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SPAFF ORGANIZAZION AND FUNCTITHNS

T. THE CADET COMVANDER

&, - While the commender is not a staff officer, hle relationship t~ the
gtaf £ and to staf? functlons :ghould bs undersgcnd, Therefore the fclluwing
~ comment on hie dutlesg is avpropriate vrior Lo a discussion cf these pertilining

"o membera of the voricus staff secticns, ‘ '

2

7 'b. The cadet commander exercises normal functicns of command, strietl;
subject to snd limlited by policies set ferth by his Sommandant, The latter
should permit gll poesible exercise cf initiative on the part of hile cadet
ecommender, but such cadet is himself & student and can only take independent
sction 28 he learne to Tollow established pollicles and directives., These aghould
bz clearly set fcrih by the Commandeant.

. ee The c cmmander should net be confined te hie desk but should bbserve

the work of all staf? sections. Instructions tc staff offlecers may be given
. direct -but would normally channel through the exeeutive officer who would not
. 'only transmit them bubt would see thati b ey are carrled cut.

4‘% d, The commander should not permit himself to become engrcssed with
detsile,; the handling of which would be the proper functicn of his executive
officer but should familiarize himself ith the aetivities and éuties of sll
his subordinates in .all echelone of his command. He should spend much tihe

in the fleld or in the clasaroom in close contact with hie couwpa ny commanders,
observing all phases of tralning, edministration, supoly, brusekeeping, merale,
-and discipline of his command. - , S o .

£ 2

g,ea Phe commanderr may call and conduct command and staff conferemces.

1t 1s proper for him to request his executive offiger tc preside and te conduct

~ such portions cf conferences ag may seem expedient or desirable. The executive
_may be directed tc conduct an entire conference. How3ver, if company conmanders

3 required to be present, the battalion commander l1s- usurlly present,

. f. The battelion commander not only visits his company headguarteds, but

enocurages all subordinate ccmmanders to visit him at his office and te digcuss

gny eonditiom or eituation. The battallon commander should keep bis executiye

offlcer fully advized concerning any speclal situaticn and any intended actlion

pertaining thereto. He ashould also inform the executive as te policy in all

matters -on which the latter might be reguired tc act. Such. policies will be

~ 4in conformity with thoss emanatling from the Cowmmendeni., - When, in speelal
situations, there is dcuht.as tc ihe Commandant®s peliey, the patiallon commande

ﬁiié_ggg?eet that such & policy be established o¥ clarifidl,

1T, EXECUTIVE OFFICER

- a. The executive is the prineipel adviser te the commander. He may
transmit the decielions of the commander 0 appropriate staff ofTicers for
preparation of necessary ordsrg, or transmit trem in the form of orders o
‘those who execute them. ne ig tre vrineipal cocpdinating agency of the
‘eommand., : - : : ' .
o o : S

. bd{ The duties of tre executive are primarily perfermed at battalicn

headquartsrs, ~It ig considered an “office Job,% buit a number of his dutles
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I1%. BATTALION SERGEAKT MAJOR

&, Acts as chief elerk at battalion‘headqdartfra.

AR,

. b. Processes incoming and cutgoing correspendence and dosuments in. (ff.ce
5f€§ommander, executive, and Commandant, Maintains record of all such. = .

eo?,eapon&ence in correspondence file, acting ag s message center,

o

7 oe, Recelives publications, orders, and corresgondencé.Sumetied fer
- signature or action, inspecis sanme for ccrrectness, ard snbmits the gosrrec.ed
documents to the executlive, or te the crmmander, cr tc the Cormandani, as

appropriate. o : ‘ o

~..d, Works normally under directlon of executive officer, but hi: gertices
~ are available to all steff sectlcns, However, his duties sghculd be made as
5 epe§1f1¢ as posaible in crder that his positicn may be olear at headquariers.

TVe S-1 (ADJUTANT)

-~ 7 &, Thls in an important staff positicn regquiring not only detalle
¥nowledge of administrative procedures bul also ebility to organize proierly
in order to handle and coordinate a large werk load and mayny different
funections, The adjutant snpervises the werk. of all the persommel of h'e
section but, like all other staff officers, he has no command functionor

authority as & commander,

i S ,

§ b.. The adjutant sh-uld know the tyce of orders avpproprilate for (11
sitiations and should caréf 1ly maintaln permenent files of all admin strative
documents, ineluding correspcndence, in such a manner tha ¢ they may ¢
quirkly losated for reference and later ecnsolidated for the unit hisécry.

