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Introduction


Civil Air Patrol (CAP) designed this handbook to assist members in planning and conducting a two-day Squadron Leadership School (SLS).  The CAP Senior Member Training Program, CAPR 50-17, outlines this course.  In conjunction with CAPR 50-17, this handbook should help provide standardization in the SLS program and should provide a meaningful SLS experience for both students and staff.

Purpose

Squadron Leadership School helps develop a general understanding of the basic functions of a CAP squadron.  The Squadron Leadership School is designed to:  (1)  enhance a senior member’s performance at the squadron level.  It is designed to aid the CAP member in obtaining the basic knowledge necessary  to carry out the CAP mission at the squadron level and  (2) to increase understanding of squadron operations.  

General Criteria


As outlined in CAPR 50-17, the Squadron Leadership School should last 2 days (a minimum of 12 hours, not to exceed 16 hours).   Normally, the course will occur over a Saturday and Sunday.  However, the course may also take place over two consecutive Saturdays, over a holiday weekend, etc.  Students should receive no less than 12 hours of instruction.   


Each CAP wing should have at least one SLS per year.  The wing commander selects the SLS director.  The wing commander, the CAP corporate liaison officer, the Professional Development officer, the aerospace education officer, and the cadet program officer should collectively select the best dates for conducting the school.  Once the date is selected, the SLS director must notify National Headquarters/ETP in writing at least 45 days in advance and provide their name, address, contact telephone number, an estimated number of students and staff attending, the time and place of the course, the signature of the wing director of Professional Development and a copy of the proposed schedule.  (A request form has been included in the Director’s Guide.)  The student materials will be mailed to the director.  Failure to comply with the preceding instructions could result in students not receiving credit for the SLS.  Upon completion of the course, the SLS director will forward the CAP Professional Development Director’s Report Form 11), DIRECTLY to wing headquarters for the commander’s signature.  It will then be forwarded to Civil Air Patrol HQ CAP/ETP, 105 South Hansell St, Building 714, Maxwell AFB, AL 36112-6632.  The report must be sent within 14 days of the course completion.    

NOTE:  If the wing commander signature is missing, HQ CAP/ETP will not process the Form 11. 

PARTICIPANT REQUIREMENTS


As outlined in CAPR 50-17, enrollment in CAP senior activities is on a voluntary basis.  However, the SLS applicant must complete CAPF17, Application for Senior Member Activities through the unit commander to the course director.  The senior member must have completed Level I and be currently enrolled in one or more specialty tracks. 

 The SLS Director


The success of the SLS training activity depends on the SLS director.  The director has the responsibility for selecting and supervising the SLS staff.  The director should select highly qualified and efficient staff members who will perform their duties in a professional manner.  The director cannot personally accomplish every detail of the SLS.  Duties should be delegated whenever possible and follow-up with those people assigned the responsibilities or duties.

The director also has the responsibility of selecting safe, suitable, and proper facilities and accommodations.  The right location and facility will encourage participation in this event and can make the event more meaningful and enjoyable for members who attend.


The following list describes the responsibilities of the SLS director:

· Ensure staff members are prepared and proficient in presentation of assigned material
· Monitor the flow of events during both the planning and execution phases
· Keep the instructors on schedule according to the curriculum
· Maintain clear and accurate financial records of the SLS activity
· Submit closing reports, critiques, and financial accounting within 10  days of the close of the SLS activity to the wing commander
· Ensure that any training materials issued from the wing are returned to the wing director of Professional Development
· Act in a manner that protects the interests of the facility where the SLS is held and also the interests and integrity of CAP in general
Location


The chosen location can make all the difference in the success of the SLS.  Factors that directors should consider in choosing a location include:

· Military installations

· Educational institutions

· Established conference centers

· Motel/hotel

· Church meeting area

· Community facility (City Hall, Council Room, Airport)


The wing director of Professional Development must approve the facility.  The course director should submit in writing to the facility manager/owner an outline of the date, time, and number of students and staff, etc.  The course director should obtain written permission to use the facility.


