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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 101 
 

RAF AIR CADETS ESTABLISHMENT SCALES 
 

INTRODUCTION 

 
1. The adult staff and cadet establishment scales for the RAFAC are contained in the attached 
Annexes.  The scales are set across the Corps so individual requirements per Wg, Rgn, VGS, AEF, 
CCF(RAF) unit will not be accepted.  If it is felt that the establishment parameters need amending or 
increasing then a full business case must be written and submitted to HQ RAFAC (ACOS Support for 
COS) for consideration.  Such applications should be in accordance with Appendix 1 to Annex I. 
 
2. Under NO circumstances are volunteers to be used as a manpower substitution for a permanent 
staff member/post.  Any business case submitted alluding to this will be automatically rejected.  

CIVILIAN INSTRUCTORS 

 
3. The basic civilian instructor establishment for each unit classification is shown at Annex A, 
column (i).  To enable instructors to be selective in attending parades and to diversify the authorized 
syllabus subjects under tuition, additional instructors may be appointed as required. 
 
4. The attendance of civilian instructors on duty at any one parade night may be varied to suit unit 
requirements but reimbursement of expenses, in accordance with AP 1919 and ACP 300, on any one 
occasion, is limited to the number of instructors provided on the basic unit establishment. 

CONVERTIBILITY OF POSTS 

 
5. For all establishment scales, including detached flights, officer, warrant officer and SNCO (ATC) 
posts can be converted from one to the other to suit local requirements.  These adjustments are to be 
authorized by the appropriate Wing HQ with a copy to HQ RAF Air Cadets and Rgnl HQs for record 
purposes.  Subsequent applications for the appointment of officers, warrant officers and SNCOs (ATC) 
against the converted posts are to state the reference of the Wing authorisation. 
 
BAND APPOINTMENTS 
 
6. Sqn Cdrs with established bands (ie. contained in the HQ RAFAC band database) may appoint 
one additional Cadet Sergeant and one additional Cadet Corporal for bands up to 12 performers; for 
larger bands 2 additional Cadet Sergeants and 2 additional Cadet Corporals may be appointed.  A Drum 
Major and, for a pipeband, a Pipe Major may also be appointed. 
 
Annexes: 
 
A. Adult Establishment Scale - ATC Sqns. 
B. Cadet Establishment Scale - ATC Sqns. 
C. Adult Establishment Scale - ATC Rgns. 
D. Adult Establishment Scale - ATC Wgs. 
E. Adult Establishment Scale – VGS. 
F. Adult Establishment Scale – AEF. 
G. Adult Establishment Scale – CCF(RAF) Units. 
H. Adult Establishment Scale – HQ RAFAC. 
I. Procedure for Amending Establishment Figures. 
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ANNEX A TO 
          ACP 20 

PI No 101 
ESTABLISHMENT SCALE – ATC SQUADRONS 
 

 
Ser 
No 

 
 

Type 

 
Enrolled 

Strength of 
Squadron  

Commanding 
Officer 

Other Officers  
SNCO/ 
AWO 

 
Civ 
Instr 

 
 

Total Sqn Ldr Flt Lt Flt Lt Fg Off 
Plt Off 

(a) (b) (c) (d) (e) (f) (g) (h) (i) (j) 

          
1 A Over 100 1 (See 

Note 5) 
1  6 5 5 18 

          
2 B 81-100  1  6 4 5 16 
          

3 C 61-80  1  4 4 4 13 
          

4 D 46-60  1  3 3 4 11 
          

5 E 30-45  1  2 3 4 10 
          
 DF         
          

6 F1 15-30 +    2 2 3 7 
          

7 F2 10-14    1 2 2 5 
          

 
Notes: 
 
1. All uniformed posts are convertible, ie WO/SNCO (ATC) may fill an officer post and vice 
versa. 
 
2. If a squadron has a band an additional, suitably qualified, WO or SNCO (ATC) may be 
appointed as bandmaster. 
 
3. There is no limit to the number of CIs that can be appointed but the figures in column (i) must 
not be exceeded when calculating the number of adult staff eligible to claim home-to-duty expenses. 
 
4. Uniformed staff may be appointed to individual squadrons in excess of the above scales 
provided that the total uniformed strength remains within the Wg’s overall establishment allowance. 
 
5. A Sqn Ldr CO will only be appointed at a Type A Sqn when the enrolled cadet numbers have 
exceeded 100 for 2 consecutive reporting periods, changing on the third stats input. 
 
6. S&NI Rgn have dispensation, due to geographical locations, to upgrade their DFs to Sqn 
status with a strength of 25 and not 30.  Each will be considered on a case-by-case basis by the Org 
Dept. 
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           ANNEX B TO 
           ACP 20 
           PI No 101 
 
CADET ESTABLISHMENT SCALE – ATC UNITS 
 

Ser 
No 

Type Enrolled Strength 
of Unit 

Cadet 
WO 

Cadet 
FS 

Cadet 
Sgt 

Cadet 
Cpl 

Totals 

(a) (b) (c) (d) (e) (f) (g) (h) 

        
1 A Over 100 3 4 7 8 22 
        
2 B 81-100 2 3 5 6 16 
        
3 C 61-80 1 2 5 6 14 
        
4 D 46-60 1 2 4 5 12 
        
5 E 30-45 1 1 4 4 10 
        
 

DF 
      

        
6 F1 15-30 + 1 1 3 4 9 
        
7 F2 10-14  1 1 2 4 
        

 
Notes: 
 
1. Additional staff cadet WOs and SNCOs may be appointed above the permitted wing 
establishment by up to the number of squadrons in the Wing. 
 
2. Squadrons may be authorised to be Type A and to have over 100 enrolled cadets if facilities, 
staffing levels and other relevant circumstances permit. 
 
3. A Flight Staff Cadet is to remain on the strength of his squadron for administrative purposes 
but, if of NCO rank, the cadet will not be held against the squadron’s NCO establishment. 
 
4. DFs will not automatically be upgraded to Sqn status on the submission of cadet strength 
figures.  Applications are to be submitted to Org for consideration and approval. 
 
5. Squadrons will be re-classified automatically based on the enrolled cadet figures.  Units must 
have 3 consecutive periods within the same grade to warrant an up or down grading.   
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  ANNEX C TO 
  ACP 20 
  PI No 101 

REGIONAL ESTABLISHMENT 
 
1. The following (rank-ranging) paid posts are established on Regions:  
 
 Wg Cdr - Rgnl Aviation Officer 
 

Sqn Ldr - Rgnl Sports Officer 
Sqn Ldr - Rgnl Adv Trg Officer 
Sqn Ldr - Rgnl MCO 
Sqn Ldr - Special Projects 
Sqn Ldr - OC SATT 
Sqn Ldr - Rgnl Training 
Sqn Ldr - Rgnl DofE Award Officer 
Sqn Ldr - First Aid Trg Officer 
Sqn Ldr - Rgnl Fieldcraft Officer 
Sqn Ldr – Rgnl Shooting Officer 
Sqn Ldr – Shooting & Armaments Compliance Officer (SRAFAC) 
Sqn Ldr – Cermonial Duties (LASER ONLY) 
Sqn Ldr – RAF100 Support (LASER ONLY) 
 
Flt Lt - Dep Rgnl Sports Officer 
Flt Lt - Dep Rgnl Adv Trg Officer 
Flt Lt - Dep OC SATT 
Flt Lt - Rgnl Radio Officer 
Flt Lt - Rgnl H&S Officer 
Flt Lt - RAC Coordinator 
Flt Lt – Music Officer 
 
Plt Off/Fg Off/Flt Lt/WO(ATC) – SATT Adjt  
 
Any Commissioned Rank (up to Sqn Ldr) – STEM Representative 
 

2. In addition, the following are also established posts: 
 

Rgnl WO (ATC) 
WO(ATC) SATT + 4 x Instructors (Any Rank) 
Rgnl Chaplain / Rgnl Chairman 
Bader POC (Any rank) 
1 x Any Rank LGBT Representative 
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  ANNEX D TO 
  ACP 20 
  PI No 101 

WING ESTABLISHMENT 
 

1. The following (rank-ranging) paid posts are established on Wings: 
 
 Wg Cdr – OC Wg 
 
 Sqn Ldr – Dep OC Wg 
 Sqn Ldr x 4 – Wg Staff Officers (WSOs) (Generic) 

Sqn Ldr x 6 - Sector Commanders 
 Sqn Ldr - Wg Sports Officer 

Sqn Ldr - Wg Shooting Officer 
Sqn Ldr - Wg Trg Officer 
Sqn Ldr - Wg Aviation Officer 
Sqn Ldr - Wg Adv Trg Officer 
Sqn Ldr - Wg MCO 
Sqn Ldr - Wg H&S Officer 
Sqn Ldr - Wg First Aid Trg Officer 
 
Flt Lt – Wg Fieldcraft Officer 
Flt Lt – Wg DofE Officer 
Flt Lt – Wg Radio Officer 
 

2. The following are also established posts: 
 

Wg WO (ATC) 
WO (ATC) – Music/Band 
Wg Chaplain 
Dep Wg Chaplain 
A Wg Child Protection Advisor of any rank 
Wg Chairman 

 Bader POC (Any rank)  
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            ANNEX E TO 
            ACP 20 
            PI 101 
 
ADULT ESTABLISHMENT SCALE – VGS UNITS. 
 
1. There are 11 Volunteer Gliding Squadrons, each with 7 aircraft.  The following posts are 
established with the paid rank as shown: 
 
 Sqn Ldr – Officer Commanding 
 Flt Lt – CFI  
   
2. The following posts are rank-ranging from SNCO to Flt Lt (paid at the rank already held by the 
individual taking on the role): 
 

Adjt 
Unit Security Officer (USyO) 

 Tech a/c 
 Tech MT 
 Chief Grd Instr 
 2 x DCFI 

FSO 
 Supply 
 Infra Mgr 
 HSE 
 IT Mgr 
 Cdt Liaison 
 
3. All other gliding instructors and staff will be SNCO status with a maximum level of 5 allocated per 
aircraft. 
 
4. The Ground School staffing will be limited to a maximum of 6 per VGS. 
 
5. There are 6 Aviation Ground Schools (AGS) situated as follows: 
 

611 AGS – RAF Marham 
631 AGS – MOD Woodvale 
633 AGS – MOD Stafford 
634 AGS – RAF St Athan 
663 AGS – RAF Lossiemouth 
664 AGS – Aldergrove Flying Station 

 
The establishment for each of these Units is as follows and staff will report to a Wg Cdr RAFAC at HQ 
2FTS: 
 
 Sqn Ldr – Officer Commanding 
 Flt Lt – Adjutant 
 Flt Lt – Unit Security Officer (USyO) & Instructor 
 Fg Off/Flt Lt x 5 – Instructors 

Supernumerary staff as required (if agreed with their existing chain of command) 
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            ANNEX F TO 
            ACP 20 
            PI 101 
 
ADULT ESTABLISHMENT SCALES - AEFs. 
 
1. The following posts are established and incumbents will be paid at the acting rank level stated: 
  

Flt Lt - Deputy Flight Commander (Dep F/C) 
  (numbers as per table below but only one will be remunerated at any one time) 
 

Additional requirements will be considered on a case by case basis by 6FTS. 
 

 

AEF No of Deputies (up to) 

1 3 

2 4 

3 6 

4 3 

5 6 

6 6 

7 4 

8 4 

9 4 

10 4 

11 4 

12 5 

 
 

 Flt Lt/Fg Off – Adjutant (non-flying post) 
 

2. Civilian Instructors - An AEF Commander may appoint up to one CI (Ground) per 2 established 
aircraft. 
 
3. Additionally, an AEF Commander may accept up to 2 WO/SNCOs (ATC) to attend the AEF in a 
supernumerary capacity.  
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            ANNEX G TO 
            ACP 20 
            PI 101 
 
ADULT ESTABLISHMENT SCALE – CCF(RAF) UNITS 
 
Reference: 
 
A. JSP 313. 
 
1. The following posts are established and incumbents will be paid at the acting rank level stated: 
 
 Contingent Commander (tri-Service) (discretion of SO2 CCF Sp Cmd) 
 2 I/C (tri-Service) 
 RAF Section Commander (flt lt or fg off dependent on size of unit) 
 Section Officer – the number on each Section will vary to reflect the cdt establishment. 
 
2. The following roles will be filled by individuals who are already commissioned, normally from 
former CCF Section staff but could be from a suitable ATC background.  Area appointments are 
nominated by the Area Officer and approved by Wg Cdr CCF(RAF) at HQ RAFAC. 
 
 East Area -   3 x Flt Lt Area Leadership Officers 

 3 x Sqn Ldr/Flt Lt Mentors 
 
 South Central Area -  3 x Flt Lt Area Leadership Officers 

 3 x Sqn Ldr/Flt Lt Mentors 
 
 ScotNINE Area -  3 x Flt Lt Area Leadership Officers 

 3 x Sqn Ldr/Flt Lt Mentors 
 
 South East Area -  3 x Flt Lt Area Leadership Officers 

 3 x Sqn Ldr/Flt Lt Mentors 
 
 South West Area -  3 x Flt Lt Area Leadership Officers 

 3 x Sqn Ldr/Flt Lt Mentors 
 
 West Area -   3 x Flt Lt Area Leadership Officers 

 3 x Sqn Ldr/Flt Lt Mentors 
 

3. A CCF(RAF) Contingent Commander may appoint up to 3 CIs to work at Schools with the 
agreement of HQ RAFAC Wg Cdr CCF.  Wg Cdr CCF may authorise individual sections to have more 
than 3 CIs should the cadet numbers require it. 
 
4. One SSI per RAF Section.  This post is not entitled to any Volunteer Allowance (VA), paid by HQ 
RAF Air Cadets, but could be filled from individuals who are either SNCOs or officers.  Where 
appropriate, the RAFAC SNCO appointment process is to be followed.  Any payment is to be through 
their local Bde HQ.  However, all disciplinary/administrative actions fall to the RAFAC. 
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ANNEX H TO 

ACP 20 
PI 101 

 
ADULT ESTABLISHMENT SCALES – HEADQUARTERS RAF AIR CADETS 
 
COMDT 
 
WO(ATC) – CACWO 
WO(ATC) – Drill & Ceremonial 
4 x Any Rank – Project Officers 
Reverend – Corps Chaplain 
Wg Cdr/Sqn Ldr x 2 – Support Officers (work for RAFACS Support) 
Wg Cdr – STEM (works directly for RC LASER) 
Corps Chairman 
 
2FTS 
 
Wg Cdr – Aerospace Training Officer 
Wg Cdr – Line Manager of the AGSs 
Flt Lt – Synthetic Trainer & Tech Officer 
 
HQ CCF  
 
LT1.CCF – Sqn Ldr 
LT2.CCF – Sqn Ldr 
LT3.CCF – Flt Lt 
LT4.CCF – Flt Lt 
LT5.CCF – Flt Lt 
 
Wg Cdr – Projects (Aviation) 
Sqn Ldr – AT (including DofE) 
Sqn Ldr – Skill at Arms 
5 x Sqn Ldr – Special Projects 
Sqn Ldr – First Aid 
Sqn Ldr – Training 
Sqn Ldr – Gliding 
 
Air Cadet Centre(s) 
Centres Manager 
3 x Facility Supervisors   
 
HQ RAFAC MEDIA COMMS  
 
4 x Sqn Ldr - Project Officers 
3 x Sqn Ldr - Photographic Officers 
 
QAIC  
 
Wg Cdr – OC 
Sqn Ldr - Course Director Linton 
Sqn Ldr - Course Director Boscombe 
Flt Lt - Adjt Linton 
Flt Lt - Adjt Boscombe 
 
HQ RAFAC PHYSED 
 
5 x Sqn Ldr – NACATC Support 
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1 x Sqn Ldr – Mountain Biking 
1 x Sqn Ldr – Corps Expeditions Adviser 
1 x Sqn Ldr – HQ RAFAC Sport Support 
 
THE FOLLOWING COME UNDER HQAC TRAINING GROUND 
 
SO1 Wg Cdr TG 
 
Wg Cdr  (Paid Sqn Ldr) – Corps Cyber Communications Officer 
Wg Cdr – Special Projects Officer 
Sqn Ldr – Project Officer 
Sqn Ldr - Nijmegen Marches Registration Officer Assistant (NMRO) 
Flt Lt – Support & Training – Badges, Coats of Arms, Banners, Standards etc 
 
TG1 
 
TRAINING  
 
Wg Cdr/Sqn Ldr – Corps Training Officer 
Wg Cdr/Sqn Ldr – OC First Aid Training (Adults) 
Sqn Ldr/Flt Lt – Asst/Dep CTO 
Sqn Ldr/Flt Lt – Asst/Dep CTO 
Flt Lt – Training Project Officer 
Sqn Ldr/Flt Lt – First Aid Training Officer 
WO/FS (ATC) – Training 
CI – Training Officer (unpaid) 
 
ADDITIONAL POSTS 
 
Wg Cdr/Sqn Ldr – Corps Radio Officer 
Sqn Ldr/Flt Lt – Dep Corps Radio Officer 
CI – Air Cadet Amateur Radio Society (Supernumerary post) 
 
TG2 
 
Wg Cdr/Sqn Ldr – Corps DofE Officer 
Sqn Ldr – Projects & Visits Officer 
Flt Lt – TG2 Project Officer 
 
TG3 
 
MUSIC 
 
Wg Cdr/Sqn Ldr – Principal Director of Music (Air Cadets) 
Sqn Ldr/Flt Lt – Director of Music (Marching Bands) 
Sqn Ldr/Flt Lt – Director of Music (Concert Bands) 
Sqn Ldr/Flt Lt – Music Services Officer 
Sqn Ldr/Flt Lt – Director of Music (Training) 
Sqn Ldr/Flt Lt x 2 – Support Officers 
Sqn Ldr/Flt Lt/WO (ATC) – Choirmaster 
Flt Lt – Logistics Officer 
WO (ATC) – Bandmaster 
WO (ATC) – Band Drill 
WO/SNCO (ATC)/CI x 2 – Logistics Support Staff 
SNCO – Flt Lt – Music Services Administrator 
CI – SNCO – Music Librarian National Concert Band 
CI – SNCO – Music Librarian National Marching Band 
Any rank – Special Adviser 
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ADDITIONAL POSTS 
 
Flt Lt – TG3 Project Officer 
Any Rank – Aircraft Recognition Project Officer 
 
Any Rank – Model Aircraft Project Officer 
Any Rank – Aircraft Modelling Project  
 
TG4 
 
RIAT/IACE  
 
Wg Cdr/Sqn Ldr – OC RIAT 
WO (ATC) –WO RIAT 
RIAT – OC Ops 
RIAT – OC Admin 
RIAT – OC Eng 
RIAT – LOGS 
RIAT – PSO 
RIAT – CampsiteMGR 
RIAT – Media 
RIAT – Admin 1 
RIAT – Admin 2 
RIAT – HSO 
RIAT – Ops 1 
RIAT – Ops 2 
Wg Cdr/Sqn Ldr – Corps IACE Project Officer 
CI – IACE (unpaid) 
 
JL  
 
Sqn Ldr – OC* 
Flt Lt – 2IC/XO* 
Flt Lt – Plans/Trn Off* 
Flt Lt – Trg Valid Off* 
Flt Lt/FO – OC HQ/Support Flt* 
Flt Lt/FO – Adjt* 
Flt Lt/FO – Logs support* 
Flt Lt/FO – CPO/H&S Off* 
2 x Flt Lt – Flt Cdrs 
WO – Sqn WO* 
WO – Plans/Trn* 
2 x FS – Flt SNCOs 
8 x FO/WO/FS/Sgt – Sect Intrs 
 
*Permanent Posts – The other posts are filled by personnel who are on ATC Sqns and assist the JLC.  
Many of the permanent posts also support ATC Sqns in addition to their JLC commitment. 
 
TG5 
 
No 9 TRAINING STANDARDS & SUPPORT TEAM (TSST)  
 
Wg Cdr/Sqn Ldr – OC TSST 
Sqn Ldr/Flt Lt – Dep OC TSST 
Sqn Ldr/Flt Lt – Training Standards Officer (TSO)1 
Sqn Ldr/Flt Lt – Training Standards Officer (TSO)2 
Sqn Ldr/Flt Lt – Training Standards Officer (TSO)3 
Sqn Ldr/Flt Lt – Training Standards Officer (TSO)4 
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MARKSMANSHIP & COMPETITIONS TEAM 
 
Wg Cdr/Sqn Ldr – OC MCT 
Sqn Ldr/Flt Lt – Dep OC MCT 
Sqn Ldr/Flt Lt – Adjt Ranges 
Sqn Ldr/Flt Lt – Training Officer Clays 
Flt Lt – Instructor Clays 
WO/FS(ATC) – Instructor/Team WO 
Any – Training Office Full Bore 
Any – Training Officer Smallbore 
Any - Instructor 
 
No 12 TRAINING DEVELOPMENT TEAM (TDT) 
 
Wg Cdr/Sqn Ldr – OC TDT 
Sqn Ldr/Flt Lt –Dep OC TDT 
Any – Information Manager 
Sqn Ldr/Flt Lt – Staff Development 1 
WO (ATC) - Staff Development 2/ Team WO 
Sqn Ldr/Flt Lt – Training Development 1 
Flt Lt – Air Rifle Development 1 
Sqn Ldr/Flt Lt – Training Development 2 
Flt Lt – Air Rifle Development 2 
Sqn Ldr/Flt Lt – Training Development 3 
Flt Lt – Air Rifle Development 3 
6 x Instructors 
 
TG7 
 
Sqn Ldr – HQAC Supply 
WO (ATC) – HQAC Supply 
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            ANNEX I TO 
            ACP 20 
            PI 101 
 
PROCEDURE FOR AMENDING ESTABLISHMENT FIGURES/CHANGING RANKS 
 
WINGS AND REGIONS 
 
1. The establishment levels set out in Annexes C and D have been agreed at ACMB and Comdt 
level and may only be amended if the change is considered to be in the best interests of every Wing and 
Region.  Under very exceptional circumstances, such as geographical locations, differences may be 
agreed within a particular area if it is deemed necessary in order to deliver the standard core activities. 
 
2. Should a variation to the set levels be deemed necessary then, in most circumstances, the 
change will affect all Wings and each Region simultaneously.  Therefore, a written business case is to be 
submitted to COS RAFAC, via ACOS Support, detailing the change, why it is required and at what 
particular rank and paid rank is thought as appropriate.  Any decision made will be fully staffed within HQ 
RAF Air Cadets in order for all administrative action to be taken and will not be regarded as implemented 
until HQ RAFAC officially promulgate the change. 
 
VOLUNTEER GLIDING SQUADRONS 
 
3. The establishment levels set out in Annex E are the agreed manning levels for each VGS.  Any 
changes should be staffed in a written business case, through 2FTS, to COS RAFAC, via RAFACS 
Support, for consideration as per para 2. 
 
AIR EXPERIENCE FLIGHTS 
 
4. The establishment levels set out in Annex F are the agreed manning levels for each AEF.  Any 
changes should be staffed in a written business case, through 6FTS, to COS RAFAC, via RAFACS 
Support, for consideration as per para 2.   
 
COMBINED CADET FORCE – CCF(RAF) 
 
5. The establishment levels set out in Annex G are the agreed manning levels for each CCF(RAF) 
Section.  Any changes should be staffed in a written business case, through Wg Cdr CCF at HQ RAF Air 
Cadets, to COS RAFAC, via ACOS Support, for consideration as per para 2.  Consideration should be 
given to the tri-service element. 
 
HQ RAF AIR CADETS 
 
6. The establishment levels set out in Annex H are the agreed manning levels for each department 
within HQ RAF Air Cadets.  Any changes should be staffed in a written business case to COS RAFAC, 
via ACOS Support, for consideration as per para 2. 
 
Appendix: 
 
1. Business Case – Establishment of VR(T) Officer Posts/Change of Ranks. 
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           APPENDIX 1 TO 
           ANNEX I TO 
           ACP20 
           PI 101 

 
Business Case – Establishment of VR(T) Officer Posts/Change of Ranks. 

 

Background Information.   
 
 
 

Business Case contact name 
and details: 

 

 
Aim:   
 
 

 
Objective of the proposal: 
 
 
 
Cost (including rank/paid rank change):   
 
 
Conclusion:   
 
 
Recommendation:  
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 102 

 
NATIONALITY AND RESIDENCY RULES FOR ALL CFAVs WITHIN THE RAF AIR CADETS 

 
Reference: 
 
A. JSP 440. 
B. ACP20 PI 103. 
 
NATIONALITY RULES 
 
1. Nationality rules are separate from those relating to a candidate’s residency; candidates must 
satisfy both sets of conditions for entry to the RAFAC.  There are no specific nationality requirements for 
CFAV as long as the applicant has leave to remain (or settle) in the United Kingdom and is eligible to 
undertake work in the UK and meets the RAF vetting requirements.  Applicants should have resided in 
the United Kingdom for a minimum of five years, preferably immediately preceding their application.  
  
RESIDENCY RULES 
 
General 
 
2. The residency requirements exist to ensure that valid security checks can be carried out on 
candidates wishing to join the RAFAC.  The period over which the checks must be carried out will vary 
according to the clearance required. 
 
3. Residency is a matter separate from that of a candidate’s nationality.  CFAV candidates for 
clearance should normally have been resident in the UK for the time periods relevant to the level of 
security check as described in Reference A.  However, in line with Government policy Service Lead 
Commands are authorised to risk manage their residency requirements for initial entry CFAVs.  As such 
any person applying to join the RAFAC should have resided continuously in the UK immediately before 
their application for the following periods: 
 

a. DBS Checks – 5 years. 
b. Security Check (SC) – 3 years. 

 
Waivers 
 
4. If a candidate does not fulfil the requirements above, then advice is to be sought from HQ 
RAFAC (SO3 Pers Mgt) in the first instance. 
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AIR CADET PERSONNEL REGULATIONS 

PERSONNEL INSTRUCTION NO 103 
 

BASELINE PERSONNEL SECURITY STANDARD AND SECURITY CLEARANCE CHECKS FOR  
RAFAC CADET FORCE ADULT VOLUNTEERS 

 
References: 
 
A. JSP 440 – Defence Manual of Security. 
B ACP 4 – Chapter 8 – Criminal Records Checks. 
C. GAI 1026 – RAF Support to the RAF Air Cadets. 
 
INTRODUCTION 
 
1. General.  All potential adult supervisory volunteer staff (Officers, WOs/SNCOs(ATC), CIs/CGIs 
and honorary chaplains (collectively known as Cadet Force Adult Volunteers (CFAVs)), applying to join 
the RAF Air Cadets (RAFAC) are to have a Baseline Personnel Security Standard (BPSS) and an 
enhanced criminal records check carried out in accordance with References A and B before they can be 
permanently appointed.  Personnel in Northern Ireland are subject to separate rules for security checks 
as laid down by Army Land Command and UK Security Vetting (UKSV), York.  Regular service 
personnel who support RAFAC activities at local ATC sqns, AEFs or VGSs will not be required to 
undergo BPSS procedures but will be required to have a criminal records check carried out to enhanced 
level in accordance with References B and C.  All CFAVs involved in shooting activities (with access to 
weapons and ammunition) are also to have a Security Check (SC) carried out in accordance with 
paragraphs 11 and 12 below. 
 
2. Honorary chaplains.  In addition to a BPSS and enhanced criminal records check, agreement 
by the appropriate ecclesiastical authority is required before a prospective squadron honorary chaplain 
may be appointed in the RAFAC.  Prospective squadron honorary chaplains who are full-time RAF 
chaplains, and who have an extant enhanced criminal records check issued through DBS (Employment 
Assurance (Disclosures) Section (EADS)), Cheadle Hulme, will not be required to obtain an additional 
disclosure for working with children in the RAFAC. 
 
3. Ex-RAF/RAuxAF/RAFVR/staff cadet candidates for adult volunteer service.  A candidate 
who applies to be appointed as CFAV on leaving the RAF, RAuxAF or RAFVR, or after having served as 
a staff cadet in the RAFAC, will be required to have a BPSS (and SC if necessary) carried out as part of 
the appointment procedure. 
 
THE BASELINE PERSONNEL SECURITY STANDARD (BPSS) – PERS FORM 1-01 
 
4. Introduction.  The BPSS is not a national security clearance but aims to provide an appropriate 
level of assurance as to the trustworthiness, integrity and probable reliability of prospective adult 
volunteers.  As BPSS underpins the whole national security vetting process, it is vital that it is carried out 
properly and thoroughly.  BPSS is a package of pre-appointment checks designed to give uncontrolled 
access to, or knowledge or custody of, Government assets.  It should be explained to applicants as early 
as is reasonably practicable in the appointment process the nature of the verification process and the 
methods used to carry it out.  In all cases, applicants should be reminded that supplying false information 
or failing to disclose relevant information could be grounds for refusal of appointment or termination of 
service and could amount to a criminal offence.  Successful completion of the checks that form the 
BPSS is one criterion upon which the decision to appoint is based.  A BPSS remains valid whilst 
individuals are effective members of the RAFAC and does not require renewing. 
 
5. Commanders’ responsibilities for BPSS approved personnel.  Making the necessary checks 
at the recruitment stage is far from being the end of the process.  Commanders at all levels are 
responsible for monitoring the behaviour of their adult members of staff who have been given access to, 
or knowledge or custody of, protectively marked assets as a result of a BPSS.  Further details are 
contained in Reference A.  Guidance on checking of passports etc is in the following link: 
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https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-
dbs-check-applications#checking-a-passport 
 
6. Details of how to complete the BPSS are contained on the form itself.  Verification checks are to 
be undertaken by MOD Civil Servant staff at Wg HQs, RHQs or equivalent for 2FTS and CCF 
volunteers, overarching guidance on security concerns can be obtained through RAFAC HQ.  Those 
entrusted with processing vetting checks must review the online guidance at DBS NSV and be SC 
cleared.  Guidance notes can be found at Annex A. 
 
7. Nationality, Immigration and verification(s) check requirements are mandated and must be 
undertaken by MOD Civil Servant staff at Wg HQs, RHQs or equivalent for 2FTS and CCF volunteers, 
overarching guidance on security concerns can be obtained through RAFAC HQ. 
 
8. Sqn OCs involved with the submitting BPSS paperwork are accountable for this process and 
ensuring compliance is mandated. 
 
9. All completed BPSS forms for CFAV are to be retained at Wg HQ (or equivalent) in accordance 
with the Data Protection Act 2018.  They are not to be sent to HQ RAFAC with appointment paperwork 
or when completed retrospectively. 
 
OFFICIAL SECRETS ACT 
 
10. As part of the BPSS it is now a requirement for all CFAV to be aware of the Official Secrets Act.  
Ideally, any potential CFAV is to sign the document as part of the BPSS.  However, if they fail to do so, 
they need to be made aware of its existence, its content and the consequences of failing to adhere to the 
Act.  For ease, and where circumstances permit, the MOD F134 may still be used as a standalone 
document. 
 
CFAVs INVOLVED IN SHOOTING ACTIVITIES – SECURITY CLEARANCE (SC) 
 
11. In accordance with JSP 440 all personnel - especially range conducting officers, exercise 
conducting officers (M Qual), skill-at-arms instructors, drill instructors for arms drill, holders of keys to 
arms and ammunition storage facilities and transporters/escorts of arms and ammunition - whose duties 
involve regular unsupervised access to weapons, ammunition or explosives are not to be permitted to 
assume such duties until they have achieved SC vetting level.  

 
12. Procedure on change of circumstances.  When a CFAV, who has a valid SC, has a change in 
personal circumstances, that change is to be notified to UK SV.  A change in circumstance may be 
defined as when the subject marries, re-marries, sets up a stable unmarried relationship or changes 
his/her surname. 
 
Annex: 

 
A. Guide to Royal Air Force Air Cadet (RAFAC) Baseline Personnel Security Standard (BPSS). 

https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-dbs-check-applications#checking-a-passport
https://www.gov.uk/government/publications/dbs-identity-checking-guidelines/id-checking-guidelines-for-dbs-check-applications#checking-a-passport
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           ANNEX A TO 
           ACP20 
           PI 103 
 

GUIDE TO ROYAL AIR FORCE AIR CADET (RAFAC) 
BASELINE PERSONNEL SECURITY STANDARD (BPSS) 

 
1. In order to maintain the safety and security of all personnel, assets and infrastructure associated 
with RAFAC, the organisation must realign itself with enhanced personnel vetting practices.  As an 
affiliate organisation of the Royal Air Force, RAFAC’s personnel security measures are to be set in 
accordance with UK Security Vetting (UKSV) standards and mandated MoD security policy.  This is to be 
achieved by ensuring that all adult volunteer staff who currently hold a BSVR/BC, achieve the BPSS 
clearance standard  
 
2. The Baseline Personnel Security Standard (BPSS) is a mandatory pre-employment control 
required for all Civil Servants, members of the Armed Forces (including Reserves and Cadet Instructors), 
temporary staff and government contractors1.  BPSS consists of four checks, including verification of 
identity, immigration status and nationality, employment history and a criminal records check.  Where 
there is a lack of understanding of the process, personnel are to address concerns with their WgExO and 
then through RHQs. 
 
3. BPSS vetting procedures and MoD 134.  Personnel involved in handling, checking and 
processing OFFICIAL-SENSITIVE-PERSONAL information must be vetted to an SC standard prior to 
conducting such duties. 
 
4. Upon request from RAFAC Sqn OCs; Wg HQ staff are to register and raise the initial BPSS and 
MOD 134 (Official Secret Act and Confidentiality Declaration) on behalf of personnel under their 
command.  These documents may be disseminated to the applicant via email, post or by hand and 
contain no personal information at the point of distribution. 
 
5. The BPSS applicant is to complete all mandatory fields stipulated within the BPSS application 
and MoD 134 forms. 
 
6. Once complete, the applicant is required to present the completed BPSS and MOD 134 
paperwork to the WExO or a RAFAC Sqn OC (nominated deputy agreed by WExO).  The WExO/OC is 
mandated to examine this documentation, in addition to inspecting original proof of identify.  Photocopies 
are NOT to be accepted as valid forms of identity.  Once authenticated, a photocopy of all original 
documentation should be made and annotated by the WExO/OC as being a True Certified Copy, which 
is to be signed and dated by both parties.  All original documentation provided by the applicant must be 
returned and cannot be retained without their express permission.  WExOs/OCs are responsible for 
security of all personal material retained by the organisation in accordance with the provisions of DPA 98 
(pre 25 May 18) / DPA2018 (post 25 May 2018).  
 
7. All BPSS applicants are to be made aware of the provisions of the Official Secrets Act (OSA).  
WExOs and/or Sqn OCs are to ensure the applicant is appropriately briefed, ensuring the declaration is 
signed and documentation annotated accordingly.  If an applicant refuses to sign the MOD 134 
declaration, they should be made aware of its existence and the consequences of breaching the 
document.   
 
8. Once complete, the WExO/OC is to assume ownership of this personal information, which must 
be recorded within a document register and be secured within a lockable drawer, cupboard or filing 
system, within a locked room of a secured building unless in transit.  When in transit, completed 
documentation is to be handled and distributed as OFFICIAL-SENSITIVE PERSONAL classified 
material.  This requires original documentation to be placed within in two envelopes (double bagged), the 
outermost of which is not to explicitly identify the contents therein.  Original documentation is to be 
distributed by Royal Mail Special Delivery Guaranteed by 1pm or be delivered by hand by the 

                                                 
1 JSP 440 Lft 7 (Personnel Security) Part 2. 
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WExO/Sqn OC to the Wg HQ.  Royal Mail special delivery tracking information must be retained, in order 
to facilitate the recovery of postal costs (Sqn or individual) and ensure accountability.  It is recommended 
that the Royal Mail special delivery slip is annotated with the name(s) of person(s) whose information 
has been distributed and that this is entered into a Mail Out register retained by the WExO/OC. 
 
9. Wg HQ staff must register the arrival of registered mail within a Mail In register and pursue any 
delays or loses with the WExO/OC or Royal Mail.  The loss or suspected loss or compromise of 
OFFICIAL-SENSITIVE PERSONAL information must be reported as soon as practicable to the WExO 
and RAFAC DPO. 
 
10. Vetting process from BPSS to SC.  Wg HQ staff only; BPSS and assurance checks must have 
been fully completed prior to the individuals online SC process. 
 
11. RAFAC Sqn visitors without security vetting.  Non-vetted staff and/or visitors to RAFAC Sqns 
are to be escorted at all times, by an adult member of staff that holds a security vetting clearance of 
BPSS, CTC or SC.   
 
12. Cadet Force Adult Staff (CFAV).  Individuals who wish to become a RAFAC Sqn CFAV must 
successfully complete the BPSS security standard which includes: 

 
 a. Verification of Identity. 
 
 b. Immigration Status and Nationality. 
 
 c. Employment History. 
 
 d. Criminal Convictions. 

 

13. CFAVs that require SC vetting clearance must have completed the BPSS and MOD 134 

application process above prior to any application for SC vetting clearance.  All personnel with access to 

RAFAC Weapons & Ammunition must have a valid SC vetting clearance. 

 

14. Assurance checking for BPSS applications.  Staff involved with completing assurance checks 

of BPSS applications can use the following links to assist them in the process.  

JSP 440 Manual of Security  Access only on MODNET. 
HMG Personnel Security Controls document  Internet. 
CPNI Screening Guides  Internet. 
 

http://defenceintranet.diif.r.mil.uk/libraries/library1/DINSJSPS/20170203.1/JSP440_Leaflet7.pdf
https://www.gov.uk/government/publications/hmg-personnel-security-controls
https://www.cpni.gov.uk/pre-employment-screening
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 104 
 

EQUALITY AND DIVERSITY 
 

Policy Statement 
 
1. The intent of the RAF Air Cadets (RAFAC) Equality and Diversity Policy is to ensure that 
Cadet Force Adult Volunteers (CFAV) and cadets are treated fairly, irrespective of race, ethnic origin, 
religion or belief, sex, gender reassignment, sexual orientation or social background.  All personnel 
have a right to live and work in an environment that is free from harassment, intimidation and unlawful 
discrimination and also one in which all have equal opportunity and encouragement to realise their 
full potential.  The abuse of authority by intimidation or victimisation is unacceptable.  Harassment, 
bullying or unlawful discrimination at any level undermine confidences, erodes morale, destroys 
cohesion and, as a direct consequence, undermines effectiveness.  The RAFAC does not tolerate 
this kind of behaviour.  The Policy also recognises the valuable contribution that individuals from 
diverse backgrounds bring to the RAFAC.   
 
2. The aim of the RAFAC’s Equality and Diversity Strategy is to achieve a diverse, effective 
workforce in an environment free from harassment, intimidation and unlawful discrimination, in which 
all have equal opportunity and encouragement to realise their full potential.  Diversity is, essentially, 
linked to equality and compliance with the law.  Recognising the benefits of diversity and difference 
will not be achieved unless all individuals acknowledge their own prejudices and set them aside. 
 
Equal Opportunities Legislation 
 
3. The RAFAC, like all other organisations, is subject to a wide range of National and European 
Legislation concerning Equal Opportunities (EO), but in particular the Equalities Act 2010 which has 
replaced individual acts on gender, race, disabilities and other protected characteristics.  Specifically, 
the RAFAC has both a direct liability to abide by all relevant EO legislation and an obligation to 
ensure that all personnel act in accordance with these laws.  A glossary of key terms and concepts is 
at Annex A.  Additionally, the RAFAC seeks to follow the code of practice issued by the Equality and 
Human Rights Commission.  Although the National Legislation varies in Northern Ireland from the rest 
of the UK, it is the same in substance and all good practices are identical.   
 
4. Under Equality legislation it is unlawful to: 
 

a. Discriminate directly against anyone and treat him/her less favourably than others on 
the grounds of the protected characteristics of: age (unless this can be justified as a 
proportionate means of achieving a legitimate aim), disability (including discrimination arising 
from a disability and failure to make reasonable adjustments), gender reassignment, 
marriage and civil partnership, pregnancy and maternity, race, religion and belief (including 
lack of belief), sex and sexual orientation.  This also includes discrimination based on 
perception of the person eg a belief that someone is gay or a belief that someone is disabled 
even if this is not actually true. 

 
b. Discriminate against someone for reasons relating to their association with a person 
on the grounds of the protected characteristics, eg discriminating against someone because 
they have a disabled dependant or relative. 

 
c. Discriminate indirectly against anyone by applying a criterion, provision or practice 
which disadvantages people with a protected characteristic, unless the person applying the 
provision can justify it as a proportionate means of achieving a legitimate aim. 

 
d. Subject someone to harassment for reasons relating to age, disability, gender 
reassignment, race, religion and belief (including lack of belief), sex and sexual orientation.  
This includes behaviour that an individual finds offensive on these grounds even if the 
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behaviour is not directed at the individual.  It is unlawful to treat a person less favourably 
because they either submit to, or reject, sexual harassment or harassment related to their 
sex.  The RAFAC also has responsibilities relating to harassment of personnel by third 
parties.  

 
e. Victimise someone because he or she has made, or intends to make, a complaint or 
allegation or has given or intends to give evidence in relation to a complaint of discrimination 
in line with the Equality Act.  

 
Responsibility for Implementation  
 
5. The Air Member for Personnel is responsible on behalf of the Air Force Board for the 
formulation and implementation of the RAFAC Equality and Diversity Policy.  This responsibility is 
delegated through the chain of command to Commanding Officers (COs) who are responsible for 
implementation of the principles contained in this instruction to units.  SO2 Pers at HQ RAF Air 
Cadets has been appointed Equal Opportunities Adviser (EOA) with Terms of Reference as laid 
down at Annex B.   
 
Individual Responsibility  
 
6. All adult personnel in every chain of command have an explicit responsibility for ensuring that 
the principles of equality of opportunity are fully observed and practised in their area of influence.  
The policy of the RAFAC is clear and unequivocal:  any form of discrimination or harassment is 
unacceptable and will not be tolerated.  All adult personnel are obliged to respect, and act in 
accordance with, this policy.  Failure to do so will be viewed most seriously and may result in formal 
disciplinary or administrative action.  Furthermore, all members of adult staff should be aware of the 
basic principles of Equal Opportunities legislation. 
 
7. The RAFAC is committed to supporting, developing and promoting equality and diversity in all 
of its practices and activities and aims to establish an inclusive culture free from discrimination and 
based upon the values of dignity, courtesy and respect.  The RAFAC will support and develop the 
CFAV and cadets through providing all with access to facilities, personal and development 
opportunities on the basis of equality.  The RAFAC is committed to eliminating discrimination and 
advancing equality on the grounds of age, disability, gender reassignment, pregnancy and maternity, 
race, religion and belief (including lack of belief), sex and sexual orientation and to fostering good 
relations between different groups.  
 
8. This commitment supports the organisational principles of the RAFAC and upholds the ethos 
of establishing a culture based on dignity, courtesy and respect. 
 
9. This policy builds upon the foundation of equality legislation and anti-discrimination guidance 
and strives, not only to comply with legal requirements, but to use these to ensure that the RAFAC 
endeavours to exemplify best practice. 
 
10. This is an over-arching policy designed to outline the fundamental principles of the RAFAC’s 
commitment to equality and diversity and will be supported by specific equality policies and action 
plans.  
 
11. The policy applies to all CFAV and cadets and to sub-contractors working on RAFAC property 
and all visitors to any RAFAC establishment.  
 
12. It is incumbent upon all members of the RAFAC community to behave with dignity, courtesy 
and respect and to act in a manner that does not unlawfully discriminate at all times. 
 
 a. Role of CFAV 
 

 (1) To actively encourage non-discriminatory practices and to report, or act on, any 
incidences of behaviour that fail to comply with this policy; 
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  (2) To support the aims of the RAFAC Equality and Diversity policy; 

 
  (3) To be aware of equality and diversity issues. 

 
  (4) To undertake appropriate equality and diversity training. 

 
 b. Role of Cadets 
 

(1) To actively encourage non-discriminatory practices and to report any 
incidences of behaviour that fail to comply with this policy; 

 
  (2) To support the aims of the RAFAC Equality and Diversity policy; 

 
  (3) To undertake appropriate equality and diversity training. 

 
 c. Role of HQAC 
 

  (1) To support CFAV in implementing the policy; 
 

(2) To ensure that recruitment advertising, selection and appointment procedures, 
performance management processes and disciplinary grievance processes are fair 
and transparent and are consistently applied; 

 
(3) To ensure that all personnel within the RAFAC receive the appropriate equality 
and diversity training; 

 
(4) To investigate all matters of alleged discrimination, harassment and 
inappropriate behaviour promptly and thoroughly; 
 
(5) To provide leadership in the operation and implementation of the Equality and 
Diversity policy; 
 
(6) To encourage, foster and promote a culture of equality and diversity in the 
organisation. 
 
(7) To ensure consistency of this policy with other policies and initiatives, making 
recommendations and providing advice on implementation of the policy. 
 

Objectives 
 

13. The aim of this policy is to ensure that in carrying out its activities the RAFAC will have due 

regard to: 

 

 a. Eliminating unlawful discrimination, harassment and victimisation. 

 
 b. Advancing equality of opportunity, across all the activities of the RAFAC between 

different groups. 
 

 c. Fostering good relations between people of a diverse background.  

 

14. In the implementation of this policy the RAFAC will aim to:  

 
 a. Develop and promote a culture of equality and diversity throughout the organisation. 

 



Uncontrolled copy not subject to amendment 

104-4 
Version:  8.0 

 b. Develop and promote a culture of dignity, courtesy and respect; 
 

c. Support all CFAV and cadets, including provision of relevant support relating to age, 
disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, 
race, religion and belief (including lack of belief), sex and sexual orientation.  

 
d. Work to prevent all forms of unlawful discrimination; 

 
 e. Deal with all forms of discrimination consistently and effectively; 

 
 f. Ensure that the Equality and Diversity policy influences and informs the culture of the 

RAFAC. 
 
Gender reassignment 

15. A decision to undertake gender reassignment is made when an individual feels that his or her 

gender at birth does not match their gender identity. This is called ‘gender dysphoria’ and is a 

recognized medical condition.   Not all people who undertake gender reassignment decide to undergo 

medical or surgical treatment to alter the body. However, some do and this process may take several 

years. Additionally, there is a process by which a person can obtain a Gender Recognition Certificate, 

which changes their legal gender.   ‘Transition’ refers to the process and/or the period of time during 

which gender reassignment occurs (with or without medical intervention). 

