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INTRODUCTION – THE NJROTC PROGRAM 

 
1. General. 
 
         a.    Junior ROTC units for all the military services were authorized by the Reserve Officers                                                
  Vitalization Act of 1964 (Public Law 88-647 of 13 October 1964 – Title 10, U.S. Code,         
                Chapter 102).  Department of Defense Directive 1205.13 of June 16, 1982 requires the  
                Military service secretaries to “Sponsor and conduct a Junior ROTC program”.  Each of  

    the services currently supports active programs in schools across the country. 
 

b. The Navy has NJROTC programs in schools across the continental USA, and in Alaska,  
Hawaii, Guam, Japan, and Italy.  Over 600 NJROTC units exist or are planned.  Naval 
Education Training Commander (NETC) with headquarters in Pensacola, Florida directs 
the program for the Navy.  He has a number of NJROTC Area Managers, each 
responsible for the supervision of school programs in several states.  Central High and 
other schools in five states, come under the Area EIGHT.  The Area EIGHT 
Commander is Commander Merlin Ladner, his headquarters is in New Orleans, LA. 

 
c. A student has no military obligation of any kind from taking NJROTC in high school,  

but there are benefits for those interested in going to the military. 
 
 2.    Instructors.   NJROTC teachers are retired officers and non-commissioned officers of the  
        Navy, Marine Corps or Coast Guard who have been specially certified by the Navy for  
        Employment as Senior Naval Science Instructors.  Each instructor is employed and paid by  
                      the local school board and not by the Navy.  Your Senior Naval Science Instructor and Naval  
                      Science Instructors are regular faculty members of Central High.  The SNSI will act in his/her 
                      capacity as Head of the Department of Naval Science. 
 

3. Instruction and credit awarded.  NJROTC (or Naval Science) courses carry full elective  
Credit toward graduation from Central High.  Classes include a number of sections on 
subjects related to the sea, the Navy, health science, history, and government.  In Naval 
Science I there are units on leadership,  health, naval customs, drill, seamanship and a number 
of other topics.  Naval Science II and III subjects include oceanography, first aid, astronomy, 
military history, electronics, military strategies and more advanced work on topics covered 
the first year.  Naval Science IV is for students who are able to work more independently and 
take on the leadership responsibilities of running the NJROTC Unit.   

 

4. Supplies, uniforms and costs. 
 

a. Course materials, uniforms, supplies and most other items are paid for by the Navy 
and are given to the cadet to use as long as he/she is in NJROTC.  There are a few 
items cadets must pay for including underwear, uniform cleaning, etc. 

 
b. A complete, tailored, navy-style uniform is provided free for the use of the cadet and 

is required to be worn on Wednesdays and other designated times.  Students must 
always wear the uniform correctly, as described in this instruction and in the Cadet 
Field Manual.  The uniform must be turned in professionally dry cleaned with the 

receipt attached and in good condition when enrollment ends.  Grooming must 
meet minimum standards established by the school and the Navy. 

 
5. NJROTC Fees.   There will be a $50 non-refundable lab fee assessed to every cadet enrolled  

in the program.  This fee can be broken down by semester, $25 dollars per semester will be 
due no later than the second week of each semester.  The fee covers the cost of PT uniforms 
(includes summer t-shirts and shorts and winter sweats), name tags, awards and 
administration costs. 

 



 6.    Benefits of enrollment.    For students interested in obtaining fully paid college scholarships, 
NJROTC can help Central High students obtain ROTC scholarships and Service Academy appointments 
from all services.         Scholarships worth up to $180,000.00 each and Service Academy appointments 
worth over $300,000.00 each are available to qualified Central High students.  Each year the Senior Naval 
Science Instructor can nominate students to compete for Navy ROTC and Naval Academy openings and 
often for openings in other service academies.  All five military services give one or more pay grades 
(ranks) advanced standing for people who enlist after taking Junior ROTC courses for up to three years in 
high school. 
 
7.    Activities.    The NJROTC unit supports a wide range of activities, with the exact number depending 
on the interests of the students.  Each activity is open to any cadet in good standing that wants to take part.  
A cadet may join most teams at any time during the year just by coming to practice (markmanship teams 
require parent permission and a safety indoctrination first).  Activities usually available during the year are: 
 

a. Academics Team 
b. Athletics Team 
c. Color Guard 
d. Drill Teams, Arm and UnArm 
e. Orienteering Teams 
f. Honor Guards 
g. Flag Detail 
h. Various social events including the Navy Ball, Military Ball, Dining Ins etc. 

 
        A cadet must decide if he/she wants to take part in any of these extracurricular groups and activities 
based on his/her interest and how much time he/she can afford to spend.  Most students take part in at least 
one of the many activities, but this is not required. 
 
8.    Advancement and Awards. 

 

a. NJROTC is a course in Central High, which has formal instruction in leadership.  Students practice 
what they learn by being in charge of many parts of the NJROTC program.  This opportunity to be 
“in charge” is won over time by participation and hard work.  Cadet rank, patterned after the U.S. 
Navy rank structure, is awarded based on achievement, conduct, participation, and requirements of 
the unit.  Increased responsibility normally means increased rank.  For a more detailed explanation 
of promotions and how to promote refer to the Appendices at the end of these instructions. 

 
b. There are a large number of awards which are earned for participation and achievement in 

NJROTC.  Some are presented by the unit, and others by local civic and patriotic groups.  All are 
available for everyone to seek.  Involvement, and personal effort are the main requirements. 

 
9.    Requirements for enrollment.  The general requirements for enrollment or continued enrollment in 
       NJROTC are: 
 

a. Maintain acceptable standards of conduct. 
b. Have satisfactory grades “C” in core courses (including a “C” or higher in NJROTC) during the 

previous semester. 
c. Be enrolled in Central High School. 
d. Be physically able to participate in PE (Physical Education). 
e. Be willing to meet the Navy, NJROTC and Central’s high grooming standards. 
f. Be fitted with and wear the NJROTC uniform properly and at all required times. 

 
10.   Training Time Out (TTO).    The TTO is a safety procedure that allows cadets and instructors to stop 
a training evolution, correct the discrepancy, and then, if possible, continue the performance.  The TTO is 
an appropriate means for anyone to obtain relief if he or she is experiencing pain, heat, stress, or other 
serious physical discomfort.  Cadets are not penalized for calling a TTO if this privilege is not being 
abused. 



 
 
11.    Field Trips.    Educational field trips are a major part of the Naval Science program and are 
scheduled each year to military installations located along the eastern and southern coasts of the United 
States.  Additionally, operational schedules permitting, short sea cruises may be scheduled aboard various 
Naval and Coast Guard ships.  These field trips are in addition to several trips taken during the year to 
participate in NJROTC drill meets, parades, etc.   
 

a. Cadets have up to two weeks prior to the actual date of the field trip to be reimbursed for monies 
paid on the trip in the event they decide not to go on the trip.  After the cutoff date, all monies 
paid for field trips are non-refundable.   

b. Cadets that have paid on the trip and receive any disciplinary infractions in NJROTC prior to 
departing on the trip will risk the opportunity to go on the trip; this decision will be determined 
by the JROTC instructors.   

c. Eligibility:  In order for a cadet to be eligible for one of the major field trips, (in addition to 
complying with all school rules that apply for field trips): 

1. Not owe any money for NJROTC fundraising activities, books, uniforms, etc.  
2. Have participated in Annual fundraising activity. 
3. Have a passing grade in NJROTC and the appropriate GPA. 
4. Have a satisfactory record at personnel inspections. 
5. Not demonstrate a pattern of disciplinary problems. 
6. Comply with requirements as explained to the cadets at the beginning of the school year. 
7. Be approved by the SNSI/NSI.  Not a conduct risk. 

 
12.    Physicals.  Due to the physical nature of this course, it is mandatory that all NJROTC cadets have a 
current sports physical on file in the NJROTC office. 
 
13.    Fundraisers.  NJROTC will be participating in many fundraisers throughout the year to help offset 
         transportation and equipment costs.  Parental involvement is encouraged and welcomed. 
 
14.    Physical Training.  Cadets are required to participate in weekly physical training exercises in 
NJROTC.  PT will be conducted on Tuesdays and Fridays.  Cadets are required to dress in the appropriate 
PT gear this includes appropriate running shoes.  Flip flops, slippers, or any other inappropriate shoes as 
deemed by the instructors are not authorized. 
 
         Penalty for not Dressing our or participating in PT.  Cadets who do not dress out for PT or who do 
not participate in PT exercises risk jeopardizing going on future trips in NJROTC and participating in 
NJROTC activities, i.e., Military Ball, parades, etc. 
 

a. 1st Offense.  Cadets will receive a grade of zero for the day, this grade can’t be made up. 
b. 2nd and Subsequent Offenses.  Cadets will be given 1-hour detention on the next school day.  

Phone calls to parents explaining why they have detention. Grade of zero. 
c. Disciplinary Referrals will be written on cadets who repeatedly refuse to dress out and participate 

in PT. 
d. Removal from NJROTC upon completion of the term. 

 
 
 
 

 

  

 
 
 
 
 



 
 

CHAPTER 1 – GENERAL RULES OF CONDUCT 

 
101. General.    NJROTC cadets hold a unique place among students at Central High.  They  
 are easily identified as belonging to a group that stands for honesty, patriotism, and living  
 by the rules.  Cadets who do not measure up to these ideals will probably not remain in  
 the unit for long.  NJROTC cadets are expected to learn and to follow, at all times,  

 the rules of the school and the unit. 
 
