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PREFACE 

Congratulations on deciding to become an important part of the Civil Air Patrol (CAP) Command 
team and committing to the protection of our people and resources! The journey you are about to 
take is both demanding and rewarding, and we are committed to ensuring you have access to the 
best possible support along the way. Familiarizing yourself with this pamphlet will help you 
become aware of the requirements for each Command Specialty Track rating and ensure you 
know where to find and receive support. 

As a Commander or Senior Enlisted Leader (SEL), you directly contribute to the National 
Commander’s vision of ensuring that our units are led by trained and professional leaders.  The 
Command specialty track is unique among CAP’s specialty tracks.  It is focused solely on preparing 
members to serve at the squadron, group, wing, region, and national level of command.  Each of 
the ratings corresponds to a level of command or Senior Enlisted Leadership role: Technician – 
Squadron; Senior – Wing; Master – Region and National.  As such, in order to advance to the 
Senior and Master level you will need to have served as a commander or SEL role at the Squadron, 
Group and Wing level. 

Welcome to the CAP Command Specialty Track! Any time you have questions, please reach out to 
us at capvolu@capnhq.gov. 

 

OVERVIEW 
 

This Pamphlet reflects the policies and requirements of the CAP Senior Member Education & 
Training Program.  

PLEASE NOTE: If you earned a Command Specialty Track rating based on the requirements of 
previous editions of CAPP 222, you do not need to meet the requirements of the new CAPP 40-
35 to retain that rating. However, if you are in the process of pursuing a rating on or after the 
effective date of this pamphlet, you do need to meet the new requirements for that rating as 
outlined in this edition of CAPP 40-35. Please email any questions about this exemption to 
capvolu@capnhq.gov. 

CAPR 40-1  Civil Air Patrol Senior Member Education & Training Program, along with CAPR 30-1 
Organization of Civil Air Patrol defines and explains the roles and responsibilities of CAP 
Commanders and Senior Enlisted Leaders at all levels. 

 
Progressively mastering the material in each section of this pamphlet will help prepare you (with 
the assistance of a mentor) for the corresponding rating and for positions of increasing command 
or senior enlisted leadership responsibility and knowledge within your unit and CAP. 

 

  

mailto:capvolu@capnhq.gov
https://www.gocivilairpatrol.com/media/cms/R160_001_30_September_Corrected_Cop_DBD1E035A622E.pdf


   
 

4 
 

CAP EDUCATION AND TRAINING PROGRAM 
 

The requirements outlined for each rating in the Command Specialty Track provide the basis for 
the knowledge and skills needed to perform your duties. The rating requirements may also allow 
you to progress through the five levels of the CAP Education and Training Program (including 
eligibility for promotion). See CAPR 40-1, CAP Senior Member Education and Training Program, for 
additional information. 

 
MENTOR SELECTION 

 

A mentor with the right knowledge, skills, and experience will help you develop so you can 
perform your Command duties. Selecting a mentor who is actively involved in the CAP Command 
Program and well-versed in CAP Commander or SEL roles, including all the current program 
requirements and processes, will ensure you have the best support possible along the way. 

Your Education and Training Officer, Commander, Squadron or Group Commander, or Wing or 
Region Director of Education and Training or senior enlisted leader (where applicable) can help 
you in the selection of a suitable mentor.  

Once selected, work with your mentor to develop a written plan of training to ensure that you 
chart your course and stay on track. 

 
SPECIALTY TRACK REQUIREMENTS 

 

The specific requirements for each rating in this specialty track are designed to support members 
progressing simultaneously through education and training levels and through the various 
Command and senior enlisted leadership duties. However, members may accomplish certain 
tasks or requirements that are part of a different specialty track or another training program, and 
these tasks count toward the requirements of this specialty track. 

 
Types of Requirements: Each rating level contains Service, Training, Activities, and 
Knowledge (STAK) requirements that you should complete. 

