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PROFICIENCY LEVEL FIVE
PO: INTRO TO ADMIN AND SUPPLY

PO/EO:
400.01a

ENABLING OBJECTIVE:
Identify the duties and responsibilities of the squadron Administration Officer.

REFERENCE(S):
A:
A-CR-CCP-270/PH-001 Level Five Course Training Plan





Chapter 4, Pages 2-3




B:
Cadet Administrative and Training Orders Volume One




C:
Regional Administrative Orders

SUPPLEMENTARY REF(S):
A: 
Squadron Standing Orders

TRAINING AID(S):

A:
Administrative Forms


LEARNING AID(S):

N/A

TEACHING POINT(S):
A:
Duties and Responsibilities of the Squadron Administration Officer:

(i) Initiate requests for all publications and documents required by the squadron.

(ii)
Ensure that all personal are aware of all publications and documents held by the squadron.

(iii)
Assume custody and control of all publications and ensure they are up to date.

(iv)
Register and file correspondence, complete reports and returns, documentation and other reports for the CO’s signature.

(v)
Complete the documentation required for any transaction involving officers, civilians and cadets.

(vi)
Arrange for Medical examinations as required.

(vii)
Maintain attendance and pay record for each member of the squadron staff.

(viii)
Keep a personal record for all members of the squadron.

(ix)
Forward claims in accordance with the existing procedures, and,

(x)
Undertake such other tasks as directed by the commanding officer.

METHOD OF INSTRUCTION:
Lecture

TIME:

1x 35 minutes.
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PROFICIENCY LEVEL FIVE
PO: INTRO TO ADMIN AND SUPPLY

PO/EO:
 400.01a

ENABLING OBJECTIVE:

Identify the duties and responsibilities of the squadron 

 

Administration Officer. 

REVIEW

PO/EO:
NA

ENABLING OBJECTIVE:
N/A
INTRODUCTION

WHAT:
In this period of instruction you will learn about the duties and responsibilities of the


Administration Officer

WHY:

Level Five cadets have gained solid leadership experience throughout their



cadet career, however, they lack the knowledge required to support the officers.


WHERE:
You will use this knowledge as you perform your duties in the squadron administration


section.

TIME
BODY
NOTES

STAGE 1:
DUTIES AND RESPONSIBILITIES OF AN ADMINISTRATION OFFICER


1.
The Squadron Administration Officer is primarily responsible for record keeping in the squadron. Records are kept on individual cadets as well as officers and civilian instructors. The Administration Officer also keeps the attendance chart up to date. All correspondence leaving or coming to a cadet unit is recorded in a mail register. Correspondence is also filed according to its file number.

2.
Duties of the Administration Officer such as compiling individual records of cadets, Civilian instructors/volunteers and Officers requires gathering of personal information that is to be kept confidential.

3.
Due to the nature of the military environment that cadet units operate in, reports and returns are necessary from time to time to relay information to the Regional Cadet Headquarters. Delays in completing reports or returns may have an effect on the operation of the squadron, so attention to deadlines is essential.

4.
The exact duties of the Administration Officer at each squadron may vary depending on the size of the squadron, number of officers on strength and the directions of the Commanding Officer. The specific duties and responsibilities of the Administration Officer should be listed in the Squadron Standing Orders.

5.
Some general duties of the Administration Officer Are:

           a.      Initiate requests for all publications and documents required by the squadron











           b.
Ensure that all personal are aware of all publications and                                                                                                        documents held by the squadron.

           c.
Assume custody and control of all publications and ensure they are up to date.

           d.
Register and file correspondence, complete reports and returns, documentation and other reports for the CO’s signature.

           e.
Complete the documentation required for any transaction involving officers, civilians instructors and cadets.

           f.
Arrange medical examinations for officers and cadets as required.

           g.
Maintain attendance and pay record for each member of the squadron staff.

           h.
Keep a personal record for all members of the squadron.

           j.
Forward claims in accordance with the existing procedures, and,

           k.
Undertake such other tasks as directed by the Commanding Officer.

CONFIRMATION STAGE 1

1.
What is the primary role of the Administration Officer?


Answer:
The primary role is that of keeping records.