102. Conduct in the school.    Teachers and administrators at Central High form their  
 opinions about the NJROTC program based on the actions of the cadets they observe. 
 The outstanding reputation of the Unit is based in part on the outstanding conduct of 
 the cadets and teachers have come to expect the best from NJROTC.  A cadet who causes 
 trouble in another class can expect the teacher or the Assistant Principal to contact the  
 Senior Naval Science Instructor for assistance.  Students who fail to show proper respect 
 during  the pledge and national anthem, who fail to wear the uniform properly in all  
 classes during uniform day, who are tardy to class, who fail to do assigned work, who  
 disrupt class, can expect to have their conduct brought to the attention of the Naval  
 Science Instructors.  If attempts to correct the problem fail, the cadet risks being  
 disenrolled from the NJROTC program without credit. 
 
103. NJROTC general rules of conduct.    It is impossible to provide a complete set of rules 
 that covers all situations.  In general, cadets are expected to be honest, courteous,  
 respectful individuals at all times.  The list of expected or prohibited conduct below is  
 only a guide and not in any way all-inclusive. 
 

a. Harrassment of another cadet will not be tolerated, whether it is sexual, racial, or  

religious in nature.  Remarks or actions which the recipient believes to be 

harassment should be reported to the SNSI or NSI as soon as possible.  No cadet 

should put up with unwanted comments or actions by another, even if no real harm 

seems to have been done.  Repeated harassment or harassment of a serious nature is 

grounds for removal from NJROTC and other action by the school or authorities as 

necessary. 

 

b. In class, do not talk when the Instructor or another student is talking.  If you have  

Something to say, hold up your hand to be recognized. 

 

c. Sit up in your chair and remain alert.  Do not put your head down on the desk or  

close your eyes to nap in class. 

 

d. Do not ask to go to the bathroom during class time except in an emergency – go  

between class periods. 

 

e. Cadets in uniform are not to chew gum or use tobacco at any time while at school or  

in public places. 

 

f. Do not sit on any NJROTC table or lean back in any chair.  The tables are not built  

to hold your weight.  The chairs are not designed to support your weight on two legs. 

 

g. The NJROTC telephone is available for limited cadet use only with the prior 

permission of the SNIS/NSI.  No long distance or directory assistance (information) 

calls are to be placed without prior approval from an instructor. 

 

h. No loud talk or boisterous activity is permitted  in NJROTC spaces. Violaters will be  

asked to leave without prior warning. 



 

i. The SNSI/NSI office and supply shed is only for authorized cadets working on  

NJROTC business.  It is not to be used for personal conversations, as a lounge, or as 

a storage area for personal items, uniforms, or school materials. 

 

j. No personal or other gear is to be left in any NJROTC space including the supply  

room or instructors’ office without permission of an instructor. 

 

k. In class during times when a test is being given, no talking is permitted until all  

test papers have been turned in.  A grade of zero may be assigned for any violations.  

Any person who cheats from another’s work is subject to a grade of zero and may be 

dropped without credit from NJROTC.  

 

l. Book bags, purses, etc., are private personal property and no one except the owner 

is to touch or go into these items without written permission.  Any evidence of theft 

will result in disciplinary action by the school and the person will be dropped 

without credit from NJROTC. 

 

m. Proper military courtesy is expected from cadets at all times when in uniform.  This  

includes proper salutes and a respectful manner when dealing with cadets senior in  

the chain of command.  The words “sir” and “ma’am”, as appropriate, are to be 

used freely. 

 

n. On uniform day, a complete and correct uniform is to be worn at all times unless 

variations are permitted by an instructor.  Coats, when worn, are to be buttoned 

or zipped; hats are to be worn correctly and only when outside; ties are to be run 

up to the top of the collar; sleeves to be rolled down and all buttons to be buttoned. 

 

o. Only material related to the NJROTC class may be out or in use during  your  

NJROTC class period.  Letters, books, magazines, and assignments from other  

classes are to be put away before the tardy bell rings and may not be brought 

out without the permission of the instructor.  Non-NJROTC material will be  

picked up by the instructor and may not be claimed until after school hours that 

day. 

 

p. A number of areas in the NJROTC spaces are “off limits” to some or all cadets.   

These areas are marked to indicate who may enter. 

 

 104. Special classroom consideration.   Several classroom behaviors can become problems 
  and are covered in this section.  These problems are tardies, not being prepared for class 
  with the proper materials and having gum, food or drink.   
 

a. Definitions: 

 

Tardy – Tardy is defined as entering class after the tardy bells rings.  A cadet who is 
tardy will be marked as such in the Instructors Attendance.   
 
Class Materials – Unless the instructor has specifically indicated otherwise, students are 
expected to bring the  following items to each class: (1) NJROTC notebook with Cadet 
Regulations, Field Manual, and current assignment: (2) Naval Science textbook when 
assigned; and (3) paper and pencil.  On uniform days, students are expected to be in the 
prescribed uniform for the entire school day and to have the proper hat and footwear 
when they come to NJROTC class.  Failure to wear the uniform is covered in Chapter 2 
and this section refers to failure to have one or more required items in class.   
 



Food/Drinks/Gum -  Chewing gum is not allowed in any NJROTC space or room at any 
time, day or night.  No food or drink is allowed in the NJROTC classroom, at any time 
unless specifically authorized by the instructors. 
b.    Penalties:    The number of offenses for each infraction has a bearing on the penalty 
imposed.  In addition to the penalties below, habitual violations of the rules will affect 
NJROTC awards such as exemplary conduct, aptitude, promotions, etc. 
 
1
st
 and 2

nd
 offenses:    A short informal student/teacher conference will be held to 

discuss the cause and possible ways to prevent future violations.  Push-Ups or other 
motivating exercises.   Parents may be notified by phone. 

 
3
rd
 and 4

th
 offenses:    The student will be required to serve a 1 hour detention starting 10 

minutes after the last class on the day following the offense.  An academic assignment 
related to the then current class session will be given.  Parents will be notified by phone 
of the actions taken.   
 
Repeated Offenses:    A discipline report will be sent to the administrators and the 
student will be identified as unable or unwilling to follow the rules and regulations of 
NJROTC. 
 
Note: Cadets will also be subjected to a periodic Disciplinary Review Board chaired  
by the SNSI/NSI and senior cadet staff members.  The purpose of the DRB is to address 
poor performance and bad conduct and to assign corrective measures to prevent repeated 
occurrences of bad behavior and poor job performance.  Corrective measures can be 
interpreted to mean anyone of the following: reduction in rank, suspension from staff job, 
restriction from participating in upcoming NJROTC activities, or recommendation for 
dis-enrollment from NJROTC. 

 

 105. Enforcement:    Central High School rules are strictly enforced.  In order to have  
  satisfactory conduct in NJROTC, one must obey school rules and the laws of the  
  community as well as NJROTC regulations. 
 
 106. Bus Protocol:    Cadets will travel on a majority of field trips by bus.  Cadets will board  
  the bus AFTER all Chaperones have boarded.  The front three rows of the bus will  
  remain open for the Instructors and or any chaperones that may want to use those seats.   
  All personal gear will be placed in the back of the bus in a way that will not obstruct the  
  bus drivers rear view.  The senior cadet present will be responsible for ensuring that the  
  trip roster is prepared prior to departure date.  A copy will be provided to the Naval  
  Science Instructors and chaperones.  Upon departure from the bus, all chaperones will  
  exit the bus before any cadets.  All chaperones will also have head of the line privileges 
  at all times.  Cadets will fall in by squads upon departing or returning from all trips.  A  
  roll call will be conducted by the senior cadet present.  Public Display of Affection  

  (PDA) will be limited to looking into one another’s eyes. 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

CHAPTER 2 – UNIFORM WEAR AND MILITARY ETIQUETTE 

 
201. General.  This chapter provides guidance to cadets concerning the proper wear of the 

NJROTC uniform, for correct personal grooming and for public conduct while in uniform.  
Each cadet is responsible for knowing and following the standards of grooming, conduct and 
uniform wear established here and by the Naval Education Training Command in the current 
edition of the Cadet Field Manual, Chapter 1.  Since this chapter provides some special rules 
that are observed at Central High, it should be followed in the event of disagreement with the 
Cadet Field Manual. 

 
202. Rules of conduct in uniform.  NJROTC cadets, when in uniform, are looked upon by the 

public as representatives of the U.S. Navy.  It is important, therefore, that the reputation of the 
Navy not suffer because of poor cadet conduct or appearance in uniform.  The following 
excerpt from the U.S. Navy Uniform Regulations applies to NJROTC cadets in uniform when 
they are in public view: 
 Public showing of affection (hand holding, embracing, etc.), placing hands in pockets,     

       smoking, eating and or drinking beverages while in uniform as pedestrians detracts from  

       military smartness and as such is considered inappropriate 

 
The restriction on eating and drinking refers only to walking along or near public streets and 
not to the school campus at lunch time. 
  

203. When to wear the uniform. 
 

A standard “uniform day” will be designated prior to the start of the school year, normally this 
day is set for Wednesdays.  A special event, such as the annual Area 8 inspection, the U.S. 
Navy Birthday, or Veterans day may change the “uniform day” for the week in which it 
occurs, but any changes will be announced well in advance.  On his official “uniform day”, 

a cadet must wear a full and complete uniform from the time he leaves home in the 

morning, until he returns home after school, unless he has received permission to change 

from the SNSI or NSI in advance.  Permission may be granted to change after school for 
such things as varsity sports practices or some jobs.  Even if a student expects to check out of 
school early on his uniform day, goes on a field trip, or does not attend NJROTC class that 
day, he or she still must wear the uniform unless excused in advance.  If a cadet wishes to 
wear the uniform at another time, such as for an event special to him or his family, he should 
get permission from the SNSI or NSI in advance. 