Service Requirements are the positions and qualifications that you need to fulfill 
in order to earn the rating including command or senior enlisted roles where 
applicable. It includes the length of time you need tot serve in a position and in 
each level of the specialty track. 
 
Training Requirements outline the courses in the eServices Learning Management 
System or Absorb that you complete at each level. 

Activities Requirements are the activities and other tasks that you  complete at 
each level. 

https://www.gocivilairpatrol.com/media/cms/401_D0EBCA4333836.pdf
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Knowledge Requirements are the regulations, pamphlets, and safety-related 
publications of which you are expected to demonstrate understanding and apply in 
your duty assignment. 

 
Testing: As you progress in the Command Specialty Track, you should complete individual 
knowledge exercises or tasks that may include reviews of required reading. 

 
Exercises for future rating levels are not available until you enter that level of training (i.e., 
senior level exercises arenotavailable when you are pursuing your technician rating).  

  
Documentation: Not all required tasks for this specialty track are recorded in eServices.  
You should document completion of all tasks and retain all documentation, since some 
tasks might be completed out of order and may count towards a higher rating or toward 
the requirements of different specialty track. Your commander may require your task 
completion documentation before certification in eServices. 

 
Recording Ratings and Earning Awards: Once you have completed the 
requirements for technician and senior ratings, your unit commander may enter the 
completion in the online Specialty Track Module in eServices. In the case of the Master 
rating, only the Wing or Region Commander is authorized to approve and enter the rating 
in eServices, regardless of whether the member serves in a command or SEL role. Once a 
rating is recorded in eServices, you are eligible to wear the Leadership Award ribbon (and 
applicable devices for senior and master levels) in accordance with guidance in CAPR 39-3 
Award of CAP Medals, Ribbons and Certificates, and CAPR 39-1 Civil Air Patrol Uniform 
Regulation.  

https://www.gocivilairpatrol.com/media/cms/R039_003_83459660D4F44.pdf
https://www.gocivilairpatrol.com/media/cms/R039_003_83459660D4F44.pdf
https://www.gocivilairpatrol.com/media/cms/CAPR_039_001_5_Mar_2020__6EA485E9593C8.pdf
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INSTRUCTIONS FOR STUDENTS 
 

Training in the Command Specialty Track formally begins once you complete Level III of the Senior 
Member Education and Training Program and meet the following criteria: 
 
- CAP Officer of any grade (officer or NCO), to include Flight Officers. This is to allow members 
to begin training as early as possible to prepare to command in the future.   
- Six (6) months as an active CAP senior member, or immediately upon assignment to a 
squadron commander or senior enlisted leadership role, as applicable. 
- Enrolled by the squadron commander or next echelon commander if the member is assigned 
to the commander position. 
- Career mentor assigned.  Mentor should be from the member’s unit, preferably the current 
squadron commander or senior enlisted leader, a former squadron commander, or a former 
senior enlisted leader.  If not available in the member’s home squadron, another unit or next 
higher headquarters could provide the mentor. 
 

Self-Study and OJT Procedures (Read, Discuss, Shadow, Perform, Review): 
Training is generally self-paced. Please work with your mentor to ensure a full 
understanding of all the training requirements. 

Follow the procedures listed below to ensure your training is successful: 

1. Complete each required reading for your level. 
2. Discuss the readings with your mentor to ensure your general understanding is 
accurate, then take the quiz on that reading. 
3. Shadow your mentor and watch how the mentor performs the tasks required in 
your level. 
4. Perform the same tasks under your mentor’s supervision. 
5. Review the service, training, activities, and knowledge requirements with 
your mentor to ensure that you have fulfilled each requirement. 
6. Once you have completed all the quizzes, complete the end-of-level online test for 
the level you are working on. Quizzes on the reading requirements at each level of the 
Command track are available in Absorb. They  all need to be completed in order to 
progress through the level. The end-of- level test areunlocked once all the quizzes are 
complete. 
7. It is your responsibility to ensure that the completion of each requirement is 
properly documented and checked complete by your mentor as they are 
accomplished. Be sure to provide these documents along with the completed 
checklist for the appropriate level being sought. 
8. When you have completed all the skills, training, activities, and knowledge 
requirements for a level in the specialty track, your mentor may sign the completed 
skill level checklist (Attachments 1, 2 or 3, as appropriate) and forward to your 
Commander for approval. Be sure to include any required documents which show 
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you’ve completed all the required STAKs (i.e. eServices printout of training 
completion, completed risk assessments, staff rosters, checklists, etc.). 

