OFFICE OF CIVILIAN DEFENSE
CIVIL AIR PATROL

TRAINING DIRECTIVE) NATIONAL HEADQUARTERS
§O. 20 ) - WASHINGTON, MARCH 17, 1942
DUTIES OF COMMAND AND STAFF OFFICERS
1. Genoral

The purpose of this course of instruction is to give to each
officer of the Civil Air Patrol a practical working knowledge of
his duties and responsibilities and an appreciation of the manner
in whichhis work should fit together with the work of his associates
40 round ocut an organisation capable of doing an effective defense
Job.

2. Jext

The text material to be used in this course of instruction
is presented on the following pages.

3. Distribution

Copies of this Directive will be distributed on the basis
of four coples per Headquarters. .

4. Requirement

All Command, Staff and Flight Personnel are required to
take this course. It is desirable that other personnel also be
familiar with the text.

5. JIngtruction Procedure

After each member concerned has read and thoroughly under-
stood the text, conferences will be called for classroom instruction,
which will include general discussions and question-and-answer
periods.

By Command of Major Gemeral CURRY:
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DUTIES OF COMMAND AND STAFF OFFICERS

1. a. The Commanding Officer of a unit is responsible for all
matters within his command, He is held solely responsible for training,
discipline, administration, supply and operations. In order to provide
the Comnanding Officer with assistance in meeting these responsibilities
and with certain specially skilled advisors, he is given a Staff. Members
of that Staff do not exercise command in their own name and the orders
which they may issue are issued in the name of, or by order of, the
Com:ianding Officer. The various Staff Officers relieve the Commanding
Officer of detail work by gathering, arranging, and estimating for him
such material and data as he requires to reach the decisions involved
in carrying out the responsibility of his command. The Staff Officers
will function further in their specific fields as representatives of
the Comnanding Officer to see that his decisions and orders are being
carried out properly. Much staff work is accomplished by inspections
of the various units within the command. These inspections are made
both by the Commander and by Staff Officers.

b, It is an obvious duty of a Staff to be thoroughly
familiar with orders and directives received from higher amthority and to
see that they are properly executed. This is an administrative detail and
it should not be allowed to interfere with the planning and other creative
work of the Staff, the objective of which is to fit the command to meet
whatever responsibilities may be placed upon it. A Staff should aid
the Comr..ader in carefully estimating his potential local problems and,
within the general policies laid down from above, prepare plans and train-
" ing program and required material for whatever may be foreseen.

2. The Regional Commander is responsible for the efficient func-
tioning of the Wings within his Region under the policy and orders issued
by the National Headquarters. He will spend most of his time in the field
rather than in his Regional Office, working with the Wing Commnands and
subordinate units therein, to interpret instructions from National Head-
quarters in the light of local conditions and problems and advising and
assisting the Wing Commands in doing their work, The Regional Commander
will also effect such contacts within his Region as may be of assistance
in the operations of the Civil Air Patrol in that Region. This will in-
clude heads of federal, state, and important local agencies of government
and civilian organizations. The objective of this liaison is to insure
a favorable understanding of Civil Air Patrol throughout the Region and
its intelligent use and support.

3. The CAP Wing Command. EBach CAP Wing has boundaries coter-
minus with the state after which it is named. The Wing Commander is fully
responsible for all CAP matters within his Wing, both tactical and
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administrative. As outlined in paragraph 1 above, the Wing Commander
will utilize his Wing Staff to assist him in meeting these responsi-
bilities and a proper distribution of work among the Wing Staff
members is required if the responsibilities are to be fully and effi-
ciently met., The Wing Staff is to aid the Wing Commander in preparing
plans for the Wing and subordinate units and to see that those plans
are properly carried out throughout the Wing. A Wing Medical Officer,
for instance, is interested in the progress and efficiency of Group
Medical Officers amd aids them in conducting properly the responsibil-
ities of their office.

