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PREFACE
From:  Senior Naval Science Instructor, Tomball High School
To:    NJROTC Cadets
Subject:  CADET STANDARD OPERATIONS PROCEDURES (SOP) HANDBOOK
1. As members of the Tomball High School NJROTC Unit, you are expected to conform to high standards of military bearing, appearance, customs and courtesies. These standards are higher than those expected of the general TOMBALL High School population and are, in part, what makes this a distinctive organization. Your willingness to conform to these standards will directly affect your success and the overall success of the unit.
2. This handbook contains general rules, regulations and procedures that apply to our unit. It cannot possibly provide detailed instructions for every situation, but rather should serve as a guide or set of minimum requirements. If/when situations arise that are not covered by this document cadets are expected to use initiative, good judgment and common sense.
CLASSROOM PROCEDURES (Rituals and Routines)
DISCUSSION: These rituals and routines are designed to:
• Enhance the learning experience and classroom environment.
• Stress the teaching of self-discipline, self-confidence, teamwork, leadership, and organization.
• Contribute to achieving and maintaining high standards of discipline, citizenship, and self-respect demanded of students in this program.
• Aid cadets in developing positive personal behavior habits and characteristics.
WEEKLY CLASS ROUTINE: Generally each class week will consist of the following schedule:
Monday:  Academics – Academics/Drill
Tuesday: Military – Academics
Wednesday: Military – Uniform Day/Academics
Thursday: Military – Academics/Drill
Friday: Academics – Physical Training
*  The above can be modified by SNSI/NSI
1. Prior to the ringing of the tardy (second bell) bell, cadets will stand in formation in the squad bay to conduct muster.
2. When the period commences, the lead cadet will call," Attention to Muster" and, under supervision of the NJROTC instructors, take muster. If the lead cadet is not present, the next ranking cadet will ensure a proper muster is taken. Cadets will stand at attention and maintain silence during (roll call) muster. When a cadet's name is called the proper response is a loud "here, sir or ma' am".   Leading cadet will conduct 3 orders to the sentry/chain of command warm-up.
3.  Following a formal muster and Orders to the Sentry/Change of Command the lead cadet will call “Seats” all cadets will respond with “Seats eye sir or ma’ am”. The lead cadet will the say “Seats” and all cadets will diligently sit in their assigned seats.
4. Cadets are to sit properly in their assigned seat. Chairs/Desks will remain with all four legs on the deck at all times. Cadets' feet will remain on the deck, not on chairs and/ or desks. Books and supplies are to be stowed under the seats.   No drinks or food are to be brought into the classroom.
5. Cadets are responsible for providing all needed classroom supplies. Don't report for class without pencils, pens, paper, planner/calendar etc.
6.  No headgear is to be worn inside 'the NJROTC classroom.
7. Sleeping is not allowed in class at any time. If your head is down on the desk, you are considered sleeping. If you need to, stand up in back of the room to stay awake.
8.  Cadets are required to attend academic sessions, complete reading assignments/homework, and complete tests and quizzes on the naval science curriculum. It is each cadet’s responsibility to make-up missed course materials and evaluations due to absences during academic days.
9. Each cadet begins each six weeks with an “A". This grade will only be lowered through demonstrated lack of interest or effort.  Whether cadets maintain an "A" in NJROTC is up to the individual! Grades are constantly updated by the school's computer grading software in the SNSI/NSI's computer. Grades are based on Academics, Military Bearing/Leadership (includes compliance with classroom rules, outdoor drill/work, personal conduct/behavior, attendance/tardies, disrespect to school authority, and school regulations) and Uniform Inspections Cadets will receive a Leadership/Drill Grade weekly.  
Grades will be computed as follows:

Tests/Quiz/Uniform.......70% (All quizzes, tests, Naval Science course work)

Military.................30% (includes compliance with rules, regulations, drill, PT, ETC) 

Everything discussed, lectured, practiced, or viewed is testable.   

