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Section A
Naval Junior Reserve Officer Training (NJROTC) Program

1. Authorization.  The NJROTC Program was established in 1964 under authority of Public Law passed by the United States Congress. The Program is managed by the Naval Service Training Command (NSTC), located at Great Lakes, Illinois. 

2. Goals and Objectives. 

a. The NJROTC accredited curriculum emphasizes citizenship and leadership development.

b. The curriculum includes subjects in maritime heritage, the significance of sea power, and naval topics such as the fundamentals of naval operations, seamanship, navigation and meteorology. Classroom instruction is augmented throughout the year by extra-curricular activities of community service, academic, athletic, drill and orienteering competitions, field meets, flights, visits to naval or other activities, marksmanship sports training, and physical fitness training. 
c. NJROTC Program Outcomes.
(1) Promotes Patriotism to the Flag and to the Country.
(2) Develops informed and responsible citizens
(3) Develops respect for constructed authority 
(4) Develops leadership skills and techniques
(5) Promotes high school completion

(6) Promotes higher education and life-long learning
(7) Promotes community service
(8) Develops a high degree of personal honor, self-reliance, individual discipline 
(9) Learning the personal obligations as citizens of the United States
(10) Promotes an understanding of the basic elements and need for national security

(11) Provides information on the military services as a possible career

(12) Provides an alternative to gangs

(13) Provides incentive to live healthy and drug free

(14) Develop a value system around Navy Core Values of Honor, Courage and Commitment.

(15) Develop personal character traits that include high morality, ethical work and life values and behaviors, and respect
3. Naval Science. NJROTC is a year-round elective course, with one credit earned for each semester of Naval Science successfully completed (maximum 8 credits possible). Cadets may also earn graduation credits for other subjects (see Paragraph I.7 below). Students enrolled in the NJROTC Program are referred to as Cadets, and addressed as Cadet     (Last Name)
.

4. Unit Vision. Howard School NJROTC will be highly regarded and recognized as a superior Junior ROTC Program in Hamilton County and a Distinguished Unit in NJROTC Area NINE.

5. Unit Mission. The Mission of Howard School NJROTC is to instill confidence, self-motivation, and discipline in Cadets in order to produce efficient, effective leaders. 
Cadets form annual goals for the year that contribute to the accomplishment of the Unit Mission.
6. Unit Motto.  Be the Start of Positive Change – Be Transcendent.
7. Enrollment Qualifications. To be eligible for enrollment in the NJROTC Program, a student must be:

a. A citizen or National of the United States or aliens lawfully admitted to the U.S. for permanent residence;

b. In the Ninth Grade or above;

c. Enrolled as a full-time student of The Howard School;

d. Physically fit and qualified to participate in the school’s Physical Education Program; and

e. Maintain acceptable standards of scholastic achievement and an academic standing that warrants at least normal progression leading to graduation;
f. Maintain acceptable standards of conduct as set forth in the NJROTC Cadet Field Manual;

g. Comply with the grooming standards set forth in the NJROTC Cadet Field Manual; and

h. Comply with any other criteria required by NJROTC Regulations, and any amendments as they become effective.

8. Continuation in the NJROTC Program. To remain in the Howard School NJROTC Program, a Cadet must do the following:

a. Remained enrolled at Howard School as a full-time student in good standing;

b. Be able to participate in a strenuous physical activity, including military drill, aerobics, calisthenics, one-mile run, curl-ups and sit-ups;

c. Properly and correctly wear the NJROTC Uniform on all uniform days;

d. Develop and maintain a “company/team first” attitude, with no “me first” attitude;

e. Obey the rules and regulations of the NJROTC Program as set forth in this Handbook and the NJROTC Cadet Field Manual; 

f. Passing NJROTC each semester; and

g. Remain in compliance with NJROTC grooming standards of conduct and appearance. 

Note. Cadets who fail to wear the NJROTC Uniform, wear it improperly, are habitual discipline problems, act in any way that brings discredit upon Howard School, Howard NJROTC Unit or shows disrespect for the NJROTC Uniform, will be placed on probation for the remainder of the semester. The Cadet will be issued a Letter of Probation, which will outline the discrepancies, deficiencies, and required corrective action for the Cadet to remain in the Program. Failure to meet the requirements of the Letter of Probation will be grounds for dismissal from the “Hustlin’ Tigers Company.”

9. Benefits of the NJROTC Program. The NJROTC Program has a highly respected and esteemed reputation of improving dramatically the demeanor, character and overall well-being of young men and women who participate in and complete the program during their high school careers.  Some of the more important benefits include the following:

a. Noteworthy improvements in appearance, self-discipline, fortitude, respect for self and others, esprit de corps, team (cooperative) attitude, maturity, and personal responsibility. 

b. Visionary and career-minded, with a strong idea of future professional employment. 

c. Highly competitive for college and other scholarships, eligible for college ROTC Programs, and appointments to one of the military academies.

d. Eligible for enlistment in the military service at an advance pay grade.* 

(1) Cadets earn a Certificate of Completion for each year in the NJROTC Program.

(2) Cadets earning three (3) Certificates of Completion (NS1, NS2, & NS3) and recommended by the Naval Science Instructors are entitled to advance promotion to pay grade E-3 upon completion of recruit (basic) training.
e.  College Navy ROTC Scholarships. Cadets completing a minimum of two full academic years of NJROTC, and nominated by the Senior NSI, may be recommended for consideration of being awarded a NROTC Scholarship. There are over 65 colleges and universities with NROTC Programs.
f.  United States Naval Academy. The Senior Naval Science Instructor is authorized to nominate three eligible cadets a year for acceptance of an appointment to the Naval Academy. Furthermore, if Howard School NJROTC is designated a “Distinguished Unit”, the school Principal may nominate up to three students at Howard School each year to the US Naval Academy, the US Military Academy, the Coast Guard Academy and the US Air Force Academy.
g.  Graduation Credit. Cadets are eligible for graduation credit in the following categories:

(1) Successful completion of two (2) full semesters of NJROTC will receive an Award of Wellness and one-half (.5) Credit of Physical Education; and

(2) Successful completion of four (4) full semesters of NJROTC will be awarded one-half (.5) credit in Government, and one-half (.5) credit in Financial Planning.

h.  Distinguished Unit Award or Unit Achievement Award Recognitions when Howard NJROTC Unit is recognized by the Navy for outstanding performance that is a cut-above other less-accomplished units. 

*Note. NJROTC is not a recruiting program for any military service. The NJROTC Program is a leadership and citizenship building program for young people in the high school environment. There is absolutely no requirement for any NJROTC Cadet to enlist in any branch of military service. Such enlistment is completely voluntary on the part of the cadet and their families. We will assist Cadets who desire to consider the military service. However, we only assist and offer information, without coercion in any manner.

10. Personal Growth and Development.  The basic concept of the NJROTC Program is personal growth in citizenship and leadership through the development of the idea of life-long learning throughout your personal and professional life. While most other school classes focus on a specific area of expertise and intellect, NJROTC is a broad-based curriculum of topics and subjects to help develop the “whole person”, thereby enhancing many different professions. 

a. NS1 and NS2 Cadets. 
(1)  Begin with the basics of the NJROTC program, such as self-discipline, professional appearance, cooperation, study habits, followership to leadership, personal vision and goals, and many other aspects specific to becoming productive citizens in society.
(2)  Purpose and basic practices of military drill, organization courtesies, military ranks, chain-of-command, and concepts associated with the military.
(3)  Training and appointment to lower-level leadership positions, demonstrating leadership skills and practices and ability to perform various leadership functions.

b.  NS3 Cadets.

(1) Third-year Cadets are expected to be ready to fill positions of increased leadership responsibilities such as Platoon Leaders, Department Heads or Assistants or similar positions of authority.
(2)  Must demonstrate capabilities to provide leadership training to NS 1 and NS2 Cadets to prepare them for upper level leadership positions.

(3)  Adhere to and hold other Cadets accountable to Unit Standards of Performance and Unit values.

(4)  Demonstrate high levels of enthusiasm and NJROTC Esprit de Corps to further motivate Cadets to increased levels of performance.

(5)  Demonstrate ability to evaluate performance to recommend cadets for leadership positions in the Unit.

c. NS4 Cadets – NJROTC Staff Leadership

(1)  Demonstrate superior performance in the leadership and operation of the day-to-day functions of Howard NJROTC Hustlin’ Tigers Company.

