
ANNEX C – #104 RCACS TERMS OF REFERENCE 

SQUADRON STANDING ORDERS 

#104 “STARFIGHTER” RCACS 

 

1085-21 (CO) 

 

20 July 2014 

 

TERMS OF REFERENCE 

 

Ref:  #104 “Starfighter” RCACS Standing Orders, 18 Jun 14. 
 

PRIMARY APPOINTMENTS – OFFICERS 

 

1. Commanding Officer 

 

 a See CATO 11-36, Annex S. 

 

2. Deputy Commanding Officer 

 

a. is responsible to the Commanding Officer; 

b. ensure and promote efficient squadron operations; 

c. promote professional development for all staff; 

d. develop the Duty Officer / Sergeant schedule; 

e. serve as a resource to the CO and staff; 

f. function as the CO’s designate as required; and 

g. all other duties as assigned by the CO. 

 

3. Training Officer 

 

 a. is responsible to the Commanding Officer; 

 b. direct training IAW established training directives; 

 c. develop training programs IAW CUTP requirements; 

 d. assist and supervise instructors in the preparation and presentation of classes; 

e. arrange for guest speakers and other voluntary instructors to supplement squadron 

staff; 

f. advise the CO of upcoming trg projects, FTXs, and citizenship tours; 

g. selecting and submitting requests for training needs and supplies; 

h. promoting on-going instructor development for all instructional staff; 

i. ensure the unbiased and constructive examination of cadet and instructor 

progress; 

j. Coordinating the application and selection process for all summer training 

courses; and 

 k. completing all other tasks assigned by the CO. 
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4. Administration Officer 

 

a. is responsible to the Commanding Officer; 

b. maintain adequate stock of forms required for the administration of the sqn; 

c. the correct circulation of incoming and outgoing communication; 

d. the custody and security of all sqn documentation; 

e. the control and administration of FORTRESS; 

f. preparing pay submissions; 

g. ensuring accurate and completed attendance records of cadets and staff; 

h. preparing correspondence for the CO’s approval and signature; 
i. preparing reports for the Training Officer, or CO upon request; 

j. liaise with parents when needed; and 

k. complete other duties as assigned by the CO. 

 

5. Supply Officer 

 

a. is responsible to the Commanding Officer; 

b. maintain accurate clothing and equipment registry; 

c. order new equipment IAW with CCO and DND policies; 

d. maintaining security and storage requirements of all stores; 

e. ensure that all cadet receive all clothing IAW with CATO 55-04; 

f. report all lost or damaged equipment to the CO; 

g. create and maintain a clothing replacement policy for sqn, 

h. preparing all equipment required for FTXs, with Trg O assistance; and 

i. perform any other duties as assigned by the CO. 

 

6. Unit Human Rights Advisor / 

Unit Cadet Conflict Management Advisor (UHRA / UCCMA) 

 

a. responsible to the Commanding Officer (unless otherwise required); 

b. ensure the security of all personnel; 

c. respond to all reports of behaviour which is in contravention of the cadet 

harassment policy; 

d. report, as needed, any complaints of a criminal nature; 

e. promote a confidential complaint reporting system; and 

f. perform any other tasks assigned by the CO. 
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7. Level Officer 

 

a. responsible to the Training Officer; 

b. ensures the delivery of all Level training material IAW the CUTP; 

c. promotes and demonstrates healthy and productive learning environment; 

d. evaluates Level Instructors IAW with Training Officer and CUTP requirements; 

e. interfaces with the Training Officer and the Commanding Officer with the needs 

of subject Level;  

f. act as a point-of-contact for all cadets in their assigned Level; 

g. liaise between the Training Officer and cadets in the assigned Level; 

h. ensure that all summer training applications are submitted to the Training Officer 

before the deadline; 

i. provides recommendations to Training Officer to enhance learning and course 

material; and 

j. performs any other duties as assigned by Training Officer, or designate. 

