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This documentation is a brief summary of the Sea Cadet Unit Guidelines.  While 
this only covers certain points and small highlights of the procedures, more in 
depth documentation can be provided at your request. 
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ACRONYMS 
 
POM……………………………………………………………………...……Plan of the Month 
POD……………………………………………………………………………...Plan of the Day 
UOD……………………………………………………………………….…Uniform of the Day 
DW ...………………………………………………………………………..……..Drill weekend 
USNSCC or NSCC……………………....………………...United States Naval Sea Cadets 
USNLCC or NLCC……………………..………………United States Naval League Cadets 
CO…………………………………………………………….…………...Commanding Officer 
XO……………………………………………………………………………...Executive Officer 
PAO………………………………………….…………………………….Public Affairs Officer 
Muster……………………………………………………..……….Gather together for roll call 
Drill Hall……...…………………………………………..Location where cadets meet for drill 
BMR……………………………………………........Basic Military Requirement Coursework 
SR (E1)...……………………………………………………………………….Seaman Recruit 
SA (E2)...…………………………………………………………..……….Seaman Apprentice 
SN (E3)…...……………………………………………………………………………...Seaman 
PO3/O2 (E4/E5)........…………………………………………Petty Officer 3rd and 2nd Class 
PO1 (E6)………………………………………………………………....Petty Officer 1st Class 
CPO (E7)...…………………………………………………………………..Chief Petty Officer 
CNO…………………………………………………………………Chief of Naval Operations 
MCPON……………………………………………….Master Chief Petty Officer of the Navy 
COC…………………………………………………………………………Chain of Command 
NPO………………………………….…………………………………New Parent Orientation 
PT………………………………………………………………………………Physical Training 
RT…………………………………………………..……………………………Recruit Training 
AT…………………………………………………………………………….Advanced Training 
IEP…………………………………………………………...International Exchange Program 
DAR………………………..…………………………Daughters of the American Revolution 
SAR…………………………………………………………Sons of the American Revolution 
NLUS……………………………………………………….Navy League of the United States 
VFW………………………………………………………….……...Veterans of Foreign Wars 
POOW…………………………………………………….…………Petty Officer of the Watch 
OOD………………………………………………………………….………Officer of the Deck 
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WELCOME!  
 
Welcome aboard the Arleigh Burke (DDG-51) Division henceforth referred to as “Unit”.  We are 
very pleased that you have decided to enroll in the United States Naval Sea Cadet Corps to 
embark on one of the biggest adventures in your life.  This Handbook covers general areas of 
interest and Unit specifics.  Read this manual in its entirety, if you have any questions or 
concerns, do not hesitate to discuss this with the commanding officer on drill weekend or by 
phone.  The signature page is due back to the Unit the following drill month. 
 
 
AMERICAN LEGION POST 145 - AVON  
 
We are very grateful to Post 145 for graciously sponsoring our unit and allowing us to use of 
their facilities (Bldg. 377).  The Post is located at 375 S. State Road 267 in Avon, Indiana.  
Since its founding in 1919, the American Legion has welcomed veterans from all branches of 
our armed forces.  Reorganized and revitalized in 1999, the Avon American Legion Post 145 
has withstood many changes and is a thriving, active member of the community. 
 
Post 145 is located in Hendricks County and is centrally located between Brownsburg, 
Plainfield, and Danville communities.  While the Unit is located in Hendricks County, cadets can 
enroll from any other locale in Indiana, or Eastern Illinois.  Therefore, we call ourselves the 
Western Indiana Sea Cadets Corps (WINSCC) as there are no other unit’s close enough to 
cover western Indiana like our unit. 
 
 
USS Arleigh Burke DDG-51  
 
Our unit is honored to be named for the USS Arleigh Burke (DDG-51), the flagship of the Arleigh 
Burke class of guided missile destroyers.  These destroyers are called the greyhounds of the 
sea because of their sleek design and great speed.  There are currently 51 DDG-51 class 
destroyers in service in our Navy with a total of 61 to be built. 
 
The Arleigh Burke class ships were the first destroyers in the world equipped with the AEGIS 
Weapons Systems.  The USS Arleigh Burke was the first U.S. Navy ship designed to 
incorporate shaping techniques to reduce radar cross-section thus reducing its likelihood of 
being detected and, therefore, targeted, by enemy weapons and sensors.  Originally designed 
to defend against Soviet aircraft, cruise missiles, and nuclear attack submarines, this higher 
capability ship is used in high-threat areas to conduct antiair, antisubmarine, antisurface, and 
strike operations.  The DDG-51 is a currently active guided missile destroyer of the Atlantic 
Fleet porting in Norfolk, VA. 
 
The USS Arleigh Burke honors Admiral Arleigh “31-knot” Burke, the Chief of Naval Operations 
for consecutive terms under President Eisenhower.  Indiana’s Senator Richard Lugar served as 
the intelligence briefer for Admiral Burke during the 1950s.  Since ours is the first Indiana unit 
that is named after an active ship, we are all embarking on a great adventure.  With the support 
of the American Legion and its staff, and with Senator Lugar’s strong naval heritage and tie to 
Admiral Burke, the cadets have an opportunity of a lifetime when we are commissioned. 
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BENEFITS 
 
Though the Navy acts as a liaison to the Sea Cadets program, there is no obligation of those 
enrolled to enlist in the military.  Depending upon the rank earned while in the Sea Cadet 
Program, cadets who do enlist in the Navy, Coast Guard, or Marine Corps may be placed at an 
advanced pay grade. 
 
Sea Cadet experience is looked upon favorably by military service academies and ROTC 
selection boards.  Those cadets who are accepted to a four-year university may be eligible for 
scholarships through the Sea Cadet Scholarship Program. 
 
Most importantly, the Naval Sea Cadet Corps provides its cadets the opportunity to develop 
their leadership skills, build their character and become productive citizens through engaging 
activities such as the ones offered through the Sea Cadet Programs. 
 
 
UNIT EXPENSES 
 
Expenses fall into two categories, enrollment dues and two non-refundable uniform rental fees. 
 
Currently, dues of $60 per year provide the cadet with an annual ID card, covers premiums paid 
toward the Sea Cadet Group Accident and Health Protection Plan, and lastly, ribbons or 
appurtenances the cadet earns on an annual basis. 
 
A $60.00 non-refundable uniform rental fee is used to secure the initial standard uniform items 
to the cadet.  New or Surplus U.S. Navy uniforms will be available to the NSCC members.  
NLCC cadets, depending upon size may still have to retain their own uniform items if they are 
outside the standard US Naval issued sizes until they can fit into the naval sizes. 
 
The second $40.00 non-refundable uniform rental fee is used to secure the remainder of the 
standard uniform issue items so the cadet can be outfitted for Recruit Training (or NLCC 
Orientation) once Recruit Training orders and the Money Order has been processed.  This 
generally happens March, April, or May of the cadets first fiscal year in the program.  Dress 
uniforms will not be issued until the BMR has been passed; however certain accommodations 
may take place depending upon circumstances. 
 
 
ID CARDS 
 
All ID cards must be current through any training.  All annual dues are to be submitted to the 
Unit two months prior to ID card expiration.  Cadets without a current ID card will not be allowed 
to participate in Unit functions, trips, local trainings, or national trainings – no exceptions.  It is 
the sole responsibility of the cadet to ensure their ID card dues are in on time.  ID cards remain 
current through the end of cadet/staff enrollment month even if they enrolled on the 5th of that 
month in the preceding year. 
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PayPal  
 
Our Unit is one of the very few in the Nation that offers the option to families to pay for items 
through using the PayPal account set up on our website.  You are eligible to use this option for 
convenience purposes and because it is not mandatory to use this option there is a slight up-
charge to cover the cost incurred to the Unit by PayPal.  This charge is not to benefit the Unit as 
a profit, but covers the fee PayPal charges the Unit so all of the money you elect to send is 
credited 100% to the appropriate account. 
 