When selecting a facility, the director should consider arrangements for: 

· Housing.  Rooms must have adequate space and furnishing.  The rooms must have air conditioning/heating, and the facility should have low noise levels in order for students to study material.

· Food.  Students should have easy access to a dining facility.  Preferably, directors should choose a facility with a dining facility in it or within walking distance of it.  The director should inform the facility manager what time the students will eat.  

· Classrooms.  Classrooms should have sufficient space to permit comfortable seating.  Also, classrooms need adequate lighting and functional equipment.

· Parking area.  Directors should select a facility with convenient parking, not too distant from the facility.  

· Accessibility.  Directors should choose a convenient location, i.e., a place convenient for all students and easy to find.

· Time constraints.  Time is an important factor for the instructor as well as the student.  Directors should prepare a schedule that utilizes time wisely.  You may want to consider pre-class assignments along with a working supper.  (This could be pot-luck, a cookout, pizza, etc.)  This allows time for students to interact socially.  

Request for Materials


After the dates for the SLS have received approval, the director should send a written request SLS material to HQ CAP/ETP.  Directors should submit this request at least 45 days in advance.  A request form has been included in the guide. (Directors, please follow the guidelines outlined in the criteria section of the guide.) After receiving the request for material, ETP will send the following materials to the director at least 30 working days before the course date:

· Squadron Leadership School Instructor Guide

· Squadron Leadership School Student Guides

· Diplomas

· CAPF11, CAP Professional Development Director’s Report Form

A request may be faxed to the ETP office (334-953-7771) to save time.  A follow-up phone call is suggested to ensure the request was received at HQ CAP/ETP.

This required advance planning allows staff members sufficient preparation time to present the expected level of professionalism.  A master set of instructional slides is available upon request or you may receive a powerpoint presentation via E-mail.  Please indicate your preference on the request form.  The master copy of slides must be returned to NHQ CAP/ETP upon completion of the course.

Budget


The National Executive Committee (NEC) approves funding for the Squadron Leadership School.  HQ/ETS allocates funding for one SLS per year per wing.  Funding is provided upon course completion.  HQ CAP/ETP issues a check for the SLS to the wing upon receipt of the director’s report, CAPF 11. (Please contact HQ CAP/ETP for current funding information.)  Directors must keep accurate records of money received and disbursed.  A budget report should be mailed to the wing commander upon completion of the course.


When preparing a course budget, the director should consider the following:

· Student enrollment fee

· Cost for facility use

· Supplies (notebooks, paper, pencils, etc.)

· Printing (schedules, handouts, etc.)

· Transportation

· Refreshments (coffee, soda, etc.)

· Postage

· Billeting

· Contingency

Staff

CAP wants every student to have a positive and beneficial learning experience.  Directors should choose knowledgeable staff members who have a good rapport with people.  Directors should consider using the aerospace education officer, the cadet program officer, and the emergency services officer.  Directors should select staff members based on their staff position, knowledge and proficiency in performance of their CAP duties.


When choosing staff, the director should consider the professional image of each staff member.  Each staff member should adhere strictly to CAP uniform and grooming standards.  Staff members may wear any of the authorized CAP uniforms.  However, they must meet the required standards for that uniform.  The SLS director should conduct an inspection prior to each presentation to ensure that each staff person meets those CAP uniform standards.  The director and staff members should recognize that they set the example for CAP members, and CAP want its members to portray a professional image.  Also, speakers and staff members can lose credibility quickly if students detect a uniform violation.


The director should discuss time allotments with the staff members.  All staff members need to know the importance of adhering to the schedule.  Staff members should rehearse their presentations to ensure familiarity and professionalism with the subject.  

· Directors should consider filling the following positions for the SLS: Administrative—The administrative assistant will aid in keeping attendance records for the course.  S/he will aid the members in “signing-in,” check the credentials of each person attending for current membership status and completion of Level I. 

· Course Instructors—The course instructors are critical to the success of the SLS.  Each instructor should be current on practices, procedures, and regulations regarding their field of expertise.

