSPSq/CF/CC)  Cyber Flight Commander C/TSgt 1 

 (CSPSq/CF/Tech)  Cyber Flight Tech C/SrA 1 

 (CSPSq/CF/KO)  Knowledge Operations Manager C/TSgt 1 

 (CSPSq/COM/CC)  Communications Flight Commander C/1Lt 1 

 (CSPSq/COM/Tech)  Communications Flight Tech C/Amn 1 

Attachment 11 



 

 

 (CSPSq/HIST)  Historian C/MSgt 1 

 (CSPSq/PHOTO) Photographer C/SSgt 1 

 (CSPSq/LG/CC)  Logistics Flight Commander C/2Lt 1 

 (CSPSq/LG/VCC)  Logistics Flight Deputy Commander C/SSgt 1 

 (CSPSq/LG/TECH)  Logistic Flight Supply Technicians C/SrA & C/Amn 3 
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Chapter 9 

Unit AZ-911 Cadet Group Job Descriptions 

Similar to the active duty Air Force, responsibilities and duties increase with an increase in rank.  Cadets 

are expected to be capable of assuming the duties and responsibilities of the position to which they are 

appointed.  The following job descriptions define the major elements of each command and staff position: 

Command Staff 
Cadet Wing Commander (CW/CC): 

 Command and Control of the Cadet Wing 

 Maintaining and improving the appearance, discipline, effectiveness, training, and conduct of the 

911th AFFROTC Cadet Wing 

 Executes command and control of the Cadet Wing, establishes and maintains a high degree of unit 

esprit de corps through the use of Command Staff personnel and subordinate commanders 

 Ensures the professional appearance, discipline and training of the Cadet Wing 

 As necessary, assists the SASI/ASI in the accomplishment of Cadet Wing activities 

 Coordinates with Command staff to establish goals and metrics for the Cadet Wing 

 Ensures all members of the Cadet Wing have the opportunity to develop leadership skills 

commensurate with their individual abilities 

 Oversees Cadet Wing activities in accordance with Air Force principles/procedures 

 Conducts weekly Command Staff meetings and monthly general staff meetings 

 Accomplishing the mission of AZ-911 AFJROTC Cadet Wing 

 Setting the Cadet Wing’s goals and vision for the semester 

 Primary member of cadet command staff 

Cadet Vice Wing Commander (CW/CV): 

 Assisting the Cadet Wing Commander in all areas of CC’s responsibilities 

 Assuming command of the Cadet Wing in the absence of the Cadet Wing Commander 

 Providing feedback to the Wing Staff on how efficient the Group Commanders are accomplishing 

their mission 

 Ensuring the Cadet Wing is notified of upcoming events in a timely manner 

 Working with Cadet Executive Officer to ensure the Tasking Sheet is updated & posted 

 Planning, scheduling, and organizing POC meetings as necessary 

 Attending weekly Wing Staff meetings 

 Attending and assisting the Cadet Wing Commander during instructor briefings and other 

meetings with the SASI/ASI 

 Assisting the Wing Commander with administrative duties 

 Fostering innovation within the Cadet Wing 

 Performing duties as directed by the Cadet Wing Commander.  These duties include, but are not 

limited to, overseeing a cadet’s performance, aiding with the planning and execution of a specific 

event, assisting with any paperwork pertaining the Cadet Wing, and/or performing as a backup 

project officer 

 Primary member of cadet command staff 
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Cadet Executive Officer (Lt Col/Major): 

 Assisting WG/CC and WG/CV with all minor and clerical duties including, but not limited to, 

Wing Staff attendance at all AFROTC functions and the maintenance of the Wing Calendar 

 Create, update, post, and distribute the Master Tasking List (MTL) 

 Responsible for the weekly/monthly staff meeting charts 

 Being the main assistant to the wing leadership 

 Performing other duties as directed by the CW/CC or CW/CV 

 Primary member of cadet command staff 

 

Public Affairs Officer (WG/PAO): 

 Publishes a quarterly newsletter to be posted on the AFJROTC AZ-911 website 

 Coordinates with the SMHS campus newspaper to ensure the timely promotion of significant 

events as stipulated by the Cadet Group Commander and/or the SASI/ASI 

 Ensures the Shadow Mountain Year Book coverage reflects a thorough, professional and accurate 

portrayal of Cadet Group activities 

 Assigning two to three cadets as subordinates to assist in WG/PAO responsibilities 

 Manages all Special Projects and co-curricular activities determined by the Cadet Wing 

Commander 

 Primary member of cadet command staff 

 

Wing First Sergeant (WG/CCF): 

 Directly supports the Cadet Wing Commander in the conduct of corps activities 

 Ensures the professional appearance, discipline and training of the Cadet Wing 

o Manages and administers the Cadet Demerit Program 

 Conducts periodic NCO meetings to assess effective NCO utilization 

 

Operations Group 

 

Operations Group Commander (OPGP/CC) 

 Executes command/control of the Cadet Wing in the absence of the both the Wing Commander 

and Deputy Wing Commander 

 Ensures the professional appearance, discipline and training of the Cadet Operations Group 

 Ensures all operations tasks associated within the Cadet Group are completed on-time and updated 

on the MTL 

 

Operations Squadron Commander (OPSQ/CC) 

 Liaison officer to all classroom flights, hold periodic flight commander meetings to ensure 

effective communication of all assigned tasks and pertinent information 

 Ensure all tasks assigned to the Ops/SQ are completed on-time and updated on the MTL 

 

Morale Welfare & Recreation – MWR Flight Commander (OPSQ/MWR) 

 Ensure a high level of moral and esprit de corps maintained within the Cadet Wing 

 Develop a weekly PT OPORD for physical fitness activities -  must be completed by COB 

Thursday of the previous week 

 Manage all physical fitness activities within the Cadet Wing, to include: 

o Sports Challenges 

o Flight Competitions 

 Appoints a MWR tech in each flight to ensure proper execution of PT OPORD 
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Operations SNCO (OPSQ/SNCO) 

 Supervisor of all NCOs within the Operation Squadron 

 Directly supports the CMSgt with periodic NCO meetings 

 Ensures the proper discipline, appearance, and training of all cadets within the Cadet Operations 

Squadron 

 Reports directly to the Operations Squadron Commander 

 

Color Guard Commander (OPSQ/CG) 

 Plans, organizes, coordinates, directs and trains the Wing Color Guard to ensure the team is 

prepared for all parades, competitions, assemblies, sporting events, etc. 

 Posts weekly training plan to SASI/ASI NLT COB Thursday of the previous week 

 Keeps all equipment clean and neatly stored in designated area 

 Maintain the weekly retreat/reveille schedule 

 Takes attendance for all zero hour activities 

 

Rifle Drill Team Commander (OPSQ/DC) 

 Plans organizes, coordinates, directs and trains the Wing Rifle Drill Team to ensure the team is 

prepared for all parades, competitions, assemblies, sporting events, etc. 

 Keeps all equipment clean and neatly stored in a secure place 

 Takes attendance for all zero hour activities in the absence of the OPSQ/CG 

 

Safety Flight Commander (OPSQ/SY) 

 Oversees provision of all safety equipment and/or resources required to perform AFJROTC 

activities, i.e. water, sunscreen, first aid, etc. 

 Appoints a safety representative in each flight to coordinate and provide continuous 

communications to ensure the safety of all AFJROTC cadets 

 

Recruiting Squadron Commander (RGSQ/CC) 

 Creates, maintains and updates all applicable recruiting materials 

o Ensures accurate recruiting information is posted on AFJROTC website 

 Plans, organizes and executes recruiting events at all PVUSD middle & high schools 

 Creates recruiting plan to be submitted to the CW/CC NLT the second week of school 

 Creates and maintains recruiting material to include pamphlets, posters, flyers, etc. 