16. In light of its comparative rarity, many individuals have an understandable lack of knowledge 

of the condition.  Due to this, and to recent casework in the RAFAC, extra guidance and information 

can be found at Annex C along with the glossary of key terms and concepts at Annex A. 

Definitions 
 
17. Equal opportunities refers to the elimination of unlawful and unfair direct and indirect 
discrimination of particular groups and promoting equal access, treatment and outcomes that take 
into account specific needs of individuals.  
 
19. Diversity encompasses visible and non-visible individual differences that includes, but is not 
limited to, differences protected by anti-discrimination legislation.  Appreciating diversity is about 
valuing differences and recognising that everyone through their unique mixture of skills and 
experience has their own valuable contribution to make. 
 
20. It is the aim of the RAFAC that individuals and groups within the organisation are not only 
treated on the basis of equality, but that their diverse contributions to the social and cultural life of the 
RAFAC are recognised and developed. 

 
Training 
 
21. Equality and diversity awareness raising and training will be mandatory for all CFAV.  
Information will be provided to all personnel in order to raise awareness of equality and diversity and 
the contents of this policy. 
 
22. The AVIP is to include the subject of E&D and all courses run by ATF are to have the 
principles of E&D embedded in them.  COs are to ensure that all cadets and CFAV joining the 
squadron are briefed fully on this policy; additionally they are to ensure that current cadets and CFAV 
are fully aware, with refresher training if necessary. 

Disciplinary and Grievance Procedures 

 
23. All CFAV have the right to submit a formal complaint through the chain of command if he or 
she believes that a breach of any aspect of the RAFAC’s Equality and Diversity policy has taken 

http://www.admin.cam.ac.uk/offices/hr/equality/reassignment/certificate.html
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place.  However, where an incident does not amount to a serious offence and is the first such incident 
involving the 2 parties, the complainant is urged to try to resolve the situation by informal means.  
Where a complainant wishes to discuss an incident ‘in confidence’ before making a decision on 
whether to proceed with a complaint, he/she is advised to contact the Sqn CO or Chaplain.  In 
exceptional circumstances, it might be desirable for an individual to seek support from a member of 
the same sex or, if possible, ethnic origin.  In such instances, advice on the best way to proceed may 
be obtained from the EOA.  Details of the complaints procedures for harassment, discrimination, or 
bullying are in JSP 763 and ACP 20 PIs 210, 310 and 410. 
 
24. Every cadet has the right to submit a complaint if he or she believes that a breach of any 
aspect of the RAFAC’s Equality and Diversity policy has taken place.  This would usually initially be to 
their CO, but where necessary or desirable, it can be made to any appropriate adult and the process 
of dealing with the complaint should mirror that for CFAV. 
 
25. Any individual who hampers an investigation, or who victimises a complainant, may be subject 
to administrative and/or disciplinary action.  One of the purposes of the current law is to ensure that 
personnel are not dissuaded from bringing discrimination claims because of fear of subsequent 
victimisation.   
 
Malicious or Vexatious Allegations 
 
26. Making malicious or vexatious allegations is both harmful to the person against whom the 
allegation is made and to the RAFAC as a whole.  If, after investigation, it is found that a complaint 
has been made maliciously, administrative or disciplinary action may be considered. 

Conclusion 

 
27. A practical, sensible and wide-ranging approach is vital to the success of any Equality and 
Diversity Policy.  By stating clearly the legal and moral responsibilities of every member of the 
RAFAC this instruction provides a framework around which organisational and cultural changes can 
be moulded as and when necessary.  Properly implemented, the provisions of this instruction will 
enable the RAFAC to achieve 4 central goals: 

a. To attract, retain and develop the high calibre individuals who are essential to the 
continued success and operational efficiency of the RAFAC. 
 
b. To provide strong leadership in tackling unlawful discrimination, harassment and 
intimidation in order to achieve a diverse and effective RAFAC, in which all have equal 
opportunity and encouragement to realise their full potential. 
 
c. To improve existing practices. 
 
d. To make the best possible use of its existing and potential volunteers so as to 
contribute to the maintenance and improvement of the efficiency of the RAFAC. 

 
Annexes: 
 
A. Glossary of Key Terms and Concepts. 
B. Terms of Reference for Equal Opportunities Adviser. 
C. Gender Reassignment – Further Information and Guidance. 
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ANNEX A TO 
          ACP20 

PI No 104 
 
GLOSSARY OF KEY TERMS AND CONCEPTS 

DISCRIMINATION 

 
1. Discrimination means to single out a particular individual or group for special favour or 
disfavour whether by direct or indirect means.  The following terms are used to describe the context 
and manner of particular types of discrimination: 
 

a. Direct Discrimination.  This arises when a person on grounds of sex or race treats 
another person less favourably than he or she would treat someone else. 
 
b. Indirect Discrimination.  This arises when a requirement or condition is applied 
equally to all employees, but when: 
 

(1) The proportion of persons of a certain sex or race who can comply with it is 
considerably smaller than the proportion of persons of the other sex or races who can 
do so. 
 
(2) The requirement or condition cannot be shown to be objectively justifiable and 
it is to the detriment of the person concerned because he or she cannot comply with it. 

 
For example, an employer who requires higher language standards than are needed for the 
safe and effective performance of a particular post may be guilty of indirect racial 
discrimination. 
 
c. Positive Discrimination.  Positive discrimination occurs when people of one sex or a 
particular race are treated more favourably than the other sex or races.  For example, this 
could occur in recruitment, selection, training, discipline or promotion practices.  It is unlawful 
and does not form any part of the RAFAC’s policies. 
 
d. Victimisation.  Victimisation is unlawful.  It occurs when a colleague, a supervisor or 
an employer treats an employee less favourably than other employees because they assert or 
have previously asserted their rights under current equal opportunities legislation.  Great care 
must be taken to protect a complainant from any victimisation.  In addition, care must be taken 
to ensure that anyone providing information or acting as a witness for a complainant’s case is 
not victimised.  When a complaint is made, both the complainant and the person being 
complained against must have their interests protected as must any other individual or group 
involved in the case. 
 
e. Segregation.  In the context of equal opportunities, segregation usually means 
creating separate facilities for the use of a particular group, set apart from the main group.  It 
is against the law to segregate individuals on racial grounds since this also amounts to 
discrimination on grounds of race or sex. 
 
f. Horizontal and Vertical Job Segregation.  Discrimination can occur in situations in 
which certain jobs are always done by men and others done by women (or by different races) 
or where jobs above or below a certain level are largely done by people of different sexes, or 
different races. 
 
g. Marital Discrimination.  When individuals or groups are discriminated against either 
because they are married or because they are single, this is sometimes referred to as “marital 
discrimination”.  Discrimination against someone on the grounds of his or her marital status is 
unlawful. 
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ETHNIC GROUP/ETHNICITY 

 
2. An ethnic group is a group of people who have a long shared history, which makes it feel 
different from other groups, and a shared culture, often including religious belief and a separate 
language. 

EQUALITY OF OPPORTUNITY 

3. Equality of opportunity in the RAF Air Cadets means that all individuals have equal access to, 
and treatment in, appointment, training and promotion based on their ability, performance and 
aptitude towards their responsibilities unless limited by virtue of current regulations governing 
nationality, duties of women, and homosexuality. 

GENDER FREE 

4. Gender free means that there is no applied advantage to either men or women.  Thus gender 
free tests or courses are those which are open to men and women.  To be lawful, the standard set on 
tests and courses must be directly applicable to the requirements of the work to which the test or 
course relates:  there must be objective justification for any criteria which lead to a difference in 
success rates between the sexes.  However, there may be indirect discrimination inherent in such 
tests and courses if: 
 

a. They have been designed to meet the needs of males or females only. 
 
b. There is a different level of preparation for men and women. 

GENDER FAIR 

5. The phrase “gender fair” is often used to suggest that there is no direct or indirect 
discrimination in an activity.  Different tests used to predict the same level of physical ability in men 
and women, for example, might be called “gender fair” rather than gender free.  However, use of such 
tests as selection criteria runs the risk of unlawfully discriminating against one sex or the other. 
 
6. Men and women often approach problems and tasks differently.  A gender fair system of 
assessment and training, it is often argued, makes allowances for, and values, these differences.  
This argument is often used to suggest segregation in training.  It is unlikely to be lawful. 
 
GENDER REASSIGNMENT  
 
6. Gender.  Gender consists of two related aspects; gender identity which is a person’s internal 
perception and experience of their gender; gender expression which is the way that the person 
behaves and lives in society and interacts with others, based on their gender identity, to live in the 
gender role (male or female) recognised in society.  Acquired gender is used to describe the person, 
s gender role after reassignment.  
 
7. Gender dysphoria.  Gender dysphoria describes the discomfort experienced when a 
person’s sense of being a man or a woman (their gender identity) is inconsistent with the physical 
appearance of the body.  In its persistent form, this is known as transsexualism.  This is a medical 
condition.  
 
8. Gender reassignment.  Under the law a person has the protected characteristic of gender 
reassignment if they are proposing to undergo, are undergoing or have undergone a process (or part 
of a process) for the purpose of reassigning their sex by changing physiological or other attributes of 
sex.  This is a personal process that may involve medical interventions such as counselling, 
psychotherapy, hormone therapy or surgery, but does not have to.  
 
9. Transsexual.  An adjective to describe a person who began life as one biological sex, then 
implements the personal process of gender reassignment to complete a transition to appear, and 
behave as the opposite sex.  Those that have completed the process may not regard themselves as 
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transsexual people but as men or woman, having resolved the conflict between their gender identity 
and gender expression.  
 

10. Transgender (often abbreviated to “trans”).  This is often used as an “umbrella term‟ to 

include all people who experience gender dysphoria and express this in some way.  Transgender 
includes transsexual people but is much wider to embrace a wide variety of gender expression 
including those who have no intention of permanently changing gender and who do not identify as 
either men or woman. 

HARASSMENT 

 
11. Harassment is often either racial or sexual in nature but it must be noted that any type of 
harassment is unlawful.  Harassment cannot be excused on the grounds that no one has opposed it 
or complained about it before.  Any actions which create feelings of offence, unease or distress can 
be classed as harassment.  What is acceptable to one person may not be to another.  It is important 
to note that harassment is conduct that is unwanted by the recipient; what is unwanted conduct is 
essentially for the recipient to determine.  Harassment with intention to cause anxiety or distress is a 
criminal offence. 
 
12. Sexual Harassment.  Sexual harassment may be described broadly as unwelcome conduct 
of a sexual nature, or other conduct based on sex affecting the dignity of men and women.  It is not 
confined to unnecessary touching or physical contact but may include, for example, sexist jokes or 
suggestive remarks. 
 
13. Racial Harassment.  Racial harassment can include all forms of racist language including 
jokes and name calling, subjecting someone to insults or ridicule, physical abuse, or the production or 
display of racist literature, pictures or graffiti. 
 
14. Bullying.  Bullying is a form of harassment and is offensive treatment through vindictive, 
cruel, malicious or humiliating attempts to undermine an individual or a group.  It can take the form of 
both physical and mental intimidation.  Bullies often abuse their power or position to mount 
persistently negative attacks on an individual’s personal and professional performance.  Bullying 
produces a threatening or intimidating environment in which an individual feels fearful and stressed.  
Initiation ceremonies involving assault, humiliation, intimidation or the abuse of alcohol are a form of 
bullying. 

PRESSURE 

15. When a person puts pressure on another person to carry out an act of unlawful discrimination 
either by providing or offering any benefit or threatening any detriment, it is unlawful.  This covers any 
form of inducement to obey unlawful instructions to discriminate or to aid unlawful acts, eg bullying or 
any other form of harassment.  Pressure can also be used to describe instructions to discriminate or 
to assist in discrimination. 

QUOTAS 

16. It is against the law to set quotas in areas such as recruitment or promotion based on sex or 
race.  However, it is acceptable to set numerical targets in order to provide a focus for improving the 
representation of one sex or race in areas where their representation is disproportionately low. 

RACE 

17. Race is sometimes used to mean colour, nationality or ethnic group.  The most commonly 
used characteristics to distinguish race are:  common geographical origin, common language and 
cultural traditions, sense of separateness, common nationality.  The problem is that it can be difficult 
to separate race from ethnic origin.  Race was widely used in the past to distinguish colour and came 
to be used to associate physical types with characteristic group behaviour. 
 
18. Racism.  Racism means the doctrine which legitimises treating people less favourably on 
grounds of race, and the manifestation of that doctrine in terms of actions by individuals or 
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organisations.  It is often characterised by antagonism towards people of a particular ethnic or 
religious background and/or belief in the superiority of one race. 
 
19. Racial Group/Racial Grounds.  The law defines “racial group” as a group of persons defined 
by reference to colour, race, nationality or ethnic or national origins.  “Racial grounds” means any of 
the following grounds:  colour, race, nationality or ethnic or national origins. 

SEX AND GENDER 

20. The word sex is used to describe biological characteristics which do not change.  Gender is 
used to describe socially constructed ways of being men and women, eg differences in activities, 
expectations, or behaviour. 

STEREOTYPING 

21. Stereotyping means using erroneous or commonly-held preconceptions about the social 
characteristics or behaviour of groups to pre-judge or categorise individuals assumed to belong to the 
groups.  Stereotyping has no place in the RAFAC and is strongly discouraged. 

VICARIOUS RESPONSIBILITY/VICARIOUS LIABILITY 

 
22. The RAFAC has automatic responsibility for any discrimination by an adult staff member 
against another.  This is the case even if superior officers were unaware of the discrimination taking 
place.  In law this is known as vicarious liability.  It is therefore the duty of personnel to take all 
reasonable practicable steps to prevent discrimination.  It is also a defence if the RAFAC prove that 
all reasonably practicable steps were taken to prevent the staff member carrying out the 
discriminatory act by, for example, promulgating to all personnel an Equal Opportunities Directive. 
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 ANNEX B TO 
 ACP20 
 PI No 104 

 
TERMS OF REFERENCE FOR EQUAL OPPORTUNITIES ADVISERS 
 
1. As an Equal Opportunities Adviser (EOA), you are responsible to the Commandant for the 
implementation and monitoring of any EO related policies or initiatives introduced by the RAFAC. 
 
2. In addition, you are to act as a source of information and advice to all personnel on all EO 
matters.  In particular, you are responsible for: 
 

a. Publicising RAFAC Equality and Diversity policy through Cadet Routine Orders and 
any other media.  Specifically you are to ensure that the Order, attached to these Terms of 
Reference, is published in Cadet Routine Orders at intervals not exceeding 3 months. 
 
b. Offering advice to any individual who feels he or she may have an EO related 
grievance. 
 
c. Ensuring any complaint is investigated thoroughly, and as quickly as possible. 
 
d. Assisting AMP(ET)Sec with the completion of any Employment Tribunal 
Questionnaires regarding RAFAC personnel. 
 

3. To enable the effectiveness of the RAFAC’s Equality and Diversity Policy to be monitored, full 
details of all formal complaints, together with details of disposal, are to be submitted to: 
 

Complaints & E&D Policy Team, 
Pers Pol 
HQ Air 
RAF High Wycombe 
NAPHILL 
Buckinghamshire 
HP14 4UE 

 
Appendix: 
 
1. Equal Opportunities – Cadet Routine Order. 
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 APPENDIX 1 TO 
 ANNEX B TO 
 ACP20 
 PI No 104 

 
EQUAL OPPORTUNITIES - CADET ROUTINE ORDERS 
 
The following Order is to be published in Cadet Routine Orders at intervals not exceeding 
3 months. 
 
EQUAL OPPORTUNITIES 
 
1. The RAF Air Cadets (RAFAC) wholeheartedly supports the principles and implementation 
of equal opportunities and opposes all forms of discrimination on the grounds of sex, race, religion, 
ethnic origin, sexual orientation, gender reassignment or marital status.  Thus, within the 
framework of current legislation, every possible step will be taken to ensure that individuals are 
treated equitably and that decisions on recruitment, selection, training, career development and 
promotion are based solely on objective and justifiable criteria.  Furthermore, it is the clear aim of 
the RAFAC to make full use of the talents and resources of all its personnel and to provide a 
healthy environment which will encourage good and productive working relations within the 
Organisation and which will contribute to its efficiency. 
 
2. Full details of the RAFAC’s Equality and Diversity Policy are published in ACP 20 PI 104 
and is readily accessible both from Unit and Wg HQs.  It is vital that all adult personnel, 
irrespective of rank or status, understand and accept their personal responsibility towards equal 
opportunities and embrace the letter, and spirit, of the law.  The RAFAC position is clear and 
unequivocal:  discrimination, harassment or bullying is unacceptable and will not be tolerated.  All 
personnel are to respect and act in accordance with this policy.  Failure to do so will be viewed 
most seriously and may result in formal disciplinary or administrative action. 
 
3. Any adult member of staff, uniformed or civilian, has the right to submit a formal complaint if 
he or she believes that a breach of any aspect of the RAFAC’s Equality and Diversity policy has 
taken place.  However, where an incident does not amount to a serious offence and is the first 
such incident involving 2 parties, the complainant is urged to try to resolve the situation by informal 
means.  Where a complainant wishes to discuss an incident ‘in-confidence’ before making a 
decision on whether to proceed with a complaint, he/she is advised to contact the HQ RAFAC 
Equal Opportunities Adviser. 
 
COMPLAINTS 
 
4. Details of how to initiate a complaint are contained in JSP 763 and ACP 20 PI 210 and 310.  
All complaints will be investigated thoroughly, impartially and in the strictest confidence. 
 
5. Any individual who hampers an investigation, victimises a complainant, or who knowingly 
makes a malicious or vexatious allegation may commit an offence and may therefore be subject to 
administrative and/or disciplinary action. 
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  ANNEX C TO 
  ACP20 
  PI No 104 

 
GENDER IDENTITY – GUIDANCE 

 
GENERAL  
 
INTRODUCTION  
 
1.  The MOD-sponsored Cadet Forces are inclusive organisations which help young people achieve 
their potential by offering a range of challenging and exciting activities based on the values and ethos of 
the Armed Forces.  We are committed to equality of opportunity for young people and adults alike, 
recognising diversity within our membership and regarding it as one of our greatest strengths. 
  
2.  Diversity and inclusion are about valuing people’s differences and recognising that everyone, 
through their own unique mixture of skills and experience, has their own valuable contribution to make.  
 
3.  The MOD-sponsored Cadet Forces are committed to ensuring that all feel valued, that the skills 
and talents of individuals are recognised and fully developed, and that the environment in the Cadet 
Forces is welcoming, rewarding and fun.  The Cadet Forces have various codes of conduct which all 
should adhere to in order to maintain the highest standards.  
 
4.  This document sets out guidance to help ensure this commitment is delivered throughout the 
Cadet Forces, for both cadets and adult volunteers.  
 
GENDER IDENTITY  
 
5.  Gender identity is our innermost understanding of ourselves, usually as ‘male’ or ‘female’. 
Gender is a spectrum and people vary as to where they identify on that spectrum. Most people develop a 
gender identity that matches their biological sex (their body).  However, for some people, who may 
identify as transgender, this does not match.  
 
6.  As many as 1 in 1,000 people may question their gender identity in some way, either temporarily 
or permanently. GIRES2 estimates that about 20,000 British people are receiving support for Gender 
Dysphoria3.  There is an increasing number of children and young people who identify as transgender.  
 
7.  It is important to understand that gender identity is completely separate to sexual orientation, 
although these terms are commonly grouped (for example, in the term LGBT – lesbian, gay, bisexual 
and transgender).  
 
WHAT IS TRANSGENDER  
 
8.  An individual may believe that the true gender they feel inside does not match the gender they 
were assigned at birth.  For example, someone who feels they are female may be in a male body.  They 
may be diagnosed with Gender Dysphoria, which is a recognised medical condition and which can be 
present from as early as two years of age.  
 
9.  A person may call themselves transgender or ‘trans’ for short.  Or they may simply live as their 
true gender and not want others to know they are transgender.  
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10.  The person may be living, or be considering living, in their true gender.  Alternatively, the person 
may be going through what is known as ‘transition’.  Transitioning manifests itself in two ways; social and 
medical. Social transition is generally the first step for a trans person.  It is different for each person but 
may include being known by a different name, telling friends and family, wearing different clothes, 
changing official documents and/or hiding parts of their body.  The person may (or may not) choose to 
undergo medical transition which can include hormone treatment and/or surgery to alter their body 
permanently to match their true gender.  
 
11.  A person aged 18 or over may choose to apply for a Gender Recognition Certificate (GRC) as a 
legal recognition of their acquired (i.e. their true) gender.  
 
What is gender reassignment or confirmation?  
 
12.  Gender reassignment or confirmation occurs when a person takes steps to alter the outward 
expression of their gender so it aligns better with their sense of who they are or, in other words, their 
identity.  Some people prefer to use the term ‘confirmation’ as they feel their gender is related to how 
they feel, rather than how their body has developed physically; therefore, they are confirming that gender 
rather than reassigning it.  
 
13.  A trans person might, therefore, reassign or confirm their gender by changing their name, title 
and pronoun and/or by wearing different clothing, altering their body language, speech and hairstyle.  As 
part of their gender reassignment, some people may also choose to take hormones and/or have surgery, 
but it is important to remember that a transgender person does need to receive medical and hormonal 
intervention.  
 
14.  Medical gender reassignment is usually a complex process that takes place over a long period of 
time, varying between individuals, and is agreed by medical professionals.  
 
What is the law?  
 
15.  “Gender reassignment” is one of the nine protected characteristics referred to in the Equality Act 
2010.  In certain circumstances, it is unlawful to discriminate (directly or indirectly) against a person 
because they are transgender.  For the purposes of the Equality Act 2010, a person has the protected 
characteristic of gender reassignment if they are:  
 

a. proposing to undergo,  

b. are undergoing or  

c. have undergone  

a process (or part of a process) for the purpose of reassigning their sex by changing their physiological 
or other attributes of their sex.  A person does not need to undergo medical intervention to have the 
protected characteristic of gender reassignment.  
 
16.  The Cadet Forces welcome diversity and are committed to ensuring that young transgender 
people who are cadets, or wish to become cadets, have access to, and are able to participate fully in, the 
cadet experience.  
 
Other gender identity differences  
 
17.  A person may feel they do not belong to either gender, or feel that neither term describes them 
accurately.  
 
18.  Non-binary is a term for people whose gender identities do not fit into the gender binary of male 
or female.  A non-binary person may consider themselves to be neither male nor female, or to be in 
some senses both male and female, or sometimes to be male and sometimes female (known as gender 
fluid). People who identify as non-binary will sometimes prefer to refer to themselves using pronouns 
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which are not gendered, for example ‘they’ or ‘ze’, or ‘Mx’ instead of Mr, Mrs, Miss or Ms. V1.0 
September 2016  
 
SUPPORTING YOUNG PEOPLE 
 
INTRODUCTION  
 
19.  Gender identity issues do not affect only adults – children as young as two years old can be 
diagnosed with Gender Dysphoria.  
 
20.  Being trans is not a safeguarding issue.  As with all young people, it is important to ensure that 
transgender cadets are protected from harm, but there are no special child protection arrangements 
which are aimed at solely protecting those who are transgender.  It is possible, however, that a young 
person who is transgender might need more support than others.  They might be more likely to face 
unwelcome reactions from peers and even from family members, for example though hostile or isolating 
behaviour or though a refusal to acknowledge the young person’s gender identity.  There is, therefore, 
huge potential for the Cadet Forces to support young people with gender identity issues at a time when 
they may feel ostracised and excluded from many of the social activities that young people take for 
granted.  
 
What do gender identity issues in young people look like?  
 
21.  A young person who is transgender may be considering living, or may have chosen to live, in 
their true gender.  As a result, the person might adopt a different name; use a different pronoun to 
describe themselves; wear clothing associated with their true gender or hide parts of their body.  They 
may (or may not) decide to have medical treatment to change their body to match their gender.  
 
A young person is going through, or considering, transition/gender reassignment or 
confirmation. What does this mean?  
 
22.  Young people under 18 who identify as trans are usually referred to a specialist child and 
adolescent Gender Identity Clinic (GIC). Staff at these clinics can carry out a detailed assessment of the 
young person, to help them determine what support they need.  
 
23.  The young person may decide they want to either alter their body permanently or their 
appearance to match their true gender.  Young people may be prescribed medication to stop puberty 
from progressing, or (from age 16) hormones to allow their body to develop in the way of their true 
gender. Later on, (from age 185) the young person might undergo surgery to change their body to match 
their true gender.  This whole process is known as transition, gender reassignment or gender 
confirmation.  It is usually a complex process taking place over a prolonged period.  It is important to 
recognise that this experience can be very stressful, and that it may also be confusing or upsetting for 
the young person.  
 
24.  A young trans person should be treated as a member of their true gender, irrespective of what 
stage they are at.  
 
What are some of the challenges faced by young transgender people?  
 
25.  Puberty – Puberty can be a very difficult time for all young people, but even more so for young 
trans people because their body is changing physically in a way that contradicts their true gender.  Drugs 
may be prescribed to ‘block’ puberty.  Young people who are developing breasts may strap down their 
chests to make it less obvious.  This is called binding and it is important to respect the young person’s 
decision to do this.  
 
26.  Prejudice and discrimination – Unfortunately, transgender people often experience prejudice 
and discrimination.  Young trans people may have experienced or be experiencing transphobic bullying. 
The Cadet Forces are inclusive organisations in which bullying and other inappropriate behaviour (by 
other cadets or by adult volunteers) which is related to a person’s gender identity will not be tolerated.  
 



Uncontrolled copy not subject to amendment 

104-C-4 
Version:  8.0 

27. Emotional wellbeing – Transgender people are more likely to experience mental health issues 
or have low self-esteem, often because of prejudice and discrimination they encounter.  They may not 
have told their families, or they may be facing hostility from them.  It is worth noting that 48% of trans 
people under the age of 25 have attempted suicide.  
 
How do I make my cadet unit inclusive?  
 
28. Allow young people to express their identity freely and don’t make assumptions.  Don’t group 
cadets by gender but allow equal access to all activities.  Avoid gender stereotyping (for example: boys 
like football, girls like the colour pink).  
 
29.  When addressing the whole unit, a gender-neutral term will help support an open and inclusive 
environment.  For example, use “Hello Everyone” instead of “Hello Gentlemen”, or talking to a group of 
female cadets as “ladies”.  This is good practice at all times, and not just because there is a trans young 
person in the unit.  
 
How can I support a young transgender person or one who questions their gender identity?  
 
30.  Each person should be considered individually.  Points to consider include:  
 

a. Be led by the young person and, where supportive, their parents or carers.  Be aware of 

thepossibility that parents or carers may have their own prejudices or may be unaware of how the 

young person feels.  

b. Listen to, and accept without judgement, what the young person is telling you.  Reassure 

them and explain there are other young people who have these feelings, including others in 

cadets.  Refer them to support organisations like Mermaids6 if needed.  

c. Be vigilant at looking for signs of bullying.  Treat this in the same way as for any other 

bullying and follow the appropriate anti-bullying policy.  It may be that raising young people’s 

understanding of gender identity issues will help prevent or eliminate any bullying (but any work 

should be part of a wider piece around diversity and inclusion for all to ensure the focus isn’t 

directed solely towards a vulnerable trans young person).  

d. Find out if the young person is happy for others to know that they are transgender. 

Respect the young person’s rights and privacy, and reassure them of complete confidentiality; 

you must not tell others without their consent.  

e. Don’t ask for information about what medical treatment they have had unless you need to 

ask for a valid reason.  If in doubt, seek legal advice.  

f. When addressing the young person, ensure that you use their true gender, name and 

pronoun.  Deal with any mistakes sensitively, making corrections by using the young person’s 

preferred name.  

g. If the young person changes their name or gender during their time in cadets, ensure you 

change all records.  You do not need any documentary evidence or formal proof to do so.  

h. Treat the young person as a member of their true gender while protecting them and all 

young people from vulnerable situations.  Be aware that the young person will not want to appear 

different from their peers and will want to avoid causing any embarrassment.  Don’t let their 

gender identity become a frequent talking point.  

i. Conduct any conversations in an appropriate environment and in accordance with the 

Red Book.  
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Will I need to adapt cadet activities? 
 
31.  If you have young people who are binding their chests, monitor them carefully during particularly 
physical activities (such as rock climbing) and hot temperatures.  There is a chance that the binding 
could cause discomfort or even impair breathing, and it may be necessary to subtly offer more breaks.  
 
32. You will need special considerations around water-based activities such as swimming.  Plan 
ahead and discuss with the young person and their parent or carer in advance.  Be aware that the young 
person may want to wear layers of clothing to conceal their body.  
 
Which toilets and washing facilities should the young person use?  
 
33.  It is good practice to allow transgender people to use the facilities appropriate to their true 
gender.  Where possible, the decision on which toilets or showers are used should be led by the 
transgender person’s preference (that is, which facilities the person feels most safe and comfortable 
using).  Where they are available, private, gender-neutral facilities will often be the preferred option. 
However, where they are not available, consideration should be given about whether the person would 
feel more comfortable using communal facilities at times when they are not being used by others.  
 
34.  Be aware that young trans people may have a lot of anxiety around using toilet facilities, and may 
even avoid using the toilet or drinking.  This can lead to ill-health, so it’s important to be aware of this and 
to provide reassurance if needed, reminding the young person they may use whichever facilities they 
find most comfortable and at any time.  
 
What about nights away, camps and trips?  
 
35.  Discuss options well in advance with the young person and others involved, while protecting the 
young person’s right to privacy.  It is important to ensure that everyone is comfortable with the 
arrangements.  Be sensitive to the needs of the young trans person: avoid making them feel singled-out 
or that they are being treated less-favourably than others because they are transgender. 
  
36.  As with all young people, confirm (generally using a parental consent form) whether the young 
person needs to take any medication.  
 
37.  Consider having one named cadet force adult volunteer (CFAV) who is aware that the cadet is 
transgender and knows of any treatment or medication the cadet is taking in order to provide support 
and medical treatment if required.  Where possible, the young trans person should choose the CFAV 
they wish to take on this role.  The gender of the selected CFAV is irrelevant.  
 
How can I manage sleeping arrangements?  
 
38.  Residentials require careful planning to ensure that the young trans person is accommodated 
with the most suitable individuals in a way that does not compromise the dignity or security of any 
individual.  The young trans person is the first person who should be consulted about these 
arrangements.  
 
39. Sleeping arrangements should be planned carefully, assessing the needs and ages of the young 
people, and any risks.  A young person may be binding their chest or wearing very tight underwear to 
flatten themselves.  The opportunity to remove this clothing overnight in private is very important. Some 
options to consider, risk assess and discuss with the young person and their family are:  
 

a. Sharing with other people of their true gender (or their gender at birth if they prefer), either 

in large or small rooms or tents with their trusted friends.  

b. Large rooms or tents with various sleeping compartments, allocating discretely the young 

person their own compartment for privacy.  

c. Having their own room or tent.  
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What do I need to consider when organising international events?  
 
40.  Be aware that some countries are not as open as the UK, legally or culturally. Some may even 
have laws which make it illegal to be part of the transgender community. Check the laws for the country 
before you plan a visit.  Consider any border crossing checks (for example, airport security scanning, 
and that the young person’s passport may be in a different name to their preferred name).  
 
What about sports and physical activity?  
 
41.  Young trans cadets should be allowed to take part in physical activity and sports in their true 
gender wherever possible.  However, if the activity is ‘gender-affected’ – that is one in which there are 
serious health and safety issues, or where they would gain an unfair advantage over other people of 
another gender (because of strength, stamina etc), those who are organising the activity should consider 
whether it is necessary to prevent transgender person from participating in their true gender.  If it is not 
necessary, the young trans person should be allowed to take part in their true gender.  Further guidance 
is attached at Annex A.  
 
How about uniform?  
 
42.  Transgender cadets should comply with dress regulations in a manner consistent with their true 
gender identity.  
 
Is there anything else I need to consider?  
 
43.  Be aware that young trans people can sometimes attract a lot of unwanted media attention.  In 
the event of enquiries, rather than saying “no comment” or “no access”, it is more appropriate to use the 
line “We are committed to diversity and inclusion.  We do not comment on particular individuals”.  As with 
all cadets, unless there is valid consent, CFAVs are not to photograph or name the cadet, or allow 
anyone else to do so.  
 
How do I respond to any CFAVs who are not inclusive of transgender cadets?  
 
44.  CFAVs should be reminded of their commitment to the Cadet Forces’ diversity and inclusion 
policy and their chain of command should support them to change their practice.  Often, a lack of 
awareness or understanding can be the reason for non-inclusive behaviour, so some education may be 
needed.  This could involve discussion, or it may be useful to arrange an awareness-raising session in 
your area or district.  
 
45. All CFAVs are responsible for acting as role models by celebrating diversity and inclusion and by 
creating an environment in which all cadets can enjoy a safe and inclusive cadet experience.  
 
Finally  
 
46.  A document, ‘Ways to make your youth group a safe and welcoming place for young transgender 
people’ (taken from the GIRES website), is recommended reading for all CFAVs.  
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SUPPORTING ADULT VOLUNTEERS  
 
INTRODUCTION  
 
47.  The MOD (including the Cadet Forces) is committed to diversity and inclusion, and is open to all 
people.  
 
48.  Transgender people should be treated as their true gender, regardless of what (if any) medical or 
legal steps they have taken to reassign their gender.  This is irrespective of whether the adult volunteer 
(a) has undergone, is undergoing or is intending to undergo medical treatment, or (b) is in possession of, 
or has applied for, a Gender Recognition Certificate. 
  
How can I support a transgender adult volunteer?  
 
49.  Each person should be considered individually. Points to consider include:  
 

a. Respect the person’s rights and privacy.  

b. Reassure the person that you will support them and ask how you can support them. Don’t 

be afraid to ask questions.  

c. Be sensitive and empathetic; consider how you might feel if you were born with a body 

that did not match your gender. The individual may have had previous negative experiences and 

their mental health may have been affected by this.  

d. Don’t treat the person differently –treat them as a member of their true gender.  

e. Ensure when addressing the person, that you use their preferred name and pronouns. If 

you are unsure, ask. Deal with any mistakes sensitively and simply, and correct them by using 

the person’s preferred name.  

f. Do not share information about the person’s gender identity history or trans status, unless 

you have the person’s informed and freely-given consent. In case of doubt, always seek legal 

advice.  

g. Do not comment on the person’s appearance in relation to their true gender (their 

‘passability’) unless they ask specifically for your opinion.  

h. Be prepared for any questions or comments from other adult volunteers or from cadets.  

 
What facilities should the person use?  
 
50.  It is good practice to allow transgender people to use the facility that is appropriate to their true 
gender.  Where possible, the decision on which toilets or showers to use should be led by the 
transgender person’s preference (that is, what the person feels most safe and comfortable using).  
Where they are available, private, gender-neutral facilities will usually be preferable but, where they are 
not available, consideration should be given about whether the person would feel more comfortable 
using communal facilities at times when they are not being used by others.  If the transgender person’s 
preference is to use the disabled or accessible facilities, refer to them (and label them) as ‘unisex’ or 
‘accessible’ facilities, rather than ‘disabled’ facilities.  
 
How about uniform?  
 
51.  Transgender adult volunteers should comply with dress regulations in a manner consistent with 
their true gender identity.  
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How does this affect the appointments process?  
 
52.  Be aware that the application forms for the various Disclosure organisations ask applicants to 
state any previous names they have been known by, as this is required to process the Disclosure 
application.  If transgender applicants don’t want to reveal details of their previous identity when applying 
to become an adult volunteer, they should contact the relevant Disclosure organisation as follows:  
 

a. England and Wales:  
 

By email at sensitive@dbs.gsi.gov.uk.  
 

Or by post to:  
 
Sensitive Applications Team  
Customer Services  
Disclosure and Barring Service  
PO Box 165  
LIVERPOOL  
L69 3JD  

 
b. Scotland:  

 
Disclosure Scotland Helpline on telephone: 0870 609 6006.  

 
c. Northern Ireland:  

 
AccessNI’s Operations Manager on telephone: 0300 200 7888.  

 
53.  Under the Gender Recognition Act 2004, a person may commit a criminal offence if they disclose 
information (received in an official capacity) which reveals (a) the gender history of a transgender person 
who holds a gender recognition certificate (GRC) or (b) that a person has applied for a GRC. Where it is 
necessary to provide information about a transgender person, consideration should be given to redacting 
the information that is sent. For example, if it is necessary to provide evidence of a trans person’s 
qualification, consideration should be given as to whether the person in possession of a certificate that 
has been provided by the trans person, can confirm to others that the trans person holds the necessary 
qualifications, rather than sending a copy of a certificate (if the certificate reveals that their birth gender is 
different to their true gender). In cases of doubt, legal advice should be obtained.  
 
How can I support someone undergoing gender reassignment or transition during their role?  
 
54.  An adult volunteer may inform you that they are intending to undergo gender reassignment. 
Where this happens, careful planning and preparation are needed to support the volunteer.  
 
55.  You should have a private discussion with the volunteer to explore how they would like to 
proceed and how you can support them. You can discuss a range of options as appropriate, including:  
 

a. Remaining continuously at the same unit;  

b. Having a break for some weeks or months before returning to the unit in their true gender;  

c. If they are uncomfortable remaining with the same unit, they may wish to move to a 

different unit, starting their new role in their true gender.  

56.  It may be appropriate to plan with the adult volunteer, a discussion with cadets and/or or the 
parents/ carers of cadets; remembering that information should be disclosed (with the informed consent 
of the transgender person) only to those who need to know.  The following should be considered when 
working together to determine the best course of action:  
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a. Current awareness of the unit involved and the characteristics or dynamics of the cadets, 

parents, carers etc.  

b. Who the person is comfortable confiding in.  

c. Keeping the volunteers’ thoughts and feelings at the centre.  

d. What the trans person wants, i.e. what information the trans person wishes to be 

communicated to others, and how they want that information to be communicated.  

57. It is important to update all communications and records as soon as possible to reflect the 
person’s correct name and pronouns.  You do not need to ask for proof for their records to be altered. 
There are no circumstances in which an adult volunteer should be asked to produce a Gender 
Recognition Certificate.  
 
What do we need to think about when planning trips or events?  
 
58.  Be aware that some countries are not as open as the UK, legally or culturally.  Some may even 
have laws which make it illegal to be part of the transgender community.  Check the laws for the country 
before you visit, and plan ahead.  Consider any border crossing processes eg. airport security screening 
and that the person’s passport may be in a different name to their preferred name).  
 
How do I respond to any CFAVs who are not inclusive of transgender CFAVs?  
 
59.  CFAVs should be reminded of their commitment to the Cadet Forces’ diversity and inclusion 
policy and their chain of command should support them to change their practice.  Often, a lack of 
awareness or understanding can be the reason for the non-inclusive behaviour, so some education may 
be needed.  This could involve discussion, or it may be useful to arrange an awareness-raising session 
in your area or district.  
 
60.  All CFAVs are responsible for acting as role models by celebrating diversity and inclusion and by 
creating an environment in which everyone can enjoy a safe and inclusive experience.  
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APPENDIX 1 TO 
ANNEX C TO 

PI 104 
ACP 20 

 
SPORTS AND PHYSICAL ACTIVITY – FURTHER GUIDANCE FLOWCHART 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notes:  
 
1.  Health and safety risks must always be considered whenever sporting or physical activities are 
organised, regardless of whether any cadet who is to take part is transgender.  A cadet should be 
prevented from participating in an event if, for medical reason, there is a foreseeable risk of harm. 
Similarly, a cadet may be prevented from taking part if their stature creates a risk of harm to themselves 
or others (for example, in contact sports).  However, it is important that those who organise sporting or 
physical activities take steps to ensure that no cadet is excluded unnecessarily.  So, any non-contact 
activities could be organised, or teams selected, according to stature rather than gender. Where it is 
absolutely necessary to exclude a cadet from taking part for health and safety reasons, it is important not 
to cause embarrassment.  The cadet’s privacy should be respected and every effort made to ensure 
their gender or medical history is not revealed through careless, insensitive or inappropriate handling.  A 
transgender cadet should not be required, cajoled or encouraged to take part in a team made up of 
those who share their birth gender.  
 
2.  A person may gain a competitive advantage because they have considerably more size or 
strength than their peers. 
 

Would the health and safety of the 
transgender cadet (or any other cadet be 

placed at risk if the transgender cadet were 
allowed to participate in their affirmed (true) 

gender? 
(see Note 1) 

Would the transgender cadet have a 
competitive advantage if they were allowed to 

participate in their affirmed (true) gender? 
(see Note 2) 

In the particular circumstances does it matter 
if the transgender cadet has a competitive 

advantage? 
(see Note 3) 

The transgender cadet should be allowed to 
participate in their affirmed gender. 

The transgender cadet may be prevented 
from participating in their affirmed gender. 

(see Note 4) 

No 

Yes 

Yes 

Yes 

No 

No 
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3.  There may be some circumstances where the competitive advantage that a transgender cadet 
will have if they compete against others in their affirmed (true) gender makes it necessary to prevent 
them from doing so.  For example, it may be necessary if cadets are taking part in an official, externally-
organised event where the rules and requirements preclude transgender athletes competing in their 
affirmed (true) gender.  It is good practice for cadet unit commanders to enquire well in advance about 
the entry requirements for such events.  Transgender cadets can then be advised of the requirements 
and can make informed decisions about participating.  However, in most circumstances and, particularly 
where activities are organised internally or informally, it may be better to overlook the competitive 
advantage and allow a transgender cadet to compete in their affirmed (true) gender.  This is because the 
aim of having an inclusive, nurturing environment will outweigh, in many instances, the aim of ensuring 
fair competition.  
 
4.  One of the aims of the Cadet Forces is to provide an inclusive environment where all feel 
welcome.  Hopefully, the cadet experience will build confidence and teach cadets valuable life skills. 
Therefore, it should be only in very rare circumstances that cadet unit commanders, or those organising 
sporting or physical activities, should consider it necessary to prevent a transgender cadet from taking 
part in their affirmed (true) gender.  
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ANNEX D TO 
 ACP20  

PI 104 
 

CADET ROUTINE ORDER ON EQUALITY AND DIVERSITY FOR CADETS 
 
The following Order is to be published in Cadet Routine Orders at intervals not exceeding 3 months. 
 
EQUALITY AND DIVERSITY - CADETS 
 
1. The RAF Air Cadets (RAFAC) wholeheartedly supports the principles and implementation of 
equal opportunities and diversity and opposes all forms of unlawful discrimination on the grounds of sex, 
race, religion, disability, ethnic origin, sexual orientation, gender reassignment social background or 
marital status.  Thus, within the framework of current legislation, every possible step will be taken to 
ensure that individuals are treated equitably and that decisions on training, personal development and 
promotion are based solely on objective and justifiable criteria. 
 
2. Full details of the RAFAC’s Equality and Diversity policy for all personnel are published in ACP 
20, PI 104 and are readily accessible both from Unit and Wg HQs.  It is vital that all cadets accept their 
personal responsibility towards equality and diversity and embrace the letter, and spirit, of the law.  The 
RAFAC position is clear and unequivocal:  unlawful discrimination, harassment or bullying is 
unacceptable and will not be tolerated.  All cadets are to respect and act in accordance with this policy.  
Failure to do so will be viewed most seriously. 
 
3. Any cadet has the right to submit a formal complaint if he or she believes that a breach of any 
aspect of the RAFAC’s Equality and Diversity policy has taken place.  However, where an incident does 
not amount to a serious incident and is the first such incident involving 2 parties, the complainant may 
wish to try to resolve the situation by informal means.  Where a complainant wishes to discuss an 
incident before making a decision on whether to proceed with a complaint, he/she is advised to contact 
their Squadron CO or Wing Staff Officer in the first instance. 
 
COMPLAINTS 
 
4. Details of how to initiate a complaint are contained in ACP 20, PI 104.  All complaints will be 
assessed thoroughly and impartially. 
 
5. Any individual who hampers enquiries, victimises a complainant, or who knowingly makes a 
malicious or vexatious allegation may commit an offence or be guilty of misconduct and may therefore 
be subject to administrative action which may even include dismissal from the RAFAC. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 105 
 

MISUSE OF DRUGS 
 
 
INTRODUCTION  
 
1. General.  Drug misuse in our society, especially among adolescents and young adults, is harmful 
and a major social problem.  The policy with dealing with abuse or alleged abuse is laid out in this 
instruction, but it is essential that if it is thought that there is any risk to life, that medical attention is 
sought immediately for any individual that appears to be ‘under the influence’. 
 
2. Definition.  A drug may broadly be described as any substance other than food or drink which 
when taken into the body by swallowing, injection, inhalation or otherwise, affects the mental and/or 
physical capability of the body.  Types of drugs and their effects are listed at Annex A. 
 
THE PROBLEM 
 
3. Drugs taken illegally have in the past been classified by common usage as "hard" drugs, such as 
heroin, cocaine, morphine or LSD, or "soft" drugs such as amphetamines or cannabis.  However, the 
terms "hard" and "soft" are no longer used as they can be misleading.  It is generally more useful to 
categorize drugs according to the effects they produce, as follows:   
 

a. Depressants.  Reduce alertness, activity and speed of response.  
 
b. Stimulants.  Arouse excitement and a sense of elation, but may impair judgement and 
accuracy of response.  
 
c. Hallucinogens.  Distort perception, sensation and judgement.  

 
Among the more common depressant drugs are tranquillisers, barbiturates, and the opiates.  Stimulants 
include amphetamine drugs and cocaine, while hallucinogens include such substances as LSD.  All 
these drugs have one thing in common; except when prescribed under medical supervision their use is 
illegal.  
 
4. However, there are other substances, legally and openly available, which can be used singly or in 
combination to produce the same effects as drugs.  These include some pharmaceuticals, eg medicinal 
drugs which can be bought freely in a chemist shop, and solvents or other volatile substances.  The 
latter may appeal to juveniles because of their speed of action, transient duration, ease of usage and 
ready accessibility.  In addition there are chemicals called new psychoactive substances, commonly 
known as legal highs that are readily available in certain areas and sold openly.  Although not in 
themselves illegal, the use of them to produce the effects of drugs is not only harmful, but is 
unacceptable in the Corps environment and may incur disciplinary action.   
 
5. The problem of drug abuse has more recently become compounded by the identification of 
intravenous drug abusers who share needles or other equipment as one of the principal groups at high 
risk of infection with the virus that causes AIDS (Acquired Immune Deficiency Syndrome).  There is so 
far no reason to believe that this situation is likely to occur in the Corps, but the forecast progress of the 
disease and the possible development of drug abuse activities in society at large suggest that the 
possibility cannot be ignored.  
 