 

204. Penalty for not wearing the uniform. 
 

a. A cadet, present in school for any part of the day, who does not wear the uniform on the 
designated uniform day, in addition for receiving a grade of zero for that day, will be 
required to wear the uniform on a make-up (usually the following school day) all day.   

b. A cadet in uniform who does not meet minimum standards for uniform appearance or for 
personal grooming, will be given a grade of zero for the day. 

c. The only way a zero grade, assigned under paragraph 204a and 204b, can be removed, is 
for the cadet to wear the uniform properly on the designated school day.  If she/he wears 
the uniform on the make-up day, the zero will be removed and a grade of 75 will be 
substituted for the zero.  Cadets who fail to wear the uniform on the make-up day will be 
given 1-hour detention and a grade of zero remains.  A phone call will be made to the 
parent.  Repeated failure to wear the uniform on the proper day or failure to remove a 
zero grade more than twice in a semester will result in a disciplinary referral, restriction 
from future field trips and the cadet being dropped from NJROTC and Fail. 

 



205. Borrowing or lending uniform items. 
 

Uniforms are issued to a cadet for his sole use.  Items may not be loaned to another cadet or 
used by any other person, whether or not they are in NJROTC.  A cadet is not permitted to 
borrow or be in possession of any item of uniform or other equipment not formally issued to 
him or her. 

 

206. Exchanges or replacement of uniform items. 

 
a. If any uniform item does not fit properly or is too worn to look correct, it will be repaired 

or replaced at no cost to the cadet.  Cadets should see the NSI to obtain authorization for 
exchange. 

 

b. NO exchanges or issues of replacement uniform items will be made on a day scheduled 
for a graded uniform inspection—plan ahead! 

 
c. Lost items of uniforms or equipment will be replaced upon payment for the item at the 

current Navy catalog price.  Payment may be made in cash or check payable to Central 
High School.  The SNSI or NSI may authorize payment to be delayed or suspended for 
good reason, but it must be shown that the loss or damage was beyond the cadet’s 
control.  

 
d. Uniforms must be returned when a cadet is no longer in NJROTC.  Uniforms accepted 

for return must be in good condition and reflect only normal wear and tear.  They must 

be professionally dry-cleaned and have the cleaners receipt attached. 

 

207. Formal Uniform Inspection. 
 

a. A graded formal uniform inspection will be conducted each uniform day. The uniform 
day is on Wednesdays.  The SNSI/NSI or class Platoon Leader will conduct the 
inspection. 

 
 

b. A cadet who has an excused absence from school on an inspection day, must make-up the 
inspection within one school week of his return to school in order to receive full credit for 
the inspection.  Make-up inspections are held before school, on any school day except a 
scheduled uniform day.  After a make-up inspection, cadets normally may change into 
regular school clothes for the remainder of the day. 

 
 

208. Cover (hat) wear. 
 

a. Except while actually inside a car or bus, covers must be worn on the way to school, 
going home and at most other times while outdoors in uniform.  Covers are required to 

be brought to NJROTC class on each uniform day and will be worn during 

marching drills.   
 

b. Except for NJROTC class or for a designated special event, the Central High buildings 
and grounds, during school hours, are considered to be inside and covers are not required 
to be worn.  Covers will be worn before and after school when outside the areas defined. 

 
c. Covers are to be marked inside with a piece of masking tape with the owner’s name and 

Central High School in water proof ink. 
 



209. Citation cords (aiguillettes).   Citation cords, when awarded, are worn only on the service 
dress blue, summer blue and winter blue uniforms.  Cords are to be attached to the uniform by 
a small anchor device in accordance with chapter 1 of the Cadet Field Manual. 

 
210. Saluting.  While in uniform, proper military salutes and greetings are required to be rendered 

to the SNSI, all commissioned officers, and cadet officers senior to you. 
 

211. Care of Uniforms.   The uniform will always be worn in scrupulously clean condition.  Your 
good care of all uniform items will ensure future cadets access to clean uniforms in excellent 
condition. 

 
a. White Shirts:  machine washable in warm water.  Dry on low heat; remove immediately 

and hang up.  Iron on low heat.  Do not crease NJROTC patch on sleeve.  Wash after 
each wearing with emphasis on inside collar.  DO NOT BLEACH THE WHITE 

SHIRT.  BLEACH WILL DISCOLOR THE PATCH ON THE SLEEVE. 
 

b. Black Pants:  machine wash in warm water on permanent press cycle.  DO NOT 
BLEACH.  Dry on permanent press cycle, remove immediately and hang up.  Iron on low 
heat.  Should be hung, never folded.  Wash after each wearing.  May be dry cleaned.  
SOME PANTS MUST BE DRY CLEANED.  Check clothing tag before washing.  The 
Poly/Wool blend pants must be dry cleaned. 

 
c. Black Shirt:  machine washable in warm water on permanent press cycle.  DO NOT 

BLEACH.  Dry on permanent press cycle.  Iron on low heat.  Should be hung on hanger, 
never folded.  May be dry cleaned.  Keep hung up at all times.  The shirt may have 
military creases in it.  Do not crease NJROTC patch on sleeve. 

 
d. Khaki Uniforms:  machine wash in warm water on permanent press cycle.  DO NOT 

BLEACH.  Dry on permanent press cycle.  Iron on low heat.  Should be hung on hanger, 
never folded.  Keep hung up at all times.  The shirt may have military creases in it.  Do 
not crease NJROTC patch on khaki sleeve. 

 
e. Ties, Dress coats and Relaxed Fit Jackets:  dry clean only and keep hung up at all 

times.   
 

f. Combination Covers White:  machine washable or hand wash in warm water with 
bleach.  Dry in dryer on low setting.  Iron to remove wrinkles.     

 
g. All uniform clothing will be dry cleaned prior to turn-in.   

 
h. Belts:  machine wash in cold water.  Hang up to drip dry.  DO NOT BLEACH.  DO NOT 

PUT IN DRYER.  
 

i. Shoes:  There is nothing like a pair of well shined shoes to set off one’s personal 
appearance and enhance an outstanding uniform.  But this does not come automatically.  
There had to be some personal effort on the part of every cadet to produce an excellent 
shoe shine.  The most popular paste-wax polish available today is “KIWI” but any brand 
paste-wax will work.  A soft cloth like an old T-shirt is ideal to apply polish or use cotton 
balls or cotton disks available at most drug stores.  Wrap cloth tightly around your 
forefinger, dip in warm water, rub a small amount of polish on the finger tip, apply to 
shoes in small circular motion with very light pressure.  Keep the cloth wet.  You can not 
use too much water.  Repeat this over and over again on the entire shoe.  As the water 
mixes with the wax, the wax hardens and acquires a deep glossy shine.  For the final 
shine, use a clean spot on the cloth with a small amount of rubbing alcohol and a little 
polish.  Do this nightly on a new pair of shoes until you have a good base on the shoes 
and then weekly to maintain a great shine.  Remember to clean and polish the edges 



(welts) and heels of the shoes.  Edge/sole dressing is available in stores but normal black 
polish works just as well.  Use an old toothbrush to clean and polish the stitching.  DO 
NOT USE SPRAY AEROSOL SPRAY-ON POLISH OR ACRYLIC FLOOR WAX.  
The shoe will crack and peel.  Never “spit” on your shoes for a “spit shine”.   
Note: High gloss shoes “Corfams” are not permitted to be worn by Cadets.   

 

j. Metal Insignia:  (NJROTC bar, color devices) Wipe clean with dry soft cloth only.   
Never polish with abrasives like “Brasso”. 

 
k. Belt buckles:  polish the “quartermaster” plastic film off the buckle with brass polish.   

Ensure you polish the front and top of the buckle.  DO NOT POLISH WHILE BUCKLE 
IS ATTACHED TO THE BELT.  Polish will ruin a belt.  Also, carefully polish the brass 
tip of the belt with tape behind the tip. 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

CHAPTER 3 – AWARDS 

 

301. General.    The information in this chapter amplifies the awards section of the Cadet Field Manual 
and is considered to be the policy of this Unit. 

 
302. Eligibility.    In order to be eligible for an NJROTC ribbon award, a cadet must meet the criteria 

for the award and be listed as a recipient by the SNSI/NSI.  In the event a cadet believes he is 
eligible but has not been listed, he should put the facts of the case in writing and submit his 
comments to the SNSI through the chain of command.  If the award in dispute is a team 
participation award, the team commander’s comments must be attached to the cadet’s submission.   

 
303. Multiple awards.    A distinctive ribbon will be presented with the first presentation of a ribbon 

award.  The second and any subsequent awards of the same ribbon will be indicated by a metal 
star(s) of appropriate color, as described in the Cadet Field Manual, to be worn on the basic 
ribbon.  Where replacement of multiple stars would cause the ribbon to look unsightly, a 
replacement ribbon will be issued.  While some ribbons may be earned more than eight times, 
there is no way to display more than eight awards (ribbon plus 3 gold stars) on the uniform. 

 
304. Non-NJROTC Awards.    Civic, service and school groups make periodic presentations of 

awards to cadets and some cadets may receive ribbon awards from NJROTC units of the other 
services.  These outside awards, when approved for wear by the SNSI, take precedence after all 
NJROTC ribbons.  They will take precedence among themselves as follows:  (1)  Central High 
special NJROTC ribbons, (2) NJROTC awards of other services, (3) awards from other 
organizations in alphabetical order of the official name of the presenting organization unless the 
SNSI makes other determination in individual cases. 