(2)  Provide leadership direction and training to NS1/2/3 Cadets toward accomplishment of Unit yearly goals.

(3)  Be an active member of at least one competitive team.

(4)  Participate in most or all community service activities of the Unit.

(5)  Demonstrate superior levels of NJROTC enthusiasm and Esprit de Corps to personally perform and motivate other Cadets to increased levels of performance.

(6)  Work diligently toward accomplishing Unit yearly goals.

(7)  Respect self and all other Cadets at all times, demonstrating leadership equality throughout the unit.

(8)  Understand that leadership is a privilege and responsibility with the intent to not only making a personal difference in the Unit, but more importantly, making a difference in the lives and behaviors of other Cadets in the Unit.

(9)  Be a “Model” NJROTC Cadet 24-7, throughout your NJROTC life in Howard NJROTC.

4. R-E-S-P-E-C-T, What does it mean to you and me? 

Everyone deserves, as a human being, a certain level of respect. You expect others to respect you, in turn others expect you to respect them. Increasing or decreasing levels of respect are determined by the behaviors and daily individual character of each individual. 
Individual accomplishments that contribute to the community, the Unit, Howard School, your family, and your personal well-being, indicates the expectation of increased levels of respect – they have earned that respect.

Remember – respect is not the same thing as liking someone. You can respect someone and not like them as a friend. Friendship does not equate to respect, it may contribute to respect but mere friendship does not necessarily demand respect.

As Howard NJROTC Cadets, you are expected to render respect to everyone until their individual performance, behavior and character dictates otherwise.

SECTION B
COMPANY REGULATIONS AND POLICY

1.  GRADING:  The NJROTC grading system is based upon The Howard School policy –  
Term 1 – 37.5%, Term 2 – 37.5%, and mid-terms and final exam 25 percent. 
To meet these standards, the NJROTC Grades are determined in the following areas:




Academics & Tests


30%




Uniform Days



25%



Drill & Ceremonies


15%



Physical Fitness


15%



Cadet Aptitude 


15%
a. Academic grade is based on curriculum studies, class work and chapter tests. 
Class work is open book work, class discussions, and in-class assignments on the course material being studied.  It includes crossword puzzles, research projects, videos, study guide questions and open book tests.  During class work cadets are usually allowed to work quietly together, although the SNSI/NSI reserves the right to require independent work. Extra credit may be awarded at the discretion of the SNSI/NSI. 
b. Uniform grade is based on proper wearing of the NJROTC Uniform each week. See Section C, Paragraphs 13-15 for a breakdown of uniform day grading.

c. Drill and Ceremonies grades are based on the cadet’s ability to perform basis drill maneuvers, as well as exercising self-discipline during drill classes. Cadet drill and ceremony grades begin with the beginning of each class during morning attendance, Pledge to the Flag, Cadet Pledge and the class plan for the day, week and future events. The Cadet Field Manual is the basis reference for NJROTC Drill and Ceremonies. Cadet attitude, aptitude and attention to standards of conduct are also considered part of the Cadet Drill and Ceremonies grade.
d. Physical Fitness/Training (PFT) grades are determined by the cadet’s participation during weekly physical fitness training activities. PFT is a combination of grades including Drill and aptitude. Cadets who participate to the best of their ability will receive full credit. Cadets who refuse to participate or quit will receive a zero. Cadets with a Doctor’s Medical Note will be excused from participating in Physical Fitness. Refusing to participate will lower not only the fitness grade, but also affect the Cadet aptitude grade explained below.

e. Cadet Aptitude grade is determined by each cadet’s participation in all NJROTC daily activities, willingness to conform to basic discipline expectations, attitude during class, discipline in classes other than NJROTC, and disciplinary assignments to ISS, Morning School and suspensions.

Notes:
(1) Cadets are required to provide a Doctor’s note documenting restrictions such as allergies, asthma, diabetes, and other medical reasons excusing them from participation in physical fitness and drill. Cadet refusal to participate or makes individual statements about allergies, asthma, etc. does not excuse him/her from these activities.

(2) Pregnancy is not an excuse to for non participation in Drill, unless ordered not to participate by competent medical authority. 

Mid Term and Final Exam will consist of all academic work covered to date.  Also, the final exam for each semester may be broken down into drill, physical fitness, uniform inspection and academic sections.  Cadets who participate in the Annual Inspection, Military Ball and the annual Armed Forces Day Parade are exempt from the written portion of the exams.
2.  CADET INFORMATION FORMS: 
Each cadet is required to have several NJROTC information forms filled out and signed by a parent or guardian.  These include a:

· Uniform Issue Receipt form; 

· Class rules and grading policy form;

· Cadet Information form;

· Health Risk Screening questionnaire;

· Hamilton County Computer Use form; and a

· Standard Release Form.  
· Sports physicals are mandatory if a member of the Color Guard, Drill Team, Athletic Team or Rifle Team.

These forms must be filled out and returned to the Naval Science Instructor before uniforms will be issued to the student or the student allowed to participate on any field trips.  
3.  UNIFORM POLICY:
 
The NJROTC uniforms are an integral part of the NJROTC program.  Cadets are required to wear them once a week on prescribed uniform days. Cadets who do not wear the uniform on prescribed uniform days will receive a grade of “0” for that day.  Cadets may make-up missed uniform days any time throughout the Quarter/Term. Failure to make-up the missed uniform day will result in a failing grade for the Quarter/Term. Unless approved by the SNSI/NSI, the maximum grade possible on a make-up uniform day is 90. Repeat offenders will be placed on probation, which is the first step in termination from the unit.  Cadets who refuse to wear their uniform at all during the year will fail the course, and will be removed from NJROTC at the end of the Semester.
a. On prescribed uniform days (usually Wednesdays) cadets are to wear the uniform the entire day, including to and from school.  The penalty for changing out is a zero in the grade book.  Partial uniforms are unacceptable, will not be tolerated, and will be awarded a severe reduction in grade. See Section C, Paragraphs 13-15 for a breakdown of uniform day grading.

b. Wearing the uniform on prescribed days WILL NOT be an excuse for not dressing out for PE or participation in other class activities such as shop, art, chemistry lab, etc.

c. The Senior Naval Science Instructor or the Naval Science Instructor will inspect the Company on prescribed uniform days for the purposes of recognizing outstanding personal appearance or noting uniform/personal appearance infractions.

Exceptions: 

a. Going on a field trip with another class is an example when prior arrangements are acceptable.  Otherwise, no excuses will be accepted for not wearing the uniforms prescribed; except for pregnancy.  
b. Cosmetology students, whose class is the same day as NJROTC prescribed uniform day, are authorized to wear the NJROTC uniform on the next day of class without a reduction in grade. 
c. Pregnant cadets will be excused from uniform inspections when they are no longer able to fit into the uniform originally issued to them.  
4.  CADET RECORDS: The Administration Officer maintains Cadet records for each cadet on the JUMS database.  Platoon Commanders are responsible for notifying the Computer Officer of any advancements/promotions, demotions, awards earned, special qualifications, and any correspondence pertaining to individual cadets in their platoon.  Cadets may review their record on a not to interfere basis with the SNSI or NSI.

5.  FIELD TRIPS AND AT-SEA CRUISES: A cornerstone of the NJROTC program is the opportunity to take numerous trips to ships, stations, museums, etc. to supplement the information that has been taught in the classroom and to experience firsthand some of the various evolutions with hands on training.  Every effort will be made to ensure that each year group has the opportunity to participate in at least one field trip during the year.  Additionally we will try to schedule at least one at sea cruise, and hopefully one mini-boot camp or orientation training camp.  


Funding for these extended field trips IS NOT provide by the NAVY, but rather by the cadets as supplemented by fundraisers.  With each field trip there is a vast amount of paperwork and planning which must be completed prior to leaving on the trip.  It is important that cadets meet the deadlines for paperwork and payment of money.  Failure to meet deadlines will result in the cadet losing his/her priority and possibly a reserved seat and/or ticket.


Appearance is extremely important for field trips.  Additionally, respectful and civil behavior is mandatory at all times. Since each cadet will be representing Howard and the NJROTC unit, it is imperative that he or she maintain an outstanding appearance and demonstrates a “Setting the Example” behavior at all times.  There will be a personnel inspection before each trip.  Cadets must pass these inspections or be left behind.


There is a set of rules and regulations for cadets to follow, which will be provided to each cadet prior to each field trip.  Cadets will find that all field trips can be fun and educational, providing that all paperwork is in order, money paid, uniforms and haircuts above reproach, and his/her conduct reflects maturity and pride in the school or unit.