EFFECTS  
 
6. The Individual.  The visible effects of drug taking will vary with the drug taken, but the most 
common effects include drowsiness, a drunken appearance, lack of co-ordination, confusion, a dreamy 
or blank expression, slurred speech, enlarged pupils, shakiness, aggressive behaviour, rapid speech or 
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violence.  Apart from these more immediate effects, longer term signs are; changes of behaviour pattern, 
"highs" followed by "lows", loss of pride and self respect, irrationality, deterioration in performance and 
loss of motivation.  Other indications which might arouse suspicion are attendance at all night parties, 
the frequenting of places used by drug abusers or which are known to be sources of supply, the use of 
addicts' jargon and general disaffection or disinterest.  These signs will normally be obvious and the 
serious drug offender will not easily escape detection.  However, the casual or occasional drug offender, 
or the experimenter, may not show any such signs, and may in fact appear absolutely normal.  Only 
keen observation by his superiors, colleagues and friends is likely to expose his activities.  
 
7. The Corps.  Apart from the harmful effect upon the individual, any publicity surrounding the 
misuse of drugs represents a serious threat to the image of the Corps.  Those involved in such misuse 
simply cannot be relied upon to perform their ATC duties or conduct their lives in a proper manner and 
this is unacceptable in a National youth organisation which lays great stress upon individual 
responsibility, team work and citizenship training.  Drug takers are a danger to themselves and to others 
and in most cases must be removed from the Corps.  
 
INVESTIGATION OF SUSPECTED DRUG MISUSE  
  
8. Whenever a CO suspects that a member of staff or a cadet may be involved in any way in drug 
abuse on a RAF station, the matter is to be reported immediately to the CO of the station concerned; in 
all other cases, the matter is to be reported immediately to the civil police.  In all cases, OC Wing is to be 
informed of the incident by telephone as soon as possible after the initial reporting action has been taken 
followed by a written report to HQ RAF Air Cadets (SO2 Casework) via Wing and Region.  Care must be 
taken to preserve all evidence of the drug activity until the investigation has begun.  Substances thought 
to be drugs, containers in which they have been kept and other associated materials are to be preserved 
in the state in which they were found.  Consideration should be given to the support of CFAV or cadets 
that may have had to deal with an individual under the effects of drugs.  There are multiple sources of 
welfare if required – the Sqn padre is one such example and further support can be sought from Wing 
HQ if required. 
 
DISCIPLINARY ACTION  
 
9. If the investigation by the appropriate authority indicates that there is prima facie evidence of an 
offence having been committed the following action is to be taken:  
 

a. Officers.  Suspend the individual concerned and raise a Special Report iaw ACP 20 PI 
207 recommending that the individual concerned be removed from the RAFVR(T) under the 
terms of AP 1919 para 346.  
 
b. SNCOs/WOs (ATC), Civilian Instructors (when a certificate of appointment has been 
awarded).  Suspend the individual concerned and raise a Special Report iaw ACP 20 PI 307 
recommending that the appointment of the individual concerned be terminated under the terms of 
AP 1919 Chapter 3.  
 
c. SNCOs/WOs (ATC), Civilian Instructors (when no certificate of appointment has not 
been awarded).   Where the appointment of a SNCO/WO or civilian instructor has not been 
officially recognised the individual's service may be terminated iaw AP 1919 Chapter 3.  
 
d. Cadets.  Normally to be dismissed for serious misconduct under the terms of PI 501.  
However, where it is considered that the drug involvement was experimental, OC Sqn is to 
suspend the cadet from all ATC activities and submit a report on the incident through OC Wg to 
the Rgnl Comdt.  Rgnl Comdt will review the case and notify a decision regarding the cadet's 
future in the ATC to OC Sqn through OC Wg.  
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GENERAL  
 
10. All incidents of drug misuse are to be reported to HQ RAF Air Cadets (SO2 Personnel) as quickly 
as possible.    
 
Annex: 
 
A. Types of Drugs and Their Effects. 
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            ANNEX A TO 
            ACP 20 

  PI NO 105 
 

TYPES OF DRUGS AND THEIR EFFECTS 

 

DEPRESSANTS - Regular use of depressants may lead to addiction or death by overdose. 
 
Depressants are drugs which act on the central nervous system to promote relaxation or sleep.  Legal drugs in 
this   group which are most commonly misused include barbiturates, tranquilisers and painkillers. 

       

Drug Used Slang 
Names 

Method of 
Administration 

Physical 
Symptoms 

Withdrawal 
Symptoms 

Warning 
Indicators 

First Aid 

 
Barbiturates 

   
 
 
 
 
Drowsiness, 
stupor, slurred 
speech, drunken 
appearance, 
nausea, 
confusion, 
lethargy, poor 
co-ordination 

 
 
 
 
 
 
Insomnia, 
tremors, 
delirium, 
nervous 
anxiety, 
convulsions 

 
 
 
 
 
Stockpile of 
tablets or 
capsules. 
Marked 
change in 
performance 
at work or in 
social 
attitude 

 
 
 
 
 
 
 
 
Keep body 
warm, 
obtain 
medical 
assistance 

Amytal 
Nembutal 
Seconal 
Tuinal 

Angels 
Nemmies 
Red Devils 
Red & 
Blues 

 
 
 
 
 
 
 

Oral or by 
Injection 

  

 
Tranquilisers 

 

Ativan 
Librium 
Valium 
Mogadon 
Temazepam 

Tranx 
Bennies 
 
Moggies 
Green 
Eggs 

  

 
Painkillers 

 

DF 118 
Diconal 
 

 
Dikes 

       
Heroin Skag, 

Horse, "H", 
Smack 

Inhalation of 
fumes or by 
Injection 

Euphoria 
followed by 
relaxation to a 
comatose state.  
Shallow 
breathing, 
clammy skin 
 

Irritability, 
tremors, 
nausea, 
cramps, loss 
of appetite, 
panic 

Marked 
change in 
performance 
and 
possession 
of injection 
kit 

Obtain 
medical 
assistance 
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STIMULANTS - Drugs in this group are highly addictive 
 
Stimulants act by increasing the blood flow and pressure and by boosting the adrenalin to stimulate the mind of the 
abuser. The general reaction is to relieve fatigue and to induce a feeling of well-being 
 

Drug Used Slang 
Names 

Method of 
Administration 

Physical 
Symptoms 

Withdrawal 
Symptoms 

Warning 
Indicators 

First Aid 

       
Cocaine 
Hydrochloride 

Coke 
Snow 
White Lady 
Charlie 

Oral with food 
or drink.  
Inhalation by 
snorting, 
injection 

Agitation, 
Talkativeness 
nervous 
energy, 
euphoria 

Depression, 
insomnia, 
irritability, 
confusion 

Possession 
of kit 
including 
mirrors, fine 
blade knives 
and purpose 
made 
straws 

Reassurance 

       

       
Crack Rock  

Crystal 
Free Base 

Inhalation of 
fumes 

Intense 
exhilaration 
sudden mood 
changes, 
violent 
behaviour 

Deep 
depression, 
acute 
anxiety 

Possession 
of kit 
including 
specially 
made pipes 

Reassurance, 
protect against 
self inflicted 
injury 

       

       
Amphetamine 
Sulphate 

Speed 
Whizz 
Amphet 

Injection or 
oral when 
mixed with 
food or drink 

Excitability 
talkative, 
tremors and 
aggressive 
behaviour 

Depression, 
fatigue, 
paranoia 

Injection kits Reassurance 
to avoid panic 

       

       
Methylene-
Dioxy-Meth-
Amphetamine 

Ecstasy 
MDMA 
"E" 

 
 
 
Oral in tablet 
or capsule 
form 

 
 
Intense 
exhilaration, 
tremors, 
muscle 
spasms, 
excess energy 

 
 
 
Depression, 
anxiety, 
confusion 

 
Drug related 
heartstroke, 
liver and 
kidney 
disorder, 
severe 
internal 
bleeding 

 
 
Reassurance, 
protect against 
self inflicted 
injury 

Methylene- 
Dioxy-
Amphetamine 

Ecstasy 
MDA 

Methylene-
Dioxy-Ethyl-
Amphetamine 

Ecstasy 
MDEA 
Eve 
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HALLUCINOGENS -  Drugs in this group are not addictive but their use may lead to mental instability or death 
from actions undertaken whilst under their influence 

 

Drug Used Slang 
Names 

Method of 
Administration 

Physical 
Symptoms 

Withdrawal 
Symptoms 

Warning 
Indicators 

 

       
Lysergic Acid 
Diethylamide 
(LSD) 

Trips 
Acid 
Flash 
Tab 
Microdots 

Oral in paper/ 
small Gelatine 
tablet form 

Hallucinations 
and distortion of 
perception 

None 
known, 
possibility 
of flashback 
for up to 4 
years after 
use 

 
 
 
 
 
 
 
 
None 
known 

 
 
 
 
 
 
Reassurance 
to avoid panic.  
Obtain medical 
assistance 

     

     
Psilocybin 
(Mushrooms) 

Magic 
Mushrooms 

Inhalation by 
smoking.  Oral 

Uncontrolled 
hallucinations 

None 
known.  
15% 
chance of 
flashback 

     

     
Datura 
(Common 
Weed) 

 Inhalation by 
smoking    

Hallucinations None 
known 

       

 
 

SOLVENTS -  The misuse of solvents is not likely to be addictive but may lead to long-term damage to vital 
organs or to accidental death. 

 
Solvent misuse (eg glue sniffing) involves the inhalation of a wide variety of substances including adhesives, 
solvents, petrol, aerosol sprays and butane gas to obtain and intoxicating, stupefying or hallucinatory effect. 

 

Drug Used Slang 
Names 

Method of 
Administration 

Physical 
Symptoms 

Withdrawal 
Symptoms 

Warning 
Indicators 

First Aid 

       

Butane Gas 
 
Nail Varnish 
 
Petrol 
 
Thinners 
 
Adhesives 
 
Solvents 

 Inhalation.  
Usually a bag 
or container is 
used to 
concentrate the 
fumes 

Apparent 
drunkenness, 
nausea, 
lethargy, lack 
of 
co-ordination 

Depression, 
agitation, loss 
of memory 

Anti-social 
behaviour.   
Glue or 
solvent 
stained bags 
or clothing.  
Sores around 
nose or lips.  
Confusion or 
personality 
change 

 
 
 
 
 
 
 
Reassurance; 
treat as for 
shock.  
Obtain 
medical 
assistance if 
required 

      

      

Amyl nitrite Poppers Inhalation Mild 
stimulation.  
Increase in 
heart rate 

Depression, 
agitation, loss 
of memory  

Anti-social 
behaviour.  
Confusion or 
personality 
change 

       

 
  



Uncontrolled copy not subject to amendment 

105-A-4 
Version:  8.0 

CANNABIS - Cannabis is the most common drug of misuse in the UK.  Long term use of the drug may lead to 
serious medical problems including damage to the liver and/or the respiratory and circulation 
system, a tendency to muddled thinking and an adverse effect on the reproductive system in both 
male and female misusers 

 

Drug Used Slang Names Method of 
Administration 

Physical 
Symptoms 

Withdrawal 
Symptoms 

Warning 
Indicators 

 

       
Cannabis 
Resin 

Hash 
Shit 
Red 
Blow 
Black 
Ganga 
Gold 
 

Inhalation from 
cigarettes 
(joints, reefers, 
or spliffs or 
pipes) 

 
 
 
 
 
 
 
Apparent 
drunkenness, 
lack of 
co-ordination, 
minor 
hallucinations, 
hysteria, 
confusion 

 
 
 
 
 
 
 
 
 
Insomnia, 
fatigue, loss 
of appetite 

 
 
Possession of 
kits including 
extra length 
cigarette 
papers 

 
 
 
 
 
 
 
 
 
 
Reassurance 
to calm user 

 
Herbal 
Cannabis 

 
Hash 
Pot 
Grass 
Draw 
Blow 
Marijuana 
 

 
Inhalation 
same as 
above. Oral 
when mixed 
with food 

 
 
 
Possession of 
specially 
made pipes 

 
Cannabis Oil 

 
Hash oil 
Oil 

 
Inhalation.  Oil 
applied to 
normal 
cigarettes 
 

 

 
NEW PSYCHOACTIVE SUBSTANCES (‘LEGAL HIGHS’) 
  
New Psychoactive Substances (NPS) are chemicals that can have mood affecting properties but are not always 
controlled by drug laws. They are commonly known as ‘legal highs’ which can be misleading as it might imply that 
these substances are safe and legal which is not always true. They can be designed to mimic the effects of illegal 
drugs such as cannabis, LSD and cocaine; the appearance will vary depending on the drug but most NPS are 
chemicals produced in a lab and come in powder, pill or herbal form. 
  

Drug Used Associated 
Names 

Method of 
Administration 

  

Physical 
Symptoms 

Withdrawal 
Symptoms 

Warning 
Indicators 

First Aid 

  
Synthetic 
Cannabinoids 

  
Legal highs, 
weed, grass, 
herbal/room 
incense, 
herbal highs 
  

  
Normally by 
smoking (from 
joints, 
vaporizers, 
bong pipes) 

  
Relaxation, 
rapid heart 
rate, anxiety, 
paranoia 
  
  
  

  
Insomnia, 
tremors, 
shakes, pain, 
agitation  
  
  
  
  

  
Marked 
change in 
performance 
 Possession 
of powder or 
plant material, 
packets and 
paraphernalia 
such as extra 
length 
cigarette 
papers 
  

  
Reassurance  
  
Treat 
depending on 
presentation 
  
Conditions 
include: 
overheating, 
seizures, 
vomiting, 
unconsciousn
ess 
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Synthetic 
Stimulants 

  
Legal highs, 
research 
chemicals, 
bath salts, 
plant food 
  

  
Orally 
  
By snorting 
  
By smoking 
(from foil) 
  
By injection 

  
Agitation, 
talkativeness, 
nervousness, 
excessive 
energy, 
feelings of 
euphoria 

  
Depression, 
insomnia, 
irritability, 
confusion 

  
Anti-social 
behaviour 
  
Weight loss 
  
Possession of 
powders, pills 
or packets 
and kit 
including 
mirrors, fine 
blades and 
purpose made 
straws 
  

   

  
Synthetic 
Depressants 

  
Downers, 
legal vallies, 
blues 

  
Orally 
  

  
Drowsiness, 
slurred 
speech, 
nausea, 
confusion, 
lethargy, poor 
coordination 
  

  
Insomnia, 
tremors, 
delirium, 
nervous 
anxiety, 
convulsions 

  
Marked 
change in 
performance 
  
Possession of 
pills/tablets 
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 106 

 
NOT ISSUED 
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 107 

 
MATERNITY POLICY 

 
 
 

1. Health and Safety considerations are paramount when dealing with pregnant CFAVs.  Therefore, 
pregnant CFAVs will not be permitted to continue participating in cadet activities where there is any risk 
to their own or their child’s health or where their condition does not allow them to properly supervise the 
safety of cadets.  In the interest of health and safety, a female CFAV must notify her Commanding 
Officer or equivalent of her pregnancy so that the appropriate procedures can be followed.  She may 
resume her CFAV duties after the end of her pregnancy if she wishes.  If she returns within 6 months or 
is breastfeeding a risk assessment is required as per JSP 375, Volume 2, Leaflet 36. 
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AIR CADET PERSONNEL REGULATIONS 

PERSONNEL INSTRUCTION NO 108 
 

CONFERMENT OF A FREEDOM OR A SIMILAR HONOUR ON A CORPS SQUADRON BY A CIVIC 
AUTHORITY AND WING AND SQUADRON BANNERS 

 
1. This instruction provides general advice on the action to be taken when a local authority 
proposes to confer a civic honour on an ATC Sqn.  
 
2. A civic honour would normally take the form of the conferment of a “Honorary Freedom” on the 
Sqn concerned.  It should be noted that any proposals to grant “Honorary Freedoms” to Sqns in Scotland 
may necessitate obtaining guidance from the Scottish Office.  
 
3. Other civic honours which may be conferred on an ATC Sqn include the presentation of an 
“Illuminated Address”, a “Resolution” or an “Instrument of Adoption”.  
 
4. The initiative in suggesting the award of any honour must come from the civic authority. To avoid 
any potential embarrassment it is essential that, when the initial approach is made, sqn cdrs/committee 
chairmen should be strictly non-committal, expressing only appreciation of the honour proposed and 
advising the local authority that guidance from higher authority will be sought.  The decision on 
acceptance rests with HQ RAF Air Cadets, however, should a Sqn be so honoured it is highly unlikely 
that there would be any objection to or rejection of the honour proposed by the civic authority.  Any Sqn 
approached by a civic authority with an “Honour” proposal is to inform HQ RAF Air Cadets (SO2 
Personnel) through the normal chain of command.  
 
5. The presentation of an “Illuminated Address”, a “Resolution” or an “Instrument of Adoption” is 
normally to be regarded as being the equivalent of an “Honorary Freedom”.  The precise procedure to be 
followed for the ceremonial presentation of any honour will depend entirely on the personnel and 
facilities available, the wishes of the local authority concerned and such matters as the time of year 
chosen for the ceremony.  Nevertheless, the ATC should make it an opportunity, whenever possible, to 
put itself on show to the general public.  Therefore, “Freedoms”, as a general rule, should be conferred 
at a parade formed from the ATC Sqn being honoured and supported by other Sqns within the Wg.  The 
ATC Banner would be available for the parade if so required and a Sqn or Wg Band, if available, would 
be permitted to play.  
 
6. The level of the honour being bestowed would dictate the level of Corps luminaries invited to 
attend.  The Comdt RAFAC should be invited by the civic authority to attend the parade and ceremony of 
the presentation of an “Honorary Freedom”.  If it is intended to invite other VIPs the usual rules for such 
invitations will also apply.  Other dignitaries could attend the presentation of an “Illuminated Address”, a 
“Resolution” or an “Instrument of Adoption”.  The three aforementioned ceremonies would normally be 
held indoors.  See Annexes A and B for examples of the conferment of “Honorary Freedoms” and other 
presentations.  It must be noted that these examples are not instructions and the conferment of any 
honour would be carried out with due deference to the wishes of the civic authority. 
 
 7. Financial support for any costs arising as a result of the conferment of an Honorary “Freedom” or 
any other similar award is not available from HQ RAF Air Cadets funding.  The budget office at HQ RAF 
Air Cadets cannot authorise any expenditure from entertainment or other funds to assist with Council 
preferred charges.  Consequently, any expenses levelled against a Sqn receiving an honour would have 
to find the funds from within local welfare accounts. 
  
Annexes: 
 
A. Conferment of the “Honorary Freedom” of a Borough on an ATC Sqn – Example Procedure. 
B. Presentation of an “Illuminated Address”, a “Resolution” or an “Instrument of Adoption”. 
C. Wing and Squadron Banners.
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            ANNEX A TO 
            ACP 20 
            PI NO 108 
 

CONFERMENT OF THE “HONORARY FREEDOM” OF A BOROUGH ON A ATC SQN – EXAMPLE 
PROCEDURE 

 
1. In this example the “Honorary Freedom” was conferred to mark the 50th anniversary of the 
founding of a sqn, but the procedures and ceremonial outlined apply equally to all honorary freedom 
presentations.  
 
2. A special resolution having been passed by the Council concerned, the form of work used 
(inscribed on a vellum scroll) was as follows:  

 
“To the Officer Commanding and All Ranks and members of No F( ) Sqn ATC  
Greetings 
We, the Mayor, Aldermen and Burgesses of the Borough of being desirous of making both the 
affection in which we hold the Air Training Corps and our admiration for its achievements, and 
also being desirous of commemorating the 50th Anniversary of the founding of No F( ) Sqn and 
of recognising the close ties of friendship between the ATC and the Borough for the past 50 
years.  Do hereby confer upon the Officer Commanding and All Ranks and members of No F ( ) 
Sqn the honorary freedom, privilege, honour and distinction of marching through our said 
Borough on all ceremonial occasions with the ATC Banner and Sqn colours flying and bands 
playing.  In witness thereof we have caused our Corporate Seal to be hereunto affixed on this the 
day of in the year “  

 
3. On the day of the conferment ceremony:  
 

a. The Mayor and Council entertained VIP guests (eg Comdt RAFAC and Rgn and Wg 
personalities) and their partners to a civic luncheon in the Town Hall prior to the parade 
ceremony.  

 
b. The parade was mounted in the Town Square where facilities were provided for VIP 
guests and other spectators to view the proceedings.  The Mayor made a Presentation speech 
from the dais and handed the freedom scroll to the Sqn CO (or other recipient), who responded 
with a few words of thanks and appreciation.  

 
c. Following the conferment ceremony the parade marched through the borough with Sqn 
Colours and ATC Banner flying and bands playing.  At a suitable location the Mayor took the 
salute of the march-past. 
 
d. When the march-past was concluded VIP guests, led by the Mayor, proceeded to the 
Town Hall where tea was served.  Parade personnel were also provided with refreshments.  

 
4. The privileges accorded to an ATC Sqn, as defined in the “Honorary Freedom” scroll may then, 
with the agreement of the civic authority, be exercised on appropriate occasions.  



Uncontrolled copy not subject to amendment 

108-B-1 
Version:  8.0 

            ANNEX B TO 
            ACP 20 
            PI NO 108 
 
PRESENTATION OF AN “ILLUMINATED ADDRESS”, A “RESOLUTION” OR AN “INSTRUMENT OF 

ADOPTION” 
 
1. Where the proposed civic honour is to be a presentation of any of the above mentioned, it would 
be inappropriate to hold a large ceremony and parade even through “Presentations” are normally 
deemed to be the equivalent of “Honorary Freedoms”.  
 
2. In the following example the procedures would be similar for all types of “Presentation”.  
 

a. The Mayor and Council entertained the VIP guests to a civic luncheon in a local hotel.  
 

b. Guests and members of the public took their seats in an Assembly Hall and were 
entertained by the sqn band (if available/appropriate).  

 
c. The Council, accompanied by VIP guests entered the Assembly Hall and were seated on 
the platform.  

 
d. The ATC Banner and Sqn Colours (if appropriate) were paraded into the Hall.  

 
e. The Mayor called upon the Town clerk to read the notice convening the meeting and the 
text of the presentation.  

 
f. The Mayor presented the “Presentation”, in a casket, to the Sqn CO.  

 
g. The Sqn CO (or other distinguished guest) replied on behalf of the Corps.  

 
h. The Mayor led the Council and distinguished guests from the Hall.  

 
i. The honoured sqn paraded through the Borough streets, supported by a band and the 
Mayor took the salute from the steps of the Civic Centre.  
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            ANNEX C TO  
   ACP 20 
   PI NO 108 

WING AND SQUADRON BANNERS 
 
INTRODUCTION 
 
1. A number of Wings and Squadrons have acquired Banners either by purchase with non-public 
funds or presentation by local Civil authorities, local branches of the Royal Air Forces Association or 
other organisations.  Banners establish identity, enhance public relations and foster esprit de corps and 
are encouraged.  However, because they have not been obtained through long and outstanding service 
or distinction in battle, and not bestowed by the Sovereign they will not merit the dignities of religious or 
other ceremonial normally accorded to Queen’s Colours, RAF Squadron Standards or the ATC Banner.  
Moreover, because they will be paraded in public it is essential that they are of an acceptable design, 
clean, not worn and do not in any way bring discredit on the Corps.  Hence the following rules are to be 
strictly observed: 
 
RULES FOR USE OF WING OR SQUADRON BANNERS 
 
DESIGN 
 
2. Existing banners may continue to be used until they wear out but all new or replacement banners 
are to: 
 

a. Be of RAF blue heavy silk or artificial silk. 
 

b. Be not larger than 2’ 6” on the pike and 3’ 6” in breadth. 
 

c. Bear the ATC badge in a central position with any local authority badge, RAFA badge or 
device, in a corner position.  No other badge or device is to be included in the design.  The 
squadron name and number or the wing name may be included in the design above or below the 
ATC badge. 
 
d. Be carried on a pike not exceeding 7’ in length. 

 
RELIGIOUS SERVICES 
 
3. Squadron and/or wing chaplains are to be consulted with regard to any religious services 
involving Wing or Squadron Banners and in turn, they are to consult their Regional Chaplain whenever 
there is doubt about the correct procedure. 
 

a. Wing or Squadron Banners are not to be consecrated but they may be dedicated in a 
simple service approved by the Regional Chaplain. 

 
b. With the consent of the minister in charge, Wing or Squadron Banners may be lodged in 
church or chapel when no longer in use by the Wing or Squadron to which they belong.  Formally 
laying up ceremonies are not permitted but the handing over to or lodging with a church or chapel 
may be accompanied by a simple service approved by the Regional Chaplain provided that the 
term “laying up” is not used. 

 
c. Wing or Squadron Banners are not to be carried into any church or chapel without the 
consent of the minister in charge.  When necessary the advice of the Regional Chaplain is to be 
sought. 

 
PARADING OF WING OR SQUADRON BANNERS 
 
4. Banner Party.  A Wing or Squadron banner party is to comprise a cadet bearer and two cadet 
escorts, all unarmed.  They are to be smart in appearance and drilled in their duties. 
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5. Occasions for Parading Wing or Squadron Banners.  Wing or Squadron Banners may be 
paraded on all official parades including those conducted in the presence of Royalty, representatives of 
Royalty and the Air Officer Commanding.  They are not to be carried when the ATC Banner is paraded. 
 
6. Compliments.  Wing or Squadron banners are not to be accorded either general or individual 
salutes but a parade should be called to attention when a Banner is marched on and off the parade 
ground and spectators are to be asked to stand. 
 
DRILL INSTRUCTORS FOR PARADING WING OR SQUADRON BANNERS 
 
7. Subject to the foregoing rules, particularly paragraphs 4 and 6, the drill contained in ACP 19 is to 
be adapted to the parading of Wing or Squadron Banners. 
 
AUTHORITY TO OBTAIN WING OR SQUADRON BANNERS 
 
8. Nothing in the design condition or parading of Wing or Squadron Banners is to reflect 
unfavourably on the name and dignity of the Corps.  Therefore, new Banners are not to be obtained 
without prior authority of the Regional HQ (through Wg HQ in the case of a Squadron Banner) and 
applications are to include a description and drawing of the design.  If the Banner is to be presented by a 
local authority or by local branch of the RAFA or other organisation, details are to be also included. 
 
GENERAL INSTRUCTIONS 
 
9. Squadron Commanders are to ensure that before any Banner is paraded it is of good condition to 
appear in public. 
 
10. Wing Commanding Officers are to satisfy themselves that their squadrons’ banners meet the 
requirements and spirit of these regulations. 
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AIR CADET PERSONNEL REGULATIONS 

PERSONNEL INSTRUCTION NO 109 
 

FORM 90 – CADET FORCES IDENTITY CARD FOR UNIFORMED STAFF AND MEMBERSHIP 
CARDS 

CADET FORCES IDENTITY CARD 
 
1. Only Officers and WO/SNCO (ATC) will be issued with RAF Forms 90. 
 
2. In all other cases where access to RAF Stations is required by civilians in the ATC, an application 
is to be made by the Wing HQ, or by the Commanding Officer of a Gliding Squadron or Air Experience 
Flight to the Station Commander for the issue of a temporary pass.  
 
FORM 90 – CADET FORCES IDENTITY CARDS 
 
3. The Form 90 is the official identity document issued by the ID Production Centre to all uniformed 
adult members of the RAFAC. 
 
4. Initial Issue of RAF Form 90.  The applicant is to complete F1024C and forward it, together with 
a photograph (see para 7 below), to HQ RAF Air Cadets (Personnel).  Under NO circumstances, should 
the application be sent direct to the ID Production Centre.  When received from the ID Production Centre 
the new Form 90 will be despatched by HQ RAF Air Cadets to the individual’s unit for issue. 
 
5. Application for re-issue or replacement of Form 90 is to be made on Form 1024C to HQ RAF Air 
Cadets through the Wing HQ.  Completed Forms 1024C are to be transmitted as personal documents.  
 
6. Photographs.  Form 1024C is to be accompanied by one colour photograph showing a good 
likeness of the applicant and conforming to the following requirements: 
 

a. Photographic Paper.  The photographic paper used must be no heavier than single 
weight bromide. 
 
b. Extent of Image.  The photograph is to be of the head down to the knot of the tie.  The 
image is to be as large as possible within the limits 42mm x 32mm. 
 
c. Position.  The position of the applicant is to show full face in repose; smiles and all other 
transitory expressions are to be avoided. 
 
d. Dress.  Applicants are to be in uniform.  This is defined as Wedgwood blue shirt and 
black tie without hat.  Jackets or pullovers should not be worn. 
 
e. Background.  A plain white or light coloured background is to be used. 
 
f. Size and Attachment to Forms 1024C.  Photographs are to be cut to the size of the 
aperture and glued to the application form.  When doing so, great care is to be taken to ensure 
the photograph is positioned within the frame of the form to show the area at sub-para c above. 
 
g. Marking of Photographs.  Photographs are not to be marked so that they are indented 
in any way.  If it is necessary to identify the photograph prior to its attachment to an application 
form, the back may be marked lightly.  Ideally the photograph should be placed in an envelope 
that is suitably annotated with the necessary detail.  Photographs that are indented in any way 
will be returned to units as indentations affect the quality of reproduction in the engraving 
process. 
 
h. Rejects.  Photographs produced by machine process are not normally acceptable.  
Photographs received that are of poor quality definition or do not comply with the requirements in 
sub-paras a to g will be rejected. 
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7. Photographs are to be taken by RAF photographers where possible and must conform with the 
requirements of the Identity and Passport Service (IPS).  Details are available on the Direct Gov website: 
 
http://www.direct.gov.uk/en/TravelandTransport/Passports/index.htm  
 
8. Forms 90 should be transmitted as personal documents under cover of Form 591, listing each 
Form 90. 
 
9. When the applicant collects Form 90, the unit issuing authority is to ensure that: 
 

a. The personal description and/or photograph is accurate. 
 
b. Any receipt, or record card, requiring signature is signed at the time of handover. 
 
c. The recipient is informed of the procedures governing the use, return or loss of Form 90. 
 

If the personal description, photograph or other detail is incorrect the Form 90 and receipt or record card 
is to be returned to HQ RAF Air Cadets without delay. 
 
10. Form 90 is to be replaced in accordance with this leaflet whenever: 
 

a. An officer is appointed to the rank of Squadron Leader and subsequent ranks. 
 
b. Any part of the name of the officer has changed, eg by marriage, deed poll etc or when 
his personal description or appearance has undergone any significant change from that shown 
on the document. 
 
c. It has been lost by the officer or becomes dilapidated. 
 
d. The expiry date, as detailed on the ID, has been reached. 
 

11. Form 90 is to be withdrawn in the following circumstances: 
 

a. On termination of commission/appointment, resignation, retirement, death or suspension. 
 
b. On issue of a replacement. 

 
12. In the event of loss of F90 the following action must be taken: 
 

a. Inform superior officer and/or Wing HQ. 
 
b. Inform civil police. 
 
c. Complete the Loss Report form (Pers Form 1-03) and forward to HQ RAF Air Cadets 
(Personnel) without delay. 

 
13. Check of Forms 90.  Despite it being unnecessary to hold a 100% annual check on Forms 90 it 
remains a Security Document and as such, is to be safeguarded.  It is essential that: 
 

a. Holders continue to have valid requirements to retain F90. 
 
b. Their custody is properly safeguarded. 

 
To attain these objectives it is imperative that Commanding, or superior Officers ensure that Forms 90 
are withdrawn immediately holders cease to have a valid reason to retain them, and that losses (see 
para 13) are reported immediately.  COs are to institute periodic snap checks to ensure that Forms 90 
remain in possession of the rightful holders. 
 

http://www.direct.gov.uk/en/TravelandTransport/Passports/index.htm
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14. Destruction of Forms 90.  Forms 90 withdrawn in accordance with para 12 may be destroyed 
locally by Wing HQs, as RESTRICTED documents, by burning or cutting into small pieces and HQ RAF 
Air Cadets (Personnel) are to be notified of all destructions.  Alternatively, the card can be returned to 
HQ RAF Air Cadets (Personnel) for disposal.   
 
TRAVEL ABROAD 
 
15. Personnel to whom a Form 90 has been issued are not to take the Form with them if they 
proceed abroad (including Eire) unless travelling on Corps duty.  Arrangements are to be made for the 
Form to be kept in safe custody during the holder's absence and in the case of Northern Ireland 
personnel, this is to be at the Wing HQs. 
 
MEMBERSHIP CARD FOR CIVILIAN INSTRUCTORS, REGISTERED CIVILLIAN COMMITTEE 
MEMBERS AND PADRES   
 
1. Membership cards will only be issued to Civilian Instructors, Registered Civilian Committee 
Members and Padres, who must hold a current DBS disclosure and have at least 6 months validity left 
on it at the time of application. 
 
2. It should be noted that this card does not grant automatic access to MOD establishments and 
that further photographic identification will still be required.  Access to an MOD establishment is subject 
to the permission of the Head of Establishment.  
 
3. Initial Issue of the Membership Card.  The applicant is to request their initial issue online via 
Bader SMS.  This is located on their SMS personnel record, together with an uploaded passport style 
photograph (see para 6 below).  If the applicant does not have access to SMS, the OC of the Unit can 
complete the application on their behalf.  When approved, the application will be sent to the RAFC 
Cranwell Graphics Department and then be despatched by HQ RAFAC (I-Hub) to the individual’s unit for 
issue.  The membership cards will be valid for 5 years from date of issue. 
 
4. Photographs.  A colour photograph showing a good likeness of the applicant and conforming to 
the following requirements is to be uploaded to SMS at the time of application:  
 

a. UK Identity and Passport Service (IPS). The photograph is to be of an excellent 
resolution and must conform to the requirements of the IPS. Details are available on the Direct 
Gov website:  
 
 http://www.direct.gov.uk/en/TravelandTransport/Passports/index.htm 
 
b. Extent of Image.  The photograph is to be of the head shoulders only.  The image is to 
be as large as possible within the limits 42mm x 32mm.  
 
c. Position.  The position of the applicant is to show full face in repose; smiles and all other 
transitory expressions are to be avoided.  
 
d. Dress.  Applicants are to be in, where possible, RAFAC T-shirts/sweatshirts.  If this is not 
possible, a shirt and tie for male personnel and open collared blouse for females.  
 
e. Background.  A plain white or light coloured background is to be used.  
 
f. Rejects.  Photographs uploaded that are of poor quality definition or do not comply with 
the requirements in sub-paras a to e will be rejected.  

 
5. Throughout the application process for a Membership Card, OC Sqns are to authorise the true 
likeness of the photograph before approving it ensuring that:  
 

a. The personal details and photograph is accurate.  
 
b. Any receipt, or record card, requiring signature is signed at the time of handover.  

http://www.direct.gov.uk/en/TravelandTransport/Passports/index.htm
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c. The recipient is informed of the procedures governing the use and return of the 
Membership card.  If the personal description, photograph or other detail is incorrect the 
Membership Card and receipt or record card is to be returned to Wing or Region without delay.  

 
6. The Membership Card is to be replaced in accordance with this Instruction whenever:  
 

a. Any part of the name of the holder has changed by marriage/deed poll, or when his 
personal description or appearance has undergone any significant change from that shown on 
the document.  
 
b. It has been lost by the individual or becomes dilapidated.  
 
c. The expiry date, as detailed on the card, has been reached.  

 
7. The Membership Card is to be withdrawn in the following circumstances:  
 

a. On termination of appointment, resignation, retirement or death.  
 
b. On issue of a replacement.  

 
8. The Membership Card is to be returned to either Wg or Rgn HQ when a CFAV is under 
suspension. 
 
9. Check of Membership Cards.  Despite it being unnecessary to hold a 100% annual check on 
Membership Cards it remains a Controlled Document and as such, is to be safeguarded.  It is essential 
that:  
 

a. Holders continue to have valid requirements to retain the Membership Card.  
 
b. Their custody is properly safeguarded.  

 
To attain these objectives it is imperative that Commanding, or superior Officers ensure that Membership 
Cards are withdrawn immediately when holders cease to have a valid reason to retain them, and COs 
are to institute periodic snap checks to ensure that Membership Cards remain in possession of the 
rightful holders.  
 
10. Destruction of Membership Cards.  Membership Cards withdrawn in accordance with paras 7 
and 8 may be destroyed locally by Wing or Region HQs, as OFFICIAL documents, by burning or cutting 
into small pieces. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 110 
 

TRANSFER OF PERSONNEL BETWEEN UNITS OF THE RAFAC 
 
INTRODUCTION 
 
1. Officers, WO/SNCOs (ATC), civilian instructors and chaplains are appointed for duty at a specific 
unit of the Air Training Corps and should not be transferred between units without their consent.  
However, such a transfer may be considered in the following circumstances: 
 

a. At the request of the individual. 
 

b. When a move is considered to be in the interests of the ATC. 
 

c. When a move could improve the long-term ATC career prospects of the adult concerned. 
 

d. When welfare concerns or duty of care is brought into question, and it is felt necessary, a 
CFAV may be transferred into the non-effective pool by their chain of command or HQ RAF Air 
Cadets. 

 
Authority to Transfer between Units 
 
2. The approval of a transfer between units in the Air Training Corps is vested in: 
 

a. Wg COs - for internal moves between Squadrons within a Wing. 

 
b. Wg COs, OC 2FTS, Wg Cdr CCF, Wg Cdr 6FTS for all external moves between ATC 
Sqns, VGSs, CCF (RAF) sections and AEFs.  All such moves are subject to the recommendation 
of the losing and/or gaining RAFAC authorities mentioned above.  In the event of a disagreement 
between Wings/other RAFAC related units, HQ RAF Air Cadets (SO2 Personnel) will arbitrate 
after consulting the Service Record of the individual concerned. 
 
c. HQ RAF Air Cadets (SO2) - for transfers between Volunteer Gliding Squadrons and No 6 
FTS (SO2) for Air Experience Flights. 

 
3. If a CFAV wishes to transfer to a Unit in a location some distance away from their place of 
residence and does not relocate to the new area, ACP300 FI 311 should be referred to.  Individuals must 
obtain authority to travel prior to participating in any activity or event being carried out and should note 
there are limited travel funds available for participating in activities or events that exceed approved travel 
limits.  
 
Transfer within a Wing (Internal Transfer) 
 
4. An adult member of staff wishing to transfer to another Squadron within a Wing is to complete 
Pers Form 1-04, copies of which should be reproduced locally.  The losing squadron commander is 
required to certify that the move has not been initiated as a result of misbehaviour or misconduct on the 
part of the adult concerned. 
 
5. The losing squadron commander is to forward the proforma to the gaining squadron commander 
who is to complete their section and send the form to Wing Headquarters. 
 
6. If the application is approved, the Wing Commanding Officer is to sign and forward it to HQ RAF 
Air Cadets (Personnel).  If the Wing Commanding Officer does not approve the application, he is to write 
to the individual concerned explaining his reason(s) with information copies to the proposed losing and 
gaining Squadron Commanders. 
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7. When a transfer to another unit is considered to be in the best interests of the Air Training Corps, 
Pers Form 1-04 is to be completed by all concerned at the appropriate section.  If the transfer has been 
initiated as a result of misbehaviour or misconduct on the part of the adult concerned, the Wing 
Commanding Officer is to include a covering note to certify that action in accordance with ACP 20, PI 
207 has been taken. 
 
Transfer between Wings 
 
8. An adult member of staff wishing to transfer between Wings is to complete Pers Form 1-04, 
copies of which should be reproduced under local arrangements.  Such a request is generally the result 
of a change of employment and home. 
 
9. The losing squadron commander is to certify whether or not the applicant has been the subject of 
action under ACP 20, PI 207 during the previous four years.  After completion the proforma is to be 
forwarded to the losing Wing Headquarters. 
 
10. The officer commanding the losing Wing is to complete the form and forward it to the gaining 
Wing Headquarters.  Where a report has been raised under ACP 20, PI 207 a copy of the report is to be 
attached to the proforma and the application is to be annotated with the privacy marking "Official – 
Sensitive Personal".  The application is then to be forwarded to the gaining Wing Headquarters. 
 
11. Once the officer commanding of the gaining Wing has completed the form it is to be forwarded to 
HQ RAF Air Cadets (Personnel) for consideration of approval and issue of a Movement Notice. 
 
12. Every effort should be made to identify a new duty unit in advance of the move.  However, where 
this is not possible, the individual is required to submit a Deferred Resignation and will be entered into 
the HQ RAF Air Cadets Non-effective Pool for a period of up to 12 months (uniformed CFAVs only).  
This period allows sufficient time for the individual concerned to settle his or her private affairs and 
identify a new duty unit.  If, at the expiry of this period, a new duty unit has not been identified, the 
deferred resignation will become effective automatically. 
 
13. After attending for duty at a new unit, if, for any reason, the gaining squadron commander does 
not wish to retain the services of an individual transferred from another Wing, and another duty unit in 
that Wing cannot be identified, the receiving Wing is to initiate action in accordance with ACP 20, PI 207 
and recommend termination of appointment in accordance with AP 1919, Chapter 3. 
 
Transfer between a Wing and a Volunteer Gliding Squadron, Air Experience Flight or CCF (RAF) 
and vice versa 
 
14. Adult members of staff wishing to transfer between a Wg and a VGS, CCF (RAF) section, AEF or 
vice versa are to complete Pers Form 1-04 which is to be reproduced under local arrangements.  The 
losing Unit Commander is to complete the proforma which, together with the applicant’s Form 5200 
(Flying Record) if appropriate, is to be sent to the appropriate losing Wing HQ for approval and any 
comment before being forwarded to the gaining Unit Commander.  In addition, the application is to be 
accompanied by a Form 5250, if appropriate, to cover the period up to the transfer date. 
 
15. The gaining Unit Commander is to complete the proforma and forward it to 2 FTS, 6 FTS or to 
Wg HQ appropriate for comment and approval. 
 
16. Officers who have been commissioned to a CCF(RAF) Unit are not permitted to transfer to an 
ATC Unit if they have not been appointed through the formal OASC commission process.  Anyone 
wishing to do so must attend OASC in accordance with PI 201 before any decision can be made. 
 
17. After all actions have been completed it is to be passed to HQ RAF Air Cadets (Personnel) for 
action. 
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Transfer between Cadet Forces, Regular and Auxiliary Armed Forces 
 
18. There is no formal transfer process to allow a member of any other Cadet Force, Regular or 
Auxiliary Force to transfer direct to the RAFAC.  Anyone wishing to become a CFAV within the RAFAC is 
to apply in accordance with the instructions contained in PIs 201, 301 or 401.  However, such 
applications may be reviewed to consider previous service, experience, seniority, courses attended etc 
and any adjustments made will be on a case by case basis. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 111 
 

THE AIR CADETS NON-EFFECTIVE POOL (NEP) –  
DEFERRED RESIGNATIONS AND SUSPENSIONS 

 
INTRODUCTION 
 
DEFERRED RESIGNATIONS 
 
1. The RAF Air Cadets Non-Effective Pool (NEP) for Deferred Resignations is available to all 
uniformed CFAV only (ie. Officers and WO/SNCOs).  The NEP exists for uniformed staff because they 
are required to attend for a minimum number of hours, hold established roles that need filling and are 
subject to promotions and awards that are time related.  Civilian Instructors are not subject to the same 
requirements, therefore they are not eligible for NEP but may apply for a period of voluntary absence, 
details of which can be found in PI 402. 
 
2. The Air Cadets Non-Effective Pool (NEP) consists of officers and WO/SNCOs: 
 

a. who require a period of time away from RAFAC duties (in excess of 3 months) for 
personal reasons. 
 
b. under exceptional circumstances, where, under the “duty of care” to the individual or 
cadets, the chain of command deem it appropriate.  Guidance must be sought from HQ RAF Air 
Cadets (SO2 Personnel). 

 
3. Officers and WOs/SNCOs posted to the NEP are not eligible to attend courses of instruction, 
annual camps or RAFAC activities during the period in which they are non-effective except when, in the 
opinion of HQ RAF Air Cadets, such attendance is in the best interests of the RAFAC. 
 
4. The maximum period which may be spent in the NEP is 12 months.  Under exceptional 
circumstances and, on a case by case basis, written requests for periods over 12 months may be 
submitted to HQ RAFAC for consideration (SO3 Pers Mgt). 
  
5. Time spent in the NEP will not count as qualifying service for promotion and may, in certain 
circumstances, affect the qualifying date for the Cadet Forces Medal or clasps (these will be taken on a 
case-by-case basis). 
 
6. Personnel who are NEP for more than 6 months will be required to renew/update their DBS/PVG 
disclosure prior to returning to duty, in accordance with ACP4, Chapter 8 para 17. 
 
7. Any individual entering the NEP should be offered the Welfare Support Leaflet (ACP6). 
 
APPLICATIONS TO ENTER THE NEP 
 
8. Officers and WO/SNCOs may enter the NEP in accordance with para 1a above by completing 
Pers Form 1-05. 
 
9. The form is to be forwarded to HQ RAF Air Cadets, through the chain of command as indicated. 
 
10. If the subject officer or WO/SNCO fails to return to duty within the period specified on the 
application he or she will be considered to have resigned with effect from the date of entering the NEP. 
 
SUSPENSIONS 

 
11. The RAF Air Cadets Non-Effective Pool (NEP) (Suspended) exists for all CFAV who are 
suspended, without prejudice, from all RAFAC duties for casework issues.  Individuals will be 
automatically transferred to the NEPS by Personnel Staff.  CFAV in the NEPS will remain non-effective 
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for as long as any administrative action/investigation takes.  Suspensions are only lifted on the 
authorisation of HQ RAF Air Cadets (Personnel Casework Management Team).  Full details can be 
found in PI 115. 
 
12. Suspended personnel should be offered the Welfare Support Leaflet (ACP6) and the services of 
an Assisting Officer. 
 
CRIMINAL RECORDS CHECKS (DBS & PVG) 
 
13. Reminders will be sent out by HQ RAFAC for all CFAV 6 months in advance of the expiry date of 
the current DBS/PVG check, allowing time for a renewal to be completed.  Ensuring that renewals are 
completed in a timely fashion is primarily the responsibility of the CFAV.  Renewals should be submitted 
to HQ RAFAC (SO3 Safeguarding) weekly.  However, should HQ RAFAC not receive notification of a 
renewal, CFAV will be automatically suspended from all RAFAC duties from the date of expiry until the 
date of renewal.  Rgns/2FTS/Wgs or HQ CCF(RAF) should inform, in writing, the suspended CFAV of 
their suspension.  Personnel are not permitted to attend any RAFAC activity and will not receive any 
financial payments whilst suspended. 
 

https://sharepoint.bader.mod.uk/QM/Controlled%20Documents/ACP%20006.pdf
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AIR CADET PERSONNEL REGULATIONS  
 

PERSONNEL INSTRUCTION NO 112 
 

WING AND REGIONAL CHAIRMEN 
 
References:  
 
A. ACP 11. 
B. AP 1919, Chapter 1. 
C. ACP 300, FI 318. 
 
1. In accordance with References A and B, Wing and Regional Chairmen hold official posts within 
the RAF Air Cadets and need to be formally appointed by HQ RAF Air Cadets (Personnel) and issued 
with a computer/service number.  This enables the Chairmen to claim certain administrative expenses in 
accordance with Reference C. 
 
