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1. This Handbook provides general information and guidelines for the administration of Oak 

Harbor High School NJROTC “Wildcat Battalion.” 

 

2.  NJROTC (Naval Science) is an elective course. I am pleased that you chose to be part of 

this award-winning program. This handbook is intended to help you to understand and 

achieve the goals of the NJROTC program by clearly stating the expectations that we have 

for you. You are expected to be familiar with the Cadet Handbook, refer to it for guidance, 

and comply with the rules contained herein. 

 

 

 

                                                     Michael T. Black 

                                                     CDR, USN (Ret) 
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FORWARD 
 

 

Wildcat Battalion is a select group.  We take great pride in our school and our unit. Over the 

years we have established an impressive record of achievement. This tradition of excellence 

certainly requires extra effort on the part of each of us in order to maintain our reputation as the 

best of the best. We are certain that you will do your utmost to keep up the proud traditions that 

have been established by our unit. 

 

This handbook contains information that will help you succeed as a Wildcat Cadet.  Read it 

carefully. 

 

Additionally, this program can offer you many outstanding opportunities upon graduation from 

Oak Harbor High School, including nomination to United States Naval Academy, enhanced 

opportunity for NROTC scholarships to the college of your choice, and accelerated promotion if 

you enlist in the Armed Forces.  Be sure to get all the information pertaining to these programs, 

and perhaps take advantage of these benefits upon high school graduation.  We wish you well, 

and hope that you will have a good year in as a cadet in Wildcat Battalion. 

 

 

 WHAT A NAVAL OFFICER SHOULD BE 

 
“...it is by no means enough that an officer of the Navy should be a capable mariner; he must be 

that, of course, but also a great deal more.  He should be, as well, a gentleman of liberal 

education, refined manner, punctilious, courteous, and the nicest sense of personal honor.” 

“He should be the soul of tact, patience, justice, firmness and charity.  No meritorious act of a 

subordinate should escape his attention or be left to pass without its reward, even if the reward 

be only one word of approval.  Conversely, he should be quick and unfailing to distinguish error 

from malice, thoughtlessness from incompetence, and well-meant shortcomings from heedless 

or stupid blunder.  As he should be universal and impartial in his rewards and approval or merit, 

so should he be judicial and unbending in his punishment or reproof of misconduct.” 

 

JOHN PAUL JONES 

  

Before the Maritime Commission, 1775 
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SECTION I.  OBJECTIVES/GOALS 

 

101. OBJECTIVES.  Oak Harbor High School NJROTC aspires to achieve the following   

             objectives: 

 

a. Develop informed and involved citizens 

b. Develop and strengthen the character of cadets enrolled in the program 

c. Promote an understanding of the basic elements and requirements for national 

defense 

d.   Help form habits of self-discipline and responsibility 

e. Develop respect for and an understanding of the need for constituted authority in a 

democratic society 

f. Develop an appreciation for the U. S. Navy and the role of sea power in defense of    

      the nation.  

 

102. IMPLEMENTATION OF OBJECTIVES. In achieving our designed objectives we 

attempt to blend the curriculum into one that is both satisfying and stimulating to the 

individual and to the unit.  The course of instruction consists of academics, physical 

fitness, and military drill.  In addition to these activities, participation in extracurricular 

activities is encouraged to further develop those skills discussed in the formal period of 

instruction.  Furthermore, numerous field trips and other social and/or competitive 

activities are incorporated into the year. 

 

103. ENROLLMENT.  To be eligible for enrollment and continuation as a cadet in the 

NJROTC unit, a student must: 

 

a. Be enrolled in and attending a regular course of instruction at the school sponsoring 

the unit. 

b. Be a citizen of the United States or a U.S. National and a student at Oak Harbor High 

School. 

c. Be of good moral character as determined by the principal of the school and the 

NJROTC instructor(s). 

d. Be physically fit to participate in NJROTC training.  A student is considered 

physically fit to participate in the NJROTC program if he/she is able to participate in 

the physical education program in the school. 

e. Successfully complete such screening tests as may be prescribed. 

f.    Be selected by the NJROTC instructor(s) with the approval of the school principal or   

      his or her representative. 

g.   Comply with the personal grooming standards referred to in the “Cadet Field Manual”. 

h. Maintain acceptable standards of academic achievement and an academic standing 

that warrants at least normal progression leading to graduation. 

i. Maintain acceptable standards of conduct in and out of the classroom. 
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SECTION II  NJROTC PROGRAM 

 

201. NAVAL SCIENCE.  Instruction for NJROTC cadets is in accordance with general 

guidelines prescribed by the Navy Department and is conducted by the Naval Science 

instructors as part of the Career and Technical Education (CTE) department.  The head 

of the NJROTC Unit is designated the Senior Naval Science Instructor (SNSI).  The 

Naval Science Instructor (NSI) assists the Senior Naval Science Instructor in his duties.  

In addition, cadets will assume positions of responsibility within the company. 

 

202. PROGRAM BENEFITS.  For actively participating cadets, probably the biggest benefit 

to be derived is personal growth and development into better-informed and more 

responsible citizens.  In addition: 

 

a. Enlistment at Advanced Pay Grade.  The Senior Naval Science Instructor will 

present a “Certificate of Completion” for the appropriate level of NJROTC 

curriculum to each cadet who successfully completes the program. 

 

1. Students earning a “Three Year Completion Certificate”, plus a Senior 

Naval Science Instructor “Letter of Recommendation”, are entitled an 

advanced promotion to pay grade E-3 in the Navy, Army and air force. 

The Marine Corps allows advancement to pay grade E-2. 

 

2. Students earning “Two Year Completion Certificates”, plus a Senior 

Naval Science Instructor “Letter of Recommendation”, are entitled to 

enlist at pay grade E-2. 

 

b. Naval Academy Nomination. The Senior Naval Science Instructor can submit 

nominations for a Naval Academy Appointment for those cadets who are: 

 

1. Applying for a Naval Academy appointment 

 

2. A member of NJROTC during senior year in high school 

 

3. Meet all Naval Academy qualifications 

 

4. Approximately 20 U.S. Naval Academy appointments are available 

annually to qualified NJROTC students in addition to the normal 

acceptance procedures open to all U.S. Citizens.  Assistance and 

information is provided regarding all service related college programs and 

scholarships. 
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c. NROTC Scholarships.  Currently, NROTC Scholarships are available to 

qualified high school graduates, including NJROTC students. These scholarships 

are issued by the Chief of Naval Education and Training (CNET) through board 

action and are competitive in nature.  Furthermore, participation in NJROTC 

provides additional paths to NROTC scholarships through the Alternative 

Scholarship Reservation (ASR) program administered by the NJROTC Area 

Manager, Area 13, and/or through the Minority Serving Institution Scholarship 

Reservation (MSISR). The Senior Naval Science Instructor has information on 

all three of these scholarship opportunities. In addition, all services give added 

weight during ROTC scholarship selection for active participation in the 

NJROTC program. 

 

203. GRADING SYSTEM.  Grades are formulated on the basis of evaluation in four areas: 

Academics, Uniforms, Leadership/Followership, and Physical Education.  Each area 

counts for one-fourth (25%) of your grade.  You must complete each evaluation area 

with a passing grade to pass the class. Grades are assigned as follows: 

 

Grade     Percentage 

        A            100-93  

A- 93-90 

        B+ 89-88 

        B 87-84 

       B- 83-80 

       C+             79-78  

       C 77-74 

       C- 73-70   

       D+ 69-68 

       D 67-60   

       F 59-00 

 

a. Academics:  Two days per week of formal classroom curriculum will be presented.  

Students are responsible for all work covered in the classroom.  Test scores and 

homework determine grades. 

