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PREFACE

Thank you for your service to CAP’s cadets and their
development. Your dedication and commitment are the
critical factors that ensure we have the strongest
programs to support the development of future leaders.

Special Activities support the long-term development of cadets and ensure a rich and dynamic program. CAP

offers a variety of special activities for cadets divided intocategories:

National Cadet Special Activities (NCSAs) - Special programs hosted by National Headquarters
that enable cadets to explore civilian and military aerospace careers, develop leadership skills,
or enhance their emergency services skills.

Cadet Special Activities (CSAs) — CSAs are cadet activities hosted by wings or regions that
enable cadets to explore aerospace careers, develop leadership skills, or enhance their
emergency services skills. To qualify for CSA accreditation the activity must demonstrate at
least two years of successful operation to apply for CSA Accreditation. After that, accreditation
is granted one year at a time upon re-application. Some of the benefits activities enjoy through
NHQ accreditation include national-level publicity and recognition through the CSA ribbon.

National Flight Academies (NFAs) - NFAs are glider and powered flight programs that provide
primary flight instruction. These programs are conducted at the wing and region level.
Accreditation is granted one year at a time. Some of the benefits activities enjoy through NHQ
accreditation include national-level publicity and recognition through the CSA ribbon.

OVERVIEW

This guide provides an overview of the tools available to our Activity Directors (AD) and their

responsibilities for the execution of their activity. The guide does not override any CAP regulations or

operating instructions; instead, it provides access to the most current guidance available on

gocivilairpatrol.com.

The AD Guide also provides a special section on Cadet Special Activities, focusing on the accreditation
process which is necessary to run any CSA. All other guidance in this pamphlet is still relevant to a CSA AD,

so make appoint to use this as a virtual reference guide.

CAPP 60-74 26 October 2021
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I.  GENERAL
ADMINISTRATION

Key NHQ Contacts

The following individuals are your key contacts to help you plan, coordinate, and execute your activity.
In addition, they serve as your Chain of Command as it relates to the operation and oversight of your
programs. Please do not hesitate to contact us to be of assistance. Our group email is ncsa@cap.gov.

Lt Col James D. Peace Mrs. Wendy Hamilton
NCSA Coordinator Cadet Career Activities Program Manager
jpeace@cap.gov Whamilton@capnhg.gov

334-953-9210 office
Assistant NCSA Coordinators

Lt Col Elizabeth Marx Lt Col Robert Shaw
emarx@cap.gov rshaw@cap.gov
Activity Staff

ADs are appointed by the National Commander for each activity year. It is expected that ADs will serve
three to four years before transitioning leadership of the activity to other trained staff members.

The ongoing success and development of each of our activities is dependent on a quality team involved
in planning, execution, and oversight. ADs are responsible for selecting a staff of qualified, interested
CAP members to facilitate the execution of the program. At a bare minimum, ADs must select a Deputy
AD, Safety Officer and Finance Officer. These appointments are entered in eServices as described in
Section Il below. Other staff positions such as Support, Logistics, Administration, Registrar, Instructor,
and others, are added as determined by the AD to support the needs of each program.

In addition to meeting current needs, ADs must keep in mind the need to develop a broad base of staff
members who may potentially serve as ADs for this or other activities in the future. Since we are
actively transitioning ADs every three to four years, this cycle of developing future leaders is an
essential requirement of our program.

Active Duty/Reservists

Coordination for active duty and reserve support is conducted through the NCSA Program Manager.
Requests for active and reserve support is started in spring the year prior to execution. For example,
requests and job justifications for reserve support for summer 2021 courses are submitted in spring of
2020.

Active duty, reserve and guard, personnel also serving in the Civil Air Patrol need to choose which
organization they are representing for the duration of the activity. They cannot receive CAP credit if
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they are on orders as a military member. This includes permissive TDY. While serving on CAP activity,
staff will wear their USAF uniform and follow the CAP chain of command.

Guests and Visitors

Ref: CAPR 60-2, paragraph 1.5.10, Guests and Visitors
Ref: CAPR 60-2, paragraph 2.6.11, Guests and Visitors

It is at the discretion of the AD to determine when/if guests will be allowed to visit the activity. The
safety of our cadets is our primary concern, and CAP’s Cadet Protection Policy should remain
paramount. Non-CAP members cannot remain overnight in billeting that is in proximity to CAP cadets
unless it is their relative. Every effort should be made to provide senior member escort for guests, but
at no time will guests be left alone with a cadet or small group of cadets.