 

SECONDARY FUNCTIONS - OFFICERS 

 

8. Assistant to the Training Officer 

 

a. responsible to the Training Officer; 

b. assist the Training Officer in the successful execution of the CUTP; 

c. assist with evaluating instructors; 

d. facilitate and instruct classes, as needed; 

e. act as Training Officer when required; 

f. assist with the planning of FTXs; and 

g. perform any other duty as assigned by the chain of command. 

 

9 Standards Officer 

 

a. responsible to the Training Officer; 

b. arrange or conduct regular evaluations for instructors when required; 

c. monitor process of classes; 

d. promote high level of dress and deportment; 

e. taking remedial action, as directed by Training Officer, when required; 

f. assist the Assistant to the Training Officer; 

g. assist the Administration Officer with admin documents; 

h. ensuring nominal rolls are regularly submitted; and 

i. perform any other duties assigned. 
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10. Assistant Administration Officer  

 

a. responsible to the Administration Officer; 

b. assist with maintaining administration records for all training, or supplementary 

activities; 

c. answering the Sqn phone and recording any voicemail messages; and 

d. assist in any other tasks as directed by the Administration Officer. 

 

11. Assistant Supply Officer 

 

a. responsible to the Supply Officer; 

b. maintain all equipment and clothing in good repair; 

c. maintain all equipment and clothing records; 

d. undertake measures necessary to recover uniform or equipment items from cadets 

who are no longer on strength with the Sqn; and 

e. complete in other tasks as directed by the Supply Officer. 

 

12. Band Officer 

 

a. responsible to the Commanding Officer; 

b. act as OPI for all activities requiring the formation and deployment of the Sqn 

band; 

c. organize and oversee band practices; 

d. seek and employ appropriate band instructors; 

e. maintain all musical equipment in good repair, with the assistance of the Supply 

Officer; and 

f. perform any other duties assigned by the Commanding Officer. 

 

13. Team Officer 

 

a. responsible to the Commanding Officer; 

b. coordinate practice for assigned team (Rifle Team, Drill Team, etc); 

c. recruit and facilitate training to new team members; 

d. submit attendance records to the Administration Officer; 

e. supervise practises; 

f. ensure team readiness and submit competition-required documentation to the 

Commanding Officer prior to deadlines; and 

g. perform any other duties assigned by the Commanding Officer. 
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14. Activity OPI (Officer of Primary Interest) 

 

a. OPIs may be assigned at the pleasure of the Commanding Officer or the Training 

Officer (on the approval of the Commanding Officer); 

b. responsible to the assigning officer, the OPI shall plan the assigned activity and 

submit appropriate paperwork IAW applicable deadlines; 

c. paperwork shall include warning and operation orders, after-action reports, and 

any other documentation requested; 

d. appoint a Cadet in Charge (C/IC) for the activity; and 

e. complete other duties as assigned. 

 

15. Public Affairs Officer 

 

a. responsible to the Commanding Officer; 

b. shall respond to all media enquiries in a manner that brings credit to the Canadian 

Armed Forces and the CCO; 

c. maintain current to all cadet training activities; 

d. maintain and promote Sqn social media; 

e. promote Sqn membership; 

f. submit media advisements for all community-level events, such as ACR or 

Change of Command Parades; and 

g. perform any other duties assigned by the Commanding Officer. 

 

16. Duty Officer 

 

a. responsible to the Deputy Commanding Officer; 

b. a Duty Officer shall be appointed, IAW Routine Orders; 

c. shall carry the Sqn duty phone for the assigned duty period and respond to any 

phone calls or voicemails received; 

d. shall field messages to the appropriate party; 

e. shall notify the Commanding Officer of any emergent cadet needs; 

f. shall update the Administration Officer of any absence requests submitted 

throughout the week; and 

g. complete duties as assigned by the Deputy Commanding Officer. 
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PRIMARY APPOINTMENTS – CADETS 

 

17. Cadet Squadron Commander 

 

a. responsible to the Commanding Officer; 

b. act as liaison between Commanding Officer and Sqn senior ranks; 

c. maintain and promote highest level of dress, drill, and deportment; 

d. promote command and leadership to subordinates; 

e. ensure cadet attendance at weekly training nights, and complimentary training 

activities; 

f. promote teamwork among Fl Comds; 

g. provide recommendations to Commanding Officer, if solicited; and 

h. perform other duties as assigned by the Officer staff. 

