HEADQUARTERS
ALABAMA WING CIVIL AIR PATROL
UNITED STATES AIR FORCE AUXILIARY
810 WILLOW STREET
MAXWELL AFB, AL 36112

2 April 2011

LETTER OF INSTRUCTION

SUBJECT: Staff Application for 2011 Alabama/Mississippi Wing Summer Encampment

1. The Alabama and Mississippi Wings of the Civil Air Patrol will jointly conduct a summer
encampment at Ft McClellan, AL from 24 June — 2 July 2011. Staff members will report to Ft
McClellan on 24 June 2011 for training and encampment preparation. Basic cadets will
report on 25 June 2011. Graduation will be conducted on 2 July 2011.

2. Senior Staff.
a. Encampment Commander Lt Col John Hall, ALWG
b. Deputy Commander Maj Scott Howard, MSWG
¢. Commandant Capt Sam Ogilvie, ALWG

3. Auvailable staff positions. Applicants may apply for staff positions identified in Appendix A. Be
advised that selected staff positions listed in Appendix A may not be filled. The final slate of
encampment staff will depend on the number of applications received and resources
available to house staff members at Ft McClellan. The encampment leadership will attempt
to assign applicants to one of their desired staff positions; however, we cannot guarantee
that all applicants will be offered one of their desired staff positions.

4. Application Process.
a. Senior members and cadets will complete an application packet as shown below:

Application Packet Application Packet
Senior Members & Cadets 18 and Older Cadets Under 18 Years Old
Form 31A — Staff Application Form 31A - Staff Application
Form 31C - Medical Info Form Form 31C — Medical Info Form

Form 31D — Cadet Medication Form
Form 31E — Parental Consent Form

b. Cadets will submit application packets to the Encampment Commander, Lt Col Hall, no
later than 15 Apr 2011 using one of the following methods:

(1) Scan the application forms and email them as an attachment to Lt Col Hall at
john.hall.cap@gmail.com. In the subject line, enter “Encampment Staff’ + your name.

(2) FAX the application forms to Lt Col Hall at (256) 837-7786. Include a cover (header)
page that clearly shows John Hall as the recipient.

(3) Mail the application forms to: Lt Col John Hall, 306 High Coach Circle, Madison, AL
35758. Mailed applications should be postmarked no later than 15 Apr 2011. Please do
not use certified mail or post that requires a signature at delivery.



C.

Senior members are requested to submit application packets by 15 Apr 2011 as
described above. However, senior member applications will be accepted until all
positions are filled.

Applicants will be informed by email when they are offered a staff position at this
encampment. This email will provide instructions to cadet staff members on how and
when to mail encampment fees to the encampment finance officer.

Staff Training Requirements.

a.

d.

Senior Member Staff. All senior member staff will complete Level 1 (Foundations) prior
to the start of encampment. Level 1 training requirements include: OPSEC, Introduction
to CAP Safety for New Members, Cadet Protection Program Training, and Equal
Opportunity. Completion of these training requirements must be shown in the applicant’s
Member Search Report on eServices.

Cadet Staff. All cadet staff will complete OPSEC and Introduction to CAP Safety for New
Members prior to the start of encampment. Any cadet staff applicant that will be at least
18 years old on or before 24 June 2011 must also complete Cadet Protection Program
Training prior to the start of encampment. Completion of these training requirements
must be shown in the applicant's Member Search Report on eServices.

Operational Risk Management (ORM) Training. In accordance with CAP Memorandum
“Revised Interim Change Letter— Increased Safety Requirements for Cadet Activities”
dated 25 Jun 09, all senior and cadet staff members will complete the Basic and
Intermediate ORM Courses before the start of encampment. Completion of this training
requirement must be shown in the applicant's Member Search Report on eServices.

| recommend staff applicants complete these training requirements as soon as possible.

Costs.

a.

Senior Member Staff. All senior member staff will be provided billeting on Ft McClellan at
no cost. These accommodations consist of a barracks type living area. Senior members
may secure lodging off post with the approval of the Encampment Commander;
however, all costs associated with off-post lodging will be paid by the senior member.
Senior members will pay for meals they eat in the Ft McClellan contract dining facility.
The cost for breakfast is $5.70; the cost for lunch is $6.75; and the cost for dinner is
$6.75. Ft McClellan will renegotiate the food service contact before the start of
encampment and meal prices may change. Senior members may be required to pay
special activity fees during the encampment (for example, museum admission fee).

Cadet Staff. All cadet staff will pay the same fee that is charged to Basic Cadets. This
fee will include all meals, billeting, clothing (t-shirts, staff hats), and special activity fees.
The encampment fee for the 2010 AL/MS Encampment was $175. The fee for the 2011
encampment will not exceed this amount and my goal is to limit the fee to $150. The fee
for this encampment will be announced in the encampment operations order.

