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Congratulations on being selected as a CLC cadet leader. Regardless of your position, this promises to 

be a great opportunity to sharpen your leadership, management and teamwork skills. This booklet is 

intended to help you get the most out of your CLC staff experience. It is composed of four parts.  

 

Part One is a listing of CLC staff policies. Know and abide by them. You will be held accountable for 

following and enforcing these policies. 

 

Part Two lists descriptions of the various cadet jobs in CLC. Not only should you study and know 

your own job and those of anyone working for you, but you should also become familiar with each 

position so that you may be able to work more smoothly with them. 

 

Part Three is comprised of brief descriptions of several basic leadership principles. These will serve as 

a good starting point for you to focus on in preparing for and executing your role at CLC. Become very 

familiar with this section as well. 

 

Part Four is a short workbook section intended to help you assess your own leadership qualities, set 

goals for CLC, and identify areas in which you can improve throughout the week. 

 

Bring this book with you to CLC. We will use it throughout the week. Good luck and congratulations 

again for accepting the challenges and responsibilities of leadership. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

"A true leader has the confidence to stand alone, the courage to make tough decisions, and the 

compassion to listen to the needs of others. He does not set out to be a leader, but becomes one by 

the equality of his actions and the integrity of his intent." --Douglas MacArthur 
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PART ONE - CLC STAFF POLICIES 

 

“No man is fit to command another that cannot command himself.” –William Penn 

 

Hazing, maltreatment, and physical punishment. Hazing, maltreatment, and physical punishment of 

any kind are NOT ALLOWED in any AFJROTC activity, and CLC is no exception. Any such 

treatment will result in the offending cadet(s) being sent home immediately, and may result in removal 

from AFJROTC and/or consequences administered by the home school district. 

 

Contraband. In addition to the prohibited items listed in the CLC application packet, certain food 

items are banned for both basic cadets and staff cadets. At no time are any cadets to posses or consume 

the following items without expressed permission from the Commandant of Cadets: 

Candy 

Cakes, brownies, pies, cookies, etc. 

Chees filled snack food 

Jelly/Jam 

Toaster pastry 

First Strike bar 

Beverage Powder 

Pretzels 

Cobbler 

Soda 

Ice cream, pudding 

Other items as determined by the Commandant of Cadets 

 

**Staff rooms WILL undergo no-notice contraband searches throughout the week** 
 

 

341 Process. The 341 serves as a tool to provide feedback for repeated failure to follow rules or 

egregious breaches of discipline. It may also be used to recognize outstanding performance. The 341 

serves to document such behavior for the chain of command. Only CTOs and above (e.i., no JROTC 

cadets) may "pull" a 341. JROTC cadets may suggest to a CTO/instructor to pull a 341 on one of their 

cadets, but the CTO/instructor maintains final decision authority.  

 

Fill out and deposit 341s in the designated box in the Personnel office. Personnel staff will process the 

form and distribute each 341 to the instructor staff at the daily evening instructor meeting.  

 

Positive and negative 341s impact Honor Flight standing. 

 

Staff Rooms Standards. Staff rooms must be kept in inspection order. Obvious failure to maintain 

inspection order may result in disciplinary action.  

 

Unscheduled time. Each staff section leader/director will ensure accountability and effective and 

efficient use of assigned staff members at all times. When not needed for staff work, and room is 

available (bus, tour, etc.), staff members will accompany the basic cadets on scheduled activities.  
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The CLC Cadet Wing Structure 
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PART TWO - CLC JOB DESCRIPTIONS 

 

"Whatever you are, be a good one." --Abraham Lincoln 

 

Command Staff 

 

Cadet Wing Commander (Cadet Wg/CC) 

The Cadet Wing Commander is responsible for all aspects of the operation of CLC. This cadet 

supervises and directs the Cadet Wg/CV, Cadet Wg/CCF, and Cadet Gp/CCs. The Cadet Wg/CC 

reports to the Commandant of Cadets (COC). 

Objectives: 

- Ensure personnel accountability for the wing 

- Ensure cadet adherence to CLC manual 

- Ensure cadet corps on time arrival for all scheduled events, meals, etc.. 

- Ensure proper appearance and conduct of the cadet wing 

- Ensure establishment of work details (ex – CQ duty) as required 

- Ensure all instructor/CTO directives are communicated throughout cadet corps 

- Ensure discrepancies and issues within the cadet corps are promptly reported to the COC 

- Execute the scheduled events in a timely and efficient manner 

 

Cadet Wing Vice Commander (Cadet Wg/CV) 

The Cadet Wg/CV reports to the Cadet Wg/CC and assumes command of the wing in the Cadet 

Wg/CCs absence. This cadet also directly supervises the support staff directors. 

Objectives: 

- Assembles the cadet wing for formations 

- Gathers information from the Cadet Wg/CCs (ie – personnel accountability). 