10. In addition to the computed grade, if a cadet does not wear his/her uniform correctly (the entire day) on inspection day, he/she will receive a failing grade for that weeks inspection grade.
11.  NJROTC cadets must maintain proper grooming standards in order to receive a good grade. The NJROTC program requires cadets to wear the prescribed uniform failure to comply with these standards will result in a failing grade.
12.  The SNSI/NSI office is "OFF LIMITS" to all cadets. Cadets may enter the office only on official business or when requested by the SNSI/ NSI. To enter the office, KNOCK; MAKE YOUR REQUEST; ENTER ONLY WHEN DIRECTED. The Commanding Officer, Executive Officer and Operations Officer will only request permission to enter the SNSI/ NSI office the first time each day. This will prevent numerous interruptions.
13. Supply, Armory, and Administration Spaces are for official business only. Only Unit Staff members may be present unless asked to enter for the purpose of conducting unit business. There will be no admittance of non NJROTC students in these spaces without prior permission from an instructor.
14. Eating, drinking and chewing gum are not permitted during instructional periods including drill sessions.  
15. With the exception lecture sessions, when any adult enters the classroom, the first cadet who sees the adults will call," Attention on deck", loud and clear.
16.   With the consent of the SNSI/NSI, the NJROTC classroom may be used by members of the unit during the designated lunch periods. It will not be used as a lounge.  The TV/VCR may be turned on with the permission of the SNSI/ NSI for viewing ROTC related events/videos. The senior cadet present is responsible for the conduct, cleanliness
and ensuring the classroom is properly policed and ready for classroom instruction prior to the end of the lunch period.
17. All rules contained in the Tomball ISD Student Handbook will be strictly enforced. All differences of opinion with regard to interpretation of specific rules will be referred to the appropriate Assistant Principle for resolution.
18.  The following are expected of all cadets in the NJROTC Program. Failure to comply will result in disciplinary action.  All cadets shall:
a. Follow all school rules and regulations throughout the day. We lead by example.
b. Refrain from profanity, sexual innuendo, obscene material, smoking, drugs, alcohol, and other similar types of activities, as they are totally unacceptable and strictly prohibited.
c. Do not consume food or drink during NJROTC classes, nor chew gum.
d. Only bring non-NJROTC guests into the classroom during non-class hours with instructors’ approval. Cadets are responsible for the proper behavior of their guests. Sitting on desktops or resting feet on furniture is prohibited.
e. Do not leave personal items in any NJROTC space without instructor approval.  This includes NJROTC books and notebooks.
f. Avoid fraternization, overt displays of affection, boisterous language, “horseplay,” and other inappropriate or childish antics in and around NJROTC spaces. This is especially important when in uniform.
g. Meet deadlines promptly. Missing deadlines causes severe problems for the Unit and may affect a cadet’s ability to participate.  Missing deadlines will also have an adverse effect on grades, promotion, and/or awards.
UNIFORM Appearance and Standards
1. Cadet uniforms are to be worn with pride. It is the uniform of the greatest navy the world has ever known. When in uniform, your actions reflect upon yourself, your unit, and the United States Navy. If you cannot wear the uniform properly or conduct yourself in an appropriate manner while in uniform, you should reconsider your decision to be a part of this unit.
2. All cadets are subject to the Uniform Regulations as prescribed in the Cadet Field Manual.
3. Cadets will be expected to wear their uniform once a week. Uniform wear is a graded evolution. The following applies to the issue, wear, and responsibility for NJROTC uniforms:
a. Uniform Issue:
Each cadet will be issued, without charge, all uniform articles except underclothing, stockings, and nametag. Cadets will be issued a clean uniform and are expected to maintain this uniform in a clean neat condition, as well as, return it at the end of the school year in the same condition in which it was issued.  Each cadet will sign an issue form upon receipt of uniform articles. Each cadet will ensure that this form is an accurate inventory of what they actually have; the Cadet Supply Officer will keep it on file and the individual cadet will be responsible for all items (or the cost of same) issued. Each cadet is responsible for approximately $300 worth of uniforms.