· Assistant Director—The director and assistant director should serve in the same unit, if possible, to provide maximum coordination and assistance.


The SLS director may choose his/her staff from among his/her own unit or wing.  Or, s/he may enlist the help of members from other groups or wings.  Also, the director may request assistance from region personnel.  If the director wishes to use region personnel for the staff, s/he should submit a letter of request to the wing director of Professional Development, who will coordinate the request for support through the region staff.


The SLS director should also choose alternate staff members who can step in at the last minute in the event an instructor becomes unexpectedly unavailable.

Publicity

Directors should make sure that the SLS receives wide publicity within the area.  Members should develop a flyer (sample included in appendix) that contains:

· Subject

· Dates

· Place

· Application information (CAPF 17, applications must have approval of  both the squadron and wing commanders if the SLS is held outside the applicant’s wing)

· SLS director’s mailing address, telephone number, E-mail address and radio call sign.

· Enrollment fee


The director should also send a letter to each unit commander requesting maximum publicity of the school.  The director can also request communications staff to make announcements over the wing radio net.  It can also be placed on the wing web  page, and the wing newsletter.  Upon receipt of your request for material, HQ CAP/ETP will list your information in the monthly newsletter,  the CAP News, and the ETP web page.

Informing the Students

     Once the applications are submitted and accepted, the director should send an information letter (sample included in the appendix) to each participant.  This letter

serves as the director’s initial contact. 

  Certain elements should appear in this welcome letter:

· Welcome comments

· Date of class

· Time of class

· Location of class

· Parking information

· Sleeping accommodations

· Uniform requirements

· Mess schedule

· Telephone contact during school

· Mail address

· Time and date of graduation

· Map and directions to the facility

· Information about what students should bring

· Copy of the Student Guide
Registration


Each member attending the school needs to sign in so that the director can develop a roster and complete the CAPF11 director’s report.  The director needs to arrange to have the registration booth at a central point with an adequate number of tables and chairs for those registering.  If possible, the director should arrange to have light refreshments (coffee, doughnuts, etc.) at the registration point.  Students should receive the following items at registration:
· SLS study materials
· List of SLS staff members
· List of students, their locations and phone numbers
· Handouts developed for the course
· Schedule
· Smoking instructions
· Messing instructions
· Course critiques (included in Student Guide)
Orientation


The orientation should include a welcome to the students by the head of the institution or facility, introductions of staff members and students, presentation of the course schedule, and an overview of the course objectives and curriculum.  During the orientation, students should receive information on general policies such as, the location of restrooms, break facilities, smoking policies, and lunch arrangements.

Closing

At the end of the course, students should fill out the course critique.  The director 

should present the diplomas during an awards ceremony. 

Report


After the course conclusion, the director and staff should review and discuss the critiques.  The director should send the CAPF 11 indicating the names and CAPSN of the students who should receive credit for the course to the wing commander for his signature.  It should then be forwarded to HQ CAP/ETP.  The director should send a copy of this form to the unit, wing/ETP, and region/ETP.  Note:  Without an accurate attendance roster, HQ CAP/ETP cannot guarantee that students will receive credit for their course.  The form 11 will not be processed without the signature of the wing commander.

Appreciation


After the course has ended, the director should send a letter of thanks to the owner/manager of the facility.  The director should also send letters of appreciation to the commanders of SLS staff members.