 

b. Uniforms:  Normally, once each week all cadets will be graded on uniform appearance, 

(uniforms are worn all day).  Grading will be averaged for the quarter. 

 

1. The following criteria will be utilized during personnel inspections: 

 

(a) NO UNIFORM WORN is an automatic ZERO.   

 

(b) COMPLETE UNIFORM WORN:  Base score of 75% with 

grade going up or down depending on the smartness and 

cleanliness of the uniform and the person.  As an example, a 

person with a clean-face, good haircut, pressed uniform, shined 

shoes, and clean white cap cover would in all probability receive 

upwards of 90%.  In contrast, shoes not shined, wrinkled coat, 



dirty shirt and cap cover and white socks may receive 60% or 

below. 

(c) EXCUSED ABSENCE:  DO NOT have to be made up during the 

week.  An “E” (excused) grade is registered in the grade book. 

(d)    If a cadet is found to be out of uniform without permission from the 

NSI/SNSI (i.e., the uniform is not being worn before/after the 

Naval Science class), the cadet will receive a grade of ZERO 

regardless of the uniform grade for that day.  This grade may not 

be made up and continued violation of uniform regulations may 

result in disciplinary action. 

 

c. Leadership/Followership: First year cadets are graded on how well they follow 

the directions and orders of the SNSI/NSI/Staff Officers, especially their Platoon 

Commanders.  Promotion/Evaluations and demonstrated performance will be 

used to determine grades.   

 

1. NS-1’s will be graded by the PCO’s based off effort toward learning 

about the program.  .NS-2’s and 3’s grading criteria, in addition to the 

above, will be based on demonstrated performance in assigned leadership 

assignments. 

 

2. NS-4’s grading criteria, in addition to the above, will be based on 

demonstrated performance in assigned staff positions, i.e., CO/XO/OPS, 

etc., throughout the school year. 

 

3. Prior to the close of each semester, all personnel will be evaluated in a  

leadership/followership position provided by their class Squad 

Leaders/PCO’s assigned to their squad/platoon.  The leadership grade is 

based off of all criteria on the evaluation sheet, totaled and divided by the 

number of categories on said sheet, which then equals the leadership 

grade.  If a mark in an individual category is moved up/down from the 

previous evaluation, a comment is needed for justification.  As a 

minimum, the following requirements will be used: 

 

(a) Squad Leaders--His/her squad members 

 

(b) PCOs--Entire platoon 

 

(c) XO—All Cadets 

 

(d) CO--Entire staff to include all platoon commanders 

 

(e) SNSI/NSI--Will evaluate leadership grades for all cadets for 

fairness and accuracy 

 

d. Physical Education: All cadets will receive a grade for physical education. This grade 

will be based on performance on the semi-annual Physical Readiness Test (PRT) and 

the quality of participation in required physical education activities. 
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204. PLAN OF THE WEEK.  A Plan of the Week (Tab C) will be prepared each week by the 

Operations Officer for approval and signature of the Executive Officer, Commanding 

Officer, the Naval Science Instructor, and the Senior Naval Science Instructor, in order 

to inform all cadets of unit activities.  It will include but will not be limited to: 

 

a. Daily classroom instruction and activities 

 

b. Drill/Rifle/Athletic/Color Guard practices and notices 

 

c. Color Guard Requirements 

 

d. Uniform of the Week 

 

e. Meetings (Officers, CPOs, Platoon Commanders, etc.) 

 

f. Additional notices, as appropriate, such as field trips 

 

205. UNIFORM OF THE WEEK.  Uniforms are worn one day each week by all cadets, 

(normally on Monday) unless otherwise scheduled.  The uniform MUST be worn all day 

unless permission is given by the SNSI/NSI. 

 

206. ANNUAL INSPECTION.  Annual Inspection is an NJROTC function consisting of an 

administrative and personnel inspection by a Navy official. The company also conducts a 

“Pass in Review.”  Every other year the inspecting officer is the NJROTC Area 

Manager. The results of this inspection effect the awarding of the “Distinguished Unit 

Award”. 

 

207. CADET PERFORMANCE RECORD.  A “Cadet Performance Record” is maintained on 

all cadets enrolled in NJROTC.  Records are kept for three years for record purposes and 

will then be destroyed. When a cadet transfers to another school, the Military Science 

Instructor of that school provides the “Cadet Performance Record” upon request.   

 

a. Supply:   Contains the individual’s uniform inventory.   There should be two 

completed forms kept in a binder by platoon and an overall custody sheet kept in 

JUMS. 

 

1. The rough copy of the supply form (see Tab E/F) is a document filled in 

by pen or pencil while the uniform is being issued  

 

2. A computer printout generated by the JUMS program see (Tab G) will 

contain item and sizes, serial numbers, item price and signed by cadet and 

their parent. The smooth (computer form) and the rough supply form are 

kept together and held in a binder kept by the Supply Officer.   

 

b. Evaluations/ Demerits: The Evaluation forms (Tabs I, J, K) and the Demerit form 

(Tab L) are filled out and are kept in the JUMS system and may determine 

promotion/non-promotion. 
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208. PROMOTION.   Advancement in rate and promotion in rank is based on demonstrated 

performance.  Students all start as cadet E-1 (cadet seaman recruit) and each individual, 

depending on self- application and performance, has the opportunity to advance to the 

rank of cadet O-4 (Cadet Lieutenant Commander).   
 

a. Top achieving cadets will normally be assigned the more responsible company 

billets (staff positions). 
 

b. Staff appointments are usually for a period of one quarter of the year with the 

exception of the Administrative and Supply positions, which are held for a 

semester.  These leadership positions are rotated to afford as many cadets as 

possible the opportunity to demonstrate their leadership skills. 

 

209. PROBATION.  The Senior Naval Science Instructor is authorized to place a cadet on 

probation if they meet any of the following criteria: academic deficiencies, failure to 

maintain the standard of grooming or wearing of the uniform, or failure to maintain 

established standards of conduct.  This action will only be taken if the SNSI/NSI 

considers the difficulty transitory. 
 

a. Cadets who are placed on probation shall be notified of their status in writing, 

(see Tab M) with a copy mailed to their parents to keep them fully informed of 

his/her status. 

 

210. DISENROLLMENT.  A cadet may be disenrolled from the NJROTC program for any of 

the following reasons: 
  

a. Failure to maintain the standards required for enrollment. 
 

b. Lack of aptitude, indifference to training, disciplinary reasons, or undesirable 

traits of character. 
 

c. Disenrollment from school. 
 

d. Request of the individual student. 

 

211. INSPECTIONS.  (Refer to field manual and area instructions) Generally, inspectors 

should look for the following: 
 

a. Does everything look in the right place and worn correctly? 
 

b. Does the cadet display good posture? 
 

c. Is combination cover clean/neat and positioned correctly? 
 

d. Are all collar devices positioned correctly? 
 

e. Is the cadet groomed properly (i.e., hair, shave, etc)? 
 

f. Are clothing articles clean, pressed, fit properly and in good repair? 
 

g. Are the shoes polished and in good condition? 
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SECTION III  UNIT ORGANIZATION 

 

301. UNIT STRUCTURE.  The Wildcat NJROTC Unit is organized into a battalion as 

follows: Two companies composed of three or more platoons, each platoon containing 

three or more squads, each squad containing four or more cadets. Platoons are 

designated by class periods and color (example - 1st period - Blue Platoon, 2nd Period - 

White Platoon, etc.) 