b. Proper Wear:  
-  Always wear a complete uniform.
-  Uniform will be worn the entire day. 
-  Covers will not be worn while in classrooms except for NJROTC personnel inspection.
-  Cadets may not wear a civilian jacket with the uniform; each cadet is issued a jacket for the winter months.
-  No articles such as pencils, combs, buttons shall be exposed when in uniform.
-  Jewelry, watches, rings, earrings, hairstyles, and haircuts shall conform to those specified in the cadet field manual.
-  Female hairstyles will conform to those specified in the Cadet Field Manual. Male haircuts will conform to those specified in the Cadet Field Manual.
-  Bizarre styles are not authorized.
-  The Dress Blue Coat may be removed while indoors.
-  Keep hands out of your pockets.
IF A CADET IS/ARE ABSENT FROM SCHOOL ON UNIFORM DAY, OR FAILS TO WEAR THEIR UNIFORM ON UNIFORM DAY, HE/SHE MUST WEAR HIS/HER UNIFORM NOT LATER THEN FRIDAY OF THE UNIFORM DAY WEEK TO SCHOOL TO GET CREDIT, UNLESS OTHER ARRANGEMENTS HAVE BEEN MADE WITH THE SNSI OR NSI.  THE CADET MUST INFORM THE INSTRUCTORS ABOUT THE DAY THEY PLAN TO MAKE UP THEIR UNIFORM DAY.  UNIFORM MAKE UP DAYS WILL NOT BE PERMITTED FOR UNEXCUSED ABSENCES.
Uniform Care Instructions
1.     The uniform will always be worn in a meticulously clean condition.  Your good care of all uniform items will ensure future cadets access to clean uniforms in excellent condition.  
A. Poly Wool Khaki Shirts: Machine washable in warm water.  Bleach with color safe bleaching products.  Dry on low heat; remove immediately and hang up.  Iron on low heat.  Wash after each wearing with emphasis on inside collar.
A. Black Pants: Machine wash in warm water on permanent press cycle.  DO NOT BLEACH.  Dry on permanent press cycle, remove immediately and hang up.  Iron on low heat.  Should be hung on hanger with a cardboard ring.  Fold at creases and over hanger.  Should be hung never folded.  Wash after each wearing.  May be dry cleaned.  SOME PANTS MUST BE DRY CLEANED.  Check clothing tag before washing. The poly/wool blend pants must be dry cleaned.
A. Ties, Dress Coats and Relaxed Fit Jackets: dry clean only and keep hung up at all times.
A. Combination Covers White:  Machine washable or hand washes in warm water with bleach.  Dry in dryer on low setting.  Iron to remove wrinkles.  The female hat cover can be taken out of washer and placed on to of a lame shade.  Turn on the lamp and wait until dry.  Make sure the bulb does not contact the hat.  Or, place hat cover in washing machine and spin dry.  Iron to remove wrinkles.
A. Belts: Machine wash in cold water.  Hang up to drip dry.  DO NOT BLEACH.  DO NO PUT IN DRYER. 
A. Shoes:  There is nothing like a pair of well shined shoes to set off one’s personal appearance and enhance an outstanding uniform.  But this does not come automatically.  There must be some personal effort on the part of every cadet to produce an excellent shoeshine. The most popular paste-wax polish available today is “KIWI”, but any brand paste-wax will work.  A soft cloth like an old T-shirt is ideal to apply polish or use cotton balls or cotton disks available at most drug stores.  Wrap cloth tightly around your forefinger, dip in warm water, rub a small amount to polish on the finger tip, apply to shoes in small circular motion with very light pressure, keep the cloth wet.  You can not use too much water.  Repeat this over and over again on the entire shoe.  As the water mixes with the wax, the wax hardens and acquires a deep glossy shine.  For the final shine, use a clean spot on the cloth with lots of water and little polish.  Do this nightly on a new pair of shoes until you have a good base on the shoes and then weekly to maintain a great shine.  Remember to clean and polish the edges (welts) and heels of the shoes.  Edge/sole dressing is available in stores but normal black polish works just as well.  Use an old toothbrush to clean and polish the stitching.  DO NOT USE SPRAY AEROSOL, SPRAY-ON POLISH OR ACRYLIC FLOOR WAX.  The shoe will crack and peel.  Never “spit” on your shoes for a “spit shine”.  Your saliva is normally acidic and can take a high gloss off the shoe.  This hint is especially important if you just had lunch, soda or any kind of beverage.
I. Metal Insignia:
(NJROTC bar, collar devices) Wipe
clean with dry soft cloth only.  Never polish with abrasives like “Brasso”.