SLS Director’s Checklist

Director  ________________________________________________________________

(name)

Deputy Director  _________________________________________________________

(name)

 FORMCHECKBOX 
  Course dates established ________________________________________________

(dates)

 FORMCHECKBOX 
  Location established
________________________________________________





________________________________________________




________________________________________________

 FORMCHECKBOX 
  SLS material requested in writing ________________________________________








(date mailed or faxed)

 FORMCHECKBOX 
  SLS material received
________________________________________________

(date)

 FORMCHECKBOX 
  Staff selection completed
________________________________________________

(date)

 FORMCHECKBOX 
  Class material to instructors _____________________________________________

(date)

 FORMCHECKBOX 
  SLS details publicized  _____________________   __________________________





                    (date)


(method)

 FORMCHECKBOX 
  Form 17 Deadline established  ___________________________________________

 (date)

 FORMCHECKBOX 
  Facility requested in writing  ____________________________________________



                                        (date mailed or  axed)

 FORMCHECKBOX 
  Written permission received from facility __________________________________





         (date)

 FORMCHECKBOX 
  Closing report sent to Wing Professional Development Officer__________________________





                  

(date mailed or faxed)

 FORMCHECKBOX 
  CAP Form 11 mailed to HQ CAP/ETP  ____________________________________







            (date mailed or faxed)

 FORMCHECKBOX 
  Thank you letter sent to host facility  ______________________________________






                             (date mailed or delivered)

 FORMCHECKBOX 
  Letters of appreciation for staff members sent to their respective wing commander

  







_______________________

                                                                                         (date mailed or delivered)

 FORMCHECKBOX 
  Letters of appreciation to non-CAP members for contributions or assistance sent

        







________________________

        







(date mailed or delivered)

 FORMCHECKBOX 
  Letters of appreciation for staff members sent  _______________________________







                (date mailed or delivered)

Planning Chart Checklist

90 days prior to SLS

 FORMCHECKBOX 
  Meet with wing commander to determine necessity for SLS and proposed   

      dates.

 FORMCHECKBOX 
  Select facility.

 FORMCHECKBOX 
  Begin staff selection.

60 days prior to SLS

 FORMCHECKBOX 
  Confirm dates.

 FORMCHECKBOX 
  Confirm location.

 FORMCHECKBOX 
  Submit written request to HQ CAP/ETP for SLS materials.

 FORMCHECKBOX 
  Begin publicity of SLS to members (newsletters, radio net, web page, etc.).

45 days prior to SLS

 FORMCHECKBOX 
  Submit written request to director/manager/owner of facility for use of the facility.

 FORMCHECKBOX 
  Study SLS Instructor’s Guide.  If SLS material has not been received, call of fax

      HQ CAP/ETP  (334-953-5798) (fax 334-953-7771).

 FORMCHECKBOX 
  Notify instructors of first staff briefing.

 FORMCHECKBOX 
  Submit any additional curriculum material to Wing Director for review.

 FORMCHECKBOX 
  Continue publicity of SLS to members.

30 days prior to SLS

 FORMCHECKBOX 
  Confirm any additional support staff members.

 FORMCHECKBOX 
  Hold staff briefing as applicable.

 FORMCHECKBOX 
  Submit written permission to use facility.

 FORMCHECKBOX 
  Notify members selected to attend SLS with “Welcome Letter” (if time allows)

 FORMCHECKBOX 
  Confirm use of any additional curriculum materials with SLS Director.

 FORMCHECKBOX 
  Call/Fax HQ CAP/ETP if SLS materials have not been received.

15 days prior to SLS

 FORMCHECKBOX 
  Obtain administrative supplies.

 FORMCHECKBOX 
  Make arrangements for any necessary audiovisual equipment.

 FORMCHECKBOX 
  Confirm presentation sequence with staff members and draft final schedule.

10 days prior to SLS

 FORMCHECKBOX 
  Review class material.

 FORMCHECKBOX 
  Have class schedule printed.

 FORMCHECKBOX 
  Make notes for presentation.

5 days prior to SLS

 FORMCHECKBOX 
  Confirm with staff the uniform requirements and grooming standards.

 FORMCHECKBOX 
  Encourage the staff to conduct practice presentations.

1 day prior to SLS

 FORMCHECKBOX 
  Setup and make sure that all audiovisual equipment is working properly.

 FORMCHECKBOX 
  Make sure that all materials are gathered and ready.

2 hours prior to start of SLS

 FORMCHECKBOX 
  Inspect staff uniforms.

 FORMCHECKBOX 
  Setup registration area and necessary supplies.

