
NSHS SAN DIEGO DETACHMENT
Military Training Division
STUDENT LEADERSHIP GUIDE

[image: image1.jpg]



SHEPPARD AIR FORCE BASE

WICHITA FALLS, TX
/sto 2004
THE STUDENT LEADERSHIP PROGRAM
Purpose of the Student Leader 
The purpose of the Student Leader (SL) is to assist MTLs, improve morale of your shipmates, and enhance personal leadership skills. It is your responsibility to accomplish whatever mission you are given.  Accomplishing the mission means, "getting the job done."  That mission or job, might be marching a formation, conducting musters, supervising a work detail, or assisting the Staff Duty Section.

Exemplifying the Standards

Whatever the task at hand, your MTLs are counting on you to do an outstanding job.  As a SL you are placed in a position of trust and responsibility within your company and among your shipmates.  You must uphold everything the CORE values stand for and always do what is right so your ability to lead will never be in question by your superiors or your shipmates.  When you wear the uniform, you must look sharp.  Set and exceed the standard!

Authority of the Student Leader

The Officer-In-Charge, NSHS San Diego Detachment empowers and gives you the authority as a  SL.  You are acting on his/her behalf and that of the MTL staff.  Remember, it is not his/her rank you may use, but rather it is the authority they give you to take care of the task at hand.  You have the authority to enforce applicable rules and regulations to carry out your duties and responsibilities.  According to your position within the Detachment, you will supervise those personnel placed under your charge.  You are also expected to take charge of other shipmates, if they are deviating from the rules and regulations.  You must ensure that others are also doing the right thing.  Do not abuse your authority!  You do not have the authority to impose punishment! 
Limitations of Authority

As a Student Leader, there are limitations as to what actions you can take.  These limitations are not meant to preclude or restrict proper disciplinary action in instances where justified, but rather ensuring uniformity of action taken in cases of a similar nature.

Student Leaders will not verbally abuse fellow student Sailors.  Maltreatment or humiliation of other personnel will not be tolerated.  Corrections will be limited to on-the-spot corrections for minor discrepancies, i.e., unbuttoned uniform, unshined shoes/boots, need of haircuts, no flashlights, improper uniform, late for muster, talking in formation, etc.  Delinquencies of a more serious nature (refusal to obey orders and regulations, harassment/assault to a fellow shipmate, phase violations, fire/safety violations etc.) shall be reported using the appropriate chain of command reporting procedures.

Criteria for Student Leadership
· Displays leadership ability

· A Sailor of good moral character

· Display excellent military bearing, conduct and behavior (no disciplinary action)
· Role model to other students (i.e. not late for muster, outstanding uniform appearance, no 341s pulled, etc…) 
· Maintains satisfactory academic standard (no block test failures)
· Practice and enforces Navy Core Values

· Has the motivation and attitude to excel and lead
· Recommended by MTLs    
Grounds for dismissal from Student Leadership Status

Any disciplinary action which would require report chit, DRB or Mast is grounds for removal (Page 13s or Letter of counseling will be judged on a case-by-case basis).
SLs who abuse their authority or fail to perform their assigned duties will be removed from the leadership status, and actions will be documented.

Withdrawal of SL status may be accomplished as a result of the following example:  Knowingly permitting shipmates to be disorderly or violate rules (dress and personal appearance discrepancy, late to formation, phase violations, etc), without attempting to take corrective action.

If a SL’s grade average falls below 80% or unsatisfactorily progresses, you may continue in SL status until the next block test or retest.  Block test failure or excessive PC failures are grounds for removal.
Use of the AETC Form 341

SLs have the authority to pull AETC Form 341s from student Sailors who are not meeting standards or portraying a good military image.  In a professional manner, simply inform your shipmates what they were doing wrong and then ask for a 341.  When you are in civilian clothes be sure to identify yourself as a SL.  You should always turn in a 341 to a MTL within 24-hours.  The 341s you turn in should be filled out properly and accurately.