 

a. BATTALION STAFF RATE/RANK* INSIGNIA 

    

 Commanding Officer (CO) LCDR 4 Gold Bars 

 Executive Officer (XO)   LT 3   “      “ 

 Operations Officer (OPS) LTJG 2   “      “ 

 Supply Officer (SUPO) LTJG 2   “      “ 

 Asst. Supply Officer (ASUPO)  ENS 1   “      “ 

 Administrative Officer (ADMIN)  ENS 1 Gold Bar 

 Asst. Admin. Officer (AADMIN)  ENS 1   “      “ 

 Public Affairs Officer (PAO)  ENS 1   “      “ 

 Network Operations Officer        ENS 1   “      “      

 Leading CPO (LCPO)   E-8 (SCPO) Gold Eagle Anchor 

    

b.        PLATOON STAFF RATE/RANK* INSIGNIA 

    

 Platoon Commander (PCO) ENS 1 Gold Bar 

 Mustering Petty Officer (MPO) CPO Gold Eagle Anchor 

 Guidon (non-leadership position) PO1 3 Pewter Chevrons 

 Squad Leader PO2 2   “            “ 

 Asst. Squad Leader PO3 1   “            “ 

    

c. DRILL /RIFLE TEAMS RATE/RANK* INSIGNIA 

    

 Drill/Rifle Team CO ENS 1 Gold Bar 

 Drill/RifleTeam XO CPO Gold Eagle Anchor 

    

d. COLOR GUARD/PT TEAMS RATE/RANK* INSIGNIA 

    

 Color Guard/PT Team CO CPO Gold Eagle Anchor 

 Color Guard/PT Team XO PO1  Pewter Chevrons 

 

302. BILLET DUTIES AND RESPONSIBILITIES.  Basic duties and responsibilities for each 

assigned billet are outlined below.  These are not all-inclusive, and each cadet is 

expected to seek out and do those things that will make the particular billet function 

smoothly.  

 

 NOTE:  Cadets who have a permanent rank that is higher than what is listed for their 

job, they have been authorized to wear the higher of the two ranks.  The primary 

leadership responsibility for each cadet Officer, Chief Petty Officer and Petty Officer 

is to SET THE STANDARDS of performance in everything that he/she does.  

LEADING BY EXAMPLE is one of the best leadership styles. 
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a. Cadets.  Each cadet is responsible for conducting himself/herself at all times in a 

manner to reflect credit upon the individual, the NJROTC unit, and Oak Harbor 

High School.  Whether in uniform or not, cadets are responsible for maintaining 

the highest standards of conduct and appearance and abiding by the rules and 

regulations of the unit and the school.  Each student will carry out instructions 

and orders of their superiors to the best of their ability while involved in 

NJROTC activities. 

 

b. Cadet Officers and Petty Officers.  Cadets are promoted and selected for unit 

billet assignments based on demonstrated performance.  Cadet officers and petty 

officers are expected to set the example.  Responsibilities of leadership must be 

accepted before the privileges of rank/rate can be enjoyed.  Extra effort and time 

will be required, especially of cadet officers and cadet petty officers. 

 

c. Cadet Advisors.  They are non-staff members (usually seniors) and report directly 

to the SNSI/NSI. Cadet advisors are considered a step above the company 

commander and are used for technical support of the company, and any staff 

positions.  Their main job is to troubleshoot/fix problems within the unit as 

directed by the SNSI/NSI.  Their job will be to sit on all board functions as direct 

representatives of the SNSI/NSI in their absence and make sure that the unit is 

complying with all company policies as directed in this manual. 

 

d. Cadet Company Commander (CO).  The Company Commander is the senior 

cadet, “The Boss” of the unit cadets.  He/she is responsible to the Naval Science 

Instructors (SNSI/NSI) for: 

 

1. Maintaining high morale and enthusiasm 

 

2. Developing “Team Spirit”, the feeling of being part of the team 

 

3. Maintain sharp execution of activities 

 

4. Maintaining the NJROTC unit  

 

5. Looking after the well-being of individuals 

 

6. Providing recommendations for cadet evaluation, promotion, and 

assignment of tasks 

 

7. Directing and coordinating the efforts of the cadet staff 

 

8. Ensuring the smooth and proper operation of the unit in accordance with 

this handbook and the guidance of the SNSI/NSI 

 

9. Being the cadet officer in charge during company formations 

 

10. Setting the highest standards of performance, bearing and courtesy 
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11. Conducting a complete turn-over briefing with relieving officer 

 

e. Cadet Executive Officer (XO).  The Company Executive Officer (XO) will 

support the Company Commander in all respects and be prepared to take charge 

in the event of his/her absence.  Executive Officer will have additional 

responsibilities to include: 

 

1. Being responsible for disciplinary matters within the unit and taking care 

of personal problems 
 

2. Serving as senior member of the Demerit Board and maintaining a file of 

all demerit forms 
 

3. Providing the SNSI/NSI with a list of all demerits issued by cadets to 

cadets at the end of each quarter 
 

4. Supervising and ensuring that all staff officers are well-informed and 

performing their duties and responsibilities 
 

5. Leading by example 
 

6. Supervising unit organization for all extended field trips 
 

7. Conducting a complete turn-over brief with relieving officer 
 

f. Cadet Operations Officer (OPS).   The Company Operations Officer (OPS) will 

support the Company Commander and the Executive Officer in all respects.  The 

Operation Officer’s additional responsibilities include: 
 

1. Coordinating all unit activities and keep things moving smoothly and 

timely 
 

2. Assisting with field trip plans 
 

3. Preparing the “Plan of the Week” (see Tab C) and ensuring it is posted on 

Thursday of the previous week. 
 

4. Preparing and maintaining the JROTC activities 
 

5. Leading by example 
 

6. Conducting a complete turn-over briefing with relieving officer 

 

7. Keeping the calendar updated 

 

g. Cadet Administrative Officer (ADMIN).  The Administrative Officer reports 

directly to the Naval Science Instructor (NSI) for administrative related matters 

and to the Cadet Executive Officer for military matters.  Responsibilities include:  
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1. Having a working knowledge of unit organization and activities 

 

2. Preparing unit promotion lists/lineal lists 

 

3. Preparing and maintaining all cadet files including performance records and 

awards 

 

4. Maintaining minutes of all staff meetings 

 

5. Coordinating and supervising all administrative work with the unit 

 

6. Conducting a complete turn-over briefing with relieving officer 

 

7. Assistant Administrative Officer(s) (AADMIN).  The Assistant 

Administrative Officer(s) reports directly to the Administrative Officer 

and will assist in all matters relating to the administrative system 

 

h. Cadet  Supply Officer (SUPO).  The Supply officer reports directly to the Naval 

Science Instructor (NSI) for supply related matters and to the Cadet Executive 

Officer for military matters. Responsibilities include: 

 

1. Maintaining the supply annex in a secure, neat and orderly manner 

 

2. Assisting with issuing, cleaning, maintenance, receipt, storage, inventory, 

and accounting for all uniforms in the NJROTC program 

 

3. Assisting with storage and accountability of unit equipment 

 

4. Handling uniform issue/receipt in an efficient and thorough manner 

 

5. Maintaining platoon clothing files for uniform accountability 

 

6. Conduct a complete turnover for incoming Supply Officers 

 

7. Assistant Supply Officer(s) (ASUPO).  The Assistant Supply Officer(s) 

reports directly to the Supply Officer and will assist in all matters relating 

to the supply system 

 

i. Cadet Leading Chief Petty Officer (LCPO). The unit Senior Chief Petty Officer 

is referred to as “Leading Chief”.  His/her responsibilities include: 

 

1. Taking care of enlisted personnel problems 

 

2. Working to prevent disciplinary problems 

 

3. Coordinating disciplinary matters when necessary (process demerit chits, 

schedule and inform cadets of extra-duty and demerit status, etc.). 
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4. Being the point of contact for cadets who are dissatisfied, have a 

complaint or want to make a recommendation 

 

5. Submitting a prompt muster report at company formations 

 

6. Maintaining the “Lucky Bag” locker.  Posting a listing of all items in the 

Lucky Bag (Lost & Found) and to clean out the locker at the end of each 

month. 