6.  FUND RAISING PROJECTS: The Navy does not provide money to fund field trips or purchase miscellaneous supplies and the equipment that the unit will need.  We expect that the Howard NJROTC unit will have a large operating budget, if we are to do the things with the cadets that we hope to.  Moneys to help pay for these events and materials will be raised through fundraisers throughout the year. Cadets who help raise $200 for the company will receive the Unit Service Ribbon.

7.  RECRUITING FOR THE COMPANY: Having pride in an organization to which you belong or work is the proudest compliment you can ever pay to that organization.  Without people, however, we would not have an organization for which we could express our pride.  To this end, each cadet in the Company should try his/her hardest to recruit as many outstanding students as possible in the Company.  When talking with other students about the NJROTC program, make sure you provide the prospective cadet with an honest and objective picture of what the program is all about, the benefits of the program, and the chance to belong to something all year long.  A cadet who is responsible for recruiting two new cadets into the program will receive the recruiting ribbon!

8.  SPECIAL EVENTS: During the school year there are various events in which the Company of Cadets must participate.  These events have been scheduled in part by the United States Navy and by the unit in observance of some very important occasions.  These functions are classified as "ESSENTIAL", which means each cadet must be present for the full event.  The only excuses for missing these events are death or serious illness in the immediate family or illness by the cadet.  The essential events are as follows:

a. Area Managers Inspection (AMI):  Scheduled by the Navy during the academic year, the Area Managers Inspection (AMI) is the most important ROTC function of the year. The AMI, or his representative, inspects all aspects of the NJROTC Program to insure it is being managed according to Navy Standards.  It is mandatory that all cadets attend, be in complete uniform, and perform to their best ability.  The Annual Inspection provides two grades for Cadets:  a weekly inspection grade, and a semester exam grade. 
b. Armed Forces Day Parade:  Sponsored by the city of Chattanooga on the third Friday in May of each year. Cadets who march in the Parade will not have to take the written portion of the final exam. Color Guard, drill teams and a Company Platoon will march in the parade. Participation in the Armed Forces Day Parade is part of the Cadet’s semester grade.
c. Annual NJROTC Military Ball. Follows the military service tradition of an annual celebration of fun and entertainment. Attendance is mandatory, and cadets receive a 100% uniform inspection grade for the week of the Ball. Cadets who attend for a minimum of two hours in uniform will not be required to take the mid-term exam.
d. Annual Awards Night:  Conducted on a weeknight in May.  Cadets attend this function to receive their awards, commendations and promotions for the year. 
There are two categories of awards:  Special and Organizational Awards, and NJROTC Recognitions. 

Special and Organizational Awards include the following recognitions:
(1) Military Order of World Wars (MOWW): Leadership; academic achievement; patriotism; sustained superior performance.

(2) Military Officers Association of America (MOAA): Leadership; aptitude; moral character; academic achievement; loyalty to school and unit.

(3) National Sojourners: Americanism; leadership; Top 25% of class; Sophomore or Junior.

(4) Scottish Rite of Freemasonry: Americanism; leadership; academic achievement; patriotism and moral character.

(5) Order of the Purple Heart: Leadership; academic achievement; B average.

(6) Daedalion: Patriotism; potential for military service; military bearing, leadership.

(7) Tennessee Sons of the American Revolution (TNSAR): Good Standing in Unit; leadership; military bearing; patriotism; military and academic excellence.

(8) Daughters of the American Revolution (DAR): Senior; academic achievement; leadership; high moral character; service to others.

(9) Surface Navy Association: Stephen Decatur Award.

Junior: High Moral Character; aptitude; motivation toward excellence; NJROTC Performance.

Freshman Ribbon: NJROTC Aptitude; military bearing; overall excellence.

(10) Scottish American Military Society (SAMS): Leadership; tenacity; patriotism; will to succeed.
(11) Navy League of U.S. – Chattanooga Chapter: NJROTC Cadet of the Year. One year in NJROTC Unit; 3.0 GPA in NJROTC; “B” average in school; Strong leadership; sustained outstanding conduct, appearance, aptitude and performance. 

(12) Executive Principal Award: Sustained improvement throughout year.

(13) SNSI Leadership Award: Sustained NJROTC and Military Aptitude.

(14) Best Military Drill Award: Sustained improvement in military drill throughout the year.

The NJROTC awards given at this ceremony include the Exemplary Appearance Ribbon, Exemplary Conduct Ribbon, Outstanding NS1, NS2, NS3 and NS4 Ribbons, Aptitude Ribbon, Distinguished Cadet, and Honor Cadet Ribbons. Additionally, several local organizations have special awards for JROTC Cadets.
(1) Exemplary Personal Appearance Ribbon:  Awarded to cadets who have worn his/her uniform on all required uniform days and have a Uniform grade of 85% or better.

(2) Exemplary Conduct Ribbon:  Awarded to cadets with NO discipline problem in NJROTC or any other class at school. This means no detention, no probation letters in NJROTC, no disciplinary infractions. Cadets who have been suspended are ineligible to receive this award. 
(3) Outstanding NS1, NS2, NS3 or NS4 Ribbon:  Awarded based on citizenship, academic performance, personal appearance and conduct. Cadets must have earned the Exemplary Conduct and Exemplary Personal Appearance Ribbons in the current academic year.  They must also maintain a B average in ROTC. (C average for Special Education students)

(4) Aptitude Ribbon:  Awarded to outstanding cadets who demonstrate exceptional military aptitude and dedication to the Unit.  Cadets must have earned the Outstanding NS1, NS2, NS3 or NS4 ribbon for that year, and must have done his/her best to better ROTC.  Cadets who do the bare minimum will not receive this award. 
(5) Honor Cadet: Awarded yearly to one cadet in each year group with the highest overall academic achievement (GPA) in school, including in Naval Science courses. 

(6) Distinguished Cadet:  Awarded yearly to one cadet in each year group with the highest combined average for overall scholastic standing and aptitude in NJROTC unit activities (homework, physical fitness, community service, drill, team participation, etc.).
(7) Cadet Achievement Ribbon: Awarded on a case by case basis by the Area Manager for sustained superior performance in support of Hustlin’ Tiger Company at Howard.  To be nominated by the SNSI a cadet must have earned the Aptitude Ribbon in the current academic year and have earned the Howard NJROTC letter as outlined below.
9. NJROTC LETTER:  The Howard NJROTC letter is an athletic letter with NJROTC embossed in one of the legs of the H.  It may be worn with athletic jackets.  All cadets are eligible to earn the NJROTC H.  To be eligible, a cadet must be an active season long participant on at least one NJROTC team (Drill Team, Rifle Team, Color Guard, Physical Fitness). Eligible cadets will have competed in all team competitions entered by the Unit throughout the year. Cadets must meet all academic requirements set by the school to earn an Athletic Letter Award – maintain a “C” average throughout the year.

In addition, cadets must attend 95% of all team practices, complete the annual inspection, march in the annual Armed Forces Day Parade, and attend the annual NJROTC Military Ball.

SECTION C

UNIFORM REGULATIONS AND POLICY
1.  APPEARANCE AND GROOMING STANDARDS: The wearing of the NJROTC uniform is a matter of personal pride to all cadets enrolled in the program.  Cadet appearance is respectful of the traditions of the U. S. Navy and to the thousands who have worn the uniform in service to the country, their families, and to their fellow shipmates. As cadets, you will be representing the heritage of many heroes of the United States Navy, the Company of Cadets at Howard School of Academics and Technology, and the NJROTC Program. 
When in uniform you are SOMETHING SPECIAL.
A cadet with a sharp uniform and personal appearance shows pride in himself and his unit.  He stands out in a crowd.  Appearance and grooming standards are listed in Chapter 1 of the Cadet Field Manual.  Failure to wear the NJROTC uniform properly and correctly and maintain these high standards can result in disenrollment from the program. 

2. RESPONSIBILITY:  Each cadet will be issued NJROTC uniforms on sub-custody signatures of the cadet and parent/guardian.  Any items that are lost or destroyed through negligence must be replaced in kind through restitution made to the United States Government.  Failure to clear uniform obligations will result in the cadet being placed on the school indebtedness list. If a senior, failure to meet uniform obligations can result in not being able to attend graduation exercises or receiving your diploma until the obligation has been met.  Any cadet who does not clear his/her uniform obligations by the end of the term will be placed on the school’s fine list, not be allowed to re-enroll in the course.