If your shipmate will not cooperate, DO NOT get into a confrontation since your actions may get you into trouble.  REMAIN PROFESSIONAL!  If someone refuses to give you a 341, write a statement as to what happened, the circumstances surrounding the incident, and turn it in as you would a 341.  It is the MTL's job to deal with your shipmate who refuses to cooperate.

As a  SL, you will not determine what disciplinary actions will be taken.  It is up to the Chief MTL, SEL or  OIC to identify proper action to correct student discrepancies.

Remember to respect a member’s rank at all times.

Problem Management

Minor Problems – Attempt to solve minor problems yourself through the proper use of leadership, management principles, and techniques.  Too often a SL's first reaction to a problem is to "PULL A 341" or "WRITE THEM UP"!  What it all comes down to with minor problems is this:  if the problem can be handled satisfactorily at your level, or within the “rope” chain of command, then take care of it at that level.  Remember to always handle problems at the lowest level possible.  If the same individual keeps giving you the same problem or continuously gives you minor problems, then "PULL A 341" or "WRITE THEM UP"!   Then turn the 341 over to your MTL for corrective action by using the appropriate chain of command reporting procedures.

Major Problems – If you encounter a problem and do not have enough knowledge, experience, or authority to deal with it, refer it to a MTL.  If it is not during normal duty hours, notify the Officer Of the Day/Mate Of the Day.  The MTL will be notified of the situation the next working day.  If the situation is an “emergency basis”, the OIC/SEL/Head MTL are notified immediately. 
NOTE:  The most important thing to remember when referring a problem to someone else is to give them a good description of the situation.  Obtain all the information they will need to deal with the problem or the individual(s) involved.

Problem Reporting

Corrective action must be prompt to be effective.  It is the SL's job to use the proper channels to promptly place the problem in the hands of the MTLs.  You will turn in all 341s and report breaches of discipline, misconduct, incidents, and delinquencies by using the appropriate channels:

· During duty hours – the channel is to the next higher Student Leader (the order of chain is green, yellow, red rope) or in their absence, the next higher levels.  
· After duty hours – the SL will report discrepancies, incidents, accidents, or illnesses directly to the MOD/ OOD/CDO.  (See your MTL for your squadron's policy on this matter.)

Wear of the Aiguillette

Aiguillettes (ropes) are authorized as distinctive insignia for wear by SLs.  They are made up of the following colors, listed in ascending order of responsibilities:  GREEN, YELLOW and RED.
SLs will wear the aiguillette on and off base while in uniform.
Only Sailors who have successfully completed the screening process of MTLs and Student Leader Personnel Qualification Standards are authorized to wear  the aiguillette.  Aiguillettes will be worn on the left shoulder on all indoor and outdoor uniform items and will be secured as close to the collar/lapel as possible without detracting from the appearance of the uniform.    Aiguillettes may be removed temporarily for safety during training.
Duties and Responsibilities of Student Leaders

The position of SL comes with various duties and responsibilities.  The following is a partial list of tasks all SLs must ensure:

· Compliance of the Phase Program at all times by all students 
· Military bearing, discipline, appearance, and conduct of students placed under their authority is upheld

· Students are keeping with the highest Naval standards and traditions at all times

· Students are dressed accordingly, properly and uniformly in accordance with uniform of the day

· Students are placed under their charge are accounted for at all times

· Unauthorized personnel are not permitted in the barracks
· No soliciting is permitted in the barracks at any time

· No one is drinking alcohol or using tobacco products in the barracks at any time

· Profane music lyrics or profanity is not tolerated in the barracks

· Yelling, loud music, or any disruptive activity that will impede sleeping or studying in the barracks is forbidden.

· Respect the assigned duty crew at all times.