 
305. Medals.    When an authorized award consists only of a medal, with no corresponding ribbon 

given, the medal may be worn on the uniform pocket, centered below the ribbon bar(s).  Medal 
awards are to take precedence in alphabetical order of the official title of the issuing organization.  
A medal and a ribbon representing the same award are generally not worn simultaneously as a 
matter of routine, but on formal or ceremonial occasions, both may be worn.  National Rifle 
Association markmanship medals for rifle and pistol are worn below all other medals.  A 
maximum of two NRA medals may be worn at one time. 

 
306. Unit Commanders.    Commanders of teams and units for which a ribbon award is given, wear 

the ribbon of their team on the right side of the chest, above the name tag, in a position 
comparable to the ribbons on the left.  The ribbon will bear a distinguishing anchor device.  If the 
team commander has also won the ribbon as a team or activity member, he may continue to wear 
it in the normal position on the left and will also wear the ribbon with anchor device on the right.  
Past commanders of teams will wear the team ribbon and anchor device in its normal position of 
precedence on the left chest. 

 
308. Required wear.    NJROTC ribbons and awards become a required part of the uniform when 

earned.  They must be worn whenever a uniform (except working uniform) is worn.  Ribbons must 
be kept clean and in good condition or replaced.  Proper placement of ribbons is described in the 
Cadet Field Manual. 

 
309. Criteria and order of precedence of NJROTC Ribbons.  The criteria for the award of each of 

the ribbons is based on that established by NETC in the Cadet Field Manual.  However, there are 
differences in the specific requirements for many awards and the criteria of this regulation are to 
be used.  In the following listing, the number indicates the order of the ribbon (its precedence rank 
among ribbons). 

 



a. Meritorious Achievement:    Awarded as earned to any cadet who has distinguished himself by 
outstanding meritorious achievement as determined by the SNSI and approved by the NJROTC 
Area EIGHT Manager on a case by case basis.  The award may be based on a series of events of 
meritorious service to the unit or community or a single qualifying act.  Any cadet may make 
nominations for this award to the SNSI. 

 
b. Distinguished Unit:    Awarded as earned to each cadet in good standing in the unit during the 

academic year in which the unit has earned Distinguished Unit status.  Awarded to only 30 percent 
of the total number of NJROTC units in the program.   

 
c. Distinguished Cadet:    Awarded annually to the one male and one female cadet in each Naval 

Science year group who has the highest combined average of academics, leadership, unit 
involvement, conduct, job performance, and personal appearance as determined by the SNSI. 

 

d. Honor Cadet:    Awarded annually to the cadet in each Naval Science year group who has the 
highest school grade point average for the first three quarters of the academic year in which 
awarded.  A Lamp device with year-group-distinguishing color will be worn on the ribbon when 
the recipient has an “A” average in Naval Science. 

 
e. Cadet Achievement:    Awarded when earned, to any cadet, who distinguishes themselves by 

outstanding achievement or sustained superior performance. 
 
f. Unit Achievement:    Awarded as earned to each cadet in good standing in the unit during the 

academic year in which the unit has earned Unit Achievement status.  Awarded to only 10 percent 
of the total number of NJROTC units in the program. 

 
g. Military Aptitude:    Awarded annually to each cadet judged by the SNSI/NSI to be in the top 

10% of the company in aptitude.  The evaluation will be based on a combined average of 
leadership, conduct, unit involvement, personal appearance, and performance of assigned jobs. 

 
h. Outstanding Cadet IV:    Awarded annually to each cadet who attains a 4.0 Grade Point Average 

in Naval Science IV for the first three academic quarters of the school year.  Also, who 
exemplifies total dedication and commitment to the unit on a daily basis.  Must have earned the 
Personal Appearance ribbon and have earned honor roll status during that academic year. 

 
i. Outstanding Cadet III:    Awarded annually to each cadet who attains a 4.0 Grade Point Average 

in Naval Science III for the first three academic quarters of the school year.  Also, who 
exemplifies total dedication and commitment to the unit on a daily basis.  Must have earned the 
Personal Appearance ribbon and have earned honor roll status during that academic year. 

 
j. Outstanding Cadet II:    Awarded annually to each cadet who attains a 3.5 Grade Point Average 

in Naval Science II for the first three academic quarters of the school year.  Also, who exemplifies 
total dedication and commitment to the unit on a daily basis.  Must have earned the Personal 
Appearance ribbon and have earned honor roll status during that academic year.  

 
k. Outstanding Cadet I:    Awarded annually to each cadet who attains a 3.5 Grade Point Average 

in Naval Science I for the first three academic quarters of the school year.  Also, who exemplifies 
total dedication and commitment to the unit on a daily basis.  Must have earned the Personal 
Appearance ribbon and have earned honor roll status during that academic year. 

 
l. Exemplary Conduct:    Awarded annually to each cadet who has demonstrated exemplary 

conduct in the unit, school and community during the year. 
 
m. Academic Award:    Awarded to the cadet who meets either of the following criteria (two ribbons 

are to be worn by cadets qualifying under both criteria): 
 



 i.    Academic Team:    awarded each semester to the member of the Academic Team who has 
taken part in at least one formal competition; who has attended at least 80% of the team meetings; 
and who has been recommended by the team commander. 

 j.    Honor Roll:    awarded annually to those cadets who have been named to a Central High 
School Honor Roll. 

 
n. Exemplary Personal Appearance:    Awarded each semester to the cadet who has worn the 

uniform correctly on all required occasions, whose grooming has consistently met the Navy 
standard, and who has received no inspection grade below an “B”.  (A cadet who fails to wear the 
uniform on an official “uniform day” or for any specially designated event, will not be eligible for 
this award unless excused by the SNSI/NSI.)  The ribbon may also be presented to selected cadets 
by the NJROTC Area Manager for superior appearance during the annual inspection. 

 
o. Physical Fitness:    Awarded each semester to the cadet who meets physical fitness exercise 

requirements contained in the Cadet Field Manual. 
 
p. Participation:    Awarded as earned to the cadet who has participated for one hour or more in 

three separate events or activities designated by the SNSI. 
 
q. Unit Service:    Awarded as earned for superior service to the Unit.  The award may be for 

sustained service at a level above that normally required of other cadets, or it may be for a specific 
act or acts of superior service.  Nominations may be made by senior staff cadets and must be 
approved by the SNSI.   

 
r. Community Service.  Awarded as earned to the cadet who has contributed at least 25 hours of 

satisfactory volunteer work toward a project or activity designated by the SNSI/NSI for  
“community service”.  Service normally must be as part of an NJROTC sponsored or recognized 
activity.  Hours can be “banked” and carry over from one year to the next until 25 hours are 
reached.  Documentation from an organization stating how many hours you have participated in 
will be evaluated and determined to be sufficient by the SNSI/NSI.   

 
s. Drill Team:    Awarded each semester to the cadet member who has met the following criteria as 

set forth in the Cadet Field Manual.  Drill Team Commander will provide a list to the SNSI/NSI 
and Training Officer of those members that actually participated in events. 

 
t. Color Guard:    Awarded each semester to the cadet who has met the following criteria as set 

forth in the Cadet Field Manual.  Color Guard Commander will provide a list to the SNSI/NSI and 
Training Officer of those members that actually participated in events. 

 
u. Markmanship:    Awarded each semester to the cadet member of the rifle team who has met the 

requirement as set forth in the Cadet Field Manual.  Rifle Team Commander will provide a list of 
members who have participated in rifle postals to the SNSI/NSI and Training Officer. 

 
v. Orienteering:    Awarded each semester to the cadet who meets the qualification requirements 

laid down in the Cadet Field Manual. 
 
w. Recruiting:    Awarded as earned to the cadet who is directly responsible for enrolling two new 

students in the NJROTC program.  Participation in two or more formal recruiting presentations to 
junior high students may be counted for one of these enrollments. 

 
x. Basic Leadership Training:    Awarded as earned to the cadet who has successfully completed 

basic leadership training, NJROTC leadership academy, other service leadership academy or a 
similar program of training designated by NJROTC Area Eight Manager. 

 
y. Sea Cruise:    Awarded as earned to any cadet who has been to sea (underway) on a U.S. Navy or 

USCG ship as part of an NJROTC sponsored orientation visit as determined by the SNSI. 