Be careful when using PayPal.  You must itemize (for large credits) each amount that your 
payment is covering.  For example: You are paying $120.00, where you break down your 
payment is in the “comments” section i.e.: $60.00 Cadet Jones’ ID card, $60.00 Cadet Smith’s 
ID card etc.  If you do not list for whom a payment is made, or do not list what it is for, it will 
100% guarantee a delay in processing until we can figure out the transaction details.   
 
You can utilize PayPal to pay for lunches, Summer or Winter Trainings, replacement fees for 
lost ID cards, re-enrollments etc. 
 
 
2009 DRILL DATES  
 
The unit drills the second full weekend of each month with an exception always being 
December.  We will do our best to ensure every cadet and parent has the plan of the month 
(POM) at least four days prior to drill but regardless, drill should always fall on the second full 
weekend unless otherwise stated.  Web communication, through our web site or by email, is the 
preferred method of communication.  If an Internet connection is not available to you, please 
make sure your CO is aware of that fact. 
 
At times, a drill weekend may be changed due to scheduled training events that are out of our 
control or will better coincide with a unit training evolution.  Those dates will be communicated 
through the unit website in that months POM. 
 
There are times where drill dates will fall on a holiday regardless of the nature of the holiday.  
While we understand that birthdays and family events for holidays do fall on drill weekend, we 
ask that the cadets adhere to the 75% drill attendance regulation as defined in the NSCC 
Regulations Manual. 
 
The tentatively scheduled dates for 2009 are: 
 
 06 – 07 June 
 11 – 12 July - CANCELLED 
 08 – 09 August 
 12 – 13 September 
 03 – 04 October 
 10 – 11 October 
 14 – 15 November 
 05 – 06 December 
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DRILL DAY INFORMATION  
 
Drill starts promptly at 0800; it is a Unit requirement to have the cadet at the drill site by 0745. 
This allows for any necessary communication that may need to take place and will reduce the 
interruptions to the training schedule.   
 
Parents are to drop off the cadet at the front of the drill hall, if you have some administrative 
questions, please feel free to come in and talk with us or you can call at a more convenient time 
for you and we’ll schedule an appointment.  Due to the limited space in the drill hall, parents are 
not allowed to stay for drill unless they are an approved volunteer, enrolled in the program, or 
have questions that can be addressed quickly. 
 
Our drill day ends at 1630 (4:30 PM) and it is not unusual for parents to arrive approximately 15 
minutes prior to the end of drill.  If you are going to be late, let us know and we will make 
arrangements to stay until the cadet is picked up as long as it is reasonable. 
 
Upon arrival, the Unit will muster in for morning formation and accountability.  On Saturday after 
morning muster there will be morning colors (weather permitting).  All cadets will muster for 
colors.  The uniform of the day (UOD) will be addressed in the plan of the month (POM).  It is 
not necessary the cadets know what the POD is.  Generally there will not be a POD posted 
unless the event or training requires it. 
 
 
LUNCH - CADETS 
 
There will be a 30-45 minute lunch break each day.  Cadets can bring their own lunches and 
drinks, or they can participate in the catered lunch option for approximately $5.00 each drill day.  
There is a very small refrigerator on site for cadet use.   
 
Parents are not to bring lunches such as ordering pizza for selected cadets; cadets will eat the 
lunch provided by the unit or the one brought from home.   
 
The Unit will no longer fund cadets eating on “credit”.  The money comes from our personal 
funds when there isn’t enough to cover the meal and it is unfair for those cadets that willfully 
comply with the lunch fee.  Most of the time, the lunch fee isn’t reimbursed.  If this continues to 
happen, the catered lunch option will be cancelled. 
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LUNCH - STAFF 
 
Staff is not authorized to sit with cadets during lunch; the appearance of the delineation of 
authority must always be present and avoids the accusations of fraternization or favoritism.  
Likewise, generally the LPO and ALPO have the authority to sit together away from the cadets 
so they may conduct Unit business over the lunch period.  This action will not be construed as a 
“power trip” as it is recognized that this if often the only chance they have to discuss the POD or 
other matters related to unit operations in a semi-private setting. 
 
Parents that are not on staff are not allowed to come in for a lunch visit or eat with their cadet.  If 
a parent comes to take the cadet offsite for lunch, they are dismissed from drill for the rest of the 
day and will lose their perfect attendance standing. 
 
 
INCLEMENT WEATHER 
 
During inclement weather such as severe ice or snow storms, we will initiate the phone chain 
through the COC.  It is very important the cadets service jacket address and contact phone 
numbers are kept current.  Additionally, cadets should check the Unit website for changes. 
 
In the event of inclement weather and drill is cancelled, all cadets will be counted present.  
Cancelling drill due to weather does not count against the cadet and they would still be eligible 
for the perfect attendance award as long as other attendance criteria have been met. 
 
 
CHANGE OF ADDRESS 
 
If a change to your home address, guardianship, court orders, phone numbers, insurance, or 
medical information occurs, the parent must fill out a new cadet application with this new 
information.  All orders are generated from the most current Cadet Application on file; if there 
are changes you must notify the Personnel Officer immediately the following drill after the 
change occurs.  Failure to do so in a timely manner will most definitely delay the cadet’s training 
orders and possibly cause them to miss the billet and not be able to attend their desired training. 
 
 
PLAN OF THE MONTH or PLAN OF THE DAY  
 
As a courtesy, a Plan of the Month (POM) will be posted on the unit website only.  The POM will 
list the uniform of the day (UOD) for both days.   
 
The POM’s primary use is an informational tool used to give a “heads up” so people have a 
general idea on what might happen on drill weekend.  Keeping the cadets informed should keep 
the parents informed.  It is the sole responsibility of the cadet to pass information to their parent 
or guardian.  The last thing you would want to find out that an inspection was to occur and 
you’re not prepared, which is why we post a POM. 
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Any deviation to the orders set forth in the POM (such as meeting times and locations for 
special events) may cause the cadet to be counted as unexcused depending upon the events 
listed on the POM and will not be retracted.  It is imperative that these orders are followed to 
avoid miscommunications or misunderstandings and lost cadets.  Any questions or intent to 
deviate from the POM, you must contact the Commanding Officer for approval. 
 
 
ABSENCES 
 
As with most Navy units, the front line leaders must know where everyone is.  If you are going to 
be late or cannot attend drill for family emergencies, or school or church functions, you must first 
contact your squad leader, if no response, follow the chain of command.  We understand there 
are times unusual circumstances crop up, just call and let us know. 
 
ALL CADETS ARE TO BE LISTED AS PRESENT OR ACCOUNTED FOR.  Any cadet not 
accounted for on drill or event day, will cause the Unit staff to contact the family member of the 
cadet to ensure they are either going to be absent or arriving late. 
 
Missing too many drill days without calling in could place you on probationary status, delay your 
advancement, and may interfere with opportunities for away trainings.  To get the most out of 
this program, we encourage cadets to attend as many drills as possible.  All cadets are required 
to attend 75% of the annual drills, less than that can place you on probation.  Please be 
courteous to all adult staff that has made time to organize training and be there. 
 