 FORMCHECKBOX 
  Prepare refreshments.

 FORMCHECKBOX 
  Organize handout materials.

 FORMCHECKBOX 
  Ensure classroom is ready -- seating, lighting, etc.

 FORMCHECKBOX 
  Ensure instructors have all necessary supplies--chalk, erasers, markers, etc.

 FORMCHECKBOX 
  Ensure that staff members are available to greet students.
STAFF ASSIGNMENTS

Director:  __________________________________   phone:  (H)_______________








    (W)_______________

Deputy:  ___________________________________   phone:  (H)_______________









    (W)________________

Instructors:

1. Name:  _________________________________  phone  (H)_________________
Assignment:  _____________________________
  (W)_________________

2. Name:  __________________________________ phone  (H)__________________
Assignment:  _____________________________
   (W)__________________

3. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________ 
   (W)___________________

4. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________ 
   (W)___________________

5. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________ 
   (W)___________________

6. Name:  __________________________________ phone  (H)___________________
Assignment:  ______________________________ 
   (W)___________________

7. Name:  __________________________________ phone  (H)___________________
Assignment:  ______________________________
   (W)___________________

8. Name:  __________________________________ phone  (H)___________________
Assignment:  ____________________________               (W)___________________

9. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________
   (W)___________________

10. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________
   (W)___________________

11. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________
   (W)___________________

12. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________
   (W)___________________

13. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________
   (W)___________________

14. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________
   (W)___________________

15. Name:  __________________________________ phone  (H)___________________
Assignment:  _____________________________
   (W)___________________

Squadron Leadership School Plan

Course duration: 2 days (a minimum of 12 hours)
Introduction

Civil Air Patrol (CAP) designed this course to introduce new CAP members to squadron-level operations.  It creates a general understanding of the basic functions and activities of the CAP squadron.  The course provides the senior member with basic information about the structure of the organization, wear of the uniform, customs and courtesies, and the requirements necessary to perform at the squadron level.  The course also provides an in-depth look at missions and mission support in CAP.  

Instructional Objectives
Upon completion of the Squadron Leadership Course, students will be able to:

1.  Explain the correct way to wear all CAP uniforms.

2.  Summarize weight and grooming standards.

3.  Conduct a uniform inspection within the squadron.

4.  Demonstrate proper courtesies to the flag and to CAP and military personnel.

5.  Explain how a squadron is organized and how the staff relates to each other and the

     wing.

6.   Identify the functions of squadron positions.

7. Explain how the CAP mission elements are implemented and performed at the

       squadron level.

8.   Determine ways to enhance squadron programs.

9.   Demonstrate the ability to conduct a military-style briefing.

10. Write a military-style memorandum.

11. Explain the CAP corporate policy on nondiscrimination and sexual harassment.

12. Describe the need for Core Values in the CAP squadron.

Squadron Leadership School Course Outline
This section provides the director with a course outline and approximate time allotments.  The course must include a minimum of 6 hours in the mission areas. 

Note:  Instructional objectives are listed on page 15.

I.  Organization (50 minutes)  (Obj. 6) 


A.  National  



1.  National Board



2.  National Commander/NEC



3.  National Headquarters

B.  Corporate/Field Organization

1.  Regions

2.  Wings

3.  Groups

4.  Squadrons

C.  Squadron Staff and Functions  (Obj. 5)

II.  Progressing in Civil Air Patrol (50 minutes) (Obj. 8,5)

A.  Awards

1.  Membership

2.  Certificate of Proficiency

3.  Grover Loening Award

4.  Paul E. Garber Award

5.  Gill Robb Wilson Award

B.  Senior Member Forms

1.  CAPF 2a, Request for and Approval of Personnel Actions
2.  CAPF 17, Application for Senior Member Activities
3.  CAPF 24, Application for Professional Development Awards
4.  CAPF 45b, Senior Member Training Record
5.  ECIF 23, ECI Enrollment Application
III.  The Liaison Structure (50 minutes) (Obj. 6)

