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PROFICIENCY LEVEL ONE
PO:GENERAL CADET KNOWLEDGE

PO/EO:
403.06
ENABLING OBJECTIVE:
Observe all procedures for addressing an Officer and a NCO.

REFERENCE(S):
A:
A-CR-CCP-266/PH-001 Level One Course Training Plan;





Chapter 4, Pages 57-58




B:
A-CR-CPP-266/PT-001 Level One Handbook;





Chapter 2, Section 6, pages 19-25, Articles 23-41, Figure 2-12

SUPPLEMENTARY REF(S):
A:
RCIS(A) Basic Officer Qualification Course PIP;







Chapter 1, Section 1, Articles 4-5

B:
PD-201-000/PT-000 Canadian Forces Manual of Drill and Ceremonial; Chapter 1, Section 2, Articles 122-126

TRAINING AID(S):

A.
OHP





B.
OHP Slides

LEARNING AID(S):

A.
Proficiency Level One Handbook

TEACHING POINT(S):
A.
History of Saluting – 



(i) 
Civilian Saluting,



(ii)
Military saluting, and



(iii)
Development of saluting.





B.
Procedure for addressing a NCO.

C.
Procedure for addressing an Officer.






D.
Procedure for entering an office or room wherein there is an Officer. 

E.
Other occasions to salute –

(i)
National anthem or foreign anthem is being played; and

(ii)
Ensign or National flag is being lowered or raised.

METHOD OF INSTRUCTION:
Lecture and Demonstration

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL ONE
PO: GENERAL CADET KNOWLEDGE

PO/EO:
403.06

ENABLING OBJECTIVE:
Observe all Rules and procedures for addressing an officer or NCO

REVIEW

PO/EO:
403.05

ENABLING OBJECTIVE:
Identify the rank structure of Officers in the air element of the CF.

1.
Review the weaknesses of the previous EOs performance check; and/or,

2.
Ask the following review questions.

a.
Name the three junior Officer ranks.



Answer:
Second Lieutenant, Lieutenant, and Captain


b.
Name the three senior Officers ranks.



Answer:
Major, Lieutenant-Colonel, Colonel


c.
Name the four General Officers ranks.

Answer:
Brigadier-General, Major-General, Lieutenant-General, and General (Chief of Defense Staff)

INTRODUCTION

WHAT:
In this Lesson you will learn how to correctly address an officer and a NCO.

WHY:
It is important for a cadet to know how to do this so that you will be able to pay proper compliments.

WHERE:
You will use this information in your day to day interaction with officers and NCO’s during your entire cadet career.

TIME
BODY
NOTES

STAGE 1
HISTORY OF SALUTING

1.
General: 

 
Military saluting is a form of greeting or compliment that has developed over a long time.




 
a.
A salute is a sign of mutual trust and respect between two or more 

 

persons in the service.



(i)
The person saluting is showing respect for the commission 

 


held by the person being saluted.




(ii)
The person receiving the salute returns it as a sign of his/her

 


trust and respect for the person saluting.

b.
The salute is a privilege granted to members of the service to use 


as a form of greeting.

c.
The Canadian Cadet Organization follows the Canadian Forces in    


            the use of this custom.

2.
Origin of Saluting: 

 
We have had many stories handed down to us to explain where saluting originated. It is widely accepted that:

a.
The right hand has traditionally held the role as the “weapon hand”.

 

(i)
A knight on horseback would keep his right hand near his  



sword at all times so he would be able at a moments notice  



to defend himself.

 

(ii)
Over time it became the practice that when a knight a




approached someone he recognized as a friend (or he did



not wish to challenge), he would raise his empty right hand 



to show that he did not wish to give challenge.

 

(iii)
Later, knights would also raise the visor on their helmets and 

 


look the other person in the eye.

 

(iv)
The act of raising the “weapon hand” and later 
raising the  

                                 helmet visor was a sign of trust and respect.
 
c.
As time went on, and fighting men no longer wore armor, the 

 

symbolic raining of the hand as a salute changed to raising the hat.


d.
More recently, the gesture we recognize as a salute has been 

 

simplified to the movement of the right hand to the head and back 

 

to the side.