 
NEW PARENT ORIENTATION 
 
Upon the cadet arriving for their first day of training, parents may come in for a question answer 
session which can be made available to them generally the second half of the hour the cadet 
arrives.  This is called the New Parent Orientation and is held every drill Saturday at 8:30 to 
9:00am.  There is so much the cadet must learn initially that it can be quite taxing so assisting 
the parents is a primary goal of our unit initially. 
 
To avoid ongoing miscommunications, the staffs’ goal is to periodically keep the parents 
informed as to advancements or any other items pertinent through the Unit binder, the 
newsletter, or website.  Cadet binders are to keep you informed of items that are not 
communicated via email or the website.  It is not the responsibility of the staff to communicate 
with each and every parent.  There are enough vehicles in place to disseminate information; it is 
the responsibility of the cadet to relay this information. 
 
I encourage parents to discuss with the Commanding Officer any concerns, or issues regarding 
the process of Chain of Command, Uniforms, Drill Information, etc.  The Commanding Officer 
will then disseminate the request to the appropriate department for clarification and they will 
contact you at their convenience. 
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The Departments in the Unit are set up to eliminate any one person doing the complete job of all 
billets.  There will be times where communication with two or more departments may be 
necessary to get the complete information needed by the parent.  Just because one person has 
one bit of information, doesn’t mean they have it all. 
 
 
CELL PHONES  
 
Cell phones are strictly prohibited during drill weekend or trainings unless expressly approved 
by the commanding officer.  Any unauthorized use of cell phones will be dealt with immediately.  
Non compliance with a direct order will be cause for immediate action.  If you do bring your cell 
phone, turn it off and place it in your sea bag..  The Unit will not be responsible or held liable for 
lost or stolen cell phones. 
 
Cadets and Staff are NOT authorized to talk on a cell phone while walking in their issued 
uniform period.  This includes times where dismissal has occurred and the cadet or staff 
member is still in uniform.  Infractions will cause immediate counseling or removal from a 
position or leadership. 
 
 
WEAPONS AND FIREARMS  
 
Under no circumstances will an individual be allowed to enter the drill hall carrying or 
possessing any sort of weapon or firearm on their person whether they hold a valid permit or 
not.  No live ammunition will be permitted whatsoever.  Don’t think about it!  ZERO 
TOLERANCE.  You will be removed from the program immediately upon discovering a violation 
of this infraction.  Parents and/or cadets in violation of this directive will be asked to leave the 
premises immediately.  Non-compliance or protesting the staff’s directives will result in the 
police being contacted to remove you. 
 
Small Swiss Army type pocket knives are allowed in certain situations WITH THE 
COMMANDING OFFICERS APPROVAL.  In such cases it will remain in your pocket until told to 
use it.  Any playful behavior with a pocket knife or comments of the joking nature, or threatening 
gestures will result in immediate Captains Mast. 
 
The only case where an individual will bring in any sort of weapon would be that of a police 
officer in an official capacity such as weaponry, firearms training or drug enforcement 
instruction.  Example: On duty law enforcement officers are permitted on site. 
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WRIST WATCHES 
 
All cadets are required to wear a wrist watch during training or attending drill.  If you do not have 
a wrist watch you may use a pocket watch as long as any portion of it is not visible.  You must 
adhere to the Uniform Regulations Manual. 
 
 
PERSONAL BELONGINGS  
 
Any cadet that brings in items that are not part of the requirement for training does so at their 
own risk.  The Unit will not be responsible or held liable for lost or stolen personal belongings, 
including uniform items. 
 
 
PARENT INVOLVEMENT 
 
Parents that are kept fully informed of Unit activities will more likely support their child, thus 
supporting the NSCC program.  Parent involvement is paramount to the success of the Sea 
Cadet Program and I welcome any parents interested in enrolling or volunteering their time, we 
will gladly put you to work through the Parent Auxiliary.  You may not have a military 
background, and one is not needed, but you do have life and work experiences that could be an 
asset to the unit. 
 
 
PARENTS OBSERVING DURING TRAINING  
 
Unfortunately parents cannot stay during cadet training and ask that once business has been 
conducted with the adult staff, you are asked to vacate the drill hall.  This insures that the 
cadets’ full attention is placed on the instruction given and not focusing on family members.   
 
At this time, unless you are an authorized volunteer or a registered adult staff member, we must 
ask you to drop off your child and return no sooner than 15 minutes prior to arrival/dismissal.  
Please wait outside until your son or daughter comes to you. 
 
 
CADET AND ADULT RESPONSIBILITY  
 
There are some important things to remember when affiliated with this Unit.  Cadets and staff 
are expected to conduct themselves in a military manner at all times, living according to the 
Navy core values of Honor, Courage, and Commitment. 
 

·  First and foremost is observance of military customs and courtesies.  This includes 
showing proper respect for superiors, your parents and your fellow cadets.  This is in 
keeping with the Navy’s core value of Honor .  
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·  Punctuality for drill is vital.  Each drill period is carefully planned and events fit into a very 

well defined schedule.  When you show up on time for drill and the other events, you are 
showing your Commitment  to honorable and faithful service.  You are also showing 
respect for your fellow cadets, adult staff, and the cadet corps. 

 
·  Communicate with your cadet chain of command.  We are here to help you and be your 

advocate in all things.  Your chain of command has what is known as an “open door” 
policy, which means that no matter what the time or problem, we will listen and try to 
help if it is of an urgent nature.  To aid in this, each cadet will also have contact 
information for the members of the chain of command for any time between drill periods.  
Often asking for help requires more Courage  than trying to “tough it out.” 

 
How does this play in my everyday life? You are expected to conduct yourself in a manner that 
would always be of the utmost respect to all citizens whether you are at a Unit function, at 
school, or on vacation.  For those cadets and adult staff, you play a major role in how the world 
views you and your behavior.  This isn’t just for the NSCC Program; this should be an everyday 
part of your life even if you never were enrolled. 
 
At all drills, cadets are expected to bring their personal Unit binder they were issued when they 
enrolled as well as the uniform items as stated on the POM.  You can add extras to your binder 
that may help; hi-liters, extra pencils etc. to make it more useful to you. 
 
 
COMMUNITY ACTIVITIES 
 
Along with regularly scheduled drills, opportunities will arise for participation in community 
activities.  This may include acting as the color guard (carrying the flags), marching in a parade, 
or greeting people at a ceremony.  Each cadet is expected to volunteer in service to his or her 
community, and will be recognized for exceptional service by way of a Community Service 
Ribbon or Unit Commendation.  
 
Depending upon the nature of the service the opportunity to be awarded the most sought after 
“Citation Ribbon” could be a possibility.  A community service award is presented to any cadet 
that can submit proper documentation of hours of service.  Once totaling 40.0 hours, they earn 
an award.  Unit Commendation awards can also be given for Unit activities.  Please review the 
Awards Manual for more information. 
 
Fundraising is also considered a Unit function and will be conducted throughout the year.  The 
Unit is a non-profit organization and only receives funds from our sponsor, or through 
fundraising. 
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STANDARDS OF CONDUCT  
 
All cadets and staff will be informed of the Standards of Conduct and are required to sign the 
Standards of Conduct Agreement upon coming aboard ship.  The agreement is to ensure safety 
and courtesy among the cadets.  Safety is paramount in the Naval Sea Cadet Program and will 
not be compromised.   
 
The Standards of Conduct covers all areas of fraternization, harassment, hazing, larceny, grand 
larceny, bullying, or otherwise demeaning or demoralizing another human being with the intent 
to cause harm.  An infraction to this code of conduct will cause immediate counseling and 
depending upon nature, dismissal from the program.  ZERO TOLERANCE!  
 