 

7. Conducting a complete turn-over briefing with the relieving LCPO 

 

j. Cadet Public Affairs Officer (PAO).  The Public Affairs Officer (PAO) is 

directly responsible to the Senior Naval Science Instructor for assisting with all 

public affairs matters which directly or indirectly affect the NJROTC unit.  The 

Public Affairs Officer responsibilities include: 

 

1. PAO must keep display case up to date. 

 

2. Maintain a file of miscellaneous pictures taken throughout the year. 

 

3. Preparing news releases for the school and community newspapers at 

least quarterly. 

 

4. Considering and utilizing all means available to make the public (school 

& community) aware of NJROTC activities. 

 

k. Cadet Platoon Commander (PCO).    Platoon Commanders are the essential 

points in the chain-of-command between the Company Commander/Executive 

Officer and cadets.  They are the focal points for drawing and holding individuals 

in the “team” or NJROTC unit. His/her responsibilities include: 

 

1. Knowing assigned cadets as individuals 

 

2. Keeping platoon members informed, and providing two-way 

communications within the unit 

 

3. Assisting with new cadet orientation 

 

4. Looking out for the welfare of platoon members 

 

5. Instilling a feeling of platoon spirit 

 

6. Striving to make his/her platoon the best in the unit 

 

7. Being knowledgeable and proficient in military drill as set forth in 

pertinent instructions 

 

8. Maintaining the highest standards of discipline, conduct, and appearance 

with the platoon 
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9. Conducting military drill on assigned days 

 

10. Taking charge of the class in the absence of the instructor 

 

11. Setting a good example 

 

12. Preparing quarterly promotion and leadership evaluations 

 

13. Conducting a complete turn-over briefing with relieving officer 

 

l. Cadet Platoon Mustering Petty Officer (MPO).  The MPO’s responsibility is to 

assist the Platoon Commander in all respects by working closely as a team to 

develop the best platoon in the unit.  His/her other responsibilities include:   

 

1. Knowing the Platoon Commander’s duties and taking charge in the event 

of his/her absence 

 

2. Taking an accurate daily muster of the platoon and making a report to the 

SNSI/NSI 

 

3. Making correct notations in pencil in the muster log (Attendance) 

 

4. Assisting the PCO in maintaining the highest standards of good order and 

discipline as the second in command and senior enlisted person 

 

5. Conducting a complete turn-over briefing with the relieving MPO 

 

303. CHAIN-OF-COMMAND.  The chain-of-command is the primary channel of 

communications through the unit.  Information flows from the Naval Science Instructors 

to the Cadet Company Commander through the Platoon Commander to the individual 

cadets, and back again. 

 

Naval Science Instructor(s) 

Cadet Company Commander 

Cadet Platoon Commander 

Squad Leader 

Individual Cadet 
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SECTION IV. UNIT REGULATIONS 

 

401. UNIT REGULATIONS.  Cadets will follow all unit regulations and instructions 

included in this handbook. 

 

402. MILITARY BEARING AND COURTESY.  Each cadet, when in uniform, will salute all 

other military personnel senior to him/her at all times.  This includes Officers of the 

Navy, Army, Air Force, Marine Corps, and Coast Guard.  Be a credit to the uniform and 

wear it with pride. 

 

403. DEBTS.  Cadets will not, under any circumstances, obligate any organization or group 

within the unit through purchases made on credit or consignment. 

 

404. ALCOHOLIC BEVERAGES AND DRUG USE.  The consumption of alcoholic 

beverages or use of drugs is prohibited in the naval science classroom, on all field trips 

and whenever in uniform.  Furthermore, those students while under the influence of 

drugs or alcohol will be dealt with in accordance with current school and district 

policies.  The school athletic code will govern drinking/drug use policies regarding drill 

and rifle teams. 

 

405. SMOKING.  Smoking is prohibited in the naval science classroom, on all field trips and 

whenever in uniform.  The school athletic code will govern policies regarding drill and 

rifle teams. 
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SECTION V.  CONDUCT/DISCIPLINE 

 

501. GENERAL.  The basic philosophy of the NJROTC program is that cadets are part of the 

NJROTC unit because they want to be, and that cadets want to do their best when they 

know what is expected of them.  Cadets are responsible for maintaining the highest 

standards of conduct expected for the NJROTC unit.  Each cadet is responsible for 

his/her own conduct and for ensuring that his/her actions reflect credit upon the 

NJROTC unit and Oak Harbor High School.  In addition he/she has an obligation to 

assist in maintaining the highest standards expected of all cadets while involved in all 

NJROTC activities. 

 

502. CLASSROOM PROCEDURES.  An atmosphere conducive to study and learning is 

expected in the classroom at all times.  When the bell rings to start class, the MPO will 

call the class to attention and then take muster (attendance).  Squad leaders will report 

which cadets are unaccounted for, in order of squad (i.e., 1
st
, then 2

nd
, then 3

rd
).  Upon 

entry of the SNSI/NSI into the classroom, the senior cadet present will call the class to 

attention and the class will remain at attention until the SNSI/NSI says, “Seats.” 

 

503. MILITARY ETIQUETTE.  One of the NJROTC program objectives is to develop 

respect and understanding for the need for authority.  It is expected that members of the 

NJROTC unit will deal with each other and with persons they come in contact with in a 

respectful and courteous manner.  Military etiquette will be the basis of the unit’s 

standards: 

 

a. The response to muster taken by anyone, regardless of rank/rate will be, “Here 

Sir/Ma’am”, as appropriate 

 

b. The response to the Senior Naval Science Instructor will be: “Yes, Sir/Ma’am; 

No Sir/Ma’am, or Aye, Aye, Sir/Ma’am” (as appropriate).  The response to the 

Naval Science instructor will be: “Yes, Master Chief; No Master Chief, or Aye, 

Aye, Master Chief” (as appropriate). 

 

c. The response to questions when in rank and you do not know the answer will be, 

“Sir/Ma’am/etc., I do not know the answer, but I will find out as soon as possible 

and get back to you.” 

 

 

505. PERFORMANCE STANDARDS.  One of the objectives of the NJROTC program as 

listed in the reference (a) states that cadets are to develop a high degree of personal 

honor, self-reliance, individual discipline and leadership.  In order to encourage such 

self-control, the following guidelines are provided, and all cadets will be expected to 

conduct themselves accordingly. (These standards are considered consistent with the 

traditions of the naval service)  
 

a. Officers 

 

1. Any staff officer failing any class in high school will be removed from 

his/her staff position. 

 



2. Any officer violating the good order and discipline of the proper military 

decorum (including, but not limited to: fraternizing/socializing in ROTC 

spaces when NOT authorized or abuse of authority) will be removed from 

any staff position and/or reduced one rank/rate. 

 

b. All Cadets (officers and enlisted) 
 

1. Any cadet who fails two (2) times throughout a reporting period to wear 

their uniform all day without prior permission from the SNSI/NSI will not 

be allowed to go up for promotion. 

 

2. Any cadet that fails to wear his/her uniform during two (2) consecutive 

uniform required days will be excluded from all field trips, drill/rifle team 

participation, and reduced by one rank/rate. 

 

3. Any cadet who fails to wear his/her uniform four or more times in any 

given grading period will receive a failing grade in NJROTC for that 

semester regardless of academic/leadership performance. 
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4.  

 

5. Any cadet suspended from high school for a punitive reason (fighting, 

etc.) will be reduced by one rank or rate.  Repeated violations of 

NJROTC regulations and rules will result in further discipline that could 

result in expulsion from NJROTC.  Any cadet placed on probation will be 

informed by the SNSI/NSI and a letter (see Tab M) will be sent to their 

parents with a copy placed in their file. 
 