- Coordinate the support staff functions at the direction of the Cadet Wg/CC 

- Be prepared to act as Cadet Wg/CC in his/her absence 

- Carry out other duties as assigned by the Cadet Wg/CC 

 

Cadet Wing Command Chief (Cadet Wg/CCF) 

This position is the top NCO at CLC. The Cadet Wg/CCF will be responsible for guiding the Cadet 

Gp/CCFs, Cadet Sq/CCFs and Cadet Flt/CCFs. This cadet will also foster effective communication 

among all groups and squadrons. The Cadet WG/CCF serves as a role model for cadets to emulate and 

provides a role model for all cadets, both staff and basics. 

Objectives: 

- Monitor and advise the Cadet Wg/CC on the morale and welfare of the basic cadets and the cadet 

enlisted ranks 

- Advise and mentor Cadet Gp/CCFs, Cadet Sq/CCFs and Cadet Flt/CCFs (not to interfere with the 

chain of command) as needed  
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Cadet Group Commanders (Cadet Gp/CC) 

The Cadet Gp/CCs report to the Cadet Wg/CC and directly supervise the Cadet Sq/CCs. These cadets 

are responsible for ensuring standardization of group appearance, conduct,  training, discipline and 

morale of all cadets assigned to their groups, IAW the Cadet Training Manual.  

Objectives: 

- Proactively assist the Cadet Wg/CC in the execution of the CLC schedule and training plan 

- Direct and advise the Cadet Sq/CCs in their duties 

 

Cadet Deputy Group Commander (Cadet Gp/CD) 

The Cadet Gp/CDs assist the Cadet Gp/CCs and assume command in the Cadet Gp/CCs absence. This 

cadet is also responsible for assembling the group for formations and gathering information from the 

Cadet Sq/CCs (ie – personnel accountability). 

 

Cadet Group Superintendent (Cadet Gp/CCF) 

The Cadet Gp/CCFs assist the Cadet Gp/CCs in their assigned duties, with a focus on the morale and 

welfare of the cadet basics and enlisted cadets. 

 

Cadet Squadron Commander (Cadet Sq/CC) 

The Cadet Sq/CCs report to their respective Cadet Gp/CC and is the liaison between the group staff and 

the flights in his or her squadron. The Cadet Sq/CC is responsible for the coordination, control and 

direction of the CLC program within his/her units. This includes standardization, conduct, academic, 

physical fitness and general training objectives.  

Objectives: 

- Evaluate the effectiveness of the training within his/her squadron and through 

guidance/direction make appropriate adjustments 

- Supervise the respective flights under their command and ensure proper training 

- Supervise Cadet Sq/CCF regarding effectiveness and performance as an NCO. 

 

Cadet Squadron First Sergeant (Cadet Sq/CCF) 

A Cadet Sq/CCF is responsible for guidance and mentoring of Cadet Flt/CCSs within the squadron. 

However, this cadet will not interfere with the responsibilities of flight staff.  This cadet reports to the 

Cadet Sq/CC and receives advice from Cadet Gp/CCF and Cadet Wg/CCF. 

Objectives: 

- Foster an active flow of communication within designated squadron 

- Relay remarks and guidance passed down by the Cadet Wg/CCF 

- Create a positively challenging environment for the basic cadets in terms of time 

management, standards, physical fitness, customs and courtesies etc. 
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Cadet Flight Commander (Cadet Flt/CC)  

The Cadet Flt/CC is primarily responsible for the morale, discipline, and implementation of CLC 

training within the flight. The Cadet Flt/CC directly reports to the Cadet Sq/CC and will report any 

problems within the flight, as well as flight attendance during formations, to the SQ/CC . 

Objectives: 

- Ensure all flight members’ safety and accountability, knowing the location of all assigned cadets at all 

times, throughout the week 

- Foster cohesiveness, teamwork, and a unity of purpose within the flight 

- Ensures the most effective use of flight time and other free time 

- Prepare the flight for the 30-step drill competition by providing accurate and efficient drill instruction 

in compliance with AFI 36-2203 

- Carry out assigned training tasks as directed 

 

Cadet Flight Sergeant (Cadet Flt/CCS) 

The Flight Sergeant is responsible for assisting the flight commander in the execution of his/her duties. 

The Flight Sergeant reports to the Flt/CC and receives advice and instruction from the Squadron First 

Sergeant. The Flight Sergeant will be prepared to act in place of the Flight Commander in his/her 

absence. 
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Support Staff 

 

Cadet Inspector General (Cadet IG) 

The Cadet IG is tasked with evaluation of CLC training objectives and reporting this evaluation to the 

CLC command staff. They are a highly trained group who make sure line staff is providing CLC 

training that is uniform throughout. It is not the role of the IG to teach or train the cadets, simply to 

evaluate them. The Cadet IG reports to the Cadet Wg/CV and works closely with the COC. The IG 

verifies the schedule for the next day with the Director of Operations (DO) to ensure daily inspections 

are concluded in an efficient and timely manner to accommodate the next scheduled event. 

Objectives: 

- Create a barracks inspection schedule and implement an inspection protocol that accurately measures 

basic cadets' compliance with the CLC Handbook 

- Provide briefings to command staff (Cadet Wg/CC, Cadet Gp/CCs, Cadet Sq/CCs and Cadet Flt/CCs) 

on standard barracks set-up and identify repeated and consistent non-compliance with the CLC 

Handbook that may indicate training deficiencies or errors.   