 
RESOLVING UNIT CONFLICTS 
 
Sadly, one Navy custom and tradition that we would like to caution parents about is mutiny.  If 
you have been involved with other youth programs, you may have previously experienced this 
phenomenon.  It occurs when parents and/or adult volunteers can’t get along, have 
interpersonal conflicts, and often have very strong differences in how things should run.  While 
opinions are welcome, there are processes in place that must be followed and have proven to 
be successful for the NSCC program over 60 years.  First and foremost, bring all issues or 
concerns straight to the Commanding Officer in a professional manner. 
 
Jumping the Chain of Command for personal differences or interpersonal conflicts in the unit will 
be grounds for immediate disenrollment or removal from the NSCC Program or facility.  
Jumping the Chain of Command consists of any communication to a Regional Director, Sr. 
Regional Director, Field Representative and higher. 
 
Consistent degradation of officers, staff members or cadets poisons the Unit and integrity of the 
Naval Core Values.  It is not tolerated and will be cause for counseling. 
 
 
COUNSELING 
 
There may be times where a breakdown occurs in either communication, respect for the chain 
of command, insubordination, or agreement with a command decision.  In this case, depending 
upon severity and frequency, intervention will occur on a case by case basis and counseling 
sessions may take place.  Probation may occur depending upon the infraction.  The final 
approval or decision for EMI or probation is made by the Unit Commanding Officer and cannot 
be challenged. 
 
Counseling and probation will take place only on drill weekend.  If you are unwilling or unable to 
attend the counseling session, you will not be allowed to attend special Unit functions, or 
advance in the NSCC Program until counseling has occurred. 
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PROBATION 
 
If you are placed on probation, you will not be allowed to advance in the NSCC Program and 
advancements cannot “accrue”.  Example: you are scheduled to become E3 on August 1, 
August 1 probation commences, you did meet the requirements to automatically advance E4 six 
months later.  While you could have advanced to E4, due to being on probation you can only 
advance to E3 on February 1 and must wait another 6 months to advance to E4.   
 
Subsequent infractions of a serious nature, or detrimental to the functioning of the unit may be 
cause for dismissal from the USNSCC or USNLCC program.  This is the decision of Unit 
Commanding Officer and cannot be challenged. 
 
 
EXTRA MILITARY INSTRUCTION  
 
EMI will occur when an infraction has been noted by staff or cadets in leadership positions.  EMI 
can only be approved by the Unit CO prior to the issuance of EMI.  No EMI can be degrading in 
nature, cause bodily harm, or otherwise demoralizing.  EMI is supposed to correct the deficit 
and its intent is to further enhance knowledge in that area of deficit. 
 
A few examples of what EMI will be issued for: 

·  Showing up to drill late 
·  Insubordination 
·  Failure to follow directions 
·  Failure to wear the uniform properly 
·  Non-compliance in grooming standards 
·  Not properly crossing the Quarterdeck 
·  Not saluting 
·  Addressing cadets by first names instead of rank/last name i.e: Seaman Smith 

 
These are just a few areas that EMI will be issued to correct the deficit. 
 
 
LANGUAGE – INNAPPROPRIATE USE OF FOUL WORDS  
 
The use of inappropriate vulgar language by cadets or staff is not allowed during drill time and 
will be dealt with immediately upon reporting or witnessed by staff.  EMI may immediately follow 
corrective actions.  Occasionally certain expletives may be said in the case of serious injury to 
the injured cadet.  Although we strongly discourage the use of inappropriate language, 
determinations as to the negative intent of the infraction may be cause for EMI. 
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TRAINING 
 
Sea Cadet training consists of Navy Non-Resident Training Courses (NRTC), training evolutions 
(away from local units), shipboard training, and training arranged locally by units.  Cadets are 
instructed by naval personnel (active, reserve, and retired), by senior Cadets and by dedicated 
adult volunteer leaders who comprise the NSCC Officer Corps through classroom and applied 
instruction.  
 
Cadets study a broad range of subjects. Some are designed to help them to become better 
adult citizens; others teach them the importance of strong maritime forces. They also study 
naval history, customs and traditions, seamanship, navigation and similar subjects that will help 
their chances for promotion should they decide to join one of the sea services.  There are also 
events held in conjunction with other Sea Cadet units such as Flagship Competition, or the Sea 
Bee Challenge that will provide cadets with the best training possible and reinforce their 
knowledge in a fun competitive atmosphere. 
 
 
BASIC MILITARY REQUIREMENT (BMR)  
 
The Sea Cadets are required to complete the BMR during within the first calendar year they are 
in the program.  From this coursework, a cadet will be introduced to military life, ship life and the 
rich traditions and history of the United States Navy.  This is primarily a self-study online, open 
book course.  Completing and passing the BMR is the first step in cadet advancement.  Once 
the BMR and recruit Training are completed, the cadet advances to E2, Seaman Apprentice.  
After which, you will be required to complete and pass the Seaman correspondence course, 
have time in rate, and an advanced training in order to become a E3 – Seaman. 
 
At the commanding officers discretion, accommodations may be made for cadets that require a 
hard copy course book to work from.  Parents are to inform the commanding officer if such a 
need exists for any coursework in advance. 
 
Failure to complete and pass one course per calenda r year will automatically place you 
on probation January the following year (dependent upon enrollment date).  
 
This information can be found online at www.compass.seacadets.org under the Cadet 
Advancement link on the left side of the page.  Once you have clicked on that link, you can 
choose your correspondence course needed for your rate.   
 
In order to be issued the dress uniform for the season, you must first pass the BMR.  NLCC 
Cadets do not need to comply with this request.  See the Uniform section of this handbook. 
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COURSEWORK 
 
The standard courses required for cadet advancement are: 
 
BMR   needed to advance to E2 
Seaman  needed to advance to E3 
PO3/O2  needed to advance to E4 and E5 
PO1   needed to advance to E6 
And CPO needed to advance to E7 
 
Any other coursework can be completed for credit.  There are many courses to take online in 
the Compass website. 
 
Any hard copy of coursework checked out and taken home must be returned by the next drill or 
sooner if special arrangements are made.  Any cadet that damages beyond repair, loses, or 
does not return for any reason will pay for a replacement at the total cost of the replacement 
expense of $15.00 to cover time and transportation fees.   
 
One course assignment needs to be completed and ready for turn in on the first drill day each 
drill month.  For those that need to complete the BMR, you will turn in more than one completed 
assignment at each monthly drill. 
 
 
ADVANCEMENT  
 
Promotion within the Cadet Corps is based upon merit.  Promising individuals, upon fulfilling 
certain successive qualifications and requirements, are given command positions and 
encouraged to develop their leadership abilities. 
 
All new cadets enter the program at the rate of Seaman Recruit (E1).  In order for cadets to 
move up through the ranks they must complete the following:  
 

·  the NRTC Correspondence Course for that rate 
·  a training such as RT (for E1’s) and AT’s for E2’s and above 
·  6 months time in rate minimum 
·  and, depending on the rate, the Navy's Military Leadership exam for that rate. 

 
The cadet rate structure parallels that of the Navy and Coast Guard's enlisted rate structure.  
Chief Petty Officer (E7) being the highest rate a cadet can achieve is the most prized position in 
the program as long as the billet is open. 
 