 

310. Special Individual Awards.    Special recognition is provided to outstanding cadets by patriotic 
veterans, fraternal and service organizations.  Although underclass cadets are eligible for several 
of these awards, the majority may be given to recognize the accomplishments of graduating senior 
cadets, then junior cadets. 

 
a. American  Legion:  The American Legion Medal is presented annually from area local posts to 

two senior or junior cadets who have demonstrated superior scholastic performance and 
outstanding unit leadership (one scholastic and one military). 

 
b.     Daughters of the American Revolution:    The DAR Medal is awarded annually to a senior who  
        has demonstrated a high level of patriotism, leadership and service.  It is presented by the local  
        chapter of the DAR. 
 
c. Sons of the American Revolution:    The SAR Medal is awarded to a third year cadet who  
        remains in good standing militarily and scholastically and shows a high degree of merit with  
 respect to leadership qualities, military bearing, and excellence.  
 
d. Non-Commissioned Officers Association:    Consistently exhibited the outstanding military 
 bearing , personal appearance, deportment and leadership ability. 
 
e. Military Order of the World Wars:    The MOWW award is for leadership and excellence and is  
 presented annually to a qualified senior or junior cadet.  A certificate and ribbon are to be given to 
   the cadet winner. 
 
f. Reserve Officers Association:    The local chapter of the ROA annually presents a medal, and  
 certificate in recognition of military efficiency and excellence. 
 
g. Disabled American Veteran’s:    Displayed leadership potential, aptitude in NJROTC as  
 evidenced by motivation, performance of duty and military bearing. 
 
h. Military Officers Association of America:    A medal is presented annually to a junior or  
 sophomore who has demonstrated a high level of character, devotion to duty, and high  
 moral values.    
 
i. Veterans of Foreign Wars:    The VFW medal is presented annually to deserving cadet in  
 recognition of military excellence and unit leadership. 
 
j. Order of Daedalians:    A medal and ribbon bar will recognize one outstanding cadet annually 
 in the junior class.  The award is offered to encourage the development of the spirit of patriotism, 
 love of country and those high ideals of self-sacrifice. 
 
k. American Veterans:    The AMVETS award consists of a medal pendant and a ribbon bar.  The  
 award is for individual characteristics contributing to leadership such as: a positive attitude toward 
 the Navy JROTC program and service to the Navy, outstanding personal appearance, and personal 
 attributes of initiative, dependability, sound judgement, and self-confidence and display officer  
 potential.   
 
l. Fleet Reserve Association:    The FRA award is presented to the incoming cadet CO.  The award  
 consists of a medal and certificate. 
 
m. National Sojourners, Inc:    The award consists of a medal and a certificate in recognition of  
 Americanism and potential for leadership.   
 
n. Military Order of the Purple Heart:    The MOPH awards a medal and certificate for leadership  
 and personal sacrifice to his or her unit.   



 
o. Stephen Decatur:    Awarded to an outstanding freshmen or sophomore in his or her first year in 
 the NJROTC unit.                                           

CHAPTER 4 – ELIGIBILITY TO PARTICIPATE IN UNIT EVENTS 

 
401. General.    NJROTC is a dynamic program which provides students with an opportunity to get  
 involved in worthwhile activities and have fun at the same time.  However, involvement and fun  
 must not interfere with the primary reason for being in school –getting an education.  To insure  
 that all cadets who take part in NJROTC extracurricular activities are making satisfactory progress 
 in their academic work, the procedures herein will be used to establish eligibility for participation. 
 

402. Determining Eligibility. 
 

a.  In order to be fully eligible for all NJROTC activities, a cadet must maintain a 2.0 grade point  
average (GPA) and have no failing (F) grades for the previous nine week grade period.  GPA 
below 2.0 with more than one “F”, a cadet is on probation and has 20 days to improve their  
GPA.  A cadet is ineligible for participation in extracurricular teams or certain other activities. 
 
b.  The grades assigned for each 9 week grading period will be used to establish the GPA and 
eligibility for the following term.  Grades will be recorded and will be used to  
determine status for continued enrollment, but not for eligibility.  Those cadets not meeting full 
eligibility requirements may still be able to participate if they meet the conditions of paragraph 
403, below.  For the first 9 week period of each school year, all Cadets are assumed to be eligible 
and may take part in any activity. 
 

Note:  A periodic check of all grades can be conducted by the Instructors at anytime when 

necessary, to determine eligibility for promotion, field trips, participation in activities. 

 

403. Probation. 
 

a. A cadet who is not fully eligible but who has at least a 2.0 GPA and not more than one “F” 
grade may still participate in NJROTC extra-curricular activities until mid-term grades are 
issued.  In order to continue to participate past the time of mid-term grades, however, the 
cadet must show improvement in classes where low grades were received.  This 
improvement must be documented by having the teacher write a brief letter to the 
SNSI/NSI that the student has improved his grades in that class, the letter must be signed 
by the teacher.  Failure to obtain and submit the letter to show improvement will 

result in the cadet being declared ineligible. 
 

b. In order for a cadet on probation to take part in any event which will require missing an 
academic class, the SNSI and the teacher involved must give their approval with a school 
administrator having final authority.  Each case will be considered on its merits. 

 
404. Ineligible.  A cadet declared ineligible may not be an active member of any team and may not 

take part in any scheduled NJROTC activity which requires missing academic classes, except with 
the permission of the SNSI and the teacher involved.  A cadet is ineligible if any of the following 
conditions apply: 

 

a. On probation and fails to show evidence of improvement at mid-term. 
b. Has a GPA below 2.0 for the preceding semester. 
c. Has two or more failing grades on the last nine week report card. 
d. Cadets placed in the Success Academy are restricted from participating in NJROTC 

activities to include: Military Balls, Parades, Community Service events. 
 
 
 



 
 
 
 
 
 
 
 
 

CHAPTER 5 – RANKS AND PROMOTION 

 

501. General. 
 

a. Promotions and position assignments in NJROTC are based on individual performance 
and potential and must be earned.  The SNSI evaluates a large number of facts concerning 
each individual cadet before awarding increased rank or assigning job responsibilities.  
This chapter supplements the Path to Promotion guide in Appendix. 

 
b. In order to be promoted, cadets must demonstrate (1) high moral standards, (2) overall 

good conduct, (3) acceptable appearance in uniform, (4) satisfactory academic 
achievement in both NJROTC and in other school courses, (5) satisfactory performance in 
carrying out any assigned NJROTC responsibilities and (6)a reasonable level of 
participation in NJROTC activities and programs, (7) Pass promotion test when required.  
Also considered are the grade level of the cadet, the time he/she has been in NJROTC, and 
other factors as determined by the SNSI.   

 

502. Promotion Path. 
 

a. On entering NJROTC, each student is assigned a cadet rank based on his/her school grade 
level.  Freshmen start as Cadet Seaman Recruit (C/SR), sophomores as Cadet Seaman 
Apprentice (C/SA), and Juniors and Seniors as Cadet Seaman (C/SN).  Promotion beyond 
these ranks is based on performance and time in the unit and all requirements as stated in 
the Path to Promotion guide. 

 

503. Minimum Academic Performance. 
 

a. Promotion in NJROTC normally leads to the assumption of increased responsibilities and 
the need to devote time outside of class hours to NJROTC projects.  However, these 
responsibilities must not be allowed to interfere with satisfactory performance in the 
classroom.  It is therefore necessary for those who attain higher rank and who assume time 
consuming jobs meet certain minimum standards as listed below. 

 
b. The following minimum grades are required before a cadet will be considered for 

promotion: 
 

Promotion to Grade in NJROTC School GPA 
SA, SN (No minimum grade) 
PO3, PO2 “C”  “2.0” 
PO1, CPO, “B”  “2.75” 
 SCPO  
MCPO, ENS, “A”  “3.0” 
LTJG, LT, LCDR 
 

c. Cadet Officers and senior petty officer (CPO and higher) whose grades at the end of any 
grade period fall below minimum listed for their rank in the previous paragraph will be 
placed on probation.  They may continue to hold office and perform their normal 
functions, but they must submit a satisfactory progress report at the time progress reports 



are issued for the next grading period.  If they fail to submit the progress report or fail to 
improve in all classes in which a grade lower than “C” was received, they will be 
reassigned and may be reduced in rank by the SNSI.  Any cadet whose nine week GPA 
falls below 2.0 or who receives more than one failing grade for the period, will be relieved 
of his/her job responsibilities. 

 
504. Promotion Procedures.  When new promotion and assignment lists are published, they will be 

put on the cadet notice boards in the classroom and in the storeroom.  New rank insignia will be 
issued to those being promoted, upon return of the old insignia. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
CHAPTER 6 – UNIT ORGANIZATION AND JOB REQUIREMENTS 

 
601. General.  In order for NJROTC to support a large number of teams and activities, there must be 

an effective and functioning cadet organization to manage the day to day operations of the Unit.  
This instruction provides guidance and minimum performance standards for those assigned this 
responsibility.  It is written to accommodate a company organization; however, when a battalion is 
formed, all references to the company organization will be interpreted to mean battalion 
organization.  A company marching staff will be added under a battalion organization but no other 
changes are likely. 

 
602. Position assignment.  Cadets are assigned duties based on their interests, abilities and the needs 

of the Unit.  Initial assignment will normally not occur until the cadet has been enrolled for one 
semester.  Exceptions are made for beginning upper class cadets and those who meet the 
requirements for promotion after the first semester.  Cadets can expect to be assigned a variety of 
jobs as they progress so that they will have a better understanding of the Unit.  

 

603. Duties and Responsibilities not covered. 
 

a. This chapter is NOT intended to provide detailed instructions for every situation or to 
limit Cadet initiative.  Cadets are expected to use it as a guide and as a set of minimum 
requirements.  Cadets in the chain of command are responsible for the fulfillment of their 
own listed tasks and for the tasks assigned to cadets under them. 

 
b. A number of cadets will be assigned to tasks for which there are no written guide lines, 

such as Assistant to Department Heads or primary job holders, and deputies to team 
commanders.  The duties of a deputy and assistant are the same as those of the team 
commander and primary job holder.  The deputy and assistants must be prepared to assist 
and take charge in his or her absence. 

 
604. Evaluations.  Each cadet who has been assigned a job will be formally evaluated on his or her 

performance of that job.  His/her evaluation will be by the cadet immediately above him/her in the 
chain of command, and by the SNSI/NSI.  The SNSI/NSI evaluation becomes a part of the 
military grade of cadets enrolled in NS2 or higher.  How well the cadet fulfills the requirements of 
his/her job and how well he/she guides and instructs his subordinates are major evaluation factors.  