4, The Group. In addition to functioning as a part of the
planning and administrative staff of the Group Commander, each Group
Commander and his Staff have responsibilities similar and parallel to
those outlined previously. It will be noted that as we progress further
down the chain of command into the lower echelons, there is less respons-
ibility for policy determination and interpretation and a heavier require-
ment for detail execution of specific instructions emanating from higher
ranks, The Group Commander and his Staff, under the directives emanating
from the Wing, guide and assist the Squadron Commanders in preparing for and
executing the responsibilities charged to their organizations, both in
training and in the conduct of missions. Here again the Staff plans,
cooperates and inspects, first as a group and then as individual Staff
members, in the specific field in which their primary responsibility lies,

5. The Squadron. In the Squadron Staff, designations are: S-1,
Personnel; S5-2, Intelligence; S-3, Operations and Training; S—4, Supply.
These are four key Staff Officers. In addition, there are usually
special Staff Officers such as, Commmications, Transportation, and
under combat conditions there might be an Armament Officer, a Photographic
Officer, a Mess Officer, etc,

6. Staff Relations. a. The Commander has a Staff to assist him
in the proper command functions with which he is charged. All correspondence,
orders, etc,, whether they are related to supply, missions, or training,
are addressed to the Commanding Officer because he is responsible
for everything, Therefore, he sees all correspondence and his Adjutant
marks it for the proper Staff Officer (to be passed on to the Section
Staff Officer through Commander and Executive.,) When the Staff Officer
takes action, he prepares it for the signature of the Commanding Officer
or a designated Staff Officer. This is military procedure. The Commanding
Officer should orgenize his Staff to best advantage and consider the personal
qualifications and professional qualifications of men best suited for the
Staff. For example, the Operations Officer should be an older, more
experienced pilot who will see that inexperienced pilots are not sent
on missions beyond their capabilities.

b. The Commander should attempt to keep his policies as
definite as possible so that his Staff may handle routine matters without
having to discuss each detail with the Commander. Particularly, there
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should be no misunderstanding as to the degree of authority and responsibil-
ity of each Staff Officer. It should be known definitely whose work the
Staff Officer is supervising and he should coordinate his plans with

other Staff members.

c¢. When the Commander so desires, he may assign more than
one staff duty to an officer, For example, during training, one officer
- may act in the capacity of both Supply Officer and Transportation Officer.
Then, if the unit were called upon for active missions, the Commanding
Officer might designate a separate Transportation Officer and he might
require this Transportation Officer to report to the Supnly Officer as
his assistant, which would leave Transportation under Supply. Or, the
Comrander might have Transportation report to the Executive.

d. The Chief of Staff. Within CAP, the Executive Officer
functions as a Chief of Staff and there shall not be designated a Chief of
Staff within a CAP unit, The Executive Officer in all CAP units is the
second in command and succeeds to the command in the absence of the Command- \(/
ing Officer, In business parlance, the Commanding Officer will be the
President of a corporation and the Executive Officer the General Manager.
While the President is responsible for the enterprise and very largely
decides matters of policy, the General Manager is responsible for the
operation of the business under those policy determinations and makes
such decision as are necessary within the policy determined. A further
discussion of the duties of the Executive Officer and other ranks will
be found to follow,

e. Command Channels. Normally, the Flight personnel
discuss operations with the Flight Commander. The Flight Commander takes

the matter up with the Operations Officer and the Operations Officer with
his higher authority. It is not military procedure for combat crews to
take complaints or suggestions direct to the Commander, nor should the
Comnander make decisions on such detail matter and state them direct,

He should teke such matters up through his Staff. If the Commander expects
full cooperation from his Staff, he will usually talk over operations
matters with his Operations Officer, and supply matters with his Supply
Officer, rather than ignoring them, There follows a detailed discussion
of the individual responsibilities of Commanders and Staff Officers. Each
officer should be familiar with the duty relating to his Staff assignment.