3.  CLEANING AND PRESSING: All uniforms will be kept cleaned and pressed at all times.  Only one set should be place in the cleaners at a time.  Clothes in the cleaners will not be accepted as an excuse for not wearing the uniform on prescribed uniform days.  Always have a uniform ready.  


a. Service Dress Blues (coats, trousers/slacks, ties) must be dry-cleaned at your own expense during the school year.  (Officers and Color Guard only)


b. Khaki shirts, relaxed fit jackets and black pants may be laundered at home. Although they are supposed to be permanent pressed, repeated laundering will require ironing of the shirts and pants.  The material is a combination of wool and polyester (poly-wool) materials, and therefore cannot be ironed with a hot iron. Always use a “Pressing Cloth” (thin cotton cloth) between the iron and the shirt/pants when ironing. 
4.  PROPER WEARING OF THE UNIFORM: The uniform is always to be worn with all ribbons and insignia properly attached.  Civilian clothing cannot be worn with the NJROTC Uniform.  You will be provided with a Relaxed-Fit Jacket, with liner, to wear during the fall and winter months. Raincoats and relaxed fit jackets are the only uniform items authorized for wear with civilian clothing.  Seasonal uniform combinations and regulations are set forth in the Cadet's Field Manual.

a. Cadets may receive two pairs of shoes during their four years in NJROTC.  They may be replaced only at the discretion of the SNSI/NSI, and only for normal wear and tear, scuffing of the toes, or being the wrong size.  Other needed repairs such as reheeling or resoling will be at the expense of the individual cadet, and will not be a reason for requesting replacements.  Issuing of a third pair of shoes from the unit will be at the cadet's expense.  Special team members (Color Guard, Drill Team) may be issued an extra pair of shoes for use in competitions/exhibitions only.

b. “Attention to Detail” is an important aspect to wearing a NJROTC uniform, which includes proper placement and wear of cadet ribbons, nametag, medals, jewelry, and devices (hat and shirt). There are specific locations for each of these elements and correct wearing of the uniform enhance overall appearance, personal pride and credit to the NJROTC Unit and The Howard School. 
c. “Be The Example” is the motto as it pertains to the NJROTC Uniform and the cadet wearing it.

5.  RIBBONS:  Ribbons are an official part of the NJROTC uniform and will be worn with the uniform as prescribed.  Authorized JROTC ribbons and those authorized by the Naval Science Instructors will be worn in the order of precedence set forth in chapter 1 of the Cadet Field Manual.  The bottom row of ribbons will be ¼” inch above the left breast pocket in accordance with the cadet Field Manual.
6.  NAMETAGS: Nametags are a required uniform item, which is worn in the prescribed manner as shown in the Cadet Field Manual. Nametags will be provided at the beginning of each school year. Replacement nametags for lost or damaged nametags will cost $3.00 each. Nametags are worn ¼” above the right breast pocket in accordance with the Cadet Field Manual. 
7.  MEDALS:  Medals are an official part of the NJROTC uniform and will be worn on full dress occasions such as parades, annual inspection, civic functions, open houses, Awards Night, etc.  One exception to this rule is the wearing of the National Rifle Association Marksman qualification medals, which can be worn at all, times.  Medals will be worn on the left breast pocket below the ribbons. See the Cadet Field Manual.
8.  COLLAR DEVICES: Collar devices are an official part of the NJROTC uniform and will always be worn with whatever uniform is prescribed.  Collar devices depict rank/rate and will be worn on the right collar point or coat lapel.  The NJROTC bar will be worn on the left collar point or coat lapel.  See the Cadet Field Manual for details.

9.  JEWELRY:  


a.  Earrings:  Earrings will be worn by female cadets only, and shall be of the small ball (post or screw on) type only.  Only gold or brass ball type earrings may be worn, one earring in each ear lobe.


b.  Watches/Bracelets/Rings: Unobtrusive watches, watch bands, and rings may be worn while in uniform.  One bracelet/wristwatch is permitted per arm.  Cadets may not wear ankle bracelets while in uniform.

10.  COLD WEATHER ACCESSORIES: During cold weather, the following items may be worn or added to the prescribed uniform:


a.  Plain black leather gloves


b.  Navy blue or black scarves may be worn with the relaxed fit jacket.


c.   Navy blue or black plain earmuffs.

a. Only the NJROTC issued relaxed fit jackets is authorized with the uniform.  Violators will be assessed a 10-point deduction on their uniform inspection grade.

11.  SPECIFICS:  


a. Male cadets are not permitted to wear earrings at any time while in uniform.  The consequence is a 20 point reduction on the uniform inspection grade.



b. Female cadets are encouraged to carry only black purses, may use only clear fingernail polish while in uniform.


c. The consequence for female cadets wearing non-regulation earrings is a a 20 point reduction on the uniform inspection grade.


d. Males must be clean shaven on uniform inspection days. Male cadets must present a "NO Shave" note from a doctor to be exempt from this policy.  Mustaches are permitted.  The consequence for not having a clean shaven appearance will result in a 20 point reduction on the uniform inspection grade. Failure to meet NJROTC Standards for a clean shaven appearance could result in removal from the NJROTC Program.

e. Hats are a mandatory part of the uniform.  Failure to have it or being unable to get it on properly because of hairdo will result in a minus 10 on the uniform inspection grade.


f. Both male and female cadets are expected to meet NJROTC grooming standards while in uniform. Cadets are required to wear their uniform the entire day on uniform days – to and from school. Removal at school is permitted for participation in school sporting activities, school sponsored field trips, and other school related situations that must be approved by the SNSI/NSI. 
12.  UNIFORM TERMINOLOGY:  


a. Gig Line: A vertical line on the uniform formed by the edge of the shirt at the buttons, the edge of the belt buckle, and the edge of the fly on the trousers or slacks.

b. Irish Pennant/Rappelling Rope: Pieces of thread or unraveled cloth which stick out from the buttons, buttons holes, seams, or other places on the uniform.  They should be trimmed off.
c. Exemplary appearance: extremely good and deserving to be admired and copied; serving as an example. Exemplary means obtaining a grade of 90% or above on uniform inspections.

13.  UNIFORM DAY ROUTINE: A complete uniform will be worn to and from school.  Cadets will normally have a uniform inspection on Uniform Days.

Improper wearing of the uniform demonstrates a disrespectful attitude toward Navy personnel, Navy traditions, and indicates a lack of pride in oneself and a lack of respect for the unit.  Cadets observed out of a proper and complete uniform, i.e. wearing civilian shoes, having shirts untucked or unbuttoned, busting sags, missing uniform devices, improper hair styles, or other standards set forth in the Cadet Field and Reference manuals, will be subject to grading guidelines in paragraph 14 below, regardless of the time of the infraction. The SNSI/NSI may assign a “zero” or failing guide at their discretion if circumstances dictate, depending on the level of uniform violations.
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Hustlin’ Tigers always “Set The Example.”

14.  UNIFORM INSPECTION GUIDELINES: The weekly uniform inspection is considered a test grade. The chart below establishes grading criteria for discrepancies observed during the inspection.  


Discrepancy




Maximum Points deducted

Haircut/style





20


Shave(men)





20


Earrings (males)




20 (any time of day)


Non regulation earrings (females)


20 (any time of day)


Excessive jewelry




10 (any time of day)


Irish pennants (dangling threads)


5


Gig Line





5


Brass






5


Shoe shine





5 (10 for gross shoes)


White/multicolored socks



5

Printed/colored T shirt



5

No T shirt (males)




5


Dirty and/or wrinkled uniform


25

Ribbons/insignia




5


Tennis shoes, shirt untucked


or unbuttoned (any time)



Automatic Grade of “0” 
15. Appearance Standards Matter. Failure to wear the NJROTC uniform will result in a grade of “1” until the missed day is made up. Failure to make-up the missed uniform day will result in a failing grade for the Quarter. Failing of two successive Quarters will result in a failing grade for the Semester and disenrollment from the NJROTC Program. 
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SECTION D


UNIT ORGANIZATION

1.  UNIT ORGANIZATION: The organization of the Howard NJROTC unit is similar to a command structure in the United States Navy.  Cadets who possess leadership skills and proficiency in various areas will be placed in leadership positions so that the unit may operate smoothly.  

Each Naval Science class is designated as a "platoon", where certain cadets will be assigned the responsibilities of leading, instructing, and maintaining discipline within the class.  Classroom organization is not to be confused with the unit Organization Table and Job Description Chart.  These diagrams refer to the organization of the corps as a company, which consists of 100 to 150 cadets. 