The specific minimum requirements for promotion for each rate are listed in on the Resources 
Website.  As in the military services, recognition is made in the form of awards and ribbons.  
Each ribbon has certain criteria that must be met, and must be documented in the service 
jacket.  The awards information can be found in the Resources Website also. 
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LEAGUE CADET ORIENTATION - NLCC  
 
Navy League Cadets have the opportunity to participate in a one-week recruit orientation and 
weekend unit training evolutions.  While Navy League Cadets are not permitted to go to sea for 
extended periods, they often participate in day cruises and tours.  Navy League Cadets may 
participate in one-week advanced training evolutions in subjects such as Leadership, 
Seamanship, and Boating Safety.  For League Cadets, training only takes place during the 
summer months. 
 
NLCC cadets do not complete the BMR at this time.  They currently have the NLCC Syllabus to 
complete to advance in rank in the NLCC program.  Cost for trainings are generally less than for 
Sea Cadets depending upon the location of the training.  There is NLCC Orientation and NLCC 
Advanced Orientation. 
 
NLCC Orientation is not mandatory but sure is a great learning experience and prepares them 
better for their entrance into the Sea Cadet program. 
 
 
SEA CADET RECRUIT TRAINING - NSCC  
 
In addition to normal drill weekends, newly enrolled Sea Cadets attend Recruit Training (the 
Sea Cadets’ “boot camp”) held at military installations across the country.  All cadets must 
complete recruit training in the first year of affiliation. It is a scaled down version of the Navy's 
recruit training.  For approximately 9 days to two weeks (depending upon the training location) 
cadets are instructed by active and reserve military personnel, and Sea Cadet officers with 
training in military drills and discipline, physical fitness, seamanship, shipboard safety, first aid, 
naval history, and leadership.  After successfully completing recruit training and passing the 
BMR you can advance to the rank of E2 Seaman Apprentice. 
 
Trainings normally occur during the summer months, occasionally during the winter and spring 
break periods, are generally one to two weeks in duration.  The cost does not include the 
expense of transportation to the training, which is borne by each individual.  Utilizing personal 
transportation is always an option, and in some cases, car pooling is the most economical 
option and in rare instances, flight arrangements made need to be secured by the parent. 
 
 
INTERNATIONAL EXCHANGE PROGRAM  
 
In addition to the above, those cadets who exhibit extraordinary initiative and leadership ability 
may participate in annual exchanges with Sea Cadet Corps' around the world.  Each Cadet 
must have an outstanding record as well as a good reputation within his home community and 
have earned the highly prized “Citation Ribbon”.  They must also meet the requirements of that 
host country and be recommended by the Unit CO.  This information may be obtained through 
the 1MC, a Yahoo Groups, forum.  Information on IEP comes out in early to mid January of the 
training year. 
 
 



���������	
���
���� � ������
 �

 

UNIFORMS 
 
Cadets are authorized by the Secretary of the Navy to wear Navy enlisted uniforms 
appropriately marked with NSCC/NLCC insignia.  Surplus U.S. Navy uniforms are made 
available to the NSCC and NLCC. These uniforms, in turn, are made available to cadets. 
 
All cadets will be issued branch tapes, name tapes, name plate, and flashes for their uniforms.  
Cadets will not normally receive all their sea bag items until they are within 3 months of 
attending Recruit Training and the money order for Recruit Training has been received and 
orders are processed. 
 
Dress uniforms will not be issued to cadets until the BMR has been passed.  The only time 
where this would be allowed would be for the cadet to attend Recruit Training and the cadet is 
within 8 weeks from recruit training report date. 
 
**Sometimes cadets, especially the League cadets, do not fit into naval uniforms.  Other 
arrangements may need to be made in these circumstances; this includes the non-refundable 
uniform rental fee.  This may include the parent finding the necessary items at a local store that 
sells school uniforms.  You may have to obtain these uniforms from the boys section of these 
types of stores. 
 
Refer to the examples in the USNSCC Uniform Manual for Sea Cadets Appendix 1 (various 
areas), Appendix 6 (e) for winter and (f) for summer and (j) for males.  Refer to Appendix 7 (e) 
for winter and (f) for summer and (j) for females.  Refer to Appendix 8 (a) and (b) for NLCC male 
and female cadets.  Refer to Appendix 9 for BDU – Males and Females.   
 
The Uniform Manual is located at www.resources.seacadets.org under the Uniforms link at the 
bottom left side of the front page. 
 
 
STANDARD NSCC RENTAL UNIFORM ISSUE (UI) ITEMS – MAL E OR FEMALE:  
 
UTILITIES – MALE OR FEMALE 
1 RECRUIT OR UNIT BALL CAP 
1 DIXIE CUP – MALE 
1 COMBO COVER AND MEDALLION – FEMALE 
1 SET SUMMER DRESS WHITES, MALE OR FEMALE (season appropriate) 
1 SET WINTER DRESS BLUES JUMPER/TROUSERS – MALE (season appropriate) 
1 PAIR WINTER DRESS PANTS/JACKET/NECK TAB/BLOUSE – FEMALE (season appropriate) 
1 ALL WEATHER COAT (RAINCOAT) WITH LINER – MALE OR FEMALE 
1 NECKERCHIEF FOR SUMMER DRESS WHITES – UNISEX (females receive for summer) 
1 BLACK WEBBED BELT WITH SILVER TIP AND SILVER FACE BUCKLE – MALE OR FEMALE 
1 WHITE WEBBED BELT WITH SILVER TIP – MALE 
SHOULDER FLASHES – UNISEX 
1 UNIT ROCKER – UNISEX 
1 NAMEPLATE - UNISEX 
1 SEA BAG 
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STANDARD NLCC RENTAL UNIFORM ISSUE (UI) ITEMS – MAL E OR FEMALE** 
 
UTILITIES – MALE OR FEMALE 
1 RECRUIT OR UNIT BALL CAP 
1 DIXIE CUP – MALE 
1 GARRISON CAP AND MEDALLION – FEMALE 
1 PAIR OF BLACK TROUSERS – MALE AND FEMALE 
1 WHITE COTTON SHORT SLEEVE SHIRT – MALE AND FEMALE 
1 BLACK WEBBED BELT WITH SILVER TIP AND SILVER FACE BUCKLE – MALE OR FEMALE 
SHOULDER FLASHES – UNISEX 
1 NAMEPLATE - UNISEX 
1 SEA BAG 
 
 
NON-STANDARD UNIFORM SUPPLY ITEMS:  
 
Non standard uniform items include items that the unit normally will not issue, or issues with 
quantity limitations.  Other uniforms or uniform items that do not fall into the standard UI 
category/allowances are not considered standard issue.  Any costs associated with ordering or 
the shipment of these non standard items will be solely at the expense of the cadet.  Cadets 
with a valid ID card are eligible to order uniform items (via phone) through the Navy Exchange 
at www.navy-nex.com.  You must fax them a copy of both sides of your ID card at the order 
number they provide you and secure payment as requested.  You cannot order items for other 
family member use. 
 
Cadets and parents are also authorized to purchase uniform items from 
www.1800nametapes.com for extra name tapes, name plates, and branch tapes, coverall tapes, 
or any other item offered that is authorized uniform wear according to the NSCC Uniform 
Manual.  The unit will not issue a refund for purchases made. 
 
Cadets can also purchase items from the Ships Store at www.seacadetshipsstore.com.  The 
two areas you cannot access is the Gear Locker and Recruiting Items.  The unit will not issue a 
refund for purchases made. 
 