2.
Name some of the duties of the Administration Officer.

STAGE 2 
COMMON ADMINISTRATION TASKS


1. Enrollment of New Cadets: 

 
When new cadets are recruited to join a squadron there are procedures to 

 
follow which will be the responsibility of the administration officer:


a.
Cadets must supply to the administration officer a birth or baptismal

certificate to prove they meet the age requirements to become a 
cadet. A copy of this certificate will be made and kept on file.


b.
New cadets must provide their provincial health card number to the

Admin O. The number and expiry date shall be kept on file.


c.
New recruits must fill out an application for membership in a


Canadian Cadet unit. 


d.
Individual units may have a form they use to gather other


information they may require for administrative or training purposes. 


e.
When all the necessary forms have been completed and checked

by the Admin O, the membership application may be sent to the CO

for him to sign and administer the cadet Oath of Loyalty.


f.
When the cadet is sworn in the Admin O will prepare a record of 
service file folder to keep all the cadet’s forms in. The Admin O will 
also prepare an Individual Training Record (Form CF 1394) and 
sign it in the appropriate spot. This form is then sent to the Supply 
Officer and then the Training Officer. The Training Officer will then 
file the CF 1394 and update them when necessary.



g. 
The cadet is now enrolled and is placed on the squadron nominal

roll.

2. Request Cadet Participation 1: 

For each activity the squadron holds or participates in an RCP1 form must 

be completed. This form is used by the ACO to determine if the activity will 

be allowed, funded and sanctioned as a part of mandatory training. 

RCP1’s that are for training that is optional may have to be approved by 

the local air cadet league.  


3. Application for Summer Course/Employment/Exchange: 


This form is commonly referred to as a CF51. This form is used to collect information on the cadet applying for courses, employment or exchanges. The form contains space for personal information, medical information, previous training, previous work experience, and choices for training/employment etc. Other application forms for employment, national courses or exchange will also have to be completed.

4.
Mail Register: 

Every piece of correspondence that comes to or leaves the cadet unit is 

recorded in the mail register. The register usually has columns to record 

the file number, originator name/title, date written, date filled, date mailed 

or received, subject and addressee or destination. 

5. Publications: 

Publications that are provided by DND for the use of cadet units will be 

held by the administration officer. From time to time amendments will be 

issued for these publications. The Admin O will amend the publications 

and record the amendments in the front of the publication. Examples of 

these are Cadet Administrative and Training Orders (CATO’s), Queens 

Regulations and Orders (QR&O’s), and Canadian Forces Administrative 

Order’s (CFAO’s)

CONFIRMATION STAGE 2

1.
What is the purpose of the mail register?


Answer:
The mail register gives a record of all correspondence that


has been received or sent.

2.
Which cadet activities require completion of an RCP1?


Answer:
All cadet activities must be covered by an approved RCP1.

3.
What is a CF51?

 
Answer:
The CF51 is a form cadets fill out for a summer course, 

 


employment or International Air Cadet exchange.

30 MINs
                           PERFORMANCE CHECK      

Test Details:

Each cadet will be required to respond to questions on the subject matter.

33 MINs
                                    CONCLUSION

SUMMARY:
A.
During this period of instruction you have learned about the duties and

responsibilities of the Squadron Administration Officer.

RE-MOTIVATE:
A:       During your next lesson EO 400.01b you will learn to complete some




forms commonly used by the Administration Officer. This knowledge will 




enable you to assist the Administration Officer when required.
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Cadets should only be shown their own forms as the information is confidential.








Show cadets examples of file numbers on memos etc.





15


MINs





5


MINs





The Admin O should teach 


this lesson.





This lesson is only an introduction.


Do not go into great detail





� EMBED Word.Picture.8  ���





ROYAL CANADIAN AIR CADETS





MASTER LESSON PLAN





� EMBED Word.Picture.8  ���








C:\My Documents\Master Lesson Plans\Level 5\PO 400\EO 400-01a.doc 

1
2
C:\My Documents\Master Lesson Plans\Level 5\PO 400\EO 400-01a.doc

_974104573.doc
[image: image1.png]






_974697615.doc
[image: image1.png]






_971070498.doc
[image: image1.png]