Guests include but are not limited to non-CAP lecturers, instructors, or support staff. Guests are also
commonly invited to graduation and awards banquets to celebrate the achievements of their cadet
relative or friend.

Activity Continuity

Each activity must have a viable plan to develop its staff to ensure continued leadership and execution
of the program over the long-term. Each activity will maintain its files, budgets, schedules, curriculum,
and other materials used to plan, execute, and close out activities in Continuity Files stored in the CAP
Dropbox system provided by CAP/CP. You are encouraged to share these folders with your staff. In
addition to activity staff, the NCSA Coordinators and Program Manager will have access to thesefiles.

Activity Preparation

The best activities are those that have been planned in conjunction with the activity staff starting
months in advance. See the “Activity Director Help Page” at NCSAS.com for the following tools:

Tool Name Description

Activity Director Planning Tool | A spreadsheet that helps you plan and track each activity day,
POC, agenda for staff meetings, and final (publishable) schedule.

To the cadets, speakers, support activities, it can look like the
NCSA is running seamlessly. But we all know that there can be last
minute changes anytime operations tempo fluctuates at a
command or a speaker cancels. This tool helps you track backups,
change timing, and move days if necessary.

NCSA Timeline This Timeline table runs down the middle of the page and
emphasizes milestones for the planning cycle. If deadlines change,
we notify you and update the timeline in red.

End of Activity Survey Links Have cadets and staff complete surveys before leaving the activity
to ensure compliance.



https://www.gocivilairpatrol.com/programs/cadets/activities/national-cadet-special-activities/activity-director-help-page

Tool Name Description

AD After Action Report (AAR) The AAR provides CAP with a basic way to evaluate the success of
Template the activity and prioritize needed changes. This is due to your
assigned NCSA Coordinator no later than 45 days after the end of
the activity. A copy is then stored in your Dropbox folder labeled:
“5) After Action Report and Surveys.”

Keep Regions/Wings informed!

Too often, NHQ has received complaints that the AD

is operating autonomously within their Region or Don’t operate autonomously! Region,
Wing without appraising the chain of command. Wing, and your own staff need to know
Make it a point to send a monthly email summary to how/what plans are rolling out.

the Wing and Region commanders (where the activity

will be held) noting key accomplishments and
obstacles if any. For example, let the Wing know if vans are hard to attain or if a Base is not
responding.

Keep Activity Staff informed! ADs should start interviewing staff once applications are approved and

slotted in Alternate. Click on the person’s name and View Application to review their qualifications and
acquire the phone number. Select your staff and move them to the primary slots.

As soon as practical, conduct monthly staff meetings via Go to Meetings, Zoom, or other. Planning the
staff agenda is done on the Planning Tool (above). Staff should start becoming familiar with one
another’s backgrounds and contributions, so start assigning responsibilities and reporting
expectations. Also:

e Intros: Include USAF Reservists assigned to the activity from the beginning and let the staff
know how the reservists will contribute.

o Let the staff know how the schedule is filling in. This will help the Safety Officer and PAO in
planning their own duties. This also gives the staff and reservist(s) an opportunity to
support the planning with speakers, locations, and POCs.

e Answer questions with regards to travel and reimbursement. Ensure that staff all arrives
when expected.

e Encourage staff to bring their Training Checklist so it can be signed for relevant tasks.

e Emphasize uniform requirements and grooming standards, and that these rules will be
enforced.

e Remind key staff members of upcoming training opportunities via webinars.
e Use staff telecoms to collaborate on the Safety Plan and risk assessment.

e Minimize surprises!
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Working with Local Staff and Up-channeling

ADs will have to manage relationships with unit, group, and wing staffs for support and logistics needs
specific to each activity. Please remain mindful while you support a National Activity as you are a guest
of the Wing or Region in which you participate. Regular communication, advance planning and respect
for the commanders you are working with is critical to the ongoing success of NCSAs around the
country.

ADs and staff should NOT contact the National Commander directly for day-to-day needs. The staff
listed at the beginning of this guide are your primary contacts and resource. The NCSA Coordinator and
the NCSA Program Manager are here specifically to help support the successful execution of your
program.