- Record daily inspection results and furnish results to the Cadet DO 

- Supervise Cadet IG personnel as appropriate to accomplish assigned tasks 

 

Cadet Director of Personnel (Cadet DP) 

The Cadet DP is responsible for the in processing, accountability, and out processing of all CLC 

attendees. 

Objectives: 

- Assign rooms to each instructor and cadet, and maintain an accurate real time record of same 

- Assign each cadet to a staff position or flight and maintain a real time record of same. 

- In process and out process each cadet upon arrival, departure, or graduation from CLC 

- Be able, upon request from instructors or cadet command staff, to provide the current, accurate 

disposition of all CLC cadet personnel at any time 

- Supervise Cadet DP personnel as appropriate to accomplish assigned tasks 

- Oversee the issue and turn-in of room keys to Instructors, CTOs, chaperones and EMTs 

 

Cadet Director of Logistics (Cadet LG) 

The Cadet LG is responsible for obtaining, storing and issuing/deploying food, water, and bedding for 

all CLC participants throughout the week. The Cadet LG will maintain strict accounting of all items 

received and issued/used. 

Objectives: 

- Secure and issue all MREs for designated meals 

- Secure and make available an adequate water supply for each outdoor event per the published 

schedule 

- Secure and issue a set of bedding for each participant (cadets, instructors, chaperones, CTOs and 

EMTs) at the start of CLC 

- Devise and execute a bedding turn-in procedure for graduation day 

- Devise and execute a building clean-up procedure, utilizing all squadrons, on graduation day 
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Cadet Director of Public Affairs (Cadet PA) 

The Cadet PA is responsible for recording the events of CLC, culminating in the production of a 

"Week Book" for each participant and customizable press release for each home unit. 

Objectives: 

- Ensure 100% complete and accurate Week Book to include each unit, instructor, cadet, and event is 

represented photographically prior to graduation day 

- Provide each unit's instructor staff with a press release, to include at least one photo, that can be used 

by local media outlets, prior to graduation day 

- Supervise Cadet PA personnel as appropriate to accomplish assigned tasks 

 

Cadet Athletic Director (Cadet AD) 

The Cadet AD reports to the Wg/CV and directs the PT program to include planning and executing the 

PT assessment and the athletic competition. 

Objectives: 

- Plan and execute an efficient primary and makeup PT assessment on the schedules days 

- Prepare and execute a challenging daily PT plan that begins no later than 5 minutes after the 

scheduled PT time 

- Ensures stretching exercises and safety briefings are conducted before sports 

- Plans and execute a challenging and fun inter-flight athletic competition at the scheduled times 

- Coordinate with LG for sufficient water at each PT/athletic location 

- Supervise Cadet AD Personnel as appropriate to accomplish assigned AD tasks 

 

Cadet Director of Security (Cadet DS) 

The Cadet DS is responsible for ensuring a safe and secure barracks environment 24 hours per day 

during CLC. 

Objectives: 

- Establish and maintain a night fire watch schedule equitably tasking each squadron. 

- Establish and maintain a CQ schedule for the instructor office during all meal times  

 

 

Cadet Director of Operations (Cadet DO) 

The Cadet DO is responsible for ensuring the smooth and efficient flow of scheduled events. This 

includes anticipating likely schedule changes, coordinating changes, and communicating schedule 

requirements to the chain of command. The Cadet DO also records and calculates a running tally of 

graded/scored CLC events for the Outstanding Squadron/Flight award. 

Objectives: 

-Monitor weather forecast and advise the Cadet Wg/CV of possible impacts to the schedule 

-Post next days schedule in designated locations NLT evening meal time 

-Post changes to schedule during the day as soon as possible, and distribute changes to the Cadet 

Gp/CCs and support staff 

-Establish and maintain a method for recording and tallying scores for all graded/competitive events at 

CLC 
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PART THREE - LEADERSHIP PRICIPLES 

 

"Leadership is the art of getting someone else to do something you want done because he wants to 

do it." --Dwight D. Eisenhower 

 

 

Know and do your job. 

This is the fundamental premise of leadership. You must know what you are responsible for, and you 

must know how to do it. The primary reference for knowing your responsibilities at CLC is your job 

description. Read this thoroughly. Then, read it again. In fact, you should be so familiar with your job 

description that you can practically recite it from memory. After that, you must consider each aspect of 

your job description and ask yourself, "What do I need to know in order to fulfill this particular 

responsibility?" For example, as a Flight Commander, you must be able to march your flight from point 

A to point B. That means you must know "Drill of the Flight" section of AFI 36-2203, Drill and 

Ceremonies. You must know what the regulation says--not what someone told you is correct, not what 

you saw on YouTube, not what your drill team does--but what the AFI actually states. After all, you are 

forming the future of AFJROTC. Think of the basic cadets under your command. They will take 

everything you do and say as Truth. This is a tremendous responsibility. Do not pass up the opportunity 

to mold AFJROTC's--and America's--future leaders! 

 

OWNERSHIP--You are responsible. 