A.  Civil Air Patrol-United States Air Force

1.  National Level

a.  Provides Air Force advice, liaison and oversight

b.  General service to CAP

2.  Region Level

a.  Eight CAP-USAF liaison regions

b.  Provides advice, liaison, and oversight

c.  Supports CAP region RDAE

d.  Advises CAP wing liaison office

e.  Manages CAP Reserve Assistance Program (CAP RAP)

B.  CAP Reserve Assistance Program (CAP RAP)

1.  Provides assistance at all levels

2.  Assistance requested by wing commander

3.  Types of squadron assistance

C.  Wing Level CAP Corporate Liaison Office (LO)

1.  Primary USAF advisor to CAP region and wing commanders

2.  Attend wing/region staff meetings

3.  Attend wing/region conferences

4.  Conduct unit visits

5.  Exercise operational control over CAP RAP

6.  Liaison with Department of Defense

7.  Coordinate airlift

8.  Authenticate airlift documentation

9.  Manage Emergency Services Program 

IV.  Professional Image  (50 minutes)  (Obj. 1, 2, 3, 4)

A.  First impressions

B.  Uniform wear/personal grooming

C.  Customs and courtesies

V.   Effective Communications (2 hours) 

       A.  Effective Listening  (Obj. 8)

       B.  Letters     (Obj. 10)

       C.  Briefings  (Obj. 9)

D.  Meetings   (Obj. 8)

VI.   Human Resources (2 hours)

             A. Core Values   (Obj. 12)

             B.  Sexual Harassment and Discrimination (Obj. 11)

VII.  Aerospace Education (2 hours)  (Obj. 5,7,8)


 A.  Internal Program


       1.  Cadets


       2..  Seniors

B.  External programs

C.   Awards

D.  Involvement

VIII.  Cadet Program (2 hours)  (Obj. 5,7,8)

A.  Program Elements

     1.  Four Phases

     2.  Activities

     3.  Physical Fitness

     4.  Leadership

     5.  Aerospace Education

     6.  Moral Leadership

            B.  Senior Member Role

     1.  Cadet Program Officer

     2.  Aerospace Education Officer

     3.  Chaplain

     4.  Encampment Staff

     5.  Role Model

IX.  CAP Operations (2 hours)  (Obj. 5,6,7,8)

            A. Emergency Services  

    1.  Search and Rescue

    2.  SAR Activities

    3.  Disaster Relief

                4.  Military Support to Civil Authorities (MSCA)

B.  Counterdrug Operations 

C.  Standardization and Evaluation 

D.  Safety 

E.  Communications 


F.  Drug Demand Reduction Program 

 X.      Conclusion (30 min)


A.  Critiques


B.  Award Ceremony


C.  Closing remarks

Procedures/Activities/Approaches/Methods
Recommended approaches include:

· Informal lecture

· Discussion

· Group activities

· Instructional games

· Guest speakers

Instructional Aids or Resources
Materials needed:

· Overhead projector/flip chart

· Instructor guide

· Student guide

Suggested Resources:

· CAPR 50-17, The Senior Training Program
· CAPR 10-1, Preparing and Processing Correspondence
· CAPR 280-2, Civil Air Patrol Aerospace Education Mission
· CAPR 52-16, CAP Cadet Program Manual
· CAPPs 200-223, Specialty Track Study Guides
· CAPM 20-1, Organization of Civil Air Patrol
· CAPR 900-3, Firearms Assistance to Law Enforcement Officials
· CAPR 60-1, CAP Flight Management
· CAPR 60-3, Emergency Services Training and Operational Missions
· CAPR 62-1 CAP Safety Responsibilities and Procedures
· CAPR 62-2  Mishap Reporting and Investigation
· AFH 37-137  Tongue and Quill  (available on the CAP Home Page: www.capnhq.gov)

· It is recommended you order a CAPR 50-17 and a CAPR 10-1 for each student.  The CAPR 50-17 is not included in the New Member Packet.  The progression diagram is included.  