 

Recruiting Flight Commander (RGSQ/FC) 

 Executes Recruiting Plan 

 Maintains communication between all high schools within PVUSD to ensure recruiting material is 

posted 

 

Recruiting SNCO (RGSQ/SNCO) 

 Supervisor of all NCOs within the Recruiting Squadron 

 Directly supports the CMSgt with periodic NCO meetings 

 Ensures the proper discipline, appearance, and training of all cadets within the Cadet Recruiting 

Squadron 

 Reports directly to the Recruiting Squadron Commander 

 Assists with all recruiting activities 
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Recruiting Squadron Tech (RGSQ/TECH) 

 Assists in all recruiting activities 

 Provides recruiting assessment, i.e. after action report, to the RGSQ/CC 

 

Support Group 

 

Support Group Commander (SPGP/CC) 

 Ensures the professional appearance, discipline and training of the Cadet Support Group 

 Ensures all Support Squadron activities are conducted in accordance with current regulations, 

directives, policies and procedures 

 Ensures all support tasks associated within the Cadet Group are completed on-time and updated on 

the MTL 

 

Communications Squadron Commander (CMSQ/CC) 

 Responsible for ensuring all cadet corps activities are updated on the classroom calendar, website, 

and communicated via the “Remind” application 

 Ensures the cadet website is up to date and operating 

 Ensures the cadet “Remind” application is current 

 Ensures the website is up to date with all cadets email 

 

Communications Squadron SNCO (CMSQ/SNCO) 

 Supervisor of all NCOs within the Communications Squadron 

 Directly supports the CMSgt with periodic NCO meetings 

 Ensures the proper discipline, appearance, and training of all cadets within the Cadet 

Communications Squadron 

 Reports directly to the Communications Squadron Commander 

 Assists with all CMSQ activities 

 

Cyber Flight Commander (CYBER/FLTCC) 

 Promotes intergroup communication to ensure AFJROTC AZ-911 website has the most up-to-date 

information posted 

 

Communication Flight Commander (COMM/FLTCC) 

 Ensures the proper communication of all AFJROTC AZ-911 activities via the classroom calendar, 

website, and “Remind” application 

 Collects all cadet phone numbers NLT the second week of school to be uploaded onto the 

“Remind” application 

 Maintains the “Remind” application with any changes to cadets information 

 Collects all cadet emails NLT than the second week of school to be loaded onto the cadet website 

 

Community Service Representative (COMM/SVC) 

 Organizes and executes at least two community service projects a semester 

 

Photo Liaison (COMMSQ/PHOTO) 

 Ensures pictures are taken at all AFJROTC AZ-911 events 

 Catalogs all pictures on PHOTO thumb drive 
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Logistics Squadron Commander (LGSQ/CC) 

 Assists the SASI/ASI with the receipt, issue, and accounting of all uniforms, accoutrements, 

equipment and supplies 

 Assists the SASI/ASI with equipment and uniform inventories as required 

 Creates and maintains a LUKE AFB MCSS master schedule and roster for supply trips 

 Oversees the issuance of uniform items 

 

Logistics Flight Commander (LGSQ/FLTCC) 

 Assists LGSQ/CC with all activities 

 Appoints Logistics representatives in each flight to ensure the timely issuance of uniform items 

o Maintains a log of uniforms items issued 

 

Logistics SNCO (LGSQ/SNCO) 

 Supervisor of all NCOs within the Logistics Squadron 

 Directly supports the CMSgt with periodic NCO meetings 

 Ensures the proper discipline, appearance, and training of all cadets within the Cadet Logistics 

Squadron 

 Reports directly to the Logistics Squadron Commander 

 Assists with all LGSQ activities 

 

Logistics Techs (LGSQ/TECH) 

 Assists LGSQ/CC with all activities 

 Maintains inventory of all logistics items 

 Assists with the issuance of uniform items 
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Staff Meeting Procedures 

1.  General Staff Meetings will be conducted as directed by the Cadet Group Commander.  

Attendance is mandatory for all Command and General Staff officers. 

2.  Command Staff Meetings will include the Group Commander, Deputy Group Commander, 

Inspector General, Executive Officer, Standards & Evaluation Officer, Operations Squadron 

Commander, Support Squadron Commander, Recruiting Squadron Commander, Public Affairs 

Officer and the First Sergeant, unless otherwise directed by the Cadet Group Commander.  

These meetings will be conducted for the purpose of discussing the status of current group 

taskings and activities, determining project officers for upcoming activities, formulating the 

agenda for the next week’s general staff meeting and other actions deemed appropriate by the 

Cadet Group Commander or SASI/ASI. 

3.  General Staff Meetings are open to all cadets enrolled in Unit AZ-911. They will be held 

in the classroom and set up as prescribed by the Cadet Group Commander.  All staff meetings 

will follow the proper customs & courtesies and provide all cadets present a chance to speak.  

General Staff Meetings will be conducted in accordance with the following procedures: 

A.  The Command Staff will meet in the cadet staff office to discuss the orders of the day.  

At this time, the NCOICs will configure the room under the direction of the First Sergeant. 

B.  At the start of the meeting, the First Sergeant will call the staff  to attention when the 

Cadet Group Commander enters the room.  Upon taking his/her seat, the Cadet Group 

Commander will seat the staff.  The Executive Officer will take minutes of the meeting 

and publish them for approval/review. 

C.  The Cadet Group Commander will discuss topics of the day as outlined on the staff 

meeting agenda and then call upon the Operations Squadron Commander, the Support 

Squadron Commander, and the Recruiting Squadron Commander in-turn. 

D.  Each Squadron Commander will call on his/her staff officers to brief the current 

status/progress of ongoing/proposed projects for their particular staff function.  The 

status/progress will be discussed, with special emphasis placed on possible problem areas 

and taskings levied to ensure successful completion of all tasks and projects. 

E.  The Cadet Group Commander will solicit comments from the floor. 

F.  The Cadet Group Commander will solicit comments from the ASI and SASI in turn. 

G.  After everyone has had a chance to speak, the Cadet Group Commander will conclude 

the meeting.  The First Sergeant will call the staff to attention, and the Cadet Group 

Commander will dismiss the staff.  All NCOICs will stay and reconfigure the room. 
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Cadet Staff Office Rules 

Use of the Cadet Staff Office is a privilege.  The office exists to provide an environment 

conducive to the professional, efficient conduct of official Cadet Group business or cadet 

homework.  The following rules governing the use of the Cadet Staff Office will be strictly 

enforced by all cadet staff members, as well as the SASI/ASI: 

1.  General and Command staff members performing unit duties and responsibilities have first 

priority regarding the use of Staff Office computers; otherwise, AZ-911 AFJROTC cadets can 

use the computers for authorized purposes at the discretion of the SASI/ASI. 

2.  At NO TIME will non-cadets be allowed in the Cadet Staff Office. 

3.  Command Staff Officers and the First Sergeant reserve the right to clear the staff office to 

conduct official Cadet Group business. 

4.  Access to the staff office is for the conduct of official business ONLY.  The staff office is 

not an area for socializing or playing computer games. 

5.  File cabinets and distribution boxes are for Command Staff support only.  They will not be 

used as lockers for storage of personal items. 

6.  Cadets WILL NOT install or remove software or change the operational setup or 

parameters of the Cadet Staff Office computers.  This includes screensavers, backgrounds, 

desktop settings, etc.  Additionally, cadets will not upload pictures without the approval of the 

SASI/ASI. 

7.  Failure to comply with and enforce the Cadet Staff Office rules outlined above will result 

in the loss of staff office use and/or demerit action. 
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Procedures for Instructor Office Entry 

1.  Cadets will assume the position of attention outside the Instructors’ Office door. 

2.  Cadets will knock ONCE and wait to be recognized. 

3.  Once recognized, the cadet will state, “Cadet ____________ requests permission to enter.” 

4.  When permission is granted, the cadet will proceed to a position in front of the SASI/ASI’s 

desk, stop, stand at the position of attention and state, “Cadet __________ requests permission 

to speak with _____________________ (SASI or ASI).” 

5.  When permission is granted, state your business.  Remain at the position of attention unless 

otherwise directed. 