CONFIRMATION STAGE 1
1.
What is a salute?










 
Answer:
A salute is a sign of mutual trust and respect between two 



or more persons in the service.

2.
How did saluting originate? 


 
Answer:
Over time it became the practice that when a knight a




approached someone he recognized as a friend (or he did



not wish to challenge), he would raise his empty right hand 



to show that he did not wish to give challenge.

3.
What hand is used for the salute? Traditionally, what is this hand 

referred to as?

Answer:
The right hand. It was traditionally referred to as the weapon



hand.
STAGE 2: 
ADDRESSING OFFICERS AND NCO’s AND ENTERING AN 

 

OFFICE

1.
Addressing an NCO:  


a.
As a general rule, NCO’s  will be addressed by their Rank and 

 

Surname at all times. (ie. Warrant Officer Brown)


b.
For senior NCO’s, there are exceptions that you should know 

 

about:



(i)
Chief Warrant Officers may be addressed as:




- Chief Warrant Officer (Surname)




- Sir (by junior ranks only)




- Mister (Surname) (by officers only)



(ii)
Master Warrant Officers may be addressed as:




- Master Warrant Officer (Surname)




- Master Warrant Officer




- MWO



(iii)
Warrant Officers may be addressed as:




- Warrant Officer (Surname)




- Warrant (Surname)




- Warrant


c.
To properly address an NCM:



(i)
Stand at attention;



(ii)
Do not salute;



(iii)
Address him or her by her proper rank and surname; and,




(iv)
Remain standing at attention during the conversation (unless 

 


told to relax).


2.
Addressing an Officer:

a.
As a general rule, officers will be addressed by their Rank and 

 

surname at all times. (Ie: Lieutenant Smith)


b.
It is acceptable to use “Sir” or “Ma’am” once initial introductions 

 

have been made.


c.
To address an officer:



(i)
Stand at attention;



(ii)
Salute;



(iii)
Address him or her by her proper rank and surname or 

 


Sir/Ma’am;
 



(iv)
Remain standing at attention during the conversation 



           (unless told to relax); and,




(v)
Salute when the conversation ends.

3.
Entering an Office:  

 
At times during your cadet career, you will find yourself having to report to 

 
an office for one reason or another. The proper procedure for entering an 

 
office is:





a.
An office occupied by an Officer:


(i)
Stand at attention in the doorway;



(ii)
Salute;



(iii)
State your business; and 



(iv)
Enter only when instructed to do.


b.
An Office Occupied by an NCM:


(i)
Stand at attention in the doorway;



(ii)
Do not salute;



(iii)
State your business; and 



(iv)
Enter only when instructed to do.


c.
Leaving an Office:



(i)
Stand at attention in the doorway (facing into the 




room);



(ii)
Salute (if an officer is present); and



(iii)
Depart and carry on.

CONFIRMATION STAGE 2
1.
In what manner is it acceptable to address an officer?


Answer:
Officers are addressed by “sir or Ma’am”, Rank and surname



or by rank alone.

2.
In what manner is it acceptable to address an NCM?


Answer:
NCMs can be addressed by rank and surname, rank only.

3.
Who can address a Chief Warrant Officer as “Mister” and Surname? How 

 
would you as a cadet address one?


Answer:
Chief warrant officers can be addressed as “Mister by 

 


officers. Cadets would address them as “sir” or rank and 

 


surname or rank only

4.
Demonstrate the procedure for entering and leaving an office occupied by 

 
an officer.  Do the same for an office occupied by an NCM.

