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AIR CADET LEAGUE OF CANADA (MANITOBA) INC.

HANDBOOK FOR LOCAL SPONSOR COMMITTEE CHAIRPERSON
INTRODUCTION

Welcome to the Air Cadet League of Canada (Manitoba) Inc. (ACL (MB) Inc.). You are
joining the premier youth program in Canada. The Air Cadet Program currently operates in
all provinces and territories and is comprised of more than 450 squadrons serving over
twenty-six thousand young people. The Air Cadet program is based on a partnership
between the Department of National Defence (DND), the Air Cadet League of Canada (ACL)
and the Squadron Sponsoring Committee (SSC) who are assisted by the local sponsor
organization(s). The ACL (MB) Inc. is the Manitoba Provincial arm of the ACL. Each partner
plays a critical role in the success of the Air Cadet program. If you are an SSC Chairperson
(SSC-C), this handbook explains your role in this partnership.

This handbook is designed for those new to their role as SSC-C. It assumes that you may
have little or no knowledge about the Air Cadet League, our military partners or the role of
the SSC. It is designed to supplement information provided to you in various handbooks
and publications that you may have received when you assumed your new role. Hopefully,
it will provide you with the answers to many of the “nuts and bolts” types of questions that
you might have.

The motto of the Air Cadet Program is “TO LEARN, TO SERVE, TO ADVANCE"”. As a new
SSC-C you, too, will be learning new information about the Air Cadet League and your
support to our Air Cadets.

Thanks to the National Committee, as
well as, Saskatchewan and Ontario
Provincial Committees for the use of
their information in developing this

handbook. Suggestions for additions
or modifications to improve the
handbook should be forwarded to the
Provincial Office.

October 18, 2008

Air Cadet League of Canada (Manitoba) Incorporated
Box PO 1011 - Winnipeg, Manitoba - R3C 2W2
Office: (204) 223-7044 -E-mail: aircadetleague.mb@gmail.com
www.aircadetmanitoba.com
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PART 1: GETTING STARTED

As the Chairperson of the SSC, you will require some basic information to do your job
effectively and efficiently. Most of this information is contained in various handbooks that
the squadron and the SSC should have readily available. Check to see if your committee
has access to the following references:

» The ACL Policies & Procedures Manual

» The ACL (MB) Inc. By-laws, Policies & Procedures Manual

> Sponsor Relations Committee - Liaison Member Handbook
If you do not have copies of these documents, you may download them from either the Air
Cadet League of Canada web site at www.aircadetleague.com under the ‘For League

Members’ section or the Manitoba site at www.aircadetmanitoba.com under the ‘Information
for Members’ page.

You should also have current copies of the following documents and information:

> The Manitoba Squadron Information Sheet (your file copy): Submitted
each fall to the Air Cadet League of Canada (Manitoba) Incorporated
(ACLC (MB) Inc.), it lists relevant data on the squadron itself and names,
contact numbers and addresses of members of the SSC and squadron
staff. Critical changes need to be communicated to the Corporation
Secretary as they occur.

> Copies of the last and current Sgn Budget Statements and copies of
previous ACC-9 forms (Annual Financial Reports). The latter is required
to be sent to the ACLC (MB) Inc. by 1 October for the year ending 31

August.

> Names, contact numbers and addresses of the Sponsor Relations
Committee (SRC) Chairperson (SRC-C) and the SRC Liaison
Member (SRC-LM) assigned to your Squadron. Assigned Squadron
SRC-LMs are listed on the ‘Committees’ page of the Provincial web site.

If you do not have these documents or information, contact your assigned SRC-LM to
arrange for copies to be made. If you do not know the name of your SRC-LM, contact the
Provincial Office. New blank forms to be completed are mailed to you by the Office each
August.

You will now have the background information to begin your role as the SSC-C. Take the
time to familiarize yourself with these documents and this handbook; it will provide you with
a great deal of information about the role of the SSC.
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Channels of Communication and Terminology

The Air Cadet Movement has both a military (National Defence/Canadian Forces) and a
civilian side (the League). As such, there are distinct channels of communication (or chains
of command) which are followed. The organizational chart below illustrates how the two

sides are organized and where there is a direct communication link ( ).
Level CANADIAN FORCES LEAGUE
= National Defence HQ and Air Cadet League of Canada
National Directorate of Cadets (National Level)
= = - Air Cadet League of Canada
Provincial Region Commander & :
Regional Cadet Support Unit (Manitoba) Inc.
(Prairie) Board of Directors
Commanding Officer

Sponsor Relations
Committee Chairperson

Region Cadet Detachment:

Detachment Commander

Area Cadet Officer (Air) SRC Liaison
Member
Local Sqn Commanding Officer SSC Chairperson
Squadron Staff SSC Members

The duties and responsibilities of the military members are summarized below.

Director of Cadets (DCdts): Headquartered in Ottawa at National Defence Headquarters
this officer is responsible for developing policies governing all cadet activities throughout
Canada.

Prairie Region Commander: Headquartered in Winnipeg at 1 Canadian Air Division
Headquarters this officer is responsible for the effective delivery of the cadet programs in
Prairie Region.

Commanding Officer, Regional Cadet Support Unit (Prairie) (CO RCSU (Pra)):
Headquartered at 17 Wing Winnipeg this officer is responsible for all cadet activities
throughout Prairie Region, including Manitoba.

Detachment Commander, Cadet Detachment Winnipeg: The Detachment Commander
is responsible for cadet units in Manitoba and North Western Ontario. There are three
detachments, also known as the “Det”, in Prairie Region; in Edmonton, Regina and
Winnipeg. An officer of Major rank commands each Detachment. Each detachment is
responsible for cadet units in their part of the Region.

4
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Area Cadet Officer (Air) (ACO (Air)): A permanently assigned Canadian Forces Regular
or Reservist Officer on staff of the detachment responsible for the air cadet squadrons in the
detachment’s area. The ACO(AIr) visits the squadron on a regular basis, carries out the
summer camp allocation and is responsible for reporting to the detachment commander on
the state of the squadron. This individual (usually a captain) is the primary source of
contact between the squadron and the remainder of the military.

Assistant Area Cadet Officer (Air) (AACO (Air)): A permanently assigned Reservist
Officer (usually a captain) on staff of the detachment responsible for assisting the ACO (Air)
by conducting visits to squadrons, administering the summer training allocations and other
assigned tasks.

