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CHAPTER 4


PERFORMANCE OBJECTIVES

COURSE TITLE:  LEVEL 5 – ON JOB TRAINING
TRAINING SUMMARY

CTS:  A-CR-CCP-265/PC-001

PO:  400 INTRODUCTION TO SQUADRON ADMINISTRATION AND SUPPLY

PERFORMANCE:  Perform administrative duties.



EO
PERFORMANCE STATEMENT
NO. OF PER.

01

02

03

04
Identify the duties and responsibilities of the Squadron Administration Officer

Identify the duties and responsibilities of the Squadron Supply Officer

Perform duties related to the Squadron Supply

Perform duties related to the Squadron Administration


02

02

06

06

Total – 16 periods

CHAPTER 4:  LESSON SPECIFICATIONS 

COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING 

CTS: A-CR-CCP-265/PC-001

ENABLING OBJECTIVE AND TEACHING POINTS
TRAINING DETAILS


Introduction to Squadron Administration and Supply – 400.01



1.
PERFORMANCE – Identify the duties and responsibilities of the Squadron Administration Officer.
5.
TIME – Two 35 minute periods


2.
CONDITIONS –

a.
Given  –

b.
Denied  –  Assistance
6.
METHOD/APPROACH:  Lecture


3.
STANDARD – The cadet will correctly identify the duties and responsibilities of the Squadron Administration Officer.
7.
SUBSTANTIATION:  Level 5 cadets have gained solid leadership experience throughout their cadet career, however, they lack the knowledge, skills and experience required to support the officers staff.


4.
TEACHING POINTS –
a.
Duties and responsibilities of the Squadron Administration Officer:
8.
REFERENCES:
a.
CATOs Volume 1

b.
Regional Administrative Orders


–
initiate requests for all publications and documents required by the squadron,
9.
TRAINING AIDS – administrative forms
10.
LEARNING AIDS

–
ensure that the personnel are aware of all publications and documents held by the squadron,
11.
TEST DETAILS – Each cadet will be required to: 

a.
respond to questions on the subject matter; and 

b.
fill-in a minimum of three administrative forms.


–
assume custody and control of all publications and ensure that they are kept up to date,
12.
REMARKS –

a.
This lesson would be better taught by the Administration Officer.




CHAPTER 4 – LESSON SPECIFICATIONS

COURSE TITLE – LEVEL 5 ON JOB TRAINING



         A-CR-CCP-265/PC-001

Introduction to Squadron Administration and Supply – 400.01 (Cont)


–
register, staff and file correspondence, complete and staff reports and returns, documentation and other correspondence for the CO's signature,

–
complete the documentation required for any transaction involving officers, civilians and cadets,

–
arrange for medical examinations as required,

–
maintain attendance and pay record for each member of the squadron staff,

–
keep a complete personal record for each member of the squadron,

–
forward claims in accordance with the existing procedures, and

–
undertake such other tasks as directed by the commanding officer.
b.
The instructor should try to cover the basics of administration as it relates to cadet in-clearance and out-clearance procedures (such as deadlines, administrative forms, medical exams, etc), as well as the paperwork involved in the preparation of a squadron activity (requests, rations, letters to authorities, budgeting, etc).

c.
The instructor should make copies of the most commonly used forms and have the cadets experience with them. For example, simulate the registration of cadets for summer training, the registration of new cadets in the squadron, etc.

d.
The aim of this lesson if twofold: it provides the cadet with a greater understanding of the administration involved in the operations of a squadron, and it also provides the Administration Officer with a knowledgeable workforce in case of need.

e.
This lesson is only an introduction to the administrative aspect of a squadron routine. Do not go into too much detail.



CHAPTER 4:  LESSON SPECIFICATIONS 

COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING
          CTS:  A-CR-CCP-265/PC-001

ENABLING OBJECTIVE AND TEACHING POINTS
TRAINING DETAILS


Introduction to Squadron Administration and Supply – 400.02



1.
PERFORMANCE – Identify the duties and responsibilities of the Squadron Supply Officer.


5. 
TIME – Two 35 minute periods


2.
CONDITIONS –

a.
Given  –  NA

b.
Denied  –  Assistance
6. 
METHOD/APPROACH:  Lecture


3.
STANDARD – The cadet will correctly identify the duties and responsibilities of the Squadron Supply Officer.
7.
SUBSTANTIATION:  Level 5 cadets have gained solid leadership experience throughout their cadet career, however, they lack the knowledge, skills and experience required to support the officers staff.