 

605. Company Commanding Officer (CO).  The Company Commanding Officer is responsible to the 
SNSI/NSI for the performance of the Cadet Company.  The Company Commander’s duties 
include, but are not limited to those listed below. 

 
a. Act as the official point of contact between the Cadet Company and the SNSI/NSI on all 

matters relating to the functioning of the Company. 
 
b. Take actions to involve the maximum number of cadets in NJROTC activities.  Ensure 

that new cadets are provided personalized orientation assistance during their first semester 
in the program. 

 
c. Ensure that all military functions, ceremonies and routines are planned and carried out in a 

proper fashion. 
 

d. Ensure that a Cadet officer is designated as “in charge” of all events, parades, 
competitions, etc., in which NJROTC Cadets participate.  For any events in which persons 
or agencies outside of NJROTC provide a service or assistance to the Unit, a formal 
thank-you letter will be drafted and the draft provided to the NSI’s. 

 



e. Be familiar with the duties and responsibilities of all Cadet officers and be prepared to 
comment in writing on the performance of each officer. 

 
f. Cause to be investigated, all matters of Cadet misconduct and recommend specific 

corrective action to the SNSI/NSI for each case.  With the exception of push-ups, No 

punishment of any kind is authorized to be administered except by the SNSI/NSI. 
 

g. Establish a written means for Cadets to make complaints and/or suggestions, i.e. CO’s 
suggestion box. 

 
h. Ensure that clearly defined criteria are developed and circulated to all Cadets for selection 

of a “Cadet of the Month”.  A formal staff recommendation to the Commanding Officer 
whether to nominate an individual for this award will be made not later than the last day of 
school of each month.  Nominees will be interviewed on a day determined by the CO by 
the CO, XO, OPS Officer, Administrative Officer, Supply Officer and Training Officer 
with the Senior enlisted present.  The CO will then make his/her recommendation to the 
SNSI/NSI the following day. 

 
i. Be aware of and ensure coordination of all Company activities to ensure that conflicts and 

omissions are minimized. 
 

j. Ensure that all officers are properly trained to conduct personnel inspections and that the 
highest ranking cadet in uniform will inspect unless other arrangements are made.  The 
scribe for each week will be the cadet with the highest inspection score from the previous 
inspection. 

 
k. Carry out such other duties as may be assigned by the SNSI/NSI. 

 
606. Executive Officer.  Under the direction of the Company Commanding Officer, assist him/her in 

the execution of all his/her duties and be prepared to act for the Company Commanding Officer at 
any time.  The XO is the CO’s alter-ego and should share the CO’s supervisory load as much as 
possible. 

 

a. As the senior staff officer, supervise and coordinate the activities of the staff and preside 
over staff meetings. 

 
b. Responsible for ensuring strict adherence to the Navy Core Values.   

 
c. Routinely inspect all staff and Team commanders on uniform and grooming standards. 

 
d. Ensure all cadets are adhering to the Navy Core values and maintaining good conduct at 

all times. 
 

607. Operations Officer.  Under the direction of the Company Commander, as head of the Operations 
Department, the Operations Officer is responsible for the tasks listed below and others as 
assigned.  The Assistant Operations Officer is the OPS Officer’s primary assistant for matters 
relating to planning and executing NJROTC social and ceremonial events. 

 

a. Coordinate ALL NJROTC events and activities.  The following activities are just a few: 
1.    Filed Trips 
2. Company social events 
3. Platoon and Company drill meets 
4. School, civic and other activities in which there is NJROTC participation. 
5. Annual Area EIGHT Inspection 
6. Awards Banquet 
7. Fundraising activities 



 
b. Coordinate formal company personnel inspections when required. 
c. Establish and maintain academic assistance teams to provide help to cadets with academic 

problems. 
d. Ensures the Plan of the Week (POW) is published weekly and signed by the CO. 

 
608. Administration Officer (ADMIN). Under the direction of the Cadet CO and as head of the 

Administration Department, provide administrative services for the staff and Unit by insuring that 
the activities listed below are carried out.  The Assistant Admin Officer reports directly to the 
Admin Officer for work and departmental assignments.  The Assistant Admin Officer oversees the 
majority of paperwork for the unit. 

 

a. Establish a system to ensure that personnel data on file is current by updating cadet files 
regularly in JUMS. 

b. Issue and control cadet name tags when appropriate.  Ensure that requests for replacement 
are in writing and approved by the SNSI/NSI before a name tag is issued. 

c. Maintain a file of all incoming correspondence addressed to the Cadet Company and 
maintain the master file of all significant internal NJROTC correspondence and reports. 

d. Keep and write up minutes of all staff meetings.  Keep a file of all minutes. 
e. Assist the SNSI/NSI/CO in the preparation of all required reports. 
f. Ensure that computer support meets the needs of the staff and the company and that cadets 

that use the computer are properly trained in the JUMS and Word and are supervised.  A 
list of cadets qualified to use the computer is to be prepared and given to the NSI’S. 

g. Responsible for handling all administrative paperwork and creating a data base for cadet 
files. 

h. Assist in the selection of Cadet of the Month. 
i. Type, print and distribute the Plan of the Week (POW) weekly. 

 
609. Supply Officer.     Under the direction of the SNSI/NSI, the Supply Officer is responsible for the 

requisitioning, receiving, issuing, accounting, stowage and security of all items of clothing, text 
books, training aids, and other material placed in the NJROTC storeroom.  The Assistant Supply 
Officer is the Supply Officer’s primary assistant for matters relating to the procurement, storage, 
issuing of organizational and uniform items of this NJROTC unit. 

 
 a.  Prepare orders for uniforms and other equipment as required by the NSI. 
 
 b.  Ensure that an accurate record of all material issued to each Cadet is maintained. 
 
 c.   Ensure that the supply portion of the storeroom are kept clean and neat at all times. 
 
 d.   Utilize all assigned personnel in the most efficient manner to handle initial outfitting each fall 

and turn-in each spring. 
 e.    Ensure that an accurate wall- to- wall inventory is conducted when required by the SNSI. 
 
 f.   Ensure that there are sufficient number of cadets in each block to handle supply functions and 

act as a representative of yourself. 
 
 g.    Utilize JUMS for all accountable supply items and unit equipment. 
 
 h.    Train and supervise all assigned personnel who shall enter all required supply information 

into JUMS. 
 i.    Supervise and ensure the proper issue and turn-in of all clothing related items to individual 

cadets. 
 j.    Ensure that no item leaves supply without being properly charged to an individual and 

recorded on inventory records.  Each issue is to be recorded on the appropriate sheet, signed and 
filed in the Cadet’s personal record. 



 
 
610. Training Officer.   Under the direction of the Administration Officer, maintain the official 

records and files of the company and perform other tasks as required. 

 

j. Ensure that cadet records pertaining to job history, and ribbon qualifications are accurate 
and complete at all times. 

k. Create and update hard copy files of all cadets which includes paperwork and activities of 
each cadet. 

l. Ensure cadets achievement and accomplishments are well documented and filed properly. 
m. Obtain cadet home addresses and telephone listing from the SNSI at least one time each 

semester. 
 
611. Public Affairs Officer.    Under the direction of the Company Commander, the PAO, as head of 

the Public Affairs Department, is responsible for the flow of information within and from the 
Cadet company, and for the activities listed below.  The Assistant PAO’s are the primary assistant 
for matters relating to the publication, communication and transmission of al NJROTC related 
activities to the appropriate media service. 

 
a.    Ensure that press releases and/or articles are prepared and submitted to appropriate news 
media each time an event of interest is scheduled and/or takes place.  Media to be considered will 
include as a minimum local newspapers, school publications, cable TV, and local TV, radio 
stations and NETC. 
 
b.    Establish a system which will ensure positive contact by a PAO member with each NJROTC 
group likely to have newsworthy activities. 
 
c.    Ensure that accurate, neat, and legible notice boards and bulletin boards are maintained for 
Company schedules and activities. 
 
d.   Establish communications with parents through publication of a monthly newsletter or 
newspaper to be made available on the Unit web site, and other means as appropriate. 
 
e.    Ensure that comprehensive files for PAO-related material are established and maintained.  As 
a minimum, the following files are to be established: 

1. NJROTC news releases and list of media to which submitted. 
2. Copies of all news stories mentioning NJROTC  or NJROTC Cadets. 
3. NJROTC Newsletters/Newspapers. 
4. Photographs of NJROTC activities arranged by subject and properly labeled as to 

date, event and persons involved. 
 

f.    Arrange for publicity for NJROTC activities including annual inspection, annual drill meets, 
awards banquet, fundraisers, social events, and projects. 
 
g.    Ensure the maintenance of a unit history in such detail that a clear picture of the years 
activities is presented. 
 
h.    Make sure appropriate photographic coverage of all Unit events is obtained. 
 
i.    Ensure that fundraising activities sponsored by the unit are given appropriate support and 
publicity. 
 
j.    Maintain  and update our unit web page with the assistance of the media center representative. 