STAGE 3:
OCCASIONS TO SALUTE

1.
General:   


 
As a Cadet, you will find yourself in many situations where you will be
required to salute. The following is a brief list:


a.
All commissioned officers will be saluted. Other individuals that are 

 

to be accorded salutes are:



(i)
The Queen and members of the Royal Family;



(ii)
The Governor General;



(iii)
The Prime Minister;



(iv)
Foreign heads of state;



(v)
The Minister and Associate Ministers of National Defense;



(vi)
Lieutenant-Governors of the Provinces; and,



(vii)
All commissioned officers of foreign defense forces as 

 


applicable.


b.
NCO’s and other cadets will not be saluted at any time;


c.
When the national anthem of Canada or the national anthem of a 

 

foreign country is played:



(i)
individuals in uniform and wearing headdress will come to 

 


attention and salute.



(ii)
individuals with headdress removed will stand at attention.



(iii)
when on parade, officers will salute, NCO’s and cadets will 

 


stand at attention.



(iv)
when in civilian clothing, all ranks will remove headdress and 

 


stand at attention. 


d.
When the national flag, a foreign national flag, and/or a Canadian 

 

Forces ensign is raised or lowered:



(i)
all ranks will face the flag, stand at attention, and salute if in 

 


uniform.



(ii)
all ranks will face the flag and stand at attention when not in 

 


uniform or not wearing headdress.


e.
There are many other instances where you will be required to pay 

 

compliments. You will be advised of these situations if they become 

 

necessary in accordance with the Canadian Forces Manual of Drill 

 

and Ceremonial. Some situations you may experience are:



(i)
parading of consecrated colors;



(ii)
cenotaphs; and,



(iii)
funerals and memorial services.

CONFIRMATION STAGE 3

1.
What do you do if you notice the national flag being raised or lowered and 

 
you are in uniform? What if you are out of uniform or not wearing 

 
headdress?



Answer:
a.
All ranks will face the flag, stand at attention, and 
 



salute if in uniform.




b.
All ranks will face the flag and stand at attention when 
 



not in uniform or not wearing headdress.

2.
Other than commissioned officers, who should be saluted?


Answer:
a.
The Queen and members of the Royal Family;




b.
The Governor General;



c.
The Prime Minister;




d.
Foreign heads of state;




e.
The Minister and Associate Ministers of National 
 


           Defense;




f.
Lieutenant-Governors of the Provinces; and,



g.
All commissioned officers of foreign defense forces as 
 


applicable.

28 MINs
                           PERFORMANCE CHECK      

1.
Each cadet will be checked individually to ensure that he/she is following the correct procedure 
for addressing an NCO and officer.  

2.
Each cadet will (as time permits) demonstrate one of the following in front of class:


a. 
Addressing an Officer;


b.
Addressing an NCO;


c.
Entering an office of an officer; and,


d. 
Entering an office of an NCO.

3.
Cadets will be questioned on the following:


a.
Name a person that would be saluted besides a commissioned officer.



b.
What is done if you are walking down the street and you hear O-Canada begin to 


play when you:



(i)
are in uniform; or,



(ii)
are in civilian clothes.


c.
Describe the proper ways to verbally address:



(i)
an officer;



(ii)
a Chief Warrant Officer;



(iii)
a Master Warrant Officer or a Warrant Officer; and, 



(iv)
an NCO of the rank of Sergeant or below. 

33 MINs
                                    CONCLUSION

SUMMARY:


A.
You have learned how to address an NCO and Officer properly.

RE-MOTIVATION:

A.
Comment on student progress. Address weaknesses individually.

B.
Remember that you will use the information learned in this lesson in


your day to day interaction with officers and NCOs during your 


entire cadet career. It is important to always pay the proper 



compliments to NCOs and Officers.

C.
Your next lesson will be PO/EO 403.07 observe all the dress 


regulations of the Royal Canadian air Cadets 
ROYAL CANADIAN AIR CADETS





MASTER LESSON PLAN





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





� EMBED Word.Picture.8  ���





ROYAL CANADIAN AIR CADETS
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Make  the difference clear to the class.





OHP #1





15


MINs





OHP #2





Demonstrate





23


MINs





5


MINs





Demonstrate





Procedure for addressing NCOs in this lesson are based on regular  and reserve force. Cadet NCO policy is the same for the equivalent rank.
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