Recommended Course Materials

Aerospace:  Flight of Discovery



Typewriter (for certificates)
Aerospace:  The Challenge




TV/VCR
American flag with pole and stand



Uniforms and devices

American flag without pole or stand



SLS student material

Coffee pot

Coffee, stirrer, sugar/sweetener, creamer, cups, napkins

Overhead projector or flip chart (with an extra projection bulb)

Paper

Pencils/Pens

SLS certificates

Student Self Assesment


Students will use the material provided in the Student Guide to accomplish the following objectives and build mutual support with other students.

1. Tell another student how to become involved in the aerospace education program.

2. List two internal aerospace education activities.

3. List two external aerospace education activities.

4.  Define the purpose of the Cadet Program.

5. Tell another senior member what role the senior member plays in the Cadet Program.

6. Tell another member how to become involved with the Cadet Program.

7. List and describe at least three staff positions involved with emergency services.

8. List and define at least three staff positions associated with mission support.

9. Name at least three mission support activities.

10. Give at least one reason why aerospace education is important to our society.

11. Students will demonstrate a proper salute.

12. Students will prepare a military-style brief.

13. Students will write a military-style memorandum.

14. Students will explain the significance of the Core Values to CAP as an organization.

15. Students will explain CAP’s zero tolerance policy on nondiscrimination and sexual harassment.
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                                       Materials Order Form

Wing ___________________________  Name of school director__________________________

Contact telephone number ______________________ Date of school _____________________

Estimated number of students _______  Estimated number of staff ________

School location  __________________________________

Mail materials to: _________________________________

                              _________________________________ 

                              __________________________________

Master copy of overhead slides needed ________________

E-mail copy of slides requested _________

E-mail address _____________________________________________________

_______________________________________         
 _________________

              Signature Course Director                                              Date 

________________________________________      
  _________________

   Signature Wing Director of Professional Development                 Date

Attachment:  Course Schedule

Appendix

The following material contains samples of forms and information packets.  The director may use this material or develop his/her own.  Fill in the appropriate information.

GENERAL INFORMATION BROCHURE

Squadron Leadership School (SLS)

1.  Mission:  The purpose of the Squadron Leadership School is to prepare senior CAP officers to more effectively fulfill squadron-level corporate duties.  This is accomplished through classes in leadership and technical concepts, and group activities.

2.  Location:  The _________SLS will be held in the ___________________ 

facilities of _______________________________ located at______________ 

___________________________________________.

3.  Clothing Requirements:

a.  Uniform:  The uniform for daily classroom activities is _____________ __________________or _________________________________ as prescribed in CAPR 39-1, Civil Air Patrol Uniform Manual.    

b.  Social Activities: Casual attire is recommended.

4.  Transportation:  Complete the Transportation Data Sheet (enclosed) and return to the course director in the envelope provided.  If you are driving to the course, seat belt use is mandatory on and off military installations.  In addition, bring proof of vehicle ownership, insurance and a valid driver’s license.  Weapons are not permitted, (leave them at home).

5.  Arrival and Billeting: Plan to arrive between _________and _________ on __________________.  Students should report to ______________________.  A SLS staff member will be there to welcome and assist.  

6.  Student Registration: Registration will be held on ______________from __________ to ___________.  The SLS begins ___________.

7.  Room and Meal Costs: Rooms will cost about __________ per day.  

Meals will average $10 - $15 a day depending on individual preference. You must be prepared to pay for your room in advance or secure payment with a credit card.

8.  EMERGENCY LOCATOR:  Emergency phone numbers are:



Days:  _______________



Nights:  ______________

9.  Registration Fee: The registration fee is __________ which must be paid   at the time of registration. A receipt will be provided.

10.  Physical Requirements: The SLS schedule is demanding.  If you have special physical needs, please advise the SLS director immediately to assist you.  Completing and returning the Emergency Data Sheet will also help us be prepared.  Return the sheet, in the envelope provided, to the course director.