This "Ownership Mindset" means taking full responsibility for the performance, safety, well-being, and 

training of your team, and is the hallmark of a good leader. If the team falls short, it is your fault. If 

someone under you is not clear on how to make a hospital corner, it is your fault. If someone under you 

is unmotivated, it is your fault. Do not make excuses or blame others. Take full ownership of 

everything in your area of responsibility and do your very best to accomplish the mission. Might other 

factors or other people have influenced the outcome? Of course, but by taking full ownership, you will 

automatically start looking for solutions that are within your control. This is a very powerful mindset. 

Lets' look at an example. You are a flight commander and you planned to teach flanks to your flight 

during drill time after dinner. Unfortunately, the weather caused drill time to be cancelled. Now what? 

If you do not have an ownership mindset, you might say, "Oh well, I guess I will teach it tomorrow, 

and we won't get through everything by week's end." But, with an ownership mindset, you might say, 

"OK, I need to figure out how to ensure I teach my flight everything, even if I now have less time. How 

can I still accomplish my mission?" You might get together with your flight sergeant and brainstorm 

ideas, or with other flight staff members in your squadron. Maybe you can teach some drill while 

waiting for the bus to an event tomorrow, or while waiting in line outside the dining facility. The point 

is, one mindset leads to excuses, the other leads to solutions. Which one makes for a more successful 

leader?  

 

Set and enforce standards. 

A leader's job, in large part, is to set and enforce standards. This is not easy. At CLC, standards could 

range from not moving at the position of attention, to hospital corners on one's bunk, to having water 

positioned at an event no later than 15 minutes prior to start time, and so on. A leader should explain 

and/or demonstrate what the standard is, ensure there is no misunderstanding among his/her troops, and 
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then provide corrective feedback consistently if and when a standard is broken. If you overlook a 

broken standard, you just set a new, lower standard. Never walk past a problem. Of course, this means, 

first and foremost, you must set the example through your own actions.  

 

Lead by example. 

There is no more powerful leadership technique than leading by example. Your cadets are looking to 

you to determine how to wear the uniform, how to act professionally, how to drill, how to treat others, 

and how to persevere when encountering obstacles. As General Patton once said, "You are always on 

parade," meaning everyone is always watching you when you are a leader. This is certainly an added 

stressor, but it is part of the privilege and burden of leadership. You will not inspire others to uphold 

high standards if you yourself do not uphold them. You undermine your authority, and your ability to 

inspire others, when you fail to set the right example. Setting the example spans a very wide range of 

topics. Will you talk about your chain of command behind their backs? Will you fly off the handle 

when frustrated? Will you demean others when they fall short? Will you complain about an unpleasant 

situation? Will you be honest enough to admit mistakes? If you don't know an answer, will you make it 

up, avoid it, or admit it and find out the correct one? These are all opportunities to set a good example 

for your subordinates. 

 

Communicate/Use the Chain of Command 

One of the primary uses of the chain of command is to provide a smooth, logical flow of information 

up and down the organization. If you are the Group Commander, you should not be directing the flight 

commanders in you Group. Instead, you should be directing your Squadron Commanders, and they 

should be directing their Flight Commanders. You may be tempted to tell the Flight Commanders 

directly sometimes, because it may be convenient. But doing so will only lead to confusion and an 

undermining of trust in the chain of command.  

Similarly, a Group Commander must try to refrain from making decisions for the Squadron 

Commanders. If a Flight Commander asks the Group Commander for guidance or a decision, the 

Group Commander should direct the Flight Commander to his/her Squadron Commander. Otherwise, 

this “jumping the chain of command” will create problems and confusion. Leaders at all levels must 

strive to keep the chain of command intact at all times. Even when it is inconvenient.  

 

Mutual Respect 

It is difficult, if not impossible, to be an effective leader if your followers do not respect you. Where 

does such respect come from? In part, it comes from knowing and being skilled at your job. It also 

comes from the example you set, how you carry yourself, and how you approach your duties. These 

things can be very powerful in generating respect, but they will amount to virtually nothing if you do 

not display the fundamental element of all relationships--treat others with the respect with which you 

wish to be treated. The US Army Quartermaster Corps put is well, "For the Army to work properly 

there must be a bond between the leader and those being led. A bond that rests not on authority alone – 

but on professionalism, good will, and above all MUTUAL RESPECT." You show others respect by 

how you speak to them, how you listen to them, and by showing them common courtesy. This is 

especially true during stressful or frustrating times. One good technique you can use with superiors, 

peers an subordinates alike is to always assume everyone is trying their best. If they fall short, they may 

be missing something--information or skill--that you can help them with. This mindset, like the 

Ownership Mindset above, puts you in a frame of mind to take action, instead of becoming emotionally 
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upset or frustrated.  

A word about CLC and Basic Cadets: We purposefully put pressure on the Basics during CLC as a 

training tool. When they arrive, we yell at them to move with a sense of urgency. We speak forcefully 

about proper customs and courtesies, about maintaining a proper position of attention, about 

maintaining the Wingman System, and so on. Still, we must never demean, purposefully insult, 

threaten, or degrade them at any time. You can sternly and powerfully inspire a Basic Cadet to display 

more self discipline without insulting him or her. For example, consider the following dialogue: 

Flight Sgt: Hey! Cadet Smith! Why are you looking around at attention? 