6.  When your business is completed, return to the position of attention, and state, “Cadet 

___________________ requests permission to leave.” 

7.  When permission is given, execute an about face and march directly out the office door. 

** AT NO TIME WILL ANY CADET ENTER THE INSTRUCTORS’ OFFICE WITHOUT 

SASI/ASI PERMISSION** 
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Chapter 13 

Conduct, Character and Responsibility (CCR)  & Merit/Demerit Program 

As noted at the beginning of the Cadet Handbook, the AFJROTC mission is to “develop citizens 

of character dedicated to serving their nation and community.”  The goals supporting that 

mission are to instill values of citizenship and service to the United States, develop personal 

responsibility and instill a sense of accomplishment in high school students.  We accomplish 

these goals and the mission by educating and training high school cadets in citizenship; 

promoting community service; instilling responsibility, character and self-discipline; and 

providing Air & Space Science and Leadership & Management instruction. 

1.  CCR Defined:  CCR is a critical element in AFJROTC mission accomplishment.  Holding 

cadets accountable by providing established, communicated and equitable consequences for 

both positive and negative behavior and actions is a necessity. 

2.  CCR Points:  Beginning each term, cadets receive 100 CCR points to build upon or lose, 

depending on both Merit/Demerit actions.  Our Merit/Demerit Program deals with overall cadet 

behavior and is one element of CCR; the other is school administrative actions.  Exceptional 

behaviors/actions can result in points added to a cadet’s CCR score.  Conversely, negative 

behaviors can result in points deducted from a cadet’s score at the discretion of the SASI/ASI. 

3.  The Merit/Demerit Program:  Applies to all cadets in Unit AZ-911 as a tool to reward 

exceptional behavior, as well as correct negative behavior so as to maintain the unit’s good 

order, discipline and standards. 

A.  Merit Actions:  Will be considered if they reflect positively on the cadet corps, school 

or community.  Merit recommendations may be submitted for noted activities that 

demonstrate spontaneous leadership in a crisis situation, noteworthy examples of service to 

others, or other noteworthy actions that exemplify the Air Force Core values of “Integrity 

First,” “Service Before Self,” and “Excellence In All We Do.”  Submit recommendations 

on a “Merit Recommendation Form” to any AFJROTC NCO, officer, or the SASI/ASI.  

Based on the information provided, the SASI/ASI will award merit points accordingly and 

add the merit points to the cadet’s CCR score in Infinite Campus.. 

B.  Pre-Demerit Actions:  Demerit recommendations may be submitted for misconduct, 

customs and courtesies violations, dress and appearance violations or failure to fulfill 

Cadet Group responsibilities.  However, use it as a last resort to correct unacceptable 

behavior!  Before submitting a demerit recommendation, refer cadets to the appropriate 

squadron commander for counseling.  Squadron commanders will document counseling 

sessions on an AF IMT 174.  When counseling is completed, forward the AF IMT 174 to 

the SASI/ASI for review, who in turn will take the appropriate actions to have the form 

placed in the cadet’s personnel file.  From that point, if the cadet fails to respond positively 

to the counseling session, then demerit action can be initiated. 
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C.  Demerit Recommendation Actions:  Submit recommendations for demerit actions on 

a “Demerit Recommendation Form” to the First Sergeant. 

(1)  Upon receipt, the First Sergeant will assign a control number, enter the demerit 

recommendation on the Demerit Control/Summary Log and complete/forward a 

notification letter to the cadet recommended for demerit action.  Additionally, the First 

Sergeant will review the cadet’s personnel file for previous demerit actions and 

annotate any previous actions taken for the same infraction on the Demerit 

Recommendation Form. 

(2)  The Command Staff will review the Demerit Recommendation Form, annotate a 

recommendation on the form and forward the form to the SASI/ASI for final review.  

Command Staff members recommended for Demerit action will appear before the 

SASI/ASI. 

(3)  Upon review, the SASI/ASI will approve/disapprove the demerit recommendation 

and points assessed and then forward the completed Demerit Recommendation Form to 

the First Sergeant to be filed in the cadet’s personnel file.  The SASI/ASI will deduct 

assessed demerit points from the cadet’s CCR score in Infinite Campus. 

D.  Demerit Points:  Points assessed against a cadet will accumulate on a semester basis 

and have the following consequences: 

(1)  The accumulation of 25 or more demerit points will render the cadet ineligible for 

the award of the Good Conduct Ribbon for that semester.  Once cadets accumulate 25 

demerit points, they will not be permitted to participate in extracurricular activities for 

the remainder of that semester. 

(2)  The accumulation of 50 or more demerit points will render the cadet ineligible for 

both the award of the Good Conduct Ribbon and rank promotion for that semester.  

Additionally, cadet staff members may be relieved of duty from their assigned 

positions. 

Accumulation of 100 or more demerit points during a semester may result in potential removal of 
the cadet from the AFJROTC course 
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Chapter 14 

Awards and Decorations 

1.  A number of distinctive and coveted awards are authorized by AFJROTC for presentation 

to cadets based upon superior academic performance and leadership excellence or valor.  

There are two categories of awards with accompanying medals, ribbons and/or certificates. 

A.  National Awards 

B.  AFJROTC Awards 

2.  The presentation of annual awards will be accomplished at an appropriate, formal 

ceremony.  Advance publicity will be arranged by the Public Affairs Officer, and the families 

and friends of cadets will be invited to attend. 

3.  Wear of Devices on Ribbons:  Cadets will wear the ribbon for each award they earned.  

Additional awards of the same ribbon will be indicated by the wear of oak leaf clusters 

(devices) on the ribbon.  A maximum of four devices may be worn on any ribbon.  Bronze 

devices indicate a single award of the ribbon.  Silver devices indicate the ribbon has been 

awarded five times.  Silver devices will be placed to the wearer’s right of bronze devices.  

Position the devices horizontally on ribbons and vertically on medals.  Devices will be worn 

tilted slightly downward (at a 45-degree angle) to the wearer’s right, with the cluster stem 

pointing to the wearer’s right.  If all devices don’t fit (more than four) wear a second ribbon.  

When additional awards reduce the devices to a single ribbon, remove the second ribbon. 

4.  Ribbons of Other Services:  AFJROTC Cadets are authorized to wear ribbons earned 

while enrolled in Army, Navy, and Marine Corps JROTC Programs.  Cadets will wear 

AFJROTC ribbons ahead of other service ribbons. 

5. Cadets must meet the following criteria to be considered for these National Awards: 

A.  AIR FORCE ASSOCIATION MEDAL:  Must be an AS-III cadet.  The cadet must 

possess characteristics contributing to leadership and indicative of future value in positions 

of responsibility such as: 

(1)  A positive attitude (toward AFJROTC and school) 

(2)  Outstanding personal appearance (uniform and grooming) 

(3)  Display personal attributes such as initiative, judgment and self-confidence 

(4)  Courteous demeanor (promptness, obedience and respect for customs) 

(5)  Growth potential (capacity for responsibility, high productivity and ability to change) 

(6)  Possess the highest personal &ethical standards and strong positive convictions 

(7)  Rank in the upper 5 percent of the Aerospace Science class and the upper 10 

percent of the SMHS class 

(8)  Recommended by the SASI for the Outstanding Cadet Ribbon 
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B.  DAEDALIAN AWARD:  Awarded to an AS-III cadet who meets the following criteria: 

(1)  Demonstrates an understanding and appreciation of patriotism, love of country and 

service to the nation 

(2)  Indicates a potential and desire to pursue a military career 

(3)  Ranks in the upper 10 percent of their Aerospace Science class and in the upper 20 

percent of their SMHS class 

C.  AMERICAN LEGION SCHOLASTIC AWARD:  Awarded to an AS-III or AS-IV 

cadet who meets the following criteria: 