Training Webinars

On the AD Help Page, scroll down past the Timeline until you see the upcoming training webinars
listed. Those training webinars already conducted will have links to the slides or audio within a few
days of the webinar date.

The webinars include topics of interest to the Activity Director and staff. At a minimum we conduct
one for new ADs, a season kick-off, Finance, and Safety. At the end of the season, we hold a wrap-up
webinar to ensure that all staff members know how to close their records and prepare for next year.

The highlight of the training webinars is the active interaction between staff and participants, Q&A,
and assistance in taking your next steps. In addition, training webinars are offered on two nights for
the participants’ convenience.

Personally Owned Vehicles (POV) and Corporate Vehicles

POV - Senior Members may drive POVs if approved by the AD where the activity takes place per CAPR
77-1, Operation and Maintenance of CAP Vehicles, but they will not drive cadets in a POV during the
activity unless the vehicle is signed into the activity.

Corporate or military vehicles - The AD will ensure that drivers are qualified to drive the vehicles they
are using. CAP or DoD driver’s licenses will be checked for currency. Corporate or military vehicles will
be given a daily safety inspection, in accordance with CAPR 77-1, Operations and Maintenance of CAP
Owned Vehicles. CAPF 73, Vehicle Inspection Guide and Usage Data, must be used. Vehicles will be
returned to the owner in the same or better condition as received. Vehicles will be cleaned and fueled
before being returned.

USAF Reservists serving on CAP activities are permitted to drive corporate vehicles with the express
permission of the CAP-USAF Commander. CAP/CP will coordinate permission for all NCSAs each year. It
is not a guarantee that permission will be granted.



Uniforms

Cadets over 18 and senior members will comply with weight and grooming
standards to wear an AF-style uniform and uniforms will be worn in accordance
with uniform standards as prescribed in CAPR 39-1. “Special Patches,” badges,
tabs, or other devices not expressly approved in CAPR 39-1 may not be worn.

Participants and staff will comply with the guidelines and policies set out by the
AD as it relates to “off-duty” attire. Regardless of what members are wearing,
while participating in an NCSA, all members still represent CAP and the USAF and
must conduct themselves appropriately.

Participants and staff will wear the AF-style blue uniform, ABUs, or the corporate
equivalent, or an activity uniform. Ref CAPR 39-1, Chapter 9, “Distinctive
Uniforms, Items and Equipment.” Note: national flight academies no longer need
an alternate uniform approval. It is incorporated in the most current CAPR39-1.
However, other activities not addressed in the reg still must request approval for
alternate uniform is they have special mission requirements.

Unless limitations, restrictions or special circumstances require it, the preference
is for our activities to be held in a CAP uniform (as defined in CAPR39-1).

e Alternate Uniform — If your activity has certain limitations,
restrictions or special circumstances and you intend to define an
alternate uniform, this MUST BE APPROVED IN ADVANCE via notice
to the NCSA Coordinator AND approved by the National
Commander. We submit a request for approval via an Alternate
Uniform Letter Authorization to the National Commander. This effort
is required by CAP regulation but has not been widely adhered to in
the past. We will include your activity from year to year going
forward.

e Uniform Options — If your program does not have an alternate
uniform, your activity MUST permit any uniform, per class (dress or
utility), as authorized by CAP. So, if your activity operates in the
utility uniform, ANY version of that uniform (ABU, BDU or Blue BDU)
is authorized. Note: BDUs will no longer be permitted after 15 June
2021. Activities cannot restrict participants to wear only a style of
uniform in a class (i.e., ABU or BDU, only). The same applies for the
dress uniform.

Military personnel participating in CAP activities are expected to conform to similar
staff uniform requirements, consistent with their regulations and guidelines.

Uniform
Infractions

Note: The AD should
provide leadership and
set the example for
staff grooming
standards. CAP does
not permit its senior
members to wear Air
Force style uniforms if
the member is
overweight, has a
beard (other than for
religious reasons) and
is outside other
grooming standards
listed in CAPR 39-1.
Females should not
wear multiple
piercings, visible
necklaces or ankle
bracelets, or streaked
hair with unnatural
color.