C/Smith: Sir, I was trying to see if... 

FS: Are you supposed to be moving at attention, Cadet Smith? 

C/Smith: No, Sir! 

FS: So you know the rules, and you just chose to ignore them? 

C/Smith: Sir, I... 

FS: You do not have the OPTION to move at attention. You cannot decide which rules to follow. Do 

you think the rules apply to your fellow cadets but not to you? 

C/Smith: No, Sir! 

FS: Well then you need to step up your self-discipline, Cadet Smith. You cannot be an effective 

teammate, let alone become a leader if you lack self discipline. 

C/Smith: Yes, Sir! 

In this case, the Flight Sergeant is being pretty tough on Smith, but at no time is insulting or demeaning 

her. He is enforcing standards, and putting it in context (explaining the role of self discipline). The 

Flight Sergeant did not call Smith stupid, or lazy, or a bad cadet. He is creating an intense training 

environment, but doing so respectfully. Later that day, if Smith improves, the Flight Sergeant might 

say, "Smith, I haven't seen you move once at attention since out last discussion. That is the kind of self 

discipline I am looking for. Good job."  

 

Physical Fitness 

A leader should be physically and mentally fit. Physical fitness improves one's ability to handle stress, 

allows one to work longer hours and with more mental focus, and helps maintain emotional balance. 

Physical fitness doesn't just mean pushups, situps and running. It also includes nutrition and proper 

rest.  When everyone else is at their limit, the leader should still have some more "gas in the tank." You 

do not want to be in a position where you as the leader are getting tired first, losing focus first, or 

getting irritable first. Ideally, the leader is the last to get tired. How fit do you need to be? Well, the 

more, the better. Take an honest assessment of yourself. If you are not working out regularly, start 

doing so a few days per week. If you are eating or drinking products with high amounts of sugar, give 

yourself a limit and cut your intake down. If you are staying up late at night, discipline yourself to start 

going to bed earlier. If you have medical conditions that impact your fitness, talk to your doctor about 

your goals and the best way to reach them.  

 

Active Followership. 

Every leader is also a follower at some level. Good followership can impact a mission just as much as 

good leadership. But being a good follower doesn't mean simply doing what you are told. Here are 

some keys to being an effective follower.  

Be active, not passive. A good follower should not just be sitting back, letting other people do the 

work, or waiting to be told what to do. Take initiative. If something needs to be done, get in there and 
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do it. If your Squadron Commander says, "We need to clean this area up before we leave," don't wait 

until he assigns your flight to do it. Jump up and say "Charlie Flight, let's clean this up!" Better yet, be 

aware of your surroundings and have your flight clean up the area before your Squadron Commander 

tells you to. 

Think independently. Do not just blindly do what you are told. A team needs each person to be thinking 

critically. Is this a good idea? Is there a better way? Why did the team fall short of its goal? How can 

we improve? Doss the boss know about X or Y? Be prepared to give your opinion and ideas in a 

positive, supportive way. Caution: Once the leader makes a decision, the time to disagree is over. Now 

it is time to do your very best to make that decision work.  

Spread enthusiasm. You attitude, good or bad, is contagious. Stay positive and enthusiastic for 

whatever task is before you. Let's look at this in more depth... 

 

Maintain a positive attitude. 

Here again you have the power to influence the team, and you can influence them toward the goal, or 

farther away from it. By keeping a positive outlook, you will be like a ships's captain steadying the 

vessel through a bad storm.  

There are several key points to understand regarding this concept. 

First, it is important to realize that staying positive is the only real choice as a leader. After all, let's say 

things are going badly for you and your team, and everyone is complaining or worse, panicking. What 

good will it do for you to join in the negativity?  Will anything get better by you joining the chorus of 

negative voices? No. In fact, things will likely get worse. The team expects the leader to know what is 

going on, to have the “big picture” and a higher level of judgment. If the team sees the leader joining in 

the negativity, they will be convinced all hope is lost. On the other hand, if the team is swirling in 

negativity and sees the leader keeping calm and focusing on positive actions to fix the situation, they 

will gain a sense of comfort and reassurance that “maybe things aren't so bad and we should keep 

trying.”  

Closely related to this is the fact that a positive outlook actually works.  Think about it. If you are 

presented with a problem and tell yourself a solution is impossible, you will most definitely not find a 

solution. If, on the other hand, you tell yourself there must be a solution and you are going to find it, 

you at least stand a chance of coming up with one. In tough times especially, you want all of your team 

members thinking the latter. Former Army four-star general and Secretary of State Colin Powell is 

famous for saying, “perpetual optimism is a force multiplier.” That's a fancy way of saying that staying 

positive gives your team many times more power than it would otherwise have. General Powell was the 

highest ranking general in the world's greatest army—if it works for him, it will work for you. 