J. Belt Buckles: Polish the “Quartermaster” plastic film of the buckle with brass polish.  Ensure you polish the front and top of the buckle. DO NOT POLISH WHILE BUCKLE IS ATTACHED TO THE BELT!  Polish will ruin the belt.  Also, carefully polish the brass tip of the belt with brass polish by first masking the belt with tape behind the tip.
UNIFORM ISSUE AND TURN-IN PROCEDURES
The following are guidelines for the initial uniform issue, and turn in of NJROTC uniforms upon disenrollment from NJROTC:
1. Upon uniform issue, each cadet will be issued a custody card to be signed by parent or guardian and returned to the Naval Science classroom as soon as possible.  
2.
Upon disenrollment from the program, all uniform items (to
Include belts, garrison caps and service cap covers) will be
professionally dry cleaned prior to turn in.  
3. All items must be turned in at the same time in order to facilitate complete and accurate accountability.
4. Items must be turned in still in the dry cleaners plastic bag containing the dry cleaners ticket/receipt.  
5. The following items need not be returned:
a. shoes
b. ribbons
c. rank insignia
d. name tag
6. Upon turning in uniforms, your cadet will be issued a “Custody Card Receipt” indicating a cleared NJROTC account.  (The total appearing at the bottom of the items list should be $.00 in order for an account to be cleared).  
7. It is important that you turn in your uniforms directly to the Naval Science Instructor(s) or the Supply Officer  in order for you to receive your Custody Card Receipt which will be you proof of a cleared NJROTC account.  Turning in your uniforms in to the school office will not guarantee that your account will be properly cleared.
8. If a cadet’s uniforms have not been turned in, or the account
is not properly cleared, his/her name will appear on the school’s fines list the day after disenrollment.
NOTE:   Please see the uniform care instructions included in this package for proper care of your cadet’s Navy uniform.  Cadets are required to pay for all uniforms damaged beyond serviceability if the damage is not due to normal wear and tear. All uniform clothing items, including belts and neckties/neck tabs, must be PROFESSIONALLY dry cleaned at turn-in!  Dry cleaning deposit charges will not be refunded if items are not professionally dry cleaned at turn in!!
CUSTOM and COURTESIES
1. Cadets may not use the pronouns "I" or "you".  Address the instructors as Sir, Commander, or Chief as appropriate. Cadets will use proper names when addressing cadets, i.e. Cadet Jones. Use the term "this cadet" when addressing yourself.
2.  When class is in session cadets are expected to request permission to speak. "Sir, Cadet (name)/this cadet requests permission to speak sir!"
3.  Cadets are expected to stand when asking or answering a question. "Sir; cadet (name), state the question or answer" When answering repeat the question.
4.  Cadets are expected to sound off loudly and repeat all orders/directions when not in formation.  For example, when given the command “seats”, cadets will respond "Seats Aye Sir or Ma’ am".
5.  Maintain your bearing at all times
6.  Grooming standards are expected to be adhered to throughout the week.  Males are expected to shave regularly. Males ARE NOT permitted to wear earrings while in the NJROTC spaces.
7.  Cadets are expected to render appropriate salutes (while outdoors) to cadet officers while in uniform. NO EXCEPTIONS!
8.  Cadets are expected to greet instructors with a loud "good morning/good afternoon, sir" as appropriate. Do not pass the instructor without saying anything!!! This applies throughout the school campus.
9.  Cadets are expected to wear their uniform THROUGHOUT the day on uniform inspection day.  Cadets caught changing between classes will receive a "0" for their uniform grade.
10.  The instructor's office is not a lounge, phone booth, or cafeteria. Do not enter unless invited by an INSTRUCTOR.
AWARDS CRITERIA
1. Earning an award is a significant achievement. In TOMBALL High School's NJROTC Unit, there are a number of awards that can be earned. Some are awarded in accordance with criteria contained in the Cadet Field Manual; others are awarded either by the SNSI/ NSI or by outside organizations to students identified by the SNSI/NSI as meriting the recognition afforded by an award for sustained superior performance.
2. NJROTC awards will normally be presented at unit formations, awards ceremonies or the annual awards banquet.  Refer to the Cadet Field Manual to see types of awards and criteria to earn them:
MERITORIOUS ACHIEVEMENT 
DISTINGUISHED CADET 
HONOR CADET 
HONOR UNIT 
APTITUDE AWARD 
OUTSTANDING CADET 
EXEMPLARY CONDUCT 
EXEMPLARY PERSONAL APPEARANCE
UNIT SERVICE 
COMMUNITY SERVICE
PARTICIPATION
PHYISICAL TRAINING