6. Any enlisted cadet who abuses his/her authority in or out of the ROTC 

room will be reduced by one rank/rate.  Any cadet who is abusive, and 

acts with the authority as a representative of ROTC outside of the ROTC 

room, (including non-uniform days), will be reduced by one rank/rate. 
 

7. Any cadet who refuses to maintain good order and discipline outside of 

ROTC and it brings discredit upon the unit may be reduced in rank/rate. 
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SECTION VI  UNIFORMS 

 

601. UNIFORM PHILOSOPHY.  The NJROTC uniform is the distinctive dress of a proud 

and effective unit.  Therefore, it is fully expected that the uniform will be worn with 

pride.  NJROTC students normally wear uniforms only one day each week, but this is 

considered important.  Cadets are expected to stand a little taller, be sharper, more 

attentive, more courteous, and perhaps to even feel better and enjoy the day more.  Your 

actions affect more than just yourself - they reflect on the entire unit, your friends, the 

Navy in our community and in very real ways takes on even greater significance. 

 

a. The Navy will provide you with a complete uniform for free (on a loan basis).  

Shoes may be kept, but all other parts of the uniform must be returned upon 

termination or completion of the course. 

 

b. See Cadet Field Manual/Tabs P and Q for specific uniform information. 

 

602. UNIFORM ISSUE. 

 

a. Initial issue of uniforms will be accomplished before the start of boot camp. 

 

b. The Supply Officer’s Assistant(s) will outfit cadets in their respective platoons.  

Some cadets can be fitted and issued uniforms during lunches and after school.  

The Supply Officer will coordinate these efforts.  All new cadets will usually 

have a complete set of uniforms prior to the annual Bootcamp weekend, normally 

conducted the latter part of September. 

 

c. The Company Supply Officer/ASUPO will issue or trade uniform parts.  Cadets 

may come in before school, after school, or during their lunch. The cadet must 

have the item(s) they wish to return. 

 

603. UNIFORM RESPONSIBILITIES.  After initial issue of the NJROTC uniform, the cadet 

assumes responsibility for the care and cleaning of it.  Most uniforms require 

professional dry cleaning.  The uniforms must be kept presentable at all times.  Uniforms 

are on loan to the cadet.  Each uniform will be issued on a uniform issue sheet (see Tab 

D and E) and must be signed for by the cadet and his/her parents/guardian before the 

uniforms can be taken home.  All uniforms must be returned when the cadet completes 

NJROTC training at Oak Harbor High School in a clean, presentable and “Ready for 

Issue” condition or be put on the fines list.  The replacement cost price is what the cadet 

must pay for missing items 

 

a. Alterations.  Initial and subsequent alterations will be made at the expense and 

discretion of the Navy.  The cadet will be “fitted” at issue time.  Alterations that  

may be required will be performed by a tailor, contracted by the unit, i.e., 

hemming trousers, etc.  As cadets grow, exchanges and alterations will be 

required and done at the discretion of the NSI/Supply officer. 
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b. Dry Cleaning & Laundry.  After initial issue, cleaning and laundering of 

uniforms is the responsibility of the cadet.  The cost is to the cadet, NOT the 

unit, unless prior approval of the SNSI/NSI is obtained. 

 

c. Worn or Missing Items.  If a cadet experiences problems, he/she should inform 

the SUPO/ASUPO.  Replacement of items lost, stolen, or damaged by 

carelessness will be made at the cadet’s expense.  Normal wear and tear will not 

cost the cadet. 

 

d. Marking or Stenciling.  Marking or stenciling directly on the fabric of the 

uniform is not allowed.  A positive means of identifying uniform items is done 

by serial numbers.   

 

1. The following items require positive identification: 

 

(a) Shoes:  Stencil name inside. 

 

e. Uniforms for Officers and Chiefs  When a cadet achieves the rank of E-7 or 

above, they may be issued and are authorized to wear the Service Dress Blue 

Uniform.  Refer to Tabs E and F for issuing.  NOTE:  Female cadets E-7 and 

above are authorized to wear a skirt instead of slacks with all uniforms as long as 

they are not being inspected.  However, the wearing of the skirt requires the 

woman to purchase her own black pumps.  Because the pumps are not made of 

leather, the wearing of Corfam pumps is authorized.   

 

604. RIBBONS AND AWARDS.  

  

a. The following are regulations for ribbons and awards in the order of priority for 

Wildcat Company: 

 

1. Meritorious Achievement.  Awarded as earned to any cadet who has 

distinguished himself/herself by outstanding meritorious achievement as 

determined by the SNSI and approved by the NJROTC Area Manager. 

 

2. Distinguished Unit.  Awarded yearly to each cadets who were unit 

members during the academic year in which the school qualified as a 

Distinguished Naval School as designated by the Area Manager. 

 

3. Distinguished Cadet.  Awarded annually to one cadet in each year group 

with the highest overall academic achievement in school. 

 

4. Honor Cadet.  Awarded annually to the cadet in each Naval Science year 

group who has the highest school grade point average for the first three 

quarters of academic year. 

 

5. CNET Unit Award.  Awarded as earned to each cadet in the unit during 

the academic year in which the unit has received an overall satisfactory 

grade in annual inspection as designated by the Area manager. 
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6. Leadership Aptitude.  Awarded annually to no more than the top 10% of 

each year group (i.e. NS1, NS2, etc.) based on the two Lineal Lists of that 

school year. 

 

7. NS-IV Outstanding Cadet.  Awarded each semester to outstanding cadets 

whose Naval Science IV academic grade is equal to or above the NS-IV 

average from all six class periods. 

 

8. NS-III Outstanding Cadet.  Awarded each semester to outstanding cadets 

whose Naval Science III academic grade is equal to or above the NS-III 

average from all six class periods. 

 

9. NS-II Outstanding Cadet.  Awarded each semester to outstanding cadets 

whose Naval Science II academic grade is equal to or above the NS-II 

class average from all six class periods. 

 

10. NS-I Outstanding Cadet.  Awarded each semester to outstanding cadets 

whose Naval Science I academic grade is equal to or above the NS-I 

average from all six class periods. 

 

11.      Outstanding Platoon.   Awarded each semester to the platoon with the 

highest academic average for each class (i.e. NS-I, NS-II, NS-III, NS-IV).  

This platoon will be awarded a gold wreath to be worn around the Naval 

Science Outstanding Cadet ribbon. 

 

12. Exemplary Conduct. Awarded annually to each cadet who has 

demonstrated exemplary conduct in the unit, school, and community 

during the year as designated by the SNSI. 

 

13. Academic Award Ribbon.  Awarded to each cadet who has met one of the 

following academic award criteria: 

 

- Honor Roll  

o Awarded to any cadet who gets on the honor roll for one 

semester.  Can be earned twice a year with the first award 

being the ribbon with a bronze lamp, second award silver 

lamp, third award gold lamp and forth award a gold anchor.   

 

- Academic Team 

o Awarded annually upon completion of the minimum 

requirement who is a member in good standing of the 

academic team and has participated in three or more academic 

competitions.  The first award is the ribbon with a gold torch, 

second is a bronze star, third is a silver star, and fourth is a 

gold star. 
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- Academic Team Captain 

o Awarded to the captain of the academic team.  This award is 

the academic ribbon with a gold anchor centered on the ribbon 

and is worn on the right side of the uniform. 

   

14. Exemplary Personal Appearance.  Awarded each semester to cadets 

whose average uniform score is equal to or above the requirement (NS-IV 

= 91%, NS-III = 90%, NS-II = 89%, NS-I = 87%). 