Additional Note for senior and master level candidates: Achieving the master level in the 
Command specialty track comes with certain responsibilities which include mentoring other CAP 
members (officers and NCOs alike) through the technician and senior levels.   

 
INSTRUCTIONS FOR MENTORS 
As a mentor, you are a teacher guiding your senior member student(s) through the duties of the 
position, reinforcing the knowledge requirements corresponding to the rating, and setting the 
example as you demonstrate the skills and dedication the Command specialty track requires. 
CAPP 40-7, Civil Air Patrol Mentor's Guide, provides an excellent overview of how to be an 
effective mentor. 

 
The OJT Environment: You should be familiar with the five-step OJT methodology: 
Read, Discuss, Shadow, Perform, Review. Use the demonstration/performance method 
(described below) to teach students how to complete job duties. 

 
While in-person mentoring is generally the most effective method of training, in some 
situations it may be difficult to meet with your student in person. It is acceptable to 
mentor electronically (phone, text, email, video conference, etc.) as conditions require. 

 
During the demonstration phase, allow the student to shadow you as you perform job 
duties related to the student’s knowledge requirements. Point out the task’s sequence of 
events and standards of performance. 

 
During the performance phase, have the student complete job duties related to the 
knowledge and service requirements of the rating they are pursuing. Provide constructive 
feedback to let them know what they did correctly and what areas need improvement. 

 
Students pursuing the senior and master ratings will likely hold staff, command or senior 
enlisted leadership positions of their own. In such instances, explain how the subject 
matter relates to the student’s current position as well as your own. 

 
Student / Trainer Ratio: A student to trainer ratio of 3:1 or less is recommended to 
ensure students have adequate access to support in real time. 

 
Levels of Training: Familiarize yourself with the service, training, activities, and 
knowledge requirements throughout this guide. This will help you provide the right 
training at the right time, versus overwhelming the student with knowledge that may be 
valuable but is not yet needed. 

 
Training Accuracy: Avoid the tendency of always relying on your memory when 
explaining job procedures to students. By reviewing the applicable CAP publications before 
beginning an OJT program, you can be sure to teach the current policies and procedures. In 
the process, you will benefit from refreshing your own knowledge and your student will 

https://www.gocivilairpatrol.com/media/cms/P_407__1_Jan_2021_D651D5CBF83E0.pdf
https://www.gocivilairpatrol.com/media/cms/P_407__1_Jan_2021_D651D5CBF83E0.pdf
https://www.gocivilairpatrol.com/media/cms/P_407__1_Jan_2021_D651D5CBF83E0.pdf
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learn how to find where the information is located and develop the habit of referring to 
written guidance rather than relying on recall or word of mouth. Most importantly, you will 
be setting the example of referring to the “checklist” and performing the task “by the 
book.” 

Completion of Student Tasks: As the mentor, it is your responsibility to ensure that a 
student can perform each task proficiently. This requires more than just performing a 
demonstration and signing the student off as knowledgeable and proficient at a task. Some 
tasks may require several attempts before a student is comfortable and able to perform the 
task without assistance. Remember, when you sign off the student’s completion checklist, 
you are certifying that they can function at an acceptable level of knowledge and ability. 

 
 

TECHNICIAN RATING 
The Command Technician rating involves understanding CAP’s overall three-part mission.  This 
includes key areas of command emphasis on Safety and Cadet Programs. A technician rating 
prepares a CAP Officer for duty as a Squadron Commander, Deputy Commander or Senior 
Enlisted Leader at the squadron level. To enroll in the Command Specialty Track, the student 
needs to have completed Level III of the Senior Member Education and Training Program.  