2.  UNIT ORGANIZATION: Note: Positions not annotated with rank/rate abbreviations do not require a distinct grade to hold that position.  Also, the unit is divided into the Operations, Administrative, Supply, and First Lieutenant departments, with the Command Master Chief, Platoons, and Teams having organizational subdivisions.


Position




Rank/Rate 


Commanding Officer



Lieutenant Commander – LCDR 

Executive Officer



Lieutenant – LT 

Operations Officer 



Lieutenant Junior Grade – LTJG 

Administration Officer


Lieutenant Junior Grade – LTJG 

Supply Officer



Lieutenant Junior Grade – LTJG 

Asst. Supply Officer



Ensign – ENS 

First Lieutenant



Ensign – ENS 


Chief Bos’n Mate


Chief Petty Officer – CPO 

Schedules Officer



Ensign – ENS 

Public Affairs Officer



Ensign – ENS 

Information Technology (IT) Officer
Ensign – ENS  

Platoon Commanders


Ensign – ENS


Mustering Petty Officer

Chief Petty Officer – CPO 


Platoon Guide



Petty Officer First Class – PO1


Squad Leaders


Petty Officer Second Class – PO2

Team Commander



Ensign – ENS 


Executive Officer


Chief Petty Officer – CPO 


Mustering Petty Officer

Petty Officer First Class – PO1 

Company Master Chief


Master Chief Petty Officer – MCPO



Master at Arms


Chief Petty Officer – CPO 
3.  JOB DESCRIPTIONS:
a. Commanding Officer (CO):  The CO is tasked with the duty of maintaining the high standards and morale of the unit.  As the senior cadet of the Company, the CO is responsible and accountable for the Company as a whole.  The CO must also maintain a close working relationship with the SNSI and the NSI. Company Commander responsibilities include:

1.  Meeting regularly with the SNSI/NSI on company matters.

2.  Setting an impeccable example at all times for all cadets, especially in personal conduct and wearing of the ROTC uniform.

3. Continually observing and evaluating company staff members and platoon commanders, ensuring they are doing their jobs.

4.  Disciplining, as necessary, those cadets who, by their actions or dress, bring discredit upon the unit.
5. With the staff, planning and coordinating all company activities, including mandatory events and field  trips.

6.  Making recommendations, when necessary, on the demotion and/or removal of staff members from their jobs for unwillingness or inability to perform their jobs.

7. Talking up NJROTC whenever possible to all students.

8.  Recommending company staff assignments for the following school year to the SNSI/NSI.

9.  Reporting major disciplinary or conduct incidents involving NJROTC cadets to the SNSI/NSI.

10.  Making recommendations to the SNSI/NSI regarding the promotion/demotion of individual cadets.

b.  
Executive Officer (XO):   The "XO" is charged with the day-to-day operation of the Company and carries out the policies of the CO.  The XO verifies promotion and ribbon recommendations received from the platoon commanders.  He/she also oversees the Operations, Supply and Administrative Officers in the performance of their duties. Additionally, the Executive Officer:

1. Is familiar with the Cadet Company Commander's duties and responsibilities.

2.  Acts as Cadet Company Commander whenever he/she is absent.

3.  Approves and signs the Plan of the Week for the following week by Thursday of each week.

4.  Promotion Board Officer. Reviews requests for promotion and schedules the Promotion Board each month as required. Forwards to Administrative Officer a listing of all Cadets approved for promotion for entry in Cadet Records. Provides SNSI/NSI a list of promotions for future awarding.

5.  Ensures platoon commanders nominate deserving cadets for recognition as Cadet of the Month.

c.  
Operations Officer (OPS):  The "OPS O" serves as the third in command.  OPS schedules and plans all company extracurricular events. 

1.  Coordinates closely with the Supply Officer and Administrative Officer in the performance of his/her duties.


2.   Takes the lead in planning and coordinating all company activities, including mandatory events and field trips.

3.  Supervises the First Lieutenant and the Master at Arms in the performance of their duties.

4.  Schedules and plans with the assistance of the Company Commander and the Executive Officer all company activities, including field trips, parades, color guard commitments, Military Ball, etc.

5.  Provides by Wednesday of each week the following week’s activities to the Administrative Officer for inclusion in the Plan of the Week.

d.  
Company Master Chief Petty Officer (MCPO):  The MCPO is the senior enlisted person in the Company and maintains the merit/demerit log for the Company.  The MCPO publishes periodic lists of cadets who have earned merits and demerits and helps keep track of cadets who have earned awards.  The MCPO also supervises the Master at Arms and his/her other assistants and takes attendance at all company functions.

e.  
Master at Arms (MAA):  The MAA is responsible for the care, security, and cleaning of all drill and competition rifles, swords, guidons and flags in the unit.  

f.  
Administrative Officer (ADMIN):  Admin is tasked with monitoring and organizing all paperwork in the Company.  Admin ensures that promotion records, company activities, and company announcements are kept in order.  He/she prepares all correspondence for the Commanding Officer's signature.  He/she also supervises the Public Affairs Officer and Computer Officer in the performance of their duties.  Additionally he/she prepares the Plan of the Week for the Executive Officer’s signature.  Admin also prepares promotion letters for the Commanding Officer’s signature and promotion certificates for individual cadets when notified by the Promotion Board Officer.  

g.  
Public Affairs Officer (PAO): The PAO is responsible for publishing the TIGER COMPANY NEWS every other week.  PAO also regularly updates the ROTC bulletin board.  Public Affairs also ensures all cadets who have been promoted or awarded ribbons are properly recognized on the HSAT Television News.

h. 
 Information Technology Officer (IT):  The IT Officer maintains the company’s computers.  He/she ensures that antivirus software is updated for each computer weekly and that each computer is scanned weekly for viruses, adware and spyware.  The IT Officer also maintains the company web site.

i.  
Supply Officer (SUPPO) :  The Supply Officer is responsible for maintaining, cataloging and issuing all uniform items.  SUPPO works directly for the NSI in regards to the ordering and upkeep of company supplies and equipment.  The Supply Officer is also responsible for the upkeep of Supply Spaces.  The Supply Officer maintains the uniform indebtedness list and maintains the master inventory. Additionally the Supply Officer:

1.  Maintains an accurate and up to date inventory of all uniforms issued, surveyed, ordered and on the shelf.  The NJUMS computer program staff computer will be used for this purpose.

2.  Ensures that the Supply rooms are kept shipshape and neat.

3.  Maintains all cadet uniform issue forms in a separate file.

4.  Makes recommendations to the SNSI/NSI on any uniform items that need to be ordered/surveyed.

5.  Supervises the Assistant Supply Petty Officers in the performance of their duties.

j.  
Platoon Supply Officers:  Platoon Supply Officers are tasked with the issuing uniforms to members of their platoons.  They notify the Supply Officer of uniforms they have issued so the master inventory can be updated.  They are responsible for the upkeep of their assigned spaces.

k.  
First Lieutenant (1st LT): The First Lieutenant's job is to ensure all spaces are kept fastidiously clean and well kept.  The 1st LT is also responsible for supervising cadets who are working off infractions.

l.  
Chief Boatswain Mate (BOS’N):  The BOS’N assists the 1st LT in his/her duties.  This includes ensuring discipline is maintained among cadets working off demerits.

m.  
Platoon Commanders (PC):  Platoon Commanders are used for all parades and functions when the Company is formed as a military unit.  PCs are adept at all marching maneuvers.  They command a group of up to 30 cadets at military drill.  They conduct platoon inspections and issue and grade 
promotion exams.  They also maintain the platoon promotion progress chart and notify the Promotion Board Officer and the Administration Officer when members of their platoon are qualified for promotion or awards.

n.  
Platoon Mustering Petty Officers (MPO): Mustering Petty Officers are the second in command of the platoon.  They take attendance daily and report results of the same to the Platoon Commander.  They assist the Platoon Commander in the performance of his/her duties.  MPOs prepare ribbons for members of their platoons who have been awarded ribbons.

o.   
Platoon Guides:  Guides carry platoon guidons at military functions and at drill.  They serve as a reference for individual platoon members so that the platoon may march smoothly with correct alignment.

p.  
Platoon Squad Leaders:  Squad leaders take attendance for their squad and are responsible for maintaining discipline within their squad.  They also lead their respective squads in drill.

q.  
Team Commanders:  Team COs command extracurricular teams associated with the Company.  These include the Drill Team, Rifle Team, and Color Guard.  Team COs are proficient in the specialties of their teams and are responsible for instructing team members, maintaining team morale, and preparing team members for competitions and performances. 

r.  
Team Executive Officers:  Team XOs maintain discipline within the teams and assist the Team CO in instructing junior cadets.  They also keep a thorough record of team practice and competition attendance, ensuring such information is passed to the Administrative Officer for 
inclusion in individual cadet records.

s.  
Promotion Boards:    The Executive Officer (XO) schedules and chairs the promotion board.  Boards for each rate will be held at least monthly and will be scheduled on normal uniform days.  The board will consist of a minimum of two officers, the Company Master Chief  and the Cadets Platoon Commander.  Other staff members may sit in as alternates or as non-voting members.  The board will evaluate cadets on personal appearance, military bearing, drill, and professional knowledge.   To be considered for promotion,  a cadet must be recommended by a majority of the Board members.  Cadets who fail the board will be told the reason(s) why and will be allowed to retake the board the following month if they reapply.  The XO will notify the Administrative Officer of all cadets who pass the Promotion Board.  The XO  will also keep an accurate record of all Promotion Board results.