4.
TEACHING POINTS –
a.
Duties and responsibilities of the Squadron Supply Officer:
8.
REFERENCES:
a.
CATOs Volume 1

b.
Regional Orders


–
demand, receive, return and store all equipment in accordance with established support-base procedures and authorized scales of issue,


9.
TRAINING AIDS
– supply forms
10.      LEARNING AIDS

–
maintain materiel accounting records,

–
ensure the safety and proper of all materiel, such as weapons and ammunition,
11.
TEST DETAILS – Each cadet will be required to:

a.
respond to questions on the subject matter; and 

b.
fill-in a minimum of three supply related forms



12. 
REMARKS –

a.
This lesson would be better taught by the Supply Officer.
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COURSE TITLE – LEVEL 5 ON JOB TRAINING



         A-CR-CCP-265/PC-001

Introduction to Squadron Administration and Supply – 400.02 (Cont)


–
take necessary precautions to avoid damage to or loss of materiel by floods, fire, moths or rodents, theft, fraud, etc,

–
establish procedures for the issue and the exchange of uniforms and materiel, for summer and LHQ training,

–
undertake measures for recalling uniforms of cadets no longer on strength,

–
arrange for cleaning of returned uniforms items,

–
carry out inventory checks on receipt of materiel in service upon change of supply officer or commanding officer,

–
submit a report of loss or theft as required,

–
prepare and submit to CO all write-offs documents, and

–
undertake such other tasks as directed by the commanding officer.
b.
The instructor should try to cover the basics of supply work involved in a cadet in-clearance and out-clearance such as measurement, various forms, filing system, etc, as well as the paperwork required for the preparation of a squadron activity (renting of equipment, storage, cleaning, budgeting, etc).

c.
The instructor should make copies of the most commonly used forms and have the cadets experience with them. For example, simulate the arrival of new cadets and the distribution of equipment for summer training, exercises, annual review, etc).

d.
The aim of this lesson if twofold: it provides the cadet with a greater understanding of the administration involved in the operations of a squadron, and it also provides the Supply Officer with a knowledgeable workforce in case of need.

e.
This lesson is only an introduction to the administrative aspect of a squadron routine. Do not go into too much detail.



CHAPTER 4: LESSON SPECIFICATIONS 

COURSE TITLE: PROFICIENCY LEVEL 5 – ON JOB TRAINING
            CTS:  A-CR-CCP-265/PC-001

ENABLING OBJECTIVE AND TEACHING POINTS
TRAINING DETAILS


Introduction to Squadron Administration and Supply – 400.03



1.
PERFORMANCE – Perform duties related to the squadron supply department. 
5.
TIME – six training periods


2.
CONDITIONS –
6.
METHOD/APPROACH:  Practical


a.
Given

–  administrative tasks




–  supervision




–  assistance

b.
Denied  
–  NA


7.
SUBSTANTIATION:  Level 5 cadets have gained solid leadership experience throughout their cadet career. However, they lack the experience required to help support the officers staff for administrative duties.


3.
STANDARD – The cadet will perform administrative duties for a total of three hours under the direction and supervision of the Squadron Supply Officer.
8.
REFERENCES:





9.
TRAINING AIDS
– administrative forms
10.      LEARNING AIDS


11.
TEST DETAILS – Each cadet will be required to  perform a series of various duties determined by the Squadron Supply Officer for a total of three hours.



12. 
REMARKS
a.
The Supply Officer must be careful to supervise the cadets and answer all of their questions. Cadets should feel that the time spent in support of the administrative unit is meaningful and that they gain some experience.
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Introduction to Squadron Administration and Supply – 400.03 (Cont)



b.
The supervisor must produce a report in which he/she describes the cadet's performance. The report must then be put on the cadet personal file.

c.
The main objective of this PO is to allow the cadet to gain some practical experience, no assessment is required.



CHAPTER 4:  LESSON SPECIFICATIONS 

COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING
            CTS:  A-CR-CCP-265/PC-001



ENABLING OBJECTIVE AND TEACHING POINTS
TRAINING DETAILS


Introduction to Squadron Administration and Supply – 400.04



1.
PERFORMANCE – Perform duties related to the squadron administration.


5.
TIME – six training periods


2.
CONDITIONS –


6.
METHOD/APPROACH:  Practical


a.
Given

–  administrative tasks




–  supervision




–  assistance

b.
Denied  
–  NA
7.
SUBSTANTIATION:  Level 5 cadets have gained solid leadership experience throughout their cadet career. However, they lack the experience required to help support the officers staff for administrative duties.