Area Cadet Advisor (Air) (ACA (Air)): A permanently assigned Non-Commissioned
Member (NCM) of the Canadian Forces who assists the ACO (Air) with squadron visits and
other assigned tasks. This individual provides direct support and assistance to the
Detachment’s squadrons.

Cadet Liaison Officer (CLO): A Canadian Forces Officer or NCM from the supporting Base
or Wing. Although not in the direct chain of command and communication, the CLO acts as
a link between the squadron and the support base. The CLO can be very useful in solving
problems at the support base, as well as, having access to other resources and personnel
that the squadron may need.
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PART 2: DUTIES AND RESPONSIBILITIES

In any partnership, each partner has specific duties and responsibilities. The same can be
said about the partnership that exists to support an air cadet squadron. The duties and
responsibilities of the Air Cadet League and the Canadian Forces are outlined below. These
excerpts come from a national in-service program that is available for use at the local level.
If you would like to receive a copy of the entire program, or would like to have an in-service
presentation for members of your SSC, please contact your SRC-LM.

Overall Responsibilities of the Canadian Forces
¢ Command, supervision and administration of cadet squadrons.
¢ Materiel in accordance with approved scales of issue.
¢ Training, pay and allowances for cadet instructors.

¢ Funds for payments of annual contingency grants, band grants and training bonuses, as
authorized.

¢ Transportation, as authorized.

¢ Facilities and staff for summer training centres.

¢ Liaison with cadet units.

¢ Provide Reviewing Officers or appropriate civilians for formal functions at annual reviews.

¢ Develop policy on enrollment, employment, appointment, promotion, transfer screening
and release of CIC officers, civilian instructors and cadets.

Overall Responsibilities of the Air Cadet League

¢ To make recommendations to the Chief of Defence Staff for the formation, organization
or disbandment of cadet squadrons.

¢ To provide supervision, advice and assistance to SSCs and cadet units.

¢ To oversee, in cooperation with the Canadian Forces, the effective operation of Air Cadet
Squadrons and their SSCs.

¢ To review applications of persons for enrollment in the Canadian Forces as CIC officers.

¢ To review CF 574 transaction forms and forward to the appropriate Regional Cadet
Support Unit regarding the appointment, promotion, transfer or release of CIC officers
and Civilian Instructors.

¢ To establish, approve and supervise SSCs.

¢ To provide advice and assistance to SSCs.
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¢ To assist with financial management as required.
¢ To administer trust accounts set up for rewards.

¢ To conduct screening of all SSC persons, Directors and any person who may have direct
contact with cadets.

Each level/member in the chain of command also has a specific set of duties and
responsibilities. Refer to the SRC-LM Handbook for the duties and responsibilities of the
SRC-LM and the SRC-C. The duties and responsibilities of the Commanding Officer of the
squadron are outlined below. This excerpt also comes from the national in-service program
that is available for use at the local level

It is important for each member of the SSC to be familiar with the job description of the
commanding officer as well as the responsibilities of the Air Cadet League and the Canadian
Forces. This information should be shared with each member of the SSC and can also be
explained to sponsors.

Responsibilities of the Commanding Officer
¢ Assure that the Mandatory and Directed Training Program is provided.
¢ Organize optional training activities.
¢ Plan special activities.
¢ Responsible for the administrative management of the squadron.
¢ Management and control of military materiel.

¢ Organize and supervise the work of the military personnel, civilian instructors and
squadron volunteers.

¢ Make sure that there is a fair evaluation system for the selection of cadets for
promotions, summer training program and awards, and ensure that this system is known
to all stakeholders at the squadron.

¢ Assure the effective liaison with the SSC, including attending its meetings and with
financial matters.

¢ Assist the SSC with Fund Raising.

¢ Prepare, discuss and submit a budget prior to the commencement of the training year to
the SSC.

¢ In co-ordination with SSC recruit new CIs and CICs.
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PART 3: THE LOCAL SPONSOR COMMITTEE

Air Cadet Squadrons do not just appear and operate magically. They operate with the
agreement of the Air Cadet League of Canada and of the Canadian Forces, and by regulation
they require the commitment of a local sponsor. The starting and ongoing essential
elements are: a qualified commanding officer with training and support staff, facilities to
operate in, a viable budget, a dedicated SSC and of course, a recommended minimum of 30
committed youth with an interest in leadership, citizenship and aviation - the Air Cadets.

A Sponsor (distinguished from an SSC) can be a local organization, service club, parent
association or group of people that agrees to provide essential resources (people for the
SSC; training, storage and administration facilities; money in the form of grants; gifts in
kind) needed to create and/or support a squadron. If the Sponsor is a service club, such as
a Veterans organization, it may have other groups that it supports. If the Sponsor is a
Parents’ Association, the Air Cadet Squadron is likely the only organization that the group
supports. Although not recommended, it is acceptable for a squadron to have multiple
sponsors: several community service clubs may jointly provide support to an Air Cadet
Squadron. However, multiple sponsors sometimes have ‘ownership’ difficulties.

The sponsor may provide from its ranks all the required members of the SSC, as well as,
money (grants) and/or facilities and/or gifts in kind. Or again, it can provide one or some
members of the SSC, with other members coming from the parents or interested members
of the community. Where there are joint or multiple sponsors, each may be represented on
the SSC. If there is a separate parents’ group (non-sponsor status) attached to the
Squadron, it should also have a representative on the SSC. Regardless, the slate
registered on the ACL (MB) Inc. — Annual SSC Confirmation form is the local League
element of the squadron and as such operates under the by-laws and rules of the
ACL and ACL (MB) Inc. To be covered by the League insurance policies they must also be
registered and members in good standing; that is, have paid the annual membership dues.
The only role and function of this committee, the SSC, is to support the operation of the
squadron. Members in good standing are voting members of the ACL (MB) Inc.

Management of SSC Organization

ORGANIZE DIRECT CONTROL

MANAGEMENT CONTINUUM

To enable the SSC organization to operate as efficiently as possible each committee should
be following the basic principles of Management. The Management Continuum provides a
simple and logical process for achieving the aims of an organization. That is:

= Planning your goals = Planning is the process in which the specific objectives of the
organization are formulated and plans are developed for attaining them. Rather than
operating willy-nilly each member should be working towards specific goals to unify
the efforts of the team.
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= Organizing your group = Organizing is the process of dividing up the work of the
group. There is a need to establish not only responsibilities associated with these
tasks but also their relationships, one to another; the resources required to complete
the assignments should be identified.