4. Additionally, Tomball High School's SNSI/NSI presents the following awards:
 DRILL TEAM 
 COLOR GUARD 
 ACADEMIC TEAM 
 PHYSICAL FITNESS 
 ORIENTEERING 
 RECRUITING 
 PARTICIPATION
 SEA CRUISE 
 MINI BOOT CAMP
AIGUILETTES
Aiguillettes for wear over the shoulder may be earned as members of the color guard, drill team, rifle team, orienteering team, academic team or athletic team. Cadets desiring to earn an aiguillette are required to attend team practices with minimal unexcused absences and qualify for exemplary conduct and exemplary personal appearance awards. If a cadet quits a team or no longer participates on a team, he/ she cannot wear the aiguillette. Aiguillettes are assigned to teams as follows:
TEAM


COLOR


EVENTS REQUIRED
Drill Team
Navy Blue/White
2 Drill meets for ribbon
3 for Aiguillette
Unarmed

Maroon/Silver

2 Drill meets for ribbon
3 for Aiguillette
Color Guard
Red/White


2 Drill meets for ribbon
3 for Aiguillette
Air Rifle

Green/White

2 Postal matches for ribbon
3 matches or 1 STS match for
Aiguillette.   
Note:  SNSI may change the above criteria at any time.
LETTER JACKETS
To earn a letter jacket in NJROTC, you must be dedicated and accomplish the following requirements:
     1. Be part of a team and perform in scheduled drill and field meets two consecutive years or be a cadet for 4 years.  
     2. Have a cumulative GPA of 2.5 or higher
     3. Have a very limited history of referrals, tardies, absences and discipline problems.
     4. SNSI and NSI will do a final review of each cadet for letter jacket approval.
Note:  As with other Tomball High School organizations letter jacket requirements are strict and you have to earn it!
GRADUATION CORDS
To earn a graduation cord Cadet must be an active member of the NJROTC program for 4 years or have entered the NJROTC program at Tomball High School from another JROTC program.  In cases whereas a Cadet has entered THS NJROCT as a sophomore and has demonstrated excellence for 3 years, they can be awarded a cord at the discretion of the SNSI.  At any time during their 3 or 4 years at THS NJROTC a cadet has a considerable disciplinary issue they cannot be considered for this award.  
FIELD TRIPS
1. We will be engaged in a wide range of activities, field meets, out-of-town trips, academic competitions, social community service projects, and fund raising activities. Each of these activities will be designed to further your education in some way. Whether or not you are allowed to participate in any of these activities is strictly up to you. The SNSI and NSI will keep track of all cadets' disciplinary infractions and determine if you are eligible to participate in the field trip.
2. Each trip will have some unique criteria for participation; however the bottom line generally will be that only cadets who are in good standing with the unit and with Tomball High School will be allowed to participate. The criteria for good standing will include as a minimum:
-At least a 2.5 overall GPA for the previous six weeks.
-Any failure to wear the prescribed uniform during the previous marking period.
-No unexcused absences for the previous six weeks. It is the cadet's responsibility to provide the SNSI/NIS with a re-admit slip following an absence. This slip will be used to determine whether an absence was excused or not. If there are unique circumstances associated with an absence that are not reflected on the re-admit, discuss them with the SNSI/NSI.
-Normally, no referrals to the respective dean for disciplinary infractions during the previous and current six-week periods. The SNSI and NSI will make a judgment if the referral is for something minor (i.e. class one offense). If your conduct is such that you are being disciplined by the school administration, we will not include you in any out-of-town or off-campus activities. This policy will include referrals that are a result of tardiness.
-All Field Trip forms will be turned in prior to set deadlines.
3. Phone players with headphones may be taken on field trips and may be played quietly during travel or in your room between official activities. They will not be seen or heard at any other time.  Simply stated, if the SNSI/NSI can hear the music or there is a noise complaint, the device will be confiscated for the remainder of the trip.
4. No food or drink will be allowed on the buses without the authorization of the SNSI/NSI.
5. Field trips are not "date functions" and it is incumbent upon each cadet to ensure that their behavior does not indicate they are treating it as one.  Male and female cadets will not sit together on the bus.
6. When staying out of town, male cadets are not allowed in female berthing areas and female cadets are allowed in male berthing areas.
7. There will be occasions when the required criteria will be even more stringent, doing the minimum will not always be good enough. If there are fifty cadets wishing to make a trip for which there are only forty-five available slots, performance will be the deciding factor.
8. The SNSI/NSI may modify any of the above criteria if circumstances warrant. In all cases, such decisions are final.
9. Male cadets will sit in the rear of the bus, females in the front. On returning, we will reverse the order. If any rules are violated on the bus or anywhere else, it is your responsibility to inform the SNSI/NSI. This is especially true for CPOs and Officers.
ADVANCEMENT IN RATE
1. Promotion/Advancement in rate is a significant part of the NJROTC experience. Cadets have complete control over how fast and how high they advance. Studying the required material and maintaining a sound military performance record, will enable cadets to advance without difficulty.
2. All Naval Science 1 cadets enter the program as a Seaman Recruit (E-1). After completion of the required time-in-grade, individuals may take an advancement exam (semi-annually). Cadets failing any portion of the exam may retake it on the next scheduled administration.
3. Any cadet selected as Cadet of the Semester or attends Mini-Boot Camp will receive a spot promotion to the next higher grade (up to E-6, but not including).
4. The following is the schedule for advancement.  Minimum time required to serve in each rate under normal circumstances are illustrated:
5. Advancements exams will be given at the end of Each Six Weeks and must have met Time is Grade to be eligible to take exam
ENLISTED
	RANK
	TIME IN RATE
	ACADEMIC AVERAGE
	PRACTICAL FACTORS
	KNOWLEDGE REQUIRED