· Performance of all duties as assigned by MTLs

Specific Duties and Responsibilities

Red Aiguillette:

· Supervises duty performance of Yellow Rope 
· Instructs, directs, and assists in the military training of all student Sailors assigned to their sections
· Responsible for the safety, appearance, and timely formation of student company
· Plans, schedules, and conducts meetings with all assigned SLs

· Ensures that all Student Leaders read all applicable information pertaining to the performance of SL duties

Yellow Aiguillette:

· Supervises the duty performance of Green Rope leader 

· Accounts for all personnel in his/her duty section
· Maintain uniform appearance of all personnel

· Ensures section members have safety gear as needed during formation or evolution (i.e. flashlights, vests)
· Prepares duty section watchbill
· Monitors and supervises the watchstanders

· Controls logging-in/out of duty section members from the barracks
Green Aiguillette:

· Ensures cleanliness of all Navy spaces during duty hours
· Assists the Yellow Rope in the supervision and management of respective duty section

· Assists the yellow rope in qualifying other duty section members for watches 

· Ensures students maintain order and discipline in the crew’s lounge, slant room, break-room and passageways
Leadership

The Leadership Concept – Your role as a leader demands that you develop and apply effective leadership skills.  In the military we define leadership, as the art of influencing and directing people to accomplish the mission.  This definition highlights two fundamental elements of leadership:

1) The mission, goal, or task to be accomplished.

2) The people who accomplish it.

Accomplishing the mission is a primary task; everything else follows through.  A successful military leader recognizes that people perform the mission, and without their support the mission would fail.  Thus, meeting the needs of the people is a responsibility equal in importance to meeting the requirements of the mission.  People respond quickly and willingly and usually give that extra effort for leaders who genuinely care for them.  People are the key to mission accomplishment.
Situational Leadership – Did you ever wonder what you would do if you were a Sailor who did not seem to care or just did not want to work?  It would be very frustrating to say the least!  You as a leader must try to find the root of the problem and work with that individual.  Possibly this person is experiencing a personal problem or maybe they indeed are trying to push you to the limit.

First and foremost, you need to help that shipmate any way that you can and be as encouraging as possible.  If the person is testing you, you need to make it clear who is in charge.  Conduct yourself in a positive, professional manner and make it 100% clear that there is a job to be done.  Show that you are responsible for seeing to it that the mission is accomplished.  Chances are, the message will get through and you will see a change in motivation levels.

Positive incentives work better than negative incentives.  Negative incentives get the job done but they are the last resort.  They involve corrective action or punishment.  As a leader you will not have negative incentives at your disposal, so you will find it necessary to learn as much as you can about positive motivation.  Treat your people fairly, show them the way, and reward outstanding performance.  Praises, positive 341s, and letting the MTL know of jobs well done can greatly enhance the relationship with your peers.
In situational leadership use the BEST answer for your situation at that time.  You must balance the needs of the mission with the other factors: the people (those being led, their abilities), the leader (you, your abilities, leadership style), and the environment (surroundings, situation) and make the BEST decision you can.  The mission must always come first and is dependent upon all other factors for success.

Legal Aspect of Leadership – The importance of the Student Leadership program positions cannot be overemphasized.  SLs are appointed because of demonstrated qualities of leadership.  Once selected, the SL has the responsibility of exercising the restraint and judgment required in a leadership position.  Your shipmates are human beings, requiring intelligent and sincere regard if you are to command the respect necessary to maintain good order and discipline.  Leaders need to distinguish between using and abusing their authority.

The Uniform Code of Military Justice (UCMJ), OPNAVINST 5370.2A, Navy Fraternization Policy and Navy Equal Opportunity Manual, set forth an appropriate balance of discipline and fairness.  Abuse of authority can occur in the form of maltreatment.  This is strictly prohibited by Article 93 of the UCMJ, Cruelty and Maltreatment.  Telling another student to do your laundry because you are the “Red Rope” is an example of this.  A violation of Article 93 is punishable under the UCMJ.
Article 92, Failure to Obey, is the article that SLs derive their authority from.  It deals with failure to obey an order, whether oral or written.  The Officer-In-Charge has given you the authority.  All student Sailors have been briefed that they must follow and obey their student leaders. You do not have to say or write “that is an order” for it to be an order, and a request carries the same weight as a direct order.  For example, if you say “Seaman King, would you please mop the deck in the head," has the same effect as saying “Seaman King, mop the head". The bottom line is to always be professional.
IN-SERVICE LEADERSHIP TRAINING


You will attend the following mandatory leadership continuum training on Tuesdays after class time.  Your MTL will advise you of the location and instructor for the class.  The following classes must be completed, while serving as Student Leader:
* Responsibilities of Student Leader(s) 
* Elements of Leadership

* Ethics/Core values

* Communication Skills

* Your Role in the Chain of Command

* Student Quality of Life/Safety

* Professional Development

* Basic Needs/Human Behavior

* Managing Stress

MARCHING SAFETY
Importance of Safety

The area where the greatest amount of responsibility is placed on student leaders, ensuring the complete safety of all members of their marching formation. 