= Staffing your organization. The staffing process provides the people who will carry
out the group’s mission. This can be the pivotal act of the process. Ideally, qualified
individuals will be available for assignment to specific responsibilities; if that is not
possible capable people need to be trained for these roles.

= Directing your programs = Directing is the function that requires the greatest
interpersonal skills. The powers of communication, motivation, and leadership are
the powers that will release the energies and talents of the organization. Once the
plans have been set, the organization created and the positions filled, the
organization is ready to be set in motion. The group leader will give the word and
provide the necessary direction and leadership that gives focus and inspiration to the
group.

= Controlling your operation = Controlling brings the Management cycle full circle. It
links the preceding functions and triggers new plans and goals. Once the
organization is in motion, the hope is that all members will do their jobs well. This is
often not the case, therefore someone must regularly check to see that things are on
track or if the set plans need adjustment to get the group back on the rails. If
objectives are not reached then either new objectives are required or the plan of
attack should be modified to be more consistent with the resources of the
organization.

Membership of the SSC

An SSC should never be made up of less than five members;
= Chairperson
= Vice-Chairperson
» Secretary*
» Treasurer*
» Members
(*In exceptional cases, the position of secretary and treasurer can be combined.)

The duties and responsibilities of the SSC, as well as, the general duties of the SSC-C are
summarized on the following pages.

Responsibilities of the SSC

¢ Providing appropriate accommodations for squadron training, administration and stores
when not provided by the Canadian Forces.

¢ Providing management of the squadron’s finances and to render an Annual Financial
Statement (ACC-9) to the ACL (MB) Inc. office.

¢ Providing and managing all financial matters and related administrative needs for the
squadron.

¢ To see that the SSC business is conducted in accordance with League/ACL (MB) Inc.
rules and regulations and, within such framework, to establish whatever local regulations
may be needed.
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¢

To see that its members are Registered/Screened as per League/ACL (MB) Inc. policies
and procedures.

Providing transportation, if not provided by the Canadian Forces, for local training
exercises.

Providing training aids and equipment, including band instruments, not supplied by the
Canadian Forces.

Providing for cadet recreational programs other than environmental training.

Providing necessary input to cadet applications for national summer courses, including
signing all application forms.

Providing honours, awards, trophies and other special recognition.

Assist in enrolling suitable persons to be cadets in the squadron.

Making recommendations through the ACL (MB) Inc. to the Region Commander
regarding the enrollment, appointment, promotion, transfer or release of CIC officers for

the squadron.

Assisting in enrolling suitable candidates for replacement officers and positions as civilian
instructors or squadron volunteers.

Enrolling suitable persons to be members of the SSC.

Providing support to the ACL (MB) Inc. activities and financial needs as agreed.

Duties of the SSC Chairperson

Responsible for the viability and efficiency of the SSC.

Schedules regular meetings, publishes the agenda prior to the meeting and ensures
minutes are published. The Commanding Officer is an ex-officio member.

Ensures that financial management is done efficiently and accurately by the SSC in
accordance with the strict control and rules of the ACL (MB) Inc.

Establishes and supervises sub-committees as required.
Maintains privileged and close links with the Commanding Officer, meeting regularly with
the Commanding Officer to review and plan squadron operations and SSC activities

including fund raising.

Acts as the civilian representative to the parents, the public and all decision-making
bodies in the community.

Provides input to cadet applications for national summer courses.

Provides input on the enrollment, promotion, posting and release of CIC officers.

Is responsible for implementing and maintaining liaison and agreements with the
Sponsor(s).

10
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¢

Is a voting member of the ACL (MB) Inc. Provincial Committee, reporting to it through
the assigned SRC Liaison Member.

Attends provincial League meetings.

Ensures that the SSC supports the provincial activities and sub-committees.

Submits, annually, the financial statement (ACC-9) and a list of SSC members.

Sets up a process and registers/screens members of the SSC in accordance with National
and provincial policy and to advise the SRC Liaison Member when new situations warrant

review,

Maintain an organized library of publications, current documents and squadron archives
to turn over to his/her successor.

Duties of the Secretary

As Secretary of the Sponsoring Committee it is your responsibility to:

¢

See that Form ACC1 has been properly filled out and that League and Service authority
has been granted for the sponsorship of your Squadron.

See that notices of regular meetings of the SSC are sent out giving date, time and place.
In consultation with the Chairperson, prepare an agenda for each meeting.

Keep minutes of the meetings of the SSC.

Have on hand a copy of the League’s Policies and Procedures at all meetings of the SSC.

See that Information bulletins and notes are passed to sub-committee Chairpersons or
the official for whom they are intended.

See that the Chairperson is kept fully informed on all correspondence pertaining to the
SSC.

Duties of the Treasurer

As Treasurer of the Sponsoring Committee it is your responsibility to:

¢

¢

Help the Chairperson prepare the Annual Report (ACC9) of the SSC, including financial
statements for the onward transmission to the Provincial Committee and League
Headquarters. Keep a record of all SSC property, such as trophies, etc. and where
located.

Keep an up-to-date record of all financial transactions of the SSC and Squadron.

| ¢ Arrange for the annual audit of the books of the SSC.

11
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¢ Prepare financial statements and reports as required by the SSC.

¢ Serve as a member of the Fund Raising Committee or such other committees as are
formed for the purpose of raising money.

¢ Assist the Squadron Officers to prepare and submit their budget for the training year.
This budget should be submitted to the SSC for approval.

¢ Become acquainted with Section 3.7 of the ACL Policies and Procedures

Squadron Visits

In order for the SSC to make informed decisions, it is important that the committee be fully
informed about the squadron’s training program and its personnel. For this to happen, we
recommend that at least one member of the Committee attend each regular training night.
This will give the members the opportunity to meet with the staff and cadets, observe
classes and generally strengthen the ties between the Committee and the squadron. As the
Committee is made up of at least four or five members that will mean that each member
would attend one evening per month at the most. During the visits, plan to visit
classrooms, observe cadets during training and speak with the cadets and staff whenever
possible. Do not expect to be given a guided tour: the staff will likely be busy doing their
main job...training cadets.