(1)  Ranks in the upper 10 percent of their SMHS class and the upper 25 percent of 

their Aerospace Science class 

(2)  Demonstrates qualities of leadership 

(3)  Actively participates in constructive student activities 

D.  AMERICAN LEGION GENERAL MILITARY EXCELLENCE AWARD:  

Awarded to an AS-III or AS-IV cadet who meets the following criteria: 

(1)  Ranks in the upper 25 percent of the Aerospace Science class 

(2)  Demonstrates outstanding qualities in military leadership, discipline, character and 

citizenship 

E.  DAUGHTERS OF THE AMERICAN REVOLUTION (DAR) AWARD:  Awarded 

to an AS-IV cadet who meets the following criteria: 

(1)  Ranks in the upper 25 percent of their SMHS class & their Aerospace Science class 

(2)  Demonstrates qualities of dependability and good character, adherence to military 

discipline, leadership ability, and a fundamental understanding of the importance of 

AFJROTC training 

F.  AMERICAN VETERANS (AMVETS) AWARD:  Awarded to one qualified cadet 

who has demonstrated individual characteristics contributing to leadership such as: 

(1)  A positive attitude toward AFJROTC programs and service in the Air Force 

(2)  Personal appearance (wearing of the uniform, posture and grooming) 

(3)  Personal attributes (initiative, dependability, judgment and self-confidence) 

(4)  Officer potential (capacity for responsibility, adaptability and maintenance of high 

personal standards) 

(5)  Obtained an overall grade of "A" in the Aerospace Science class 

(6)  Is in good scholastic standing in all classes at the time of selection 
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G.  THE RESERVE OFFICERS ASSOCIATION AWARD:  Awarded to an AS-III 

cadet who possesses individual characteristics contributing to leadership such as: 

(1)  Positive attitude toward the Aerospace Science curriculum 

(2)  Outstanding personal appearance 

(3)  Attributes of initiative, good judgment and self-confidence and growth potential 

(4)  Epitomizes the qualities of Courtesy (prompt, obedient and respectful) 

(5)  Demonstrates the highest level of personal and ethical standards and strong positive 

convictions 

(6)  Ranks in the top 10% of their Aerospace Science class 

H.  THE MILITARY ORDER OF THE WORLD WARS (MOWW) AWARD:  

Awarded to a cadet who meets the following criteria: 

(1)  Committed to continue the Aerospace Science Program for the next school year 

(2)  Outstanding accomplishments or service to the AFJROTC unit 

I.  MILITARY OFFICERS ASSOCIATION AWARD:  Awarded to an outstanding  

AS-III cadet who shows exceptional potential for military leadership.  The cadet must meet 

the following criteria: 

(1)  Be in good academic standing and be of high moral character 

(2)  Shows a high order of loyalty to their unit, school and country 

(3)  Shows exceptional potential for military leadership 

J.  VETERANS OF FOREIGN WARS (VFW) AWARD:  Awarded to an outstanding   

AS-III or AS IV cadet who possesses individual characteristics contributing to leadership.  

The cadet must meet the following criteria: 

(1)  Have a positive attitude toward AFJROTC 

(2)  Have outstanding military bearing and conduct; demonstrates leadership potential 

(3)  Possesses strong positive personal attributes such as courtesy, dependability, 

punctuality, respect and cooperation 

(4)  Demonstrates patriotism by being a member of the color guard or drill team 

(5)  Sustains an overall GPA of 3.0 in AFJROTC and a SMHS GPA of 2.5 or better in 

all subjects for the previous semester 

(6)  Actively participates in student activities 

(7)  Has not previously received this award 
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K.  NATIONAL SOJOURNERS AWARD:  Recognizes an outstanding AS-II or AS-III 

cadet who contributes the most to encourage and demonstrate Americanism within the 

Corps of Cadets and on the campus.  The cadet must: 

(1)  Ranks in the upper 25 percent of their SMHS class 

(2)  Encourages and demonstrates the ideals of Americanism 

(3)  Demonstrates a potential for outstanding leadership 

(4)  Has not have previously received this award 

L.  SONS OF THE AMERICAN REVOLUTION (SAR) AWARD:  Awarded to an 

outstanding AS-III cadet who exhibits a high degree of leadership qualities, military 

bearing and all-around excellence in Aerospace Science studies and activities.  Each cadet 

must: 

(1)  Be currently enrolled in the AFJROTC Program 

(2)  Rank in the top 10 percent of their Aerospace Science class and top 25 percent of 

their SMHS class 

(3)  Has not have previously received this award 

M.  SCOTTISH RITE SOUTHERN JURISDICTION AFJROTC AMERICANISM 

MEDAL:  Awarded to an outstanding AS III cadet.  Each cadet must: 

(1)  Contribute the most to encourage Americanism by participation in extracurricular 

activities or community projects 

(2)  Demonstrates academic excellence by ranking in the top 20% of their SMHS class 

(3)  Demonstrates the qualities of dependability, good character, self discipline, good 

citizenship and patriotism 

(4)  Has not have previously received this award 

N.  MILITARY ORDER OF THE PURPLE HEART AWARD:  Awarded to an 

outstanding AS-III or AS-IV cadet who demonstrates leadership ability such as: 

(1)  A positive attitude toward AFJROTC and his/her country 

(2)  Holds a leadership position within the Cadet Group 

(3)  Actively participates in school and community affairs events 

(4)  Attains a grade of “B” or better in all subjects for the previous semester 

(5)  Has not have previously received this award 

O.  AIR FORCE SERGEANTS ASSOCIATION (AFSA) AWARD:  Awarded to an 

outstanding AS-III or AS-IV cadet.  Each cadet must: 

(1)  Rank in the top 10 percent of their AFJROTC class 

(2)  Demonstrate outstanding qualities in leadership/discipline/character/citizenship 

(3)  Has not have previously received this award 
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P.  SONS OF UNION VETERANS OF THE CIVIL WAR AWARD:  This award 

recognizes one deserving cadet annually (may be a first, second, third, or fourth-year 

cadet).  The recipient must display a high degree of patriotism and have demonstrated a 

high degree of academic excellence and leadership ability. 

Q.  TUSKEGEE AIRMEN INCORPORATED (TAI) AFJROTC CADET AWARD:  

Awarded to two cadets annually.  The cadets may be first-year, second-year, or third-year 

cadets that meet the following criteria: 

(1)  Attained an overall grade of “B” or better in their Aerospace Space class 

(2)  Is in good academic standing in all other SMHS classes 

(3)  Actively participates in Cadet Group activities 

(4)  Participates in at least 50% of all unit Community Service Program activities 

R.  THE RETIRED ENLISTED ASSOCIATION AWARD:  Awarded annually for 

exceptional leadership to the most outstanding AFJROTC cadet while serving in an 

enlisted rank 

S.  THE CELEBRATE FREEDOM FOUNDATION JUNIOR ROTC AWARD:  

Awarded to an outstanding first- or second-year cadet.  The recipient must display a 

positive attitude, outstanding personal appearance, courteous demeanor, initiative, good 

judgment, self-confidence, and growth potential.  The cadet must rank in the top 5% of his 

or her respective Junior ROTC class and the top 15% of his/her SMHS class. 

T.  THE AIR FORCE JUNIOR ROTC AIR COMMANDO ASSOCIATION (ACA) 

AWARD:   Awarded to a cadet who possesses the 13 “Critical Attributes of Success” that 

distinguish an elite Air Force Special Operations Command Air Commando 

U.  THE NONCOMMISSIONED OFFICERS ASSOCIATION (NCOA) AWARD:  

Awarded to cadet enlisted members who display exemplary military bearing, personal 

appearance, deportment and leadership abilities.  These individuals must have a desire to 

serve their nation and be enrolled in AFJROTC for the coming year 

V.  THE VIETNAM VETERANS OF AMERICA AWARD:  Awarded to a cadet who 

demonstrated integrity, selfless service to the community and love of one’s country 
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6.  The following criteria must be met to be awarded the following AFJROTC Awards: 

A.  AIR FORCE JROTC VALOR AWARD (GOLD):  Awarded for the most 

outstanding voluntary acts of self-sacrifice and personal bravery by a cadet involving 

conspicuous risk of life above and beyond the call of duty 

B.  AIR FORCE JROTC VALOR AWARD (SILVER):  Awarded for a voluntary act of 

heroism which does not meet the risk-of-life requirements of the Gold Valor Award 

C.  CADET HUMANITARIAN AWARD:  Awarded for humanitarian acts by a cadet 

involving actions above and beyond the call of duty 

D.  “SILVER STAR” COMMUNITY SERVICE WITH EXCELLENCE AWARD:  

This prestigious award recognizes the top 5% of all AFJROTC units based on community 

service in support of schools and local communities.  The award is earned by units with the 

highest per cadet average of community service hours that are planned and conducted by 

cadets under the supervision of AFJROTC instructors. 