The practice of safety means eliminating the possibility of injury or death.  It also includes the understanding and observation of safety standards and procedures that have been established through instructions.  Each of you should continually strive to ensure you use the proper procedures when posting yourself and road guards.  Be alert to any unsafe conditions that could cause injury to your crew members.
Formation – Organization of a detail of 12 or more Sailors for a specific reason.

Straggler – An individual who is not marching/running in formation during duty hours.

Road Guards – Individuals appointed by the Student Company Commander to halt traffic, as directed, at thoroughfares and other places where needed to ensure safety of formations.

Formation Sizes

Small Marching Unit (SMU) – A formation of at least 2, but not more than 11 Sailors in 2 files.  Sailors will be in a SMU or formation when marching in uniform during duty hours.  When in a SMU, the Student Leader/Sailor in charge of formation will salute officers and staff cars.  The student in charge of a SMU is responsible for calling out this command (may designate this duty to a Sailor at the front who can see the officer/staff car coming).  A Student leader, class leader, or senior-ranking Sailor will assume command of the SMU.  The Sailor in charge must supervise the other Sailors and march at the rear of the right file.  SMUs will march on the sidewalk, when available.

Formations are sized so that there is an adequate ratio of road guards to the number of crew.  The following is a guide to help you effectively form your group, detail or unit :

2 to 11 Sailors:

· Put 2 files
· No road guards

12 or more Sailors (not including SL):

· Put in 2, 3, or 4 files (be practical; not less than 3 or more than 12 per file)

· 4 road guards must be used

· 2 road guards 6 paces in front of the guide

· 2 road guards 6 paces behind the last member of the flight

An example of how a formation with road guards should look when you are formed up and ready to go is shown on the next page.
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Thoroughfare Procedure

A thoroughfare is a street, roadway, intersection, driveway, or parking lot entrance/exit.  SLs will halt all formations prior to entering any thoroughfares.  DO NOT USE RUNNING ROAD GUARDS!!!
Road Guard Procedures

As SLs, it is your responsibility to assign road guards.  As a minimum you should ensure these individuals are dependable, conscientious, and alert.  People that observe your marching formation down the street will judge whether or not you are concerned for their safety, through the pride and professionalism that the road guards display.  There are several reasons for this; one is these individuals will be marching 6 paces in front of and 6 paces behind the flight.  They also wear reflective vests, making them highly visible.  Like you, these individuals should set the example for the proper wear of the uniform.  Finally, the essence of their job is safety; they are needed to preclude injury to your crew members.  Without road guards we could not safely move a formation form one location to another.

Ensure the road guards are thoroughly trained in their duties (i.e., notifying you of any hazards, signaling arrival of intersection, double-timing in and out of intersections, and following proper posting procedures).

Posting and Recalling Road Guards – After halting a formation no closer than 6 paces from a thoroughfare, the SL in charge will ensure that all traffic has halted prior to entering a thoroughfare.  The SL in charge of the formation will always be the first person into a thoroughfare and the last person out of the thoroughfare.  Post road guards anywhere vehicles could interfere with the safety of your formation. SLs will take the following steps to post road guards:

· March to the center of the thoroughfare and halt at attention

· Raise both arms so that they are parallel with the ground and face the palms of the hands out

· Bring arms back down to the side and face about

· From the position of attention command "Road Guards, OUT" 
· Raise both arms so that they are parallel with the ground and face the palms of the hands out