 



612. Information Officer.    Under the direction of the PAO, the Information Officer is responsible for 
the flow of information within the company and is the point of contact between the local press and 
the cadet company.  He/she will perform the tasks listed below and others as assigned by the PAO. 

 
 a.    Establish and maintain contact, at least weekly, with the student representative of the Central 

High school newspaper. 
 
 b.    Establish and maintain personal contact with a reporter or writer at the Phenix City Citizens 

newspaper so as to have the best chance of getting NJROTC information published. 
 
 c.    Prepare and distribute press releases on NJROTC activities and accomplishments.  Releases 

on pending events are to be “in the mail” at least two weeks prior to the event.  A press release 
must be approved by the SNSI prior to mailing.  Maintain a file of releases in date order and 
provide a copy of the release to cadets concerned with the material.   

 
 d.    Send copies of items published in the press concerning NJROTC or NJROTC cadets, to 

the Naval Education and Training Commander via Area EIGHT Commander.  A copy of 
each press release is to be maintained and filed. 

 
 e.  Supervise the bulletin boards and keep material relevant and timely. 
 
 f.    Devise plans and procedures to improve the flow of information within the company. 
 
613. Activities Officer.    Under the direction of the Operations Officer, schedule, plan and arrange 

activities for the Cadet Company except those related to sports or activities specifically assigned to 
another department. 

 
 a.  Plan for and administer a cadet tutoring program to assist  cadets who need help with an 

academic class.  A list of volunteer tutors by subject and time available to tutor is to be maintained 
on the cadet notice board and listed in the P.O.W.  Prepare a report to the SNSI/NSI, via the chain 
of command, on the names and number of sessions of cadets providing and receiving tutoring. 

 
 b.  Assist the Operations Officer in the planning and coordination of all unit social functions.  

Social functions will, as a minimum, consist of the following: 
 

(1) Annual Military Ball 
(2) An informal unit social activity at least once per semester, including a year-

end event, i.e. picnic, cook-out, bowling, skating. 
(3) At least one activity during the first 6 weeks of school to welcome new 

cadets. 
 

c.  Coordinate ALL fundraisers within the unit.   
 
d.  Maintain and file all activity log sheets. 

 
614.  Logistics Officer.  Responsible for determining what is needed for an upcoming event.  This 

includes ensuring all equipment needed for an event is in place, i.e., cameras, video recording 
equipment, rifles, swords, water coolers, guidon, color guard equipment etc.  He/she will work 
closely with operations to ensure a smooth transition of equipment and personnel from one place to 
the next. 

 

615. Medical Officer.    Must be a member of the Health Care Academy.  He or She will work closely 
with the SNSI/NSI to ensure all medical forms and legal documents concerning the cadets are 
properly distributed and filed when returned from the cadets.  One of the KEY jobs of the Medical 
Officer is to keep a record of all cadets with a medical history that may affect them from 
participating in physical, strenuous activity. 



 
a. The Medical Officer will carry the First Aid Kit on every unit activity outside of the 

classrooms i.e., Weekly PT, Weekly Drill, Drill competitions away from school, rifle 
practice and competitions, unit field trips etc.   

b. Will ensure that a list of cadet disabilities and medical problems are located inside the first 
aid kit.   

c. Will ensure an Emergency Contingency Plan is located inside the First Aid Kit. 
d. Will monitor the cadets during extreme weather conditions for signs of dehydration and 

fatigue and inform the SNSI/NSI of such conditions. 
 
616. Athletic Officer.  Under the direction of the SNSI/NSI and the Company Commanding Officer, 

will organize, train and condition cadets to participate in competitions with other NJROTC units. 
 

a. Schedule regular PT after-school practices of such variety that cadets will be able to satisfy 
requirements for the physical fitness award. 

b. Conduct tryouts for all athletic competitions at least two weeks in advance of the 
scheduled time of the competition. 

c. Keep a record of attendance and the performance of each cadet participating in athletics 
practices. 

d. Conduct and lead weekly PT sessions during PT days.  Leave instructions for assistant 
Athletic Officer and assistants in each block to follow the PT routine that you design. 

e. Lead/Conduct BLT and Leadership Academy candidates in PT sessions prior to them 
departing for these camps. 

 
617. Adjutant.  Responsible for submitting a roster of cadet participants for every activity, function, drill 

meet, parades, staff meetings and any other activity that involves cadets to the SNSI/NSI.   
The Adjutant will act as a secretary during all formal and informal meetings involving cadets, he 
or she will record the minutes of those meetings in writing and submit to the SNSI/NSI for review.  
Upon completion of review of minutes, the adjutant will maintain a file of all notes from the 
meetings in date order. 
 
a. The adjutant will carry a small notebook at all times on him/her and be ready to write 

down information that is passed to him/her from the SNSI/NSI and cadet Staff. 
b. The adjutant will assist with the arrangement of the cadet bulletin board and ensure that it 

is up to date.  
c. The adjutant will make the necessary phone calls to cadets to remind them of important 

dates and events. 
d. Work closely with the SNSI/NSI to mail a quarterly letter to parents of cadets to inform 

them of NJROTC news and information. 
e. Will assist the PAO with the unit website. 
f. Will organize and arrange a company command organization picture board. 

 
618. Weapons Officer.  When assigned, is the primary assistant to the SNSI/NSI on all matters 

pertaining to physical security of guidon flags and color guard equipment, company drill rifles and 
swords and markmanship rifles.   

 
a. Responsible for the maintenance of all drill rifles and swords. 
b. Responsible for ensuring sufficient weapons are available to meet the needs of drill team 

and drill meets. 
c. Ensure an accurate inventory of all drill rifles, swords, and markmanship rifles are on file 

and up-to-date with a good serial number. 
 
619. Chaplain.  The Chaplain, under the direction of the Administrative Officer, will provide non-

denominational fellowship activities, spiritual support and encouragement to NJROTC cadets who 
desire and request such services. These include get well cards and cards of sympathy for cadet 
family members.   Conduct and Supervise: 



a. Cadet choir and praise team 
b. All prayers prior to and during unit activities and events 
c. Spiritual retreats 
d. Monthly Church visits to local churches 
 

620. Company Guidon Bearer.  This position is reserved for the sharpest cadet in uniform who 
maintains the highest military bearing and professionalism.  The guidon bearer is the model 
example of a cadet.  He/she will represent the company on all unit activities away from school.  
They will assist in the preparation of all parades and in instructing fellow cadets on correct parade 
lineups.   

 
621. Senior Enlisted.  Under the direction of the Company Commanding Officer and as the senior petty 

officer of the Company, perform the functions listed below and others as assigned: 
 

a. Take part in staff meetings to represent the views of the Cadet rank and file to the staff. 
b. Act as a chairperson of a selected committee to meet on a regular basis to discuss, the 

suggestions, complaints and concerns of junior cadets. 
c. Assist in the training of inspecting officers and train cadets for drill and ceremonies. 
d. Interact with junior cadets to motivate and act as a sounding board when appropriate. 
e. Instruct platoon guidon bearers in the guideon manual. 
f. Establish a program to assist new cadets and make them feel welcome.   
g. Assist in the marching and drilling of platoons. 
h. Will counsel junior cadets on performance and appearance. 

 
622. Platoon Commanders.  Under the direction of the Executive Officer, train and lead assigned 

platoon personnel in all aspects of military drill.  A thorough knowledge of the individual, squad, 
and platoon drill, plus the GUIDON, inspection and sword manual portions of the Drill and 
Ceremonies Manual is required. 

 
a. Platoon Commanders/Leaders will train, test, evaluate, and assign permanent Squad 

Leaders no later than the sixth week. 
b. Take steps necessary to ensure the platoon is prepared for the Annual Area Manager 

Inspection, Awards banquet, weekly uniform inspections. 
c. Take charge of the assigned platoon for all inspections, and other military formations. 
d. Will delegate drill duties to their platoon sergants. 

 
623. Team Commanders.  Under the direction of the SNSI/NSI and guidance from the Company 

Commanding Officer, all team commanders are responsible for ensuring their respective team is 
prepared for competition.  Team Commanders will prepare practice schedules with approval from 
the SNSI/NSI.  They will ensure that their team have adequate use of time and facilities available to 
allow team members to compete successfully.  Provisions should be made for extra practices when 
competitions or other special events are impending.  Information on practice schedules should be 
posted on bulletin boards, P.O.W, and web page. 

 

a. Academic Team Commander – Will organize and train cadets to take part in NJROTC 
and other academic competitions.   

i. Establish and hold a regular schedule of training sessions. 
ii. Nominate qualified cadets to take part in competitons. 
iii. Make recommendations to the SNSI/NSI for awarding the Academic ribbon. 
iv. Maintain a file of material which will assist cadets in preparing for tests. 

 
b. Athletics Team Commander – Schedule regular PT practices for members of the PT 

team. 
i. Conduct try-outs for all  athletic competitions at least two weeks in advance of the 

scheduled time of the meet. 



ii. Keep a record of attendance and performance of each cadet participating in 
athletics practices. 

iii. Ensure that no cadet is allowed to participate in practices or competitions who is 
ill or injured in any way without the express permission of his/her parents and the 
SNSI/NSI. 

c. Armed Drill Team, Unarmed Drill Team, Rifle Team, Orienteering, Honor Guard, 

Color Guard Commanders – Under the direction of the SNSI/NSI and Company 
Commanding Officer, organize, direct, train and manage the NJROTC team or group to 
which assigned. 