Cadets, military, and
civilians are all looking
to the senior members
for a professional
representation of the
CAP organization.

Tobacco, Alcohol, Marijuana & Other Controlled Substances at Cadet Activities

Ref: CAPR 60-2, paragraph 2.3
Please familiarize yourself with this regulation.
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Off-Duty Time for Adult Leaders

Ref: CAPR 60-2, paragraph 2.7.8
Please familiarize yourself with this regulation.

Disciplinary Action

Sending members home is a serious matter and should not be considered lightly. Issues related to
health, safety and activity rules/guidelines are at the discretion of the AD. However, before sending a
cadet or staff member home for any reason and regardless of the time of day, the AD must contact the
NCSA Coordinator (or one of the other “Key Contacts” listed on the Administration section above).
AFTER consultation with the NCSA Coordinator, in the event the decision is made to send a participant
home, the AD with help, as needed, from the NCSA Coordinator will:

1. Contact the participant’s Region Commander.
2. Contact the participant’s Wing Commander.
3. Contact the participant’s unit commander.

4. Although regulations do not require written notice to dismiss from an activity early, since
we are dealing with cadets who typically are a great distance from home, the AD will
follow up phone communications with a written explanation of the reason the member
will be sent home and anticipated details to their departure (cc’ing the NCSACoordinator).

5. If the member is a cadet, notify their parents.

6. The NCSA Coordinator will notify CAP/CP of the reason the cadet was sent home. This
action may be done by a forward of the above written correspondence. CAP/CP policy is to
leave the disciplinary action of the participant to the appropriate Wing and Squadron. The
cadet will remain with senior members while awaiting to travel home (Cadet Protection
Policy CPPT guidelines will be followed). The cost of the member returning home is the
responsibility of the member and/or their parents and NOT CAP.

Base Access

Should your activity require access to a military installation(s), be prepared to become familiar with the
Base’s requirements more than a month in advance. You will need to have both a Military Support
Authorization letter and an Entry Authority List (EAL). These are separate documents.

e Military Support Authorization (MSA) — Gives members access to clothing sales, AAFES, the
dining facilities and lodging and is issued by CAP-USAF. The MSA does not give access to
the base. NHQ will prepare this letter for your activity for CAP-USAF signature. Please
provide information on your participants to the NCSA Program Manager at LEAST two
weeks in advance of the activity date.

e Include the last name, first name, CAP ID and CAP grade for all participants and staff and
the earliest arrival date for any staff and latest departure date. Entry Authority List (EAL) —
Provides base access and is issued by each base’s Security Forces. The MSA—Military
Support Authorization does not give you access to the base. The AD will need to
coordinate with the local Security Forces in the Visitors’ Center to provide ready access for



your staff and participants. Each base has different requirements, so identify and
coordinate their requirements early.

At a minimum, bases require each member’s full name, date of birth, an unexpired driver’s license
number and state of issue. If a member does not have a state-issued photo identification card, then
there will be other information required—expect to provide a social security number, place of birth
and or passport number. If there are cadets 15 or under, just write in “cadet or youth” in the field. A
separate EAL might be needed for your guests or individuals picking up members, if you do not have
those guest names included in the initial request. If you have any trouble with this issue, contact your
assigned NCSA Coordinator.

If you have a cadet or senior who was not born in the US and does not have US identification or
passport, there may be additional information needed to gain access, as most bases require they be
vetted through their foreign disclosure office. This process can take up to three months, so plan ahead.
The base itself will tell you how much lead time it will need.

Once all information is with the security forces, follow up to be sure your group is on an EAL. Finally, be
sure to check back one to two business days BEFORE your first staff arrives to be sure that the EAL is
ready to go to the gate(s). Be sure you check with the applicable gate(s) guards the morning of your
first arrivals to ensure the list made it to the people responsible for checking IDs.

CADET ADMINISTRATION

Proper Supervision

Please read CAPR 60-2, paragraph 2.6 & 2.7 as it addresses several unique circumstances which may
apply to your activity. Here are just some highlights.

Cadets always will be under senior members’ supervision. At least two senior members will be present
at overnight activities. Ensure that adequate staff members are billeted in the immediate vicinity of the
cadets, whether in field, dorm or hotel. If possible, a female escort should be available for female
cadets. If male and female cadets are in the same room unsupervised, the door will be open all the
way. Cadets will receive a minimum of eight planned hours of sleep each night. In addition, cadet staff
should also be supervised. While they are building leadership skills working their flights, etc., seniors
should still be watching and at the ready to intervene or assist.

