CACC Standard 8E

Duties and Responsibilities of an
S-1

Personnel and Administration
Officers

The Difference Between
Personnel and Administration

* Personnel refers to the
people necessary to
accomplish the
commander’s mission

* Administration refers
to the management of
documents involved
in accomplishing the
commander’s mission

Personnel

Assigning the right
people to the right jobs
Making sure there are
enough people to get
the job done

* Includes Morale

* Medical Services

* Accountability
 Safety of cadets
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ADMINISTRATION

Recording personnel
actions
Strength Reporting
and regular
accountability checks
» Paperwork associated
with morale activities
* Medical Services
record keeping

What does the cadet S-1 do?

Prepares and manages correspondence
(letters, mail, etc)

Prepares and manages orders ad permanent
orders

Prepares and manages service record forms
and 201 files

* Prepares monthly strength reports
Manages the unit filing system

At school, the S-1...

v Prepares, posts, and files
letters

v Prepares, posts, and files
orders and permanent orders

v' Updates service records and
201 files

v Prepares, posts, and files
strength reports

v’ Manages the unit files
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v Supervises the
accountability checks
by preparing accurate
rosters of participants

v Plans and implements
morale activities in
accordance with the
commander’s mission

At Events, the S-1...

v Gets lists from other staff
sections of the support
personnel they need at the
event

v Plans and supervises
medical services

v Prepares and supervises
the safety plan

v Prepares orders and plans
the awards ceremonies
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The Paperwork of the S-1

» Service Records
* Orders

» Permanent Orders
* Files

* Memoranda

* Circulars

* Bulletins

Service Record Example
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Unit Orders Example

(Promotion)

CALIFORNIA CADET CORPS

Cadatve, Caloma 8711
ORDER C699.0506-00X 10 anuary 2008
The olowng caget are proed.

o fom  To, . foctvo Dato
20ps, Joo CR&T  CissG  1aPiion T5danuany
Bler g1 CSGT  CISSG  lapioon 15Janiary 2008
Crify Boo. GEBl  GSGT  dpawon 15ianian 5008
Dot Eizaben CEPL  CRGT  mpion 15 Janiary 2008
Acdiona nsircions: None.
Fomat CALIOT
FOR THE PAINCIPAL
OFFICIAL JACK THOMPSON

WD, A

Comiandant of Cadets
M cADET
oLt
Commanding

Unit Orders Example

(Duty Assignment)

CALIFORNIA CADET CORPS
Headauartrs, 0931 Baalon
‘Caget Nidle School

5399 Cadol Dive
Cagetile, Calforia 91111

‘ORDER C286.0506.00X 10 anuary 2008
T folowing cade cuty assignmen's are asnounced

Pak  Assgomen Efectve Date
sppie. Jos /556 Paioon Leaders, 1P arvary 2006
ke i ST Paioon Sargoral 1P 16 January 2008
Dol Elzabetn CFC Sauad Leader, 291, 1Sad 16 January 2008

Acdtona nstcirs: None
Fomat: CAL4OT

FOR THE PRINCIPAL:

OFFICIAL JACK THOMPSON
MAJ, CACC
Commandantof Cadets

M CADET
oLt
Gommanding

Unit Permanent Orders Example

CALIFORNIA CADET CORPS

Cader Drve
adanle, Catiomia 81111

PERMANENT ORDER C399.0506.00X 10 January 2008

e Schaos
arachment 1 r6cogvion of Subsequert wacs

Actonsl nstuctons: Nove
Fomat: CALZ0

FOR THE PRINCIPAL

OFFICIAL

e CADET
oy
Commanaing
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Strength Report Example

999 Battalion Headquarters
California Cadet Corps

MONTHLY STRENGTH REPORT

Senool

Battation Number

The Unit Filing System

¢ Administration

¢ Personnel
* Training

» Operations

* Supply

* Logistics

* Public Affairs
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