E.  COMMUNITY SERVICE WITH EXCELLENCE AWARD:  Awarded to 

individual cadets who provide significant leadership in the planning, organizing, directing 

and executing of a major unit service project that greatly benefited the community 

F.  DISTINGUISHED UNIT AWARD:  Awarded to cadets who were enrolled in the unit 

during a year when the unit was selected by HQ AFJROTC to receive the award 

G.  OUTSTANDING FLIGHT RIBBON:  Awarded to the outstanding flight for each 

semester.  The recipient flight will be determined using cumulative academic averages, 

open ranks inspection averages, attendance, Good Conduct & Fitness Ribbons earned and 

Community Service hours completed 

H.  DISTINGUISHED AFJROTC CADET AWARD:  Awarded to an outstanding    

AS-III cadet.  The recipient must be of high moral character, display outstanding military 

potential and maintain consistent academic and military excellence. The recipient should 

hold the following awards prior to selection:  Achievement Ribbon, Leadership Ribbon, 

Superior Performance Ribbon, Academic Ribbon, Co-Curricular Activities Leadership 

Ribbon and Service Ribbon. 

I.  TOP PERFORMER AWARD:  The Cadet Top Performer Award is a Headquarters, 

AFJROTC award presented to a maximum of 2% of the cadet corps population.  All 

currently enrolled cadets may be considered.  Specific consideration should be given to 

cadets not previously recognized for superior performance. 

J.  OUTSTANDING CADET RIBBON:  Awarded to the outstanding AS-I, AS-II, AS-III 

and AS-IV cadets.  Recipients must be of high moral character, demonstrate positive 

personal attributes, display outstanding military potential and attain academic & military 

excellence. 
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K.  LEADERSHIP RIBBON:  Awarded annually for outstanding performance in a 

position of leadership as an AFJROTC cadet in corps training activities.  It recognizes 

cadets who have displayed outstanding leadership ability above and beyond the normal 

expected performance  (Limited to 5% of the eligible group) 

L.  ACHIEVEMENT RIBBON:  Awarded for a significant achievement as deemed 

appropriate in the judgment of the SASI  (Limited to 5% of the cadet corps) 

M.  SUPERIOR PERFORMANCE RIBBON:  Presented for outstanding achievement 

or meritorious service rendered specifically on behalf of AFJROTC.  Presented for a single 

or sustained performance of superior nature.  (Limited to 10% of the cadet corps) 

N.  ACADEMIC RIBBON:  Awarded to the cadets who maintain an overall SMHS grade 

average of “B”, with an AFJROTC average grade of “A” for one semester 

O.  LEADERSHIP SCHOOL RIBBON:  Awarded for completing an approved Cadet 

Leadership Course (CLC) of at least 5 days duration.  Add a star for outstanding 

performance or leadership ability at a Leadership School.  Limit the star to 10% of the class. 

P.  SPECIAL TEAMS COMPETITION RIBBON:  Awarded to Drill Team and Color 

Guard members each time they “place” in an Air Force or Joint Service Drill Competition 

Q.  ORIENTEERING COMPETITION RIBBON:  Awarded to Orienteering Team 

members each time they “place” in an Orienteering Meet and are awarded a medal/trophy 

R.  COCURRICULAR ACTIVITIES LEADERSHIP RIBBON:  Awarded for 

leadership in AFJROTC co-curricular activities (such as Dining-In Chairperson, Military 

Ball Chairperson, etc.).  The recipient must have demonstrated exceptional leadership in 

achieving objectives through the coordinated effort of others. 

S.  DRILL TEAM RIBBON:  Awarded for distinguished participation in at least 75 

percent of all Drill Team events per the current academic year or 10 Drill Team events in 

an academic year, whichever is lower 

T.  DRILL TEAM LETTER:  Awarded to second-year Drill Team members at the 

Annual Awards Ceremony.  The criteria are the same as the Drill Team Ribbon.  

Additional letters awarded to third and fourth-year Drill Team members will be denoted by 

a Drill Team device placed on the Drill Team letter. 
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U.  COLOR GUARD RIBBON:  Awarded for distinguished participation in at least 75 

percent of all Color Guard events per academic year or 10 Color Guard events in an 

academic year, whichever is lower 

V.  COLOR GUARD LETTER:  Awarded to second year Color Guard Team members 

at the Annual Awards Ceremony.  The criteria is the same as the Color Guard Ribbon.  

Additional letters awarded to third and fourth-year Color Guard members will be denoted 

by a Color Guard device to be placed on the Color Guard letter. 

W.  GOOD CONDUCT RIBBON:  Awarded to cadets with no suspensions of any kind 

and no adverse reports from other staff or faculty members and less than 50 demerit points 

X.  SERVICE RIBBON:  Cadets will earn a service ribbon each time they accumulate 20 

service points.  One point will be awarded for each Community service hour completed. 

Y.  HEALTH AND WELLNESS RIBBON:  Awarded to all cadets who participate in 

the PT Program.  Cadets whose final assessment score is in the 75th – 84th percentile  

wear a bronze star device.  Cadets who score in the 85th – 95th percentile wear a silver star 

device.  Cadets who score in the 96th-100th percentile wear a gold star device. 

Z.  RECRUITING RIBBON:  A cadet may be awarded the Recruiting Ribbon for each 

new cadet they recruit.  The cadet must have a signed letter from the student stating that 

he/she had an impact in recruited him/her.  The ribbon will be awarded when the recruit is 

officially enrolled in the class.  Additionally, the members of the Recruiting Team 

(appointed by the SASI) will be awarded a ribbon if their efforts bring the Cadet Group 

strength to at least 120 cadets as of 1 October of each year.  For every 5 cadets past 120, 

the team members will receive an oak leaf cluster. 

AA.  ACTIVITIES RIBBON:  Awarded annually for participation in co-curricular 

activities other than Drill and Color Guard Teams.  The ribbon is awarded to Model and 

Rocket Club members who attend at least 75 percent of all scheduled club activities for the 

year.  Rocket Club members must build and successfully launch/recover their rocket.  

Orienteering Team members who attend at least 75 percent of all scheduled training 

activities and participate in at least one Orienteering Competition will earn the ribbon. 

BB.  ATTENDANCE RIBBON:  Awarded to cadets with no more than four excused 

absences, no unexcused absences and no tardiness in a semester 

CC.  DRESS AND APPEARANCE RIBBON:  Awarded for wearing the uniform on 

ALL designated uniform days (to include PT uniform days) and conforming with 

AFJROTC dress and appearance standards.  Determination will be made on the basis of 

the uniform inspection average for each quarter.  Ribbon limited to 25% of cadet corps. 