	Cadet Seaman Apprentice (SA)
	9 weeks in NJROTC
	Be eligible in all respects
	Basic Drill:  Attention, Parade Rest, Hand Salute, Facing Movements.
	Orders to the Sentry (One to Five)
Civilian COC

	Cadet Seaman (SN)
	9 weeks as Seaman Apprentice
	Be eligible in all respects
	Basic Marching Drill:  Eyes right, mark time, half step, right/left step, back step, right/left flank, change step,  right/left oblique.
	All Orders to the Sentry and all COC

	Cadet Petty Officer Third Class (PO3)
	 9 weeks as Seaman
	Be eligible in all respects
	Drill with Arms:  Order arms, trail arms, parade rest, at ease and rest, port arms, right/left shoulder arms, inspections arms, rifle salutes, present arms.
Pass Written Drill Examination.
	All Orders to the Sentry and Chain of Command from Chief of Naval Operations to President.  Pass written exam.  Ranks and Rate of Navy and NJROTC

	Cadet Petty Officer Second Class (PO2)
	9 weeks as Petty Officer Third Class
	Be eligible in all respects
	 Be able to march a squad.  A  community service event

	All Orders to the Sentry and the Chain of Command from Area Manger to President.  Pass a written exam on basic uniform

	Cadet Petty Officer First Class (PO1)
	18 weeks as Petty Officer Second Class
	Be eligible in all respects
	Be able to march a squad.  Three community service points per six week period.  Pass Written Drill
Examination.  
	All Orders to the Sentry and the Chain of Command from Squad Leader to President.  Pass a written exam on basic drill

	Cadet Chief Petty Officer (CPO)
	18 weeks as Petty Officer First Class
	Be eligible in all respects
	Be able to march a platoon.  Three community service points per six week period.  Must have a defined leadership or staff position.  Pass Oral review board conducted by SNSI/NSI. Pass 2 areas on PFT
	Same as PO1.  Pass a oral board

	Cadet Senior or Master Chief Petty Officer (SCPO/MCPO)
	18 weeks as a Chief /Senior Chief Petty Officer
	Be eligible in all respects
	Same as CPO.
	Same as CPO


* Note all requirements are subject to be changed by SNSI/NSI

OFFICER
	RANK
	TIME IN UNIT
	ACADEMIC AVERAGE
	EXPERIENCE
	SPECIAL REQUIREMENTS

	Cadet Ensign (ENS)
	2 years in NJROTC
	Be eligible in all respects
	Squad Leader and/or Mustering Petty Officer. Pass Sword Written and Practical Exam.
Appointed by SNSI/NSI
	Active member of at least one competitive team.  Three community service points per six week period.  Be able to march a platoon.  Be a team captain, platoon commander, or have a defined staff position.  Be a mini-bootcamp or leadership grade.  Pass PFT

	Cadet Lieutenant Junior Grade (LTJG)
	 3 years in NJROTC
	Be eligible in all respects
	Serve as Squad Leader and/or Mustering Petty Officer and/or Guide
Appointed by SNSI/NSI
	Same as Ensign and must be a department head.