4.  PLATOON CLASSROOM POLICY:  In every Naval Science class, cadets will be appointed as Platoon Commander, Mustering Petty Officer, Guide, Squad Leader (3), and Assistant Squad Leader (3).  Cadets assigned to these positions will be held to the same high academic and NJROTC Performance Standards as other Cadet leaders. The SNSI/NSI will make these appointments based upon recommendations from the Cadet Officer Staff.

a.  
The Platoon Commander (PC) is responsible for maintaining discipline within the class, reading company announcements at the beginning of each class, conducting personnel inspections on uniform days, and commanding the platoon on drill days.  He/she also leads the class daily in the pledge of allegiance.

b.  
The Mustering Petty Officer (MPO) is responsible for taking an accurate roll at the beginning of each bell.  He/she also assists the PC on drill days and keeps accurate records of all platoon inspections. 

c.  
The Platoon Guide is the third in command of the platoon and assists the PC and MPO in their duties.  He/she also carries the platoon guidon on drill days.

d. 
 Squad and assistant squad leaders are used primarily for marching.  They march at the head of the squad to maintain proper dress and alignment.  Assistant Squad Leaders stand in for their Squad Leaders in case of absence.

e.  
When arriving at class cadets will place their books at their assigned seat and fall in at AT Ease.  When the bell rings, the MPO will immediately call the platoon to attention, dress the platoon, and receive reports.  (IF A CADET IS WELL ENOUGH TO ATTEND SCHOOL, HE/SHE IS WELL ENOUGH TO FALL IN) 

f. 
Cadets who arrive at class after the tardy bell ARE TARDY, unless they have a note from a faculty member.  The consequence for unexcused an tardy is 15 male pushups before being allowed to participate in any other class function.  Pushups will be performed without complaint or disruption to the rest of the class.  Cadets tardy three or more times to class will be will be referred to school administrators for disciplinary action. Referrals for school disciplinary action disqualifies a Cadet for the Exemplary Conduct and higher NJROTC Awards.
g.
 At the sounding of the Tardy Bell and upon command of the Platoon Commander, Cadets will “FALL IN” in a correct school or NJROTC uniform.  Cadets falling in out of correct uniform (shirts untucked, sagging trousers, etc.) will have their grade for the day’s activities adjusted. NO EXCEPTIONS


SECTION E


PROMOTIONS AND ADVANCEMENT

1.  GENERAL:  Advancement in rate or rank with the Howard NJROTC unit will be based on aptitude and performance in NJROTC, academic standing in school, and NJROTC grades.  To advance from Cadet Seaman Recruit to Cadet Chief Petty Officer a cadet must demonstrate a prescribed degree of proficiency in Military Drills and Ceremonies and Military Knowledge.  He/she must also maintain good grades and have good attendance and discipline.  
To be promoted to a Cadet Staff Officer position, a cadet must normally be in their third year in NJROTC.  Ranks and rates are obtained when approved by the SNSI/SI. Outstanding second year cadets may be appointed to officer status at the discretion of the SNSI/NSI.  Each cadet has equal opportunity to advance to the highest rank.

2.  DEMOTION:  Cadets may be demoted to a lower rank rate.  Reasons for demotion include but are not limited to disrespect, suspension, continual disruptive behavior, indifference toward responsibilities, or inability to perform responsibilities of the job to which appointed. Cadets who have been demoted may apply for reinstatement after one month, through the promotion board and when approved by the SNSI/NSI. 
CADET WHO ALLOW HIS/HER GRADES TO FALL TO 69 OR BELOW WILL BE WILL BE PLACED ON PROBATION UNTIL ONE MONTH AFTER THAT FAILING GRADE IS RAISED TO A PASSING GRADE.  THIS INCLUDES OFFICERS, WHO MAY BE DEMOTED TO CHIEF PETTY OFFICER IF THEIR GRADES FALL BELOW A “B”.
2.  OTHER REQUIREMENTS FOR ADVANCEMENT:

a.  Minimum Grade Requirements:


"C" average in Naval Science



Passing grade in all subjects


b.  Ability in Military Drill:


Practical and written tests


c.  Military Knowledge:


Chain of Command


Ranks and rate



Military time



Orders of a sentry


d.  Aptitude (how you apply yourself and your actions to NJROTC):



No discipline problems (school wide)



Proper wearing of uniform on required days



Participation in unit functions


e.  Attendance:



Satisfactory attendance record



No unexcused absences (skipping)


f.  Successfully appear before the Promotion Board (E2-E7)

3.  MINIMUM REQUIREMENTS FOR SELECTION AS AN NJROTC OFFICER:  Cadet Officers are the "cream of the crop" of the Company. In them are placed a unique trust and confidence, and on their shoulders are placed greater responsibilities.  The leadership of a company can take it to unbelievable heights and accomplishments, or it can keep it mired in the mud.  
CADET OFFICERS are expected to lead, assume responsibility, and set a positive example in all areas of INCLUDING conduct, school wide.  
Officer selections are subjective appointments made by the SNSI/NSI, which are based on the cadet's past demonstrated abilities and record.  Cadet officers are expected to maintain the requirements below or they will be demoted to Chief Petty Officer or lower.  

a.  Must be a Chief Petty Officer


b.  Must maintain a "B" average in Naval Science


c.  Must have no current record of discipline problems (school wide)

d. Must have a passing average in all classes.

e. Must have demonstrated loyalty for and support of ROTC in current and prior years.

f. Must have a demonstrated ability to lead other people.

g. Must wear the ROTC uniform impeccably.

h. Have a demonstrated capability to work cooperatively with other cadet officers.

i. Be willing to assume the responsibilities of the position to which appointed; as outlined in Section D.

j. Must be a year-long team member in the current year (academic, physical fitness, rifle, drill, color guard).  Quitting a team is grounds for demotion to Chief Petty Officer.

NOTE:  Officers who allow their grade in ROTC to fall to a “C” will be demoted to Chief Petty Officer.  Officers who allow their grade to fall to a “D” or lower, will be demoted to PO1 until such time as they raise their grade to “B” or better.  Officers who are suspended, or assigned to Morning School or ISS will be demoted to at least Petty Officer Second Class, depending on the infraction(s). Officers who are assigned to Morning School or ISS a second time will be removed from their leadership position, and may be considered for re-appointment the following school year if their NJROTC and school performance is raised to Staff Officer Appointment Standards. 
To be selected as a Team Commander (Color Guard, Drill Team, Rifle Team), a cadet must have been a member of the team for at least one year.  He/she must demonstrate aptitude in the team’s functions, and must demonstrate ability to instruct new members of the team.  Team commanders must show up for team practices and events. All Team Commanders will be appointed to the rank of Ensign (O-1).

Platoon Commanders are appointed to the rank of Ensign (O-1). To be appointed as a platoon commander a cadet will be in his/her second or third year of ROTC.  He/she must have a demonstrated ability to work with other students, demonstrated loyalty to the ROTC program, and a willingness to take on the responsibilities of Platoon Commander listed in section D.  The appointee must also have demonstrated proficiency in leading other cadets in military drill (armed and unarmed). 