DD.  LONGEVITY RIBBON:  Awarded for successful completion of each academic 

year while enrolled in AFJROTC 
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7.  The following criteria must be met to be awarded the following Badges: 

A.  FLIGHT SOLO BADGE:  Awarded to any AFJROTC cadet whose logbook or 

student pilot certificate isendorsed for solo flight by a certified flight instructor for either 

powered or unpowered aircraft 

B.  FLIGHT CERTIFICATE BADGE:  Awarded to any AFJROTC cadet who possesses 

a private pilot's certificate or higher FAA rating for either powered or unpowered aircraft 

C.  GROUND SCHOOL BADGE:  Awarded for participation in the honors ground 

curriculum option 

D.  MODEL ROCKETRY BADGE:  Awarded to members of the Model Rocketry Club 

who have successfully completed all of the club objectives 

E.  AWARENESS PRESENTATION TEAM BADGE:  Awarded to cadets for 

participation in an APT Presentation 

F.  AEROSPACE EDUCATION FOUNDATION (AEF) ACADEMIC CADET 

BADGE:  Awarded to rising Junior and Senior cadets for academic excellence as signified 

by attaining an overall 3.3 GPA with no grade below a “C” in their transcript 

G.  KITTY HAWK AIR SOCIETY (KHAS) BADGE:  Awarded to cadets when 

initiated into the Unit AZ-911 KHAS Chapter 

8.  In addition to the National and AFJROTC awards listed above, a third series is established 

at Shadow Mountain High School.  They are known as Local Awards and are as follows: 

A.  SASI ACADEMIC EXCELLENCE AWARD:  This plaque is awarded to the cadet 

who attained the highest academic grade for the year in Aerospace Science studies.  The 

cadet must also display personal pride in wearing the AFJROTC uniform, as determined 

by uniform inspection results.  Recipient may be an AS-I, II, III or IV cadet 

B.  ASI MILITARY EXCELLENCE AWARD:  This plaque is awarded to the cadet 

who demonstrated outstanding military discipline, took great pride in the proper wear of 

the uniform and demonstrated outstanding drill skills.  The cadet must exhibit potential for 

increased cadet group responsibilities.  Recipient may be an AS-I, II, III or IV cadet 

C.  COMMUNITY SERVICE AWARD:  This plaque is awarded to the cadet who 

volunteered the most hours of community service for the academic year 

D.  PHYSICAL FITNESS AWARDS:  There are two physical fitness awards.  An award 

is given to the cadet who attains the highest percentile score on the final Fitness 

Assessment Test.  Moreover, an award is given to the cadet who shows the greatest 

percentile improvement as shown by comparing the initial and final fitness assessment 

tests. 
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Unit AZ-911 Cadet Group Shoulder Cords 

1.  Cadets assigned to various positions of responsibility within the Cadet Group will wear the 

appropriate shoulder cord corresponding to their position.  Cords will be worn on the left 

shoulder.  Cadets may wear only one cord at a time on their uniform.  Cords are NOT worn 

on the windbreaker or ABUs.  Cadet group positions and descriptions of corresponding 

shoulder cords, in order of precedence, are as follows: 

A.  Flight Commander: Solid Blue 

B.  Flight Sergeant: Solid White 

C.  Color Guard:  Blue/Silver 

D.  Drill Team:  Maroon/Silver 

 

2.  When a cadet no longer holds one of the positions listed above, he/she will return the cord 

to the Logistics Officer. 
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Cadet Honor Code 

"I WILL NOT LIE, CHEAT, STEAL, NOR TOLERATE THOSE WHO DO!" 

As a cadet, you must set the example for others to follow.  Your character must be above 

reproach and strong enough to withstand conflicting situations.  Your words and actions must 

be above reproach because others will not follow someone they don’t trust. 

Doing what is right is not always easy.  Sometimes you have to pay a high price for having 

the courage to stand by your convictions.  You, the cadet, must believe in yourself and what is 

right.  Being a leader involves having to make tough decisions and carrying them out for the 

benefit of the organization without regard for personal gain.  You must sometimes choose the 

“harder right” over the “easier wrong.” 

The Cadet Honor Code is a vehicle to guide you along the path of successful leadership and 

followership.  If you tolerate a violation, you are as guilty as the one who commits the 

offense.  Toleration in our society will come easy, and throughout life you will face 

temptation and urges that will encourage you to abandon your ideals.  Some people have no 

problem with matters of conscience, because they choose not to be ethical.  However, in 

winning at all costs, the advantages are short lived and the costs high. 

Make the honor code and personal integrity part of your life.  Because you are a cadet, you 

will be given responsibility, and you will be expected to perform.  The Cadet Honor Code 

will prepare you for the rigors of life and leadership, and will play a vital role in the never-

ending development of your character.  It is a minimum standard from which cadets can build 

and evaluate their moral character throughout the years. 

Strict adherence to "the code" is required by each and every cadet at all times and in all 

situations.  Personal integrity is a common thread that links cadets of the past, present, and 

future.  Integrity, as embedded in the Cadet Honor Code, will enable you and others to 

accomplish the tremendous tasks you are asked to do as you meet the challenges of life. 
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Reserve Cadet Participation 

Reserve Cadet:  AFJROTC has what is called “The Reserves.”  Cadets that are unable to 

participate in AFJROTC for a semester (whether due to schedule conflicts, core course 

requirements, participation in other organizations like Band, etc.), may be able to maintain 

their activities in the AFJROTC program as a Reserve Cadet. 

To be eligible for “Reserve” status, the cadet must obtain the approval of the SASI.  Reserve 

cadets will still be required to continue to wear the AFJROTC uniform on designated uniform 

days and fulfill community service requirements.  Reserve cadets will report to the AFJROTC 

classroom on uniform days to validate their compliance with dress and appearance standards. 

Reserve cadets are considered part of the group and are still expected to participate in and 

attend most events.  The SASI reserves the right to disenroll cadets from “Reserve” status if 

they fail to comply with the Reserve Cadet guidelines. 
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Inappropriate Behavior 

Inappropriate behavior, both in or out of uniform, is prohibited while enrolled in AFJROTC.  

This behavior includes, but is not limited to, involvement with illegal drugs, misuse of 

prescription drugs, alcohol consumption, tobacco use, horseplay, fighting, disparaging 

remarks, insubordination, disrespect, verbal threats and physical attacks. 

1.  Prohibition on Physical Discipline and Hazing:  Any form of hazing, whether verbal or 

physical, will not be tolerated within any AFJROTC unit or activity.  Requiring cadets to 

perform any physical action as a reprimand, punishment or for failure to perform will not be 

tolerated within any AFJROTC unit or activity. 

A.  Examples of prohibited physical activities include, but are not limited to push ups, 

running laps, or any inappropriate physical contact such as shoving, pulling or grabbing. 

B.  Any form of verbal abuse, teasing, public rebuke or any attempt to otherwise humiliate 

a cadet is strictly prohibited 

C.  This prohibition is applicable to all AFJROTC unit activities including instructors, 

cadets and any personnel involved with or participating in an AFJROTC unit or activity 

D.  Unauthorized Clubs. No unit may encourage, facilitate or otherwise condone secret 

societies or private clubs as part of the AFJROTC program 

2.   Harassment:  Harassment, such as improper or abusive language, and coercion of lower 

class cadets for personal gain are strictly forbidden.  Misuse of authority will not be condoned 

nor tolerated. 
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Disenrollment from AFJROTC Unit AZ-911 

Disenrollment from the AFJROTC Program is recommended by the SASI and approved by 

the school administration.  The SASI must be allowed to disenroll an AFJROTC cadet at any 

time during the year with proper cause.  Disenrollment is a last resort and must be preceded 

by substantiated documentation and corrective counseling attempts.  A cadet may be 

disenrolled/withdrawn from the AFJROTC Program for the following reasons: 

1.  Failure to wear the Air Force uniform as required by the SASI/ASI and HQ AFJROTC 

2.  Failure to maintain acceptable standards of behavior to include uniform and personal 

grooming 

3.  Inaptitude or indifference to AFJROTC training to include not actively participating in the 

AFJROTC Wellness Program 

4.  Inappropriate behavior (see Chapter 17) or disciplinary reasons 

5.  Failure to remain enrolled in school 

6.  Excessive truancies or absences 

7.  Involvement with alcohol, tobacco, drugs or other activities generally considered 

unacceptable in the school/community. 