	Cadet Lieutenant (LT)
	4 years in NJROTC
	Be eligible in all respects
	Served as Platoon Commander/Drill Team Commander
Appointed by SNSI/NSI
	Billet Driven:  Executive Officer
Must meet all requirements from SR

	Cadet Lieutenant Commander (LCDR)
	4 years in NJROTC
	Be eligible in all respects
	Appointed by SNSI/NSI
	Billet Driven: Commanding Officer
Must meet all requirements from SR

	Cadet Commander (CDR)
	4 years in NJROTC
	Be eligible in all respects
	Appointed by SNSI/NSI
	Billet Driven


* Note all requirements are subject to be changed by SNSI/NSI

OFFICER/CHIEF PETTER OFFICER (Billet Specific)
-Lead a platoon in Close Order Drill (Chapter 6 of CFM)
-Earned the Aptitude and Exemplary Conduct Ribbons.
-Must be a member of at least one NJROTC drill team.
-Will compensate for school athletic team.
-Do weekend events with ROTC.
-Participate (attend practices) with an NJROTC team. (Drill, Color Guard, Air Rifle etc)
-Pass the Physical Readiness Test, unless excused by the SNSI. (Chapter 3 of CFM)
-DEMONSTRATE LEADERSHIP POTENTIAL.
-Maintain a "85" average in NJROTC.
-Have passing grade in all other classes.
-Earn NS II, III, or IV outstanding cadet award.
-Written test on the chain of command. (Chapter 13 of CFM)
-Be reviewed and recommended by SNSI/NSI.
OFFICER RESPONSIBILITIES
CADET COMMANDING OFFICER
The Unit Commanding Officer is the senior cadet and should attend all unit functions. The CO is responsible to the Naval Science instructors for the following:
-Development of esprit de corps: the common spirit existing in the members of a group that inspires enthusiasm, devotion, and strong regard for the honor of the group.
-Ensure efficient and proper execution of unit functions.
-Provide the NSI with recommendations for promotions and assignments.
-Drives/Determines direction and success of the unit.
-Attend all daily staff morning meetings.
-Setting the highest standards of performance, conduct, appearance, bearing, and courtesy.
-Maintain (minimum) GPA 2.5 in all courses.
-LEAD BY EXAMPLE AT ALL TIMES. 
CADET EXECUTIVE OFFICER
The Executive Officer will support the CO in all respects and be prepared to take charge in the event of the CO's absence. The XO should attend all unit functions and will encourage others to do so. Additional responsibilities include:
-Attempting to solve problems in the unit as they arise.
-Supervising all staff officers and ensure they are well informed.
-Supervising the preparation of the unit plan of the week.
-Supervising and coordinating all training.
-Scheduling and conducting a daily staff morning meeting.
-Direction and coordination of the cadet staff
-Maintain (minimum) GPA 2.5 in all courses.
-LEAD BY EXAMPLE AT ALL TIMES.
CADET OPERATIONS OFFICER
The Operations Officer will support the CO and XO in all respects. Additional responsibilities include:
-Coordination of unit activities including field trips, parades, color guard participation, drill team participation, and other special affairs.
-Fill out purchase orders for trips, entry fees, and other scheduling & planning tasks as required.
-Coordination of Flag Detail assignments
-Maintain (minimum) GPA 2.5 in all courses.
-LEADING BY EXAMPLE AT ALL TIMES.
CADET ADMINISTRATIVE OFFICER
 The Administrative Officer is responsible for all matters pertaining to the conduct and documentation NJROTC activities. Specific responsibilities include:
-Maintenance of cadet records.
-Preparation of manifests for NJROTC activities and ensuring that participants have all documentation for the event. Such documentation may include Standard Release Forms, Medical Releases, Field Trip Forms, Indemnity Forms, etc.
-Preparation of correspondence in support of ceremonies and inspections.
-Maintain (minimum) GPA 2.5 in all courses.
-LEADING BY EXAMPLE AT ALL TIMES.
CADET ORDNANCE OFFICER
The Ordnance Officer is responsible for all matters pertaining to assigned weapons. Specific duties include: 
-Maintenance of the drill rifles.
-Maintenance of all drill equipment including swords and drill rifle repair parts.
-Maintain minimum GPA 2.5 in all courses.
-LEADING BY EXAMPLE AT ALL TIMES.
COLOR GUARD COMMANDER
Specific duties include:
-Ensuring the proper training of personnel in Color Guard procedures.
-Scheduling of all Color Guard activities.
-Develop morning and afternoon colors watchbill
- Maintain minimum GPA 2.5 in all courses.
-LEADING BY EXAMPLE AT ALL TIMES.
CADET SUPPLY OFFICER
Specific duties include:
-Maintaining an accurate inventory of all uniform items.
-Ensuring that all uniform items are properly stowed.
-Issuing uniform items as directed by the NSI.
- Maintain minimum GPA 2.5 in all courses.
-LEADING BY EXAMPLE AT ALL TIMES.
CADET DRILL TEAM COMMANDER
Specific duties include:
-Ensuring the proper training of personnel in Drill Team procedures.
-Scheduling of all Drill Team activities.
- Maintain minimum GPA 2.5 in all courses.
-LEADING BY EXAMPLE AT ALL TIMES.
ALL OTHER OFFICERS
Duties include:
-Supporting the Commanding Officer in all respects.
- Maintain minimum GPA 2.5 in all courses.
-LEAD BY EXAMPLE AT ALL TIMES.
GENERAL NJROTC CADET CONTRACT AND AGREEMENT
STATEMENT OF AGREEMENT TO PARTICIPATE
I, ________________________________________ do hereby enter into agreement with the TOMBALL NJROTC unit and my parents/guardians, that I will abide by all rules and regulations that govern the unit.
     I further agree to put forth the effort needed to achieve the goals and objectives of the unit.  Realizing that all courses at Tomball High School are designed to maximize my chances for a successful future, I further declare that I will, in keeping with the traditions of the NJROTC unit, do my utmost to make the best grades possible in all courses.  I will maintain my conduct in such a way as to bring pride to the unit.  Whenever possible I will assist other students, leading when needed, following when required, showing respect to my parents/guardians, teachers, and other students at all times.  I will not lie, cheat, steal or tolerate those that do.
     This agreement is entered into with full knowledge that it will take hard work and dedication on my part.  It is my intention to honor this agreement at all times.
I have read the Tomball High School Cadet Handbook and I agree to abide by the policies contained therein. I realize that failure to follow these guidelines may affect my grades and eligibility to participate in school and/or NJROTC extracurricular activities.
  Specifically, I am aware that: fund raising is a necessary activity, uniform regulations must be adhered to, and school/school board regulations and classroom conduct standards will be strictly enforced.
With a complete understanding of the grooming standards, duties, responsibilities, and privileges associated with membership, I hereby agree to abide by the rules and regulations of the Tomball High School NJROTC unit.
__________________________