We do not have the capacity nor the funding to supply every cadet with every special uniform 
(or item) need based on their individual training choice.  This includes recruit trainings and 
advanced training needs.  We will help you the best we can to direct you to a place that may 
have what you are looking for.  If purchasing additional items from the Unit is necessary, 
payment for these extra items are requested at time of delivery. 
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PURCHASING ADDITIONAL UNIFORM ITEMS  
 
If you need extra rank, flashes, rockers, or any BDU items, contact the Supply Officer and an 
order will be placed by the CO.  Full reimbursement of items must be paid at time of delivery to 
include shipping costs. 
 
 
UNIFORM SUPPLY CHIT 
 
Uniforms are issued to cadets according to the schedule of a new enrollment process.  Those 
cadets that are requiring adjustments to the sea bag items issued will be required to fill out this 
form each Saturday of drill between the hours of 0800 and 1000 in accordance with the 
directions on the form.  No issuance of uniform items will be entertained outside of drill weekend 
unless the need for this change is required in order for the cadet to attend an advanced or 
recruit training and the uniform change out, or addition, is a requirement of this training. 
 
There may be a circumstance where a cadet cannot attend a particular drill and the uniform (or 
item) change is required before the next drill, they are asked to contact the Executive Officer for 
approval.  The XO will notify the Supply Officer via email.  Only then, will the Supply Officer be 
able to issue uniform items outside of drill. 
 
 
SEPARATION FROM THE UNIT  
 
Upon separation from the unit for any reason, you are required to return all uniform items issued 
to you.  If the uniforms issued to your son or daughter are not returned, you will be responsible 
for the replacement cost and any expenses for the collection thereof.  This cost can be up to 
$85.00 depending on what was issued at time of separation. 
 
It is expected that they be returned in good condition.  Normal wear is expected. 
 
 
TRANSFERRING UNITS, ENLISTING INTO THE SERVICES, OR DISENROLLING 
 
Cadets will never receive their service jacket if they are transferring units.  It is the receiving unit 
Commanding Officer’s responsibility to contact the leaving CO.  Service Jackets will remain the 
home unit until a formal request has been made. 
 
Cadets will always receive their service jacket if they are enlisting into the armed forces upon 
their official disenrollment from the Sea Cadet Program.  They will receive the original record of 
cadet advancement marked according to NSCC Regulations. 
 
Cadets disenrolled from the program for anything other than for gross misconduct will receive 
their service jacket with their advancement record marked according to NSCC Regulations. 
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SERVICE JACKET  
 
All activity involving a cadet will be found in his or her service jacket.  All cadet information filled 
out during enrollment process, the Standards of Conduct Agreement, scores from each course 
completed, trainings attended, parades, community service will be placed in the service jacket.  
Results from training activities and the administration remarks will reside there.  Information 
about service to the community will be included, as well as education reports; i.e.: honor roll 
(academic achievement).   
 
The service jacket contains the information a cadet needs for promotion and recognition.  This 
service jacket is the “diary” of the Naval Sea Cadet.  Each commanding officer who views the 
cadet’s service jacket has a complete understanding of the caliber of cadet they are receiving 
for an advanced training.  This service jacket also enables them to possibly be placed into 
leadership positions based on achievements, rank attained, and trainings attended in the past 
regardless of age. 
 
All cadets are required to review their service jacket during drill at least once a year to ensure 
accuracy.  Cadets or Parents are not allowed to “sanitize” any service jacket. 
 
 
GROOMING STANDARDS  
 
All cadets actively enrolled into the program must adhere to the grooming standards set forth by 
the NSCC Regulations.  It is the cadet’s responsibility to ensure grooming standards are met 
prior to drill or an event.  If you attend a drill or event and are not in grooming standards, you will 
be sent home at your parent’s expense.  In the event your parents cannot be reached or pick up 
time is delayed, you will not be allowed to participate in any Unit event until your parents come 
to get you.  This is inclusive of male and female grooming standards and holds a zero tolerance 
no exceptions and cannot be challenged.  Consistent non-conformance with the NSCC 
standards will place you on probation.  All cadets and parents are to sign a Grooming Standards 
agreement upon enrolling into the NSCC or NLCC Program or to have one on file after 
enrollment has occurred. 
 
 
CHAIN OF COMMAND  
 
The chain of command is vital to any organization.  Within the NSCC it is very simple.  The unit 
must have a clear structure in order to handle the daily business of the unit.  Should the cadet or 
his/her parent(s) have any questions regarding specific areas, I encourage parents to discuss 
with the Commanding Officer any concerns, or issues regarding the process of Chain of 
Command, Uniforms, Drill Information, etc.  The Commanding Officer will then disseminate the 
request to the appropriate department for clarification and they will contact you at their 
convenience. 
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The Departments in the Unit are set up to eliminate any one person doing the complete job of all 
billets.  There will be times where communication with two or more departments may be 
necessary to get the complete information needed by the parent.  Just because one person has 
one bit of information, doesn’t mean they have it all.  If the Commanding Officer has directed 
you to contact the specific department, the ones you would need are listed below.  You can 
obtain their email address through the unit website. 
 
Issues that cannot be handled by any of the staff can be directed to the XO or CO.  Once all 
attempts to contact the Unit staff have failed, you may contact the officers below.  In a case of 
an issue needs an emergent response, contact the CO immediately. 
 
Commanding Officer   co@winscc.org or 317-308-1526 
Executive Officer   xo@winscc.org 
 
There is no reason to go above the commanding officer unless you feel the situation is 
contradictory to the Naval Core Values or against NSCC Regulations.  This includes cadet(s), 
cadet parents, and Unit staff.  All issues should always be handled at the lowest level possible 
in the chain of command.  Refer to the “Mutiny” section of this SOP. 
 
 

All cadets report up the chain of command as follow s:  
 
Cadets in a squad report to their respective Squad Leader 
Squad Leaders report to the ALPO 
ALPO reports to the LPO 
LPO reports to the Training Officer 
Training Officer and all other departments report to the XO 
XO reports to the CO 
 
There is no reason why a cadet should come to the XO or CO for items related to training such 
as course work, or uniform items.  While the intent is to not alienate the cadets with the XO or 
the CO, there will be many times where standard communication will take place that is not 
breaking the chain of command.  In such cases, please do not feel like the end of the world is 
going to take place.  There is nothing wrong with having the XO or CO talk with you; it could be 
something as simple as clarification on an issue. 
 
Of course, you would not ask the XO or CO if they can check out a BMR binder – that is the 
responsibility of the Training Officer.  Uniforms don’t fit any longer; you need to contact the 
Supply Officer.  Every position has its purpose and everyone must contact the appropriate 
department. 
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ROLES OF RESPONSIBILITY (CADET)  
 
Cadets may be placed in roles of responsibility such as squad leaders, special billets, or 
positions of leadership.  They are placed there because of their ability to lead and to lead by 
example. 
 
Cadets will be rotated as appropriate to give other cadets a chance to grow and potentially lead.  
Generally a position of responsibility will be in that position for no more than a year, or less, 
depending on unit need. 
 
Cadets in positions will be removed from their position based on factors that show disrespect or 
insubordination to the Unit Staff, Unit Cadets, or the bring discredit to the US Navy, the Naval 
Core Values, and Standard of Conduct as outlined in the NSCC manuals. 
 
 
INDIVIDUAL TRAINING AWARDS and ANNUAL UNIT/NATIONAL  AWARDS  
 
Cadets will receive awards based on achievements personally made or received at training 
provided the criterion has been met for that award.  As a rule, no cadets will receive any ribbons 
or appurtenances at any time between drill weekends.  This means if a cadet has earned a 
ribbon between drill weekends, they will receive their ribbon or appurtenance the following drill 
as long as back-up has been provided and verified by the Awards Officer. 
 