3.
STANDARD – The cadet will perform administrative duties for a total of three hours under the direction and supervision of the Squadron Administration Officer.
8.
REFERENCES:



9.
TRAINING AIDS
– administrative forms
10.      LEARNING AIDS


11.
TEST DETAILS – Each cadet will be required to perform a series of various duties determined by the Squadron Administration Officer, for a total of three hours.



12. 
REMARKS
a.
The Supply Officer must be careful to supervise the cadets and answer all of their questions. Cadets should feel that the time spent in support of the administrative unit is meaningful and that they gain some experience.
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Introduction to Squadron Administration and Supply – 400.04 (Cont)



b.
The supervisor must produce a report in which he/she describes the cadet's performance. The report must then be put on the cadet personal file.

c.
The main objective of this PO is to allow the cadet to gain some practical experience



CHAPTER 4

PERFORMANCE OBJECTIVES

COURSE TITLE:  LEVEL 5 – ON JOB TRAINING
TRAINING SUMMARY

CTS:  A-CR-CCP-265/PC-001

PO:  401 DRILL

PERFORMANCE:  Plan and supervise two Squadron Parades

EO
PERFORMANCE STATEMENT
NO. OF PER.

01
Plan and supervise two Squadron Parades
04



Total – 04 periods

CHAPTER 4:  LESSON SPECIFICATIONS 

COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING
CTS:  A-CR-CCP-265/PC-001

ENABLING OBJECTIVE AND TEACHING POINTS
TRAINING DETAILS


Drill – 401.01



1.
PERFORMANCE – Plan and supervise two squadron parades.


5.
TIME – Two sessions (one for the planning of each parade)


2.
CONDITIONS – NA.
6.
METHOD/APPROACH:  Practical


a.
Given
–
technical support from 



squadron as required 



–
a parade ground 



–
a squadron

b.
Denied – Assistance
7.
SUBSTANTIATION:  Level 5 cadets are an important part of a squadron staff, it is essential that they possess the experience required to better support the officers.


3.
STANDARD – The cadet will, in accordance with references, plan and supervise two separate squadron parades by:

a.
establishing the parade roster at least two weeks in advance,
8.
REFERENCES:
a.
A-CR-CCP-269/PT-001 Level 4 Handbook

b.
A-CR-CCP-270/PT-001 Level 5 Agenda (*)

c.
Air Cadet Ceremonial Guide (*) 

(*) under development


b.
ensuring that all those cadets appointed to a parade position are notified at least one week in advance,
9.
TRAINING AIDS


10. LEARNING AIDS


11.
TEST DETAILS – Each cadet will be checked independently and will be required to meet the standard described at para 3 of this page.



12.
REMARKS
a.
This PO is designed to provide the cadet with an opportunity to develop his/her planning and supervisory abilities. It is therefore important that he/she not be involved as staff on parade.




CHAPTER 4:  LESSON SPECIFICATIONS 

COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING
            CTS:  A-CR-CCP-265/PC-001

Drill - 401.01 (Cont)


c.
ensuring that the parade ground is adequately equipped (chairs, flags, lines, etc),

d.
making any last minute changes required (time, personnel or equipment missing, number of chairs required, flags, lines, etc) at least 05 minutes before the fall-in of the squadron,

e.
informing the training officer that the squadron is ready for parade at least 10 minutes before the parade is scheduled to begin,

f.
liaising with the training officer on all matters related to the parade,

g.
supervising the parade and taking note of any area requiring improvement,

h.
ensuring that the material used for the parade is returned, and

j.
producing a parade report in which he/she describe areas of concern and suggest ways to improve the situation.


b.
cadets should use a written memorandum every time they require technical and personnel support.

CHAPTER 4

PERFORMANCE OBJECTIVE

COURSE TITLE:  LEVEL 5 – ON JOB TRAINING
TRAINING SUMMARY

CTS:  A-CR-CCP-265/PC-001 

PO:  408 LEADERSHIP

PERFORMANCE:  Plan and supervise two activities

EO
PERFORMANCE STATEMENT
NO. OF PER.

01

02
Plan and supervise two activities

Discuss leadership


12
06

Total – 18 periods

CHAPTER 4:  LESSON SPECIFICATIONS 

COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING
            CTS:  A-CR-CCP-265/PC-001

ENABLING OBJECTIVE AND TEACHING POINTS
TRAINING DETAILS


Leadership – 408.01



1.
PERFORMANCE – Plan and supervise two activities.


5.
TIME – Four sessions (two for the planning of each activity).


2.
CONDITIONS –
6.
METHOD/APPROACH:  Practice


a.
Given  –  Technical support from staff as                       

      required

b.
Denied  –  Assistance


7.
SUBSTANTIATION:  Level 5 cadets are an important part of a squadron NCOs staff, it is essential that they possess the experience required to better support the officers.