8.  Any other reason deemed appropriate by the SASI and/or Principal 

9.  All enrollment and disenrollment decisions will be free from any discrimination regarding 

race, religion, color, ethnicity, gender, sexual orientation or national origin.  Additionally, the 

SASI and the principal will ensure appropriate fitness of cadets to successfully participate in 

the AFJROTC Program. 
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AFJROTC Chain of Command 

All cadets are required to know the following chain of command facts: 

Commander-In-Chief of the Armed Forces  ___________________________  

Secretary of Defense  ___________________________  

Secretary of the Air Force  ___________________________  

Air Force Chief of Staff  ___________________________  

AETC Commander  ___________________________  

Air University Commander  ___________________________  

Holm Center Commander  ___________________________  

AFJROTC Director  ___________________________  

Cadet Group Commander  ___________________________  

Cadet Deputy Group Commander ____________________________ 

Cadet Flight Commander ____________________________ 

Cadet Flight Sergeant ____________________________ 
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Explanation of Drill Terms 

The following list contains the most frequently used drill terms along with definitions for each 

term.  All cadets must know and be able to explain the following drill terms. 

Explanation of Terms: 

1.  Base Element:  The element on which a movement is planned, regulated, or aligned.  It is 

the element farthest to the right when in column formation or at the rear of the formation 

when in line formation 

2.  Cadence:  The uniform step and rhythm in marching - the number of steps marched per 

minute 

3.  Cover:  The alignment of one element member directly behind the element member in 

front of them while maintaining proper distance 

4.  Distance:  The prescribed space from the front of one element member to the rear of the 

element member directly in front of them.  The distance between individuals in formation is 

40 inches as measured from their chests to the backs of the persons directly in front of them. 

5.  Double Time:  Rate of marching 180 steps (30 inches in length) per minute 

6.  Dress:  Alignment of flight members to the individuals on their immediate right or left 

7.  Element:  The basic formation; the smallest drill unit comprised of at least 3 cadets, one of 

whom is designated the element leader 

8.  File:  A single column of persons placed one behind the other 

9.  Flank:  The extreme right or left (troops' right or left) side of a formation in line or in 

column 

10.  Flight:  At least two, but not more than four elements 

11.  Formation:  An arrangement of the units in any prescribed manner 
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12.  In Column:  The arrangement of elements side by side with element leaders at the head of 

the formation 

13.  Inverted Column:  The arrangement of elements side by side with element leaders to the 

rear of the formation 

14.  In Line:  The arrangement of elements one behind the other with the element leaders to 

the extreme right flank 

15.  Inverted Line:  The arrangement of elements one behind the other with the element 

leaders to the extreme left flank 

16.  Interval:  The space between individuals placed side by side.  Normal interval is an arm’s 

length 

17.  Mark Time:  Marching in place at the rate of 100 to 120 steps per minute 

18.  Pace:  A step of 24 inches.  This is the length of a full step in quick time 

19.  Quick Time:  The rate of marching at 100 to 120 steps (24 or 12 inches in length) per 

minute 

20.  Step:  The prescribed distance measured from heel to heel between the feet of a marching 

person 

21.  Half-Step:  This is a pace of 12 inches 

22.  Preparatory Command:  The drill command which prepares you for the movement to be 

executed (What to do) 

23.  Command of Execution:  The drill command which tells you when to execute the drill 

movement (When to do it) 

24.  Detail:  A formation of two or less cadets 

25.  Squadron:  A formation consisting of two to four flights 
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Certificates of Training and Completion 

There are two types of certificates cadets may be awarded:  the Certificate of Completion 

and the Certificate of Training. 

1.  Certificate of Completion: 

A.  Requirements:  Cadets must have passing grades in every credit granting period of the 

AFJROTC Program for three full years. 

B.  Benefits: 

(1)  Cadet may be excused from either year of the General Military Course (GMC) of 

the collegiate AFROTC Program.  This must be arranged with the Professor of 

Aerospace Science (PAS) at time of enrollment in a college or university. 

(2)  Cadet may be promoted to the pay grade of E-3 upon graduation from Basic 

Military Training if enlisting in the Armed Forces (E-2 for Marines).  This places the 

cadet ahead of other personnel enlisting at the same time and theoretically makes the 

cadet eligible for future promotions earlier than other enlistees who enlisted at the same 

time. 

2.  Certificate of Training: 

A.  Requirements:  Cadets must have passing grades in every credit granting period of the 

AFJROTC Program for two full years. 

B.  Benefits:  Cadet may be excused from one academic term (semester or quarter) of the 

General Military Course (GMC) of the collegiate AFROTC Program.  This must be 

arranged with the Professor of Aerospace Science (PAS) at the time of enrollment in a 

college or university. 

3.  Cadets may be awarded certificates even if they do not graduate high school since the 

certificate is based only on AFJROTC performance. 
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Uniform Inspections - Open Ranks Inspection Procedures 

Each Wednesday or on any other uniform wear day designated by the AFJTOTC instructors, 

cadets are susceptible to an Open Ranks Inspection.  Cadets will read the following inspection 

guidelines outlined below to familiarize themselves with inspection procedures. 

1.  Having The Flight Fall-In: 

A.  The Flight Sergeant commands the flight to “FALL-IN;”  the flight falls in 3 paces in 

front of and centered on the Flight Sergeant. 

B.  The Flight Commander takes a position directly behind the last element leader. 

C.  The Flight Sergeant has the Element Leaders report by commanding, “REPORT. 

Each Element Leader (beginning with the 1st Element) turns his/her head to face the 

Flight Sergeant, salutes, and responds, “SIR/MA’EM, (__) ELEMENT ALL 

PRESENT AND ACCOUNTED FOR.” Element Leaders will hold their salutes until 

they are returned by the First Sergeant. 

D.  After the last Element Leader reports in, the First Sergeant executes an ABOUT 

FACE; the Flight Commander marches forward and halts 3 paces in front of and facing 

the Flight Sergeant. 

E.  The Flight Sergeant salutes and states, “SIR / MA’AM,  (___)  FLIGHT ALL 

PRESENT AND ACCOUNTED FOR.”  Salutes are exchanged, and the Flight 

Commander commands the Flight Sergeant to “POST.” 

F.  Using proper drill movements, the Flight Sergeant marches to a position directly to the 

left of the last person in the last element. 

G.  After the Flight Sergeant is in position, the Flight Commander prepares the flight for 

inspection. 
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2.  Accomplishing Open Ranks: 

A.  The Flight Commander gives the command “OPEN RANKS, MARCH.” 

(1)  Each of the elements take the appropriate steps forward as indicated below, and the 

cadets automatically execute a DRESS RIGHT DRESS. 

(a)  First Element takes 3 steps forward 

(b)  Second Element takes 2 steps forward 

(c)  Third Element takes 1 step forward 

(d)  Fourth Element stands fast 

(2)  As the elements open, the Flight Commander executes a LEFT FACE and 

marches to a position 2 paces past the formation, pivots right and moves toward the 1st 

Element Leader, when alongside the 1st Element Leader, the Flight Commander halts, 

executes a RIGHT FACE and proceeds to align the flight one element at a time. 

B.  After aligning the last element, the Flight Commander marches to a position 3 paces 

beyond the 1st Element Leader, halts, executes a LEFT FACE, and gives the command 

“READY, FRONT,” then “PARADE REST.” 

C.  The Flight Commander marches to a position in front of the 1st Element Leader, 

executes a RIGHT FACE and assumes the position of PARADE REST. 
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3.  Receiving The Inspector For Inspection: 

A.  The Inspector marches toward the Flight Commander.  When the Flight Commander 

sees the Inspector, the Flight Commander: 

(1)  Immediately comes to the position of ATTENTION 

(2)  Looks over his/her left shoulder and directs “FLIGHT, ATTENTION.” 

B.  As the Inspector approaches the Flight Commander, the Flight Sergeant simultaneously 

executes an ABOUT FACE, marches to a position 2 paces beyond the 4th Element Leader, 

pivots left, and marches to a position to the right of the Flight Commander, halts, executes 

a LEFT FACE and remains at the position of ATTENTION prepared to take notes. 