During the course of the year, members of the ACL (MB) Inc., mostly the assigned SRC-LM,
and the Detachment will visit the squadron. These visits are normally planned in advance
with the SSC-C and the Commanding Officer. The visits should coincide with an SSC
meeting. If not possible, the Chairperson or another member of the SSC should be present.
Remember that the primary role of the ACL (MB) Inc. is to support the operations of the
SSC.

Channels of Communication

As the Chairperson of the SSC, you have a preferred channel of communication with the
Commanding Officer and with the ACL (MB) Inc.; these are required for you to carry out
your duties effectively and efficiently. There should be a free flow of information between
yourself and the Commanding Officer on any issues dealing with the squadron whether
these are related to personnel, financial or training. There should be no secrets between
partners. Teamwork is the key.

It is also important that each member of the SSC be aware of the channels of
communication. These are illustrated in the diagram below:

CHAIRPERSON — —_ COMMANDING OFFICER
_--V
'_~~\\ =::::: _________
. " SQUADRON STAFF
MEMBERS OF THE
LOCAL SPONSORING .---"" e
coMmITTeE W Tl CADETS

This is intended to show that all comments and concerns should flow up to the top of the
respective chain. A member of the SSC, or a parent, who has a concern about something

12
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that is taking place at the squadron should bring the concern to the Chairperson. In the
same manner, if a member of the squadron staff has a concern about the operation of the
SSC, s/he should take the concern to the Commanding Officer. Concerns should then be
shared between the Chairperson and the Commanding Officer.

This is not intended to prevent communication between all levels of the organization. If a
member of the SSC wishes to speak with a cadet or staff member, this is quite acceptable.
If that member wishes to compliment a cadet or staff member about something that s/he
has observed, that is also fine. However, we do not want members of the SSC directly
censuring cadets or squadron staff members. If a member of your committee observes
something that s/he is concerned about, make sure that they bring the concern to you. As
in most cases, common sense should prevail.

As the SSC-C, you are automatically a voting member of the ACL (MB) Inc., Provincial
Committee. When you attend a meeting with your SRC-LM or a meeting of the Provincial
Committee, you will have the opportunity to have input into decisions and to vote on
policies and procedures. Your vote will count the same as that of every other member of
the ACL (MB) Inc.

If you have a question or concern about any ACL (MB) Inc. issue or policy, you should also
remember to use our channels of communication. Your first call will normally go to the
SRC-LM assigned to your squadron. In most cases, this individual will likely have the
answer you are looking for or will be able to offer you some guidance on the next steps that
you should follow. If your SRC-LM is unable to assist you, you will likely be directed to the
SRC-C. Any questions or concerns that this individual cannot resolve will be forwarded to
the Board of Directors and the Executive Committee. Taking a concern directly to the
executive level will usually not result in faster service. In most cases, the question will be
referred back to the SRC Chairperson or the Liaison Member.

Publicity and Media Relations

Guidelines for public relations and dealing with the media are offered in the Air Cadet
League Public Relations Handbook available on the Air Cadet League of Canada web site. As
well as, from the Region Cadet Support Unit (Prairie) Media Relations Handbook available on
the RCSU (P) web site. Links are provided on the ACL (MB) web site on the Sponsor and
Members page.

The role of Public Relations has three basic responsibilities, these are:

= To promote the organization in order to facilitate acceptance, fund raising and
recruiting.

= To represent the squadron at community activities.

= To communicate to the media Cadet achievements, activities or incidents.

The latter of these responsibilities, particularly in the event of a crisis, can require pre-
planning and organization. Communication efforts can initially be expected to be intense.
Therefore, it is recommended that a procedure be set up between the Commanding Officer
and the SSC - Chairperson to ensure an appropriate and joint response mechanism is
available in the event of a serious accident or fatality. A team approach will share the
workload that will be required in the early phase of a crisis. In particular, one spokesperson
should be agreed upon to deal with the media and update them regularly. Others can serve
as supporters to assist in collecting and logging information. If the incident happened
during an authorized cadet activity, the CF will become the leading agency and will conduct
an investigation of the incident.

13
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The Commanding Officer has a required check list of actions s/he must action to the
designated DND offices. To ensure the ACL has the necessary information to complete their
required responses, the SSC Chairperson must also complete the following:

o Inform the Provincial Office of the incident immediately and update them regularly;

o Contact the Provincial League Public Relations representative and seek assistance, if
necessary;

o Prepare a simple accurate news release in conjunction with the Commanding Officer;
include only factual information, NEVER speculate as to the cause or details. Review
the contents of your release with the Provincial League Public Relations
representative;

o Do not release the names of victims until the next of kin are informed. Respect
personal privacy. Do not release personal information like home addresses or
telephone numbers;

o In conjunction with the Commanding Officer, keep a log of information that has been
released and the names of reporters and the media they represent that you have
spoken to;

o NEVER speculate about the cause of a crisis, the amount of damage, or the effect on
the squadron. These facts will be established by the follow up investigation, the
police and/or other officials and should only be released after the investigations are
complete or on the advice of higher authority;

o The media will check all their own sources, hospitals, fire, police, witnesses,
neighbours and any others who can give impressions. You can prevent hearsay
information from being reported by providing clearly accurate and adequate
information as quickly as possible; and

o Provide regular updates and follow up coverage.

Remember, there should be only one spokesperson for the squadron. All members
should be cautioned NOT to assume that role should they be approached by the
media.

Conflict Resolution

In a perfect world, there would be no conflict. In reality conflicts do occur when you are
dealing with parents, volunteers, cadets and other outside groups, all whom have a stake
and interest in the program.

Conflict in itself is not a bad thing for an organization. Conflict that disrupts the harmonious
working of the organization MUST be dealt with in a timely manner. Issues that are not
addressed fester into BIG PROBLEMS.

The best way to avoid conflict that affects the organization is to communicate clearly
policies and procedures on contentious issues, such as, camp selections, promotions, trip
eligibility etc. Even with this proactive approach, problems do arise.

Most conflicts that occur at a squadron can be addressed by sitting down with the
individual(s) and talking through the issue and coming to an agreement on how to move on.

Occasionally, you may need to contact the SRC - LM or another League Member to mediate
the issue to resolution.

Steps to Conflict Resolution:

14



LOCAL SPONSOR COMMITTEE CHAIR HANDBOOK

1. Identify the problem - ensure that the issue being dealt with is the real issue and not
the result of the real problem; e.g. is the issue that Johnny did not get selected for
camp or that his parents did not know that Johnny did not qualify for the camp?