Cadet's Signature/Date



_______________________________
Science Instructor Signature/Date

CADET OFFICER OATH AND STANDARDS
NJROTC Cadet Officers hold a position of respect and responsibility in the unit and in the school. You have earned your rank through hard work and experience. You have demonstrated an exceptional knowledge of military and naval subjects. Officers are personal examples to junior cadets and to the community. As such, you must constantly strive to ensure your actions and attitudes reflect favorably on the unit.
As a Tomball High School Cadet Officer you are assigned to a specific duty that is part of your office. These duties range from positions, which place you in charge of large groups of other cadets, to positions with responsibility for equipment and supplies, to minor assistant positions with unit support responsibilities. Regardless of the duty assignment, you are expected to carry out your responsibility to the best of your ability.
Each officer shall be a model of military propriety. Appearance, discipline, and pride should be the norm. School discipline problems requiring referral to the deans are not appropriate behavior. Neglect or mistreatment of junior cadets to include all forms of hazing is also considered inappropriate.
Each and every officer is also responsible for the high morale of the unit. Spreading rumors, joining cliques, and/or showing prejudice or preference are detrimental to morale and, as such, should never be practiced by an NJROTC Cadet Officer.
I, _______________________________understand that as a Cadet Officer of the TOMBALL High School NJROTC unit, I am expected to uphold in word and deed the general standards for officers outlined above. I also understand that failure to conduct myself as an officer at all times or failure to place my duties above my personal desires may result in my being relieved of my office and reduced in rank.
With complete understanding of the duties and responsibilities associated with this office, I hereby accept the position of                                   in the TOMBALL High School NJROTC unit.
                                Date:
(Signature of Cadet)
Witness                        ____________
(Signature of SNSI)
Witness_                             ___________
(Signature of NSI)  
