ANNEX A to Patriot Battalion Command and Staff Standing Operating Procedures (SOP).


ANNEX A (Command and Staff/Staff Call Meetings) to Patriot Battalion Command and Staff Standing Operating Procedures (SOP).
Command and Staff/Staff Call Meetings:  The purpose of these meetings is to coordinate staff actions and emphasize commander responsibilities with regard to Patriot Battalion operations.

The format for the meetings is basically the same except that during staff calls, the BN CDR and Company Commanders are not present.  During staff calls, the battalion XO keeps the staff on track and is last in the order of briefing.
COMMAND AND STAFF FORMAT:

1. BN XO ensures staff and company commanders are present, informs the battalion commander and calls all personnel to attention as the battalion commander enters the room.

2. BN XO directs each staff officer to begin when it is their turn.

3. S-1: 

a. Briefs current cadet personnel status (how many active cadets).

b. Briefs progress on JUMS input and items missing from cadet files by name and company.

c. Requests any merit/demerit forms not turned in.
4. S-2: Briefs drill weapon status/repairs accomplished/parts needed.

5. S-3:

a. Briefs last week’s training results

b. Briefs present week training and determines any last minute corrections.

c. Briefs training for future (next week, week after, and week after that)

d. Passes out training coordination materials as necessary.

e. Briefs training trends (areas to sustain, areas to improve).

f. Provides S-1 with any updated cadet individual training items.

6. S-4:

a. Briefs uniform issue/turn-in status.

b. Briefs equipment shortages.

c. Receives any needed supply wants from commanders/staff

d. Announces any pending issues, hours of operation/deadlines, etc.

7. S-5:

a. Briefs status and needed items for the bi-monthly newsletter.

b. Briefs status of unit scrapbook.

c. Briefs status of cadet video production.

d. Briefs status of service learning project.

e. Briefs upcoming events and plan for news/school coverage of events.

8. CSM:

a. Briefs any areas of concern regarding cadet behavior, discipline, cleanliness of areas, etc.

b. Briefs battalion commander on particularly noteworthy performances on the part of cadets.

c. Briefs plans for upcoming color guards.

d. Briefs results of Cadet of the Month board.

9. Company Commanders:

a. Brief any areas of concerning regarding cadet behavior, discipline, etc.

b. Provide input on recommendations for promotion/demotion/awards as appropriate.

c. Back brief the Battalion Commander and S-3 on their understanding of requirements and expectations for upcoming training.

d. Provide recommendation for Cadet of the Month.

10. Battalion Executive Officer:

a. Addresses any questions he may have concerning staff portions of the briefing.

b. Provides additional guidance to the staff as necessary (staff call only).

c. Seeks decisions from the Cadet Battalion Commander on items requiring commander’s action.

d. Adjourns the meeting (staff call only).

11. Battalion Commander:

a. Addresses any questions concerns he may have concerning any of the preceding briefings.

b. Discusses observations and trends and how these meet/fail to meet expectations.
c. Provides guidance to subordinates concerning his vision for upcoming training and other JROTC related activities.

d. Adjourns the meeting.