Cadet Protection Program Training

Ref. CAPP 60-15, Cadet Protection Implementation Guide. You should, at a minimum, reread this each
year.

Ref. CAPR 60-2, Chap 3. Members whose training expires are automatically prohibited from accessing
eServices until they renew their graduation credential. CAP senior members and cadets 18 years old
and older are obligated to complete the Basic Cadet Protection Policy Training (CPPT) course prior to
participating in any CAP activity and must refresh their training every 48 months. In addition, CAP
offers an Advanced CPPT course required for NCSA directors and their deputies.

https://www.gocivilairpatrol.com/programs/cadets/cpofficer/cpptraining is the link to access any of

the CPP trainings offered.
8 CAPP 60-74 26 October 2021


https://www.gocivilairpatrol.com/programs/cadets/cpofficer/cpptraining

Each AD should be conversant in CAPR 60-2. Read each year to be sure you understand any updates to
regulations. ADs can depend on other senior staff or NCSA Coordinators for assistance as needed.

Cadet Use of COV and POV Vehicles

Ref: CAPR 77-1 paragraph 1.7

Check In and Out

On arrival, cadets will be picked up at the airport, bus station, train station by a senior member or
reservist (no taxis or other public transportation). Participants must call home upon arrival.

Cadets departing an activity should be delivered to the transportation hub by a senior member or
reservist or by hotel shuttle for hotel-based activities. Staff will ensure that the cadet has a phone
number of a staff member before embarking on travel to use if there is a delay or cancelled flight.
These principles should be communicated to parents in the activity welcome letter, as well.

Tobacco, Alcohol, or other Banned Substances

Regardless of age, cadets will not possess or consume tobacco products in any form while participating
in a CAP activity. They may not use recreational drugs or consume alcohol. Participants caught drinking
alcohol or using other banned substances may be dismissed early from the activity at the AD’s
discretion.

Handling Medications

The administration of both legal prescription and legal non-prescription medication(s) is the
responsibility of the CAP member and not the CAP organization.

Directors and staff need to know and understand the rules and Take time in advance to
requirements for members to self-administer medications per CAPR review the CAPF 160(1)
160-1(1) Operations of CAP Health Services Program Chapter 4. This forms for completion and
rule does not prevent you from helping cadets keep track of whether potential medical surprises

they are self-administering appropriately. Provide time and safe during the activity.

space for them to do so if they must take during meals or as needed
due to conditions like asthma or allergies. The key is to trust but
verify they are taking their prescriptions.

Many cadets will arrive with prescription or other medications. ADs must ensure that each cadet has
turned in a CAPF 160(l), CAP Member Health History, form. Normally, medications should be left with
the cadets so that they can take their medications as needed or prescribed. However, state laws vary
considerably in this area, so the AD should check with the Legal Officer of the host wing and follow
local laws. In addition, some medication may require refrigeration or special keeping when away from the
dorm.



Medical Care Policy

Medical treatment is an area that can get you into trouble very
quickly. Per CAPR 160-1(l), members requiring first aid treatment
will be taken to the nearest appropriate medical facility as soon as
possible. You can assist another member in distress to save their life
and provide emergency first aid if the member has appropriate
training and experience, but only until professional medical care can
be obtained. Should an injury requiring hospitalization or death
occur, immediately notify the CAP National Operations Center and
when time permits, enter the incident into the Mishap Reporting
System (SIRS).

Insurance and Consent Forms

CAPR 900-5, The CAP Insurance/Benefits Program, outlines insurance benefits for CAP members at
civilian hospitals. Insurance within CAP’s many missions is complicated. CAP medical expense benefit is
considered excess to existing coverage and is very limited. Claims must be submitted using CAPF 80,
Civil Air Patrol Death Benefit/Medical Expense Claim Form. We highly encourage members to ensure
they care sufficient personal insurance whether attending flying activity or classroom activity. The AD
will ensure that the necessary paperwork has been completed, remitted, and onsite by the time the
activity starts. Note: The NCSA application in eServices contains insurance information and parental
consent for medical treatment sections. Cadets should print the form and have parents’ sign. For
cadets over the age of majority in the state in which the activity is held — 18 for most states - a parent’s
signature is not required but is encouraged. ADs need to ensure participants’ signed copy is available
onsite.