3.
STANDARD – The cadet will, in accordance with references, plan and manage two activities by:

a.
preparing a SMEAC that he/she will submit to the squadron TrgO for approval,
8.
REFERENCES:
a.
A-CR-CCP-269/PT-001 Level 4 Handbook Chapter 8 – Leadership


b.
establishing and delegating responsibilities to his/her staff,
9.
TRAINING AIDS
10.      LEARNING AIDS

c.
conducting a briefing,

d.
supervising each step of the activity and making any last minute changes required,
11.
TEST DETAILS – Each cadet will be checked independently and will be required to meet the standard described at para 3 of this page.



12.
REMARKS
a.
This PO is designed to provide the cadet an opportunity to develop his/her planning and supervisory abilities. It is therefore important that he/she receives appropriate support from the squadron staff.
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COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING
            CTS:  A-CR-CCP-265/PC-001

Leadership – 408.01 (Cont)


e.
conducting a debriefing after the activity,

f.
preparing and submitting an after action report, and

g.
liaising with the training officer on all matters related to the activity.
b.
cadets must use a written memorandum every time they require technical or personnel support.

c.
cadets must receive permission from the TrgO or the CO before contacting authorities outside the squadron.

d.
the following activities may be considered as acceptable if the cadet is responsible for its planning, conduct and supervision:  Duke of Edinburgh Awards Programme, sports activities, social activities, cultural visits.



CHAPTER 4:  LESSON SPECIFICATIONS

COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING
            CTS:  A-CR-CCP-265/PC-001

ENABLING OBJECTIVE AND TEACHING POINTS
TRAINING DETAILS


Leadership – 408.02



1.
PERFORMANCE – Discuss leadership.
5.
TIME – Two consecutive periods for each topic discussed.


2.
CONDITIONS – NA.

a.
Given

–  Documentation




–  Group discussion
6.
METHOD/APPROACH:  

a.
study assignment, and

b.
group discussion.


b.
Denied  
–  Assistance


7.
SUBSTANTIATION:  Level 5 cadets have acquired a certain understanding of leadership as it applies to their tasks. It is important that they also be challenged intellectually so that they develop a more personal point of view as well as a wider understanding of how leadership could help them perform their duties.


3.
STANDARD – The cadet will participate in group discussions based on a minimum of three of the following topics:

a.
motivation,
8.
REFERENCES:
a.
Leadership – A Manual of Military Leadership for the Canadian Armed Forces

b.
Handouts selected and provided by the Squadron Training Officer


b.
supervision,

c.
getting information,
9.
TRAINING AIDS
10.      LEARNING AIDS

d.
communication, and

e.
leading by example.
11.
TEST DETAILS – There is no evaluation for this PO. However, the active participation in a minimum of three group discussions is mandatory in order for the cadet to successfully pass the PO.



12. 
REMARKS
a.
This PO is intended to provide Level 5 cadets with an opportunity to enhance their knowledge of different aspects of leadership, as it applies to the cadet organization, by allowing them to participate in group discussions. The discussions would be better directed by officers. It is important that cadets be given the opportunity to freely express their points of view on the subjects of discussion. They are not to be assessed on their personal convictions but must be oriented when required.


CHAPTER 4:  LESSON SPECIFICATIONS

COURSE TITLE:  PROFICIENCY LEVEL 5 – ON JOB TRAINING
            CTS:  A-CR-CCP-265/PC-001

Leadership – 408.02 (Cont)



b.
The instructor should provide the cadets with texts and questions for each group discussion; and cadets must be given a minimum of two weeks to prepare themselves for the discussion (eg, read the texts and prepare their argumentation). The texts chosen by the instructor may come from sources outside the Canadian Forces (eg, Royal Bank, civilian publications, etc); they must also be written in a language easily understandable.

c.
Group supervisors must always keep in mind that each of the cadets have a limited and different leadership experience. Therefore, the supervisor must try to get every cadet involved in the discussion to the extent of their knowledge.

d.
The list of subjects as it appears at paragraph 3 – STANDARD, is not exhaustive. If the instructor feels that another subject may suit the immediate needs or the cadets' experience better, this subject could be added to the list.

e.
A minimum of preparation is required to participate in such discussions. If, in the judgement of the instructor, a cadet fails to prepare adequately for the discussion, the cadet could be asked to prepare for one additional discussion or fail this PO.
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