 

Emotional Stability 

The key to staying positive is developing and maintaining emotional and mental control. This is not 

easy. The younger you are, the more difficult this may be. But you can do it. It takes practice, and you 

must commit to it. If you do, it will not only make you a better leader, but a better friend, spouse, 

parent, and a better person in general. So, it is worth the effort. Here are a few ways to improve your 

emotional stability: 

Step back.  It is easy to get caught up in the emotion of a situation when you are deep inside it, next to 

everyone else. If you take a step back, though, even just a little bit, you will often gain a new 

perspective and see solutions or opportunities you would have otherwise missed. Stepping back might 

be in physical form—taking a moment alone in your office, going for a brief walk or out to lunch, 
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hitting the gym for a hour, etc.--or it might just be mentally “stepping back.” You can mentally step 

back by purposefully thinking about the situation from a bigger picture, a longer time frame, a different 

point of view, your boss's perspective, etc.  

Breathe. Physically taking control of your breathing is a way to take control of your body's reaction to 

stress. When you consciously breathe deeper and more slowly, your body will physically relax, and 

your emotional reaction will come down a notch. Often this is enough to “snap you out” of reactivity 

and the grip of a strong, reflexive emotional reaction to a situation. 

Believe. Fundamentally, you must have a belief that you will be able to handle what comes your way, 

even if you don't know how at the moment. You have probably been in situations that initially 

overwhelmed you in the past, only to find that you eventually succeeded (or at least you did not die!). 

Now is the time to remind yourself of those times, and tell yourself that you will find a way forward in 

this scenario, too. You might not initially believe yourself, but keep trying to convince yourself. 

Humor. Sometimes you just gotta laugh at how pathetic your situation is. Humor is perhaps the most 

powerful weapon against despair and negativity. There are countless first-hand accounts of soldiers in 

the midst of the most brutal battles in history, living for months under truly awful conditions, who 

claim that humor is not only possible in such situations, but essential for survival. Same goes for 

survivors of the Holocaust (surely your situation is not as bad, yes?). Humor can shatter the grip of 

negativity in an instant. It is important not only for you, but for your team as well. It lightens the mood 

and breathes fresh air into the room, giving everyone a better chance of finding solutions and taking 

positive action.  

Practice. You must practice the techniques above, and any others that work for you, in order for them 

to become part of your personality. It is OK if you fall short. In fact, you probably will. They key is to 

look back on a situation and ask yourself how well you applied the techniques, how well they 

worked,  and where you can improve next time. Like anything else in life, you will get better with 

practice. So don't give up. Keep swinging. 

As you work on building a positive worldview, it is important to note that keeping a positive outlook 

does not mean blowing sunshine at your team. It doesn't mean simply saying things are OK when they 

are not, or saying things will be OK when it isn't clear that they will be. These things are not 

convincing and will probably not have a positive effect. In fact, they may have a negative effect if the 

team sees you as being out of touch or unrealistic about the current circumstances. They may lose trust 

and confidence in you. A leader is not a robot—nobody trusts a robot.  

So, it is good to show some emotion. But you should choose what, when, and how you show it. I 

remember a very successful senior leader once saying to me, “Sometimes leadership is about laughing 

when you feel like screaming, and screaming when you feel like laughing.” How you emotionally 

respond to things matters, so a good leader chooses the response that will have the best impact on the 

team in the moment.  

 

Check your ego at the door.  

Being the leader is a vulnerable position. For starters, all eyes are on you. Members of the team are 

constantly looking at you to see what you will do or say about virtually everything throughout each 

day. They will look to you for decisions. Unlike them, you do not have the luxury of merely having an 

opinion or of simply giving advice—you must decide things. Added to this, you are ultimately 

responsible for the success of failure of the team. That’s a lot of responsibility, and there is no hiding 

from it. 

Now add in the simple truth that you will often not know what the best course of action is on any 
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particular issue. Just because you are the leader doesn’t mean you are all-knowing or all-seeing. So, 

here you find yourself, not sure what to do, not sure how it will turn out, with everyone looking at you 

to make a decision. Pretty vulnerable, right? 

It is not uncommon for people in a vulnerable moment to be defensive. For leaders, this often shows 

itself in a sort of insecurity. She is well aware that she doesn’t have all the answers, but somehow feels 

she must appear to have all the answers. As a result, she becomes closed off to her team, digs her heals 

in on decisions, does not ask for inputs from the team, does not offer explanations for her decisions, 

shares little information, and generally takes an “I’m the boss, that’s why!” approach to dealing with 

any challenges. This is an all too common scenario, especially for those with little or no leadership 

experience or training.  

It is also a recipe for disaster. 

In adopting this approach, the leader is cutting off the very thing that will allow her to succeed despite 

the reality that she doesn’t have all the answers—her team.   

It won’t take long before her team members stop giving suggestions, stop offering helpful insights, and 

stop asking constructive questions. So the leader has just robbed herself of a several valuable assets—

information, ideas, and differing perspectives. Do you think her ability to make good decisions will be 

improved with less of these things? Obviously not.  

But the damage doesn’t stop there.  Individual team members are going to stop thinking for themselves. 

Why think for yourself if you just get shut down? The boss obviously “has all the answers” (read that 

sarcastically), so I will just do what she says--Not my problem.  