Abuse and Hazing

CAP has zero tolerance for abuse or hazing. Definitions and reporting requirements for alleged
incidents are covered fully in CAPR 60-2, CAP Cadet Protection Program, and must be followed by all
activity participants. ADs having any questions about whether conduct violates Cadet Protection
policies should contact NHQ. Each activity must conduct the Required Staff Training prior to beginning
the activity which should highlight the unique dynamics of your activity and how to keep cadets safe.

Hazing includes punishment of group for failure to perform. Many activities that seem fun, like “Wheel
of Misfortune,” where cadets must perform a silly task for failing to comply with rules, often go over
the line and publicly humiliate rather than reinforce correct behavior.

Flip the script, catch people doing the right thing and reward them versus penalizing those who did not
perform as well.

Similarly, “old school” call sign ceremonies can move into the realm of sexual harassment when boys
or girls receive names that refer to body parts or traditional gender roles. How can you avoid being
misunderstood and still have a camaraderie-building event like a naming ceremony? Privately pre-clear
the name with the cadet, and or stick to non-offensive language.
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Counseling

Ref CAPR 60-2 paragraph 2.6, Universal Standards of Practice.

Graduation

Similarly, not all cadets are required to successfully graduate from a performance-based NCSA. If a
cadet does not meet defined performance standards, does not complete required assignments, or fails
to participate fully in the activity, the AD is not required to “graduate” the participant. It is critical,
however, that ADs approach such decisions ensuring they use a consistent evaluation process and
involve multiple staff members. ADs should follow the same protocol outlined above for sending a
member home if a participant does not graduate.

If your activity has graduation requirements, these must be documented in writing, posted on your
NCSA website, and embodied in the Welcome Letter sent to cadets upon notification of acceptance to
the activity. Per CAPR 60-1, para 8.5.1.3, cadets and staff must complete 80% of the requirements of
the course in contact hours to be eligible for graduation. Again, participants may engage in the entire
course, but not graduate. If a student does not graduate per the graduation requirement, they will
not receive credit for the CSA or NCSA in their training record nor be eligible for the NCSA ribbon.

Recording Credit in Training Record

In order for your students and staff to get credit for successfully graduating from your program, ADs
must complete the AD Completion module in eServices under Event Admin. Credit will not be given if
the member is not approved online via the eServices registration process by both the Unit and Wing
Commander.

1. Oncelogged onto eServices, click on "AD Completion" module found under Cadet Programs,
Event Admin.

2. Select your event via dropdown menu (you may only see your event depending on given
permissions).

3. Under "Completed?" — select the appropriate box per member, the default will always be
"not selected.” If the Cadet is a "Distinguished Grad," click on the box below that column as
well. Finally, if a member did not complete event, after selecting that box you must fill out
the comment not labeled "Did Not Complete Reason."



The shortcut link to the module is:

https://www.capnhg.gov/CAP.Events.Web/Modules/EventCompletion.aspx. You will only see cadets
and staff listed that were placed in a “primary slot.”
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http://www.capnhq.gov/CAP.Events.Web/Modules/EventCompletion.aspx

II. SAFETY

All adults who work directly with cadets are expected to be familiar with and apply the Deliberate Risk
Management process during cadet activities. For help with Risk Management tailored to the NCSA,
NFA, and Encampment environment, please look at and use the products available at Safety’s
https://www.gocivilairpatrol.com/members/cap-national-hg/safety/safety-library/risk-assessment-

resources/ncsasafety. This is an emphasis item. Use these tools to make RM a part of everything you

do at your activity and provide feedback on the tools to safety@capnhg.gov.

Note: when selecting your activity’s safety officer, ensure that the candidate has background at the
squadron, wing, level in the Safety Duty Position, and preferably at a mission lever which more
emulates an NCSA environment.

Unexpected circumstances such as the 2020 Coronavirus will be highlighted on the NCSAS.COM front
page. This important information will include status for registration, document collection, a
communicable disease plan, how to handle cancelled activities and refunds, infected cadets/SMs, and
other Safet