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NCO TrainingNCO Training

Brief OverviewBrief Overview
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The ModulesThe Modules

QQ Role and expectations Role and expectations 
of the duty NCOof the duty NCO

QQ Personal drill standards Personal drill standards 
and giving commandsand giving commands

QQ Personal dress Personal dress 
standards and dress standards and dress 
regulationsregulations

QQWelfare and disciplining Welfare and disciplining 
cadetscadets

QQ Briefing techniquesBriefing techniques

QQ Instructional techniques Instructional techniques 
–– theory lessonstheory lessons

QQ Instructional techniques Instructional techniques 
–– practical lessonspractical lessons

QQ Leadership and Leadership and 
teamworkteamwork

QQ Chain of command and Chain of command and 
the flight systemthe flight system

QQ The Air Training Corps The Air Training Corps 
(structure and (structure and 
operations)operations)
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The Role of the Duty NCOThe Role of the Duty NCO

Squadron NCO Training Module 1Squadron NCO Training Module 1
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ObjectivesObjectives

QQUnderstand the expectations of the Duty NCOUnderstand the expectations of the Duty NCO

QQKnow the timings of an ordinary parade nightKnow the timings of an ordinary parade night

QQKnow the Duties that have to be carried outKnow the Duties that have to be carried out
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Role of the Duty NCORole of the Duty NCO

QQSmooth running of the parade night activitiesSmooth running of the parade night activities
QQEverything runs on timeEverything runs on time
QQEveryone in the right place at the right timeEveryone in the right place at the right time
QQAssist with Assist with 
QQnightly adminnightly admin
QQsecurity security 
QQhealth & safety dutieshealth & safety duties

Nightly Admin – ie Registers 

Security – ie dealing with visitors

Health & Safety Duties – making sure building is safe, cleaning
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EligibilityEligibility

QQAll Cadet NCOs below the age of 18All Cadet NCOs below the age of 18

QQCarried out by all on a regular basisCarried out by all on a regular basis

QQFair roster drawn up by Staff/Senior Cdt NCOsFair roster drawn up by Staff/Senior Cdt NCOs

May be rostered, may be picked on a fair basis on the night
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Duties Duties -- On ArrivalOn Arrival

QQShould arrive at 19:00 hrsShould arrive at 19:00 hrs
QQSign in Occurrences bookSign in Occurrences book
QQRaise ensign (in summer)Raise ensign (in summer)
QQSupervise cadets signing inSupervise cadets signing in
QQAttend staff briefAttend staff brief
QQMake sure kit is ready for lessonsMake sure kit is ready for lessons
QQForm up first paradeForm up first parade

Occurrences book should be left on Duty NCO desk

Enter date and time in correct format (ie 12 SEP 06 19:02), Reported by: 
YOUR NAME, Occurrence: Signing in as Duty NCO, Action: None, 
Signature

Other significant events during the night should be entered on separate lines

Also enter no of cadets attending that night.  Late cadets go ona separate 
line
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Duties Duties –– during the nightduring the night

QQAssist with admin tasks in officeAssist with admin tasks in office
QQAnswer the phoneAnswer the phone
QQGreet Visitors Greet Visitors –– check ID and escort if necessarycheck ID and escort if necessary
QQComplete registerComplete register
QQManage notice boardsManage notice boards
QQCollect post from TA CentreCollect post from TA Centre
QQInform instructors of break and 5 min warningInform instructors of break and 5 min warning

Admin tasks will be assigned by staff.  Also see Duty NCO tasks box on 
whiteboard in office

Answer phone by saying something like , “Hello, Camberley Air Cadets, 
Cdt Cpl Bloggs speaking”

Get visitors to sign in visitors book and sign out when they leave

Check Authorised and Duty absences before completing blue register, also 
check that all staff have signed in at the back

Manage notice boards by removing out of date notices
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Duties Duties -- BreakBreak

QQEnsure canteen is mannedEnsure canteen is manned

QQCadets are supervised by an NCOCadets are supervised by an NCO

QQKit & classrooms are ready for 2Kit & classrooms are ready for 2ndnd periodperiod

QQCadets and instructors in place for 2Cadets and instructors in place for 2ndnd periodperiod

Canteen - (if not Committee then responsible Senior cadet ie SNCO)
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Duties Duties –– end of nightend of night

QQEnsure cleaning is carried out Ensure cleaning is carried out 
QQForm up final paradeForm up final parade
QQLower ensignLower ensign
QQEnsure all cadets have signed outEnsure all cadets have signed out
QQClose all windows and lock required doorsClose all windows and lock required doors
QQEnsure all kit is tidied awayEnsure all kit is tidied away
QQEnsure everything is ready for the next duty NCOEnsure everything is ready for the next duty NCO
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Parade Night TimingsParade Night Timings

QQ19:00 19:00 –– Sqn Sqn HQ opens, Duty NCO arrivesHQ opens, Duty NCO arrives
QQ19:05 19:05 –– Staff ops briefStaff ops brief
QQ19:15 19:15 –– first paradefirst parade
QQ19:30 19:30 –– 11stst training periodtraining period
QQ20:10 20:10 –– breakbreak
QQ20:30 20:30 –– 22ndnd training periodtraining period
QQ21:10 21:10 –– clean upclean up
QQ21:20 21:20 –– final paradefinal parade
QQ21:35 21:35 –– Start of Start of Sqn Sqn close downclose down
QQ22:00 22:00 –– Sqn Sqn HQ closesHQ closes
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Monthly dutiesMonthly duties
(End of Month)(End of Month)

QQSNCO to carry out Health & Safety inspectionSNCO to carry out Health & Safety inspection
QQDuty NCO to compile individuals monthly Duty NCO to compile individuals monthly 

attendance recordsattendance records
QQList given to CO for Flt PointsList given to CO for Flt Points
QQZero attendance list to be given to Flt Zero attendance list to be given to Flt CdrsCdrs
QQFlt Flt Cdrs Cdrs to contact nonto contact non--attendees attendees 
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General ExpectationsGeneral Expectations

QQBe proactive do not wait for problems to happenBe proactive do not wait for problems to happen
QQAssist the staff, do not create more work by Assist the staff, do not create more work by 

avoiding your dutiesavoiding your duties
QQIf in doubt askIf in doubt ask
QQRaise problems with equipment and the building Raise problems with equipment and the building 

to staffto staff
QQRaise problems with cadets to the appropriate Raise problems with cadets to the appropriate 

peoplepeople
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Non ComplianceNon Compliance

QQContinued failure to carry out duties will result in:Continued failure to carry out duties will result in:
QQExtra duties Extra duties 
QQReduction in flight points Reduction in flight points 
QQNo progression to more senior positionsNo progression to more senior positions
QQUltimately, recommendation to Ultimately, recommendation to WgWg Cdr for demotionCdr for demotion
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ObjectivesObjectives

QQUnderstand the expectations of the Duty NCOUnderstand the expectations of the Duty NCO

QQKnow the timings of an ordinary parade nightKnow the timings of an ordinary parade night

QQKnow the Duties that have to be carried outKnow the Duties that have to be carried out

Has this presentation met the objectives
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Any QuestionsAny Questions