 

15. Physical Fitness.  Awarded each semester to cadets who satisfactorily pass 

the physical fitness test with a total score of at least 300 points. 

 

16. Participation. Awarded to any cadet who earns at least 10 participation 

points.  One point is earned for each two hours of volunteer work for the 

benefit of the company. 

 

17. Unit Service.  Awarded for superior service to the unit.  The award may 

be for sustained service at a level above that normally required of other 

cadets, or it may be for a specific act (or acts) of superior service.  

Nominations may be made by any cadet and must be approved by the 

SNSI. 

 

18. Community Service.  Awarded to any cadet who distinguishes 

himself/herself by voluntarily serving in the community.  Minimum 

qualification for the award is 40 hours of documented community service 

including such service associated with organized activities, (i.e. Boy 

Scouts, 4-H Clubs, school clubs, etc). 

 

19. Drill Team Ribbon.  Awarded annually to any cadet who earns a varsity 

letter in the armed or unarmed drill team.  (See drill team regulations for 

requirements on earning a varsity letter.) 

 

20. Color Guard Ribbon.  Awarded annually to any cadet who competes in at 

least one (1) color guard competition or who participates in at least three 

(3) events. 

 

21. Rifle Team Ribbon.  Awarded annually to any cadet who earns a varsity 

letter in the rifle team.  See rifle team regulations for requirements on 

earning a varsity letter. 

 

22. Orienteering Ribbon.  Awarded to any cadet who satisfactorily completes 

a designated orienteering program and course prescribed by the SNSI. 

 

23. Recruiting.  Awarded to any cadet who is instrumental in the enrollment 

of two (2) students into the NJROTC program, with the verification of the 

cadets and SNSI. 
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24. Mini-Bootcamp.  Awarded to any cadet who satisfactorily completes 

mini-boot camp, Leadership Academy, Honor or similar training as 

approved by the Area Manager.  A gold wreath is issued to the Honor 

Platoon, while a Gold Torch is issued to the Honor Cadets for each 

platoon. 

 

25. Sea Cruise Ribbon.  Awarded to any cadet on completion of an “At Sea 

Cruise”, (vessel must cast off lines and be underway), aboard a U.S. 

Naval vessel approved by the SNSI, as part of an NJROTC sponsored 

function. 

 

26. Cadet of the Month.  Awarded monthly throughout the school year to the 

outstanding cadet for the month.  Awarded on the basis of performance, 

academics, leadership/followership, and uniform appearance.  The 

company staff will select the three most outstanding cadets of the month 

who have not previously earned the award to be submitted to the SNSI for 

final determination of “Honor Cadet of the Month.” 

 

27. Student Government.  Awarded to any cadet who holds an elected student 

government position, including being a class representative.  The proof of 

position must be signed by a teacher, faculty member, or (in the case of 

case of senate representative) the ASB vice president. 

 

28. Athletic Ribbon.  Awarded to any cadet who earns a school varsity letter 

in any athletic activity, except NJROTC related activities where other 

awards are provided. 

 

29. NWDRC Color Guard.  Awarded only once to any cadet after competing 

in his/her first NWDRC Color Guard competition. 

 

30. NWDRC Drill Team.  Awarded only once to any cadet after competing in 

his/her first NWDRC Unarmed or Armed Drill team competition.  

 

31. NWDRC Rifle Team.  Awarded only once to any cadet after competing in 

his/her first NWDRC Rifle Team competition. 

 

32. JROTC State Competition.  Awarded annually to any cadet who 

participates in at least one JROTC State Drill and Rifle competition (does 

not include color guards). 

 

33. State Color Guard.  Awarded annually to any cadet who participates in a 

least one JROTC State Color Guard competition. 

 

34. Command Ribbons. The following regulations concerning Command 

Ribbons consisting of appropriate Naval Science Ribbon with gold 

anchor ribbon device go into affect as of this date until superseded. 
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(a) Gold Anchor ribbon devices shall only be worn on a cadet’s 

uniform when he/she is, or has been a platoon, drill team, rifle 

team, academic team, or color guard commander. 

 

(b) When a cadet is actively in command, he/she is authorized to wear 

the appropriate ribbon with a gold anchor centered on the ribbon.  

It will be worn on the right side of the uniform, one-quarter inch 

above the nametag, centered while the cadet is in command.  For 

example: a NS-4 cadet who is a PCO will wear an NS-4 ribbon 

with a gold anchor ribbon device on it.  A cadet CANNOT wear 

an NS-4 ribbon (with anchor) on the right side and a plain NS-4 

ribbon on the left side.  

 

(c) After a cadet is out of command, the ribbon with the gold anchor 

on it will be moved to the left side of the uniform with the other 

ribbons.  The gold anchor will stay on the ribbon to signify past 

command. 

 

(d) To receive a gold anchor ribbon device, each cadet must complete 

a ribbon request form to be issued the gold anchor 

 

605. THE GARRISON CAP REGULATION BLACK. 

 

a. Placement of Garrison Cap on the Trousers.  The Garrison Cap, when not worn, 

will be placed on the right side of the trousers with the anchor facing out.  It will 

be placed between the belt and the trousers between the first and second belt 

loops.  

 

b. Wearing of the Garrison Cap.  It will be placed squarely on the head (with the 

lower edge of the cap parallel to the deck when at the position of attention) 1 

inch above the eyebrows.  The center crease should be aligned with the vertical 

line down the center of the face.  

 

c. Chief/Officer insignia.  The Chief/Officer insignia will be worn on all garrison 

caps on the left side measured the same as the garrison anchor.  

 

d. Choice of wear.  The black garrison cap will be required by all cadets C/E-6 or 

below.  Chiefs and officers have the choice of wearing the garrison cap or the 

combination service cover.  

 

e. Uniforms. The black garrison cap will be worn only with Winter Blue, Winter 

Working Blue, and the Summer Blue uniforms, unless otherwise posted. 

 

f. Shoes.  (see Tab P) ROTC issued oxford-style shoes will be laced “outboard over 

nboard”, tied in a bow (with a square knot) after the last set of holes. 

 

g. Gig Line.  (see Tab Q)  The gig line will consist of the alignment of the belt buckle, 

trouser fly seam, and shirt seams.  NOTE: female and male gig lines are different.  A 

reversed gig line is not acceptable. 
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SECTION VII PROGRAM ADMINISTRATION 

 

701. NJROTC SPACES.  The NJROTC spaces consist of the classroom, office space and 

supply shed.  Regulations concerning these spaces are set forth below: 

 

a. NJROTC Classroom--Refer to the classroom rules located on the front board 

next to the class bell.   

 

b. NJROTC Office--The NJROTC OFFICE IS OFF LIMITS to all cadets except the 

staff and those cadets who have specific NJROTC business.  Those cadets that 

have business in the office must stand at attention in the doorway, knock, state 

rank and name, and your business in the office (refer to the regulations posted 

outside of the office entrance).  

 

1. The SNSI and NSI desks and all file cabinets containing the curriculum 

and cadet records are Out of Bounds to all cadets, regardless of rank, 

unless authorized by the SNSI/NSI. 

 

2. DO NOT READ OR DISTURB THE MATERIAL ON THE SNSI/NSI 

DESKS UNDER ANY CIRCUMSTANCES. 

 

3. NJROTC Supply Shed--Only authorized personnel including the Supply 

Officer and Supply Assistant(s) are permitted by the SNSI/NSI to gain 

entry to the supply shed.  The supply shed will remain locked at all times 

in a clean and orderly condition.  Supply personnel are responsible for its 

security and material condition.  Keys to the supply shed are kept by the 

SNSI/NSI. 
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SECTION VIII. AWARDS AND CEREMONIES 

 

801.  