R

7. Duties of the Unit Commander., a. He is responsible for the
tactical efficiency of the unit; that as a result of training, both by
practical experience and theoretical instructions, all personnel of his
wnit are capable of performing such missions as may be assigned in a
satisfactory manner,

b, He is responsible for the training of all the personnel,
both commissioned and enlisted assigned or attached to his organizations for
duty; he is responsible that such schools are conducted as may be necessary
to train the personnel properly. He is responsible that all Officers with-
in the unit are assigned to duties that they are best qualified to perform.
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c. He is responsible for the preparedness for service of
his organization; that it is proverly equipped and ready to move out on
proper notice; that as a result of proper training the personnel are
prepared to perform the duties required of them; and that it be an
efficient weapon to aid in the defeat of the enemy,

d. He is responsible for the gdministration of his unit;
for the discipline therein; for the proper performance of their duties by
all of his subordinates, both commissioned and enlisted; for the mess,
barracks and adjacent areas; for the clothing of the enlisted personnel;
for the health of the command; for the proper preparation and disposition
of all correspondence and reports; and for all matters of an administra-
tive nature.

e. He is responsible for all public property assigned or
issued for the use of the unit or the personnel thereof; for the prover
care and preservation of such property; for the proper use thereof;
and he is personally financially responsible for all such property as may
be in use in his organization. |,

8. Duties of the Executive Officer. a. The Executive Officer
is also second in command of the unit, and hence temporarily succeeds
automatically to the command when the Commanding Officer is absent or
otherwise ceases to function,

b. He is the principal assistant and adviser to the
Commender., He may transmit the decisions of the Commander to apvropriate
Staff Officers for preparation of the necessary orders, or transmit them
in the form of orders to those who execute them. He is the principal
coordinating agency of the comma.nd He performs the following specific
duties:

(1) Formulates and announces policies for the
general operation of the Staff.

(2) Directs and coordinates the work of the general
and special Staff in respect to:

(a) Activities of the sections within the
general and special Staff groups

(b) Relations between the general and sPec:Lal
Staff groups

(c¢) Relations between the general and special
Staff groups and the troops.

(3) Keeps the Commender informed of the situation
of the command as to location, strength, morale,
training, equipment, supply, and general
effectiveness.
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(4)

(5)

(6)

(7

(8)

(9)

9. 0

Receives decisions from the Commsnder and takes
the following action:

(a) Makes such additional decisions as may be
directed by the Commander and gives neces-
sary instructions to the Staff in further-
ance of these decisions.

(b) Allots the detailed work of preparing plans
and orders, and when time permits coordinates
the resulting drafts and submits them to the
Commander for approval.

Takes steps to insure that all instructions pub-

lished to the command are in accord with policies '

and plans of the Commander,

By personal observation, and with the assistance
of the general and special Staff sections, sees
that orders and instructions of the Commander are
executed,

Makes a continuous study of the situation with a
view of being prepared for future contingencies,

Assembles routine Staeff section reports and after
their approval by the Commander forwards required
coples to higher headquarters.

In general, the Executive Officer meets the ad-
ministrative functions for which the Commanding
Officer is held responsible and does so in the

- name of the Comanding Officer.

- $-1. a. The Adjutant handles all

routine correspondence, except that pertaining to orders and instructions
concerning operation missions, in accordance with regulations and approved
policies of the higher comnnnd and his Commander, In cases for which no

policy has been established, he initiates action to secure from the Executive

Officer a policy covering suoh cases, Again in business parlance, the Ad-

Jutant would be the Office Manager operating the detail and routine functions
of the office under the General Manager and providing housekeeping functions
for the Staff members, such as filing systems, clerical help, stationery and

supplies.

His detailed duties include the following:

(1)

(2)

Authentication and distribution of all orders and
instructions except those pertaining to operation
missions,

Maintenance of the records for the unit head-
quarters. (A system of staff section records is
essential in order to have information available
for:

-’
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(a) Command decisions during operations
(b) Higher headquarters
(¢) Historical record

(3) Steff sections temporarily retain copies of docu-
ments needed in their current work, returning them
to the Adjutant for the office of records when no
longer needed.)

(4) Custody of the records of all personnel belonging
to the command which are not kept in some subor-
dinate unit,

(5) Preparation and submission of reports on strength,
casualties, and incidental returns.