13.  Graduation:  Graduation is scheduled for ________________ at ________.  Guests are welcome to attend the ceremony.

14. Military Support Authorization (MSA): A MSA will be distributed at registration.  

15.  SLS Director:  The director of the SLS is:




________________________

                                 ________________________




________________________

                                 Phone: __________________

                                E-mail: __________________ 

20.  Graduation Requirements: Participation in all scheduled activities is 

required for graduation.

SQUADRON LEADERSHIP SCHOOL
TRANSPORTATION DATA SHEET
PLEASE COMPLETE AND RETURN TO THE COURSE DIRECTOR IN THE ENVELOPE PROVIDED.

NAME:_________________________________
STAFF_______
STUDENT________



          ( check one )

CAPSN:_________________________________  RANK:_______________

WILL BE ARRIVING BY:
WILL BE DEPARTING BY:

Corporate Aircraft:_____________
Corporate Aircraft:____________

Private Aircraft: _______________
Private Aircraft:_______________

Commercial Aircraft:___________
Commercial Aircraft:___________

Flight #:______________________
Flight #:_____________________

Private Vehicle:________________ 
Private Vehicle:_______________

CAP Vehicle:__________________
CAP Vehicle:_________________

Train, Bus, Other:______________________
Train, Bus, Other:________________

ITINERARY:
Arrival Date______________________   Departure Date________________________

Approximate Time _______________
Approximate Time_______________

I need transportation from airport, train/bus station to in-processing. (Yes)  (No)

I need transportation to the airport, train/bus station for departure. (Yes)   (No)

SQUADRON LEADERSHIP SCHOOL

DATA SHEET
Please complete and return to the course director in the envelope provided.


CIRCLE ONE: (STUDENT)
(STAFF)

NAME:___________________________________________________________________

CAPSN:_____________________________________________ 

YOUR PHONE #: HOME__________________ WORK_____________________________

E-MAIL address:_______________________________________

PERSON TO NOTIFY IN CASE OF EMERGENCY
NAME:_________________________________________________

ADDRESS:_______________________________________________

                  ______________________________________________

RELATIONSHIP:______________________ 

PHONE #: HOME:______________________ WORK:_____________________________

PERSONAL PHYSICIAN DATA 

PHYSICIAN:______________________________________________

PHONE #:___________________________________

ADDRESS:___________________________________


     ___________________________________

CAP UNIT ASSIGNMENT INFORMATION

CAP UNIT NAME:____________________________________________________

UNIT COMMANDER'S NAME:___________________________________________

UNIT COMMANDER'S PHONE #:________________________________

SQUADRON LEADERSHIP SCHOOL

MEDICAL DATA
Name__________________________________________________________
This information is kept confidential.  Your acceptance to SLS is not based on physical information.  Please complete this information and return to the course director so that we may attempt to accommodate any limitations.   This information is vital to your treatment in case of an emergency.  
I. List all known or suspected allergies, diseases, chronic illnesses:

.

II. List all medications currently taking (Include name, dosage & frequency):

      Medication Name

Dose

Frequency

Condition

II. List all medical treatment within the past 6 months:

IV. LIMITATIONS:

V. OTHER (Contact lenses, hearing aids, dietary restrictions, etc.):

SQUADRON LEADERSHIP SCHOOL
BIOGRAPHICAL DATA SHEET
Please complete and return to the course director in the envelope provided.


CIRCLE ONE:          (STUDENT)
(STAFF)

NAME:______________________________________________________________________

CAPSN:_________________________               RANK:________________________

GENDER:______________
DATE OF BIRTH:____________________________________

UNIT POSITION TITLE:________________________________________________________

Other current duties and responsibilities in CAP _____________________________________

Length of CAP service_________________________________________________________
Military background ___________________________________________________________

Occupation/Employer__________________________________________________________

Name and address of media you would like your press release sent to:

Name _________________________________________ Phone__________________________

Street _________________________________________ Fax ___________________________

City/State ______________________________________ E-mail _________________________

Zip ___________________________
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