2. Identify the main parties involved and arrange a confidential meeting to deal with
the issue.
3. Deal with the issue in a Professional Manner - Treat all participants equally, and let

all have their say in the matter.

4. Decide upon the best way to resolve the problem and have all parties agree to abide
by the decision and live by the decision - There is to be no complaining after the
meeting.

Reminders:

e When first talking to the parties involved, remind them why they got into the
organization. If they are not in it for the cadets or if they are not having fun, maybe it is
time for the people to move on.

e Be prepared to take a break if things heat up: a little cooling down never hurts.

e It is all right for people to be passionate about cadets; passion is much better than
indifference.

e People’s views are just that, views. The decision being made is what is best for ALL
CADETS and not just a few.

e You may need to get an outside person to mediate the problem if you are too close to
the issue. Do not take this as a failing, rather as correctly assessing the situation and
asking for help when help is needed.

15
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PART 4: FINANCES

One of the most important roles of the SSC is to provide a sound financial base for the
squadron to operate. In recent years, this has become more challenging as the support and
accommodations available from the DND have been reduced, placing a greater demand on
the SSC. The increase in the need for local fund raising, the increase in the number of
squadrons with joint or multiple sponsors, the growing use of parent’s groups and the
increased demands (such as the cost of using school facilities as their LHQ) for financial
accountability have all combined to make the financial operations of a squadron more
complicated, and more sensitive. In order to assist the SSC in managing the financial
resources of the squadron, the ACL (MB) Inc. is developing a number of guidelines that will
be outlined in a finance handbook.

Here are some questions that you might want to review with your SSC:

1. Does your SSC have a Treasurer?
2. Has your Treasurer been fully familiarized with the ACC9 and completion procedures?
3. Is all squadron’s money in a bank account (or accounts) bearing the squadron

number and name ‘in trust’?

4. Are these accounts separate from the Sponsor’s accounts?
5. Are the Squadron’s financial records kept separate from the Sponsor’s?
6. Are any Parents’ Group funds kept in the squadron account, or in a separate account

bearing the squadron’s number and name? If so, is this account overseen by the
SSC? Are these funds reflected in the annual ACC-9?

7. All cheques require two-signatures (routinely including the SSC-C and Treasurer)?

8. The Commanding Officer or another member of the squadron staff has NO signing
authority on cheques.

9. No co-signers related by blood, marriage, adoption or living common-law are
permitted signing authority (CCRA).

10. Is the Commanding Officer given a petty cash fund that is replenished by presenting
receipts for expenditures? (Recommended not to be more than $250.00).

11. Does the SSC, in cooperation with the Commanding Officer, produce an annual
budget? Is this budget reviewed regularly? Does the Treasurer produce regular
financial status reports?

12. Has the SSC submitted its annual financial reports (ACC-9) on time?

13. Has the SSC registered with Canada Customs and Revenue Agency as a charitable
organization and submitted the annual report by 28 February?
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BUDGETS

The budget is the financial foundation required to support the operation of the squadron and
its training program. A sound budget process will reflect a planned squadron program which
will in turn aid organization, goal achievements and even retention. Planning a budget
requires input for all members of the organization including the Commanding Officer, the
squadron staff, members of the SSC and the cadets.

Well before the start of the training year, the Commanding Officer and the SSC need to
prepare a budget. The budget reflects the list of meaningful and appealing activities the
squadron wishes to accomplish during the training year along with projected costs.
Mandatory and directed training activities, which are supported by the military, should be
delineated. Optional training activities that are supported by the SSC should also be clearly
identified. Routine expenditures (such as rent, telephone, supplies etc.), acquisitions such
as training aids, as well as, attendance at the Provincial Annual General Meeting, should
also be included in the annual budget. Along with anticipated expenditures should be
anticipated revenues. This would include revenue from the sponsor(s), fundraising
activities, investment income and government grants. A Contingency grant is received from
the Canadian Forces ($600 per squadron plus $15 per cadet - to help promote general
efficiency). Consult the ACC-9 for an outline of common expenditures and sources of
revenue.

If anticipated revenues cover the projected costs of operating the squadron, then the budget
can be approved. If projected revenues do not cover the anticipated costs, then it will be
necessary to adjust either or both of the budget and the training program, or use reserves.
Some squadrons are putting funds aside for future buildings or costs of accommodations
and these are frequently Trust Funds. These funds should not to be made available for
squadron trips, etc. Who should make these decisions? Both the Commanding Officer and
the SSC must be involved in making the necessary adjustments to bring the budget and the
training program together. Once this has been completed, the SSC should approve the
budget. This should happen no later than the middle of September, preferably in June.

The Commanding Officer can implement the training activities that have been incorporated
in the final budget. The SSC, in particular the Treasurer, must regularly monitor the actual
costs against the budget to ensure that fund raising projects meet their anticipated financial
goals and that expenditures do not exceed forecasts. The budget and bank statements or
cheques should be reviewed regularly (at each meeting of the SSC) and regular financial
updates should be provided to the Commanding Officer. If changes must be made to the
budget during the training year, the SSC and the Commanding Officer should make these
decisions together.

The Treasurer and the Commanding Officer work closely to handle the day-to-day
management of the funds to keep the expenditures within budget forecasts. In most cases,
it is not necessary (or desirable) for the Commanding Officer to get prior approval for every
expenditure. To assist the smooth flow of operations and limiting ‘out-of-pocket’ expenses,
the CO should be issued funds to cover the budgeted amount for an approved activity. The
Commanding Officer will collect bills and invoices for various training activities and
expenditures and turn them over to the Treasurer. If there are over expenditures then
these must be justified and the overage may result in funds being removed from future
planned activities. The Treasurer is then responsible for ensuring that bills and invoices are
paid in a timely manner and for recording the expenditures in the financial records. If the
expenditure is not in the budget, or exceeds the allocated amount in a significant way, ask
questions! The Treasurer is also responsible for preparing monthly statements for the
Commanding Officer and the SSC.
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FUNDRAISING

Fundraising is a reality for squadrons. Unless the Sponsor has an unlimited budget,
squadrons will be involved in one or more fundraising activity throughout the year besides
the Manitoba Air Cadet Raffle. In fact, many squadrons are essentially self-supporting
through their various fundraising activities. It ultimately is the responsibility of the SSC to
manage all fundraising activities.