(6) Supplying blank forms, publications, and instruc-
8ional matter furnished by National Headquarters,
AP,

(7) Operation of office procedure as regards adminis-
trative matters, including recommendations as to
similar arrangements in headquarters of subordinate
units.

b. Emphasis should be placed upon the responsibility of
the Adjutant as the officer charged with office management and detail.

10. Dutieg of the Operations Officer, a. He is the direct

assistant of the Commander in the training and in the direction of tactical
operations of the unit,

b. He coordinates the efforts of each department of the unit
in such a manner as to avoid confusion and insure proper completion of as-
signed missions,

c. He acts as the tactical adviser to all flying personnel
of the unit and is responsible for their tactical instruction,

d. He assigns missions and gives or prescribes such in-
structions as are necessary to insure the satisfactory completion of every
migsion,

e. He is responsible that the proper liaison is conducted
with other Arms and Services and that effective cooperation is maintained
with the other wnits of the command,

f. He is responsible that the Commander is continually ad-
vised as to the status of the Training Schedule as outlined in Training
Directives. In this connection he should maintain proper charts showing
the percentage of completion of the Training Schedule.
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g. He will verify the qualifications of newly assigned
flying nersonnel to determine their proficiency and abilities as shown
by records, and recom.end assignuent and training.

h, He will maintain an adequate Bulletin Board whereon all
available tactical information of interest to the unit personnel is posted.

i. He will maintain a file containing operations instruc-
tions coverin: all available informetion pertaining to the operations and
flying of aircraft. This file must be brougnt to the attention of all
flying versonnel and initialed by them after being reed.

J. He is responsible for the prover training of sufficient
enlisted personnel in operations procedure and in the proper preparation
of the vrescribed reports and records to insure the efficient operation of
his section under all possible conditions,

k. He will maintain close contact with the Operations Officer “w’
in units above and below his and should confer with them frequently, regard-
ing the future missions to be assigned to his unit, in order that he may be
assured that his personnel are properly prepared.

1. He will issve such orders, relative to operations matters,
as may be directed by the Commander.

m. He is responsible for the following routine matters:

(1) He will confer with the Unit Commander relative to
the work and missions of the unit and will then
prepare the necessary flight and training schedule
therefor.

(2) He will insure that all missions are executed at
the time scheduled and that the personnel are o/
properly prepared to perform the mission assigned,
He will require a report from the personnel
thereon after the completion of each mission,

(3) He will check and sign log books of pilots in his
specific unit and is responsible for complience
with CAA, Army and Navy regulations.

(4) He will enter the flying time of flying personnel
in his specific unit on such charts as may be
pertinent,

(5) He will determine the requirements and availability
of aircraft.

(6) He will keep operational records such as forced
landings, crashes, periodic sumnaries of total hours
flown by his unit, and total hours flown on various
types of missions, 0
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n. He will maintain a file of all directives and operation-
al orders from higher authority and will be responsible that the subordinate
units maintain records of flying and ground training.

o, He will keep an operations map.

p. He will determine weather conditions in areas in which
unit is conducting aeriel operations.

11. Duties of the Engineering Officer. a. Keep the Operations
Officer advised as to status of airplanes.

b. Recommend their adaptability and condition for performing
missions.

c. In charge of hangar.

. d. Supervision of work of all mechanics and crew chiefs
upon the line,

e. See that airplanes are complying with CAA inspection and
safety regulations,

f. The duties of the Engineering Officer may be summarized
as full knowledge of availability, operating conditions, range and status of
airplanes,

12, Duties of the Flight Commander. a. The Flight Commander is
directly responsible for the indoctrination, discipline, and training of all
officers assigned to his flight, and the care and maintenance of all equip-
ment assigned to the flight.

b. The Flight Commander is responsible for the following
items: ~

(1) That each pilot and observer within his flight com-
plies with all training requirements as set forth
by higher authority and that a progressive plan of
training is employed at all times,

(2) He shall be thoroughly acquainted with each pilot
and observer of his flight, knowing the qualifica-
tions, limitations and ability, as well as any
personal problems that may affect the pilot's
proficiency.

(3) He is responsible for the maintenance, inspection
and records of all airplanes within his flight.