 

i. Be prepared to meet all scheduled appearances and to react at short notice to 
requests for special appearances. 

ii. Establish practice schedules which will cause the least inconvenience to the 
Cadets, their families and the school.  All practice schedules must be in writing 
and posted.  Any last minute cancellations must be in the form of an 
announcement via the school intercom. 

iii. Work with the PAO and Operations Officer to schedule public appearances in the 
school and community.  

iv. A written copy of each routine must be on file and a copy forwarded to the NSI. 
v. Each team commander is responsible for their assigned equipment.          
vi. Rifle Team Commander must hold tryouts for cadets expressing a desire to be 

on the rifle team.  A maximum of 10 members and 2 alternates are required for 
the Rifle Team.  Teams can be divided into “A” team and “B” team, with 
respective team commanders for each. 

vii. Orienteering Commander must select cadets on the Orienteering team who have 
successfully passed the PT test.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

CHAPTER 7 – SOCIAL ETIQUETTE 

 
701. General.  Etiquette has been defined as “the rules of decorum” or “good manners”.  It defines 

the way people should treat each other.  The information below will give you a good idea of 
what is expected of you on formal social occasions, including but not limited to the Military 
Ball.  These tips are not intended to cover everything, but they should help you make the right 
decisions in special circumstances.  In some situations there may not be rule to follow except 
the overall general rule of good manners—always show consideration to others.  Service 
etiquette is nothing more than the combination of everyday good manners with the traditions 
and customs of the Navy.  Since we normally live in a very informal society, some of the 
formal requirements of proper etiquette will seem strange, following these guide lines will 
mark you as someone who knows the correct way.  Rules change over time, but it is never 
correct to ignore them just because you think your way is better. 

 

702. Being on time. 
 

a. One of the most valuable habits which you can acquire is that of being on time.  You are 
trained to be punctual in your school and official duties, and this habit is equally 
important in your social life.  It is said that promptness and responsibility go hand in 
hand, therefore, a habitual lack of punctuality must be considered irresponsibility. 

 
b. At official social occasions, it is your duty to be on time.  When very high ranking 

persons are guests, you must arrive before they do and leave after they do.  For affairs 
such as the Military Ball, you do not have to remain until the guest of honor leaves; 
however, if a very high ranking person such as a Congressman or an Admiral should be 
at the Ball, you will be told ahead of time and if you must leave early, it should be done 
without commotion. 

 

703. Time to go. 
 

a. There are no set regulations that will tell you exactly when it’s time to leave after a 
NJROTC function; however, at official functions other than the military ball, you should 
not leave until after the guest of honor departs.  When you do rise to leave the function, 
don’t stand around or engage in long conversations. 

 
b. For the military ball, you should plan to leave not later than the time designated for the 

ball to end.  If a car is to pick you up, it should arrive by that time.  Do not make 
sponsors or others wait because you did not plan ahead. 

 

704. Bowing. 
 

a. A bow is often a discrete way of acknowledging the presence of another or of showing 
respect.  A man should return any bow directed to him, on the street, in a bus, or across 
the room.  When being introduced to a woman, a man may bow slightly while shaking 
hands. 

b. A bow is a slight inclination of your body from the waist up, feet together.  A deep bow 
expresses great respect.  A very deep bow is strictly a custom of the Far East or Europe 
and is not customary in the United States.  When a gentleman is seated at the table and it 
is awkward or impossible to arise without disturbing others around him, he may half-rise 
and give a slight bow.  Whenever you bow, do not give the effect of bobbing your head. 

 



705. Gloves. 
 

a. If you should be introduced outdoors while wearing gloves, you may remove your right 
glove if you have time.  It is better to shake hands with your gloves on than to keep a 
person waiting, and you need not apologize for leaving them on. 

b. Men remove their gloves indoors except when ushering at a wedding or funeral or on 
official guard duty.  When introduced to someone during any of these occasions, gloves 
are not removed.  Because of space limitations at the Military Ball, male gloves and hats 
should be left at home or in the car. 

 
c. Ladies in a receiving line, as well as ladies going through the line, may wear gloves.  If a 

lady chooses to make gloves a part of her attire, they are not removed for shaking hands 
except when she is introduced to a head of state. 

 

706. Hands, Arms and Handshake. 
 

a. Men will shake hands upon being introduced or saying good-bye to other men—with the 
senior making the first move.  It is a serious breach of etiquette not to accept an offered 
hand.  If seated, a man should rise to his feet when introduced to anyone and upon the 
departure of anyone. 

 
b. A good handshake is at elbow level.  You should avoid a hand clasp that crushes or is too 

limp.  Do not hold another’s hand too long, or pump it up and down.  A slight bow by 
men usually accompanies a handshake.  And, of course, when shaking hands, you 

always look the person you are greeting in the eye. 
 

c. When women shake hands with each other, a younger woman customarily waits for an 
older or higher ranking woman to extend her hand in greeting first.  The younger woman 
will rise when introduced to the wife of a senior officer or a much older woman, and will 
remain standing until that woman is seated.   

 
d. Cadets in uniform do not hold hands or link arms in public.  This is against the rules 

of the Navy, the school and the unit. 
 

e. When a man wishes to help a woman down from the bus or platform, etc., he steps off 
first and extends his hand to her, palm up.  He does not put his hand under her arm. 

 
f. Women in uniform conform with military etiquette; in civilian dress, they conform with 

civilian etiquette on social occasions. 
 

g. A man should offer a woman his arm only to give assistance when needed, or as an 
escort to the table at a formal dinner.  He never grasps or takes hold of the woman’s 
arm—unless an accident is to be avoided.  She may take his arm – he does not take hers.  
When he offers his right arm at a formal dinner, he bends his arm slightly at the elbow 
with his forearm parallel to the floor.  His partner will hold his arm lightly, but not hang 
onto it. 

 
h. Women, either in uniform or civilian dress, do not hang on a man’s offered arm.  Instead, 

they may touch his arm lightly, and release it immediately after the potential hazard has 
passed. 

 

707. Standing as a matter of courtesy. 
 

a. At a small gathering, men should stand whenever a woman enters a room and should 
remain standing until she sits down.  They again rise to their feet upon her departure 
from the room.  However, common sense will dictate how long gentleman should remain 



standing when a woman thoughtlessly continues to stand and keeps all the men on their 
feet.  When a woman prefers to remain standing with a group, the other men in the room 
may sit down. 

 
b. A man is not expected to rise to his feet every time a hostess re-enters or leaves a room.  

And he need not rise to his feet at a business or organization meeting if a woman arrives 
late. 

 
c. Gentleman stand up---not jump up---for introductions, greetings, farewells and whenever 

a person wants to pass in front of him at the movies, a football game—any place where 
someone must pass in front of him and he does not want his feet stepped on. 

 
d. When a woman, senior officer, dignitary or elderly person comes to your table in a 

restaurant or at a Military Ball, gentleman should rise to their feet.  When it is very 
difficult to stand at a crowded table, a half-standing gesture is better than upsetting 
something on the table or annoying others. 

 

708. Walking outdoors. 
 

a. When a man is walking with a woman outdoors, he walks on side closest to the curb.  If 
there is no curb, he gives her the place of honor on the right.  When walking with two 
women, he walks to their left or on the curb side if near the street.  He may walk between 
them only when crossing the street or if both ladies are elderly or are in poor health and 
need assistance.  When two military persons are walking together, the junior always 
walks on the left of the senior.  When two or more persons in uniform are walking 
together, they should keep in step, with the senior setting the pace. 

 
b. A female cadet will follow these rules and defer to seniors, unless a senior indicates 

otherwise. 
 

709. Opening doors. 
 

a. When a man is escorting a woman, he should open any door and hold it open, then 
follow her through and close the door.  If she gets to the door first and opens it, he should 
not make an issue of it, but holds the door for her to pass through.  He may precede a 
woman through any door that opens onto a dark street or leads down steep stairs. 

 
b. In a military or official setting, a junior officer or younger man or woman, opens a door 

for his or her senior.  Junior officers stand aside for seniors to pass through doors, then 
follow. 

 
710. Who goes first?  The woman does except: 

 
a. When the man’s assistance may be needed, such as when she is stepping down from a 

bus or platform. 
 

b. When there is no waiter to precede a couple to a table in a restaurant, or no usher at the 
theater. 

 
c. In a crowd, when the man will clear the way. 

 
d. At official occasions the senior male officer precedes the junior woman officer. 

 
 
 
 



711. Courtesy in cars. 
 

a. When a man accompanies a woman in a car, he should be the first to get out.  He should 
hold the car door open, assist the woman out, then close the door.  He should be the last 
person to get in the car and should close the door. 

 
b. When driving the car, a gentleman should, if possible, get out, walk around the car and 

open the door for any woman or older person.   
 

c. On dates, it is good manners for the man to go to the door of his date’s house rather than 
blasting the horn. 

 
712. Seating a woman.  A man will assist the woman to his right with her chair when she sits 

down at the dining table and when she rises.   
 

713. Holding coats.  When a man helps a woman with her coat, he holds the coat with the 
armholes at a comfortable height for her to slip her arms into them.  The man should see that 
the coat does not trail on the floor. 

 

714. Conduct at dances. 
 

a. Cadets are expected to conduct themselves as ladies and gentlemen at all times on or off 
the floor.  Displays of affection and boisterous conduct on the dance floor are not 
acceptable. 

b. A gentleman should never leave his date sitting alone.  A gentleman never leaves the 
person he is dancing with on the dance floor. 

c. Since it is usually the gentleman who invites the lady to dance, it is up to her to suggest 
that they stop dancing.  She might say, “Let’s rest a moment” or “Let’s have some 
punch”.  Otherwise, the male should be prepared to dance indefinitely. 

d. When a gentleman completes a dance with a girl who is not his guest, he should take her 
back to her seat and thank her.  It is inconsiderate to remain talking in groups on the 
dance floor when dancing is going on. 

 
 
 
 
 
 
 
 

 

 
 

 