. ¢ Go. Dally jeournal should be kept and submilted tc battalicn exccutive,
. briefly outlining all major problems end accomplishments of the dat and

- 1isting all orders 1 ssued for the battalicn commander S

. do Since she adjutant’s duties involve other ssctions, he mit mzidx
familierize himself with all staff functicns., A& well or anized eijutant’e
office means a emoothiy running hesdquarters and gr<atly aids th. general.
operation of the entire battallen and maintenance cf high morals

gmong persrnnel. o :

Py

e, The fcllowing funoticns may specifical’y be charged 1o this sechbirns

1, Plans and supervises ths follewlirs activities:

8, T ansfers w'thin the battaliecn.
be Operates master lceater file and up to dite worksheet
: ghowing &1l ehanges in status cf perscnrel and authority
‘ for such change. ‘
3 c. Maintaine 201 files [including Form 13} con each sadet
ora%np@rvises compeny ¢lerks in this funeticn,
i : d. Supervises werk of company clerks in siministrative duties.
. If zompany hsadquarters are nct s et up for bandling of administrative functions
4% 4s recomrended that clerrs from each company pe detailzd te perferan admin-
 4st-ative duties in battalion headquarters where they weuld handle company
| dutise in tre cffice ¢f the adjutant and under his sup-rvislicn,
T e. Maintasins reecrds of a-complishments which lead tc yarics



| ?aée &
aw%rda, marksmans™-ip badges, prcficiener bsdges, medals, rirben s and
citationg, and advises the ccmmand=r as to cadets’ progreeg in earning same,
. Adjutant’s records will show clearly every award made, date cf award, and
~augbority fer same. S '

b3

% £, Consolidates strength reporis and renders required deta and
graphs on same as directed by battalion commander and Commandent. In the
event compsny headquarters are not active administratively, company strengith
reports and rosters would be madd up, in adjutent’s office, preferadbly by
personnel detailed from the cemvanies cencerned.

g. Superviges pfoductio& of battalicn publicaticne and ordsrs.

- h. Authentieates and distributes orders and instructions, (XNote,
S-3 may authenticate training vrograms, in whieh case S-1 will hendle production
and distributicn and maintain proper file) ‘
: 4, Processes reports of inspecticms and delinquencies, and publishes
winners, if an ¥y, as well as competitive stendings of units, as dir-eted.
Reports of inspections, if competlitive, should be maintained a8 a permenent

reqorde .

3 J. Establishsse internalgarrangement of battalion headguarters, as
directed by battallen commander, executive, or Commandant.

V. | 53 PLANS AND PTAINING
: :

‘i’ a, 5-3, Plans and T aining officer, iz & very importent aesignment.
. 8-3 should heve & thorough knowledge of tralming objectives of the Cerps.

He ahould be able tc make lomg range tralning planes and %0 evalurte the relatlive
importance of vericns phases of treining and te set u» his olane accerdingly.
He must know the instructicnal capabilities of individuals and be able
t~ pbserve and acrsist in evaluatien of thelr werk. His ¥ncwledge of subject
master must be on sufficiently »ig level %o inaspire the confidence of unit
commanders; He must have the abllity to faithfully follow a tréining
directive even though same is somewhat divergent frem his own 4ideas, This
assignment ls cometimes known as the "hot sest” on the siaff, ‘

b, BSpeecifically, many of the dutles of 5-3 may be summarized as fellows:

: 1. Secﬁree Prom the Commandant, threugh the battelion commander,
general exoplanation and poliey direetive.

2, Propares Magter Training Plan {MTP)

L 3., Based on MP?, preparss and publishee detaliled weekly t-aining
gehedules for each unit of the command, Zfrrxsxzk stating instructor in charge,
time, place, and nature of the training in each case., Training orders will be
prepared in considerable detall and should be so ecleer as Lc leave nc chance
for uncertainty or misunderstanding. They should be distributed in suflficlent
. time tc permit study and planning cn t e part of instructors concerned, While

“pattalion plans sheuld be definité and expllcit, every effort sheuld be made
to.permit initiative on the part cf unit comvwanders.

&4, &assists instrusters in providine training aids.

' 5, Assistas instructers in providing aﬁ‘rﬁgria%e and up to date
handouts, ‘
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‘ 6. ZEKeeps daily journal of training activities. Provides copy to
battalion command=r snd. staff ag dipected, .

: ., 1o Handle publicity fer the Cadet Corps,

VI.. B5-4 {SUPPLY)

Wk

35

S

. &, Takes chorge of all preperty for which the Commandsnt is respenbible,
walptaine adequats security cver same, stores all goods neatly, and provides
easy and s2fe methods for issue,

. b. Chesks all inceming shipments and notifies Commandant of any
~ diserepancées and awaits his re-check,

Se Keepa correcd Stock Recorda cn ali clazsee of preperty.