(4) If separated from his Squadron, he is responsible
for housing and messing and all other needs of his
officers and men,
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(5) He shall keep a written record of the training
(air and ground) of his flight and any charts as
called for by higher authority.

(6) He will study the deficiencies in technique,
ability, and training of his pilots and work
toward a higher standard of proficiency at all
times, He is responsible for training both
air and ground except instructions directly
handled by higher authority.

(7) He will take steps to see that all new pilots re-
porting to his flight are acquainted with Squadron
rules and customs and flying regulations.

(8) He will sign all clearances for cross-country
flights for members of his flight.

. 13, Duties of the Intelligence Officer., a. Intimate coopera-
tion between the Intelligence Officer (S-2) and the Plans and Training
Officer (S-3) is essential. Plans for training and operations depend for
their success upon relisble information provided by a good intelligence
system. S-2 must know what S5-3 wants, and S-3 must have free access to
the information obtained by S-2, The Executive Officer of each unit will
coordinate S-2 with S-3, Specific duties of the Intelligence Officer
insofar gs they are pertinent to CAP include:

(1) Providing confidential information for the Unit
Comrander as requested by him,

(2) Maintenance of contact and exchange of information
with intelligence sections of subordinate, higher,
and neighboring units,

(3) ZEvaluation and interpretation of information ob-
tained to determine its probable accuracy, sig-
nificance, and importance, (Coc ‘ination wit'
all staff sections.)

(4) Distribution of military intelligence to the
Commander, interested staff sections and, when
appropriate, to higher, subordinate and neighboring
units,

(5) Determination of the need for military maps and
surveys; recommendations as to the gemneral character
of such maps as are to be produced; supervision of
mep réproduction and distribution, (Coordination
with all staff sections.) -

 (6) Coordination of requests for aerial photographs
and determination of their distribution.
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(7) Planning for and supervision of intelligence train-
ing within the unit. (Coordination with S-3.)

(8) Handling publicity. (Secures public understanding
of the work and vurpose of the CAP.)

(9) Supervision of the preparation and use of codes
and ciphers.

(10) Responsibility for the safeguarding of classified
information,

(11) Securing all information necessary to carry out
trai§ing and operation missions. (Coordination with
S-3.

(12) Reception of visitors at all headquarters, unless
this function is otherwise delegated.

(13) Supervision of escorting of visitors.

b. Interrogation: When a mission is completed, the Intelligence
Officer questions the entire crew on what they saw. This information is posted
on a situvation map, When military missions are being flown, the Intelligence
Officer will keep in contact with the Intelligence Officer of the military umit
and transmit to him the information that is learned about any hostile movements,
positions, etc,

c. Counter-Intellicence: The Intelligence Officer is respons-
ible for the elimination of, and handling of, members of the unit suspected
of disaffection, disloyalty, and subversive activities.

14, Duties of the Supply Officer - S-<4. a. The Supply Officer is
charged with the preparation of policies for, and the execution of arrange-
ments for, supply, transportation, and other administrative matters related
thereto, He advises the Commander on these matters, and is further respons-
. ible for those details of administrative plan which pertain to supply and
transportation, the preparation of the necessary orders, and the supervision
of their execution. (The CAP organization table calls for a Transvortation
Officer whose duties are set out below, In case a Transportation Officer is
not appointed in a unit, his duties will be assumed by the Supoly Officer.)

b. The specific duties of the Supply Officer may include the
planning for, and supervision of, activities concerning:

(1) Procurement, storage and distribution of all supplies,
including airplanes, except those allotted to the
Transportation Officer. (Coordination with S-3 for
priority of allocation of supplies.)

(2) Location of supply and maintenance establishments,

(3) Maintenance of equipment. (Coordination with S-3 8
for priorities.)
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(4) Salvage.
(5) Property responsibility.
(6) Funds and priority of expenditure.

(7) Recommendations as to new types of equipment. (Co-
ordination with S-3.)