The Administrative Officer will be appointed to the rank of Lieutenant Junior Grade (O-2).  To be appointed as Administrative Officer, a cadet will ideally be in his/her third year of ROTC.  He/she will have a demonstrated knowledge of computers, especially word processing and the NJUMS program.  He/she will have a demonstrated history of showing initiative and working independently with little or no supervision in the performance of duties.  The Administrative Officer will be familiar with the duties of the Public Affairs Officer and the Computer Officer, and will have a demonstrated ability to fairly supervise them in their duties as well as the ability to carry out the duties of Administration Officer outlined in section D.  The Administration Officer will also have a demonstrated ability to take instruction and direction from cadets above him/her in the chain of command.

The Public Affairs Officer (PAO) will be appointed to the rank of Ensign (O-1).  Ideally the PAO will be in his/her second or third year of ROTC.  The PAO will have a demonstrated ability to write grammatically correct English and the initiative to write regular articles about ROTC for the school newspaper and to regularly change the ROTC bulletin board.  The PAO should also be able to present reports on ROTC on the school’s television station.  The PAO must have the temperament to take direction from the Administrative Officer.

The Information Technology Officer (ITO) will be appointed to the rank of Ensign (O-1).  The ITO must be completely reliable and trustworthy.  He/she must be computer literate and be completely familiar with the administrative functions of the NJUMS computer program.  He/she must take the initiative in entering cadet data into the NJUMS database.  He/she must be able to take direction from other cadets above him/her in the chain of command.

The Supply Officer (Suppo) will be appointed to the rank of Lieutenant Junior Grade (LTJG). The Suppo must be completely reliable and able to work on his/her own without direct supervision. He/she must have strict attention to detail and show the ability to make intelligent, informed recommendations to the NSI on uniforms to be ordered.  He/she must also be computer literate and completely familiar with the supply section of the NJUMS computer program.  He/she must take the initiative in entering supply-related data into the NJUMS database.

The Assistant Supply Officers (ASUPPO) will be appointed to the rank of Ensign (O-1).  They must be able to take direction from the Supply Officer.  They must exhibit strict attention to detail, be hard working, and be able to provide the Suppo accurate and timely information regarding shelf uniform inventories.  Ideally they should be computer literate and familiar with the NJUMS program.

The Operations Officer (OPS) will be appointed to the rank of Lieutenant Junior Grade.  Ideally he/she will be in his/her third year of ROTC.  He/she will have a demonstrated ability to coordinate, plan, and schedule ROTC events such as field trips, fund raisers, Military Ball, Awards Banquet, etc.  He/she needs to be aware of all ROTC activities and able to coordinate with Team Commanders and Platoon Commanders to ensure commitments and deadlines are met. 

The Executive Officer (XO) will be appointed to the rank of Lieutenant (O-3).  Ideally he/she will be in at least the third year of ROTC.  The XO must be able to work closely with the members of the staff to ensure all responsibilities are accomplished. His/her job is to assist the Commanding Officer in the running of the company and to assume the duties of Commanding Officer in the event the CO is unable to fulfill them.  The XO must be aware of the responsibilities of all officers and able and willing to provide assistance or take corrective action when responsibilities are not being met.

The Commanding Officer (CO) will be appointed to the rank of Lieutenant Commander 

(O-4).  He/she must be able to work closely with his/her staff and the NSI/ANSI in running the company.  He/she must be able to use foresight, good judgment and common sense in dealing with the staff.  He/she must also be willing and able to recognize when responsibilities are not being accomplished, and taking corrective action or recommending corrective action to the NSI/ANSI to correct deficiencies. The CO must be able to take the lead in planning for the Annual Inspection, and recommending courses of action to ensure all requirements of the End of Year report are accomplished. 

4.  REQUIREMENTS AND RECORDS:  the unit will keep a record of each cadet’s advancement progress.  The written tests referred to below are tests on Military Drill and Knowledge.  They are not tests on the academic portion of the curriculum, the grade for which is figured separately.


Written Examinations:  These consist of  multiple-choice, fill in the blank and true false questions.  Passing grade is 75%. In case of failure the cadet must wait one week before retaking the test (The one-week requirement may be waived on a case by case basis by the SNSI/NSI).  Note: Cadets who pass an academic tests on the same subject with a 75% get credit for the promotion exam.


Practical Examinations: These will be administered by the SNSI, NSI, or a designated cadet officer, who will determine whether the cadet has performed all required movements well enough to earn a passing grade.


Oral Examination:  These will be administered by the SNSI/NSI or a designated cadet officer, who will determine if the cadet is familiar enough with the subject to receive a passing grade.


Advancement requirements: 

a.  Seaman Apprentice (SA):
-Be enrolled in NS1 for one semester.
-Pass written, oral and practical tests on stationary military drill, NJROTC Ranks, saluting, General Orders No. 1-5, and proper wear of uniform.
-Have a "C" average in Naval Science with no record of discipline in school.
-Be passing all classes.




b.  Seaman (SN):

-Be enrolled in NS1 for two semesters.
-Fulfill all requirements for Seaman Apprentice (SA).

-Pass a test on military time, Chain-of-Command, Cadet Handbook, All General Orders of a Sentry, and Squad Drill.
-Pass practical tests on the basic manual of arms – drill rifle.

-Have a "C" average in Naval Science with no discipline infractions.
-Be passing all classes.
-Exceptional performing NS1 Cadets may advance to PO3 after 12 weeks. 


c.  Petty Officer Third Class (PO3):

-Enrolled in NS2 for one semester.
-Fulfilled the requirements for SA and Seaman.
-Demonstrate the ability to lead a squad in drill.
-Earned the Exemplary Conduct and Appearance ribbons.
-Have a "C" average in Naval Science with discipline infractions.
-Participate in three Company activities (have the Participation Ribbon).
-Be passing all other subjects. 

-Recite the Eleven General Orders of a Sentry.
-Pass written test Navy Ranks.
-Drill a Squad through basis military drill movements.

-Appear before the Promotion Board.

d.  Petty Officer Second Class (PO2):
-Enrolled in NS2 for two semesters.
-Pass a practical and written test on Platoon Leader responsibilities. 

-Properly conduct a Platoon through basic military drill movements.
-Earned the Exemplary Conduct, Appearance Ribbon and Participation Ribbon.
-Passed the school Wellness Test 1-mile run, sit-ups and push-ups.
-Maintained a NS2 grade of "C" or better, with no discipline infractions.
-Exceptional performing NS2 Cadets may advance to PO2 after 12 weeks.
-Appear before the Promotion Board


e.  Petty Officer First Class (PO1):

-Enrolled in NS3 for one semester.


-Be passing all subjects.


-Maintained a NS3 grade of "C" or better, with no discipline infractions.
-Have Exemplary Appearance and Conduct, Participation, and Community Service Ribbons.
-Pass written and practical tests Platoon Drill with and without drill rifle, Color Guard, and forming and inspecting a platoon.
-Exceptional performing NS2 Cadets may advance to PO1 after 6 weeks.


-Appear before the Promotion Board


f.  Chief Petty Officer (CPO):

-Enrolled in NS3 for two semesters.

-Pass written and practical tests for sword manual
-Successfully lead a platoon in close order drill (again)

-Maintaining a "B" average in NS2 and passing all other subjects

-Proficient in conducting personnel inspections

-Active team member/department assistant

-Participated in at least nine Company activities (first and second years) or
  been a contributing member of the Color Guard, Drill Team or Rifle Team.

-Clear discipline record (school wide)

-Must have passed the NJROTC Physical Fitness test in current year.
-Exceptional performing NS3 Cadets may advance to Chief Petty Officer after 12 weeks.

-Appear before the Promotion Board

Note: Exceptional performing Cadets are those who are never a discipline problem in NJROTC or any other class in school, who are team-players who get along with all other Cadets and students, and who consistently maintain a “B” or better in all school classes. Cadet Staff Officers may nominate exceptional cadets to the SNSI/NSI for consideration for early advancement or leadership positions.


g.  Officers:  Officers must have completed NS1 and NS2 with a grade of "B" or better, and must be exceptional performing Cadets who have demonstrated the aptitude to lead and mentor other cadets to increased levels of performance.  At the conclusion of the academic year the SNSI/NSI, with recommendations from the graduating senior officers, will select the next year's officers.


h.  Cadets who are ready to be promoted will submit a request to appear before the promotion board via their platoon commander.  Platoon commanders will screen the request for accuracy before forwarding it to the Executive Officer.  Once received, the XO will schedule the cadet for the next promotion board for that rate.  Cadets who have been demoted may apply for reinstatement after two months and must reappear before the board.  Cadets are expected to have all their teachers sign the promotion request before submitting it to their platoon commander.