2. Notification of a new appointment should be made on Pers Form 1-06 and submitted to HQ RAF 
Air Cadets (Personnel), with a copy sent to HQ RAF Air Cadets (Org Department) in order for Unit 
records and ACP 8 to be amended. 
 
3. A Chairman cannot be appointed if there is already an incumbent in the post; notification of any 
chairman leaving the organisation, for whatever reason, should be forwarded, in writing, to HQ RAF Air 
Cadets (Personnel) by the appropriate Wg or Rgn HQ immediately it is known.  It is understood that a 
post may be vacant for a period of time after one chairman leaves and before another is elected, but if a 
smooth takeover can be done, details must be added to the form so the process can be actioned as a 
whole. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION 113 
 

NOTIFICATION OF SIGNIFICANT OCCURRENCES TO HQ RAF AIR CADETS 
 
Introduction 
 
1. When an occurrence affecting any individual involved with the RAF Air Cadets (RAFAC) 
(including a cadet) is likely to attract ministerial or any type of media interest, HQ RAF Air Cadets are 
under remit to inform HQ AIR and Comdt RAFAC as quickly, and in as much detail, as possible.  The 
Personnel Casework Team at HQ AIR subsequently inform principal officers within HQ AIR and MOD 
who facilitate the briefing of ministers and the handling of media enquiries when necessary.  To that end, 
a ‘notifiable occurrence’ system is used so that both the requirements of HQ RAF Air Cadets and of 
MOD/HQ AIR are met. 
 
Notifiable occurrences 
 
3. Notification of significant occurrences (Pers Form 1-07).  Examples of when a general 
notifiable occurrence report is required are as follows, although this list is not exhaustive: 
 

a. When an allegation of improper, inappropriate or sexual behaviour is made against any 
Cadet Force Adult Volunteer (CFAV), cadet or any other individual involved with the RAFAC by a 
cadet, or on behalf of a cadet, or by another adult member of staff. 
 
b. When a referral has been made to social services or the police on behalf of a cadet who 
has made an allegation of child abuse where the alleged perpetrator is involved with the RAFAC 
in any capacity. 
 
c. When a CFAV, cadet or any other individual involved with the RAFAC in any capacity has 
attended, or is scheduled to attend, magistrates or crown court for an alleged serious offence 
(excluding minor offences committed in contravention of the Road Traffic Acts (see PI 209, 
Annex D, for a list of those offences)). 
 
d. When it is discovered that a CFAV, cadet or any other individual involved with the RAFAC 
in any capacity is being investigated by the police, social services, professional body, primary 
employer, educational establishment or other youth, sports or church organisation for any alleged 
serious offence (especially on matters pertaining to child protection), or has been suspended by 
any other organisation (including their primary employer). 
 
e. Any incident or case that attracts, or is likely to attract, the attention of the police (military 
or civilian), Local Authority Designated Officer (LADO), social services or the media (even at local 
level). 
 
f. All cases of serious illness or injury of a CFAV, cadet or any individual involved with the 
RAFAC (including suicide attempts, suicidal gestures and serious self-harming). 
 

4. Notification of death (Pers Form 1-08).  A notifiable occurrence report is required in the event 
of the death of any CFAV, cadet or any other individual involved with the RAFAC, no matter how caused.  
If possible, initial notification should be made within 1 working day and updated as required. 
 
5. Primary point of contact.  HQ RAF Air Cadets (SO3 Safeguarding) is responsible for the 
staffing of notifiable occurrences within HQ RAF Air Cadets and to higher authority.  Notifications and 
questions should be addressed to SO3 Safeguarding in the first instance, or any member of the 
Personnel Casework Management Team in their absence.  Separate notifications are not normally 
required to be sent to HQ RAF Air Cadets Media Comms Department, as they are part of the staffing 
process within HQ RAF Air Cadets, unless the incident has the potential to attract urgent local or national 
media interest and cannot wait for normal reporting action to be taken. 
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6. Format.  Notifiable occurrences are to be sent to HQ RAF Air Cadets (SO3 Safeguarding) (copy 
to the relevant Rgnl Comdt, where applicable) by urgent e-mail using the appropriate forms and, where 
possible, within 1 working day of the incident.  An initial report is to be made, followed by more detailed 
information when available.  Updates are required as cases develop. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 114 
 

ALCOHOL AND SMOKING POLICY FOR THE RAF AIR CADETS 
 
CONTEXT 
 
1. All adult staff members have a responsibility to maintain public confidence in their ability to 
safeguard the welfare and best interests of children and young people.  It is therefore expected that they 
will adopt high standards of personal conduct in order to maintain the confidence and respect of the 
public in general and all those with whom they work. 
 
STANDARDS OF BEHAVIOUR 
 
2. There may be times, for example, when an adult’s behaviour or actions in their personal life come 
under scrutiny from local communities, the media or public authorities.  This could be because their 
behaviour is considered to compromise their position in the organisation or indicate an unsuitability to 
work with children or young people.  Misuse of alcohol would be such behaviour.  Adult members of staff 
should therefore understand, and be aware, that safe practice also involves using judgement and 
integrity.  Consequently, adult members of staff should behave in such a manner which would not lead 
any reasonable person to question their suitability to work with children or act as a role model.  A serious 
view will be taken of acts of intemperance and drunkenness and of the consequences that may arise 
from them. 
 
POLICY FOR ADULT VOLUNTEERS 
 
3. Adult members of the RAFAC are not to consume alcohol whilst in uniform, on a designated duty 
or whilst in the presence or responsible for cadets.  Formally authorised functions eg. Sqn dinner nights 
are the only exception and in such circumstances at least one member of staff (per 10 cadets) is to 
abstain from alcohol and take overall responsibility for the event.  Under no circumstances should those 
having consumed alcohol be responsible for the safe passage of cadets following the event. 
 
POLICY FOR CADETS 
 
4. Regardless of age and position, no cadet member of the RAFAC is to consume alcohol whilst on 
duty.  Prior permission, in writing, is to be sought from OC Wg for any cadets who are over 18 who wish 
to consume alcohol at formally authorised social functions eg. Sqn dinner nights.  This permission is to 
be retained at Wg HQs.  A senior member of Sqn staff at the event should be made responsible for 
monitoring the situation as the evening progresses and given the authority to rescind the permission if it 
is abused. 
 
GENERAL MESS PROTOCOL 
 
5. Officers are not to invite ATC SNCOs and CIs into the Officers’ Mess, without seeking prior 
permission from the relevant Stn Cdr or PMC. 
 
ALCOHOL ON SQUADRON PREMISES 
 
6. The sale of alcoholic beverages is not permitted on ATC squadron premises or any surrounding 
area owned or leased by the MOD.  Such sale is a criminal offence under the Licensing Act 2003 
(England and Wales), the Licensing (Scotland) Act 2005 and the Licensing (Northern Ireland) Order 
1996.  It is, therefore, specifically prohibited to adapt any area or room within a squadron for the 
purposes of using it as a Bar.  With the explicit authority of Wg COs, alcohol may be allowed on, and 
consumed on, ATC Squadron premises on special social occasions.  Such authority is to be sought in 
writing and a copy of the letter of approval is to be retained at Wing HQ for auditing purposes. 
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SMOKING 
 
7. The MOD has a non-smoking policy1.  Smoking (be it the use of tobacco products, electronic 
cigarettes or any other device that produces secondary vapour clouds that can be passively inhaled) is 
prohibited within all enclosed RAFAC, MOD and Armed Forces premises, and in MOD vehicles 
(including those hired through the Phoenix Contract) and: 
 
 a. In all workplaces, stores, parade squares, training grounds and ranges. 
 
 b. Near aircraft, fuel installations, fuel containers and the airfield. 
 

c. In any space where “No Smoking” posters and signs are displayed and areas subject to 
HS&E rules and regulations. 

 
8. Smoking is prohibited on all RAFAC premises2.  When wearing uniform in public3 RAFAC 
personnel and cadets are to ensure that they do not undermine the reputation and discipline of the 
Armed Forces by not adhering to MOD and RAFAC smoking policy. 
 
9. The RAFAC understand certain volunteers and cadets may choose to smoke.  Therefore, it is the 
OC Sqn’s responsibility to ensure local smoking/control procedures are developed which take into 
consideration risks such as fuel storage, hazardous chemicals or combustible waste material storage.  
Local procedures must ensure smoking is not conducted in a location that is adjacent or near to 
entrances to occupied premises or thoroughfares.  Designated smoking areas should be signed 
appropriately to clearly identify where smoking is permitted. 
 
10. The RAFAC has a commitment to reduce a possible fire hazard caused by the careless 
discarding of smoking materials and charging of electronic cigarettes and accessories.  To this end, OC 
Sqn should provide suitable non-combustible receptacles to safely extinguish and discard cigarettes, 
cigars etc.  Procedures are to be put in place to empty these receptacles on a regular basis to prevent a 
build-up of excess waste.  Under NO circumstances should charging of electrical cigarettes or their 
accessories take place on the premises or in MOD vehicles. 
 
11. Personnel have a duty to take extreme care whilst smoking and when discarding spent 
cigarettes.  Cigarette ash and expended smoking materials must be disposed of properly and users must 
ensure that they are fully extinguished before leaving.  Waste packages and paper materials must not be 
discarded in the receptacle provided but must instead be disposed of in normal waste bins. 
 
Notes: 
 
1. JSP 375, Pt 2, Vol 1. 
2. For the purpose of this PI, RAFAC premises include those on regular and reserve estates and incorporates 
both leasehold and freehold premises.  It covers all RAFAC formations including squadrons, DFs, VGSs, RACs 
regardless of the site owner or landlord. 
3. IAW ACP 20, PI 202 para 21f, PI 302 para 21f and PI 402 para 18f.  
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 115 
 

SUSPENSION OF CFAVs, CHAPLAINS, SERVICE INSTRUCTORS AND CIVILIAN COMMITTEE 
MEMBERS FOR ACTS OF OR ALLEGATIONS OF SERIOUS MISCONDUCT AND THE ROLES AND 

RESPONSIBILITIES OF ASSISTING OFFICERS (AOs) 
 
References: 
 
A. ACP 20 PI 202. 
B. ACP 20 PI 302. 
C. ACP 20 PI 401. 
D. ACP 20 PI 601. 
E. ACP11 Annex B. 
 
1. An officer, WO/SNCO (ATC), CI/CGI, Chaplain, Service Instructor or Civilian Committee Member 
may be suspended from RAFAC activities or prohibited from entering any premises occupied by the 
RAFAC for any act of, or allegation of, serious misconduct, or to preserve evidence and/or avoid the 
potential access to witnesses.  Further details can be found in the References above.  However, before 
any suspension (without prejudice) action is taken, HQ RAF Air Cadets (Personnel Casework 
Management Team) are to be consulted to ensure that the suspension is appropriate.  The flowchart 
below is the process that must be followed by all Rgnl Comdts, Wg Cdr CCF, OC Wgs and WgExOs and 
OC TEST when they consider suspension (without prejudice) is required: 
 

 
 
2. Personal Casework Management Team are to be consulted in every case of potential 
suspension by submitting a draft Suspension Letter (a template can be found at Annex A).  This is to 
ensure all suspensions are based on precedent, proportionality and parity across the whole of the 

RC/ARC, OC Wg, WgExO, Wg 
Cdr CCF, OC CGS or OC AEF 

considers suspension required 
(ensure CoC is always 

informed)

Submits draft Suspension 
Letter to HQ RAFAC Personnel 
Casework Management Team 

(electronically)

HQ RAFAC Personnel 
Casework Managment Team 

confirm if suspension 
appropriate and approves 

wording of Suspension Letter

RC/ARC, OC Wg, WgExO, Wg 
Cdr CCF, OC VGS or OC AEF 

issues approved Suspension 
Letter to individual

HQ RAFAC Personnel 
Casework Management 
Team update individual's 

Personnel Record
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RAFAC, and to further ensure that the suspension conforms with RAFAC regulations and the wording is 
appropriate.  Where implementation of the recommended suspension is not in line with precedent, 
proportionality or parity, this will be highlighted to the Reg Comdt/Wg Cdr CCF/OC Wg/WExO/OC VGS 
and other options provided.   
 
3. If, for reasons of safeguarding a cadet or cadets, the immediate removal of a CFAV, Chaplain, 
SI or Civilian Committee Member is deemed necessary, the subject may be removed from activity 
pending a formal suspension by an authorised person as per para 5. 
 
4. In all circumstances of suspension a formal letter must be issued which includes a copy of the 
information sheet ‘Notes for a person under suspension’.  A template letter can be found at Annex A, the 
information sheet can be found at Annex B.  A suspension may not be lifted without the prior agreement 
of HQ RAF Air Cadets (Personnel Casework Management Team). 
 
5. All formal suspension letters (with the exception of those issued on expiry of criminal records 
checks) are to be approved by a member of the HQ RAF Air Cadets Personnel Casework Management 
Team before being signed and issued by the appropriate person as defined in the table below.   
 

 CFAV to be suspended 
Signatory on Suspension 
Letter 

A
ir
 T

ra
in

in
g
 

C
o

rp
s
 

Officers up to the rank of Sqn Ldr, all SNCOs, CIs, CivCom, 
Padres on either Squadron or Wing Staff. 

RC, ARC, OC Wg or WExO 

Regional Staff Officers up to the rank of Sqn Ldr, Regional 
CivCom Chairman, Regional Padre 

RC or ARC 

OC Wing and Regional Staff Officers in the rank of Wg Cdr. RC 

C
C

F
 

(R
A

F
) 

All RAFAC Officers, SNCOs, CIs in CCF(RAF) contingents. Wing Commander CCF 

2
 F

T
S

 

Officers up to the rank of Flt Lt, all SNCOs, CGIs, Staff 
Cadets on Volunteer Gliding Squadrons. 

Comdt 2FTS or OC CGS  

All Officers in the rank of Sqn Ldr or Wg Cdr on Volunteer 
Gliding Squadrons and Central Gliding School. 

Comdt 2FTS 

 
 
6. Personnel who are suspended, without prejudice, may select an individual to be their Assisting 
Officer (AO) or have one assigned to them by the OC Wing / Wg Cdr CCF / OC CGS; the role and 
responsibilities of which can be found at Annex C.  However, it is also acceptable if they choose not to 
use the assistance of an AO.  Refusals for an AO should be recorded in the individual’s case file, 
although they have the right to nominate one at any time during their suspension. 
 
7. The AO should be chosen for his/her open mindedness; good listening skills; friendly and 
approachable nature; and having time and being readily available.  It is often helpful if the person 
suspended knows the AO, but this is not essential.  Before appointing an AO it is important to discuss 
with them the responsibilities of the role and agree its duration.  This should be reviewed regularly.  It is 
also important to ensure that the AO has a copy of this Personnel Instruction including Annex B and C. 
 
8. Minor matters of dispute within civilian committees or between committees and the command 
chain will be administered through the Disputes Procedure at Reference E.  If it is deemed necessary to 
suspend a civilian committee member pending the outcome of an investigation under the Dispute 
Procedure at Reference E, the suspension letter may be issued by the relevant Regional Chairman 
without reference to HQ RAF Air Cadets. 
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9. If administrative or disciplinary action is being considered, and an individual has been formally 
suspended without prejudice, the chain of command are to withdraw their access to management 
information systems until the outcome of the case is known.  Consideration, on a case by case basis, 
should be given to temporarily re-assigning accounts to other users if necessary. 

10. The SSAFA contract with the MOD, Annex D, specifically caters for those suspended but all 
formal referrals for this service must be made by either the HQ RAF Air Cadets Personnel Casework 
Management Team, WgExOs/OC TEST or ARCs. 
 
Annexes: 
 
A. Template Suspension Letter. 
B. Information Sheet - Notes for a Person Under Suspension. 
C. Duties of the Assisting Officer (AO). 
D. SSAFA Protocol.
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ANNEX A TO 

           ACP 20 
           PI 115 
 

TEMPLATE SUSPENSION LETTER FOR ALL CFAV 
 

(to be suitably adapted for CCF(RAF) personnel and issued by Wg Cdr CCF) 
 
Dear 
 
SUSPENSION FROM ROYAL AIR FORCE AIR CADET ACTIVITIES 
 
1. This letter is formal notification that you are suspended from all Royal Air Force Air Cadet 
(RAFAC) activities until further notice because of (eg an allegation of inappropriate behaviour towards a 
cadet or because of a police investigation.  The reason given must be short and in general terms only; 
wording must always be agreed by a member of the Personnel Casework Management Team).  This 
suspension is without prejudice to any further action and does not constitute any form of judgement or 
finding against you.  Your Assisting Officer (AO) is (name to be inserted of nominated person) and 
he/she* can provide guidance and act as the interface between the chain of command and yourself. 
 
2. You are therefore to return your identity card with all squadron keys (if appropriate) to (Wg Ex O, 
OC VGS, OC AEF or OC CCF(RAF) Section).  You are not to attend squadron or any other RAFAC 
premises, nor take part in any air cadet activities of any sort until further notice.  Further, you are not to 
discuss this matter, or any other RAFAC business, with any member of the RAFAC other than your AO 
or WgExO.  However, you may contact your Squadron padre who is available to offer confidential and 
impartial advice as well as welfare support if required. 

3. I enclose a copy of ‘Notes for a Person Under Suspension’ and also ACP 6, which I hope you will 
find helpful.  Please contact me if you have further queries or if you wish to discuss the appointment of 
your AO, as suggested in the guidance notes.  Please note that the appointment of an AO must be 
undertaken by me.  

 

Yours sincerely 
 
(Rgnl Comdt/ARC, OC Wg, WgExO, Wg Cdr CCF, OC VGS or OC AEF as appropriate) 
 
Copy to: 
 
HQ RAF Air Cadets (Personnel Casework Management Team) 
Rgnl Comdt (where applicable) 
 
Enclosures: 
 
1. Notes for a Person Under Suspension. 
2. ACP 6. 
 

https://sharepoint.bader.mod.uk/QM/Controlled%20Documents/ACP%20006.pdf
https://sharepoint.bader.mod.uk/QM/Controlled%20Documents/ACP%20006.pdf
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            ANNEX B 
            TO ACP 20 
            PI 115 
 

NOTES FOR A PERSON UNDER SUSPENSION 
 
1. Action taken under ACP 20.  Adult volunteers may be suspended, without prejudice, from 
RAFAC activities for any act of, or allegation of, misconduct or criminal offence, or to preserve evidence 
and/or avoid the potential for access to witnesses or when under investigation by a professional body 
(eg. Civilian police, DofE, NHS).  You should have received a formal letter notifying you of your 
suspension and also informing you who has been nominated as your Assisting Officer (AO).  You will 
also be required to: 

 
 a. Return your Identity Card. 
 
 b. Return any keys issued to you as part of your RAFAC Duties. 
 

 c. If a Commissioned Officer or SNCO you are not to wear any RAF uniform, RAFAC 
insignia or badges.  Nor are you to use your RAFAC rank in any matter other than for the 
purpose of the suspension process. 

 
2. Purpose of suspension.  Suspension of any involvement in RAF Air Cadet activity is an act 
intended to protect all persons involved.  It exists to ensure that any investigation or inquiry proceeds in 
as fair and objective manner as possible by preventing situations arising which could give rise to further 
concerns/allegations or which could potentially cause further compromise. 
 
3.  What does suspension mean?  Suspension from the RAF Air Cadets means that the 
suspended person must not: 
 

a. Participate in any activity connected with the RAF Air Cadets (whether or not young 
people are present) including administrative activities. 

 
b. Contact, via any means, any cadet or CFAV with a view to discussing their suspension. 
They may, however, contact the persons listed within the suspension letter.   

 
a. Enter any MOD/RAF Air Cadet premises unless specifically given permission by the 
appropriate suspending authority. 
 

b. Be present at any place at which RAF Air Cadet activities are taking place (including all 
types of activity whether or not young people are present). 

 
c. Wear the uniform or badges of the RAF Air Cadets. 

 
4. Suspension does not imply that the allegation has been proven or that it will be proven.  The aim 
is to protect all those involved whilst the appropriate investigations take place.  Removing the adult or 
adults from the immediate situation can help to diffuse any conflict whilst also reducing the risk of further 
allegations.  
 
5. It will usually be necessary to inform some colleagues of the suspension but these will be kept to 
the minimum that circumstances require.  The individual who signed your suspension letter will maintain 
a review of who is to be informed, and to what extent confidentiality can, or should, be maintained. 
 
6. If your child is in the RAF Air Cadets, the officer who issued your suspension letter may be able, 
in some circumstances and only after consultation with HQ RAF Air Cadets Personnel Casework 
Management Team, to allow you to attend specific events (for example to see your child receive an 
award).  The exact nature of what you will be allowed to do is a matter for the officer who issued your 
suspension letter and you must receive their specific permission in writing.  
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7. Whilst suspended, you are not permitted access to any MOD/RAF Air Cadet premises.  If you 
need access for a specific purpose (for example to collect your personal belongings or to complete an ID 
check in order to obtain a disclosure) then this may be permitted under certain circumstances – but this 
is a matter for the officer who signed your suspension letter and you must receive their specific 
permission.  
 
8. Access to RAF Air Cadet Information Systems, such as BADER accounts/emails and social 
media closed groups, may also be removed whilst under suspension.  This is often required to 
temporarily transfer the account/email to the colleague temporarily undertaking your role.  Should you 
require access to any information or emails from these accounts for the purpose of addressing the 
complaint/investigation these should be requested through your AO.  
 
9. Support available from RAF Air Cadets.  During suspension, social contact with RAF Air Cadet 
colleagues and friends is not precluded unless this is likely to be prejudicial to an investigation, or would 
subject them to unfair or undue pressure.  Social contacts must not be used to circumvent the purposes 
of suspension, for example by attending RAF Air Cadet activities or entering RAF Air Cadet premises.  
The officer who signed your suspension letter will offer to appoint an Assisting Officer (AO) to give you 
direct personal support for as long as is judged appropriate.  The AO will not be involved in any way with 
the allegation, or with any subsequent investigation, and will not play any part in the process of 
suspension.  The AO should not be expected to enter into any legal, financial or personal commitment, 
for example bail, surety, binding over, or be involved in court proceedings.  
 
10. Ending suspension.  Experience has shown that any disciplinary, legal or judicial processes that 
may result from an allegation can become drawn out over a long period of time and so we are not able to 
provide a timeline for any suspension.  When investigation has been completed, a decision on re-
instatement or dismissal will be made.  
 
11. In cases where suspension exceeds 6 months, or includes aspects of safeguarding, a new 
criminal disclosure check will be required before a suspended person can be permitted to return to 
RAFAC duties.  
 
12. In all cases the period of suspension will not come to an end until the suspended person receives 
formal notification in writing. 
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ANNEX C 
            TO ACP 20 
            PI 115 
 

DUTIES OF THE ASSISTING OFFICER (AO) 

1. In any complaint scenario it is important that the complainant and respondent are to be offered 
the support of an Assisting Officer (AO).  The colleague is not to be in the subject’s chain of command 
unless there are exceptional circumstances (eg where a particular individual is sought by the subject). 
Civilians from outside MOD, legal officers, or officers involved in the processing of the report (including 
HQ RAF Air Cadets Personnel staff), are not to be appointed as Assisting Officers. 

2. The AO is, if requested, to help in the preparation of any representations the complainant or 
respondent may make.  He/she may also liaise with other interested parties (eg HQ RAF Air Cadets 
Personnel, Wing or Regional Staffs) but only at the request of the individual, and where appropriate. 
Where an individual is suspended from duty, the AO has an important duty to conduct research on 
behalf of the subject.  Under these circumstances, the AO also has a specific responsibility to ensure 
that the CO is informed of any concerns that the subject may have.  That said, unless requested by the 
individual to provide information to the chain of command, all correspondence and discussion between 
the individual and his AO are to be treated as privileged information and must not be disclosed to the 
chain of command.  The appointment of an AO does not preclude the subject seeking advice, at his own 
expense, from a civilian solicitor but all costs for such services will fall to the individual. 

3. Where the subject of the report is considering submitting a RAFAC Complaint on any matter, 
consideration should be given to appointing the same AO for both administrative procedures. 

4. The AO has a vital role to play in all aspects of the subject’s welfare throughout the 
report/investigation process.  In particular, the AO is to safeguard the interests of the individual until the 
outcome of the case has been determined.  An increasingly common complaint amongst individuals 
suspended ‘without-prejudice’ is that they receive neither updates regarding their case, nor support 
during what can be a stressful and uncertain time.  All personnel who are appointed as AOs, or who 
undertake similar roles (ie WgExOs, OC TEST, WSOs or CCF Staff Officers), are to be aware of their 
responsibilities regarding the provision of both support and updates, the latter of which should be 
undertaken at least monthly and feedback given to the WgExO/OC TEST.   
 
5. AOs are to be aware that there is welfare support available from the Soldiers Sailors and Air 
Force Association (SSAFA) Personal Support and Social Work Service RAF (PS&SWS RAF) under the 
MOD contract, this can be found at Annex D to this PI.  Para 5.2 of the ‘Welfare Support to the RAF Air 
Cadets’ section states: 
 
 Such advice and support will also extend to personal support, where help is  

needed in relation to a personal problem connected with RAFAC duties, 
including support to suspendees, where appropriate and, at both parties    
discretion. 

AOs are to make the subject aware of this facility and if they would like this support then the AO should 
contact their WgExO/OC TEST, ARC or the HQ RAF Air Cadets Personnel Casework Management 
Team who will advise on making a formal referral to SSAFA. 

6. Some points the appointed AO should keep in mind when undertaking the role of AO: 
• Do say early on if you think you can no longer carry out the role. 
• Do keep an open mind, avoid becoming entrenched. 
• Do offer support in a proactive way – don’t wait to be asked. 
• Do maintain confidentiality.  Should you feel you need to share a confidence tell the 

person you are supporting first.  
• Do not get personally involved.  You have been appointed for your ability to remain 

objective. 
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• Do not give legal / technical advice but you can suggest where the person can get advice 
and support. 

• Do be aware of the sensitivities and emotion involved in complaints and allegations, 
complainants may be upset but also fearful of reprisals and other adverse consequences.  
Respondents may be shocked at being accused, fearful about the impact of the allegation 
on their civilian career/RAF Air Cadet service, angry and emotional.  Respondents can 
often view/portray themselves as the victim. 

7. In the event that termination of volunteering is recommended, the subject has a right to be 
accompanied by the AO to a meeting with the Disposal Authority prior to the final decision being made. 
The role of the AO at such a meeting is to support and assist. 

Appendix: 

1. Terms of Reference – Assisting Officers (AOs). 

 



 

115-C-A1-1 
Version:  8.0 

           APPENDIX 1 TO 
           ANNEX C TO 
           ACP 20 
           PI 115 
 
TERMS OF REFERENCE – ASSISTING OFFICER (AOs) 
 
1. Introduction.  You have been nominated as an Assisting Officer (AO) for 
_______________________ .  The role of AO is offered to a CFAV during what may be a difficult 
time, following an allegation of a serious disciplinary or criminal offence and the AO should be 
aware of the sensitivities and emotion involved.   
 
2. Criteria for selection of AO.  The individual respondent/complainant is to be offered the 
services of an AO.    The following criteria apply: 
 

a. The AO should be a RAFAC officer, WO, FS, Sgt or CI. 
 
b. The AO is not to be an officer involved in the processing or deciding the complaint. 
 
c. The AO is assigned by OC Wing/WgExO or equivalent but every effort is to be made 
to assign an AO requested by the individual. 
 
d. If the individual declines the services of an AO, OC Wing or equivalent is to make a 
record of that fact. 
 
e. The AO should be chosen for his/her open mindedness; good listening skills; friendly 
and approachable nature; and having time and being readily available. 
 
f. The potential AO should be consulted to confirm they are fully aware of the 
responsibilities of the role and agree its duration prior to the appointment being made.  The 
appointment should be reviewed regularly.  

 
3. Confidentiality.  All correspondence and discussion between the individual and the AO 
must be treated as confidential and should not be disclosed to the chain of command, unless 
agreed by the individual. 
 
4. Role of the AO.  The officer appointed to act as the AO has a key role in helping to achieve 
a fair resolution of the investigation or complaint, with the minimum of delay.  Consequently, AOs 
should be selected with care to ensure that they have the appropriate knowledge and experience to 
gain the trust and respect of individuals.  The AO has the following important duties: 
 

a. Providing continuity and support by acting as a point of contact, whenever possible, 
throughout the progression of the investigation.  Contact should be attempted at least 
monthly, and feedback given to the WgExO/OC TEST.   
 
b. Ensuring that the individual is aware of the welfare support available to him, including 
ensuring they have a copy of the Welfare Support Leaflet (ACP 6) and assist him/her in 
accessing it if required. 
 
c. The AO is not expected to enter into any legal, financial or personal commitment, for 
example bail, surety, binding over, or be involved in court proceedings. 
 
d. The AO should advise the individual to seek welfare or medical help where they think 
it appropriate, and be alert to a possible rise in their own stress levels. 
 
e. The AO should recognise the need to seek early expert advice where appropriate. 

https://sharepoint.bader.mod.uk/QM/Controlled%20Documents/ACP%20006.pdf
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5. The AO may treat anything said to him by the individual in confidence, but must make the 
individual aware that he/she is obliged to report any offence or any breach of security to OC 
Wing/WgExO or equivalent. 
 
6. Should the AO become aware they are unable to continue in the role they are to inform the 
person who appointed them immediately. 
 
7. The AO is to regularly consider if this role is affecting them in any way and should seek 
support for themselves from the OC Wg/WExO or equivalent should the need arise. 
 
I hereby agree to the terms laid out above. 
 
 
 
Signed ____________________________ Rank/Name ________________________ 
 
Appt/Sqn _________________________ Date ______________________________ 
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          ANNEX D TO 
          ACP20 
          PI 115 
 
 

 
 
 

Protocol for the RAF Air Cadets (RAFAC) and SSAFA 

Personal Support and Social Work Service RAF (PS&SWS 

RAF) 

Contents  

1. Foreword 

2. Background 

3. Purpose 

4. Profile of the Parties 

5. Extent/Scope of Welfare Support 

6. Contact Details 

7. Confidentiality 

8. Record Keeping 

9. Referral Process 

10. Monitoring and Review  

1. Foreword 

This protocol is an UNCLASSIFIED document but contains Military Information and is to be furnished for 
official purposes only. 

This protocol will be effective for Cadet Force Adult Volunteers (CFAV), for Chaplains, and for the RAF 
Air Cadets. 

This protocol will not be effective for RAFAC Civilian Committee members. 

2. Background 

As a result of some work undertaken by a previous Service Manager for the PS&SWS RAF with/on 
behalf of the RAFAC, a meeting was held between the Assistant Chief of Staff Support (ACOS Spt) and 
SO2 Personnel (SO2 Pers) from HQ RAFAC, and the Head of Service (HoS) and the Service Manager 
(SM) from PS&SWS RAF, to discuss ways in which to establish regular and productive liaison between 
both agencies operating throughout the UK.  It was agreed to formalise this partnership in a protocol 
which would outline the nature of the said partnership. 

3. Purpose 

The purpose of this protocol is to describe the actions and responsibilities involved by both parties in the 
provision of welfare support by the PS&SWS RAF to RAFAC CFAV, Chaplains and cadets. 

We aim to promote partnership working to ensure appropriate allocation of referrals and best use of both 
agencies' resources, with the overarching objective of promoting positive outcomes for service users.  

This protocol represents a positive development to the good and benefit of the individuals we both serve.  

http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#foreword
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#background
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#purpose
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#profile
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#extent
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#contact
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#confident
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#record_keep
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#ref_process
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#monitor_rev
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4. Profile of the Parties 

SSAFA Personal Support and Social Work Service RAF 

We have been providing a Personal Support and Social Work Service to the RAF for well over 28 years 
and we were successful in being awarded the contract again in 2017 for a further five-year period. 

Working alongside the RAF, but outside of the Chain of Command, SSAFA staff are there to help with 
concerns for RAF personnel and their families, including single personnel, whether they are a Regular or 
Reserve.  

We know that military staff and families face some unique challenges such as regular deployments, 
having to live apart and frequent moves. Our team provides comprehensive and confidential support, 
with a special focus on services for adults but including children, young people, and their families. This 
support is also available to the RAF Reserve community, including FTRS, RAuxAF Squadrons and other 
such units. 

The RAFAC is a UK-wide cadet force with more than 40,000 members aged between 12 and 19 years. 
The maximum age for entry is 17 years old. 

The RAFAC is made up of two areas: 

• The Air Training Corps (ATC) is the RAF's cadet force, divided into 6 regions, 34 wings and more 
than 900 squadrons within communities across the UK (the ATC Regional and Wing structure is 
shown at Enclosure 1).  ATC cadets aged between 12 and 19 years, with the 18 and 19 year old 
cadets being known as ‘Staff Cadets’. 
 

• The Combined Cadet Force (RAF) (CCF(RAF)) is the RAF’s section of the CCF, which is an 
organisation comprising of cadets from all three Services, coming together in approximately 200 
independent and State schools across the UK.  CCF(RAF) cadets are aged between 12 and 18 
years. 

The RAFAC Adult volunteers, aged over 20 years, come from a range of backgrounds and interests. 
There is no requirement for previous military experience. 

The RAFAC Chaplain is a unique role within the organisation, providing appropriate pastoral care for all 
personnel within the RAFAC, irrespective of religious belief or status. 

• Any Minister or Priest of any religion can apply to become a Chaplain of any RAFAC Squadron; 
 

• Where appropriate, to meet the needs of cadets from non-Christian faiths, Clerics from other 
religions may also be appointed; 
 

• Honorary Chaplains within the RAFAC do not wear a uniform but are recognised by a Chaplain's 
badge. 

The SSAFA PS&SWS RAF UK is contracted by the MOD to provide a non-statutory Personal Support & 
Social Work Service to serving single/married personnel, children and families.  

The local SSAFA workers on station need to be notified when Air Cadets are due at the station, links 
with the ‘In Command’ (IC) and 2nd IC need to be establish – perhaps through the Station’s Air Cadet 
liaison officer (ACLO) – to ensure consistent communication in respect of the CFAV and cadets.  

The PS&SWS RAF offers an all-encompassing service to the whole of the RAF Community, dealing with 
a broad range of welfare support issues. 

The HoS is located at SSAFA Central Office in London.  There are 3 Regional Social Work Managers 
(RSWM) who manage the three regions (North, South and East) across the UK. These three regions are 
made up of two sub teams led by a Social Work Team Lead (SWTL).  The workforce, located on RAF 
Stations throughout the UK, comprises of civilian qualified and registered social work professionals, 
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alternatively trained and qualified Personal and Family Support Workers, and administrative support 
staff. 

5. Extent/Scope of Welfare Support 

The PS&SWS RAF staff will provide advice and support in relation to an issue brought to a CFAV by 
others – typically a problem with a cadet. 

• This could arise during Squadron meetings/activities and/or during summer camps on RAF 
Stations. 
 

• The Commandant of a summer camp taking place on any an RAF Station must make himself 
known to the PS&SWS RAF SSAFA Worker or workers on the Station, so that the PS&SWS RAF 
SSAFA Worker is aware that the camp is taking place and the Commandant knows how to 
contact the PS&SWS RAF, if and when required. 
 

• Some smaller RAF Stations do not have a resident PS&SWS RAF SSAFA Worker, however, all 
stations are covered by the PS&SWS RAF Contract and these stations are covered by a SSAFA 
Worker at a nearby larger station.  Similarly, cover arrangements are always made for annual 
leave.  
 

• If the RAFAC Camp Commandant is not sure how to contact the appropriate PS&SWS SSAFA 
Worker, advice should be sought from either  the relevant SWTL or the RSWM for that specific 
region within the PS&SWS RAF (see contact details in Section 9, Referral Process).  

Such advice and support will also extend to personal support, where help is needed in relation to a 
personal problem connected with RAFAC duties, including support to suspendees, where appropriate 
and at the both parties’ discretion. The PS&SWS RAF will provide advice and support to CFAV and 
cadets, as appropriate. 

The PS&SWS RAF SSAFA Field Worker will provide specific advice and support to major 
incidents/accidents (vide Child "H", Tutor crash, Wittering crash) as appropriate and, in line with the 
PS&SWS RAF Emergencies Planning Group's Protocol and/or RAF Policies/procedures, as relevant, ie, 
RAF Casualty Notification Officer (CNO) / Visiting Officers (VO) procedures. 

6. Contact Details 

The PA to HoS PS&SWS RAF undertakes to provide SO2 Pers at HQ RAFAC with a regularly updated 
PS&SWS RAF Staff Directory. 

There is now a dedicated telephone support line available to all RAFAC personnel: 

TEL: 03000 111 723 available 24 hours a day 365 days a year 

Our Offices are also open Monday-Friday 8.30 hrs-17.00hrs. 

Email: psswsRAF@ssafa.org.uk 

Should this service cease to operate HoS to PS&SWS RAF will advise SO2 Pers at HQ RAFAC 
accordingly. 

SO2 Pers at HQ RAFAC undertakes to provide HoS PS&SWS RAF with any contact details for HQ 
RAFAC during, or out of, normal working hours in case of a requirement for routine/immediate liaison 
(see Section 5, Extent/Scope of Welfare Support). 

7. Confidentiality 

The PS&SWS RAF provides a confidential and impartial welfare service.  In order to provide welfare 
support/advice services and help with personal difficulties, staff will need personal information about a 
given individual and/or a particular situation.  

http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#ref_process
http://ssafa.proceduresonline.com/p_aco_ssafa_sw_raf.html?zoom_highlight=AIR+CADETS#extent
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PS&SWS RAF SSAFA staff follow a code of confidentiality which means that they will not pass on any 
information without the service user's permission, unless their or someone else's safety is at risk, or 
there is a security risk. 

• Relevant information may be shared without a service user's permission only in exceptional 
circumstances, ie, Child Protection or Child/Adult Safeguarding concerns. 

8. Record Keeping 

It is essential that the PS&SWS RAF keeps accurate details about the work undertaken and the service 
users. 

Information will be kept by the PS&SWS RAF electronically on the case management system.  

• Such information is maintained securely and only authorised members of staff can access it; 
 

• The PS&SWS RAF has policies in place about who can pass on what information, to whom, and 
in what circumstances; 
 

• Service users have a right to ask to see 'their' file and to correct any misinformation.  There is an 
information leaflet and application form for this process;  

o There may be some information given to the PS&SWS RAF which is given by a third party in 
confidence.  In some circumstances, this information may not be shared with a service user.  

9. Referral Process 

Referrals will normally be made from RAFAC Wg HQs via the PS&SWS RAF dedicated 24hr telephone 
service, who will then pass the referral on to the appropriate PS&SWS RAF office at the relevant RAF 
Station. 

RAFAC summer camp staff may approach the Station's PS&SWS RAF SSAFA Worker directly, if 
needed.  The PS&SWS RAF SSAFA Worker will deal with the situation as a local referral but will notify 
their RSWM of the referral.  

Contact details for HoS PS&SWS RAF are: 

Head of Service 
PS&SWS UK RAF  
SSAFA, the Armed Forces Charity 
4 St Dunstan's Hill  
London EC3R 8AD  
 
Mobile: 07887 052208   

10. Monitoring and Review 

HoS PS & SWS RAF will collate referral statistical information from staff on a monthly basis and will 
forward such information to RAF Air Command and SO2 Pers HQ RAFAC. 

• Such information will also be communicated to relevant HQ Air Command Personnel by HoS 
during the PS&SWS RAF monthly routine contact monitoring meetings. 

This protocol will be reviewed 6 months after the commencement date. 

ACOS Spt or SO2 Pers, HQ RAFAC, and HoS or a RSWM PS&SWS RAF will meet at HQ RAFAC to 
facilitate this process.  

THIS PROTOCOL WILL COMMENCE ON ..........  

THIS PROTOCOL WILL BE REVIEWED ON ..........  
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*Signed on behalf of the RAFAC Organisation: _________________________ 

(Print 
name): 

________________________________  

Date: ________________________________  

*Signed on behalf of SSAFA PS & SWS RAF: _________________________  

(Print 
name): 

________________________________  

Date: ________________________________  
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 116 
 

NON-ATTENDANCE PROCEDURE FOR ALL CFAVs 
 
References: 
 
A. ACP 20 PI 202. 
B. ACP 20 PI 302. 
 
1. References A and B state that commissioned officers and WOs/SNCOs (ATC) should attend for 
not less than 12 hours in any one calendar month on official and semi-official RAFAC activities pertaining 
to their primary appointment. 
 
2. Although there are no set parameters on attendance for Civilian Instructors, Civilian Gliding 
Instructors, Chaplains or Service Instructors, their attendance should also be monitored.  If personnel fail 
to attend their Unit for an extended period (over 3 months) then OCs should try to make contact with 
them to seek their future intentions.  Unauthorised absences of more than 3 months should be dealt with 
immediately to ensure that ineffective CFAVs are removed from strength at the earliest opportunity. 
 
3. All CFAV attendance should be formally recorded on Bader and any periods of non-attendance 
should be investigated.  Unless the CFAV has been granted NEP, voluntary absence, sick leave from 
their main employment or has a justified and approved reason for not attending RAFAC activities, OCs 
are to contact the CFAV, initially verbally, and followed up by written correspondence (sent Recorded 
Delivery) to ascertain the reasons for their non-attendance.  Details of all attempted contact should be 
recorded and filed accordingly. 
 
4. Should any CFAV fail to respond to any contact, nor complete the required forms, then a short 
report for non-attendance (Pers Form 1-15) may be completed and submitted to HQ RAF Air Cadets 
(SO3 Personnel Management) for consideration.  Copies of all correspondence should be attached as 
evidence to support the lack of contact. 
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 201 

 
COMMISSIONING INTO THE CADET FORCE COMMISSION (CFC) 

 
References:  
 
A. AP 1919A, Chapter 1. 
B. ACP 20 PI 109. 
C. ACP 20 PI 102. 
D. ACP 4, Chapter 8. 
E. ACP 20 PI 103. 
 
ELIGIBILITY FOR APPOINTMENT TO A COMMISSION 
 
1. The conditions of eligibility for appointment to a Cadet Force Commission (CFC) are set out in 
Reference A.  Potential commissioning applicants must fill one of the following criteria: 
 

a. Be serving in the RAFAC, and served at least 12 months, as a non-commissioned officer; 
WO/FS/Sgt (ATC). 

 
 b. Be serving in the RAFAC, and served at least 12 months, as a Civilian Instructor (CI). 
 

c. Be an ex-cadet who has reached the rank of CWO, FS or Sgt and who has served as a 
cadet for a minimum of 4 years and is aged between 20 and 25.  If the time limit is exceeded, ex-
cadets must be appointed as either a CI or SNCO, and serve at least 3 months, prior to putting in 
a commissioning application. 

 
It is also permitted for currently serving commissioned personnel of other Reserve Forces to apply for a 
CFC commission.  The minimum age for an ATC/VGS/AEF commission is 20 years or 18 years for 
CCF(RAF), the maximum age is 65 years.   
 
APPLICATION PROCEDURE - CANDIDATES FOR OFFICER AND AIRCREW SELECTION CENTRE 
(OASC) SELECTION (ATC) 
 
2.  All applicants, in the categories above, will be required to attend the OASC for a 2-day selection 
process, unless they have previously completed OASC successfully. 
 
3. A person who has an interest in being commissioned should approach their Officer Commanding 
(OC) to begin the process.  If approved, the OC should provide a short written narrative of 
recommendation to their particular Wg HQ.  The applicant, or their OC, should approach their Wing HQ 
with a view to attending the locally-run Staff Development Course/Pre-Uniformed Course. 
 
4. Applicants for a commission are to complete, Pers Form 2-01, Pers Form 2-02, Pers Form 2-03, 
a Starter Checklist and the Volunteer Agreement Pers Form 1-19.  Cadets who are applying for a 
commission are also to complete Pers Form 1-10 and Pers Form 1-01.  Potential candidates should also 
read the Candidates Booklet (Pers Form 2-01B available on Bader) to familiarise themselves with the 
process.  If the applicant does not hold a valid criminal records check then renewal would be required 
before the application could progress, in accordance with Reference D. 
 
5. The Unit Commander is to check the application forms and ensure they have been correctly 
completed before sending all paperwork to the Wing HQ where it is checked and recorded on Bader.  
The candidate will then be required to attend a filter interview at Wg HQ.  A full report of the filter 
interview (Pers Form 2-05) is to be completed within 48 hours and should then be forwarded to HQ Air 
Cadets (Personnel) with the completed application paperwork.  If a positive recommendation has been 
given to proceed with the commission then the candidate may book a place at OASC and should read 
the OASC Preparation Guidance booklet (Pers Form 2-01C available on Bader).  If unsuccessful then 
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the candidate should receive a full debrief and be advised on the areas for development and be given a 
suitable period of time for development and training. 
 
6. Following attendance at OASC, successful candidates will be notified in writing at the earliest 
opportunity.  Unsuccessful candidates will receive a letter of confirmation and they may request a debrief 
from their OC, Wg Ex O or ARC. 
 
7. Successful candidates will be on probation for the first twelve months, during which they must 
attend and complete the Officers Initial Course (OIC) at the Air Cadet Training Facility (ATF).  Personnel 
are to wear white rank tabs until they have passed the course and their commission has been confirmed.  
Officers who fail to complete the OIC within the first 12 months of appointment may have their 
commission terminated for failure to abide by the terms and conditions laid down in this policy.  This 
period of probation can be concluded at any time by either the officer or his chain of command if it is 
deemed not to be in the best interests of the RAFAC to retain the appointment. 
 
APPLICATION PROCEDURE - CANDIDATES FOR OFFICER AND AIRCREW SELECTION CENTRE 
(OASC) SELECTION (VGS) 
 
8. All applicants will be required to attend the OASC for a 2-day selection process, unless they have 
previously held a recent Regular or Reserve commission or passed OASC within the last 10 years. 
 