(8) Procurement of real estate, shelter, and facilities,
including their leasing, repair, maintenance, and
disposition,

(9) Acquisition and improvement of airplane bases.
15, Duties of the Communications Officer. a. The Commmnications

Officer is adviser to the Commander and Staff on all matters concerning com- -’
munications, His specific duties include:

(1) Preparation of training programs in communications for
his unit and subordinate units according to general
policies laid down by Commanding Officer. (Coordination
with S-3.)

(2) Organization and supervision of communication schools,
(Coordination with S-3.)

(3) Preparation of routine and operational orders relating
to communications. (Coordination with Staff.)

(4) Preparation, publication, storage, accounting for and
distribution of codes and ciphers. (Coordination with

S-2.) -’

(5) Determination of requirements, procurement, storage
and distribution of commnication equipment and sup-
plies. (Coordination with S-4.)

(6) Procurement and operation of communication maintenance
and repair facilities. (Coordination with S-4.)

(7) Technical inspection of communication equipment with-
in limits prescribed by the Commander, and technical
supervision of communication operations of the command,
including coordination of the employment and of the
training of commmication agencies of subordinate units,
(Coordination with S-3 on general training program and
for general operational matters.) :

(8) Supervision of the installation, maintenance, and
operation of the communication system, including the
message center of the unit.
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b. Responsibility for strict compliance that all radio com-
mumications are within the prescribed war regulations of both Armed Forces
and Federal Commnications Commission.

c. He will keep a complete file on all FCC directives per-
tinent to communications operation in the Squadron.

16. Duties of the Transportation Officer. a. The Transvortation
Officer will be in charge of all ground transportation matters, and in rela-
tion thereto perform all of the duties that would otherwise be the responsi-
bility of the Supply Officer (S-4). He will work in the closest cooperation
with S—4. Specifically, the duties of the Transportation Officer will in-
clude:

(1) Procurement, storage, and maintenance of all means
of ground transportation, vehicular and otherwise,
required for the use of his unit.

(2) Transportation of personnel and supplies by land and
water, '

(3) Traffic control including a map and route designations
for road movements, Convoy rules.

(4) Recommendations to the Commanding Officer on all
matters relating to ground transportation.

(5) Construction and maintenance of roads, trails, and docks.

(6) Organization and training of the transportation section
of his unit and supervision of that of subordinate units.

(7) He will see that his drivers have licenses.

17. Duties of the Personnel and Medical Officer. The Medical and
Personnel Officer is responsible for the mental and physical fitness of his
unit, and for keeping the personnel records. Specifically, his duties in-
clude operation, in accordance with approved policies, of activities of head-
quarters pertaining to:

a. Classification of all individuals joining the unit, their
subsequent assignment, reclassification, reassignment, their promotion, trans-
fer, retirement, and discharge.

"~ b. Procurement and replacement of personnel.

c. Leaves of absence and furloughs,

d. Recreation and welfare and all other morale matters not
specifically charged to other agencies,

e. Report to Commanding Officer on discipline and attitude of
personnel, '
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f. Closest coordination throughout with the Adjutant. (S-1.)

g. When desired, personnel matters may be separated from
medical by the appointment of an assistant adjutant, who is usually called
the "Unit Personnel Officer",

18. Duties of the Photographic Officer. The Photographic Officer
is responsible for the training and assignment of duties of the persomnel in
the Photographic Section. While cameras are not permitted in planes or on
many airports, the enthusiasm and training in photography should be carried
on with the view that the unit mey be requested at some time to perform aerial
photographic missions. It is desirable to enroll amateur photographers in
this section.

19, Duties of the Deputy Staff Officer. The Deputy Staff Officer
is the assistant to the Squadron Staff Officer in the section to which he is

assigned, He should be assigned, from a flight with particular ability for V
the duties in the section to which assigned., When so desired by the Commander,

he may attend Staff Meetings in the absence of the Section Staff Officer,

Normally Deputy Staff Officers are assigned duty only in the Squadron.

20. Dutieg of the Flight Deputy. The Flight Deputy is next in com-
mond to the Flight Leader in his Flight, He leads the Flight in the absence

of the Flight Leader. He assists the Flight Leader in all Flight duties.