Members who have completed the Technician Rating should be considered as trained and 
prepared to serve in squadron level command or senior enlisted leadership roles. Their 
knowledge level is high and broad enough to give them a solid start as a new squadron 
commander. 

Completion of the technician level requirements needs to be evaluated and certified by a senior 
or master rated Command officer or SEL in coordination with the appropriate commander using 
Attachment 1, Command Technician Level Checklist, and processed in accordance with CAPR 40-
1. 

 
 

TECHNICIAN LEVEL SERVICE 
 
1. 6 months training in the command specialty track at the “NONE” level. 
2. 12 months  a primary unit staff member at any level (a deputy commander or senior enlisted 

leader/NCOIC is preferred but not required). 
 
TECHNICIAN LEVEL TRAINING 
3. Completion of the Squadron Commander’s Course (online or in residence), applicable to officers and 

NCOs participating in the Command Specialty Track. 
4. Completion of CAP’s online Basic Risk Management Course. 
5. Completion of Advanced Cadet Protection Program Training. 
6. Completion of Training Leaders of Cadets Basic Course. 
7. Specific training in leading volunteers.  FEMA course IS-244 – Developing and Managing Volunteers. 
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8. Completion of Level 3 with another specialty track. 
9. Technician Rating in one of the mission rating areas (CP, ES/OPS, AE). 
10. Enrolled in all three mission area specialty tracks. 
11. Recommendation of mentor and squadron commander. 
12. Approval by next higher-level commander. 

 
 

TECHNICIAN LEVEL ACTIVITIES 
1. Attendance at one wing, region or national conference with a “Lessons Learned” discussion with 

mentor documented. 
2. Rating wrap-up discussion with mentor.  Completion of CAPF 40 for wrap-up discussion.  

 
 

TECHNICIAN LEVEL KNOWLEDGE Candidates for the Technician Rating complete assignments 
and exercises to demonstrate their knowledge of assigned readings. 

1. Read CAPR 30-1, Organization of the Civil Air Patrol, and discuss its contents with your mentor. 

2. Read Sharing Success and Owning Failure - Preparing to Command in the Twenty-First Century Air 
Force and discuss its contents with your mentor.  (available in print or online from Air University). 

 

SENIOR RATING 
 

Completion of the senior level requirements need to be evaluated and approved using Attachment 
2, Command Senior Level Checklist, by a master rated Command Track Officer or NCO and 
processed in accordance with CAPR 40-1. 

 

SENIOR LEVEL SERVICE 
1. 12 months of training in the Command specialty track following earning the Technician Level. 
2. 2 years of successful command or senior enlisted leadership at squadron or group-level. 
3. 3 years of command, senior enlisted leadership and/or primary staff at any level. 
4. 5 years of supervisory experience either within or outside of CAP. 

 
SENIOR LEVEL TRAINING 
1. Completion of Level 4. 
2. Successful completion of the Senior Rating Command Specialty Track review board. 
3. Completion of advanced command training – Group Commander Course applicable to officers and 

NCOs participating in the Command Specialty Track.  
4. Completion of “Advanced Risk Management” 

https://capnhq.myabsorb.com/#/search?term=Risk%20Managment.  
5. Senior rating in one of the mission specialty tracks and a technician rating in a second. 

 
SENIOR LEVEL ACTIVITIES 
1. Staff service at a supervisory level (Director, Commander or Deputy Commander) as a senior member 

https://www.gocivilairpatrol.com/media/cms/R160_001_30_September_Corrected_Cop_DBD1E035A622E.pdf
https://www.gocivilairpatrol.com/media/cms/401_D0EBCA4333836.pdf
https://capnhq.myabsorb.com/#/search?term=Risk%20Managment
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of any activity listed in 40-1, CAPR Atch 7. 
2. Serve as a career mentor for a member who achieves Level 3. 
3. Quarterly discussion with career mentor.  Use CAPF40 for each discussion.  