9.  A person who has an interest in being commissioned should approach their Officer Commanding 
(OC) to begin the process. If approved, the OC should provide a short written narrative of 
recommendation to 2 FTS HQ.  
 
10.  Applicants for a commission are to complete Pers Form 2-01, Pers Form 2-02, Pers Form 2-03, a 
Starter Checklist and a Volunteer Agreement Pers Form 1-19 if not already done so (uploaded to Bader).  
Potential candidates should also read the Candidates Booklet (Pers Form 2-01B available on Bader) to 
familiarise themselves with the process.  If the applicant does not hold a valid criminal records check 
then renewal would be required before the application could progress, in accordance with Reference D. 
 
11.  The Sqn Commander is to check the application forms and ensure they have been correctly 
completed before sending all paperwork to 2 FTS HQ where it is checked and recorded on Bader.  The 
candidate will then be required to attend a filter interview at 2 FTS HQ. A full report of the filter interview 
(Pers Form 2-14) should then be forwarded to HQ RAF Air Cadets (Personnel) with the completed 
application paperwork.  If a positive recommendation has been given to proceed with the commission 
then the candidate may book a place at OASC and should read the OASC Preparation Guidance booklet 
(Pers Form 2-01C available on Bader).  If unsuccessful then the candidate should receive a full debrief 
and be advised on the areas for development and be given a suitable period of time for development 
and training. 
 
12. Following attendance at OASC, successful candidates will be notified in writing at the earliest 
opportunity.  Unsuccessful candidates will receive a letter of confirmation and they may request a debrief 
from their OC, 2 FTS Staff Officer (SO2 Level) or OC CGS. 
 
13.  Successful candidates will be on probation for the first twelve months, during which they must 
attend and successfully complete the Officers Initial Course (OIC) at the RAF Air Cadet Training Facility 
(ATF).  Personnel are to wear white rank tabs until they have passed the course and their commission 
has been confirmed.  Officers who fail to complete the OIC within the first 12 months of appointment may 
have their commission terminated for failure to abide by the terms and conditions laid down in this policy. 
This period of probation can be concluded at any time by either the officer or his chain of command if it is 
deemed not to be in the best interests of the RAFAC to retain the appointment. 
 
APPLICATION PROCEDURE – CANDIDATES FOR CCF(RAF) 
 
14. Applicants for CFC commissions on a CCF(RAF) Section, if not currently employed by the 
School, must be appointed as a CI for a period of at least 6 months prior to application.  Personnel who 
then wish to take up a CFC commission on the School are to follow the procedures laid down in paras 2-
7 above following the period of CI service. 
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15. Potential candidates (filling a school role) should apply by completing the Application Forms 
(Pers Form 1-10), Starter Checklist and the Volunteer Agreement Pers Form 1-19 (uploaded to Bader).  
A criminal records disclosure and BPSS (Pers Form 1-01), in accordance with Reference D, will also be 
required.  The BPSS, once completed, is to be retained by CCF(RAF).  Once all administrative action 
has been completed, the paperwork should be sent to the appropriate Test Officer with a request for 
interview.  Following interview the paperwork is to be sent to HQ RAF Air Cadets with the board report, 
any comments and recommendation.  
 
APPLICATION PROCEDURE - CANDIDATES FOR AEFs (RETAINING VR(T) COMMISSION) 
 
16. A potential staff pilot on an AEF is to be interviewed by the Flt Cdr.  If considered suitable and 
there is an establishment vacancy, Form P22 - HQ RAF Air Cadets Initial Appraisal of Potential RAF 
Experience Flight Staff Pilots, is to be completed by the applicant and countersigned by the AEF Cdr and 
forwarded to HQ RAF Air Cadets (P2a).  Approval of the applicant at 6FTS will include perusal of RAF 
F5000 (Flying Record).  If this record is not available the applicant must provide suitable proof of his 
flying duties.  HQ RAF Air Cadets will then invite the applicant, through the AEF Cdr, to complete the 
application forms listed in para 8.  
 
17. The commissioning procedure for officers still serving should commence approximately 3 months 
before their last day of service.  The processing of applications submitted to HQ RAF Air Cadets any 
earlier will depend on completion of the release medical and availability of F5000.  The aim is to 
complete the commissioning procedure about one month before the applicant leaves the Service. 
 
18. RAFVR(T) officers, serving as pilots on an AEF unit, are not required to complete the OIC if they 
have had previous regular RAF service.  However, every applicant will be required to complete the 
BASIC course within 6 months of appointment to get an understanding of the RAFAC policy and 
procedure on aspects such as child protection and safeguarding.  This is to be recorded on their 
personal file. 
 
19. It is appreciated that many applicants for AEF service are ex-Regular serving pilots who leave the 
Service at age 55.  As pilots are legally approved to fly cadets up to their 65th birthday, potential 
applicants may be appointed up to age 65. 
 
20. A potential candidate with no previous military experience eg. Civilian pilots, will be required to 
complete the Application Form (Pers Form 1-10), Starter Checklist and the Volunteer Agreement Pers 
Form 1-19.  A criminal records disclosure and BPSS (Pers Form 1-01), in accordance with Reference D, 
will also be required.  The OC is to provide a supporting narrative and a Filter Interview is to be 
arranged, carried out by fully-trained UAS personnel.  6FTS remain responsible for checking all flying 
documentation and records and Comdt 6 FTS (or approved HQ 6 FTS staff) are to provide a signed 
statement confirming the applicant is suitable to hold a commission.  Completed paperwork should be 
sent to HQ RAFAC Personnel (P2a) for action. Every applicant will be on probation for the first 12 
months and must successfully complete the OIC at ATF during this period.  Failure to do so may result in 
the termination of their appointment. 
 
PREVIOUSLY COMMISSIONED CANDIDATES 
 
21. Candidates who have previously held a commissioned rank in a branch of the Armed Forces, the 
Reserves or Auxiliaries are not required to appear before the Selection Board at OASC.  In such cases, 
the Application Form (Pers Form 1-10), with Sqn Cdr’s narrative, Starter Checklist and the Volunteer 
Agreement (Pers Form 1-19 – uploaded to Bader) are to be completed and forwarded to Wing HQ/2FTS 
HQ where an interview will be arranged.  A criminal records check in accordance with Reference D and 
BPSS, in accordance with Reference E, will be required.  Once all administrative action has been 
completed, the paperwork should be sent to the appropriate Rgnl Comdt or OC CGS with a request to 
interview the candidate.  Following interview the Rgnl Comdt or 2FTS HQ is to return the documentation 
to HQ RAF Air Cadets with his comments and recommendation.  However, personnel who have been 
dismissed from any previous military role for misconduct may not be permitted to join the RAFAC. 
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22. Any candidate who has previously held a commissioned rank in a branch of the Armed Forces, 
the Reserves (including RAFAC) or Auxiliaries will not be expected to attend and complete the OIC at 
ATF.  However, previously commissioned RAFAC officers should be encouraged to attend, as a 
refresher, if they have been out of the Corps, or if their original course was attended more than 5 years 
ago.  
 
23. Officers who are granted commissions less than one year after the end of previous 
commissioned service in the Royal Air Force, the Auxiliary and Reserve Forces will not be entitled to any 
free issue of uniform or to a cash allowance (unless the new combined scale of free issue and cash 
allowance items exceeds the old, in which case any differences will be issued). 
 
24. Officers who are granted commissions one year or more but less than 4 years after the end of 
previous commissioned service will not be entitled to any free issue of uniform (except when the 
combined scale of free issue and cash allowance items exceeds that of the old, in which case any 
differences will be issued), but will be paid an allowance based on 50% of the cost of items in the free 
issue category of their scale, plus 50% of the outfit allowance appropriate to their new commissions.  
The commissioning allowances currently payable to officers are detailed in RAF GAI 1033. 
 
COMMISSIONED STATUS OF CIVIL SERVANTS IN THE RAFAC 
 
Introduction 
 
25. The RAFAC has a number of Civil Service (CS) posts where it is advantageous from the 
Organisation’s perspective for the incumbent of that post to hold a commission and carry out some of 
their responsibilities in uniform.  A uniformed presence of suitably selected and trained staff in front of 
adult volunteers and cadets helps to promote a military ethos and inculcate the core values of our parent 
Service.   
 
26. Primacy of CS T&CoS.  RAFAC CS staff will be subject to CS T&CoS for their employment.  
T&CoS applicable to volunteers will only be applicable when the CS is demonstrably undertaking a 
volunteer role rather than the CS functions for which they are employed.  Any CS who hold a 
commission who also volunteer for the Organisation in their spare time and who are concerned about the 
boundaries between the two should seek advice from their chain of command to ensure they operate 
within the correct T&CoS at all times.   
  
27. Current CS Staff with a RAFR Civil Component Commission. The RAFAC has a small 
number of CS staff who hold RAFR Civilian Component Commissions. These commissions were 
awarded linked with particular posts and lasted as long as the incumbent was in that post.  As there is 
now no retirement age for CS they will retain their CC Commission until they retire from the MoD or 
leave the post they currently hold in the CS, whichever is the earlier. 
 
28. Current CS Staff with a VR (T) Commission. All RAFAC CS staff who hold a VR(T) 
commission will transfer to a CFC on 1 Dec 17. VR(T) Commissions will be relinquished in Dec 17. 
Current staff who do not wish to transfer to the CFC need to advise their chain of command and inform 
Pers Staff (HQ RAFAC) so that the CFC commission can be removed.  From that point on, they are not 
entitled to wear uniform or rank in the pursuance of their CS duties.  For those who transfer to the CFC, 
they will be expected to wear the RAFAC rank insignia.  
 
29. New CS Staff who have held a Commission.  Any new staff who have held a commission, 
Regular, Reservist or VR (T) will be offered a CFC.  They will have to be DBS cleared. They will not have 
to attend and pass OASC.  They will be required, as part of their initial employment training, to attend 
and pass either the ATF OIC or the Senior Officers’ Course, dependent on the CS post filled.  Should 
they fail the course, they can re-apply but a second failure to demonstrate the qualities required of a 
CFC holder would lead to them reverting to pure CS and not wearing uniform or rank. 

 
30. New CS Staff who have not held a Commission.  Any new CS staff who have not held any 
form of commission, Regular, Reservist or VR(T) will be required to attend and pass both OASC and the 
RAFAC OIC in the same manner as a CFAV applicant for a CFC.  If they are successful in both they will 
be offered a CFC Commission.  They will have to be DBS cleared.  Should they fail the course, they can 
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re-apply but a second failure to demonstrate the qualities required of a CFC holder would lead to them 
reverting to pure CS and not wearing uniform or rank. 

 
31. Uniform and Rank.  All CS staff holding a CFC and wearing uniform are to do so in accordance 
with AP 1358C.  Where an individual is already holding a commissioned volunteer role, or gains one 
after joining the CS and accepting the CFC, the rank to be worn is the highest held in either role.  For 
example, a CS in a sqn ldr equivalent permanent post holding the CFC who also volunteers as a flt lt 
would wear sqn ldr rank in both roles but would be paid VA at the flt lt rate.  A CS holding a wg cdr 
volunteer role would wear wg cdr rank despite the CS role meriting only sqn ldr rank and would be paid 
VA in the rank of wg cdr.  It is accepted that, presentationally, this may cause issues between CS of 
equivalent grades but we rely on the professionalism of our staff to act appropriately and with due 
respect to the rank or grade which takes priority depending on whether activity is being conducted as a 
CS in uniform or as a volunteer.  
 
RANK ON ENTRY & PROMOTION TIMELINES 
 
32. Potential commissioning candidates will be assimilated on entry, and subsequent promotions, in 
accordance with Annex A.  Promotion to the rank of flying officer, the highest substantive rank in the 
RAFAC, is subject to the provisions of AP1919A Chap 1. 
 
MEDICAL FITNESS  
 
33. There are no set criteria regarding medical standards for commissioned uniformed personnel.  
Each will be dealt with on a case by case basis but a common-sense approach must be adopted in line 
with our required duty of care, not only to cadets, but to the individuals themselves.  If a candidate has 
been released from the Armed Forces on medical grounds or is suffering, or has suffered, from any 
medical condition or disability this must be stated on the application form.  Any declared condition 
should, ideally, be discussed and clarified at the application stage.  Should further medical advice be 
required after the declaration by a candidate of a medical condition or physical disability, a doctor’s 
certificate stating that the candidate is fit to carry out the normal duties of an officer will be sought by HQ 
RAF Air Cadets and is to be provided at the individual’s own expense.  A person will be expected to be 
medically fit enough to complete and successfully pass the OIC course and if this is not potentially 
possible then a uniformed position should not be pursued. 
 
34. Medical examinations of candidates for appointment to Air Experience Flights will be arranged by 
6FTS. 
 
35.  Personnel who are being commissioned to fly on a VGS will be required to undergo a medical 
examination unless they already hold a current military recognised aircrew medical.  Medical 
examinations of candidates for appointment to flying posts on a VGSs will be arranged by HQ 2FTS. 
 
36.  For personnel joining a VGS in a ground role, each will be dealt with on a case by case basis.  A 
common-sense approach must be adopted in line with our required duty of care, not only to cadets, but 
to the individuals themselves.  If a candidate has been released from the Armed Forces on medical 
grounds or is suffering, or has suffered, from any medical condition or disability this must be stated on 
the application form.  Any declared condition should, ideally, be discussed and clarified at the application 
stage.  Should further medical advice be required after the declaration by a candidate of a medical 
condition or physical disability, a doctor’s certificate stating that the candidate is fit to carry out the 
normal duties of an officer will be sought by HQ RAF Air Cadets and is to be provided at the individual’s 
own expense.  A person will be expected to be medically fit enough to complete and successfully pass 
the OIC course and if this is not potentially possible then a uniformed position should not be pursued. 
 
BEARDED CANDIDATES 
 
37. CFC personnel are only permitted to wear beards on religious or medical grounds.  Further 
details can be found in the RAFAC Dress Regulations.  
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RESUBMISSION OF APPLICATIONS 
 
38. Normally, a candidate may be recommended for a commission on not more than 2 occasions.  If 
a candidate is not successful at the first attempt and the Comdt RAFAC decides that a further 
recommendation will be considered between one and 2 years of the candidate's first appearance before 
a Selection Board, this will be communicated to the Regional Commandant, the Wing Commanding 
Officer, Commandant 2FTS or COS 2FTS.  If, at the first attempt, it is decided that a candidate is 
unsuitable for commissioning the Regional Commandant, Wing Commanding Officer, Commandant 
2FTS or COS 2FTS will be informed that the candidate is not to be reconsidered.  
 
39. All resubmissions are to be supported by a narrative report based on a filter interview.  

 
Annex: 
 
A. Entry Levels and Promotion Timelines. 
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ANNEX A TO  
ACP 20  
PI 201  

  
COMMISSION/PROMOTION FLOW CHARTS 

  
NEW ENTRANT – NO PREVIOUS EXPERIENCE  
  

Individuals must be appointed as either a CI or SNCO and serve for at least 12 months prior to 
commission application  

|  
Attend, and successfully pass the OASC selection board  

|  
Commissioned as Plt Off on 12 months’ probation  

|  
OIC to be completed during probationary period  

|  
Eligible for Fg Off following 2 years’ service  

|  
Must serve at least 2 further years before promotion to a higher rank can be considered.  Higher rank 

only awarded if filling an established post  
|  

SCC to be completed within 6 months of taking up post  
  
  
EX-STAFF CADET  
  

Attend, and successfully pass the OASC selection board  
|  

Commissioned as Plt Off on 12 months’ probation  
|  

OIC to be completed during probationary period  
|  

Eligible for Fg Off following 2 years’ service  
|  

Must serve at least 2 further years before promotion to a higher rank can be considered.  Higher rank 
only awarded if filling an established post  

|  
SCC to be completed within 6 months of taking up post  

  
FS (ATC)   
  

Attend, and successfully pass the OASC selection board  
|  

Commissioned as Fg Off on 12 months’ probation  
|  

OIC to be completed during probationary period  
|  

Must serve at least 2 years before promotion to a higher rank can be considered.  Higher rank only 
awarded if filling an established post  

|  
SCC to be completed within 6 months of taking up post  
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WO (ATC)  
  

Attend, and successfully pass the OASC selection board  
|  

Commissioned as Fg Off on 12 months’ probation  
|  

OIC to be completed during probationary period  
|  

Must serve 1 year before promotion to a higher rank can be considered.  Higher rank only awarded if 
filling an established post  

|  
SCC to be completed within 6 months of taking up post  

  
  
EX-SERVING OFFICERS – REGULAR, RESERVE & AUXILIARY  
  

Interview with Regional Commandant  
|  

Commissioned as Fg Off  
|  

Can fill an established post at a higher rank with immediate effect if vacancy exists  
|  

SCC to be completed within 6 months of taking up post  
  
  
EX-SERVING WARRANT OFFICERS – REGULAR, RESERVE & AUXILIARY  
  

Attend, and successfully pass the OASC selection board  
|  

Commissioned as Fg Off on 12 months’ probation  
|  

OIC to be completed during probationary period  
|  

Can fill an established post at a higher rank with immediate effect if vacancy exists  
|  

SCC to be completed within 6 months of taking up post  
  
  
  
EX-SERVING FS/SGT – REGULAR, RESERVE & AUXILIARY  
  

Attend, and successfully pass the OASC selection board  
|  

Commissioned as Fg Off on 12 months’ probation  
|  

OIC to be completed during probationary period  
|  

Must serve at least 2 years before promotion to a higher rank can be considered.  Higher rank only 
awarded if filling an established post  

|  
SCC to be completed within 6 months of taking up post  
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 202 
 

CONDITIONS OF APPOINTMENT – CFC OFFICERS 
 
INTRODUCTION 
 
1. Officers appointed for service with the Air Training Corps are granted commissions in the Cadet 
Forces.  CFC officers have no reserve liability and are not subject to call out for service with any of the 
regular armed forces. 
 
2. CFC officers are initially appointed on 12 months’ probation as Acting Pilot Officers and are to 
successfully attend and complete the Officers’ Initial Course (OIC) at the Adult Training Facility (ATF) 
within this probationary period before they can be formally commissioned into the CFC as either plt off or 
fg off.  Officers may not attend annual camps or other courses until they have satisfactorily completed 
the OIC at the ATF.  Failure to attend, or reach an acceptable standard on, the OIC may result in 
termination of the commission.  Extensions to the initial period of service are made in accordance with PI 
203. 
 
3. Service with the ATC as a CFC officer is voluntary and part-time at a unit mutually agreed by the 
individual and his Wing HQ.  CFC officers may transfer to other units voluntarily or be moved in the 
interests of the RAFAC or their personal development in accordance with ACP20 PI 110.  CFC officers 
may serve supernumerary on other units and may apply to do so on Pers Form 1-11. 
 
4. CFC service is unpaid.  However, officers can be remunerated for attendance at annual camps, 
authorised exercises, courses of instruction, and as otherwise specifically approved by Comdt RAFAC.  
There is no automatic entitlement to remuneration for any specific ATC activity, and regulations are 
contained in ACP 300.  Personnel are considered to be on duty when travelling to/from their unit, when 
travelling to off-site approved activities or transporting/collecting arms, weapons and ammunition 
supplies. 
 
RESPONSIBILITIES OF A CFC OFFICER 
 
5. Child protection policy.  It is the primary responsibility of all adult members of the RAFAC to 
safeguard the moral, psychological and physical welfare of children regardless of gender, religion, race, 
ability, disability, sexuality and social background by protecting them from any form of physical, 
emotional and sexual abuse or neglect.  All children have the right to protection from all forms of abuse 
and harm when engaged in RAFAC activities and when in contact with members of the RAFAC.  All 
adult members of staff have a duty of care, which makes them responsible both for safeguarding 
children in their care from abuse and harm and for responding swiftly and appropriately when suspicions 
or allegations of inappropriate behavior arise; this applies to all cadets and not just cadets under their 
immediate control.  The RAFAC Child Protection Policy is detailed and amplified in ACP 4.  
 
6. In addition to the above, CFC officers are to: 
 

a. Acquaint themselves with regulations and such instructions issued to the Corps from time 
to time. 
 
b. Follow closely the provisions of ACPs 1 and 4. 
 
c. Obey such orders as may be given to them in accordance with those regulations and 
instructions. 
 
d. Be responsible at all times for the maintenance of good order and discipline. 
 
e. Afford the utmost support to their superiors. 
 
f. Refrain from passing criticism on the conduct or orders of their superiors. 
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g. Attend courses for which they are eligible in order to carry out their responsibilities.   

 
ATTENDANCE ON ATC ACTIVITIES BY CFC OFFICERS  
 
7. CFC officers are expected to attend for not fewer than 12 hours in any one calendar month on 
authorised activities related to their primary role.  For officers on VGSs this is interpreted as at least 2 
days in any one calendar month. 
 
8. COs are to maintain a record of officers’ attendance and of the hours spent on ATC activities.  
Time taken in travelling to ATC activities is to be included.  The attendance register may be maintained 
in any convenient form and is to be available for inspection as required. 
 
9. If an officer fails to complete the expected period of attendance the CO is to investigate the cause 
and enter the facts in the attendance register.  The officer concerned will be required to initial the entry 
and give reasons for non-attendance in writing within 14 days, or as soon as practicable thereafter. 
 
10. If an officer cannot be traced, if he refuses to initial the attendance register or give reasons for 
non-attendance or if he fails for two consecutive months to attend for the required minimum period the 
CO is to forward a short report together with any comments and recommendations to the appropriate Wg 
CO.  The Wg CO is to report the matter to the Rgnl Comdt.  If the officer is not attached to a squadron, 
his immediate superior is to report the facts direct to HQ RAFAC (SO3 Policy & Casework).  In the case 
of the non-attendance of a squadron CO, the Chairman of the Squadron Committee should inform the 
Wg CO who is to report the facts to the Rgnl Comdt. 
 
11. If the Rgnl Comdt is not satisfied with the officer’s reasons for non-attendance or decides that 
there is a prima facie case of non-attendance he is to recommend to the Comdt RAFAC that the 
individual’s appointment be terminated.  This recommendation should be made in accordance with PI 
116 giving brief details of the non-attendance and explaining what action has been taken to contact the 
officer concerned.  If it is impracticable to advise the subject of the report of the action being taken at 
interview the individual may be advised by letter. 
 
12. Voluntary Absence.  Wg COs, OC VGSs, OC AEFs or CCF Contingent Commanders may grant 
an officer voluntary absence from RAFAC duties for sickness, maternity/paternity or any other personal 
reason which does not warrant transfer to the HQ RAFAC Non-Effective Pool.  Other than for reasons of 
maternity/paternity, voluntary absence exceeding 3 months should be granted only in exceptional 
circumstances, and then only with the approval of the appropriate Regional Commandant, and then 
never for more than 6 months.  It should be borne in mind that any CFAV, officially signed off sick from 
his or her primary employment, should not attend any ATC activity. However, where it is deemed by 
medical professionals that attending the ATC is aiding their recovery or is beneficial to their ongoing 
welfare, HQ RAFAC (Personnel) is to be advised, who will consider such requests on a case by case 
basis.  Prospective parents are entitled to up to 12 months of voluntary absence, commencing from no 
later than 2 weeks before the due confinement date.  In the case of both parents being RAFAC CFAVs, 
they can notify their intention to share the 12 months of voluntary absence.  This is, however, entirely a 
personal choice.  For new adoptive parents of children up to the age of 5, the same maternity/paternity 
entitlements apply, with entitlement to absence starting from 2 weeks prior to the official date of 
adoption. 

 
CFC OFFICERS AND THE LAW 
 
13. CFC officers are subject to civil law and have a duty to uphold it; in this respect they are no 
different from other citizens.  The RAFAC has the right to take administrative action (see para 20 below) 
in relation to individuals who have brought the RAFAC into disrepute; in some cases this may lead to a 
recommendation for the termination of their commission. 
 
LOCAL GOVERNMENT, PARLIAMENT AND ELECTIONS 
 
14. CFC officers are not permitted to take an active part in the affairs of any political organisation, 
party or movement.  They are not to participate in political marches or demonstrations.  No restriction is 
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to be placed upon the attendance at political meetings of such personnel provided that uniform is not 
worn, that RAFAC duties are not impeded and no action is taken which could bring their RAFAC service 
into disrepute. 
 
15. Parliamentary Candidature.  CFC officers are disqualified from membership of the House of 
Commons and from election to the European Parliament.  Such personnel must therefore resign their 
commission before their formal adoption as a Parliamentary candidate or prospective candidate.  Such 
personnel must complete their last day of RAFAC service before their formal adoption as a candidate or 
prospective candidate. 
 
16. Release of Parliamentary Candidates.  CFC officers who wish to participate in political activity 
should resign their commission in accordance with para 15 above.  An unsuccessful candidate will have 
no automatic right to reinstatement within the RAFAC.  A candidate or prospective candidate must take 
all steps within his power to ensure that no public announcement of his candidature or prospective 
candidature is made before he has resigned. 
 
17. Local Government Elections.  Serving CFC officers may not accept membership of any local 
authority, or allow themselves to be nominated for election to any such body, without the permission of 
HQ RAF Air Cadets.  CFC officers who are permitted to be nominated for election to any local authority 
many only stand as independent candidates, they are not to stand as candidates for any political 
organisation, party or movement, and, if elected, are not to involve themselves in any way in the affairs 
of any such organisation, party or movement. 
 
18. Political Activities in Service Establishments.  All forms of political activity, including political 
meetings and speeches, are prohibited in Service/RAFAC establishments.  No Service facilities, 
including aircraft and motor transport, are to be used at, or in connection with, any function the purpose 
of which is to further the interest of a political party or an organisation having controversial aims, nor are 

Service bands to play at such functions. 
 
ETHOS, CORE VALUES AND STANDARDS OF CONDUCT 
 
19. The Ethos of the RAFAC is the distinctive character, spirit and attitude of the Organisation, which 
together inspire people to pursue the spirit of adventure while providing a framework upon which to build 
sound moral principles and develop the desire for achievement and self-improvement, and thereby 
provide example and leadership for the young people of the country.  CFC officers should not put 
themselves or others in compromising or potentially dangerous situations.  The Core Values set out in 
ACP 1 are what we expect of our officers.  By demonstrating these qualities, their standards of behaviour 
and actions will help sustain the excellent reputation that the RAFAC enjoys within the uniformed Youth 
Services, RAF and society at large.  They must ensure that they understand these values and uphold 
them at all times.  Failure to do so may result in administrative action, or in more serious cases, referred 
to the appropriate statutory authority.   
 
20. It is also imperative within the RAFAC to sustain and maintain trust and loyalty between 
commanders and those they command.  This imposes a need for standards of social behaviour more 
demanding than those required by society at large and any unwelcome sexual attention in the form of 
physical or verbal conduct; over-familiarity with the spouses, civil partners, partners or families of other 
RAFAC personnel; displays of affection which might cause offence to others; behaviour which damages 
or hazards the marriage, civil partnership or personal relationships of RAFAC personnel or civilian 
colleagues within the wider  RAFAC community, and taking sexual advantage of subordinates must be 
avoided.  The RAFAC will not interfere in the private lives of its personnel unless it is absolutely 
necessary to do so in order to maintain discipline, team cohesion and effectiveness.  Any involvement by 
the RAFAC is based on the following principle:  “Have the actions or behaviour of an individual adversely 
impacted on, or are they likely to impact upon, the efficiency or effectiveness of the RAFAC”.  Each case 
will be judged on its merits but those considered serious enough and, having applied the principle 
outlined in para 12 above, may lead to a recommendation for the termination of an officer’s commission.   
 
21. The following list is not exhaustive but, in addition to the strictures above, CFC officers are not to: 
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a. Consume alcohol whilst in uniform or on a designated duty or whilst in the presence of or 
responsible for cadets.  Further details can be found in PI 114. 
 
b. Falsify records, expenses or defraud or attempt to defraud his unit or the RAFAC in any 
manner. 
 
c. Carry out private training or business activities on RAFAC premises or use the RAFAC 
brand or equipment to promote private trading without the consent of the Rgnl Comdt.    
 
d. Otherwise use RAFAC, ATC, VGS or AEF brands or logos (including sqn emblems, 
standards, crests or badges) without the consent of the Rgnl Comdt or OC CGS (as appropriate). 
 
e. Give or loan personal money to cadets or other CFAVs.    
 
f.  Smoke (including e-cigarettes) in the presence of cadets and never in public while in 
uniform.    
 
g. Promote his own religious, political ideals or beliefs to anyone while on RAFAC duty. 
 

OFFICERS CHARGED IN CIVIL COURTS, IN RECEIPT OF A POLICE CAUTION OR UNDER 
INVESTIGATION BY THEIR EMPLOYER 
 
22. CFC Officers Charged in Civil Court.  An officer who is officially informed that a charge is to be 
preferred against him by the civil authorities is to report the circumstances without delay to his CO, who 
will pass the information through the command chain to HQ RAFAC (SO3 Policy & Casework).  In the 
event of a conviction, the CO is to submit an Administrative Report in accordance with PI 209.  If the 
officer is found not guilty a simple report of the case is to be forwarded to HQ RAFAC (SO3 Policy & 
Casework) through the usual channels.  Anyone ordered to register as a sex offender is to be made the 
subject of an Administrative Report in accordance with PI 209.   
 
23. Procedure for Civil Police Cautions/Fixed Penalty Notices/Anti-Social Behaviour Orders.  A 
CFC officer who receives a formal caution, Fixed Penalty Notice or Anti-Social Behaviour Order from the 
civil police, or who is bound-over, is to submit a written explanation of the circumstances to his CO 
without delay.  The CO may then initiate any such administrative action that is considered appropriate (if 
any). 
 
24. Minor Offences under the Road Traffic Act.  Paras 16 and 17 do not apply if the individual has 
received a charge or caution for a minor offence under the Road Traffic Act (see PI 209 Annex D) and 
was not on duty at the time of the offence.  "Breathalyser" charges are not to be considered as minor for 
the purpose of this paragraph.    
 
25. Enquiry or Disciplinary Hearing by Employer or Professional Body.  If a CFC officer is the 
subject of a safeguarding/child protection social services enquiry or an investigation and/or disciplinary 
hearing by their employer and/or professional body (eg. General Medical Council, General Social Care 
Council, General Teaching Council etc where there are any child protection implications or where there 
may be press interest, they are to report the matter to HQ RAFAC (SO3 Policy & Casework), through the 
chain of command. 
  
ADMINISTRATIVE ACTION AND PROCEDURES 
 
26. Failure to satisfactorily carry out the responsibilities of a CFC officer as detailed at para 5 above 
or maintain the standards outlined elsewhere in this Instruction, may result in administrative action being 
taken in accordance with PI 206. 
 
27. An AR may be raised on an officer who, at any time as a result of information disclosed on an 
enhanced criminal records check, is considered unsuitable to remain in the RAFAC.    
 
28. Suspension from Duty.  CFC officers will generally be suspended, without prejudice, from 
RAFAC activities for any act of, or allegation of, serious misconduct or safeguarding issue, or to preserve 
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evidence and/or avoid the potential for access to witnesses.  However, before any action is taken to 
suspend a subject officer, HQ RAFAC (SO3 Policy & Casework) is to be contacted to ensure that 
suspension is appropriate (except for expiration of a criminal records check).  If, however, for reasons of 
safeguarding a cadet or cadets, the immediate suspension of an CFC officer is deemed necessary, HQ 
RAF AC (SO3 Policy & Casework) is to be contacted as soon as practicable following the suspension.  
The subject officer may be notified verbally initially of his suspension but this must always be followed up 
by letter.  See Annex A to PI 115 for a template suspension letter.  A suspension may not be lifted 
without the prior agreement of HQ RAFAC (SO3 Policy & Casework) (except for receipt of a criminal 
records check).  A CFC officer who fails to renew their criminal records check before the extant 
disclosure expires will be suspended, without prejudice, until a new disclosure certificate has been 
received and acknowledged by their chain of command.  Officers will be reinstated by HQ RAFAC from 
the date of the new disclosure certificate.  A specimen letter of suspension for expiration of criminal 
records check can be found in ACP 4, Annex A to Chapter 7. 

29. RAFAC COMPLAINTS.  CFC officers who think they have been wronged in any matter relating 
to their RAFAC service can submit a formal complaint using Pers Form 1-16. 
 
HONOURS AND AWARDS 
 
30. CFC officers are eligible for State Awards under the Military List, Defence Council Letters of 
Appreciation (DCLAs) and the range of Commendations available to serving RAF officers (see ACP 3).  
They may also be awarded the Cadet Forces Medal (CFM) and Clasps in accordance with JSP 814.  
The award of the CFM is governed generally by Royal Warrant dated 19 November 2001.  They may 
also be awarded other medals and awards as directed by the Ministry of Defence from time to time. 
 
NON-EFFECTIVE POOL (NEP) 
 
31. CFC officers may transfer to the NEP in accordance with PI 111.  

 



 

203-1 
Version:  8.0 

 
AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 203 

 
EXTENSION OF SERVICE FOR OFFICERS AT THE UPPER AGE LIMIT 

 
INTRODUCTION 

 
1. The instructions for dealing with applications for extensions of service in the RAFAC are issued 
for the guidance and compliance of all concerned.  The upper age limit for uniformed CFAV is 65 years 
and, although there is no entitlement to an extension beyond that, the chain of command will make their 
decision based on the needs of the RAFAC.  Reviews will be on an annual basis. 
 
EXTENSION OF SERVICE PROCEDURE 
 
2. A monthly list of officers due for extension after reaching age 65 will be prepared by HQ RAF Air 
Cadets (Personnel) approximately 6 months before the officers’ birthday. 
 
3. Officers on an AGS/VGS will cease to operate in any flying role, airfield duty or supervisory role 
on their 65th birthday and will retire from uniformed service.  They may, however, apply to remain in a 
non-uniformed role if they wish, and if within establishment levels.  Comdt 2FTS will review on a case by 
case basis. 
 
4. These monthly spreadsheets will be filed directly onto MOSS in the Personnel working area.  The 
spreadsheet will be protected to retain the integrity of the information, but the Comments column will be 
open to input confirming the chain of command decision.  As a guide, the following points should be 
taken into consideration when assessing suitability for service beyond the age limit: 
 

a. Efficiency. 
 
b. Sense of duty, loyalty and leadership. 
 
c. Personal discipline and the capacity to instil it into cadets. 
 
d. Medical fitness (including Aircrew medical fitness) to carry out the duties expected on an 
officer on both an ATC unit and an AGS/VGS. 
 
e. Administrative ability (as distinct from technical ability). 
 
f. Completion of required/mandatory courses. 
 
g. Continuing suitability to work with children (criminal records check). 
 

SPECIAL POINTS 
 
5. In addition, attention is drawn to the following: 
 

a. Where an officer is not to be invited to extend their service, a letter explaining the reasons 
why should be sent to the individual.  The spreadsheet should be annotated accordingly and a 
scanned copy of the letter should be forwarded to HQ RAF Air Cadets (Personnel) for reference. 
 
b. The upper age limit is 65 years but Comdt RAFAC has the authority to allow 1-year 
extensions beyond this on a case by case basis, taking into account the individual’s continued 
suitability for the role, their continued suitability to wear uniform, and any requirement to develop 
other volunteers. 
 
c. The normal upper age limit for officers serving on Air Experience Flights and flying cadets 
is also their 65th birthday.  Exceptionally, Comdt RAFAC may approve further service, in periods 
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of up to one year, until their 70th birthday and if the officer is a QFI and the extension is for the 
specific purpose of providing training for adult members of staff. 
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 204 

 
PROMOTION, GRANT OF AND REVERSIONS FROM ACTING RANK AND APPOINTMENT TO 

EXECUTIVE POSTS - CFC OFFICERS 
 
Reference:  
 
A. AP 1919A Chapter 1. 
 
SUBSTANTIVE RANKS 
 
1. There are only 2 substantive ranks within the RAF Air Cadets – pilot officer and flying officer.  
Subsequent ranks are honorary, and are granted for time served in line with established roles.  Officers 
are promoted to the rank of flying officer in accordance with Reference A.    
 
PROMOTION TO HONORARY RANKS 
 
2. Any promotion above the rank of flying officer (excluding AEF and CCF(RAF)) will be in line with 
Annex A to PI 201, depending on previous service, experience and establishment requirements and will 
be subject to the provisions of Pers Form 2-09A or B (Promotion Matrix). 
 
3. Any exemptions to this published policy or the promotion matrix requirements should be 
submitted in writing, with full justification against the operational and business needs, to ACOS Support 
for consideration on a case by case basis, whose decision will be final. 
 
4. Paid acting ranks (excluding AEF and CCF(RAF)) may be authorised in accordance with paras 5 
- 9 below, in accordance with Annex A to PI 201. 
 
APPOINTMENTS TO EXECUTIVE POSTS 
 
5. Appointment of Wing Commanders as OC Wings, HQAC Proj Officers, 2FTS or Regional 
Staff Officers.  When a vacancy for a Wing Commander post arises, the Rgnl Comdt, HQ RAFAC HOB 
or OC 2FTS, should advertise the post appropriately to seek interested and eligible applicants; the 
geographical or functional area may be extended if necessary.  Ideally, following sift, up to 4 suitable 
candidates (of either the same rank of the post or one below) should be interviewed, where they will be 
required to give a presentation on the RAFAC, their future vision for the Wg or their area of responsibility 
and areas for improvement/development.  The sift and interview panel is to be chaired by the Rgnl 
Comdt, HQ RAFAC HOB or OC 2FTS, and must comprise at least one other member.  Subsequently, 
the Chair of the Interview Panel should provide a short brief on each interviewee with their 
recommended preferred choice to the Comdt RAFAC for a decision.  On receipt at HQ RAF Air Cadets, 
and prior to any review by Comdt RAFAC, SO2 Personnel is to be consulted on the candidates in order 
to carry out the necessary background checks.  Once a selection has been confirmed, the Comdt will 
write to congratulate the successful applicant (copied to the Personnel Department).  On notification of 
the Comdt’s decision, the Personnel Department will ensure that all administrative action is taken and 
the appointment is promulgated in CROs. The length of tour for a Wg CO is initially 4 years but 
extendable by Comdt RAFAC to a maximum of 8 years in post.  All Wing Commanding Officers are 
required to attend the Safeguarding (Child Protection) Awareness Course at ATF, RAFC Cranwell within 
one year of appointment. 
 
6. Appointment of Squadron Commanders and OC VGSs.  When a vacancy occurs for a 
Squadron Commander, the Wing CO is to nominate a suitable candidate to the Regional Commandant 
on Pers Form 2-07, having completed Pers Form 2-09B. The Regional Commandant will notify HQ RAF 
Air Cadets (Personnel) and the Wing CO of his decision.  Newly appointed Sqn Cdrs will be expected to 
attend and complete the SCC at ATF within 6 months of appointment. OCs VGSs will be appointed 
similarly by OC 2FTS, in accordance with para 10 below. 
 



 

204-2 
Version:  8.0 

7. Appointment of Wing Staff Officers (WSOs) of the rank of Sqn Ldr and below.  When a 
WSO post is to be filled, the Wing Commanding Officer is to select a suitable officer and submit his 
recommendation to the Regional Commandant using Pers Form 2-08, having completed Pers Form 2-
09A, who is to inform the Wing Commanding Officer of his decision.  If he approves the application, the 
Regional Commandant is to sign the form and forward to HQ RAF Air Cadets (Personnel).  
 
8. Appointment of HQ RAFAC Staff Officers and Regional Staff Officers (RSOs) of the rank of 
Sqn Ldr and below.  The appropriate HQ RAFAC HOB or Regional Commandant is to select suitable 
officers to fill established Regional Staff Officer posts (using Pers Form 2-09A) and on acceptance, HQ 
RAF Air Cadets (Personnel) is to be notified of the dates of transfer using Pers Form 2-09.  
 
9. Record Keeping and Feedback.  In order to ensure open and fair appointments, all CFAV 
aspiring to Sqn Cdr or Staff Officer roles are to be encouraged to make their aspirations known to their 
OC Wg, Rgnl Comdt, Area Test Officer or HQ RAFAC HOB so they can be considered in competition 
with those already identified as having potential for the role.  A simple record of action is to be made 
after each appointment to state why the individual was chosen, and why other candidates were not 
selected at this stage so that an audit trail of the decision-making is available in the event of appeals or 
complaints.  It is good management practice to advise an aspiring candidate of his or her reasons for 
non-selection at that stage so that they can address any identified training or experience shortfalls, to 
better prepare them for future appointment opportunities. 
 
10. Appointment of Commanding Officers on Volunteer Gliding Squadrons.  On appointment 
the appropriate acting (paid) rank may be granted provided the officer has successfully completed the 
Senior Supervisors Course at CGS.  Where this requirement is not met, but the officer is booked on a 
course within 12 months, acting unpaid rank will be granted.  Applications should be submitted to HQ 
RAF Air Cadets using Pers Form 2-11.  The length of tour for a VGS CO is initially a proportion of 4 
years up to the end of the current period of service but extendable by OC 2FTS to a normal maximum of 
8 years in post.  Appointments will be reviewed automatically when an extension is being considered, 
but may be relinquished by Commandant RAF Air Cadets.  Commandant RAF Air Cadets may, in 
special circumstances, authorize an extension of a VGS CO's tour beyond 8 years.  Upon relinquishing 
his post, a VGS CO may continue as an instructor subject to the normal rules for extension of service or, 
having reached the normal retirement age, he may apply to continue as a civilian gliding instructor.  In 
either case, so as to facilitate his successor establishing himself in post, the former CO must absent 
himself from the VGS tor a period of not less than 6 months.  During this period he may be attached to 
the staff of another VGS, but where this is not possible, he will be posted to the NEP.  At the end of the 
6-month period, the former CO may be permitted either to rejoin his former VGS, provided the current 
CO is agreeable, or to transfer to another VGS. When a VGS CO has completed his tour or has been 
replaced at the behest of Comdt 2FTS, their rank will revert immediately to Flt Lt.  Once they have been 
appointed to another VGS or wider RAFAC unit their rank will then match their new post.  Due 
consideration will be made of those appointed before 1 Dec 17 for retention of Flt Lt (paid or unpaid). 
  
11. Appointment of Chief Flying Instructor - Gliding Squadrons.  When the post of Chief Flying 
Instructor (CFI) is to be filled on a Gliding Squadron where a A/Flt Lt/Pd CFI post is authorised the OC is 
to forward his recommendation to OC 2FTS for approval.  Officers selected to fill the CFI posts on gliding 
squadrons may be granted acting flight lieutenant paid rank provided they have successfully completed 
the Senior Supervisors' Course at CGS.  Acting unpaid rank may be granted, in the interim, if the officer 
is booked on a course within the following 12 months.  
 
12. Appointment of Deputy Flight Commander - AEF.  When the post of Deputy Flight 
Commander is to be filled on an AEF the Flight Commander is to forward the recommendation (Pers 
Form 2-12) to 6 FTS (Sqn Ldr UAS) for approval.  Officers so appointed will automatically be granted 
acting flight lieutenant paid rank without the need to complete either the SCC at ATF or the SSC at CGS. 
 
GRANT OF ACTING FLIGHT LIEUTENANT (UNPAID) ON A TIME BASIS  
(AP 1919 CHAP 3) 
 
13. The granting of acting flight lieutenant (unpaid) after 9 years qualifying service will cease for all 
CFC commissions appointed on, or after, 1 Dec 17 (CCF(RAF) are temporarily exempt until JSP 313 is 
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updated).  Those officers who have been granted flight lieutenant under AP1919 prior to 1 Dec 17 will 
retain their rank and will be subject to the conditions laid down in paras 13-16. 
 
14. Flying officers who have completed 9 years continuous commissioned service with the AEF or 
CCF(RAF) may be promoted to the rank of acting Flight Lieutenant (unpaid).  Time spent in the HQ RAF 
Air Cadets non-effective pool will not count as qualifying service for promotion to acting Flight Lieutenant 
(unpaid).  Consideration for this promotion should be in conjunction with the completed Pers Form 2-
09A. 
 
15. Officers filling posts which qualify them for the rank of flight lieutenant (paid) or squadron leader 
(paid) and relinquish this post for business reasons, change of home address or some other purpose 
(other than disciplinary) will revert back to fg off rank. 
 
16. An officer who leaves the RAFVR(T) in the rank of flying officer or above and is subsequently 
re-commissioned, will revert to current regulations and will not retain any “grandfather” rights relating to 
the previous commission’s terms and conditions. 
 
EFFECT ON PAID ACTING RANK OF SQUADRON RECLASSIFICATION 
 
17. When as squadron is downgraded, an officer holding paid acting rank higher than that authorised 
under the new establishment will be allowed to retain it for a period of 12 months.  Thereafter, he will 
revert to the paid rank justified by the new establishment but will be permitted to retain existing rank in 
an unpaid capacity, his successor will be appointed in the revised establishment rank.  
 
18. When a Wg CO considers downgrading to be the result of negligence or inefficiency on the part 
of an individual, he may recommend to HQ RAF Air Cadets, through the Rgnl Comdt, that such an 
officer should immediately revert to the lower rank.   
 
HONORARY RANKS 
 
19. Exceptionally, and solely in the interests of the Corps, Comdt RAFAC may appoint suitable 
officers to the Honorary Rank of Gp Capt in accordance with Reference A. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 205 
 

RESIGNATION AND TERMINATION OF COMMISSIONS BY CFC OFFICERS 
 
RESIGNATION OF COMMISSIONS BY OFFICERS ON ATC SQUADRONS 
 
1. An officer wishing to resign his commission is to apply to his CO in writing stating his reasons and 
is to complete Part 1 of the Resignation of Commission Form (Pers Form 2-10).  Form 90 (Identity Card) 
is to accompany the resignation documents and the sqn cdr is to ensure that there are no outstanding 
funds and property for which he is responsible.  If the officer is the Squadron Supply Officer the 
squadron inventory is to be returned to the parenting station and an independent check carried out by an 
officer of the Wing HQ's staff prior to the date of resignation of the squadron officer concerned.  
Thereafter the Squadron Commander is to complete Part 2 of the Resignation of Commission Form and 
forward it together with the officer's Form 90 (Identity Card), to the Wing Commanding Officer (Wg CO). 
 
2. If a Squadron Commander tenders his resignation he is to submit it together with the Resignation 
Form to the Wg CO.  Beforehand he is to return the squadron inventory to the parenting station for 
updating and an independent check is to be carried out by an officer of the Wing HQ staff. 
 