Traditional fundraising activities in air cadet squadrons included tag days and the Manitoba
Air Cadet Raffle. Other activities that have become popular in recent years include bingos,
break-open tickets and sales. Care must be taken in planning any fundraising activity in
order to ensure that the squadron receives the best possible return. Although cadets, under
supervision of the Commanding Officer and staff, are expected to take part in these
fundraising activities, consideration should be given to minimizing the amount of time
cadets are expected to spend in these activities. Ultimately, it is the responsibility of the
SSC to ensure that there is adequate funding for squadron operations.

The Manitoba Air Cadet Raffle is the one provincially mandated fund raising activity in which
all SSCs are expected to participate. Revenues from this raffle assist the squadrons in
covering their annual assessment. The assessment covers ACL (MB) Inc. expenditures,
especially maintaining the fleets of tow planes, gliders and ancillary equipment that are
used to provide familiarization flying training to cadets. The Manitoba Air Cadet Raffle draw
is in mid June and can also be a very lucrative source of funds for the local squadron; each
squadron is credited for their individual sales, less their share of the raffle costs. The SSC is
responsible for managing and supervising this fundraising activity. One member of the
Committee should assume responsibility for overseeing this activity. The Raffle Committee
will determine squadron participation in November and select appropriate prize(s) and
determine their costs. The Raffle License is normally received by the ACL (MB) Inc. Raffle
Committee in early January. Tickets are then ordered and arrive at the Provincial Office
near the end of January. The Raffle tickets are usually distributed by mail immediately after
that date. Additional information is provided when tickets are delivered to your squadron.

FINANCIAL STATEMENTS AND RECORD KEEPING

The Treasurer is responsible for preparing regular financial statements for the SSC, the
Commanding Officer, the League/ACL (MB) Inc. and for Canada Customs and Revenue
Agency. As such, the Treasurer should have a reasonable knowledge of bookkeeping and
record keeping procedures. S/he should ensure that all accounts payable and receivable are
paid in a timely manner and that accurate records are maintained. Outlined below is a brief
list of reports and documents that a Treasurer should prepare:

» The annual budget that has been agreed upon by CO and SSC.

» Regular budget updates for the SSC and the Commanding Officer.

» The ACC-9 (due no later than October 1 of each year).

» Returns (T3010) for Canada Custom Revenue Agency which includes a
listing of all charitable donations due 28 February each year.

» The final report/returns/proceeds for the Manitoba Air Cadet Raffle due no
later than 15 June of each year.

» Quarterly applications for GST rebates.
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» Applications for licenses from the Manitoba Lotteries Commission, as well
as, any financial reports required by the Commission.

Copies of these documents should be maintained with the SSC and at the local headquarters
with the Commanding Officer.
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PART 5: SPECIAL EVENTS

During the course of the training year, there are many special events and activities that you

and other members of the SSC will have the opportunity in which to participate. We
strongly encourage all members of the Committee to be actively involved in as many
aspects of the squadron as possible. This will give each member a broader insight into the
operation of the squadron and will enhance the ties between the squadron and the
Committee. It is important for the Committee to be more than faceless (and sometimes
nameless) individuals whose only role in the squadron is to “pay the bills”.

ANNUAL CEREMONIAL REVIEW: The Annual Ceremonial Review (ACR) is the
culmination of the training year. It continues to be a major event for the squadron. The
SSC should be actively involved in planning and implementing the ACR. Various activities
could include:

e Coordinate all details in advance with the Commanding Officer.

e Hosting a luncheon or reception for members of the reviewing party or for the public.
e Presenting special awards or scholarships.

e Setting up a display showcasing the role of the SSC (and the Sponsor).

e Assisting with organizing and planning activities that are part of the ACR.

e Inviting and hosting the local media.

e Review the list of invited guests with the Commanding Officer.

e Participate in the preparation of the printed program.

As the SSC-C, you are part of the Reviewing Party during the inspection. If you are unsure
of exactly what you will be required to do, make arrangements with the Commanding Officer
to take part in some of the practice sessions which take place prior to the ACR. You will also
be given the opportunity to say a few words to the cadets and guests. Remember, KEEP IT
SHORT! Limit your remarks to two or three minutes at the most. You may also be given
the opportunity to present special awards or trophies. Again, if you are unsure of what you
are to do, speak with the Commanding Officer.

PROMOTIONS, AWARDS AND SUMMER CAMPS: The SSC, and in particular,
its Chairperson, are expected to have input into promotions and awards. One of the roles of
the SSC is to ensure that the process for selecting deserving cadets for promotions and
awards is established, known, fair, impartial and consistent. In order to make informed
recommendations to the Commanding Officer; it is necessary for you and members of your
Committee to be knowledgeable about what goes on at the Squadron on a regular basis.
Here is where the regular visits by you and your committee members pay off.

Cadets who are applying for League-sponsored Scholarships and National courses also
require input from the Chairperson on their applications. In some cases, the candidate is
required to undergo an interview from a panel that includes the Chairperson or members of
the SSC and ACL (MB) Inc. Directors. See the ACL (MB) Inc. By-laws, Policies & Procedure
Manual (B, P & P), Part 3 for required procedures.

SSCs can also set up special award programs for the cadets in the squadron. These
programs can be used to recognize special accomplishments, as well as, regular, on-going
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participation in squadron activities. Small trophies, plaques and certificates can be
purchased from local suppliers or from the League.

As Chairperson of the SSC, you will also have input into the enrollment of new officers to
the squadron, as well as, in their promotion. It is important that you are part of the initial
screening process for selecting suitable candidates. However, SSC-C and League personnel
do not have to make any recommendations as to the CF 324 transaction. If you do not
agree, then you do not sign the document (see the B, P & P, Part 3).

SOCIAL EVENTS: Many SSCs arrange social events for the cadets and for the adults
(civilian and military) who work with the squadron. These events can include dances for the
cadets, mess dinners for all members of the squadron, or special social events for the
adults. These events can be included as part of the annual training/activities program and
would, therefore be included as part of the annual budget. Care must be taken to adhere to
DND and League policies on smoking and alcohol; as well as, ensuring that the activities are
of benefit to the squadron and its cadets.