Do you think a team member who comes to think this way is motivated to do his or her best? Probably 

not. Do you think they have high job satisfaction? Again, doubtful. 

So now the leader has less information and less insight to make decisions, a team of passive followers 

who will not think for themselves, and who are unmotivated and unhappy.  Way to go, Boss! 

But that's not the only threat--similar problems can spring from a leader who is overconfident. It may 

not come from feeling vulnerable or insecure. It could just be a leader who thinks he really is all that 

and a bag of chips. (Sorry, that’s a 90’s phrase.) He may think his position as a leader means he does 

have all the answers, he does always know best, and he does not need you little chumps getting in his 

big, important, leader business. The results for this type of leader will be exactly the same as the first 

one I described. 

Fortunately, there is a simple way to prevent this scenario, regardless of its causes. Say it with me… 

“I don’t know.”  

There, that wasn’t so hard, was it? This simple phrase, and the mindset behind it, are the key to 

avoiding this particular disaster. You don’t know everything. You never will know everything. And, 

believe it or not, nobody expects you to know everything. That’s kind of a relief, isn’t it? Now we can 

take a breath, relax a little, and stopped trying to meet unreasonable expectations. Ahhh…. 

Now, some team members will assume you know more than them, and in some cases they will be right. 

But in many cases your team members will know more than you on particular issues. The chief 

executive of an airplane manufacturing company probably knows less about the details of a 

complicated aircraft engine than the engineer who works for him. An Army general probably knows 

less about how to drive a tank through muddy ground than the private driving the tank. The clerk who 

restocks the cold beverages at a convenience store can probably tell the store manager a thing or two 

about which part of the task takes the most time, and maybe even has some simple suggestions to make 

it a more efficient process. These leaders would be foolish to dismiss or ignore the expert knowledge 

that exists among all levels of the team. You would be too. So, don’t do that.  
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Provide constructive, specific feedback. 

Part of your job as a leader is to reinforce the types of behavior you want to see in your team. When 

you give non-specific praise, like “good job!” or “You’ve been doing good work lately,” you are not 

telling the team member what it is she is doing well. Also, if your praise vocabulary is limited to 

generalities, you will be unable to give praise for progress toward a desired behavior. What if the 

person did not do a “good” job, but did make an improvement toward the desired behavior? You will 

be unable to provide positive reinforcement or encouragement if you are not specific.  

I should say at this point that it is desirable to praise your people. Some leaders don’t praise. They think 

it may be harmful, that the team will become complacent or lazy if they are told they are doing well. 

This is another reason to be specific. If you give general praise, it may have that type of negative effect. 

But if you are specific in what you praise, it will be received only in regard to that specific behavior. 

We’ll see some examples in a moment. 

Others believe that if a person is doing their job, no praise is warranted or needed. There is some value 

underlying this belief that I agree with. You can certainly praise too much. If you go around praising 

people for every little thing, then your praise is meaningless. But selective and targeted use of praise 

can be very powerful, both to the person you are praising and the other team members who witness it. 

It can help take a person from simply doing their job, to excelling at it. 

Which leads me to another important technique—praise in public. When possible, praise a person with 

others around. When you praise in front of a person’s coworkers, subordinates, or supervisor, you 

increase the power of your praise. You are focusing the attention of many people on the person being 

successful. Who doesn’t like to have others know you are doing a good job? And, as mentioned before, 

you will have the effect of reinforcing correct behavior on the whole team. 

Let’s see some examples of being specific. 

Not specific: 

 “Fix your dress!” 

Specific:  

 “Jones! You are too far ahead! Dress to the right!” 

Not specific: 

 “This bed is terrible! Fix it!” 

Specific: 

 “Your collar is not 4 inches wide, and the blanket is too loose. Fix it!” 

Not specific: 

 “Your flight is always screwing up.” 

Specific: 

 “As the Flight Commander, you are responsible for getting them formed up on time. 

            You have been late two days in a row.” 
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PART THREE – WORKBOOK 

 

“What is the good of experience if you do not reflect?” –Frederick the Great 

 

 

The study of leadership is a life-long process. This manual presents just a few basic ideas on which we 

will focus during CLC. Make the most of the week by using the workbook section that follows. 

 

 

Now that you have read parts one and two, take some time to reflect on these sections below and write 

down your thoughts. 

 

My CLC staff job is _____________________________________ 

 

As I understand it, my job responsibilities are: 

 

 

 

 

My CLC cadet supervisor is _____________________________________ 

 

As I understand it, my cadet supervisor's job responsibilities are: 

 

 

 

 

 

I will supervise the following people at CLC: 

 

 

 

 

My subordinates' responsibilities are: 

 

 

 

 

 

 

 

Having read the leadership principles in Section Two, my strengths as a leader include: 
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The 2 or 3 areas I will focus on improving while preparing for and executing CLC are: 

 

 

 

 

 

 

 

 

 

 

Over the next several days, think about your goals for CLC. In the space below, write a little about each 

goal. What is the goal? Why is it important to you? What will be your biggest challenge in attaining the 

goal? How can you prepare ahead of time to ensure success? Be sure to include at least one or two 

goals for your team (Squadron, Flight, Logistics, etc.).  