 
SENIOR LEVEL KNOWLEDGE Candidates for the Senior Rating attend a review board, based on 
a discussion of case studies.  

1. Recommendation of career mentor and commander. 
2. Approval by next higher-level commander. 

 

MASTER RATING 
A member with a Master Rating in the Command Specialty Track should be looked upon as a 
member with extensive wing-level command or senior enlisted leadership experience and is 
prepared to assume responsibilities at the region or national level. 
 
Specialty Track member at a higher echelon, in coordination with the appropriate commander at a 
higher echelon using Attachment 3, Command Master Level Checklist. 

 
After approval by the Region Commander, the Command Master Level Checklist needs to  be 
forwarded to the CAP National Commander (or designee), with supporting documentation, for 
final approval. 

 
MASTER LEVEL SERVICE 
1. Successful completion of an assignment as a wing commander or wing senior enlisted leader. 
2. 18 months training in the Command Specialty Track following earning the Senior Rating. 

 
MASTER LEVEL TRAINING 
1. Successful completion of the Wing Commander’s Course (or National Commander–approved 

equivalent), applicable to officers and NCOs selected to serve in wing-level command or senior 
enlisted leadership roles. 

2. Minimum of Master rating in one of CAP’s mission tracks (CP, AE, OPS/ES), Senior rating in another, 
and Technician rating in the third. 

3. Serve as a career mentor for a member to the Technical Rating in the Command Specialty Track.  
 

MASTER LEVEL ACTIVITIES 

1. Quarterly discussion with career mentor.  Use CAPF 40 for this discussion.   
2. Recommendation of mentor and region commander. 
3. Attend a CAP Board of Governors meeting (can be virtual).  

 

MASTER LEVEL KNOWLEDGE Candidates for the Master Rating need to present at a review 
board which will be based on a discussion of case studies. 
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1. Approval by National Commander (or designee). 
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Attachment 1, Command  Technician Level Checklist 

Member Information: 

Name:     CAP Grade:  

CAPID:   Unit Charter No.:     

 

Service Requirements: (mentor date and initial when complete) 
 

   Complete a minimum 6-month training in the Command Specialty Track at the 
“None” rating. 

   12 months as a primary unit staff member at any level (service as a Deputy 
Commander or Senior Enlisted Leader/NCOIC is preferred but not required) 

 
 
 

Training Requirements: (mentor date and initial when complete) 

   Completion of the Squadron Commander’s Course (online or in residence) applicable to 

officers and NCOs participating in the Command Specialty Track.   

   Completion of CAP’s online Basic Risk Management Course 

   Completion of Advanced Cadet Protection Program Training 

   Completion of Training Leaders of Cadets Basic and Intermediate Courses 

  Specific training in leading volunteers.  FEMA course IS-244 

   Completion of Level 3 with another specialty track 

   Technician Rating in one of the mission rating areas (CP, ES/OPS, AE) 

   Enrolled in all three mission area specialty tracks 

   Successfully complete the basic RM course (verify in eServices) 
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Activities Requirements: (mentor date and initial when complete) 

   Attendance at 1 wing, region or national conference with a “Lessons Learned” 
discussion with mentor documented 

   Rating wrap-up discussion with mentor.  Completion of CAPF 40 for wrap up 
discussion. 

 
 
 

Knowledge Requirements: (mentor date and initial when complete) 
  ________ Candidates for the Technician Rating need to complete assignments and exercises 
to demonstrate their knowledge of assigned readings. Read CAPR 30-1, Organization of the Civil 
Air Patrol, and  Sharing Success and Owning Failure - Preparing to Command in the Twenty-First 
Century Air Force . 

 
 

Mentor’s Comments: 
 
 

 

 

 

 

 
 
 
 

Mentor’s Grade, Name, Charter No. and date when this level complete. 
 