SECTION F


RULES OF CONDUCT AND PROCEDURES FOR NJROTC SPACES
1.  GENERAL:  We are dedicated to keeping NJROTC spaces as clean as possible and ready to receive visitors at all times.  Cadets and their guests should follow these rules of conduct and related procedures while in our spaces.


a.  Horseplay, fighting, public displays of affection (PDA), and abusive language will not be tolerated. The expectations is that visitors, school administrators and other teachers will be highly impressed with the demeanor and behavior of NJROTC Cadets upon entering our classrooms. 

b.  When a Very Important Person (VIP), such as a school official or military officer enters the spaces, a parent/guardian, another classroom teacher or a visiting dignitary, the cadet who sees him/her first shall call "Attention on deck" and offer to assist the person in any way possible.  All cadets in the space shall immediately come to attention, and remain at attention until the command “Carry On” is given. 

c.  Furniture will not be abused in any way.  Cadets will not put their feet on chairs or tables, rock back in their chairs, not sit on tables or any other furniture not designed for sitting. Cadets will not write on desks and tables, damage school or NJROTC furniture and equipment, or allow others to do so. If necessary report any unacceptable incidents to the SNSI or NSI for corrective action. Cadets are expected to be leaders and take leadership responsibility whenever possible.

d.  Cadets will exercise "Senior Cadet" responsibility when situations arise that require immediate action.  The senior cadet present will take charge of the situation to calm a situation.  If unable to maintain classroom decorum, immediately notify the SNSI or NSI for assistance.

e.  All cadets have a responsibility to keep the area about them clean.  If you see trash on the floor, show pride in your unit and school and pick it up.  The last cadet to leave any NJROTC space will ensure the lights are turned off.


f.  All bulletin boards, flow charts, qualification charts and displays are the property of NJROTC and shall not be defaced, tampered with or written on in any way.  


g.  Unless under arms, cadets will uncover and remain uncovered while in NJROTC spaces.  Guests may have to be reminded of NJROTC policies when in our classrooms.

h.  There will be absolutely no eating, drinking, or gum chewing at any time in NJROTC spaces, except for special occasions authorized by the SNSI/NSI.  

2. Sexual Harassment, Bullying, and/or Hazing.

Sexual Harassment, Bullying, and Hazing is unlawful, disrespectful, harmful to Cadets and the Unit, inhibits team morale and camaraderie, and degrades the reputation and cohesiveness of the Unit. Such behaviors will NOT be tolerated. 

Cadets observing, hearing, or hearing about another cadet being harassed, sexually harassed, bullied or Hazed shall immediately take the following action:

· If observed or heard – stop the behavior and report it to the SNSI/NSI who will investigate the situation and take appropriate disciplinary action.
· If informed about – Immediately report what you were informed to the SNSI/NSI for investigation and possible disciplinary action.

a. Sexual Harassment is defined as the following behaviors:

· Unwelcome sexual advances, 
· requests for sexual favors, 
· any other verbal or physical conduct of a sexual nature that tends to create a hostile or offensive work environment.
· Sexual harassment is a form of Sex Discrimination that occurs in the workplace, club, organization and especially NJROTC.
(1) The person being, or feel they are, sexually harassed MUST do the following:

(a) Inform the person that you are offended by his/her actions;

(b) If the harassment continues or occurs a second time, inform the SNSI or NSI immediately.

(2) The SNSI and NSI will immediately investigate the incident and take immediate corrective action in the following manner:
(a) Place the offending Cadet on probation as dictated in this handbook;

(b) Explain the expected behaviors and consequences if the harassment continues; and 

(c) Document the incident in the Offending Cadet’s record.

(d) If repeated a second time, have the offending cadet removed from the Unit.

(e) Hold a class session in all Block on the incident (without identifying either party), NJROTC policy, expectations and consequences for sexual harassment behaviors.
b. Bullying is defined as any of the following behaviors:

· Habitually or continually cruel or overbearing to another person.
· Threatening or intimating behavior that is fearful toward another person.

· Overly aggressive behaviors that is threatening or intimating to another person.
· Forceful aggression, pushing, use of physical, verbal or non-verbal behavior that places another in a fearful or intimating emotion.

· Seeking a bigger person to act physically or verbally aggressive toward another person. 

(1) The person being bullied, or feel they are bullied, MUST do the following:

(a) Inform the person that you are offended by his/her actions;

(b) If the harassment continues or occurs a second time, inform the SNSI or NSI immediately.

(2) The SNSI and NSI will immediately investigate the incident and take immediate corrective action in the following manner:

(a) Place the offending Cadet on probation as dictated in this handbook;

(b) Explain the expected behaviors and consequences if the harassment continues; and 

(c) Document the incident in the Offending Cadet’s record.

(d) If repeated a second time, have the offending cadet removed from the Unit.

(e) Hold a class session in all Block on the incident (without identifying either party), NJROTC policy, expectations and consequences for sexual harassment behaviors.
c. Hazing is defined as any of the following behaviors:
· To persecute or harass with meaningless, difficult, or humiliating tasks.
· To initiate or frighten, as into a college fraternity or JROTC Unit, by exacting humiliating performances from or playing rough practical jokes upon.
(1) The person being hazed, or feel they are hazed, MUST do the following:

(a) Inform the person that you are offended by his/her actions;

(b) If the harassment continues or occurs a second time, inform the SNSI or NSI immediately.

(2) The SNSI and NSI will immediately investigate the incident and take immediate corrective action in the following manner:

(a) Place the offending Cadet on probation as dictated in this handbook;

(b) Explain the expected behaviors and consequences if the harassment continues; and 

(c) Document the incident in the Offending Cadet’s record.

(d) If repeated a second time, have the offending cadet removed from the Unit.

(e) Hold a class session in all Block on the incident (without identifying either party), NJROTC policy, expectations and consequences for sexual harassment behaviors.
3.  CLASSROOM:
a.  When the instructor enters the classroom, the first cadet to see him will call, "Attention on Deck."  All cadets will snap to attention and look straight ahead until the instructor calls, "Seats" or Carry on."  

b.  Any time a school administrator, teacher, school employee or visiting adult enter the classroom, the first cadet to see them will call “Attention on Deck.”  All Cadets in the classroom will snap to attention, looking straight ahead and will remain at attention until given the command to “Carry On” or “Seat” by the SNSI or NSI.

c.  During class each cadet will pay strict attention to what is being said and by whom.  Cadets will show respect and courtesy to the person who is speaking regardless of who it is.

d.  Cadets will raise their hands and be recognized before speaking or asking questions.  Comments or questions should relate directly to the topic or issue being discussed at the time.

e.  Cadets will remain in their seats unless cleared to move around the classroom by the instructor.

f.  The last five minutes of each class will normally be used for platoon business.  This time will be used to clean up the area, put desks and chairs back in their original positions, copy assignments and notices, and making the classroom ready for the next bell.  It is the platoon leader's responsibility to ensure this is done in an orderly fashion, with a minimum of commotion.

g. In the absence of the instructors, all cadets will respond directly to the orders of the cadet who has been appointed to act on behalf of the instructors.  Generally, this will be the platoon leader.  If no one has been specifically appointed, the platoon leader will automatically assume responsibility for ensuring order is maintained in the class. 

PROMOTION REQUEST FORM
From: 







Date:




To: Promotion Board Officer

1.  I have met all requirements for promotion to 


.  I request to appear before the next promotion board.


(Printed Name)






(Signature)
Teacher recommendations. A cadet must be passing all classes with at least a “C” and not be a discipline or attendance problem to be considered for promotion in NJROTC.

1. 









EXC / SAT / UNSAT

   
First Block Teacher



Grade


Conduct 

2. 









EXC / SAT / UNSAT

   
Second Block Teacher


Grade


Conduct 

3. 









EXC / SAT / UNSAT

  
Third Block Teacher



Grade


Conduct 

4. 









EXC / SAT / UNSAT

   
Fourth Block Teacher


Grade


Conduct 

5. 









EXC / SAT / UNSAT


Advisory Block Teacher


Grade


Conduct 

From:  Executive Officer





Date:




To: 








(Cadet Name) 
1.  Your request to appear before the Promotion Board is approved/disapproved.  Your board is scheduled for _________________ at ________________.  You are expected to be on time and in correct and complete NJROTC uniform.

_________________________________

Executive Officer
Approved for Promotion:   Yes  /  No

















Executive Officer

The Howard School
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