[Ensure your goals are SMART--Specific, Measurable, Attainable, Realistic, Time-bound] 
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LEADERSHIP JOURNAL 

Good leaders are constantly reflecting on their performance, assessing themselves in light of their 

goals, adjusting their plans, and learning from their experiences and the experiences of those around 

them. Use the space below to record your daily reflections in regard to your leadership growth. 

 

Goals for the week 

 

Now that I have read my job description and the leadership principles, here are the things I consider my 

strengths: 

 

 

 

 

 

 

 

Here are the things I consider areas for improvement: 

 

 

 

 

 

 

 

Here are 3 of my personal goals for the week of CLC: 
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DAY 1  SATURDAY    

What went well for my team and me today? 

 

 

 

What specific things did I do to help my team? (Actions, decisions, ideas, inputs, etc.) 

 

 

 

 

What did I do to forward my goals for the week today? 

 

 

 

Where could I have done better today? 

 

 

 

Looking at tomorrow, what challenges do I anticipate? What is my plan to overcome them? 

 

 

 

 

What is one thing from today I will improve on tomorrow? 

 

 

 

 

How can I help my team get just a little better tomorrow? 
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DAY 2  SUNDAY   

What went well for my team and me today? 

 

 

 

What specific things did I do to help my team? (Actions, decisions, ideas, inputs, etc.) 

 

 

 

 

What did I do to forward my goals for the week today? 

 

 

 

Where could I have done better today? 

 

 

 

Looking at tomorrow, what challenges do I anticipate? What is my plan to overcome them? 

 

 

 

 

What is one thing from today I will improve on tomorrow? 

 

 

 

 

How can I help my team get just a little better tomorrow? 
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DAY 3  MONDAY   

What went well for my team and me today? 

 

 

 

What specific things did I do to help my team? (Actions, decisions, ideas, inputs, etc.) 

 

 

 

 

What did I do to forward my goals for the week today? 

 

 

 

Where could I have done better today? 

 

 

 

Looking at tomorrow, what challenges do I anticipate? What is my plan to overcome them? 

 

 

 

 

What is one thing from today I will improve on tomorrow? 

 

 

 

 

How can I help my team get just a little better tomorrow? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



23 

 

 

DAY 4  TUESDAY   

What went well for my team and me today? 

 

 

 

What specific things did I do to help my team? (Actions, decisions, ideas, inputs, etc.) 

 

 

 

 

What did I do to forward my goals for the week today? 

 

 

 

Where could I have done better today? 

 

 

 

Looking at tomorrow, what challenges do I anticipate? What is my plan to overcome them? 

 

 

 

 

What is one thing from today I will improve on tomorrow? 

 

 

 

 

How can I help my team get just a little better tomorrow? 
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DAY 5  WEDNESDAY   

What went well for my team and me today? 

 

 

 

What specific things did I do to help my team? (Actions, decisions, ideas, inputs, etc.) 

 

 

 

 

What did I do to forward my goals for the week today? 

 

 

 

Where could I have done better today? 

 

 

 

Looking at tomorrow, what challenges do I anticipate? What is my plan to overcome them? 

 

 

 

 

What is one thing from today I will improve on tomorrow? 

 

 

 

 

How can I help my team get just a little better tomorrow? 
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DAY 6  THURSDAY   

What went well for my team and me today? 

 

 

 

What specific things did I do to help my team? (Actions, decisions, ideas, inputs, etc.) 

 

 

 

 

What did I do to forward my goals for the week today? 

 

 

 

Where could I have done better today? 

 

 

 

Looking at tomorrow, what challenges do I anticipate? What is my plan to overcome them? 

 

 

 

 

What is one thing from today I will improve on tomorrow? 

 

 

 

 

How can I help my team get just a little better tomorrow? 
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DAY 7  FRIDAY   

What went well for my team and me today? 

 

 

 

What specific things did I do to help my team? (Actions, decisions, ideas, inputs, etc.) 

 

 

 

 

What did I do to forward my goals for the week today? 

 

 

 

Where could I have done better today? 

 

 

 

Looking at tomorrow, what challenges do I anticipate? What is my plan to overcome them? 

 

 

 

 

What is one thing from today I will improve on tomorrow? 

 

 

 

 

How can I help my team get just a little better tomorrow? 
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DAY 8  SATURDAY    

What went well for my team and me today? 

 

 

What specific things did I do to help my team? (Actions, decisions, ideas, inputs, etc.) 

 

 

 

What did I do to forward my goals for the week today? 

 

 

 

Where could I have done better today? 

 

 

 

 

Now that CLC is over, what are the major lessons or insights I gained about myself and/or leadership 

that I can learn from? 

 

 

 

 

 

 

How can I apply the things I learned at CLC to improve my unit back home at my school?  

 

 

 

 

 

 

TASK: Make a similar leadership journal for yourself to use for the coming academic year. How can 

you make yourself a more effective leader? What do you do well? What needs improvement?  

Good Luck!!!! 