Our Unit will hold an annual ceremony to award medals, ribbons, and citations for those cadets 
who distinguish themselves.  Generally, these ceremonies are held in the last quarter of the 
calendar year but can be moved to the 1st of 2nd quarter of the following year and will most likely 
be during a dinner ceremony allowing formal recognitions.  This is where they can receive the 
VFW, SAR, DAR and the NLUS. 
 
 
ATTENDANCE – MINIMUM  
 
NSCC Regulations require cadets to attend 75% of the drill evolutions.  An evolution consists of 
4 - 4 hour drill segments on a drill weekend.  0800-1200 = 4 hours, 1230-1430 = 4 hours totaling 
2 drill segments per day x 2 = 4 drill segments per drill weekend (or two full days).  There are up 
to 48 drill segments per year; 75% of that is 36 or 18 full drill days. 
 
Anything less than 18 full drill days, out of maximum 24, can place the cadet on automatic 
probation and interfere with his or her advancement and leadership position within the Unit.  If 
the Unit must cancel a drill due to inclement weather or shuts down during July, this does not 
count against the 75% drill attendance requirement and the cadet will not be penalized. 
 
You are counted late if you report aboard after 0800 on drill morning or leave prior to 1630 on 
drill afternoon and will be ineligible for perfect attendance. 
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ATTENDANCE - PERFECT 
 
Cadets will have the chance to earn Unit awards for perfect attendance and will be presented 
with their award on an annual basis at the annual awards ceremony.  Cadets eligible to receive 
these awards or be counted towards perfect attendance are cadets that have not missed any 
portion of a 4.0 hour drill segment.  Cadets that are attending RT or Advanced Trainings will not 
be penalized.  Muster (attendance) is at 0800 unless communicated differently by the 
appropriate chain of command or as specified on the POM/POD.  Refer to the Attendance 
Minimum section for more information. 
 
Change to Perfect Attendance Policy effective 11-10-2008 retroactive.  Any cadet that has 
missed any portion of a drill segment will be eligible for perfect attendance provided the below 
conditions are met. 
 
(The “Change to Perfect Attendance Policy effective 11-10-2008” will be stricken from this Handbook and 
reverts back to the original intent for Perfect Attendance of not missing any portion of drill for any reason 
effective 11-10-2009.) 
 
The cadet is responsible for providing the Unit Commanding Officer a letter from the school they 
are enrolled in and must have the following listed: 
 

1. The teacher’s signature 
2. Time involved in the event (hours from/to) 
3. Date of the event 
4. Type of event] 
5. Contact phone number 
6. On school letterhead preferably.  If no letterhead is available this can be sent with the 

above information via email to co@winscc.org by the teacher or the cadets school 
coach. 

 
The only events that will be excused will be those which the cadet is an active participant and 
their presence is required by the teacher of his/her home school.  Being a spectator does not 
qualify. 
 
 
LEAVING DRILL EARLY  
 
Cadets are not allowed to leave the drill hall during drill hours.  This is for the protection and 
safety of the cadets and the USNSCC Program.  If a cadet needs to leave early, he or she must 
notify the Chain of Command as soon as possible.  If it is not possible to inform the COC at 
morning muster, parents may call the CO as the need arises.  Depending upon the nature, this 
may disqualify a cadet for perfect attendance awards. 
 
We cannot control emergencies, which is why they are called emergencies.  We will do our very 
best to ensure your child is ready for pick up at the time indicated provided that they are not 
offsite PT’ing, or at other away activities such as local trainings in Indiana (or farther).  In that 
instance, you may have to drive to our location to pick up your son or daughter if it would put 
undue stress on the rest of the Unit and its training objectives. 
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PETTY OFFICER EXAMS 
 
In order to advance in rank to Petty Officer 3rd, 2nd, and 1st class you must fulfill the requirements 
set forth in the Regulations.  In this Unit, it is required that any cadet interested in becoming a 
Petty Officer must pass Petty Officer Leadership Academy prior to being advanced to PO3.  You 
may take the exam for that rate, have your time in rate as an E3 but will not be promoted unless 
you have met the Unit requirement of passing POLA.  This is a requirement of the commanding 
officer that all cadets in leadership roles MUST have had POLA for Petty Officer 3rd Class 
advancement.   
 
POLA waivers will be entertained with final approval from the Unit Commanding Officer. 
 
There may be a time where you are prepared to take this exam between drill weekends.  I will 
offer this opportunity to those cadets fully prepared to take this exam provided your interest fits 
into my personal schedule. 
 
Please do not abuse this opportunity, too many cadets scheduling and taking the exam that 
continually fail the exam will result in the possibility of this benefit being revoked at any time at 
the Commanding Officer’s discretion.  This is why you must study for the exam! 
 
 
INDIVIDUAL TRAINING PLAN  
 
Cadets will have a one on one session with two authorized adult staff members charting out 
their interests and time left in the program to plan accordingly.  You must keep your parents 
informed by writing your advancement information in your binder that was given to you at the 
time of your enrollment into the program. 
 
Cadets will also receive coaching along their course advancing to a position of responsibility or 
leadership positions.  This generally comes in the form of continual education through the 
training officer. 
 
 
EXAM TESTING PROCEDURES 
 
At the commanding officers discretion, accommodations may be made for cadets that require a 
hard copy of a petty officer exam.  Parents are to inform the commanding officer if such a need 
exists in advance. 
 
All questions are multiple choice and have been designed and pulled from a random question 
and answer bank of many potential questions.  This means you will have a test of 100 questions 
for each exam.  All questions will never be presented the same way twice nor will the answers 
be the same alpha character.  No two exams should ever be the same. 
 
You must pass the exam in order to be eligible to advance to the next rate.  For PO3 and PO2, 
your score can be no less than 60%.  For PO1, your score can be no less than 63%. 
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WEBSITE INFORMATION  
 
The Unit Website is provided to the cadets for upcoming events or trainings that need to be 
communicated.  Cadets are required to know the contents of the website and inform their 
parents of Unit events or trainings.  It is your responsibility to view and know its contents, not 
your parents.  While it is best to inform your parents of the Unit activities (as they are the ones 
that may need to drive you to Unit functions), not showing up to drill because you didn’t have 
time to look at the website indicates a lack of commitment, one of the Navy’s core values. 
 
I have confidence in all of you; I believe there will not be an issue with not knowing when drill is 
to occur. 
 
 
WEBSITE INFORMATION OTHER 
 
Most of the information that has been provided in this SOP in “snapshot” form is located on 
www.recources.seacadets.org.  This website is of very good use for parents in wanting to 
understand the program and find some answers to what they may be looking for as well as 
cadets.  Cadets will find the Awards Manual most informative.  It explains what awards can be 
given and what the criterion is for those the cadet can earn on their own. 
 
This website will have these manuals listed for review: 
 
Administration Manual – general  knowledge for parents 
Advancement and Training Manual – specific  knowledge for cadets and interested parents 
Awards Manual – specific  knowledge for cadets and interested parents. It also has Ribbon Checker 
NSCC Ribbon Checker – specific  knowledge for cadets 
USNSCC 1MC – recommended  for parents – Yahoo Groups from www.resources.seacadets.org 
Parents Handbook – recommended  for parents 
NSCC and NLCC Regulations Manual – specific  knowledge for both cadets and parents 
Uniform Manual – specific  knowledge for both cadets and parents 
Action and Information Letters – specific  knowledge for both cadets and parents 
 
Also, www.compass.seacadets.org is a website that is most useful for cadets.  They should visit 
this website for all summer, winter, and spring trainings that will be offered and promulgated on 
this site.  This site is also where cadets can complete their correspondence courses by using 
the online manuals and assignments sheets.  All of the needed courses are provided by Naval 
Sea Cadets Headquarters with permission from the US Navy. 
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RECRUITING 
 
All cadets or parents have the authority to promote the Naval Sea Cadet Corps, Navy League 
Corps, and the Arleigh Burke DDG-51 Division.  You can direct parents to the national website 
at www.seacadets.org.  This site will provide them with a large selection pertaining to the 
programs offered. 
 