Uniform.

a.

Senior Member Staff. The Battle Dress Uniform (BDU) is the uniform of the day for most
encampment training activities. Senior members are recommended to bring two sets of
BDUs. The Blue BDU (BBDU) is also authorized for senior members. The uniform for
chapel service and graduation is the USAF-style service uniform with short-sleeve light
blue blouse/shirt. In lieu of the USAF-style uniform, senior members may wear the CAP



distinctive uniform with Aviator shirt and gray trousers/slacks/skirt. Senior members that
participate in physical fitness training with Basic Cadets will wear a PT uniform
consisting of navy blue shorts and ash gray t-shirt. Senior staff members will be issued
distinctive headgear to wear with the BDU/BBDU and PT uniforms. Senior staff
members performing duties that do not directly interface with cadets may wear the CAP
polo shirt uniform (for example, logistics officer coordinating with Ft McClellan staff). All
senior member staff will maintain a high standard of personal appearance to include
grooming (haircut), boot/shoe shine, and cleanliness of uniform.

Cadet Staff. Cadet staff members will wear the uniform of the day prescribed for Basic
Cadets (this will include BDU, USAF-style blue uniform, and PT uniform). Cadet staff
members will be issued distinctive headgear to wear with the BDU and PT uniforms. All
cadet staff will maintain a high standard of personal appearance to include grooming
(haircut), boot/shoe shine, and cleanliness of uniform.

8. CAP Diriver License. Senior staff members are not required to have a CAP driver license.
However, senior members are highly encouraged to get a CAP driver license prior to
encampment start date. All transportation at this encampment will be done by corporate
vehicles (vans) and it will be helpful to have as many licensed drivers available as possible.

9. Staff Training and Evaluation Weekend. A Staff Training and Evaluation Weekend (STEW)
is being planned. Information on this activity will be announced soon.

10. Operations Order and Basic Cadet Application. The encampment operations order that will
include a basic cadet application packet is under development. These products will be
published soon.

\JO N HALL, Lt Col, CAP
Encampment Commander

Attachments:

1. Annex A (Encampment Staff Positions)

2. Form 31A — Senior Member and Cadet Staff Application

3. Form 31C — Medical Information Form

4. Form 31D — Cadet Medication Form

5. Form 31E — Parental Consent for a Cadet to Fly in Military Aircraft
Distribution:

ALWG

MSWG
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Appendix A (Encampment Staff Positions) to LOI (Staff Application for 2011

Alabama/Mississippi Wing Summer Encampment)

2011 AL/MS Wing Encampment
Senior Member Staff Positons

Position Title

Number Needed

Encampment Commander

Filled

Deputy Commander

Filled

Commandant

Filled

Chief of Staff

1

Chief Tactical Officer

Tactical Officer (one tactical officer assigned to each cadet flight)

Training Officer

Administrative Officer

Public Affairs Officer

Chaplain

Medical Officer (MD or RN)

Filled

Assistant Medical Officer (MD, RN, LPN, or EMT)

1

Logistics Officer

Supply Officer

Transportation Officer

Finance Officer

Aerospace Education Officer

Safety Officer

Communications Officer

- | X ] Al Al A2

Assistant Staff Officer

TBD

Note: Some positions shown above may not be filled. The total number of senior member staff
officers will depend on the number of applications received and billetting space available

at for senior member staff at Ft McClellan.




Appendix A (Encampment Staff Positions) to LOI (Staff Application for 2011
Alabama/Mississippi Wing Summer Encampment)

2011 AL/MS Wing Encampment

Cadet Staff Positons
Position Title Minimum Grade Number Needed
Executive Staff
Cadet Commander C/Maj 1
Deputy Commander C/Capt 1
Executive Officer C/Capt 1
Command Chief Master Sergeant C/CMSgt 1
Command Staff
Squadron Commander C/Capt 2
Squadron Adjutant (Officer or NCO) C/2nd Lt or C/MSgt 2
Squadron First Sergeant C/MSgt 2
Flight Commander C/2nd Lt 4
Senior Flight Sergeant C/TSgt 4
Junior Flight Sergeant C/8Sgt 4
Support Staff '
STANEVAL Officer C/2nd Lt 1
Training Officer C/2nd Lt 1
Training NCO C/TSgt 1
Logistics Section OIC C/2nd Lt 1
Logistics NCO C/SSgt TBD
Administrative Section OIC C/2nd Lt 1
Administrative NCO C/SSgt TBD
Public Affairs Section OIC C/2nd Lt 1
Public Affairs NCO C/TSgt TBD
Medical Officer or NCO C/2nd Lt or C/TSgt 1
Safety Officer or NCO C/2nd Lt or C/TSgt 1

Note: Some positions shown above may not be filled. The total number of cadet staff officers
will depend on the number of applications received and billetting space available for
cadet staff at Ft McClellan.