 

802. NJROTC CADET OF THE MONTH.  A “Cadet of the Month” will be selected for each 

month of the school year.  

 

a. Criteria for selection will include performance in the areas of: 

 

1. Leadership participation in NJROTC & school activities 

 

2. Academic standing 

 

3. Military bearing 

 

4. Appearance 

 

5. Other considerations (as appropriate) 

 

b. Platoon Commanders will nominate up to three members of their respective 

platoon members for the award.  The cadet staff will then select the top three 

candidates and nominate them to the SNSI/NSI for final selection. 

 

c. Presentation of the award will be accomplished at an appropriate time. 

 

803. NJROTC CADET LEADER OF THE QUARTER.  The CO, XO, SNSI, or NSI will 

select a “Cadet Leader of the Quarter” at the end of each quarter.   

 

a. The criteria for selection will include areas of:  

 

1. Their ability to lead in their position as a staff member or PCO 

 

2. Academic standing 

 

3. Appearance 

 

4. Other considerations 
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SECTION IX   ACTIVITIES 

 

901. LOCAL AREA FIELD TRIPS.  Numerous field trips will be conducted throughout the 

school year to support the academic curriculum, i.e., Boarding Ships, Damage Control 

School, Fire Fighting School and Boeing Aircraft Corp, etc.  Cadets are encouraged but 

not required to attend field trips. 

 

902. EXTENDED FIELD TRIPS.  Normally as military flight/funds are available, every 

attempt is made to schedule at least two trips per school year.  These trips usually 

encompass 3-5 days and require parental permission and satisfactory performance in all 

school classes.  Costs for these trips are minimal, since travel, berthing and food are 

normally done through various military activities. (see appendix 4) 

 

903. DRILL AND RIFLE TEAMS.  At the beginning of the school year, information is 

published requesting all interested cadets to report for drill/rifle team try-outs.  Areas 

judged for drill teams include but are not limited to Stationary Drill, Marching Drill, and 

Uniform Inspections.  Rifle team judging may include, but is not limited to: shooting 

skills.  Those qualifying for the teams will participate in numerous competitions 

throughout the year and will make several trips to other school and areas.  

 

904. NJROTC BALL.  This is a formal social event usually held at the end of the year.  The 

ball usually consists of dinner and dancing.  The ball may also include award 

presentations from various organizations to recognize those cadets who performed 

outstanding service throughout the school year.  This event is organized by the junior 

class and senior Operations Officer. 

 

905. SPORTS PICNIC.   This company-financed event is held in the spring, usually at Rocky 

Point, NAS Whidbey Island.  It is one of the final events prior to senior graduation.   

This event is planned by the junior class. 

 

906. NORTHWEST DRILL & RIFLE CONFERENCE.  This conference is made up of high 

schools that host military programs: Armed & Unarmed Drill, Rifle, Color Guard, 

Individual Drill Down, and the best Drill Team Commander.  Four matches or meets are 

conducted during the school year with points earned for First through Fifth places.  

Conference champions are awarded in each of the listed categories. 

 

907. ORIENTATION (BOOTCAMP).  Early in the school year all new enrolled cadets are 

encouraged to attend our annual orientation weekend or “Bootcamp”.  It is usually held 

over a three day period, including part of a weekend and entails traveling to a distant 

naval base or civilian establishment.  Numerous orientation activities, competitive 

events, free time, entertainment and military tours are also available.  It is a rewarding 

and meaningful time for everyone and is one of the highlights of our entire program.  All 

cadets should plan to attend. 
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SECTION X   ADVANCEMENT/PROMOTION 

 

1001. BACKGROUND:   One of the basic tenets of good leadership is that an individual must 

first be able to accept and follow orders before he/she can assume responsibility and 

authority over others and lead them.  Therefore, the Naval Science Curriculum is 

primarily interested in developing those qualities of followership/leadership throughout 

the course of instruction.  This will be accomplished through academic classroom 

lessons, as well as practical training by placing students into positions of authority over 

others within the unit. 

 

1002. GENERAL:  The Advancement/Promotion system is based upon the below listed areas 

of performance:  (See Tab H) 

 

a. TIME IN RATE/RANK  (50 points for one quarter, 100 points for two or more) 

 

b. EVALUATION GRADE: Based on the final overall evaluation grade 

 

c. ACADEMIC ACHIEVEMENT: Based on the grades given for general academic 

tests given by the SNSI/NSI (see grade book for academic grades) 

 

d. LEADERSHIP ACADEMIC TEST: Based on a test consisting of questions 

pertaining to chain-of-command, general orders, and field manual knowledge 

 

e. LEADERSHIP ACHIEVEMENT: Based on the grades given by cadet leaders for 

leadership potential (see individual evaluation for grade) 

 

f. UNIFORM PERFORMANCE ACHIEVEMENT: Based on the average grade 

given during the quarter for uniform inspections (see individual evaluation for 

grade) 

 

g. DEMERITS: This could be the major factor of whether or not a cadet is eligible 

for promotion (see section six for guidelines). 

 

1003. MERITORIOUS ADVANCEMENT/PROMOTIONS: Meritorious promotions are 

authorized at the recommendation of the Advancement/Promotion Board. The Senior 

Naval Science Instructor will make the final determination in all such cases.  Normally 

all those successfully completing boot camp will be advanced to E-2, and the Honor 

Cadet from each platoon at boot camp will be advanced to E-3. 

 

1004. MERITORIOUS ADVANCEMENT/PROMOTION BOARD:  Shall be composed of 

five  

(5) members.   

 

a. Commanding  Officer 

 

b. Executive Officer 

 

c. Operations Officer 
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d. Administrative Officer 

 

e. SNSI or NSI 

 

NOTE: The board will form each promotion cycle to determine if the recommended cadets are 

worthy of meritorious promotion.  

 

1005. EVALUATION REPORTS:   

 

a. Officer Evaluations: Officer Fitness Reports (see Tab J) will be used to evaluate 

all officers in Wildcat Company.   These reports will be filled out once per 

promotion cycle by the Executive Officer and given to the Company Commander 

for approval.  The Company Commander will rank his/her officer’s from the best 

qualified to the lowest qualified for promotion.  The Naval Science Instructor 

will prepare the Company Commander’s evaluation.  All evaluations will be 

given to the Senior Naval Science Instructor for signature and final approval. 

 

b. Enlisted Evaluation:  (see Tab H for further instructions and Tab K for 

Performance Eval sheet) will be used to evaluate all enlisted personnel in 

Wildcat Company.  Squad Leaders will fill out categories (on a scale of 2.0 to 

4.0) of Military Performance, Military Behavior, Military Appearance 

(based on average of uniform grades), Adaptability, and Motivation. The 

Leadership Ability grade will be the average of the grades in these five 

categories.  The Overall Average Grade will be the average of the grades in the 

six categories.  Squad leaders must fill out a sufficient amount of comments in 

order to justify the grades which they have given to their cadets.  The evaluations 

will then be given to Platoon Commanders for approval.  Each platoon will also 

rank their personnel from the best qualified to the lowest qualified for promotion.  

The commander of the following platoon will then double-check the previous 

platoons’ evaluations.  

 

c. Special Evaluations: This evaluation is used as recognition of exemplary 

performance or disciplinary action for a person who has done something beyond 

the scope of normal duties or needs some behavior corrected before demerits are 

assigned.  This evaluation is filled out the same way you fill out a standard 

evaluation report except at the bottom you circle special.  It is very important that 

the reason for the evaluation is stated clearly and that the individual receiving the 

evaluation signs it so they understand why they received it.  

 

1006. ADVANCEMENT/PROMOTION POINTS: Promotions are determined by exceeding a 

minimum score towards the next higher promotion.  Each cadet will meet those 

requirements or be selected for meritorious promotion due to individual cadet’s effort. 