TRAINING ACTIVITIES: Weekend training also provides an opportunity for members
of the SSC to get involved with the cadets and the squadron. Helping out in the kitchen,
assisting with transportation to or from the training venue or running the cadet canteen are
just some of the many ways that members of the Committee can be involved in training
activities. All arrangements should be worked out with the Commanding Officer in advance.
REMEMBER that supervision is the sole responsibility of the Commanding Officer.
SSC (League members) are not to accept supervision of cadets or be alone with them.
League screening is not for that purpose. Those wishing otherwise, are required to become
squadron volunteers and be screened in accordance with DND/CF rules.

TRIPS: Most squadrons try to arrange major trips on an annual basis. Depending on the
size of the squadron and the destination, there will normally be a great deal of work in
setting up these trips. Be prepared to assist the Commanding Officer in organizing the trip
and planning the various special fundraising activities that may be required. Your contacts
in the local community can be very helpful.

RECRUITING / REGISTRATION / SCREENING: SSCs are involved in recruiting
adult volunteers to work with the squadron as potential officers, civilian instructors,
squadron volunteers and new members for the SSC. ‘Recruiting’” does not mean ‘enrolling’.
Those recruited for the military side of the squadron have to meet military standards and
follow military procedures, including screening. This is handled by the CO and staff, and
higher headquarters. On the League side, all members of the SSC have to register and be
screened to ensure that they have a good background for volunteering in our Youth
organization. As the Chairperson of the SSC, you will be screened by ACL (MB) Inc.
Directors; this will require completing a registration form and undergoing a routine
background check. Once screened, you or another member of your SSC will screen new
members. Note that parents or members of parent groups have no status with the League,
and thus enjoy no benefits. However, for that purpose there is no limit to the size of the
SSC and the number of screened members - the only restriction is that those persons can
not be considered screened as or act as squadron volunteers; only the military can screen
squadron volunteers.

ORIENTATION AND WELCOME OF NEW SSC VOLUNTEERS

GUIDELINES

Strong and successful Squadron Sponsoring Committees are distinguished by common
characteristics: a productive relationship with the Commanding Officer’s team; pride in the
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cadets; dedication to the role of the SSC; and excellent communication with parents,
supporters and the local community.

Making new members of a sponsoring committee feel welcome and comfortable in their new
surroundings is neither difficult nor time consuming. It should start on the first day and
include an outline of the routine on parade night together with a tour of the building.

Introductions to other members of the SSC team and also to the Commanding Officer, if
possible, will go a long way to build confidence and a feeling of inclusiveness. It is
recommended the SSC Executive consider creating a document of welcome that includes a
Who's Who of the Executive, Directors and Committee Chairs, and other important details
for new volunteers, including contact telephone numbers, SSC meeting frequency, parade
night routine, key events in the training year, where to park, and any others you can think
of. A folder of information should include a general history of the Air Cadet program, the
nature of the partnership, and the nature of the national, provincial and local structure. The
history of the Squadron could also be included. The objective is to make a new volunteer
feel comfortable and part of the SSC from the very beginning. Assigning a mentor to a new
volunteer is another option worth considering.

If the work of any of the new volunteers is shaped by national and/or provincial policy and
procedures, for example, the Treasurer’s position, print off copies of the relevant sections
from the Manual to include reference material, and allow them time to become familiar with
this information. Make a note to discuss it with them the following week to answer any
questions. New volunteers should not feel inadequate to the task or unclear as to what the
SSC Executive expects.

Ideally, volunteers will stay and enjoy years of productive work for the Squadron, receiving
periodic recognition for services rendered. Guidelines for Recognition of Civilian Volunteers
are to be found at Section 3.2.8 of the Policy and Procedure Manual (PPM). High turnover on
an SSC depletes it of experience and expertise, and reduces its momentum and overall
ability to get things done on behalf of the cadets. Taking time to

make the new volunteer feel welcome and at ease
from the beginning, is time well spent.
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PART 6: THE YEAR AT A GLANCE

The Provincial Office sends out calendar updates with its mailings that provide timelines for
major events and activities related to your squadron and the provincial program. Activities
are also posted on the Provincial Web site at www.aircadetmanitoba.com.

July

» Complete end-of-training year activities (such as the annual report) and finish paying all bills and
invoices for ACR.

» Plan to visit an Air Cadet Summer Training Center, in conjunction with a graduation parade. See
the Graduation calendar on the Provincial Web Site.

» Schedule meetings with the Commanding Officer to begin preparing the budget for the upcoming
training year.

» Recruit new members for the SSC and squadron.

August

> Ensure that all bills and invoices are paid off by the end of the month (the end of your fiscal year).
> Receive blank ACC-9, Sgn Info Sheet, and Registration/Screening forms from the Provincial Office.
» Gather financial records to begin completion of the ACC-9 soon after 31 August.

> Plan to attend Graduation Parades at Summer Training Centres. (See the calendar)

September

» Arrange the year’s meetings schedule for SSC. Add new members as required (there is no limit to
your numbers). Arrange first meeting of the Committee with the Commanding Officer to approve
budget for upcoming training year.

» Help the Commanding Officer plan and organize the September parent’s night. Discuss the
planned program and expectations.

» Contact the SRC-LM assigned to your squadron and bring him/her up to date. Invite them to
attend your first Committee meeting. Pick a date for the SRC-LM fall visit (do this in consultation
with the Commanding Officer).

» Prepare the Financial Statement (ACC-9) and the Annual SSC Confirmation document. These are
due no later than the end of October.

> Register and Screen your new SSC members.
> Plan recruiting activities for CIC officers, cadets and volunteers.

> Register for the ACL (MB) Inc. Annual General Meeting in October.
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October

» Ensure that ACC-9 and Annual SSC Confirmation form are completed and submitted on time.

> Assist with squadron fundraising activities as identified in the annual training program.

» If you have not received a visit from your SRC-LM during this month, remember to call and update
him/her on squadron activities.

> If possible, visit the Gliding Center when your Squadron is scheduled to fly.

» Confirm your squadron’s participation in the Manitoba Air Cadet Raffle to the Raffle Committee.

> Attend the ACL (MB) Inc. Annual General Meeting.

November

> Review the budget following fall fundraising activities and adjust if necessary.

» Plan to participate in Remembrance Day activities with the Squadron.

» If you have not received a visit from your SRC-LM during this month, remember to call and update
him/her on squadron activities.