 
Certification of Completion of Technician Skill Level Rating: 

 
 
 

Commander’s Grade, Name, Charter No. and date 

Save this checklist as a Word document to fill in as you progress, 
or you may print it, fill it out by hand, and scan it to save as a pdf 

https://www.gocivilairpatrol.com/media/cms/R160_001_30_September_Corrected_Cop_DBD1E035A622E.pdf
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Attachment 2, Command Senior Level Checklist 

Member Information: 

Name:  CAP Grade:   
 

CAPID:   Unit Charter No.:   
 
 

Service Requirements: (mentor date and initial when complete) 

   12 months training in the Command specialty track following earning the Technician Level 

   2 years of successful command or senior enlisted leadership at squadron-level 

  3 years of command, senior enlisted leadership and/or primary staff at any level 

  5 years of supervisory experience either within or outside of CAP 
 
 
Training Requirements: (mentor date and initial when complete) 

   Completion of Level 4 

   Successful completion of the Senior Rating Command Specialty Track review board 

   Completion of advanced command training – Group Commander Course applicable to officers 
and NCOs in the Command Specialty Track 

 
  _____ Completion of Completion of “Advanced Risk Management” 
https://capnhq.myabsorb.com/#/search?term=Risk%20Managment  

 

   Senior rating in one of the mission specialty tracks and a technician rating a second 
 
 
Activities Requirements: (mentor date and initial when complete) 

   Staff service as a senior member of any activity listed in CAPR 40-1, Atch 7 

   Serve as a career mentor for a member who achieves Level 3. 

   Quarterly discussion with career mentor.  Use CAPF40 for each discussion. 
 
Knowledge Requirements: (mentor date and initial when complete) 

   Prepare a resume based on applying for a position as a Region Commander or Senior 
Enlisted Leader position as applicable 

 
 
 

https://capnhq.myabsorb.com/#/search?term=Risk%20Managment
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Mentor’s Comments: 
 

 

 

 

 

 

Mentor’s Grade, Name, Charter No. and date when this level complete. 
 
 
 
 
Certification of Completion of Senior Skill Level Rating: 

 
 

Commander’s Grade, Name, Charter No. and date 
 
 

Save this checklist as a Word document to fill in as you progress, 
or you may print it, fill it out by hand, and scan it to save as a pdf 
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Attachment 3, Command Master Level Checklist 

Member Information: 

Name:  CAP Grade:   
 

CAPID:   Unit Charter No.:    
 
 
Service Requirements: (mentor date and initial when complete) 

  Serve on squadron or higher-level staff in a senior-rated Command Specialty Track role for a 
minimum of 18 months 

   Successful completion of an assignment as Wing Commander or Wing Senior Enlisted 
Leader. 

 
 
Training Requirements: (mentor date and initial when complete) 

   Successful completion of Wing Commander’s College (or National Commander–approved 
equivalent), applicable to officers and NCOs selected to serve in wing-level command or senior enlisted 
leadership roles. 

   Minimum of Master rating in 1 of CAP’s mission tracks (CP, AE, OPS/ES), Senior rating in 
another and Technician rating in the 3rd 

  Serve as a career mentor for a member to the Technical Rating in the Command Specialty 
Track   

 
Activities Requirements: (mentor date and initial when complete) 

   Quarterly discussion with career mentor.  Use CAPF 40 for this discussion.   

   Recommendation of mentor and region commander 

 
Knowledge Requirements: (mentor date and initial when complete) 

   Prepare a resume based on applying for a position as a Region Commander or Region Senior 
Enlisted Leader position as applicable 

 
 
Mentor’s Comments: 
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Mentor’s Grade, Name, Charter No. and date when this level complete. 
 
 
Certification of Completion of Master Skill Level Rating: 

 
 
 

National Commander’s Grade, Name, and date 
 
Save this checklist as a Word document to fill in as you progress, or you may print it, fill it out by hand, 
and scan it to save as a pdf 
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