 

 

 

 

 

 

 

 



WILDCAT COMPANY PLAN OF THE WEEK 

 

 

-UNIFORM OF THE WEEK: Winter Blue   WEEK OF: Oct. 20-24 
ACTIVITY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SPECIAL 

 

Blue Platoon 
Academics Academics Uniform 

Inspection/Dr

ill 

P.T. P.T.  

White Platoon 
Academics Academics Uniform 

Inspection/Dr

ill 

P.T. P.T.  

Gold Platoon 
Academics Academics Uniform 

Inspection/Dr

ill 

P.T. P.T.  

Gray Platoon 
Academics Academics Uniform 

Inspection/Dr

ill 

P.T. P.T.  

Purple Platoon 
Academics Academics Uniform 

Inspection/Dr

ill 

P.T. P.T.  

Red Platoon 
Academics Academics Uniform 

Inspection/Dr

ill 

P.T. P.T.  

UDT 
Practice @ 

0630 

Practice @ 

0630 

Practice @ 

0630 

Practice @ 

0630 

No Practice  

Rifle Team 
No Practice No Practice No Practice No Practice No Practice  

Color Guard 
No Practice No Practice No Practice No Practice Practice @ 

0630 

 

P.T. Team 
No Practice Tryouts @ 

0630 

No Practice No Practice No Practice  

ADT 
Practice @ 

0630 

Practice @ 

0630 

Practice @ 

0630 

Practice @ 

0630 

No Practice  

NOTES: 
Staff Mtg. 

0715 

 Field Trip to 

NASWI 

   

 

                                                                                            OPS: ____________________________________ 

 

                                                                                              XO: ____________________________________ 

 

                                                                                              CO: ____________________________________ 

 

                                                                                    SNSI/NSI: ____________________________________ 

 

 



NAVAL SCIENCE CLASS RULES 
 
 

1. When the SNSI/NSI enters the classroom, “Attention on Deck” will be called and everyone 

in the room will come to attention immediately. 
 

2. Only the CO, XO and senior staff officers have free access to the office without SNSI/NSI 

permission.  All class PCO’s, MPO’s and TA’s may enter without permission during their 

class period only.  All other cadets must follow proper procedures to enter the SNSI/NSI 

office, (see “Proper Entering Procedures” posted to the left of the office entrance). 
 

3. Eating and drinking are not allowed in the NJROTC spaces; this includes gum and hard 

candy. 
 

4. Only students enrolled in Naval Science are permitted in the classroom, including lunch 

periods, unless permitted by the SNSI/NSI. 
 

5. Males: All hats and/or earrings will be removed prior to entering the NJROTC classroom.  

NOTE: New facial piercings (including tongue, eye brow, lip, nose, etc.) acquired during the 

school year will not be accepted in the ROTC classroom or at any ROTC functions.   
 

6. Females are authorized to wear earrings necklaces, rings and bracelets, however  while in 

uniform, check the uniform regulations in the field manual.   NOTE:  New facial piercings, 

except earrings,  (including tongue, eye brow, lip, nose, etc.) acquired during the school year 

will not be accepted in the ROTC classroom or at any ROTC functions.   
 

7. Electronic entertainment devices (such as, but not limited to: walkmans, radios, etc.) and 

musical instruments will not be played at anytime in the classroom. 
 

8. No shoe shining products of any kind and/or Brasso are allowed in NJROTC spaces without 

permission of the NSI/ANSI. 
 

9. Rough-housing, loitering and/or abusive (foul) language will not be tolerated. 
 

10. Public Displays of Affection (PDA) are not allowed in the classroom, while wearing the 

ROTC uniform, or while representing Wildcat Company (either as a volunteer-i.e., bell-

ringing, color guards, etc.- or at a drill competition).  This includes, but is not limited to, 

holding hands and hugging on or off campus. 
 

11. Only the senior staff and PCO’s have permission to utilize the classroom whiteboard (for 

official use only).  They must sign their name to the message to make it official. 

 

12. All students must sit squarely in their chairs (all legs on the deck) or they will be asked to 

stand. 

 

13. Sitting on tables is not allowed at any time.  The most senior ranking cadet in the classroom is 

responsible for the conduct of the cadets 
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14. No personal gear should be left adrift in the classroom after 1430, and it should not be in the 

senior staff office at any time without permission from the SNSI, NSI, CO, XO, or LCPO.  

NOTE: The ROTC classroom and office is not a storage facility for private equipment, i.e 

football pads, golf clubs, soccer equipment, instrument, etc. 
 

15. The office telephone and computers will not be used except when authorized by the 

SNSI/NSI. 
 

16. BE RESPECTFUL. No talking during periods of instruction; including student instruction.  

Class advisors will maintain control. 
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OAK HARBOR HIGH SCHOOL NJROTC 

EXTENDED FIELD TRIP 

RULES OF THE ROAD 

 

1. Cadets must complete the Standard Release Form (Tab B).  Parents or guardians must 

sign and return them to SNSI/NSI prior to departure. 

 

2. Each cadet is responsible for conducting himself/herself in an orderly manner at all 

times.  Their conduct and appearance are expected to be exemplary, and reflect credit on 

the individual and the unit. 

 

3. Cadets going on extended field trips are placed in platoons with one individual assigned 

as platoon commander. 

 

4. Platoon commanders are responsible for the care and well being of each cadet under 

their command.  They must at all times know the where the cadets under their 

supervision are. 

 

5. Each cadet is responsible for informing his/her platoon commander of any individual 

authorized to depart from the group.  They must notify the duty officer as to where they 

are going, and what time they plan to return (during free time).  A BUDDY SYSTEM 

will be strictly utilized, and cadets will not leave the group alone.  Cadets will sign-in 

and out anytime they depart and return.  Cadets wanting to spend the night with family 

or friends must fill out an “Overnight Permission Slip”, (enclosure 1). 

 

6. NO profanity, obscene or foul language will be tolerated at anytime. 

 

7. NO smoking, alcoholic beverages or illegal drugs will be tolerated at anytime. 

 

8. NO food or beverages on the bus, unless authorized. 

 

9. Cadets will wear dress uniforms during the day while visiting Navy/Military activities, 

until completion of events for the day unless otherwise informed. 

 

10. “Presentable” student clothing will be worn to and from destination and at recreation 

areas. 

 

11. All cadets will attend scheduled activities and meals. 

 

12. Any practical jokes that endanger the welfare of a cadet at the expense of others will not 

be tolerated.  (Do unto others as you would have them do unto you.) 

 

13. CONSEQUENCES WILL BE GIVEN TO THOSE CADETS WHO DO NOT 

CONFORM WITH THESE RULES AND REGULATIONS.  IN SEVERE CASES, 

THE CADET(S) WILL MAKE A COLLECT PHONE CALL HOME IN ORDER TO 

WORKOUT ARRANGEMENTS FOR THE CADET’S IMMEDIATE DEPARTURE 

AT THE  EXPENSE OF THE PARENTS. 
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OVERNIGHT PERMISSION SLIP TO VISIT RELATIVES 

 

 

 

My son/daughter, ___________________________ has permission to visit/remain overnight for  
    (Name) 

 

one/two night(s) while in the_________________________________ area. 

 

 

NAME OF RELATIVE              ADRESS OF 

RELATIVE  

 

             

 

 

             

 

 

             

 

PHONE NUMBER OF RELATIVE         

 

PARENT/GUARDIAN SIGNATURE        

 

PARENT/GUARDIAN PHONE NUMBER     WORK:   

 

 

------------------------------------------------------------------------------------------------------------------ 

 

 

CADET DEPARTED (DATE/TIME)     CDO:     

 

 

CADET RETURNED (DATE/TIME)     CDO:     
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