3. If the Wg CO considers the reasons for resignation are contentious, he is to investigate them and 
add his comments.  Two copies of any correspondence arising from a resignation of a contentious 
nature are to accompany the application.  
 
4. When the Wg CO is satisfied that the requirements of paras 1 and 2 have been met and he has 
added his own observations at Part 3 of the form, he is to forward it to the Regional Commandant (Rgnl 
Comdt) together with accompanying documents, if any.  The Rgnl Comdt is to satisfy himself that any 
matters raised have been correctly dealt with, add his own observations at Part 4 and forward the papers 
to HQ RAFAC (Personnel).  In all cases the Wg CO is to certify that the RAF Form 90 has been 
destroyed at Wing HQ.  
 
RESIGNATIONS OF COMMISSIONS BY CFC OFFICERS AT WING HEADQUARTERS 
 
5. A Wing Staff Officer (WSO) is to submit his resignation in writing and the reason(s) for it, to the 
Wg CO and complete Part 1 of the Resignation Form.  His Form 90 (Identity Card) is to accompany the 
form.  
 
6. The Wg CO is to satisfy himself that the officer has returned or accounted for any ATC funds or 
property held on charge and then complete the form at Part 3.  He is to also certify that RAF Form 90 
has been destroyed at Wing HQ.  The resignation is to be forwarded to the Rgnl Comdt who, if it is for 
normal reasons, is to add his observations before forwarding it to HQ RAF Air Cadets (Personnel). 
 
7. Where the resignation is of a contentious nature (see para 4 above) the Rgnl Comdt is to 
investigate the matter and add his comments and/or findings.  Two copies of any correspondence which 
has a bearing on the case are to be forwarded with the proforma to HQ RAFAC (Personnel).  
 
RESIGNATIONS OF CFC OFFICERS AT REGIONAL HEADQUARTERS 
 
8. Regional Staff Officers (RSOs) are to submit their resignations using Pers Form 2-10 and the 
reason(s) for it to the Regional Commandant.  At the same time they are to forward the Resignation 
Form completed at Part 1 together with RAF Form 90.  
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9. The Rgnl Comdt is to satisfy himself that the officer has returned or accounted for any ATC funds 
or property which he may have held and add his observations at Part 4 of the form and forward it 
together with RAF Form 90 to HQ RAFAC(Personnel).  
 
10. If the resignation is of a contentious nature, the form is to be accompanied by detailed 
observations of the Rgnl Comdt together with 2 copies of any correspondence relating to the matter.  
 
RESIGNATION OF RAFVR(T) OFFICERS AT AEFs AND VGSs 

 
11. An officer employed at an AEF or VGS who wishes to resign is to complete Part 1 of the 
Resignation Form (Pers Form 2-10) and forward it to his CO together with RAF Form 90.  On receipt the 
CO is to satisfy himself that any Service property on loan to the applicant has been satisfactorily 
accounted for; if the applicant holds an inventory it is to be made up by the parent unit and taken over by 
another officer.  When action is complete the CO is to sign the Resignation Form and forward it direct to 
HQ RAFACs (Personnel) together with RAF Form 90. 
 
12. If the reasons given by the officer resigning appear to be contentious they are to be investigated 
by the CO who is to add his comments and forward relevant correspondence, if any, together with the 
Resignation Form to HQ RAFAC (Personnel).  
 
13. If the officer wishing to resign is the CO, he is to forward a completed form to his Regional 
Commandant together with his RAF Form 90.  The Rgnl Comdt is to ensure that the unit inventory has 
been made up by the parenting RAF Station and that it has been satisfactorily handed over before he 
signs the form and forwards it to HQ RAFAC (Personnel).  If the reasons for resignation are contentious, 
the Rgnl Comdt is to investigate the matter and forward his comments together with the Resignation 
Form to HQ RAFAC (Personnel). 
 
SUMMARY OF ACTION 
 
14. By Officer Resigning. 
 

a. Write to superior officer (Sqn Cdr, Wg CO or Rgnl Comdt as appropriate), giving reasons 
for resignation.  
 
b. Complete Part 1 of Resignation Form (Pers Form 2-10) and send to superior officer.  
 
c. Return RAF Form 90 (Identity Card) to the superior officer.  
 
d. Ensure return of or account for any funds, property etc for which responsible, including 
any uniform items issued free of charge. 
 

15. By Superior Officer.  
 

a. Ensure that the officer resigning returns or accounts for any funds or property for which he 
is responsible, including any uniform items issued free of charge. 
 
b. If officer is Squadron Supply Officer or if it is the Squadron Commander who is resigning, 
return squadron inventory to parenting station and arrange for an independent check to be 
carried out by an officer of the Wing HQ staff.  
 
c. If the resigning officer is a Squadron Commander, the Treasurer of the squadron 
committee is to complete a satisfactory Inventory check.  
 
d. Where the resigning officer is a Squadron Officer, the Sqn Cdr is to complete Part 2 of the 
form.  
 
e. Forward resignation documents to the Wg CO.  
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16. Wing Commanding Officer.  
 

a. Satisfy yourself that the officer has been correctly cleared from the Sqn or if a WSO, from 
the Wing.  
 
b. Return RAF Form 90 (Identity Card) to HQ RAFAC (Personnel) under cover of F591. 
 
c. If the resignation is of a contentious nature, investigate the matter and add your 
observations and obtain 2 copies of any relevant correspondence.  
 
d. Complete Part 3 of the form.  
 
e. Forward Resignation Form and all relevant papers to Rgnl Comdt.  

 
17. Regional Commandant.  
 

a. When contentious resignations received from Wing, add your observations and forward to 
HQ RAFAC (Personnel). 
 
b. Resignations of RSOs.  Ensure that a RSO who wishes to resign has correctly cleared 
from all his holdings of cash and equipment and has returned his RAF  
Form 90.  
 
c. Complete Resignation Form at Part 4.  
 
d. Forward Resignation Form together with RAF Form 90 to HQ RAFAC (Personnel).  
 
e. In the case of a contentious resignation by a RSO record your observations, obtain 2 
copies of all relevant correspondence and forward the package to HQ RAFAC (Personnel).  

 
DATE OF EFFECT OF RESIGNATION 
 
18. The date of effect of resignation is to be the date of the applicant's signature and not earlier; if a 
future date is requested the reason is to be stated.  

 
TERMINATION OF COMMISSION 
 
19. A RAFVR(T) officer will be liable to have his commission terminated in accordance with AP1919 
Chapter 3. 
 
20. A CFC officer will be liable to have his commission terminated in accordance with the regulations 
held in this document (ACP20). 
 
DISPOSAL OF UNIFORM ITEMS 
 
21. An officer receives all initial uniform items free of charge.  The cost to the public is amortised over 
3 years after which time no recovery action will be taken.  However, if resignation, relinquishment or 
termination occurs less than 3 years after receipt of a No 1 HD and ancillary items, these items are to be 
returned to HQ RAFAC(TG7) via Wing HQ. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 206 
 

ADMINISTRATIVE ACTION – CFC OFFICERS 
 

1. The purpose of this instruction is to describe the concept of administrative action, and the 
processes by which it is applied in relation to the Ethos, Core Values and Standards of the RAFAC 
detailed in ACP 1.   
 
Principles 
 
2. Administrative action encompasses a range of processes employed to rehabilitate, censure or 
initiate administrative sanctions in respect of an individual for professional or personal failings, 
misconduct or unsuitability in post.  It is applicable to all CFC Officers and is taken in the interests of the 
RAFAC to safeguard efficiency or operational effectiveness.  It is normally initiated when an individual 
has not responded to informal management action and ranges from Minor Administrative Action (MAA), 
through Formal Warning, to the raising of an Administrative Report (AR) which may in turn result in 
sanctions including transfer or reduction in rank and, ultimately, termination of service.  An AR may also 
be used as a tool to trigger a transfer with no further sanctions.  The specific procedures for MAA or 
Administrative Action, formal warning and ARs, are detailed in PIs 307, 308 and 309 respectively. 
 
3. Administrative action should not be used to avoid taking alternative action where an individual’s 
conduct may amount to a breach of some element of civil law.  Incidents that involve the possible 
commission of a civil offence or equal opportunities issues should therefore first be considered for further 
investigation in accordance with RAFAC procedures.  Nonetheless, there may be occasions when 
administrative action may be the only means available to deal with an individual’s misconduct.  
Moreover, it may also be used in addition to, or following, prosecution in a civil court, whether or not the 
accused is convicted.  In these circumstances, administrative action is used to address the wider 
implications of an individual’s actions in terms of their appointment within the RAFAC and, as such, does 
not amount to double jeopardy. 
 
Application 
 
4. The guiding principle in deciding the nature of the response to a CFC Officer’s failings (either 
personal or professional) will be that of proportionality.  Commanders must, therefore, judge each case, 
and the response to it, against this principle and the key criteria outlined in paragraphs 7 and 8, 
measured against ACP 1 and RAFAC regulations in general and where applicable.  Together, this 
activity will establish the RAFAC interest, the seriousness of the failings and thus the appropriate and 
proportionate level of sanction.  It is important to accept, however, that even when cases are judged 
within a common framework, the outcome might well vary from one case to another.  Such differences 
will reflect the relative impact of the distinguishing features of the case, particularly the relevance of the 
failings to the individual’s role in the delivery of RAFAC tasks.  
 
ACP 1 
 
5. Where the contemplated administrative action arises out of occurrences in an individual’s private life, 
commanders at every level must first determine whether action is justified by considering the impact of 
the individual’s actions in respect of ACP 1.  Examples of private life matters include personal 
relationships, personal financial affairs and personal activities undertaken out of RAFAC activity times.  It 
does not include matters of professional conduct or ability.  In cases arising from an individual’s conduct 
outside the RAFAC environment, the RAFAC will only take action, which might be construed as 
interference in the private lives of individuals, where a potential negative impact on the image of the 
Corps can be demonstrated.  
 
6. In constructing a common framework it is necessary to ensure that the approach for considering 
the response to failings or misconduct is consistent.  It is for the chain of command to judge the ultimate 
level of response on the basis of all the circumstances of the case, taking full account of any mitigating 
and/or aggravating factors.  
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Key Criteria  
 
7. Where it is judged that a case can and should be dealt with administratively, the following factors 
should be considered when assessing the seriousness of the actual or potential impact of the alleged 
failings: 
 

a. Rank, Status and Responsibility.  What is the rank of the individual(s) involved?  Was 
any influence, inducement, manipulation, coercion or threat exercised by virtue of relative rank or 
status (e.g. adult/cadet relationship)? 
 
b. Previous Conduct and Warnings.  Has the individual been previously warned about his 
behaviour – if so, when and how and to what extent has the warning been disregarded? 
 
c. Disregard of RAFAC Policy.  Has there been a disregard of any RAFAC policies? 
 
d. Understanding of the RAFAC Interest.  To what extent has the individual disregarded 
the RAFAC’s requirement to preserve team cohesion, trust and loyalty? 
 
e. Public Knowledge.  Has the failing become the subject of wider RAFAC or public 
knowledge and has it brought the RAFAC into disrepute? 
 
f. Damage to the RAFAC’s Reputation.  Has the incident caused damage, or does it have 
the potential to cause damage, to the reputation of the RAFAC?  If so, how and to what degree? 
 
g. Circumstances of Discovery.  Did the individual volunteer the information before it came to 
light?  Once the incident came to light, did he freely admit the misconduct, attempt to lie or 
prevaricate?  Were the denials repeated?  Did the individual show remorse? 
 
h. Any Other Factors.  Do any other factors, such as a medical condition, have a bearing on 
the case?  Is there a security aspect to the case?   

 
Personal Relationships 
 
8. The personal relationships of a CFC Officer are clearly “private life” matters.  As such, cases 
involving an individual’s personal relationships with others and adherence to ACP 1 is critical to justifying 
taking further action.  Having established the RAFAC’s right to intervene by considering the points in 
para 7 above, the following factors should also be taken into account in assessing the seriousness of the 
case: 

 
a. Extent of RAFAC Involvement.  Does the misconduct involve other RAFAC members or 
dependents?  Has there been any direct or indirect impact upon command or management 
chains?  Does it involve relationships within Corps time/activities and, if so, have or might these 
have been damaged or compromised? 
 
b. Damage to other Relationships.  Has the conduct damaged or placed in hazard the 
marriage or personal relationships of other RAFAC personnel? 
 
c. Unwelcome Attention.  Has the behaviour involved unwelcome attention or harassment in 
the form of physical or verbal conduct and does this involve any abuse of authority?  Has there 
been or does there need to be an equal opportunities investigation? 
 
d. Awareness of Circumstances.  Was the behaviour conducted in the knowledge of the 
circumstances of the status of all parties?   
 

All cases must be explored sufficiently to allow the commander to apply the provisions of ACP 1 in the 
full knowledge of the facts.  Any complaints of harassment or discrimination arising should be dealt with 
in accordance with the appropriate grievance procedures; similarly, any potential breaches of discipline 
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which come to light as a result of the initial assessment should be considered for disciplinary 
investigation. 
 
Range of Administrative Actions 
 
9. The responses available to commanders in dealing administratively with failings or misconduct fall 
into 2 principal levels: 
 

a. Minor Administrative Action (see PI 207) such as Informal/Formal Interview. 
 

b. Major Administrative Action 
 

(1) Formal Warning (see PI 208).  A Formal Warning clearly explains, in writing, an 
individual's failings, details the actions required to remedy them and the consequences of 
not doing so.  Whilst normally but not exclusively, raised and issued at wing level, a formal 
warning appears on their personal record and thus has implications for his RAFAC career. 

 
(2) Administrative Report (see PI 209).  Raised at Wing or Region level for disposal 
by an appropriate authority, an AR may include a recommendation for censure, together 
with administrative sanctions including reduction in rank, transfer from unit or, ultimately, 
termination of service.  The circumstances of the AR will dictate whether or not it is 
necessary to demonstrate escalation through the various levels of administrative action. 

 
Admin Action – Guide to Personnel 
 
10. Once any form of admin action has been initiated, it is essential that the individual concerned is 
fully informed as to the possible consequences of failing to adhere to the sanction imposed.  A copy of 
Annex B to PI 206 must be issued to the subject once any form of admin action has commenced. 
 
Annexes: 
 
A. An Illustrative Guide to Admin Action. 
B Administrative Action is Taken to Safegurad or Restore the Operational Effectiveness and 
Efficiency of the RAFAC by Upholding the RAFAC’s Core Values and Standards.
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                   ACP 20 

                   PI No 206  
 

AN ILLUSTRATIVE GUIDE TO ADMIN ACTION 
 
 
 
        
        
 
 
 
      
 
               
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Event 

Email details to HQ RAF Air Cadets  
(SO3 Pers Policy) requesting guidance 

 

HQ RAF Air Cadets confirm action and 
forwards any additional relevant 

information. 

Formal Warning Administrative Report 

Action IAW PI No 207 

Action IAW PI No 208 Action IAW PI No 209 

Major 
Administrati

ve 
Action  

Minor  
Administrati

ve 
Action 

 

Decision 
taken on 
disposal 

 
No further 

Action 
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ANNEX B TO 
ACP 20 

PI No 206 
 

Administrative Action is taken to safeguard or restore the operational effectiveness and 
efficiency of the RAFAC by upholding the RAFAC’s core values and standards 

 

 
 
 

Grounds for 
Administrative Action 

include 

• Failure to adhere to our Values and Standards 

• Professional failings 

• Civil conviction including a formal police caution or fixed penalty 
notice 

• Social misconduct 

• Religious, racial or sexual discrimination 

• Bullying and harassment 

• Drug and alcohol misuse 

• Conduct brought to light in the civil court 

 

 
 

Administrative Action 

The 2 levels of Administrative Action are: 

• Minor Administrative Action 

• Major Administrative Action (Formal Warning or Administrative 
Reports) 

The severity of the failing and/or previous administrative action will 
determine the appropriate level 

 

 
 

Possible Administrative 
Sanctions 

• Minor Administrative Action (informal and formal interview) 

• Formal Warning – permanently retained on personal records, 
impact on RAFAC career 

• Reduction in rank 

• No further extensions of service 

• Removal from Appointment/Transfer 

• Termination of Service 

 

 
 
 
 
 

Provisions of ACP 1 

Where the failing involves an individual’s private life, the provisions 
of ACP1 will be applied: Have the actions or behaviour of an 
individual adversely impacted or are they likely to impact on the 
efficiency or operational effectiveness of the RAFAC? 
Have the actions adversely affected: 

• Standards, effectiveness or reputation? 

• Confidence in a CFAV, their integrity or suitability? 

• Command relationships? 

• Personal relationships of others? 

• RAFAC as a corporate body? 

• Morale, discipline, trust or unit cohesion? 

 

For further detail see ACP 1 and PI Nos 206-209, 306-309 and 406-409 

 

The standard of proof for Administrative Action is established on the basis of a balance of probabilities 
ie. that it is more likely than not to have happened 
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AIR CADET PERSONNEL REGULATIONS  
 

PERSONNEL INSTRUCTION NO 207 
 

MINOR ADMINISTRATIVE ACTION (MAA) – CFC OFFICERS 
Introduction 
 
1. It is in the best interests of the individual and the RAFAC that personal performance, behaviour 
and the handling of personal affairs are of the highest standard.  Those failing to maintain the expected 
standards must be made aware of their shortcomings and action taken quickly to correct their failings.  
Minor Administrative Action (MAA) provides COs with a swiftly delivered and reviewed range of 
administrative sanctions that offer a legal, fair and formally regulated way of dealing with minor failings in 
standards and performance.  This instruction provides guidance on the taking of MAA within the RAFAC. 
 
When should MAA be taken? 
 
2. MAA should be taken to rehabilitate, censure or initiate sanctions intended to correct minor 
professional or personal failings in order to maintain the operational effectiveness of the RAFAC.  MAA 
does not replace or take precedence over Major Administrative Action (Formal Warning and 
Administrative Reports) and MAA should never be used to deal with criminal conduct or serious 
disciplinary offences.  In all cases, units should consider what is the most appropriate and proportionate 
response to an incident and take action accordingly.  Advice should be sought from HQ RAFAC (SO3 
Policy & Casework) where there is doubt regarding the most appropriate and proportionate response. 
 
Who is subject to MAA and who can initiate MAA?  
 
3. All CFC Officers are subject to MAA which may be initiated by their CO. 
 
Factors to be considered before initiating MAA  
 
4. MAA is intended to correct minor professional or personal failings.  When a minor failing is 
identified, personnel authorised to initiate MAA should apply a 2-stage test: 
 

a. Investigate and decide, whether, on the balance of probabilities, the alleged failing took 
place and if so; 
 
b. Have the actions or behaviour of the individual adversely impacted or are they likely to 
impact on the efficiency or operational effectiveness of the RAFAC? 
 

If both stages of this test are met, then consideration should be given as to whether MAA is appropriate 
and proportionate. 

 
5. The following are some of the factors which should be considered when deciding whether MAA is 
appropriate: 
 

a. The context in which the incident occurred and its impact on the operational effectiveness 
of the RAFAC. 

 
b. The extent of any adverse impact or likely impact on the individual, his unit or the RAFAC. 

 
c. The rank or level of responsibility of the individual. 

 
d. The age and maturity of the individual. 

 
e. The individual's previous conduct and warnings. 

 
f. Any relevant personal circumstances or mitigating factors. 

 
g. The individual's response to the discovery of the incident. 
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6. If MAA is not considered to be appropriate, COs should seek advice from their Wg HQ or 
immediately superior formation on the most appropriate administrative action to be taken against the 
individual.  If MAA is considered appropriate, the CO must decide on an appropriate sanction from those 
detailed in para 7.  However, whatever MAA sanction is deemed appropriate it must not contain any of 
the following elements:  
 

a. Unreasonableness. 
 

b. Public humiliation. 
 

c. Sustained and oppressive treatment which amounts to or could be construed as 
harassment, including any form of bullying. 

 
What sanctions may be authorised? 
 
7. The following sanctions may be authorised:  
 

a. Informal Interview.  An informal discussion will in some cases suffice to advise and 
correct a failing.  Guidance on the conduct and recording of informal interviews is at Annex A. 
 
b. Formal Interview.  A formal interview differs from an informal interview in so far as it 
details in writing an individual's shortcomings and the action required to correct them.  Guidance 
on the conduct and recording of formal interviews is at Annex A. 
 
c. An individual may be required to undertake skills training, which is relevant to the failing 
shown. 

 
How is MAA Initiated? 
 
8. Once a CO has identified a failing, applied the 2-stage test and identified an appropriate and 
proportionate sanction, they should inform the individual who has failed that they are to be the subject of 
MAA.  In the case of informal/formal interview a draft copy of the narrative is to be forwarded to the 
reviewing officer and the MAA is to be reviewed before the sanction is carried out. 
 
Who should supervise MAA sanctions? 
 
9. MAA sanctions should be carried out within 8 days of being awarded.  The Annex B or C should 
be signed on completion of the sanction by a supervising officer.  Wherever possible, this should be the 
person initiating the sanction or as otherwise directed by the reviewing officer.  The completed form 
should then be managed in accordance with local instructions. 
 
What action should be taken if an individual refuses to undertake MAA? 
 
10. If an individual who is subject to MAA refuses to undertake a MAA sanction that has been 
initiated by an authorised individual and reviewed appropriately by an authorised reviewing officer, the 
matter should be referred to HQ RAFAC (SO3 Policy & Casework) who should consider taking 
administrative action against the individual.   
 
What action should be taken if an individual makes a complaint about MAA? 
 
11. If an individual who is subject to MAA expresses a wish to make a complaint about any aspect of 
MAA, they should be referred to HQ RAFAC (SO3 Policy & Casework) who should investigate the matter 
and advise on the merits of the complaint and the procedures to be followed.  MAA sanctions are not to 
be deferred to await the outcome of a complaint and must be completed within 8 days of being 
approved.  Para 16 provides guidance on the action to be taken should personnel refuse to undertake 
MAA sanctions.  
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How should MAA sanctions be reported and to whom? 
 
12. All MAA must be recorded using Annex B or C.  All completed MAA forms should be managed in 
accordance with local instructions.  Rgnl and Wg HQ should maintain a MAA register and ensure that 
MAA records are retained for a minimum of 2 years and are available for inspection by HQ RAFAC at 
any time.  
  
Who should monitor MAA? 
 
13. MAA should be monitored by Rgnl HQs and HQ RAFAC (SO3 Policy & Casework) to ensure 
parity of treatment across the RAFAC and to guard against abuse of the process.   
 
Any other questions? 
 
14. Any queries regarding MAA should be directed to HQ RAFAC (SO3 Policy & Casework). 
 
Annexes: 
 
A. Guidance on Informal and Formal Interviews (Counselling). 
B. Record of Informal Interview. 
C. Record of Formal Interview. 
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            ANNEX A TO 
            ACP 20 
            PI No 207 
 

INFORMAL AND FORMAL INTERVIEWS (COUNSELLING) 
 
Introduction 

1. Informal and Formal Interviews are important elements of Minor Administrative Action (MAA).  
They are referred to collectively in this Annex as counselling and the type of counselling undertaken will 
depend on the nature of the shortcomings, and the qualities and character of the individual concerned. 
Circumstances may require counselling in writing or it may be more appropriate to counsel the individual 
orally.  Before any counselling is undertaken, it must be authorised under the MAA process detailed in 
this PI.  A guide to the stages of counselling is at Appendix 1.  

2. Counselling should not be confused with good management practice which may be employed 
before MAA is considered necessary.  If failure to reach or maintain the expected standards necessitates 
MAA counselling either oral (informal interview) or written (formal interview) may be an appropriate and 
proportionate sanction.  

3. Counselling should be undertaken as follows: 
 
a. Informal Interview.  An informal interview is the first step in the counselling process and 
needs to be undertaken with due care and consideration.  The subject should be left in no doubt 
about the possible consequences of failure to heed the counselling.  The subject should also be 
given the opportunity to respond orally to the counselling and their superior officer is to reflect on 
any statement of mitigation provided.  The person conducting the interview must record the 
pertinent aspects of the counselling and include any mitigation put forward by the subject.  A 
suggested format is at Annex B.  The subject is to sign the record and is to receive a copy of the 
document.  The original is to be placed on the subject’s unit file. 
 
b. Formal Interview.  A formal interview should be used if the shortcomings or failings are 
sufficiently serious or if, after an informal interview, no improvement is evident within the set 
period of time.  A formal interview is to be administered in the presence of a witness, who is to 
sign the record of counselling as having witnessed the process.  The record of the counselling 
should be read out to the subject who is to be given a copy and 10 working days to consider 
making a statement.  The next superior in the CoC is to consider and, where appropriate, seek to 
resolve any outstanding issues raised in the subject’s response.  The record of counselling is 
then to be signed by the subject; the original to be retained by the subject and a copy placed on 
his unit file. The format for a formal interview is at Annex C. 
 

Counselling Requirements 
 
4. Counselling, oral or written, will vary according to the circumstances; however, the following 
should normally be covered: 
 

a. The subject’s detailed shortcomings or weaknesses in relation to the core values and 
standards if applicable, quoting examples with relevant dates wherever possible. 
 
b. Details of any previous counselling, together with relevant dates (if appropriate). 
 
c. The standard of behaviour or level of performance required. 
 
d. Advice on how the subject can overcome his shortcomings or weaknesses and reach the 
required standard. 
 
e. The date (not less than 3 months) by which the subject’s shortcomings or weaknesses 
must be overcome.  In cases of low professional standards, the date on which those standards 
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will be re-assessed.  In cases involving acts of indiscipline, any further similar acts will 
immediately result in further administrative action being taken. 
 
f. The possible consequences of failure to heed the counselling.  It will be sufficient to use 
the phrase ‘…may eventually lead to the issue of a FW or the raising of an AR which could 
ultimately lead to your appointment being terminated.’ 
 

Conducting Counselling 
 
5. Counselling should be conducted by the subject’s immediate or ‘next’ immediate superior not 
normally below the rank of squadron leader.  The process must be conducted in an appropriate 
environment, in a private room where confidentiality may be maintained. It is to be recorded using one of 
the suggested templates at Annexes B and C.  Those conducting the counselling should note that 
ordinarily counselling is the foundation on which the system of Major Administrative Action (Formal 
Warnings (FW), PI 208 and Administrative Reports (AR), PI 209) is based; attention to detail at this early 
stage is therefore essential. 
 
Review and Disposal 
 
6. Records of informal and formal interviews are to be reviewed like any other sanction under MAA, 
2 years from the date of issue and destroyed, unless further administrative action is contemplated.  
 
Appendix: 
 
1. Stages of Counselling. 



 

207-A-A1-1 
Version:  8.0 

           APPENDIX 1 TO 
           ANNEX A TO 
           ACP 20 
           PI No 207 

 
STAGES OF COUNSELLING 

 

Failure to Maintain RAFAC Ethos, Core Values and Personal or 
Professional Standards.   

(Informal management action has proved ineffective) 

Stage One 
Informal Interview 

Individual is counselled on 
the areas in which he is 

failing and provided advice 
and a timescale in which to 
improve.  The individual can 

orally reply to the 
counselling.  A brief written 

record of interview is 
produced, agree and signed 

by the individual and his 
superior.  A copy of the 
record of counselling is 

handed to the individual and 
a copy retained on the Unit 

PF. 

Stage Two 
Formal Interview 

Individual is interviewed, in 
the presence of a witness 
and informed in writing, of 
the areas in which he is 

failing.  The contents of the 
record of counselling are 
read out to the individual, 

who signs the document, as 
well as the witness.  

Individual is given 10 
working days in which to 

make a statement.  A copy 
of the written counselling is 
handed to the individual and 
a copy retained on the Unit 

PF.  

Stage Three 
Further Minor or Major 
Administration Action 

Individual has failed to heed 
previous warnings 

(Guidance should be sought 
from the HQ RAF Air 
Cadets (SO3 Policy & 

Casework) 

Individual complies with 
advice 

 
No further Action  
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            ANNEX B TO 
            ACP 20 
            PI No 207 

 
RECORD OF INFORMAL INTERVIEW 

1. I had occasion on …..(Date)….. to informally interview ______________ for ……………(insert 
reason/s for the counselling)………………. 

2. I advised _______________ that in order to overcome his/her shortcomings and weaknesses 
and reach the required standard he/she is/needs to…………(insert what remedial action the serviceman 
needs to take to achieve the required standard)………………………………………….  

3. _____________ was made aware that if he/she reached the required standard within 3 months 
and regained the trust, confidence and respect of his/her supervisors, no further action would be taken. 
He/She was advised, however, that he/she would be closely monitored over the next 3 months and if a 
substantial improvement was not evident, action may be taken that could eventually lead to the issue of 
a formal warning or the raising of an administrative report. 

4. __________ stated that….(insert mitigation offered)……………….. 

  

Signature …………………….. 

Superior’s Name …………….. 

Rank …………….. 

Appt …………….. 

Date …………….. 

 

I have been informally interviewed about the above and have been provided with a copy of this Record 
of Interview.  I have been issued with a copy of Annex B to PI 206. 

 

Signature……………………… 

Subject Name ……………… 

Rank ……………… 

Date ……………… 

 

Copy to: 

Unit File                 

Individual 
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            ANNEX C TO 
            ACP 20 
            PI No 207 

 
 

RECORD OF FORMAL INTERVIEW 
 

1. ____________________, you have been brought before me as a consequence of your failure to 
reach the standards expected of you. *[You will recall that on DD MMM YY, I verbally counselled you 
and outlined your shortcomings and weaknesses.  You were also informed that you had 3 months to 
reach an acceptable standard, and that failure to do so within that period would attract more serious 
consequences.  Whilst there has been some improvement on your part, your overall progress has been 
slow.  Therefore, I have decided that you are to be further counselled, but on this occasion in writing.] 

2. You are hereby advised that your….(state what actions brought them to this point e.g. behaviour, 
conduct, work ethic etc, using, where applicable, the Core Values and Standards booklet as a 
template.)……*[still] falls short of the required standards. 

3. In order to reach the standards required by the Service, you are required, by (insert date) (should 
be no less than 3 months), to …………(insert what remedial action the serviceman needs to take to 
achieve the required standard) …………………………………………………………….  

4. At this stage, I must inform you that if you do not reach the standards required of you and regain 
the trust, confidence and respect of your superiors, further action will be taken that could lead to the 
issue of a formal warning or the raising of an administrative report for consideration by Higher Authority; 
such action could ultimately result in the termination of your appointment.  

5. You have 10 working days to consider what I have said and to make a statement in reply if you 
so wish. After this time, on (insert date) you are to report to………………….and sign the certificate at the 
foot of this document. 

  

Signature  (Issuer)                                                Signature (Witness Signature) 

 

Name                                                                    Name 

Rank                                                                     Rank 

Appt                                                                      Appt 

Date:                                                                     Date: 

*[Optional text depending on circumstances] 
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Statement by Individual 

I have been counselled on my shortcomings by………………………………….. and I have been provided 
with a copy of the record of formal interview for my retention. I have/have not made a statement.  I have 
been issued with a copy of Annex B to PI 206. 

  

Signature 

Name 

Rank 

Date 

Statement by Next Superior (if required) 

Signature 

Name 

Rank 

Date 

 

Copy to: 

Individual  

Unit File 

 
 
 
 



 

208-1 
Version:  8.0 

AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 208 
 

MAJOR ADMINISTRATIVE ACTION - FORMAL WARNINGS- 
CFC OFFICERS 

 
1. This instruction details the procedure to be followed when a CFC Officer’s performance, 
behaviour, conduct or personal standards have fallen below acceptable levels, thereby meriting a Formal 
Warning (FW). 
 
2. The purpose of a FW is to clearly explain, in writing, how an individual has failed to meet the 
standards required in respect of professional competence, supervisory ability or personal qualities and to 
detail the actions required to remedy the failing and the consequences of not doing so.  Examples of 
circumstances that could warrant a FW include deterioration in the performance of his responsibilities, 
acts of indiscipline, misconduct (social or otherwise) and civil convictions.   
 
3. FW action rests with the immediate superior officer who will normally take the decision when 
previous Minor Administrative Action (MAA – see PI 207) has failed.  More serious cases may warrant 
immediate FW action without going through the MAA stages first.  The FW aims to give an individual the 
opportunity to rectify any shortcomings; in the absence of such improvement; the FW plays an important 
part in supporting any subsequent escalatory administrative action. 
 
4. If an individual’s actions are serious enough to warrant a transfer as well as a FW, an 
Administrative Report (AR) is to be raised in accordance with the procedures of PI 209.  In these 
circumstances, the unit is not to proceed with FW action before consulting HQ RAFAC (SO3 Policy & 
Casework).  
 
5. It is essential from both the RAFAC’s and the subject’s point of view that a FW is issued as soon 
as it is warranted so it has the maximum rehabilitative effect.  Where a FW results from a civil conviction 
it should be issued within 30 days of sentencing and where the FW is the result of a cumulative effect of 
MAA the FW is to be issued no later than 30 days from the trigger point that results in the decision to 
award a FW.  Where it is felt that these timescales cannot be met the originating staffs are to contact HQ 
RAFAC (SO3 Policy & Casework) for approval, providing clear justification for the delay.   
 
6. Standard of Proof.  In deciding or reviewing the case, the standard of proof required is the 
balance of probabilities.  That is, whether it is more likely than not that the alleged failure in performance 
or standards of personal behaviour occurred.  No action may be taken if the standard of proof is not met. 
 
7. Fairness.  It is a fundamental principle of fairness that, whenever an allegation is made against a 
CFC Officer, that person has the right to be informed of the allegation and given the opportunity to 
respond.  In the case of a FW, this means giving the CFC Officers a chance to explain, defend or deny 
an action before a sanction is applied. 
 
Unit Procedure 
 
8. Initial Investigation.  In every case, the person originating the action is to gather sufficient facts 
in order to decide the most appropriate course, taking advice from the chain of command if necessary.  If 
there is any doubt about the appropriateness of issuing a FW, further advice should be sought (including 
legal advice, through HQ RAFAC (SO3 Policy & Casework if necessary).   
 
9. Initial Interview.  The investigation is to include an initial interview of the CFC Officer by their 
immediate superior officer.  The CFC Officer is to be informed of the purpose of the interview, the 
principles of Administrative Action and the procedures to be followed, and be confronted with the details 
of the allegation.  He is to be given the opportunity to comment upon it and provide an explanation.  
There is no requirement for the CFC Officer to answer questions that would result in the admission of 
misconduct or inefficiency and he should not be ordered to do so.  Where possible the interview should 
take place in the presence of a third party and the proceedings carefully recorded in writing.  This is not a 
verbatim record nor is it an interview under caution.  For this reason the notes from the interview cannot 
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be used as evidence at any subsequent hearing but may be used in making a determination in 
Administrative Action.  It is to be attached to the Diary of Events and a copy retained on the unit.  There 
is no entitlement to legal representation at this interview but the CFC Officer being interviewed should be 
offered the services of an Assisting Officer if, exceptionally, one had not already been appointed.  At the 
end of the interview the immediate superior officer should tell the CFC Officer if an investigation is to be 
carried out.  It is possible that on initial investigation there is no case to answer.  Alternatively it may be 
appropriate to award either a minor sanction or deal with the matter in another approved way. 
 
10. Investigating the Facts.  The form of the investigation is a matter for the immediate superior 
officer, but in every case it must be expeditious, thorough and fair.  The immediate superior officer may 
delegate the business of the investigation but remains personally responsible for its prompt and fair 
execution.  It is not necessary to follow the strict rules of evidence used by the courts and the best 
available direct evidence should be obtained.  Where written statements or transcripts of evidence are 
not already in existence they should be obtained from witnesses and signed and dated by them.  
Hearsay may be used and should not automatically be discarded.  However, every effort must be made 
to obtain reliable, preferably direct evidence.  If hearsay is to be used it should be treated with caution 
and, where appropriate, supporting evidence sought.  Anonymous allegations should be disregarded 
unless supporting evidence exists. 
 
11. Concluding the Investigation.  Before proceeding with the preparation of a FW report the 
immediate superior officer must: 

 
a. Be satisfied that there has been a sufficient investigation. 
 
b. Decide whether, on the balance of probabilities, the alleged conduct, behaviour or 
omission occurred. 
 
c. Decide whether the failure in conduct, behaviour or performance merits a FW.  Refer to 
ACP1 and consider whether the actions or behaviour of the CFC Officer has impacted adversely 
on or are likely to impact adversely on the image and therefore the efficiency or effectiveness of 
the RAFAC. 
 
d. If appropriate, inform the CFC Officer that on the facts available to him there has been no 
breach of the provisos of ACP 1 and the FW process will be discontinued.  
  
e. If appropriate to proceed with the FW, action at paras 12 and 13 is to be taken. 

 
12. Notification to HQ RAFAC (SO3 Policy & Casework).  If FW action is considered appropriate 
HQ RAFAC (SO3 Policy & Casework) is to be contacted immediately to provide guidance on subsequent 
action before the FW is issued.  SO3 Policy & Casework will consider the case and provide advice to the 
Sqn/Wg HQ/Rgnl HQ (as appropriate), which might include a recommendation for alternative action. 
 
13. Preparing the FW.  Having considered all relevant information and decided to proceed, the FW 
is to be drafted, in accordance with Pers Form 1-14 and approved by SO3 Policy & Casework before it is 
formally issued.  The FW is to explain in detail to the individual being warned: 
 

a. How he/she fails to measure up to the standards of the RAFAC. 
 

b. The immediate effects of the warning, which are: 
 

(1) A bar on advancement in rank for a period of 3 months. 
 
(2) A reconsideration of any extension of service request being processed. 

 
c. The possible consequences of failure to heed the warning including the raising of an 
Administrative Report which may result in a transfer to another unit, downgrading in rank, 
relinquishment or, ultimately, termination of service. 
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14. The issuing officer is to include SMART (Specific, Measurable, Achievable, Realistic, Timely) 
recovery targets and check the individual’s understanding of the process.  Advice on the precise wording 
of FWs may be sought from HQ RAFAC (SO3 Policy & Casework).  Care must be taken to ensure that 
no restriction is imposed on future administrative action in the event of failure to satisfy the FW 
requirements. 
 
15. The FW is to be issued by an officer (usually OC Wg) in the presence of a witness.  At the FW 
interview: 
 

a. The Warning is to be read verbatim to the subject. 
 
b. The subject is to be provided with a copy of Part 1 of the Warning and given 14 days to 
make a statement; this period can only be extended in exceptional circumstances. 
 
c. The issuing officer and the witness are to sign Part 1 of the Warning. 
 

16. Not more than 14 days after issue of the FW: 
 
a. The subject is to sign Part 2 of the FW, including a statement if desired. 
 
b. The FW is to be passed to the next superior officer in the command chain for completion 
of Part 3, including comment on the subject’s statement.   
 

17. Completed warnings are to be distributed as follows: 
  

a. Original - To HQ RAFAC (SO3 Policy & Casework) for inclusion on the subject’s 
personnel record.  A copy of the diary of events is to be enclosed with the FW. 
 
b. First copy – Unit Personnel File. 
 
c. Second copy - To the subject. 
 

Diary of Events 
 
18. The diary of events is to be maintained for the preparation of the FW and is to be completed 
when the FW is passed for final signature. 
 
FW for Personal Indebtedness 
 
19. The financial affairs of CFC Officers are a private matter and will not normally merit official 
involvement or censure.  Where a FW for personal indebtedness is being considered HQ RAFAC (SO3 
Policy & Casework) is to be consulted. 
 
Issue of FW Above Stipulated Minimum Level 
 
20. Notwithstanding the level at which a FW may be administered, if it is considered that the FW will 
have greater impact and rehabilitative effect if it is issued at a higher level, the unit may pass the 
responsibility for issuing the FW to a person of a suitable rank.  This could include the Rgnl Comdt or a 
senior officer at HQ RAFAC; advice on this will be provided by HQ RAFAC (SO3 Policy & Casework). 
 
Follow-up Action/Review 
 
21. Review. 
 

a. A review is to be conducted at the mid-point (usually 3 months) of the FW to monitor the 
subject’s progress.  Wing /Region staffs are to ensure that the person who issued the FW 
apprises the subject of his/her performance and records comments on the subject’s unit file.  In 
exceptional circumstances, a FW may be withdrawn during the 6-month period when a CO 
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considers that such action is warranted.  In all cases, the circumstances in which a FW is 
withdrawn are to be reported to HQ RAFAC (SO3 Policy & Casework). 
 
b. At the end of the 6-month FW period, HQ RAFAC (SO3 Policy & Casework) is to be 
provided with a final review of the FW.  The subject’s CO will be required to indicate whether: 
 

(1) There has been sufficient improvement for the FW to be lifted, or 
 
(2) The FW should be extended for a further period of up to 6 months, or 

 
(3) Further administrative action should be taken. 
 

c. The facility for the length of a FW to be varied does not mean that no other administrative 
action can be considered until the FW has run its full course.  It will normally be necessary to 
allow an individual a reasonable period in which to rectify his/her shortcomings and raise their 
standards; however, if a FW has specifically cautioned an individual about one or more particular 
failings, and they ignore the warning, there is no requirement to wait for 6 months to elapse 
before taking further administrative action. 
 
d. When a unit extends a FW to the 12-month point, the reasons for the extension are to be 
explained to the individual by means of a Formal Interview, in accordance with PI 207.  A FW 
may be extended up to the 12-month point, but individuals should not normally remain under 
warning for a period in excess of this, unless further administrative action is being taken. 

 
22. Withdrawal.  Unit-held copies of FWs are to be destroyed 2 years from the date of withdrawal of 
the warning or on transfer of the subject, whichever is the earlier.  However, personnel should be made 
aware that a copy of the FW will be retained on their personnel record at HQ RAFAC indefinitely. 
 
Impact of a Formal Warning on Promotion Prospects 
 
23. A FW is primarily rehabilitative in nature, but the events that brought about the FW will inevitably 
have an impact on the subject’s suitability for promotion, at least in the short term. 
 
Impact on Security Clearance 
 
24. HQ RAFAC (SO3 Policy & Casework) should ensure that the procedures detailed in JSP 440 are 
followed in all cases that affect personnel who are security cleared. 
 

http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Library/BrowseDocumentCategories/SecurityAndIntelligence/Jsp440TheDefenceManualOfSecurity.htm?webappid=0
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION No 209 
 

GUIDELINES FOR RAISING ADMINISTRATIVE REPORTS (ARs) – 
CFC OFFICERS 

 
Introduction 
 
1. This instruction provides guidance on the preparation, submission and subsequent handling 
of Administrative Reports (AR) on CFC Officers.  It also details the action that must be taken to 
inform the subject of the disposal of such reports.  
 
General 
 
2. Where a CO is satisfied that a CFC Officer should be recommended for major admin 
action, an AR should be raised on Pers Form 2-03.  A flow chart for the administrative process for 
staffing is at Annex A.  Explanation of the term “CO“ for the purpose of originating an AR within the 
RAFAC for a CFC Officer is at Annex B.  Where the AR is raised as a result of matters which have 
occurred in the individual’s private life (such as a personal relationship), the RAFAC Test is to be 
applied2. 
 
3. Where it is suspected that a criminal offence has been committed by the subject of the 
report, the CO should consider the need for a police investigation.  In such circumstances, the 
police investigation should be completed prior to considering an AR.  When a CO is satisfied that 
an individual should be recommended for administrative disposal (see PI 208), and that an AR is 
the appropriate procedure for such action, the report is to be raised and disposed as required. 
 
4. An AR will only normally be raised in response to the professional or personal failings, 
misconduct or unsuitability of an individual.  The administrative sanction proposed in the AR must 
be proportionate and should reflect the seriousness of the CFC Officer’s actions.  
 
Personal Failings or Misconduct 
 
5. Where a CFC Officer’s behaviour or the conduct of his personal affairs demonstrates that 
he lacks the qualities expected of him, and the nature of the failings merit the raising of an AR, the 
matter is to be reported.  An example of this would be a failure to maintain the prescribed 
standards of conduct expected of CFC Officers, as detailed in ACP1 - Ethos, Core Values and 
Standards in the Air Cadet Organisation.    
 
Professional Failings and/or Unsuitability for Appointment 
 
6. Where an appropriately trained individual fails to achieve or maintain the expected 
professional standards of competence and where failure can be attributed in whole or part to an 
individual the matter is to be reported.  A Report is also to be raised where the circumstances are 
likely to cause doubt as to the fitness of the CFC Officer to continue in his appointment including 
elective withdrawal from a training course where the individual is deemed competent to pass it. 
 
General Provisions for Administrative Reports 
 
7. Following Disciplinary Action.  Where a CFC Officer has received a police caution, been 
convicted by a civilian court or has been subject of disciplinary action by his civilian employer and 
the proceedings have disclosed professional or personal shortcomings, which, in the interests of 
the RAFAC, require administrative action, the fact that the subject has already been awarded a 

                                                 
2 ACP 20 PI No 306 
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punishment for an offence does not preclude further administrative action in relation to the same 
offence.  The purpose of such administrative action is not to add further punishment to that already 
imposed but is to address the subject’s suitability for retention in the RAFAC.  Any administrative 
action should be proportionate to the offence committed. 
 
8. CFC Officers Charged in Civil Court.  When a CFC Officer is charged with and convicted 
of a civil offence, in the first instance the procedure detailed in PI 202 is to be followed.  Even if an 
individual is found not guilty, consideration should still be given to raising an AR.  The CO should 
notify HQ RAFAC (SO3 Policy & Casework) of his intention to raise an AR.  HQ RAFAC (SO3 
Policy & Casework) will consider the facts, taking into account the RAFAC Test, and advise the 
officer’s CO on any appropriate administrative action which may be taken by the Unit. 
 
9. Procedure for Civil Police Cautions/Fixed Penalty Notices/Anti-Social Behaviour 
Orders / Enquiry or Disciplinary Hearing by Employer or Professional Body.  A CFC Officer 
who receives a formal caution, Fixed Penalty Notice or Anti-Social Behaviour Order from the civil 
police or is the subject of an Enquiry or Disciplinary Hearing by his employer or professional body 
is to submit a written explanation of the circumstances to his CO without delay.  The Unit may then 
initiate any such administrative action that is considered appropriate (if any).  However, if the 
individual has received a caution for a minor offence under the Road Traffic Act (as defined in 
Annex C to PI 209) and was not on duty at the time of the offence, Units are to follow the 
procedures laid down in PI 202. 
 
10. Sex Offenders’ Register.  Where a CFC Officer who, as a result of a conviction or police 
caution, is obliged to register as a sex offender, it is mandatory for his unit to raise an AR stating 
whether it is seeking to retain the individual or impose a further administrative sanction.  CFC 
Officers convicted of any offences covered by the Sexual Offences Act will normally have their 
service terminated/asked to resign, unless exceptional circumstances exist to merit their retention. 
 