» Cadets planning to apply for Air Cadet League National Courses, including Scholarships and
Exchanges, will be starting their application process now. Be prepared to make recommendations
on the cadet’s application form and to participate in Interview Boards and interview practices.

» Plan to organize a squadron Effective Speaking Competition for the cadets. This activity should be
included in the squadron’s Annual Training Plan. The squadron competition must be completed by
no later than end March. Information about the Effective Speaking Competition is provided on the
Air Cadet League Website (www.aircadetleague.com).

» Consider planning a December social activity for cadets, squadron staff and members of the SSC.

» Assist with squadron fundraising activities as identified in the annual training program.

December

» Help conduct squadron-level Interview Boards for cadets applying for National Courses; the local
interview is a good training opportunity to help them prepare for the final interviews in February.

» Organize the local Effective Speaking Competition.

» If you have not received a visit from your SRC-LM during this month, remember to call and update

him/her on squadron activities.
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January

> Review the budget and make adjustments, if required.

» Cadets write their flying/gliding scholarship qualifying exams at specified examination centers.

» Help conduct squadron-level Interview Boards for cadets applying for National Courses; the local
interview is a good training opportunity to help them prepare for the final interviews in February.

> Ensure that properly completed and documented applications for Air Cadet League National
Courses are mailed to the Provincial Office on time (see the calendar in B, P & P Manual, Part 3).

» If you have not received a visit from your SRC-LM during this month, remember to call and update
him/her on squadron activities.

» Assist with squadron fundraising activities as identified in the annual training program.

» Advise SRC-LM of the date of the Annual Ceremonial Review once it has been finalized.

» Work with Treasurer and Commanding Officer to organize Manitoba Air Cadet Raffle. The Squadron
will receive its quota of tickets at the end of January, or earlier if possible.

February

» If you have not received a visit from your SRC-LM during this month, remember to call and update
him/her on squadron activities.

» Help conduct squadron-level Interview Boards for cadets applying for National Courses; the local
interview is a good training opportunity to help them prepare for the final interviews this month.

» Assist with squadron fundraising activities as identified in the annual training program.

> Assist Commanding Officer in arranging transportation for cadets to attend zone or provincial
Interview Boards.

» Plan to attend the Provincial Effective Speaking Competition held after the Interview Boards.

March

» Assist with squadron fundraising activities as identified in the annual training program.

» Work with Commanding Officer during initial planning for Annual Ceremonial Review.

» If you have not received a visit from your SRC-LM during this month, remember to call and update
him/her on squadron activities.

» Review budget and make necessary adjustments.

» Spring Break Trip as part of optional training activities.
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April

» If you have not received a visit from your SRC-LM during this month, remember to call and update
him/her on squadron activities.

» Assist with squadron fundraising activities as identified in the annual training program.

» Plan to attend the ACL (MB) Semi-Annual General Meeting (if scheduled), held near the end of the
month.

» Ascertain which cadets have been selected for National Courses and arrange notification with
Commanding Officer.

» Continue to work with Commanding Officer planning for the Annual Ceremonial Review. Order
trophies and awards for Annual Ceremonial Review.

» Plan to travel to the Gliding Centre with the squadron for familiarization flying.
» Arrange for cadets to participate in the Annual Golden Falcon Competition (May long weekend).

> Review Raffle ticket sales and seek additional tickets, if required.

May
» Assist with squadron fundraising activities as identified in the annual training program.
» Continue to work with Commanding Officer planning for the Annual Ceremonial Review.

» If you have not received a visit from your SRC-LM during this month, remember to call and update
him/her on squadron activities. Brief him/her on preparations for the Annual Ceremonial Review.

» Assist the Commanding Officer with Golden Falcon arrangements.

» Final budget review. Did fund raising activities meet their goals? Are expenditures and revenue
balanced? Are financial arrangements for end-of-year trips on track? Arrange a planning meeting
with the Commanding Officer for next year’s program.

> Review Raffle ticket sales and adjust allocations, if necessary. Partial submission of sold tickets
and money to the Provincial Office by end of month.
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June

» Attend the Annual Ceremonial Review and complete necessary paperwork with SRC-LM. Do not let
the squadron forget to submit the CF 790 and complete the local sponsor Chairperson comments
block. The CO will know its importance for quotas of all kinds, including staff and National
Courses.

> Raffle ticket sales should be completed. Submission of sold tickets and money to the Provincial
Office by 15 June.

» End-of-year trip, if planned.
» Wrap up training activities for the year. Ensure that all bills and invoices are paid.

» Discuss arrangements with Commanding Officer for transporting cadets selected for summer
training (this may entail taking cadets to a central pick-up point).

> Get ready to rest and relax during the summer months... you deserve it!
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PART 6: Guiding Principles for a Squadron
Sponsoring Committee

= We strive for a high level of involvement from parents, guardians and supporters in
collective efforts that make our squadron strong using newsletters, E-mail and telephone
committees.

P> We provide awareness of the partnerships involved in the Air cadet program by meeting
the parent or guardian of cadet at the time of enrolment.

» We comply fully with Federal and Provincial laws regarding the privacy of personal
information and maintain strict confidentiality with regard to the storage and non
disclosure of related records.

P> We develop fundraising activities separate and distinct from any requiring the
participation of cadets while fully supporting them in their campaigns.

= We recognize our financial supporters and volunteers who have worked to make our
squadron successful.

= We maintain a record of all elections, assets and financial activities, which includes a
quarterly statement of financial income and expenditures and complete all required
reports in a timely manner.

= We promote community awareness and recognition of our DND partners for their support
and delivery of the Air Cadet program and profile cadet participation in related activities
in the local media.

P> We uphold zero tolerance for any form of abusive behaviour and train everyone involved
with the squadron accordingly.

= We proactively recruit qualified resource people from the community for all aspects of
the program and ensure candidates are screened promptly and thoroughly.

= We work to provide resources needed for optional activities to enhance the retention of
serving cadets and attracting recruits to our squadron.

CONCLUSION

This handbook is designed to help answer a number of questions that you may have or have
had with regards to your responsibilities as SSC-C. However, there is no way that we could
ever hope to anticipate all of the questions which you might have. If you have a question
that is not answered here, your first contact should be your SRC-LM. This individual will be
your mentor and advisor during your time as SSC-C. If the SRC-LM does not know the
answer to your questions, chances are s/he will know where to find the answer. Do not
hesitate to contact him/her for assistance.
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