· Bring arms back down to the side once road guards are in place

· Command "Forward, MARCH"
· Execute a "Left (Right), FACE" as formation centers beside you and again after the last rank has passed you so that you are always facing the formation

· After the formation is safely out of the thoroughfare (approximately 6 paces), command "Flight, HALT" and "COVER"
· From the position of attention command "Road Guards, IN"

· Raise both arms so that they are parallel with the ground and face the palms of the hands out

· Once road guards are in, bring both arms down and move safely and quickly out of the thoroughfare 

Responsibilities of Road Guards – Road guards must perform the following actions when posting (SLs need to ensure their road guards perform properly):

· When road guards get no closer then 6 paces from a thoroughfare, they will raise their right arms and mark time to make SL aware they are at a thoroughfare.

· On the command "Road Guards, OUT", front road guards post to block traffic by halting at the position of attention and then assuming the position of parade rest with right arm parallel to the ground facing oncoming traffic and the palm of the hand facing forward.

· Rear road guards tap out front road guards using same procedures as above; front road guards snap back to the position of attention and return to their position in the formation in a safe manner.

· On the command "Road Guards, IN", rear road guards snap back to the position of attention and return to their position in the formation in a safe manner.

NOTE:  If all four road guards must be posted at the same time, all will return to the formation on the command of "Road Guards, IN".

Road Hazards

The primary hazards facing formations on the street are motor vehicles.  If a vehicle approaches your formation from the opposite direction, they normally will be allowed to pass without delay provided their path is not obstructed.  Vehicles approaching from the rear of a formation must stop.  The person in charge of the formation will signal for the vehicle to pass the formation on the left when they determine that the vehicle will not pose a threat and has a clear path.  This is one area where a great deal of responsibility is placed on SLs.  You must not let drivers intimidate you into letting them pass if it is not safe.  Although all base personnel are briefed as to proper vehicle conduct, occasionally some drivers are not familiar with procedures when it comes to marching formations.  Keep your formation’s safety first in your mind!!! Rear road guards should inform the SL of vehicles approaching from the rear.  This will ensure continued safety for the formation.

Sheppard specific – The speed limit for a vehicle to pass a formation is 10 m.p.h.

If a vehicle passes your formation from the rear without your consent, try to get the license plate number and give it to a MTL as soon as possible.  Drivers can be issued a citation for endangering the safety of marching troops.

Emergency Vehicles

When an emergency vehicle approaches your formation, get your formation off the route as quickly and safely as possible.  This only applies to emergency vehicles with light and sirens operating.

Safety Equipment and Procedures

The road guards will wear a reflective vest at all times when marching.

All students must have a functional flashlight while in uniform.  During hours of darkness, students must have their flashlights turned on.  Hours of darkness are defined as 30 minutes prior to sunset until 30 minutes after sunrise.

There are occasions when the weather is too bad for normal troop movement but is not bad enough to warrant calling buses.  In this case a “Severe Weather Formation” is initiated.  The student company will receive notification when this becomes necessary.  Student Sailors will be put in formation and marched directly to/from school without delay.  You do not size the formation, pass out appointment slips, call roll, or make announcements.  This is to spend as little time outside as possible.  If you are on the route and a storm erupts (heavy rain, hail, sleet) take shelter immediately in the nearest available building.  Notify your MTLs or Q-deck and inform them of your whereabouts and the status of your crew.

Sheppard Specific

Formations will utilize the troop walks when available.

The only exception will be during lunch hours (1030-1330) when formations are traveling to and from school in opposite directions.

The formation going to lunch or (preceding Southbound) will have the priority in the troop walk.

When the two formations approaching each other are large, the formation traveling Northbound will come to a halt.  The MTL or student company commander will check for traffic.  When the vehicle lane is clear and safe the formation will send out the road guards.  The formation will guide into the vehicle lane to pass the approaching formation.  If there are more formations marching to lunch in the troop walk, the formation returning to school (traveling North) will continue to march in the vehicle lane until the troop walk is clear.

If there are smaller size formations utilizing the troop walk, formations approaching each other will break into columns of twos and continue marching past each other.
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