C.  When the Inspector arrives to his/her position directly in front of  and facing the Flight 

Commander, the Flight Commander salutes and reports to the Inspector, “SIR/MA’EM,  

(___)  FLIGT PREPARED FOR INSPECTION”  and holds the salute until it is 

returned by the Inspector.  

D.  The Inspector returns the Flight Commander’s salute and proceeds to inspect the Flight 

Commander with the First Sergeant appropriately annotating the Inspection Score Sheet. 

E.  When the Inspector is finished inspecting the Flight Commander, he/she will then face 

the Flight commander and direct the Flight Commander to “ACCOMPANY ME ON 

THE INSPECTION.” 
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4.  Performing The Inspection: 

A.  The Flight Commander executes a LEFT FACE, takes one step forward, halts and 

commands, “2nd, 3rd, AND 4th ELEMENTS, PARADE REST.” 

B.  The Flight Sergeant, Inspector and Flight Commander all simultaneously perform the 

following movements: 

(1)  Flight Sergeant executes a LEFT FACE and moves to a position 1 pace in front of 

the 1st Element (there will be no cadet in front of him/her). 

(2)  The Inspector marches forward and halts at a position 1 pace in front of the 1st 

Element Leader. 

(3)  The Flight Commander executes a LEFT FACE, marches forward and halts at a 

position 1 pace in front of the 2nd person in the 1st Element. 

C.  The Inspector proceeds to inspect each cadet in the element. 

As the Flight Sergeant, Inspector and Flight Commander move from one cadet to the 

next, they will do the “Duck Walk” and pivot on the left and right foot without any arm 

swing.  The First Sergeant will annotate any uniform discrepancies on the applicable 

Inspection Score Sheet 
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5.  Inspecting The Rear Of The Elements: 

A.  After the last person in each element is inspected, the Flight Commander 

pauses while the Flight Sergeant and the Inspector proceed around the last person 

in the element so they can inspect the rear of the elements. 

(1)  The Inspector inspects the back of each cadet while marching with 

coordinated arm swing. 

(2)  With the exception of the last element, the Flight Sergeant leads, followed 

by the Inspector and then the Flight Commander.  They move to the same 

position alignment with the next Element Leader, halt and simultaneously 

execute a RIGHT FACE.  For the last element, the Inspector will lead, 

followed by the Flight Leader and then the Flight Sergeant. 

(3)  When the Flight Sergeant passes in front of the next element to be 

inspected, that Element Leader Inspector comes to the position of 

ATTENTION and commands “(__) ELEMENT, ATTENTION.” 

(4)  When the Element Leader of the element just inspected is able to see the 

First Sergeant out of his/her peripheral vision, the Element Leader commands 

“(__) ELEMENT, PARADE REST.” 
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6.  Completing the Inspection: 

A.  After inspecting the rear of the last element the following occurs: 

(1)  When the last Element Leader sees the Inspector in his/her peripheral vision, 

he/she will direct the command, “ (__) ELEMENT, PARADE REST.” 

(2)  The Inspector, Flight Sergeant and Flight Commander halt when the Inspector is at 

a position directly behind the last Element Leader and simultaneously perform the 

following movements: 

(a)  The Inspector executes an ABOUT FACE so as to face the Flight Commander 

and takes one step forward. 

(b)  The Flight Commander executes a RIGHT FACE, takes one step forward, and 

executes an ABOUT FACE. 

(c)  The Flight Sergeant takes one step forward and hands the clipboard to the Flight 

Commander. 

B.  The Inspector inspects the Flight Sergeant; when the Inspector is done, the Inspector 

executes the command “POST”; at that time, the following actions happen: 

(1)  The Flight Commander hands the clipboard back to the Flight Sergeant. 

(2)  The Flight Sergeant takes the clipboard, executes an ABOUT FACE, and proceeds 

back to his/her original position in the flight. 

(3)  The Inspector executes an ABOUT FACE and proceeds to his/her position 6 paces 

beyond the 1st Element Leader, halts and executes a LEFT FACE. 

(4)  The Flight Commander executes a RIGHT FACE and proceeds to his/her position 

three paces past the 1st Element Leader, halts, executes a LEFT FACE and commands 

“FLIGHT, ATTENTION”, and then commands “CLOSE RANKS, MARCH.” 
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7.  Dismissing The Formation: 

A.  The Inspector proceeds to a position 6 paces in front of, centered on and facing the 

flight. 

B.  The Flight Commander proceeds to a position 3 paces in front of and facing the 

Inspector and receives any comments/feedback the Inspector may have. 

C.  Salutes are exchanged, and the Inspector directs the Flight Commander to “DISMISS 

THE FLIGHT”, after which, the Inspector departs the area. 

D.  As the Inspector is departing, the Flight Commander does an ABOUT FACE and 

directs the command “DISMISSED TO __________________.”  The flight executes an 

ABOUT FACE, takes one step forward and then reports to its designated location. 
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Chapter 24 

Zero Hour Color Guard/Drill Class Procedures 

1.  Membership on the Color Guard and Drill Teams is competitive.  You must “earn” your 

way onto the team.  Try outs will be used to screen potential team members. 

2.  Unless otherwise stated, “Zero Hour” class period is from 0615 - 0710 days designated by 

the AFJROTC instructors.  Cadets will report to the AFJROTC classroom and stand next to a 

desk of their choice at the position of attention in preparation for a 0615 call. 

3.  Cadets must meet both requirements listed below to receive general elective credit for 

participation in the Zero Hour Course. 

A.  Class Attendance:  Cadets must attend a minimum of 75% of the scheduled Zero 

Hour Class sessions to be eligible for academic credit for the course 

B.  Knowledge Testing:  Knowledge tests will be administered at the discretion of the 

AFJROTC instructors.  Cadets must score sustain a minimum 75% average score on all 

knowledge testing for the quarter/semester to be eligible for academic credit for the course.  

Testing will cover the following material which can be found in the Cadet Handbook 

and/or AFJROTC instructor handouts: 

(1)  Cadet Rank Insignia 

(2)  Cadet Ribbons 

(3)  Chain of Command 

(4)  USAF Core Values, Cadet Honor Code and Cadet Pledge 

(5)  Drill Terms 

(6)  Uniform dress and appearance/customs and courtesies 

(7)  Drill competition inspection questions 

4.  Attendance will be taken and applicable support equipment/gear will be issued NLT 0620.  

Training begins in the designated areas promptly at 0630. 

5.  Cadets WILL NOT schedule make up tests, tutoring sessions, meetings, etc. during the 

Zero Hour class. 

6.  Once issued, cadets will have their drill shoes polished and wear them to “Zero Hour” 

every day of practice.  There are shoe trees available in the Cadet Staff Office for storing 

Color Guard and Drill Team members’ shoes. 
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30-Step Command Drill Sequence 

1. FALL-IN 

2. OPEN RANKS, MARCH 

3. READY, FRONT 

4. CLOSE RANKS, MARCH 

5. PRESENT, ARMS 

6. ORDER, ARMS 

7. PARADE, REST 

8. FLIGHT, ATTENTION 

9. LEFT, FACE 

10. ABOUT, FACE 

11. FORWARD, MARCH 

12. RIGHT FLANK, MARCH 

13. LEFT FLANK, MARCH 

14. COLUMN RIGHT, MARCH 

15. FORWARD, MARCH 

16. TO THE REAR, MARCH 

17. TO THE REAR, MARCH 

18. COLUMN RIGHT, MARCH 

19. FORWARD, MARCH 

20. EYES, RIGHT 

21. READY, FRONT 

22. COLUMN RIGHT, MARCH 

23. FORWARD, MARCH 

24. CHANGE STEP, MARCH 

25. COLUMN RIGHT, MARCH 

26. FORWARD, MARCH 

27. FLIGHT, HALT 

28. LEFT, FACE 

29. RIGHT STEP, MARCH 

30. FLIGHT HALT 
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