3 4. Maintains perpetusl inventcriesz on all articles and keeps recerd
+ of quantity and loeaticn cf each, '

% @, Assumes custedy of Memorandum Receppte of all cadets8, supervises the
i 8lgnatures and entries made thereon, and keceps up to date records of totals on
all receipts., Lssesses charges ageinst individual cadets for lost preperty

. or for preperty damaged through the individual’s negligence, ‘

. f. Inetruc;a and s-pervises work of company supoly perecnnel,
'% g.  Notifies the battalion commandsr and Commandant as to any unmisual

?é sltuation in supoply and propares reguisitioms for slgnature of Commandant
~ When neceesery, o o ‘ ‘ :

RN

i § he Acbs s Fire Marshal, conducts fire prévention inspections, repor&s
all fire hazards or unsenitary conditicns and mekes recommendation for mmxrmssio
_orregtion.’

i &aintainSﬂsign&l comnmunications,

.t . I Detsrmines by freéuent inspectione the sondition of equipment not
_actually in the porsession of individual cadets., Requests work details as
~ neceesary to maintein eguipment in top conditicm, ‘

g X, Checks the ccndition of uniferme and equipment in the posseseicn of
individual cadets and causes replacements to be made ss required. (These
_ checks sheould be made during the regular inspection on Unifcrm Day)

© VII: INSTRUCTORS #ills

- &, Obaaéin Irom 8.3 the outline of course eontent.

2 ‘b, Regueet assistant instructors by name through 5-3 not less than one

- week before the schedules olass, ‘

8 6. Bubmit toc 5-3 mot lese than cne week before the seheduled class a
 brief cutline of the subject maetiter tc be covered,

3 4. BSubmit test questiocns cn subjset matter coverad durine eaeh period

- a8 directed by 8-3, ‘

1 ‘@, Organize the cleesrcom or training area.

: f. Reguest sporopriate films from S-3 gt lerst t' rce weeks befcre
~segheduled elass, o S

: g. Reguest treining met-rials {that 4= wzagpone and cother meterizis whieh
{8t be eobtained from outside sources) Prom 8-% a3t lezst two weeks befere the

8¢eduled elass,

: he. Request handouts from 8-3 2% lsast one w=-k in advance,




DRILL AND CEREMONIES

The concept of Dismounted Dr-ill was invented with bthe intention of moving

SRR

=

12 purpose for drill in

el

‘men from one place to another in 'n orderly manner.

R

‘the California Cadet Corps is *h: same.

[
p

Drill is also necessary for ‘t's capabiliiy of ouvilding self=diseipline and
‘good leadership. without drill 7 r moving men to snd rom a place a Unit would
be disorganized and undoubtedly w uld fail, The United States army is a clfesl

;example 68 what good drill can do. From squad, platoca, all the way up wo

division the drill concept has be:n a peeded tool for ine movement of men.
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FIRST AID

First Aid as dealt with ‘n this text means jush that, Firs. aiq, You sre

N | to give a person first aid o temporary aid until sou zet a doctors vyay 4y rot

a doctor and shouikd not try - attempt what a doztsr would do in treao 4 4

(=3

patient,

First «id is very useful in civilian as well s military life, GLvery v we
read of someone dying; maybe £ tnat person had be:n given correct first aic n.
might have lived. You shoul: attempt to learn 3.1 you can about fir:ct aid tecauss

you may have to apply it to = neone very close Lo ~ou cr even yourself.
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WEAPOHS

The California Cadst Corps is not a fighting vnit but primarily a unit
to build lsadership. The Cor: builds character zn. trains young msn in saelics
and some of the basic skills of a soldier which is very useful when 2 Cadst
enters the service aé well as being useful in civilian pursuits,

The greatest purpose of the Cadet Corps is to train leaders; in civiliiza life
28 well as military life. Itz secondary purpose i: to nelp prepare youns men for
the armed Services of the Uniled Stéteso Therefore weapons training is o
necessary course for study.

learn what you can about them; their use, advsntages, their disadvantagss, and
their nomenclature, JSomeday this knowledge may save your life if you ever are
on some battlefield. To know all you can about tnea is Lo respect than, for what
they can do to the enemy and -iat they can do you if they ere handled imiro rly,

Weapong training is sn irleresting and imformeiive part of Cadetawagggga

s

it W@l}.c



, { }
— 5 i 3 x 7 }
' 5 i A : 4 i
4 I 4] i J79) ]
17 i = ] [ i
124 ] 15 I 74 i
17 i k4 I 19 j
20 i 2} i o o i

General Josoph W. Stdilwell Amwal Saber iward 1be
Regerve Officers Association Perpstual Senier 15

Cadet Officer Award 1be
Colonel Raymond E. Smith Perpetual lamorial — 17.
Award 18,
Marine Corps Leagus Perpebusl Award 19.
Ordsr of the Silver Ribbon Anmmal Award 20,
leadership Ribbon 21,
Clausen Rifle Mateh (10 man) 224

0fSullivan Bifle Habeh (5 man)

Summey Camp Ribbon

Summer Camp Community Service Ilibbon
School Service Ribbon (Commnity Servics)
Cadst Rikbbon

Honor Cadet or Honer Cadst Officer

Honor Company Ribbon

Honor Platoon Ribbon

Drill Tearm Ribbon

Honor Squad Ribbon

H, P, oF Color Guord Ribbon
Champdon Rifle Team Ribbon

High Aggregate Score {Var. J¥. & B)
Rifle Team Ribbon

Biveouse Ribbon
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. Placement of your patches and insignla should be according to the following diagram-
Make sure this is the way YQUR UNIFORM LUCKS,
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