While it doesn’t promote the Unit or unit activities, your personal experience in the Unit, the Sea 
Cadet Program and the various trainings you have attended assists them in determining if they 
would believe their child would enjoy enrolling in this program. 
 
This unit survives solely on cadets, and parental support of the program.  While fundraising is 
part of the financial support, without cadets enjoying themselves or learning various career 
paths, there would be no need for this program.   
 
We hope you look back on this program with gratification and satisfaction that you took every 
opportunity to discover different career paths in the civilian and military workforce. 
 
 
UNIT EMAIL  
 
All cadets will be provided with a Unit email address that they must access to retrieve Unit 
information.  There is no excuse that a cadet can have if they miss drill due to not knowing when 
drill is to occur.  The schedule should not change and while there may be a time where a POM 
does not make it out to the cadet, for various reasons, the cadet should always show up to drill 
in dress white or dress blues, bring utilities, bring PT gear.  If you always remember that, no 
matter what happens that morning, we can always accommodate.  What will not be tolerated is 
the excuse of “not knowing when drill is or was”. 
 
Other communication not related to monthly drill will also be sent out through Unit email.  Unless 
it is imperative that a parent must know some special information, they will no longer receive 
emails for general notification.  That is when cadets are required to access Unit information and 
pass any and all pertinent information on to their parents or guardian. 
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UNIT CONTACT DATA  
 
Approximately twice a year a unit contact list will be sent out to all cadets and parents with the 
unit member information to include their hometown, phone number, and unit email address to 
be used for carpooling purposes and cadet chain of command needs.  All cadets in leadership 
roles must have their contact information posted to facilitate cadet chain of command 
dissemination of information up and down. 
 
If you do not wish to have your phone number or town listed and are not in a leadership role, 
you must notify the Commanding Officer in email format only within the month of December and 
June every year.  If we do not receive an email from you in these months only, your information 
will remain in the unit member information sheet for the following 6 months.  This information is 
confidential and not to be released to anyone outside the Unit without the Commanding Officer’s 
authorization. 
 
 
STAFF 
 
It is important if you are in a staffing role to be at drill if you are working in a staffing capacity 
where your presence is required.  Per the Billet Efficiency Letter sent out in December 2008, 
most billets do not require the need to your presence at drill.  Your position in the Unit is very 
important however your time spent outside of drill should eliminate a need to be at drill all day 
both days. 
 
Staff performing a role and not directly involved with cadets are to report and conduct business 
in the main building of the American Legion dining center area.  The Legion opens the doors 
approximately 0900 at which time you may convene up there.  If you need Internet Access while 
in their building, please see the Commanding Officer.   
 
I request that you do not hang at the drill hall during drill hours until “time is up”.  Go enjoy your 
morning and go have a cup of coffee somewhere until the Legion is open. 
 
If you feel you cannot effectively continue in a role you are billeted for, please let the CO know 
and we’ll find another role that would better suit your need.   
 
The unofficial NSCC Motto is “It’s for the Cadets”, we need to also remember a favorite of mine 
from LCDR Kobleur: “Semper Gumby” always flexible.  No one receives a paycheck for their 
time and effort, so let’s make this time with the cadets with their future in mind, not ours. 
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PURCHASING ON THE UNIT ACCOUNT  
 
No staff member is authorized to purchase against the unit funds without completing the 
Purchase Requisition Chit and gain the appropriate signatures.  If a purchase is made prior to 
initiating this request chit, you are to assume all responsibility of charges until the request is 
either approved or denied.   
 
If the purchase is denied, you then hold all liability of the purchase you had made.  If the request 
is approved, the required documents must either accompany the chit. 
 
Any staff member not authorized to purchase against the debit card and does so will be 
immediately disenrolled from the program and legal action may take place. 
 
You must follow the directions on the request chit in order for it to be considered. 
 
 
PARENTS 
 
First, thank you very much for entrusting us with your child.  We will strive to aid you in molding 
him or her into an even more productive American citizen.  While we realize this program is a 
volunteer program and does not require the cadets to enlist, we do understand that we cannot 
run this program as if these cadets are enlisted personnel.  Our program is designed to give 
them a good well rounded positive experience of what military life is like with the trainings 
offered nationally and in the home unit. 
 
We know you are proud of your son or daughter and that is as it should be.  We are also 
honored that you have chosen our unit for your cadet to be affiliated with.  To help you, we have 
published these Standard Operating Procedures (rules and guidelines) for the unit, to help us 
and to help you better prepare your cadet. 
 
For cadets enrolled in the NSCC program, it is their responsibility to contact the appropriate 
department through the chain of command with questions regarding correspondence courses, 
uniform matters, or trainings.  While it is necessary for a parent to be involved (in the 
background), a parent that consistently directly involves themselves in cadet matters eliminates 
cadet responsibility and hinders development of that responsibility and individual growth in the 
NSCC program.  Matters that the Unit deems important will be communicated directly to the 
parents. 
 
I believe your child will truly have an experience of a lifetime, in the Naval Sea Cadet or League 
Cadet Programs. 
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REVISIONS 
 
In order to keep the integrity of this Unit Handbook, all revisions are made at the discretion of 
the Commanding Officer or delegated to the Administration Officer with final approval being that 
of the CO.  More current revision dates supersede all prior unit Handbook’s.  The adage that 
one may state is “If it isn’t in writing, it doesn’t exist” doesn’t apply to the Unit Handbook. 
 
Any items that are not discussed in this handbook, the Unit Commanding Officer will reserve the 
right to determine the course of action and those determinations may not be challenged. 
 
 
 
 
 
 
 
 
 
LTJG Kelly Crosier, NSCC 
Commanding Officer 
Arleigh Burke DDG-51 Division 
Avon, IN 
317-308-1526 
www.winscc.org 
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Arleigh Burke DDG-51 Division 
Signature of Acknowledgement and Agreement 

Of the Unit Handbook 
 

 
By signing this agreement you acknowledge that you have received, read and 
understand and agree to its entire contents and will abide by the rules and regulations 
set forth in this handbook.  If revisions have been made you must resign this document 
next to the appropriate revision number.   
 
Revisions to this Unit Handbook will be posted on the website and an email notification 
will be sent to parents of its posting.  You are responsible for reading the changes and 
making proper notations for your records.  You have the option to print the revisions 
however you must still sign this agreement next to the proper revision number. 
 
 
              
Cadet Name    Cadet Signature    Date 
 
 
 
              
Parent Name    Parent Signature    Date 
 
 
REVISION#            
  PARENT SIGNATURE ONLY     DATE 
 
REVISION#            
  PARENT SIGNATURE ONLY     DATE 
 
REVISION#            
  PARENT SIGNATURE ONLY     DATE 
 
REVISION#            
  PARENT SIGNATURE ONLY     DATE 
 
 
 
 
 
 
 
              
Unit Staff Name   Unit Staff Signature    Date 