11. Reports in Lieu of Disciplinary Action.  Where there are reasonable grounds to suspect 
the commission of a civil offence, the matter is to be investigated by the relevant civil authorities 
and Regional Legal Office (RLO) advice sought through HQ RAFAC (SO3 Policy & Casework).  If 
the RLO advises that administrative action is appropriate, an AR is to be raised. 
 
12. Custodial Sentences.  Personnel who are awarded a custodial sentence by a civil court 
will not - save in exceptional circumstances - be retained in the RAFAC.  Cases involving the 
award of a custodial sentence to a CFC Officer are to be raised using Pers Form 1-13 and staffed 
to HQ RAFAC (SO3 Policy & Casework). 
 
13. Retention in Service.  An AR is to be raised in any circumstances where, exceptionally, a 
Wing or Region wish to retain a CFC Officer in circumstances where an adverse AR might have 
been raised.  In all such cases, an additional section is to be included in the report that details the 
value of the subject to the RAFAC. 
 
Unit Considerations  
 
14. Suspension from Duty.  COs are to seek advice from HQ RAFAC (SO3 Policy & 
Casework) as to whether it is appropriate to suspend the subject of an AR from the full range of 
responsibilities.  Additional advice on the suspension of CFC Officers can be found in PI 202. 
 
15. Retention on a Unit.  If a CO feels that retention on the unit of a CFC Officer who is the 
subject of an AR may adversely affect the morale or efficient working of the unit, he may request 
that HQ RAFAC arrange the temporary transfer of the individual pending finalisation of the AR. 
 
16. Format of Administrative Reports.  The unit is to ensure that the layout of the report 
conforms to the standard format as per Pers Form 2-03.  Every report should contain the following 
details in the circumstances of the case: 
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a. Nature of failing. 
 

b. In cases relating to the private life of an individual (such as social misconduct and 
financial irresponsibility) an explanation of how the RAFAC has been affected. 

 
c. Details of any informal or formal interviews (MAA) or formal warnings issued to the 
subject, together with an assessment of their effect. 

 
d. Extent to which the subject is considered responsible for any failings. 

 
e. Whether the subject has been suspended from duty. 

 
f. Reference to annexes with evidence to substantiate reported shortcomings 
including a diary of events, inquiry proceedings and other reports. 

 
17. Any comment on third parties must be confined to facts essential to the report. If in doubt, 
HQ RAFAC (SO3 Policy & Casework) should be consulted before including information. 
 
18. Disposal Recommendation.  Originating officers are to ensure that a disposal 
recommendation is included in the AR, i.e. one or more of the following: 
 

a. Transferred to an appointment commensurate with his experience and ability. 
 

b. Retained in rank. 
 

c. Formally Warned at Wing level. 
 

d. Interviewed and Formally Warned by higher authority. 
 
e. Reduced in rank. 

 
f. Relinquishment at end of current period of service.  

 
g. Service terminated.  
 

 h. If probationary – consideration should be given to reverting back to CI status. 
 
Action by Unit 
 
19. Preliminary Procedures.  Prior to commencing the preparation and submission of an AR, 
units must consider the following points: 

 
a. Disciplinary Action.  Consider whether the circumstances of the case should more 
properly be the subject of a Civil Police investigation, Equality & Diversity Investigation or 
Unit/Service Inquiry. 
 
b. MAA or Formal Warning.  Before raising an AR, establish that the option of MAA 
(informal or formal interview) or the issue of a Formal Warning has been fully considered. 
 
c. Expeditious Handling.  Brief all concerned on the need to process and handle the 
AR as a priority. 
 
d. Basis of Report.  Carefully determine the nature of the AR and its basis in the 
regulations ie: 
 

(1) CFC Officers unsuitable for appointment. 
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(2) Professional failings. 
 

(3) Personal failings/misconduct. 
 

(4) Retention. 
 

20. Warning Notification.  Immediately the decision is made to raise an AR the CO, through 
the normal command chain, is to contact HQ RAFAC (SO3 Policy & Casework) for advice. 
 
21. Procedures.  When the report has been completed, the originating officer must forward a 
draft copy to HQ RAFAC (SO3 Policy & Casework) for checking and further advice.  Once the final 
copy of the AR has been returned to the originator he must:  
 

a. Disclose (see rules on disclosure at para 28) a copy of the report to the subject. 
 

b. Allow a period of not more than 14 days to make a response.  Wherever possible, 
the subject should be encouraged to submit an E-copy of his comments. 

 
c. Offer the subject the services of an Assisting Officer (AO) to help in the preparation 
of any representations the individual may wish to make.  The duties of the AO are outlined 
at Appendix 1 to Annex A. 

 
d. Inform the subject that the appointment of an AO does not preclude the subject from 
seeking legal advice at his own expense from a civilian solicitor. 

 
e. Ensure a separate certificate, signed by the report’s originator, is raised stating if 
action under JSP 440 has been taken or is intended. 

 
22. Specialist Advice.  Where appropriate, specialist staffs are to be consulted at each stage 
of the staffing process.  The remarks of the CO are to indicate whether such a consultation has 
taken place. 
 
23. Disclosure – Administrative Reports.  Full disclosure of the AR is an important part of the 
process, as the ability of the subject to consider the case against him and make an informed 
response is a requirement of Natural Justice.  In essence, the subject should see [and comment 
upon, if he so wishes] the same documents which the decision maker/disposal authority would see 
before making his decision.  For reasons of legal professional privilege, legal advice must not be 
disclosed, and care must be taken not to disclose elements of the case papers which repeat legal 
advice.  Disclosure must take place whether or not the subject has indicated he wishes to respond.  
The Data Protection Act 1998 requires special care to be taken when disclosing information which 
relates to a third party (ie someone other than the subject), and should only be included if it is 
necessary and vital to the case.  If there is any doubt in relation to disclosure, legal advice should 
be sought. 
 
24. The subject must be given an opportunity to respond to information disclosed prior to a 
decision being made.  An AR is to be disclosed to the subject once the initial staffing process has 
been concluded and prior to the case being forwarded to HQ RAFAC (SO3 Policy & Casework) for 
specialist advice.  Units are to obtain a signature at Part 6 of the report confirming that the report 
has been disclosed to the individual. 
 
25. Submission of the Report.  Once the subject of the AR has provided a written statement, 
or has completed a certificate to the effect that he does not wish to make a statement, the report is 
to be submitted to HQ RAFAC (SO3 Policy & Casework), through the Rgnl HQ.  Where SO3 Policy 
& Casework considers that a report is without substance, he should reject the report entirely and 
ensure that the subject and CO are so informed.  He may however consider that another form of 
sanction is appropriate and should notify the originator accordingly.  If SO3 Policy & Casework 
considers the report to be improperly completed, it will be returned to the originator for amendment.  
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If SO3 Policy & Casework considers the report sustainable it is to be forwarded, if appropriate to 
the subject’s chain of command or the Rgnl Comdt for consideration. 
 
Action by HQ RAFAC 
 
26. On receipt of the AR from the Rgnl Comdt or other Superior Officer, HQ RAFAC (SO3 
Policy & Casework) will review the case and seek, where appropriate, specialist comments from 
the relevant Branches and the RLO.  Any supplementary correspondence – less legal advice – that 
the disposal authority will consider should be disclosed to the subject, and the subject given an 
additional 14 days to respond.   
 
27. Subject’s Right to Make a Further Statement.  It is mandatory to invite the subject to 
make a further statement immediately if, at any stage, a more severe level of disposal than that 
initially made and communicated to the subject is recommended by HQ RAFAC (SO3 Policy & 
Casework).  In such cases, the CO is to ensure that the subject has a copy of the original report 
and a written summary of the reasons for the recommendation for increased sanctions in order for 
him to make any further statement.  The summary is to include any factors not included in the 
original report, or any new interpretations of circumstances contained in the original report, which 
have led to reconsideration of the disposal recommendation.  
 
28. Avoidance of Condonation.  Where an AR by the originating officer and statement by the 
subject of the report reveals differences, HQ RAFAC (SO3 Policy & Casework) is to endeavour to 
resolve such differences prior to the AR being considered by Comdt RAFAC.  SO3 Policy & 
Casework may find it necessary to interview the subject of the report in order to resolve any 
differences.  If he does so he must avoid making any oral comment or written statement to the 
subject which could be interpreted as condonation, and is to emphasise that the decision in the 
case rests with the disposal authority. 
 
30. Once any comments from the subject have been received SO3 Policy & Casework should 
submit the AR to the Comdt RAFAC together with his advice and outlining at the same time the 
options available to the Comdt RAFAC.  This advice will also include a guide for Deciding Officers 
(Annex D). 
 
Action by Final Disposal Authority 
 
31. The final and specific disposal action will be decided by Comdt RAFAC who must take into 
account the content of the AR, the subject’s complete record and any financial and security 
implications.  The final disposal authority should ensure that he deals with the individual in a 
proportionate manner, taking into account previous precedents in order to ensure parity of 
treatment with others who have also been subject to an AR.  The appropriate Disposal Authority 
must also consider any recommendation made by HQ RAFAC (SO3 Policy & Casework) as 
appropriate.  When the Disposal Authority has decided on the appropriate course of action, he is to 
notify HQ RAFAC (SO3 Policy & Casework).  The Disposal Authority is to ensure that the subject 
of an AR is formally advised of the decision and take any necessary closure actions required.  
Notwithstanding any sanctions recommended in the AR, the Disposal Authority may consider that 
a lesser form of administrative sanction is appropriate and substitute that for the recommendation, 
without further staff work.  However, if the Disposal Authority considers a more serious sanction 
may be appropriate, he should return it to HQ RAFAC (SO3 Policy & Casework) who is to amend 
the AR and staff it in accordance with the new recommendation.  The disclosure provisions must 
be repeated in order to allow the subject to view/comment upon the new recommendation.  If the 
Disposal Authority does not consider the AR makes a sufficient case to warrant administrative 
action, he is to reject it.   
 
32. Comdt RAFAC will review the case in conjunction with legal advice and that of SO3 Policy 
& Casework and make a decision on disposal.  When Comdt RAFAC has decided a case, the 
subject is to be informed accordingly.   
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Annexes: 
 
A. Staffing of an Administrative Report for Disposal. 
B. Explanation of term of “CO” for RAFAC purposes. 
C. Guide for Deciding Officers. 
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           ANNEX A TO 
           ACP 20 
           PI 209 
 

STAFFING OF ADMINISTRATIVE REPORT – CFC OFFICERS 
 

 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Events investigated by WgExO/Sqn 
Cdr and major admin action 

considered 

Case discussed with HQ RAF Air 
Cadets (SO3 Pol & Casework) 

Admin action confirmed and Draft AR raised and 
forwarded to HQ RAF Air Cadets (SO3 P&C) for checking 

AR returned to Wg 

Report signed by originator and disclosed 
to subject to complete Para 9/10.  Assisting 

Officer nominated  

Wg CO signs para 11 and forwards AR to 
Rgnl Comdt 

Rgnl Comdt considers case and discusses it 
with HQ RAF Air Cadets (SO3 P&C) as 

necessary  

Can Rgnl Comdt dispose of case 

No 

Rgnl Comdt makes comment 
and recommendation and 

forwards AR to HQ RAF Air 
Cadets (SO3 P&C) for 

consideration by Comdt 
RAFAC 

Rgnl Comdt makes Interview 
offered to subject 

 

HQ RAF Air Cadets (SO3 P&C) 
discloses any supplementary 

information to subject allowing 14 
days for a response 

HQ RAF Air Cadets (SO3 P&C) 
submits to Comdt RAFAC 

Comdt RAFAC disposes of the case. 
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           ANNEX B TO 
           ACP 20 
           PI No 209 

 
COMMAND CHAIN FOR STAFFING ADMINISTRATIVE REPORTS  

WITHIN THE RAF AIR CADETS 
 
 

 
Rank/Appointment 
of Subject Officer 

Administrative Report Responsibility 

 
Completion 

to Part 7 

 
Part 8 – CO 

(Level 1) 

 
Part 9 

(Level 2) 

 
Process 
Check 
Part 10 

 

 
Part 11 

(Level 3) 

Sqn Ldrs and below 
within Wgs 
 

WgExO Wg CO Rgnl Comdt HQ RAF Air 
Cadets (SO3 
P&C) 

Comdt 
RAFAC 

Sqn Ldrs and below 
on Rgns 
 

ARC ARC Rgnl Comdt HQ RAF Air 
Cadets (SO3 
P&C) 

Comdt 
RAFAC 

Flt Lts and below 
on VGSs 
 

OC VGS OC VGS Rgnl Comdt HQ RAF Air 
Cadets (SO3 
P&C) 

Comdt 
RAFAC 

OC VGS ARC ARC Rgnl Comdt HQ RAF Air 
Cadets (SO3 
P&C) 

Comdt 
RAFAC 
 

Sqn Ldrs and below 
on CCFs 
 

Contingent 
Cdr 

Wg Cdr CCF COS AC HQ RAF Air 
Cadets (SO3 
P&C) 

Comdt 
RAFAC 

OC Wgs Rgnl Comdt    Comdt 
RAFAC 

Cont Cdrs Wg Cdr CCF Wg Cdr CCF COS AC HQ RAF Air 
Cadets (SO3 
P&C) 

Comdt 
RAFAC 
 

Flt Lts and below 
on AEFs 

OC AEF 6FTS – SO2 
UAS 

OC 6FTS HQ RAF Air 
Cadets (SO3 
P&C) 

Comdt 
RAFAC 
 

Officers on strength 
of HQ RAF Air 
Cadets 

Hd of Section Hd of Branch COS HQ AIR 
(APC) 
 

Comdt 
RAFAC 
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           ANNEX C TO 
           ACP 20 
           PI No 209 
 

GUIDANCE FOR DECIDING OFFICERS (DOs) 

1. The procedures for the raising of an Administrative Report (AR) on a CFC Officer are laid 
down in PI 209.  Whether or not to accept the recommendations contained within an AR is a matter 
entirely for the DO whose discretion is unfettered (provided legal advice does indicate that any of 
the options would be illegal).  The DO has to decide whether or not the contents of the AR justify 
the recommendations and that they are fair and proportionate to the reported circumstances.  In 
deciding, the DO must consider the principles of administrative law and natural justice in arriving at 
his decision.  Accordingly he should comply with 3 principles as follows: 

a.  His decision must lie within his powers. 

b. The case must adhere to RAFAC procedures and regulations. 

c. His decision must be rational ie. within the range of decisions that a properly 
directed authority could reasonably arrive at, based on the information before him. 

2. HQ RAFAC Personnel Advice.  HQ RAFAC (SO3 Policy & Casework) will advise on the 
recommendations contained in all ARs raised, based on precedent, proportionality and parity and 
as to whether or not the recommendations conform with regulations and are in accordance with 
standard policy guidelines.  Where implementation of the recommendations is not debarred but is 
not in line with precedent, proportionality or parity, this will be highlighted to the DO and other 
options provided.  Where necessary, HQ RAFAC (SO3 Policy & Casework) will take legal advice 
and seek additional specialist advice which will be included with the advice provided to the DO. 

3. Legal Advice.  The DO should be aware that any legal advice provided in respect of the 
AR is subject to legal privilege and, therefore, is not to be disclosed.  Nevertheless, the DO may 
draw on the advice when reaching the decision. 

4. Disclosure.  Before any decision is made, the DO must be content that all relevant 
information has been disclosed to the Subject.  Such disclosure must not include legal advice or 
personal data not necessary for the purposes of the investigation of the AR.  

5. Cases Involving a Recommendation for Dismissal.  In cases where the 
recommendation involves the potential dismissal of an individual from the RAFAC, the individual 
must be offered the opportunity to provide a statement on the recommendation and put their case 
forward to the DO. 

6. Decision.  When deciding on a case, the DO is to weigh up the evidence using the civil 
standard of proof – ‘the balance of probabilities’ – and not the criminal standard of proof, which 
requires that a case is proven ‘beyond reasonable doubt’.  The civil standard requires a degree of 
probability appropriate to the issues to be decided in the particular case.  Some issues might be 
decided on the simple balance of probabilities.  On the other hand, more serious issues such as a 
decision to terminate service, require a higher degree of probability that the events alleged did take 
place.  Once the DO has reviewed all of the evidence and advice presented to him, he should 
decide whether or not the circumstances of the case, as presented, justify whether the 
recommended course of action/sanction is fair and proportionate.  Should the DO feel that the 
recommendations are not fair and proportionate, then he should direct that an alternative sanction 
be administered.  If he directs a higher level of sanction, then the case is to be returned to the 
originator and the new sanction disclosed to the subject for further comment.  If the AR presented 
to the DO does not stand alone and he considers that the AR is not justified, he should reject the 
report and direct that there be no administrative sanction. 
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AIR CADET PERSONNEL REGULATIONS 

PERSONNEL INSTRUCTION NO 210 
 

REDRESS OF INDIVIDUAL GRIEVANCES: 
CFC OFFICERS - RAF AIR CADETS’ COMPLAINTS 

 
References: 
 
A. ACP 20 PI 210. 
B. JSP 831 
C. JSP 763 
D. ACP 11. 
 
Purpose 
 
1. A CFC Officer who thinks they have been wronged in any matter relating to their RAFAC 
service may make an RAFAC Complaint.  RAFAC Complaints can only be made by individuals and 
there is no procedure for group complaints. 
 
2. Arrangements for dealing with complaints of discrimination, harassment and bullying are 
contained in PI 104 Annex C.  
 
3. The intent is that complaints are dealt with at the lowest level possible and resolution 
achieved quickly and, where possible, informally.  Every effort should be made, where appropriate, 
to resolve a complaint informally, but the making of an RAFAC complaint in accordance with this PI 
is a right within RAFAC regulations and a person who is in the process of seeking an informal 
resolution should be aware that they have the right to submit an RAFAC complaint at any time 
within the time limits.  The difference between an RAFAC complaint and an informal complaint is 
explained below.  Further information is contained at Annex A.  
 
Key Features of RAFAC Complaints Process 
 
4. General.  RAFAC complaints are resolved at one of three levels (see para 5 below) and 
are to be submitted on Annex A attached. 
 
5. Levels.  The RAFAC complaints process has a maximum of 3 levels:  
 

Level 1: the prescribed officer who is usually the Wg CO.  The roles and responsibilities of 
the prescribed officer (CO) can be found in Chapter 3 of Reference B. 

 
Level 2: the Superior Officer (SO) (normally the Rgnl Comdt).  The roles and 
responsibilities of the Superior Officer can be found I n Chapter 4 of Reference B.  

 
Level 3:  Comdt RAFAC.  

 
At level 1, the Wg CO should consider carefully whether they can effectively deal with the 
complaint in reasonable time and if they are not be able to do so or lack the authority to grant the 
desired or any other appropriate redress, they may refer the complaint to the Rgnl Comdt.  The 
Rgnl Comdt should make the same considerations as the Wg CO and if he also does not have the 
authority to grant the required redress the complaint should be referred directly to the Comdt Air 
Cadets.  At each of the first two levels, if the complainant is not satisfied with the proposed 
resolution of the complaint or the redress to be granted they may apply to have the complaint 
referred to the next higher level for consideration. 
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Submitting an RAFAC Complaint 
 
6. Informal and RAFAC Complaints.  Every complaint must be taken seriously but many can 
be swiftly and satisfactorily resolved informally.  Whilst informal resolution should always be 
attempted where appropriate, the complainant should be aware that an RAFAC Complaint can be 
made at any time within the time limits.  A complaint only becomes an RAFAC Complaint when it is 
submitted in writing to the prescribed officer.  Although the Regulations refer to the prescribed 
officer, the term Wg CO is used throughout this PI as a shorthand form.  However, although a 
complainant may always make an RAFAC complaint to the Wg CO, there are occasions when the 
Wg CO will not be the prescribed officer.  For example, if the complaint is about or implicates the 
Wg CO, it should be made to their immediate superior in the chain of command.  
 
7. Method of Submitting an RAFAC Complaint.  An RAFAC Complaint must be submitted 
in writing, signed and dated by the complainant.  The complainant may be assisted in writing down 
the complaint, so long as the complainant signs and dates it.  Provided that the original, signed and 
dated complaint, in any format is submitted within the time limits detailed below, it can be re-written 
on an RAFAC Complaint Form even if this is done after the end of the time limit.  The purpose of 
this is to ensure that an individual who does not have access to the correct form, or who may be 
unable to complete the form for any reason, is not discouraged from submitting an RAFAC 
complaint or caused to delay the submission of a complaint thus rendering it out of time.   
 
8. RAFAC Complaint Form (Pers Form 1-16).  Although an RAFAC complaint can be 
submitted initially in any written format, to provide officers dealing with the complaint clear 
information about the complaint and the redress sought, the complaint should subsequently be 
submitted on the standardised RAFAC complaint form.  Regulations require that the following 
information is provided: 
 

a. The date of the matter complained of or of the end of a period over which the matter 
occurred.  If unable to recollect the date, this should be stated. 
 
b. The nature of complaint. 
 
c. The redress sought. 
 
d. If the complaint is made outside the time limits, an explanation as to why. 
 
e. If the complaint is about or implicates the Wg CO or prescribed officer, this must be 
stated and the officer named. 
 
f. The statement of complaint must be signed and dated by the complainant. 
  

9. Purpose.  The RAFAC Complaint form is designed to assist in ensuring that all the 
required information is obtained from the complainant when the complaint is made, that the 
complaint is clearly defined and that the desired remedy can be identified.  This is to enable the 
complaint to be dealt with as quickly as possible and helps to reduce the instances in which 
additional allegations are added to a complaint by the complainant during the consideration of that 
complaint.  The complainant may attach any relevant evidence to the form, including copies of 
references detailed in the complaint wherever possible, if it helps present the case.  The 
complainant is advised to keep copies of all submitted information.  If the complainant submits in 
writing further information purporting to relate to the RAFAC complaint and the officer dealing with 
the complaint considers that this further information includes or relates solely to a new matter of 
complaint, the complainant should be informed that a new RAFAC complaint should be made. 
 
10. Time Limits for Stating an RAFAC Complaint.  RAFAC complaints must normally be 
made within 3 months, beginning with the day the matter complained of occurred.  If the matter 
complained about occurred over a period, the complaint should be submitted within 3 months of 
the latest incident or end of the period.  There is no limit as to how far back a period can extend.   
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11. Complaints Made Outside the Time Limits.  RAFAC complaints received by the Wg CO 
more than 3 months after the matter complained of occurred will generally be ruled out of time.  
However, in certain circumstances, the normal time limit will be extended if the decision maker 
considers that in all the circumstances it would be “just and equitable” to do so.  The complainant 
will be expected to say why the complaint could not reasonably have been submitted in time.  
There is a range of factors that might, for example, have delayed the making of the complaint; the 
complainant may have been hospitalised and therefore unable to access the people, information or 
IT necessary to make the complaint.  The Wg CO (or Rgnl Comdt) will therefore have to decide if, 
given the prevailing circumstances, it would be “just and equitable” (fair and reasonable) to allow 
the complaint to proceed.  If consideration is being given to rejecting a complaint for being “out of 
time”, the Wg CO or Rgnl Comdt should seek legal advice before communicating the decision to 
the complainant. 
 
12. Complaints Made After Leaving the RAFAC.  Former members of the RAFAC may 
submit RAFAC complaints, provided that the wrong about which they are complaining relates to 
their service, the wrong occurred while they were subject to RAFAC regulations and the complaint 
is submitted within the time limits stated above.  Such complaints will be referred to that person’s 
last CO. 
 
13. Assistance to Complainant.  To ensure that the complaint is investigated and resolved as 
quickly as possible a potential complainant should be advised to use an Assisting Officer (AO).  
Should the complainant not choose an AO, the CO should offer to appoint one to help prepare the 
case and to ensure the complaint is clear, concise and unambiguous.  This should help clarify the 
issues at the root of the complaint, the precise nature of the redress sought and assist in a speedy 
resolution.  The CO should ensure that a suitable officer, warrant officer, SNCO or civil servant 
performs the duties of the AO.  The role and responsibilities of an AO can be found in PI 115. 
 
Principles 
 
14. Investigation.  Each complaint should be investigated to establish the facts as clearly as 
possible and the details accurately recorded.  Guidance for Investigating Officers can be found at 
Annex I to Reference B.  
 
15. Justice.  All those involved in the RAFAC complaints process should act fairly, openly, 
without bias, in a reasoned manner and avoid unnecessary delay.  A person who is the subject of 
or implicated in a complaint must have the opportunity to state their case and to correct or 
contradict any information relevant to their case.  An individual who is the subject of a complaint 
should be given full details of any allegation made against them and a reasonable opportunity to 
respond.  The complainant should be given reasonable opportunity to comment on or correct any 
information that might be relied on in coming to a decision on a complaint.  It is important that a 
CFC Officer feels free to exercise their right to make a complaint, without fear of victimisation or 
other inappropriate behaviour.  
 
16. Information and Disclosure.  The principle of providing information and disclosure to the 
complainant and any other person who might be affected by the outcome of the complaint is an 
important aspect of the complaints process.  The Wg CO will provide with their decision any 
information relied on to make that decision, so that all those who might be affected by a complaint 
understand the basis of the decision.  Subsequently, if the complaint is to be considered at other 
levels by the Superior Officer (SO) (normally the Rgnl Comdt) or at Comdt RAFAC level, all 
documentation and information received that may be relevant to a decision will be disclosed before 
a decision is made on the complaint.  The complainant and others who may be affected by the 
outcome of the complaint are offered the opportunity to see and comment upon the disclosed 
documents and information.  Disclosure is subject to exclusions where appropriate and consistent 
with Information Rights legislation, ie the Data Protection Act 1998, the Freedom of Information Act 
2000 and the Environment Information Regulations.  Privileged and protected information and 
advice is not to be disclosed or paraphrased, except when advised to do so by the relevant legal 
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adviser.  If doubt exists on any aspect of disclosure, legal advice should be sought from the 
appropriate RAFAC legal adviser, through HQ RAFAC (SO3 Policy & Casework).   
 
17. Delay.  Unreasonable delay is unacceptable.  In minimising delay, all those involved in the 
RAFAC complaints process should ensure that this is not achieved at the expense of justice or 
appropriate investigation.  All those involved in the RAFAC complaints process have a 
responsibility to be reasonable and to expedite the handling of the complaint by responding to 
correspondence and requests for information within any stated timescales.  
 
18. Standard of Proof.  In assessing a complaint the decision maker at each level must 
establish if there are sufficient grounds to uphold the complaint.  The basis for the decision is the 
standard proof used in employment law – it is enough if the person dealing with the case considers 
that a wrong probably occurred.  In other words, at the very least, there must be evidence to show 
that it was more likely than not that the wrong alleged by the complainant occurred.   
 
19. Dishonest or Unfounded Complaints.  RAFAC Complaints will be assumed to have been 
made in good faith and complainants have a right to be protected against victimisation for making 
such a complaint, even if it is not upheld.  Complainants must be satisfied that their complaint is 
based on objective fact.  Complaints should be made honestly and there should be no intent or 
deliberate act or omission to cause harm, distress or nuisance.  Dishonest or unfounded 
complaints, that show intent or deliberate acts or omissions to cause harm, distress or nuisance 
may in themselves constitute harassment and if found to be groundless, could result in 
administrative action being taken against the complainant.  Legal advice should be sought in 
deciding if a complaint is dishonest, in which case the complaint should be rejected and the 
complainant informed in writing.  If any doubt exists about whether a complaint is dishonest or 
groundless, it should be treated as a valid complaint. 
 
20. External Legal Advice.  Complainants may seek legal advice from a civilian solicitor but in 
all cases this would be at their own expense. 
 
Allegations by Third Parties 
 
21. Allegations may be made by a third party, such as a family member, guardian or friend, 
about the treatment of a current or former CFC Officer because for example that person may be 
reluctant to make a complaint themselves.  If making a verbal allegation, third parties should be 
encouraged to state the allegation in writing.  Allegations may be made by a third party to the 
subject’s current or former Wg CO. 
 
22. These allegations are not ‘RAFAC Complaints’. 
 
23. The disclosure of any information to a third party may require the consent of the person(s) 
in question.  Advice on Freedom of Information Rights legislation should be sought from legal 
branches, through HQ RAFAC (SO3 Policy & Casework), prior to the release of any information to 
the third party. 
 
Discrimination, Harassment or Bullying Complaints 
 
24. If an RAFAC complaint involves discrimination, harassment or bullying the complainant 
must give details in the statement of complaint as to why they believe that the complaint falls into 
these categories.  Immediately on receipt of an RAFAC complaint alleging discrimination, 
harassment or bullying a CO is to contact HQ RAFAC (SO3 Policy & Casework) for advice.  In 
such circumstances, investigative procedures are likely to be initiated which mirror those in JSPs 
831 and 763. 
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Redress which cannot be granted.   
 
25. There are some redresses which cannot be granted by any authority in the chain of 
command.  For example, a complainant who feels that he has been wronged in a criminal matter 
may be tempted to ask that disciplinary action be taken against another person.  However, the 
chain of command does not have the power to order disciplinary action under the redress system 
because this is a legal process.  On the other hand some redresses, such as an apology from an 
individual who has wronged a complainant, may be reasonably sought but cannot be ordered by 
the chain of command.  The complainant should be advised if they have asked for a redress that 
cannot be granted, but that fact in itself should not prevent the complaint being investigated and 
another appropriate redress granted. 
 
Annexes: 
 
A. Conflict Resolution and Complaints Procedures. 
B. How to Complete an RAFAC Complaint Form. 



 

210-A-1 
Version:  8.0 

           ANNEX A TO 
           ACP 20 
           PI 210 

 
CONFLICT RESOLUTION AND COMPLAINTS PROCEDURES 

 
1. This direction and guidance is for all adult members of the RAFAC, staff, volunteers and 
those working within the Organisation on how to handle any potential conflict situations.  
Thankfully, such situations are rare but when they do arise, if they are not handled appropriately, 
they can become very difficult to resolve and cause a great deal of stress for all concerned. 
 
2. A disproportionate amount of staff effort is spent responding to complaints and redresses 
raised by members of the RAFAC.  We only have a very limited personnel staff and every case 
requires significant staff effort if we are to look after the interests of all parties.  Due to the 
complexity of some cases, requiring lengthy investigation and specialist advice before any 
decisions can be made, there can be long delays in staffing, which simply adds to the stress and 
distress being experienced by those involved.  It is therefore imperative that we ensure that all 
complaints are dealt with at the appropriate level to avoid unnecessary escalation and delay. 
 
3. As soon as any member of the RAFAC believes that a conflict situation is developing, or an 
informal complaint has been made, an appropriate member of staff is to be informed.  This could 
be the Sqn Cdr where ATC SNCOs or CIs are concerned, the Chair of the Civilian Committee, the 
Wg CO or WgExO, or the Reg Comdt, or for VGS personnel Comdt 2FTS, depending on the status 
of the parties in conflict.  The individual responsible for supervising those involved in the complaint 
is to seek to resolve the situation at the lowest level possible, informing the WgExO, or HQ RAF Air 
Cadets (SO3 Policy & Casework) so that advice can be provided where appropriate.  The answer 
may be as simple as holding a meeting between the various parties and seeking mutual 
understanding of each other's perspectives.  If the individual feels ill-equipped to conduct such a 
meeting, advice should be sought through the WgExO from HQ RAFAC (SO3 Policy & Casework) 
who can call upon specially-trained, in-house mediation staff to try to achieve a resolution.  
Participation in mediation is to be encouraged but cannot be mandated. In any event, it is important 
that appropriate records are kept, logging the date of the complaint, the nature of the complaint, 
the parties involved and the action taken to seek resolution. 
 
4. If such an approach fails, and a formal complaint or grievance is raised, HQ RAFAC and 
the relevant Rgnl Comdt and/or Rgnl Chairman (Comdt 2FTS for VGS personnel), dependent on 
the complaint being made, are to be informed.  FTRS and Regular personnel have the right to use 
the formal SC process.  This is detailed in JSP 763 or JSP 831 and an Assisting Officer will be 
appointed, where required, to support the complainant through the process.  Support will also be 
offered to the individual who has been complained about, to ensure parity of treatment and guard 
against pre-judging a situation before any investigation has been completed.  Civil Servants 
employed in the RAFAC have similar rights of access to formal grievance procedures and these 
are detailed in JSP 763 for harassment complaints or in accordance with guidance on the DBS 
People Services website. 
 
5. It is expected that any conflict within a CCF(RAF) Section or a single Contingent would be 
resolved as an internal school matter.  A conflict between staff of different Contingents or between 
a member of the CCF (RAF) and another Cadet Force member should follow the lines of resolution 
laid out in this letter but using the offices of the Area Officer or Wg Cdr CCF as appropriate. 
 
6. In simple terms, the direction is: 
 

a. All staff to be alert to the potential for conflict or complaints arising between 
personnel working or volunteering within the RAFAC.  If you see early signs, don't ignore 
them.  Have the moral courage to get involved and seek resolution. 
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b. If a conflict situation arises, seek to resolve at the lowest level possible. Do not take 
sides - try to remain neutral throughout so that you are not then subject to complaint 
yourself from the party that considers your actions to be biased against them. 
 
c. Consider a meeting to tackle the issue head on but seek specialist mediation 
support if you don't feel able to chair such a meeting yourself. 
 
d. Seek advice from HQ RAFAC (SO3 Policy & Casework) at the earliest opportunity, 
through the appropriate chain of command, and report any instances you feel have the 
potential to escalate to formal complaints. 
 
e. Keep detailed records and ensure that Wg Ex Os (SO2 Gliding, HQ 6FTS or VGS 
personnel) are advised of any instances that might develop into formal complaints. 
 

7. All that said, instances of conflict within the RAFAC are rare and the vast majority of 
working and volunteering relationships across the Corps are positive and harmonious.  This simple 
guidance will enhance even further our ability to work together in the interests of the cadets we are 
all here to support. 
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ANNEX B TO 
           ACP 20 
           PI 210 

 
HOW TO COMPLETE A RAFAC COMPLAINT FORM – PERS FORM 1-16 

 
1. Before submitting a RAFAC complaint or at the earliest opportunity, seek the advice of your 
Assisting Officer (AO) if appropriate. This may be an Officer, Warrant Officer, SNCO or Civil Servant of 
equivalent grade, the AO will be appointed by the CO but every effort is made to assign an AO 
requested by the complainant. Further details on the role and responsibilities of the AO can be found in 
JSP 831, Annex I.  
 
2. If the complaints contains allegations of bullying and harassment read the guidance in JSP 763, 
Chapter 4 (bullying and harassment cases) and seek advice from the unit Equality and Diversity Advisor 
(EDA) (for bullying and harassment complaints).  
 
3. If the complaint involves a number of similar, related incidents involving the same subject of the 
complaint, you should submit a single RAFAC Complaint Form. Otherwise, each complaint should be 
made using a separate form. 
 
4. In setting out how you allege that you have been wronged, provide the facts as clearly as you 
can. In particular, give as much detail as you can about:  
 

a. Date(s), time(s) and location(s). If you cannot remember the date(s) of the incident 
complained of, you should say so;  
 
b. The incident itself or, if there was more than one, each of them. If the incident(s) occurred 
over a period you should say when the period ended or when the latest incident occurred;  
 
c. Details of anyone who witnessed the incident(s);  
 
d. The effect that the incident(s) had on you; and  
 
e. Any attempt you have made to resolve the matter. 

 
5. In addition to the information on the incident, if your complaint involves allegations of bullying and 
harassment, it is important to include details of who you believe is bullying and harassing3 you, any 
witnesses to the incidents and what effect this had on you.  This can be found in part 4 of the form.   
 
6. Make clear what redress (outcome) you seek from this complaint. That is, the 
action you expect the officer dealing with the complaint and/or subject of the complaint to take.  

                                                 
3 Refer to JSP 763 for definitions of bullying and harassment. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 301 
 

ESTABLISHMENT AND APPOINTMENT INTO THE RAF AIR CADETS –  
WOs, SNCOs AND SNCOs AIRCREW (ATC)  

 
References:  
 
A. AP 1919 Chapter 3. 
B. ACP 20 PI 101. 
C. ACP 20 PI 109. 
D. ACP 20 PI 102. 
E. ACP 20 PI 103. 
F. ACP 4 Chapter 8. 
 
INTRODUCTION 
 
1. This instruction amplifies References A to E and provides information for the selection and 
appointment of Warrant Officers(Air Training Corps) (WO(ATC)) and Senior Non-Commissioned Officers 
(Air Training Corps) (SNCO(ATC)) in the RAF Air Cadets.  WOs/SNCOs (ATC) are not subject to military 
law and are not members of the RAFR. 
 
NOMINATION OF CANDIDATES 
 
2. A Squadron CO/OC VGS may nominate a suitable, mature candidate of good character and 
bearing for appointment as a SNCO (ATC) by forwarding a written narrative to Wing HQ/HQ 2FTS.  The 
nomination is to be made against an establishment vacancy (filling the post of Officer, Discip, Band or 
appropriate VGS post).  Potential SNCO adult members of staff may be recommended for appointment 
following ATC cadet service, CI service or upon leaving commissioned service.  SNCOs (ATC) may also 
be appointed as direct entrants and it is not necessary for an applicant to have previously served in any 
capacity before their appointment.  Initial appointments will be in the rank of Sergeant (ATC) or Sergeant 
Aircrew on a VGS - on probation for the first year. 
 
3. Applicants may be appointed between the ages of 20 and 65 years. 
 
4. All potential applicants are to complete the application form, Pers Form 1-10, the Starter 
Checklist and the Volunteer Agreement (Pers Form 1-19 – to be uploaded to Bader), including the BPSS 
if not already completed.  If required, nominees are to apply for a criminal records check in accordance 
with the instructions contained in Reference E.  Completed forms, together with the application form, are 
to be forwarded to Wing HQ/HQ 2FTS.  Wing HQ/HQ 2FTS is to forward the criminal records check 
application form to DBS (Employment Assurance (Disclosures) Section (EA(D)S)), Cheadle Hulme, for 
England, Wales and Northern Ireland or the Protecting Vulnerable Groups Scheme (PVG) Scotland, as 
appropriate.  Appointments must be made within 6 months of the date of the criminal records check or 
the certificate becomes invalid.  If an applicant intends to carry out duties associated with arms, weapons 
or ammunition they are required to apply for a SC clearance through Wg HQs using the UKSV system.  
Residency rules are contained in Reference D. 
 
5. Unless the applicant is already on the squadron in an authorised and cleared capacity eg. civilian 
instructor, he is not to attend parade nights or perform any duty until a decision on the nomination has 
been given by HQ RAF Air Cadets (Personnel).  A criminal records check is also to be obtained in the 
case of ex-RAF/RAuxAF personnel.   
 
6. An applicant who has previously held WO/SNCO rank with the RAFAC and wishes to return will 
be subject to the usual application paperwork as above; a full board is not required.  However, the Rgnl 
Comdt/HQ 2FTS is advised to interview the individual, following an interview and report with 
recommendation from the WCO/OC VGS, and make a recommendation on the appointment, rank to be 
given and any seniority granted. 
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SELECTION PROCEDURE 
 
 
7. If OC Wg/COS 2FTS accepts the nomination from OC Sqn/OC VGS he is to arrange for the 
candidate to appear before a Selection Board comprising:  
 

President: OC Wing/COS 2FTS or Deputy 
 
Members: Two members comprising either Wing Staff Officers, a Squadron CO (other than 
the candidate's CO), OC VGS (other than the candidate’s OC), a Wing Executive Officer or 2FTS 
staff officers. 

 
8. Each member of the Board will have a copy of the Board Report (Pers Form 3-01) and is to 
record his observations on the candidate's suitability.  The President’s comments are to include the final 
recommendation of the Board.  The application form and all completed Board Reports in respect of 
candidates who have been recommended for appointment are to be forwarded to HQ RAF Air Cadets 
(Personnel) (through Rgnl Comdts or Comdt 2FTS for applications made by former servicemen/women, 
overage or those requiring a decision on seniority).  Unsuccessful candidates are to be informed by the 
President of the Board through the candidate’s chain of command. 
 
MEDICAL CRITERIA 
 
9. With the exception of Sergeant Aircrew (ATC) who require a Gliding Medical, there are no set 
criteria regarding medical standards for non-commissioned uniformed personnel.  Each will be dealt with 
on a case by case basis but a common-sense approach must be adopted in line with our required duty of 
care, not only to cadets, but to the individuals themselves.  If a candidate has been released from the 
Armed Forces on medical grounds or is suffering, or has suffered, from any medical condition or 
disability this must be stated on the application form.  Any declared condition should, ideally, be 
discussed and clarified at the Wing Board and commented on by the President in the narrative of the 
Board Report.  Should further medical advice be required after the declaration by a candidate of a 
medical condition or physical disability, a doctor’s certificate stating that the candidate is fit to carry out 
the normal duties of a SNCO (ATC) will be sought by HQ RAF Air Cadets (SO3 Personnel Management) 
and is to be provided at the individual’s own expense.  A person will be expected to be medically fit 
enough to complete and successfully pass all aspects of the SSIC course and if this is not potentially 
possible then a uniformed position should not be pursued. 
 
APPOINTMENT 
 
10. On completion of the selection procedure, a successful candidate who is approved by Comdt 
RAFAC will be appointed to his post in the rank of Sgt (ATC) or Sgt Aircrew (ATC).  The first 12 months 
of this period is probationary, during which time the SNCO Staff Initial Course (SSIC) at the Air Cadet 
Training Facility (ATF) must be attended and successfully completed.  Failure to attend or pass the SSIC 
or satisfactorily complete the probationary period may result in the termination of the appointment.  
Individuals are not permitted to participate in external activities during their probationary period unless a 
waiver has been granted by HQ RAFAC for a specific activity where full justification has been made. 
 
11. On appointment, SNCOs will be required to wear white rank tabs to indicate they have yet to 
attend ATF and complete their mandatory training.  Only on successful completion of the course may the 
white rank tabs be removed and in the case of Aircrew be awarded the Aircrew epaulettes.  This 
requirement does not affect the 12-month probationary period which remains. 
 
CANDIDATES WITH PREVIOUS REGULAR OR RESERVE SERVICE 
 
12. Ex-Regular Servicemen/women from all branches of the armed services will be subject to the 
same selection procedure detailed above and will be assimilated into the rank structure in accordance 
with paragraph 13 below.  The Rgnl Comdt may, following a Board, grant seniority to an applicant if it is 
deemed appropriate, dependent upon previous service and experience.  The applicant is to provide 
evidence of previous service and/or training. 
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13. Members of the Regular or Reserve Forces are not eligible to be appointed as adult WOs and 
SNCOs (ATC) but may be appointed into the RAFAC under the terms and conditions of PI 601 
(Appointment of Service Instructors). 
 
STATUS OF EX-REGULAR SERVICEMEN/WOMEN   
 
14. Rgnl Comdts may authorise ex-regular Servicemen/women to be assimilated into the rank 
structure as follows: 
 

a. Ex-Warrant Officer as WO (ATC). 
 
b. Ex-SNCO as FS (ATC). 
 
c. All other ex-regular Servicemen/women as Sgt (ATC). 

 
Exceptionally, Rgnl Comdts/Comdt 2FTS may authorise a particularly well-qualified ex-regular 
serviceman/woman, who is below the rank of SNCO, to enter in the rank of FS (ATC) and likewise an 
inexperienced former SNCO in the rank of Sgt (ATC).  Rgnl Comdts/Comdt 2FTS may also approve 
additional seniority to ex-regular servicemen/women of all ranks (except WOs), within whatever rank 
they enter the ATC, if it is considered to be in the best interests of the Corps.  All ex-regular 
servicemen/women will be required to pass the SSIC within one year of appointment.  
Recommendations for accelerated promotion to a higher rank will be considered at HQ RAF Air Cadets 
(SO3 Personnel Management) on receipt of a written application from the Rgnl Comdt/Comdt 2FTS, 
giving the reasons behind the proposal. 
 
APPOINTMENT OF CORPS & REGION WOs(ATC) 
 
15. On the appointment of a new Commandant Warrant Officer or Regional Warrant Officer there is 
to be an appropriate ceremony at which their badges of rank, cane and certificate are to be 
presented.  Initial and replacement canes (in the case of loss or damage) are to be funded by HQ 
RAFAC and RHQs respectively, but generally these should be handed on by the individuals as they 
retire.  If they wish to retain the cane, the individual is to fund its replacement.   
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 302 
 

CONDITIONS OF APPOINTMENT – WOs/SNCOs/SNCOs AIRCREW (ATC) 
 
INTRODUCTION 
 
1. WOs/SNCOs/SNCOs Aircrew (ATC) appointed for responsibilities with the Air Training Corps are 
not subject to the Armed Forces Act 2006 nor Queen’s Regulations, have no reserve liability and are not 
subject to call out for service with any of the regular armed forces. 
 
2. WOs/SNCOs/SNCOs Aircrew (ATC) are appointed, on probation, for 12 months and the 
appointment is subject to satisfactory completion of the SNCO Staff Initial Course (SSIC) at the Adult 
Training Facility (ATF) within this probationary period.  WOs/SNCOs/SNCOs Aircrew (ATC) may not 
attend annual camps or other courses until they have satisfactorily completed the SSIC at the ATF.  
Failure to attend, complete or reach an acceptable standard on the SSIC may result in termination of 
their appointment.  Under exceptional circumstances an extension to the 12-month probationary period 
may be granted by HQ RAF Air Cadets (SO3 Personnel Management) if a business case is submitted by 
the chain of command.  They will be considered on a case-by-case basis and should be for no more than 
an extra 12 months. 
 
3. Duty with the ATC as a WO/SNCO/SNCOs Aircrew (ATC) is voluntary and part-time at a unit 
mutually agreed by the individual and his chain of command.  They may transfer to other units voluntarily 
or be moved in the interests of the Corps or their career development in accordance with PI 110.  
WOs/SNCOs//SNCOs Aircrew (ATC) may serve supernumerary on other units and may apply to do so 
on Pers Form 1-11.   
 
4. WOs/SNCOs/SNCOs Aircrew (ATC) are unpaid but can be remunerated for attendance at annual 
camps, authorised exercises, courses of instruction, and as otherwise specifically approved by Comdt 
RAFAC.  There is no automatic entitlement to remuneration for any specific ATC activity. 
 