 

18. Cadet Squadron Deputy Commander 

 

a. responsible to the Cadet Squadron Commander; 

b. act as Squadron Commander when required; 

c. issue discipline to subordinate ranks as assigned; 

d. maintain high standard of drill, dress, and deportment; and 

e. perform other duties as assigned. 

 

19. Cadet Squadron Warrant Officer / Adjutant (if additional positions available) 

 

a. responsible to the Cadet Squadron Commander; 

b. act as Squadron Commander when required; 

c. ensure Squadron is performing IAW schedule timings; 

d. ensure that Duty Sergeants are completing tasks IAW schedule timings; and 

e. perform other duties as assigned. 

 

20. Cadet Flight Commander 

 

a. responsible to the Cadet Squadron Deputy Commander; 

b. maintain and promote active cadet attendance; 

c. report attendance numbers and the condition of the flight to the Squadron Deputy 

Commander; 

d. promote and maintain high level of dress, dress, and deportment among all flight 

members; 

e. identify and train Flight Second-in-Command (Fl 2IC); 

f. ensure that flight is meeting timings IAW CUTP; and 

g. perform duties as assigned. 
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SECONDARY APPOINTMENTS – CADETS 

 

21. Cadet Team Commander 

 

a. responsible to the Team Officer; 

b. promote membership and training of applicable team; 

c. oversee training and attendance of team practises; 

d. ensure that team is competition ready; and 

e. perform duties as assigned by Team Officer. 

 

22. Cadet-in-Charge of Activity 

 

a. responsible to the OPI of Activity; 

b. assist the OPI with the organization and the successful running of the activity; 

c. promote membership and attendance of cadets; 

d. lead by example; 

e. complete paperwork as assigned; and 

f. complete any other duties assigned. 

 

23. Cadet Supply / Training / Administration Assistant 

 

a. responsible to the appropriate Section Head; and 

b. complete duties as assigned by Section Head. 

 

24. Cadet Duty Sergeant 

 

a. responsible to the Duty Officer; 

b. notify all instructors of schedule timings IAW CUTP; 

c. ensure that all handouts are ready for issue; 

d. provide new recruits with recruitment information and notify Commanding 

Officer of potential membership; 

e. complete assigned paperwork; 

f. ensure that all classrooms, training areas, parade square, and washrooms are clean 

prior to the completion of a training activity / night; and 

g. perform any other duties assigned by the Duty Officer. 
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25. All Cadets 

 

a. responsible to their Flight Commanders; 

b. actively participate in weekly training nights and activities; 

c. promote a welcoming environment so all members can learn and participate; 

d. maintain a high standard of dress, drill, and deportment; 

e. act in a manner which brings credit to the Sqn and the CCO; 

f. read, understand, and comply with Sqn Standing Orders; 

g. be knowledgeable and informed about upcoming Sqn activities and community 

events; and 

h. inform appropriate chain of command for any lateness of absences expected. 

 

26. Cadet Junior Ranks (Cpl – FCpl) 

 

a. responsible to their chain of command; 

b. ensure that suborindates maintain a high standard of dress and deportment; 

c. promote teamwork; 

d. assist subordinates with dress or deportment needs; and 

e. perform supervisory duties as assigned. 

 

27. Cadet Senior Ranks (Sgt-FSgt) 

 

a. responsible through appropriate chain of command; 

b. promote high-level of dress, drill, and deportment; 

c. mentor subordinate NCOs; 

d. assist and lead Sqn activities; 

e. promote attendance and team memberships; 

f. provide administrative functions as assigned; 

g. inspect subordinate cadets, as assigned; 

h. lead by example; 

i. promote teamwork, morale, and ensure team motivation; and 

j. perform other duties as assigned. 
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