RESPONSIBILITIES OF A WO/SNCO/SNCO AIRCREW(ATC) 
 
5. WOs/SNCOs/SNCOs Aircrew (ATC) are to: 
 

a. Acquaint themselves with regulations and such instructions issued to the Corps from time 
to time. 
 
b. Follow closely the provisions of ACPs 1 and 4. 
 
c. Obey such orders as may be given to them in accordance with those regulations and 
instructions. 
 
d. Be responsible at all times for the maintenance of good order and discipline. 
 
e. Afford the utmost support to their superiors. 
 
f. Refrain from passing criticism on the conduct or orders of their superiors. 
 
g. Attend courses for which they are eligible in order to carry out their responsibilities.   

 
ATTENDANCE ON ATC ACTIVITIES BY WOs/SNCOs/SNCOs AIRCREW(ATC) 
 
6. WOs/SNCOs(ATC) should attend for not less than 12 hours in any one calendar month on 
authorised activities related to their primary role.  SNCOs Aircrew (ATC) on a VGS should attend for not 
less than 32 hours in any one calendar month to ensure continuity of flying.   
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7. COs are to maintain a record of WO/SNCO/SNCOs Aircrew (ATC) attendance and of the hours 
spent on ATC activities.  Time taken in travelling to ATC activities is to be included.  The attendance 
register may be maintained in any convenient form and is to be available for inspection as required. 
 
8. If an individual fails to complete the expected period of attendance the CO is to investigate the 
cause and enter the facts in the attendance register.  The WO/SNCO/SNCOs Aircrew (ATC) concerned 
will be required to initial the entry and give reasons for non-attendance in writing within 14 days, or as 
soon as practicable thereafter. 
 
9. If a WO/SNCO/SNCOs Aircrew (ATC) cannot be traced, refuses to initial the attendance register 
or give reasons for non-attendance or if he fails for two consecutive months to attend for the required 
minimum period the CO is to forward a short report together with any comments and recommendations 
to the appropriate Wg CO/HQ 2FTS.  If the WO/SNCO/SNCOs Aircrew (ATC) is not attached to a 
squadron, his immediate superior is to report the facts direct to his Wg CO/Rgnl Comdt/Comdt 2FTS as 
appropriate.  
 
10. If the Wg CO/Comdt 2FTS is not satisfied with the officer’s reasons for non-attendance or 
decides that there is a prima facie case of non-attendance he is to recommend to Comdt RAFAC thro’ 
his Rgnl Comdt/Comdt 2FTS that the individual’s appointment be terminated.  This recommendation 
should be made in accordance with PI 116 giving brief details of the non-attendance and explaining what 
action has been taken to contact the WO/SNCO/SNCOs Aircrew (ATC) concerned.  If it is impracticable 
to advise the subject of the report of the action being taken at interview the individual may be advised by 
letter.   
 
11. Voluntary Absence.  Wg COs/HQ 2FTS may grant a SNCO voluntary absence from RAFAC 
duties for sickness, maternity/paternity or any other personal reason which does not warrant transfer to 
the HQ RAF Air Cadets Non-Effective Pool.  Other than for reasons of maternity/paternity, voluntary 
absence exceeding 3 months should be granted only in exceptional circumstances, and then only with 
the approval of the appropriate Regional Commandant, and then never for more than 6 months.  It 
should be borne in mind that any CFAV, officially signed off sick from his or her primary employment, 
should not attend any ATC activity.  However, where it is deemed by medical professionals that 
attending the ATC is aiding their recovery or is beneficial to their ongoing welfare, HQ RAFAC 
(Personnel) is to be advised, who will consider such requests on a case by case basis.  Prospective 
parents are entitled to up to 12 months of voluntary absence, commencing from no later than 2 weeks 
before the due confinement date.  In the case of both parents being RAFAC CFAVs, they can notify their 
intention to share the 12 months of voluntary absence.  This is, however, entirely a personal choice.  For 
new adoptive parents of children up to the age of 5, the same maternity/paternity entitlements apply, with 
entitlement to absence starting from 2 weeks prior to the official date of adoption. 

 
NON-EFFECTIVE POOL (NEP) 
 
12. WO/SNCOs/SNCOs Aircrew (ATC) may transfer to the NEP in accordance with PI 111.  
 
LOCAL GOVERNMENT, PARLIAMENT AND ELECTIONS 
 
13. WO/SNCOs/SNCOs Aircrew (ATC) are not permitted to take an active part in the affairs of any 
political organisation, party or movement.  They are not to participate in political marches or 
demonstrations.  No restriction is to be placed upon the attendance at political meetings of such 
personnel provided that uniform is not worn, that RAFAC duties are not impeded and no action is taken 
which could bring their RAFAC service into disrepute. 
 
14. Parliamentary Candidature.  WO/SNCOs/SNCOs Aircrew (ATC) are disqualified from 
membership of the House of Commons and from election to the European Parliament.  Such personnel 
must therefore resign their appointment before their formal adoption as a Parliamentary candidate or 
prospective candidate.  Such personnel must complete their last day of RAFAC service before their 
formal adoption as a candidate or prospective candidate. 
 
15. Release of Parliamentary Candidates.  WO/SNCOs/SNCOs Aircrew (ATC) who wish to 
participate in political activity should resign their appointment in accordance with para 14 above.  An 
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unsuccessful candidate will have no automatic right to reinstatement within the RAFAC.  A candidate or 
prospective candidate must take all steps within his power to ensure that no public announcement of his 
candidature or prospective candidature is made before he has resigned. 
 
16. Local Government Elections.  Serving WO/SNCOs/SNCOs Aircrew (ATC) may not accept 
membership of any local authority, or allow themselves to be nominated for election to any such body, 
without the permission of HQ RAF Air Cadets.  WO/SNCOs/SNCOs Aircrew (ATC) who are permitted to 
be nominated for election to any local authority many only stand as independent candidates, they are not 
to stand as candidates for any political organisation, party or movement, and, if elected, are not to 
involve themselves in any way in the affairs of any such organisation, party or movement. 
 
17. Political Activities in Service Establishments.  All forms of political activity, including political 
meetings and speeches, are prohibited in Service establishments.  No Service facilities, including aircraft 
and motor transport, are to be used at, or in connection with, any function the purpose of which is to 
further the interest of a political party or an organisation having controversial aims, nor are Service bands 

to play at such functions. 
 
ETHOS, CORE VALUES AND STANDARDS OF CONDUCT 
 
18. The Ethos of the RAFAC is the distinctive character, spirit and attitude of the Corps, which 
together inspire people to pursue the spirit of adventure while providing a framework upon which to build 
sound moral principles and develop the desire for achievement and self-improvement, and thereby 
provide example and leadership for the young people of the country.  WOs/SNCOs/SNCOs Aircrew 
(ATC) should not put themselves or others in compromising or potentially dangerous situations.  The 
Core Values set out in ACP 1 are what we expect of our members.  By demonstrating these qualities, 
their standards of behaviour and actions will help sustain the excellent reputation that the RAFAC enjoys 
within the uniformed Youth Services and society at large.  WOs/SNCOs/SNCOs Aircrew (ATC) must 
ensure that they understand these values and uphold them at all times.  Failure to do so may result in 
administrative action being taken against them.   
 
19. It is also imperative within the RAFAC to sustain and maintain trust and loyalty between 
commanders and those they command.  This imposes a need for standards of social behaviour more 
demanding than those required by society at large and any unwelcome sexual attention in the form of 
physical or verbal conduct; over-familiarity with the spouses, civil partners, partners or families of other 
RAFAC personnel; displays of affection which might cause offence to others; behaviour which damages 
or hazards the marriage, civil partnership or personal relationships of RAFAC personnel or civilian 
colleagues within the wider Corps community, and taking sexual advantage of subordinates must be 
avoided.  The RAFAC will not interfere in the private lives of its personnel unless it is absolutely 
necessary to do so in order to maintain discipline, team cohesion and effectiveness.  Any involvement by 
the RAFAC is based on the following principle:  “Have the actions or behaviour of an individual adversely 
impacted on, or are they likely to impact upon, the efficiency or effectiveness of the RAFAC”.  Each case 
will be judged on its merits but those considered serious enough and, having applied the principle 
outlined in para 12 above, may lead to a recommendation for the termination of a WO/SNCO/SNCOs 
Aircrew (ATC)’s appointment.   
 
20. Child protection policy.  It is the primary responsibility of all adult members of the RAFAC to 
safeguard the moral, psychological and physical welfare of children regardless of gender, religion, race, 
ability, disability, sexuality and social background by protecting them from any form of physical, 
emotional and sexual abuse or neglect.  All children have the right to protection from all forms of abuse 
and harm when engaged in RAFAC activities and when in contact with members of the RAFAC.  All 
adult members of staff have a duty of care, which makes them responsible both for safeguarding 
children in their care from abuse and harm and for responding swiftly and appropriately when suspicions 
or allegations of inappropriate behaviour arise; this applies to all cadets and not just cadets under their 
immediate control.  The RAFAC Child Protection Policy is detailed and amplified in ACP 4. 
 
21. The following list is not exhaustive but, in addition to the strictures above, WOs/SNCOs/SNCOs 
Aircrew (ATC) are not to: 
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a.  Consume alcohol whilst in uniform or on a designated duty or whilst in the presence of or 
responsible for cadets.  Further details can be found in PI 114.   
 
b. Falsify records, expenses or defraud or attempt to defraud his unit or the RAFAC in any 
manner. 
 
c. Carry out private training or business activities on Air Cadet premises or use the ATC 
brand or equipment to promote private trading without the consent of the Rgnl Comdt/Comdt 2FTS.    
 
d. Otherwise use RAFAC, brands or logos (including sqn emblems, standards, crests or 
badges) without the consent of the Rgnl Comdt/Comdt 2FTS. 
 
e. Give or loan personal money to cadets or other CFAVs.    
 
f.  Smoke (including e-cigarettes) in the presence of cadets and never in public while in 
uniform.    
 
g. Promote his own religious, political ideals or beliefs to anyone while on ATC duty.     
 

WOs/SNCOs/SNCO AIRCREW (ATC) CHARGED IN CIVIL COURTS, IN RECEIPT OF A POLICE 
CAUTION OR UNDER INVESTIGATION BY THEIR EMPLOYER 
 
22. Reporting action.  A WO/SNCO/SNCOs Aircrew (ATC) who is officially informed that a charge is 
to be preferred against him by the civil authorities is to report the circumstances without delay to his CO, 
who will pass the information through the Command Chain to HQ RAF Air Cadets (SO3 Personnel 
Management).  In the event of a conviction, the CO is to submit an Administrative Report (AR) in 
accordance with PI 309.  If the WO/SNCO/SNCOs Aircrew (ATC) is found not guilty a simple report of 
the case is to be forwarded to HQ RAF Air Cadets (SO3 Personnel Management) through the usual 
channels.  Anyone ordered to register as a sex offender is also to be made the subject of an AR in 
accordance with PI 207.   
 
23. Procedure for Civil Police Cautions/Fixed Penalty Notices/Anti-Social Behaviour Orders.  A 
WO/SNCO/SNCOs Aircrew (ATC) who receives a formal caution, Fixed Penalty Notice or Anti-Social 
Behaviour Order from the civil police, or who is bound-over, is to submit a written explanation of the 
circumstances to his Sqn CO/OC VGS without delay.  The Sqn CO/OC VGS, after consultation with the 
Wg CO/COS 2FTS, should then initiate administrative action that is considered appropriate (if any).    
 
24. Minor Offences under the Road Traffic Act.  Paras 15 and 16 do not apply if the individual has 
received a charge or caution for a minor offence under the Road Traffic Act (see PI 209 Annex D) and 
was not on duty at the time of the offence.  "Breathalyser" charges are not to be considered as minor for 
the purpose of this paragraph.    
 
25. Enquiry or Disciplinary Hearing by Employer or Professional Body.  If a WO/SNCO/SNCOs 
Aircrew (ATC) is the subject of a safeguarding/child protection social services enquiry or an investigation 
and/or disciplinary hearing by their employer and/or professional body (eg General Medical Council, 
General Social Care Council, General Teaching Council etc) where there are any child protection 
implications or where there may be press interest, they are to report the matter to HQ RAF Air Cadets 
(SO3 Personnel Management), through the chain of command. 
  
ADMINISTRATIVE REPORTS AND PROCEDURES 
 
26. Failure to satisfactorily carry out the responsibilities of a WO/SNCO/SNCOs Aircrew (ATC) as 
detailed at para 5 above or maintain the standards outlined elsewhere in this Instruction, may result in 
administrative action being taken in accordance with either PI 306 or PI 307. 
 
27. An AR may be raised on a WO/SNCO/SNCOs Aircrew (ATC) who, at any time as a result of 
information revealed on an enhanced criminal records disclosure, is considered unsuitable to remain in 
the Corps.    
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28. Suspension from Duty.  WOs/SNCOs/SNCOs Aircrew (ATC) may be suspended, without 
prejudice, from RAFAC activities for any act of, or allegation of, serious misconduct, or to preserve 
evidence and/or avoid the potential for access to witnesses.  However, before any action is taken to 
suspend a subject individual, HQ RAF Air Cadets (SO3 Personnel Management) is to be contacted to 
ensure that suspension is appropriate (except for expiration of a criminal records check).  If, however, for 
reasons of safeguarding a cadet or cadets, the immediate suspension of a WO/SNCO/SNCOs Aircrew 
(ATC) is deemed necessary, HQ RAF Air Cadets (SO2 Personnel Management) is to be contacted as 
soon as practicable following the suspension.  Initially, the subject WO/SNCO/SNCOs Aircrew (ATC) 
may be notified verbally of his suspension but this must always be followed up by letter.  See Annex A to 
PI 115 for a template suspension letter.  The power to suspend and reinstate CFAVs (except for 
expiration of a criminal records check) is vested in HQ RAF Air Cadets (Personnel Casework 
Management Team) alone. A WO/SNCO/SNCO Aircrew (ATC) who fails to renew their criminal records 
check before the extant disclosure expires will be suspended, without prejudice, until a new disclosure 
certificate has been received and acknowledged by their chain of command.  Individuals will be 
reinstated by HQ RAFAC from the date of the new disclosure certificate.  A specimen letter of 
suspension for expiration of criminal records checks can be found in ACP 4, Annex A to Chapter 7. 

29. RAFAC Complaints.  WOs/SNCOs/SNCOs Aircrew (ATC) and former WOs/SNCOs/SNCOs 
Aircrew (ATC) who think they have been wronged in any matter relating to their RAFAC appointment 
may make an RAFAC Complaint.  Complaints can only be made by individuals and there is no 
procedure for group complaints.  RAFAC Complaints should be submitted in accordance with PI 310.  
 
REDUCTION IN RANK WO(ATC), FS(ATC) OR SNCOs AIRCREW (ATC) 
 
30. Should the behaviour of a WO(ATC) or FS(ATC) or SNCOs Aircrew (ATC) fall below acceptable 
standards, consideration may be given to recommending a reduction in rank as an alternative 
administrative measure to dismissal, when an AR has been raised.  Any recommendation for reduction 
in rank is to be forwarded to HQ RAF Air Cadets (SO3 Personnel Management), via Rgnl HQ/HQ 2FTS, 
in the normal manner. 
 
HONOURS AND AWARDS 
 
31. WOs/SNCOs/SNCOs Aircrew (ATC) are eligible for State Awards under the Civil List, Defence 
Council Letters of Appreciation (DCLAs) and a range of Commendations in accordance with ACP 3. 
They may also be awarded the Cadet Forces Medal (CFM) and Clasps in accordance with JSP 814.  
The award of the CFM is governed generally by Royal Warrant dated 19 November 2001.  
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 303 

 
EXTENSIONS OF SERVICE – WO/SNCOs/SNCOs AIRCREW (ATC) AT UPPER AGE LIMIT 

 
INTRODUCTION 

 
1. The instructions for dealing with applications for extensions of service in the RAFAC are issued 
for the guidance and compliance of all concerned.  The upper age limit for uniformed CFAV is 65 years 
and, although there is no entitlement to an extension beyond that, the chain of command will make their 
decision based on the needs of the RAFAC.  Reviews will be on an annual basis. 
 
EXTENSION OF SERVICE PROCEDURE 
 
2. A monthly list of WO/SNCOs due for extension after reaching age 65 will be prepared by HQ 
RAF Air Cadets (Personnel) approximately 6 months before the officers’ birthday. 
 
3. WO/SNCOs (Aircrew) on an AGS/VGS will cease to operate in any flying role, airfield duty or 
supervisory role on their 65th birthday and will retire from uniformed service.  They may, however, apply 
to remain in a non-uniformed role if they wish, and if within establishment levels.  Comdt 2FTS will 
review on a case by case basis. 
 
4. These monthly spreadsheets will be filed directly onto MOSS in the Personnel working area.  The 
spreadsheet will be protected to retain the integrity of the information, but the Comments column will be 
open to input confirming the chain of command decision.  As a guide, the following points should be 
taken into consideration when assessing suitability for service beyond the age limit: 
 

a. Efficiency. 
 
b. Sense of duty, loyalty and leadership. 
 
c. Personal discipline and the capacity to instil it into cadets. 
 
d. Medical fitness (including Aircrew medical fitness) to carry out the duties expected on an 
officer on both an ATC unit and an AGS/VGS. 
 
e. Administrative ability (as distinct from technical ability). 
 
f. Completion of required/mandatory courses. 
 
g. Continuing suitability to work with children (criminal records check). 
 

SPECIAL POINTS 
 
5. In addition, attention is drawn to the following: 
 

a. Where a WO/SNCO is not to be invited to extend their service, a letter explaining the 
reasons why should be sent to the individual.  The spreadsheet should be annotated accordingly 
and a scanned copy of the letter should be forwarded to HQ RAF Air Cadets (Personnel) for 
reference. 
 
b. The upper age limit is 65 years but Comdt RAFAC has the authority to allow 1-year 
extensions beyond this on a case by case basis, taking into account the individual’s continued 
suitability for the role, their continued suitability to wear uniform, and any requirement to develop 
other volunteers. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 304 
 

PROMOTION TO FS(ATC) AND WO(ATC)  
 
Reference: 
 
A. ACP20 PI 301. 
 
PROMOTION 
 
1. Promotions are not an automatic entitlement (ie. they are not time-related) and are only actioned 
on the recommendation of the individual’s chain of command.  After 4 years satisfactory service, on the 
recommendation of the Sqn CO/OC VGS, and the authority of the Wg CO/COS 2FTS, Sgt (ATC) may be 
promoted to FS (ATC).  After a further 4 years service, a FS (ATC) may, on selection of the Rgnl 
Comdt/Comdt 2FTS be promoted to WO (ATC) provided he or she has completed the required courses 
and satisfied the conditions of the promotion matrix (Pers Form 3-02A or 3-02B).  In exceptional 
circumstances, and on the recommendation of the Rgnl Comdt or Comdt 2FTS, HQ RAF Air Cadets may 
authorise individuals to be promoted to FS (ATC) or WO (ATC) with less than the normal 4 years 
seniority (see para 6). 
 
PROCESS 
 
2. On a monthly basis, HQ RAF Air Cadets Personnel staff will run a report of those volunteers 
eligible for promotion to the next level.  Personal records will be checked to confirm that those listed are 
currently in service, have completed the requisite course (SSIC), that any period in the NEP has been 
accounted for and that any suspension or admin procedures against them have been resolved and 
closed.  Only when these basic criteria have been met will a spreadsheet be transferred to the MOSS 
Personnel site.  The document will be protected to retain the integrity of the information but the 
Comments column will be added to allow the authoriser to digitally sign and confirm either a 
recommendation or deferment.  Pers Forms 3-02A/3-02B can be obtained from Bader and completed by 
the SNCO’s immediate superior.  This form, once complete, will form the basis on which the promotion 
recommendation is considered by the chain of command and is to be retained at Wg HQ for reference.   
 
3. However, on initial appointment to a non-commissioned uniformed post, it is possible to 
recommend an applicant for seniority in accordance with Reference A.  Such requests are to be made by 
the Wg Board/2FTS Board and submitted to the Rgnl Comdt/Comdt 2FTS for consideration.  If granted, 
then the application form should be annotated at part 8 by the Rgnl Comdt/Comdt 2FTS before 
forwarding to HQ RAF Air Cadets (Personnel) for action. 
 
PROMOTION CRITERIA 
 
4. It is accepted that some individuals may not reach the necessary standard of commitment and 
thus not secure promotion.  Indeed, some squadron NCOs who are content to involve themselves only in 
squadron business may never rise above the rank of Sgt (ATC).  This is an entirely acceptable situation 
for the individual concerned, to whom no criticism should be attributed.  Those who are eligible to 
recommend a promotion to either FS (ATC) or WO (ATC) should, therefore, be aware of the following 
criteria on which to base their decision: 

 
a. Has the SNCO fulfilled the terms and conditions of their appointment ie.  Have they 
completed the SSIC, do they attend regularly and provide the required guidance and tuition to the 
cadets on the squadron, are their clearances and extension of service dates up to date? 

 
b. Has the SNCO been the subject of any administrative or disciplinary action that may 
warrant a deferment for promotion in order for them to prove themselves further? 

 
c. Has the SNCO participated in extra-curricular activities such as Camps or expeditions.  
As a guide for promotion to FS (ATC), a SNCO should have attended at least one Blue Camp on 
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an RAF Station and at least one Green residential camp for Fieldcraft, AT, Exped or similar.  For 
promotion to WO (ATC), a SNCO should have completed a further 2 camps in FS (ATC) rank 
and ideally have assisted the Wing in organising a camp. 

 
d. Has the SNCO gained any extra qualifications to strengthen their ability to aid the 
squadron in a particular field such as H&S, AT, DofE, Shooting, Drill, First Aid, Radio, Fieldcraft.  
For promotion to WO (ATC) rank, has the SNCO upgraded this qualification or obtained another 
qualification in another discipline? 

 
e. Has the SNCO participated in any personal development courses? 
 
f. For VGS staff, additional criteria as advised by 2FTS, will need to be considered and Pers 
Form 3-02B should be used. 

 
If the SNCO has failed to meet one or more of the requirements outlined at sub-paras a –f, then 
Recommending Officers should conclude that the individual is not yet ready for promotion or alternatively 
outline why exceptionally authority for promotion should be granted. 
 
5. Consideration of the points at para 4a-f will ensure a degree of commonality across the Corps 
whilst allowing authorising officers the ability to exercise some discretion according to individual 
circumstances.  SNCO promotions should be linked to the effort and commitment of the individuals and 
not on time-served.  Notwithstanding, there should be no stigma attached to the long term retention of 
Sgt (ATC) rank, as this will generally identify those volunteers who simply do not have the spare time on 
top of their own primary careers to undertake those additional tasks required to achieve promotion to 
higher rank. 
 
ACCELERATED PROMOTION AFTER APPOINTMENT 
 
6. Consideration may be given to awarding, after formal appointment, accelerated promotion to a 
Sgt or FS (ATC) if it is deemed worthy.  Such cases must be submitted in writing, through the chain of 
command, for authorisation at HQ RAF Air Cadets.  The case must take into account the level of effort 
and commitment displayed by the individual, the points raised at para 4a-f and the overall ability of the 
SNCO, along with other distinguishing factors that elevate the volunteer from his peers. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 305 
 

RESIGNATION AND TERMINATION OF APPOINTMENT BY WARRANT OFFICERS, SNCOS AND 
SNCO AIRCREW (ATC) 

 
References:  
 
A. AP 1919 Chapter 3. 
B. ACP 20 PI 109. 
 
RESIGNATION OF APPOINTMENT 
 
1. A WO/SNCO (ATC) who wishes to resign his/her appointment in the Corps is to complete Pers 
Form 1-09 and forward it to his Squadron CO/OC VGS, together with his Identity Card (Form 90).  The 
Squadron CO/OC VGS is to ensure that the WO/SNCO (ATC) has accounted for, and handed in, any 
property on his charge, including uniform, before completing the form and forwarding it to Wing HQ/HQ 
2FTS. 
 
2. Should OC Wing consider that the reasons given by the WO/SNCO (ATC) require further 
investigation, he is to add his comments separately and forward the papers to Regional HQ.  If OC Wing 
recommends acceptance of the resignation without further investigation he is to sign the proforma and 
forward it direct to HQ RAF Air Cadets (Personnel).  The WO/SNCO (ATC)’s Identity Card (Form 90) is 
to be recovered and disposed of in accordance with Reference B.  HQ RAF Air Cadets will notify Wing 
HQ of acceptance of resignation.  Wg HQs are to ensure that the WO/SNCO (ATC) is advised their 
resignation has been accepted by HQ RAFAC, and action has been taken.  For VGS SNCOs, HQ 2FTS 
will consider any reasons given for leaving that may require further investigation before signing off the 
paperwork and forwarding to HQ RAFAC for action. 
 
3. A WO/SNCO/SNCOs Aircrew (ATC) who takes up an appointment with either the Regular or 
Reserve Forces will be required to resign their CFAV appointment with the RAFAC.  However, they may 
remain in the Corps as a Service Instructor under the terms and conditions of PI 601 (Appointment of 
Service Instructors). 
 
TERMINATION OF APPOINTMENT 
 
4. A WO/SNCO/SNCOs Aircrew (ATC) may have their appointment terminated under the following 
terms: 
 

a. When on probation.  The services of a probationary WO/SNCO/SNCOs Aircrew (ATC) 
may be terminated at any time by the Wing CO/COS 2FTS, on the recommendation of the 
Squadron CO/OC VGS.  Such terminations must be notified in writing to HQ RAF Air Cadets (SO3 
Personnel Management), through Wg HQ/HQ 2FTS. 

 
b. When Appointment has been confirmed.  If a CO considers that the appointment of a 
WO/SNCO/SNCOs Aircrew (ATC) should be terminated, an Administrative Report in accordance 
with PI 309 is to be submitted to HQ RAF Air Cadets (SO3 Personnel Management) for Comdt 
RAFAC consideration, through the WgExO/Rgnl Comdt or HQ 2FTS. 

 
5. Any WO/SNCO/SNCOs Aircrew (ATC) who has had their appointment terminated for misconduct 
will not be permitted to re-join the RAFAC at any time. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 306 
 

ADMINISTRATIVE ACTION – WO & SNCOs (ATC) 
 

1. The purpose of this instruction is to describe the concept of administrative action, and the 
processes by which it is applied in relation to the Ethos, Core Values and Standards of the RAFAC 
detailed in ACP 1.   
 
Principles 
 
2. Administrative action encompasses a range of processes employed to rehabilitate, censure or 
initiate administrative sanctions in respect of an individual for professional or personal failings, 
misconduct or unsuitability in post.  It is applicable to all WO/SNCO(ATC) and is taken in the interests of 
the RAFAC to safeguard efficiency or operational effectiveness.  It is normally initiated when an 
individual has not responded to informal management action and ranges from Minor Administrative 
Action (MAA), through Formal Warning, to the raising of an Administrative Report (AR) which may in turn 
result in sanctions including transfer or reduction in rank and, ultimately, termination of service.  An AR 
may also be used as a tool to trigger a transfer with no further sanctions.  The specific procedures for 
MAA or Administrative Action, formal warning and ARs, are detailed in PIs 307, 308 and 309 
respectively. 
 
3. Administrative action should not be used to avoid taking alternative action where an individual’s 
conduct may amount to a breach of some element of civil law.  Incidents that involve the possible 
commission of a civil offence or equal opportunities issues should therefore first be considered for further 
investigation in accordance with RAFAC procedures.  Nonetheless, there may be occasions when 
administrative action may be the only means available to deal with an individual’s misconduct.  
Moreover, it may also be used in addition to, or following, prosecution in a civil court, whether or not the 
accused is convicted.  In these circumstances, administrative action is used to address the wider 
implications of an individual’s actions in terms of their appointment within the RAFAC and, as such, does 
not amount to double jeopardy. 
 
Application 
 
4. The guiding principle in deciding the nature of the response to a WO or SNCO (ATC)’s failings 
(either personal or professional) will be that of proportionality.  Commanders must, therefore, judge each 
case, and the response to it, against this principle and the key criteria outlined in paragraphs 7 and 8, 
measured against ACP 1 and RAFAC regulations in general and where applicable.  Together, this 
activity will establish the RAFAC interest, the seriousness of the failings and thus the appropriate and 
proportionate level of sanction.  It is important to accept, however, that even when cases are judged 
within a common framework, the outcome might well vary from one case to another.  Such differences 
will reflect the relative impact of the distinguishing features of the case, particularly the relevance of the 
failings to the individual’s role in the delivery of RAFAC tasks.  
 
ACP 1 
 
5. Where the contemplated administrative action arises out of occurrences in an individual’s private life, 
commanders at every level must first determine whether action is justified by considering the impact of 
the individual’s actions in respect of ACP 1.  Examples of private life matters include personal 
relationships, personal financial affairs and personal activities undertaken out of RAFAC activity times.  It 
does not include matters of professional conduct or ability.  In cases arising from an individual’s conduct 
outside the RAFAC environment, the RAFAC will only take action, which might be construed as 
interference in the private lives of individuals, where a potential negative impact on the image of the 
Corps can be demonstrated.  
 
6. In constructing a common framework it is necessary to ensure that the approach for considering 
the response to failings or misconduct is consistent.  It is for the chain of command to judge the ultimate 
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level of response on the basis of all the circumstances of the case, taking full account of any mitigating 
and/or aggravating factors.  
 
Key Criteria  
 
7. Where it is judged that a case can and should be dealt with administratively, the following factors 
should be considered when assessing the seriousness of the actual or potential impact of the alleged 
failings: 
 

a. Rank, Status and Responsibility.  What is the rank of the individual(s) involved?  Was 
any influence, inducement, manipulation, coercion or threat exercised by virtue of relative rank or 
status (e.g. adult/cadet relationship)? 
 
b. Previous Conduct and Warnings.  Has the individual been previously warned about his 
behaviour – if so, when and how and to what extent has the warning been disregarded? 
 
c. Disregard of RAFAC Policy.  Has there been a disregard of any RAFAC policies? 
 
d. Understanding of the RAFAC Interest.  To what extent has the individual disregarded 
the RAFAC’s requirement to preserve team cohesion, trust and loyalty? 
 
e. Public Knowledge.  Has the failing become the subject of wider RAFAC or public 
knowledge and has it brought the RAFAC into disrepute? 
 
f. Damage to the RAFAC’s Reputation.  Has the incident caused damage, or does it have 
the potential to cause damage, to the reputation of the RAFAC?  If so, how and to what degree? 
 
g. Circumstances of Discovery.  Did the individual volunteer the information before it came to 
light?  Once the incident came to light, did he freely admit the misconduct, attempt to lie or 
prevaricate?  Were the denials repeated?  Did the individual show remorse? 
 
h. Any Other Factors.  Do any other factors, such as a medical condition, have a bearing on 
the case?  Is there a security aspect to the case?   

 
Personal Relationships 
 
8. The personal relationships of a WOs/SNCOs (ATC) are clearly “private life” matters.  As such, 
cases involving an individual’s personal relationships with others and adherence to ACP 1 is critical to 
justifying taking further action.  Having established the RAFAC’s right to intervene by considering the 
points in para 7 above, the following factors should also be taken into account in assessing the 
seriousness of the case: 

 
a. Extent of RAFAC Involvement.  Does the misconduct involve other RAFAC members or 
dependants?  Has there been any direct or indirect impact upon command or management 
chains?  Does it involve relationships within Corps time/activities and, if so, have or might these 
have been damaged or compromised? 
 
b. Damage to other Relationships.  Has the conduct damaged or placed in hazard the 
marriage or personal relationships of other RAFAC personnel? 
 
c. Unwelcome Attention.  Has the behaviour involved unwelcome attention or harassment in 
the form of physical or verbal conduct and does this involve any abuse of authority?  Has there 
been or does there need to be an equal opportunities investigation? 
 
d. Awareness of Circumstances.  Was the behaviour conducted in the knowledge of the 
circumstances of the status of all parties?   
 

All cases must be explored sufficiently to allow the commander to apply the provisions of ACP 1 in the 
full knowledge of the facts.  Any complaints of harassment or discrimination arising should be dealt with 
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in accordance with the appropriate grievance procedures; similarly, any potential breaches of discipline 
which come to light as a result of the initial assessment should be considered for disciplinary 
investigation. 
 
Range of Administrative Actions 
 
9. The responses available to commanders in dealing administratively with failings or misconduct fall 
into 2 principal levels: 
 

a. Minor Administrative Action (see PI 307) such as Informal/Formal Interview. 
 

b. Major Administrative Action 
 

(1) Formal Warning (see PI 308).  A Formal Warning clearly explains, in writing, an 
individual's failings, details the actions required to remedy them and the consequences of 
not doing so.  Whilst normally but not exclusively, raised and issued at wing level, a formal 
warning appears on their personal record and thus has implications for his RAFAC career. 

 
(2) Administrative Report (see PI 309).  Raised at Wing or Region level for disposal 
by an appropriate authority, an AR may include a recommendation for censure, together 
with administrative sanctions including reduction in rank, transfer from unit or, ultimately, 
termination of service.  The circumstances of the AR will dictate whether or not it is 
necessary to demonstrate escalation through the various levels of administrative action. 

 
Admin Action – Guide to Personnel 
 
10. Once any form of admin action has been initiated, it is essential that the individual concerned is 
fully informed as to the possible consequences of failing to adhere to the sanction imposed.  A copy of 
Annex B to PI 206 must be issued to the subject once any form of admin action has commenced. 
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AIR CADET PERSONNEL REGULATIONS  
 

PERSONNEL INSTRUCTION NO 307 
 

MINOR ADMINISTRATIVE ACTION (MAA) – WOs/SNCOs (ATC) 
Introduction 
 
1. It is in the best interests of the individual and the RAFAC that personal performance, behaviour 
and the handling of personal affairs are of the highest standard.  Those failing to maintain the expected 
standards must be made aware of their shortcomings and action taken quickly to correct their failings.  
Minor Administrative Action (MAA) provides COs with a swiftly delivered and reviewed range of 
administrative sanctions that offer a legal, fair and formally regulated way of dealing with minor failings in 
standards and performance.  This instruction provides guidance on the taking of MAA within the RAFAC. 
 
When should MAA be taken? 
 
2. MAA should be taken to rehabilitate, censure or initiate sanctions intended to correct minor 
professional or personal failings in order to maintain the operational effectiveness of the RAFAC.  MAA 
does not replace or take precedence over Major Administrative Action (Formal Warning and 
Administrative Reports) and MAA should never be used to deal with criminal conduct or serious 
disciplinary offences.  In all cases, units should consider what is the most appropriate and proportionate 
response to an incident and take action accordingly.  Advice should be sought from HQ RAF Air Cadets 
(SO3 Personnel Management) where there is doubt regarding the most appropriate and proportionate 
response. 
 
Who is subject to MAA and who can initiate MAA?  
 
3. All WOs/SNCOs (ATC) are subject to MAA which may be initiated by their CO. 
 
Factors to be considered before initiating MAA  
 
4. MAA is intended to correct minor professional or personal failings.  When a minor failing is 
identified, personnel authorised to initiate MAA should apply a 2-stage test: 
 

a. Investigate and decide, whether, on the balance of probabilities, the alleged failing took 
place and if so; 
 
b. Have the actions or behaviour of the individual adversely impacted or are they likely to 
impact on the efficiency or operational effectiveness of the RAFAC? 
 

If both stages of this test are met, then consideration should be given as to whether MAA is appropriate 
and proportionate. 

 
5. The following are some of the factors which should be considered when deciding whether MAA is 
appropriate: 
 

a. The context in which the incident occurred and its impact on the operational effectiveness 
of the RAFAC. 

 
b. The extent of any adverse impact or likely impact on the individual, his unit or the RAFAC. 

 
c. The rank or level of responsibility of the individual. 

 
d. The age and maturity of the individual. 

 
e. The individual's previous conduct and warnings. 

 
f. Any relevant personal circumstances or mitigating factors. 
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g. The individual's response to the discovery of the incident. 
 
6. If MAA is not considered to be appropriate, COs should seek advice from their Wg HQ or 
immediately superior formation on the most appropriate administrative action to be taken against the 
individual.  If MAA is considered appropriate, the CO must decide on an appropriate sanction from those 
detailed in para 7.  However, whatever MAA sanction is deemed appropriate it must not contain any of 
the following elements:  
 

a. Unreasonableness. 
 

b. Public humiliation. 
 

c. Sustained and oppressive treatment which amounts to or could be construed as 
harassment, including any form of bullying. 

 
What sanctions may be authorised? 
 
7. The following sanctions may be authorised:  
 

a. Informal Interview.  An informal discussion will in some cases suffice to advise and 
correct a failing.  Guidance on the conduct and recording of informal interviews is at Annex A. 
 
b. Formal Interview.  A formal interview differs from an informal interview in so far as it 
details in writing an individual's shortcomings and the action required to correct them.  Guidance 
on the conduct and recording of formal interviews is at Annex A. 
 
c. An individual may be required to undertake skills training, which is relevant to the failing 
shown. 

 
How is MAA Initiated? 
 
8. Once a CO has identified a failing, applied the 2-stage test and identified an appropriate and 
proportionate sanction, they should inform the individual who has failed that they are to be the subject of 
MAA.  In the case of informal/formal interview a draft copy of the narrative is to be forwarded to the 
reviewing officer and the MAA is to be reviewed before the sanction is carried out. 
 
Who should supervise MAA sanctions? 
 
9. MAA sanctions should be carried out within 8 days of being awarded.  The Annex B or C should 
be signed on completion of the sanction by a supervising officer.  Wherever possible, this should be the 
person initiating the sanction or as otherwise directed by the reviewing officer.  The completed form 
should then be managed in accordance with local instructions. 
 
What action should be taken if an individual refuses to undertake MAA? 
 
10. If an individual who is subject to MAA refuses to undertake a MAA sanction that has been 
initiated by an authorised individual and reviewed appropriately by an authorised reviewing officer, the 
matter should be referred to HQ RAF Air Cadets (SO3 Personnel Management) who should consider 
taking administrative action against the individual.   
 
What action should be taken if an individual makes a complaint about MAA? 
 
11. If an individual who is subject to MAA expresses a wish to make a complaint about any aspect of 
MAA, they should be referred to HQ RAF Air Cadets (SO3 Personnel Management) who should 
investigate the matter and advise on the merits of the complaint and the procedures to be 
followed.  MAA sanctions are not to be deferred to await the outcome of a complaint and must be 
completed within 8 days of being approved.  Para 16 provides guidance on the action to be taken should 
personnel refuse to undertake MAA sanctions.  
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How should MAA sanctions be reported and to whom? 
 
12. All MAA must be recorded using Annex B or C.  All completed MAA forms should be managed in 
accordance with local instructions.  Rgnl and Wg HQ should maintain a MAA register and ensure that 
MAA records are retained for a minimum of 2 years and are available for inspection by HQ RAF Air 
Cadets at any time.  
  
Who should monitor MAA? 
 
13. MAA should be monitored by Rgnl HQs and HQ RAF Air Cadets (SO3 Personnel Management) 
to ensure parity of treatment across the Corps and to guard against abuse of the process.   
 
Any other questions? 
 
14. Any queries regarding MAA should be directed to HQ RAF Air Cadets (SO3 Personnel 
Management). 
 
Annexes: 
 
A. Guidance on Informal and Formal Interviews (Counselling). 
B. Record of Informal Interview. 
C. Record of Formal Interview. 
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            ANNEX A TO 
            ACP 20 
            PI No 307 
 

INFORMAL AND FORMAL INTERVIEWS (COUNSELLING) 
 
Introduction 
 
1. Informal and Formal Interviews are important elements of Minor Administrative Action (MAA).  
They are referred to collectively in this Annex as counselling and the type of counselling undertaken will 
depend on the nature of the shortcomings, and the qualities and character of the individual concerned. 
Circumstances may require counselling in writing or it may be more appropriate to counsel the individual 
orally.  Before any counselling is undertaken, it must be authorised under the MAA process detailed in 
this PI.  A guide to the stages of counselling is at Appendix 1.  
 
2. Counselling should not be confused with good management practice which may be employed 
before MAA is considered necessary.  If failure to reach or maintain the expected standards necessitates 
MAA counselling either oral (informal interview) or written (formal interview) may be an appropriate and 
proportionate sanction.  
 
3. Counselling should be undertaken as follows: 

 
a. Informal Interview.  An informal interview is the first step in the counselling process and 
needs to be undertaken with due care and consideration.  The subject should be left in no doubt 
about the possible consequences of failure to heed the counselling.  The subject should also be 
given the opportunity to respond orally to the counselling and their superior officer is to reflect on 
any statement of mitigation provided. The person conducting the interview must record the 
pertinent aspects of the counselling and include any mitigation put forward by the subject.  A 
suggested format is at Annex B. The subject is to sign the record and is to receive a copy of the 
document.  The original is to be placed on the subject’s unit file. 
 
b. Formal Interview.  A formal interview should be used if the shortcomings or failings are 
sufficiently serious or if, after an informal interview, no improvement is evident within the set 
period of time.  A formal interview is to be administered in the presence of a witness, who is to 
sign the record of counselling as having witnessed the process.  The record of the counselling 
should be read out to the subject who is to be given a copy and 10 working days to consider 
making a statement.  The next superior in the CoC is to consider and, where appropriate, seek to 
resolve any outstanding issues raised in the subject’s response.  The record of counselling is 
then to be signed by the subject; the original to be retained by the subject and a copy placed on 
his unit file. The format for a formal interview is at Annex C. 
 

Counselling Requirements 
 
4. Counselling, oral or written, will vary according to the circumstances; however, the following 
should normally be covered: 
 

a. The subject’s detailed shortcomings or weaknesses in relation to the core values and 
standards if applicable, quoting examples with relevant dates wherever possible. 
 
b. Details of any previous counselling, together with relevant dates (if appropriate). 
 
c. The standard of behaviour or level of performance required. 
 
d. Advice on how the subject can overcome his shortcomings or weaknesses and reach the 
required standard. 
 
e. The date (not less than 3 months) by which the subject’s shortcomings or weaknesses 
must be overcome.  In cases of low professional standards, the date on which those standards 
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will be re-assessed.  In cases involving acts of indiscipline, any further similar acts will 
immediately result in further administrative action being taken. 
 
f. The possible consequences of failure to heed the counselling.  It will be sufficient to use 
the phrase ‘may eventually lead to the issue of a FW or the raising of an AR which could 
ultimately lead to your appointment being terminated.’ 
 

Conducting Counselling 
 
5. Counselling should be conducted by the subject’s immediate or ‘next’ immediate superior not 
normally below the rank of squadron leader.  The process must be conducted in an appropriate 
environment, in a private room where confidentiality may be maintained. It is to be recorded using one of 
the suggested templates at Annexes B and C.  Those conducting the counselling should note that 
ordinarily counselling is the foundation on which the system of Major Administrative Action (Formal 
Warnings (FW), PI 308 and Administrative Reports (AR), PI 309) is based; attention to detail at this early 
stage is therefore essential. 
 
Review and Disposal 
 
6. Records of informal and formal interviews are to be reviewed like any other sanction under MAA, 
2 years from the date of issue and destroyed, unless further administrative action is contemplated.  
 
Appendix: 
 
1. Stages of Counselling. 
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           APPENDIX 1 TO 
           ANNEX A TO 
           ACP 20 
           PI No 307 

 
STAGES OF COUNSELLING 

Failure to Maintain RAFAC Ethos, Core Values and Personal or 
Professional Standards.   

(Informal management action has proved ineffective) 

Stage One 
Informal Interview 

Individual is counselled on 
the areas in which he is 

failing and provided advice 
and a timescale in which to 
improve.  The individual can 

orally reply to the 
counselling.  A brief written 

record of interview is 
produced, agree and signed 

by the individual and his 
superior.  A copy of the 
record of counselling is 

handed to the individual and 
a copy retained on the Unit 

PF. 

Stage Two 
Formal Interview 

Individual is interviewed, in 
the presence of a witness 
and informed in writing, of 
the areas in which he is 

failing.  The contents of the 
record of counselling are 
read out to the individual, 

who signs the document, as 
well as the witness.  

Individual is given 10 
working days in which to 

make a statement.  A copy 
of the written counselling is 
handed to the individual and 
a copy retained on the Unit 

PF.  

Stage Three 
Further Minor or Major 
Administration Action 

Individual has failed to heed 
previous warnings 

(Guidance should be sought 
from the HQ RAF Air 

Cadets (SO3 Personnel 
Management) 

Individual complies with 
advice 

 
No further Action  
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            ANNEX B TO 
            ACP 20 
            PI No 307 

 
RECORD OF INFORMAL INTERVIEW 

 
 
 
1. I had occasion on …..(Date)….. to informally interview ______________ for ……………(insert 
reason/s for the counselling)………………. 
 
2. I advised _______________ that in order to overcome his/her shortcomings and weaknesses 
and reach the required standard he/she is/needs to…………(insert what remedial action the serviceman 
needs to take to achieve the required standard)………………………………………….  
 
3. _____________ was made aware that if he/she reached the required standard within 3 months 
and regained the trust, confidence and respect of his/her supervisors, no further action would be taken. 
He/She was advised, however, that he/she would be closely monitored over the next 3 months and if a 
substantial improvement was not evident, action may be taken that could eventually lead to the issue of 
a formal warning or the raising of an administrative report. 
 
4. __________ stated that….(insert mitigation offered)……………….. 
  
Signature …………………….. 
 
Superior’s Name …………….. 
 
Rank …………….. 
 
Appt …………….. 
 
Date …………….. 
 
I have been informally interviewed about the above and have been provided with a copy of this Record 
of Interview.  I have been issued with a copy of Annex B to PI 206. 
 
Signature……………………… 
 
Subject Name ……………… 
 
Rank ……………… 
 
Date ……………… 
 
Copy to: 
 
Unit File                 
 
Individual 
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            ANNEX C TO 
            ACP 20 
            PI No 307 

 
 

RECORD OF FORMAL INTERVIEW 
 
1. ____________________, you have been brought before me as a consequence of your failure to 
reach the standards expected of you. *[You will recall that on DD MMM YY, I verbally counselled you 
and outlined your shortcomings and weaknesses.  You were also informed that you had 3 months to 
reach an acceptable standard, and that failure to do so within that period would attract more serious 
consequences.  Whilst there has been some improvement on your part, your overall progress has been 
slow.  Therefore, I have decided that you are to be further counselled, but on this occasion in writing.] 
 
2. You are hereby advised that your….(state what actions brought them to this point e.g. behaviour, 
conduct, work ethic etc, using, where applicable, the Core Values and Standards booklet as a 
template.)……*[still] falls short of the required standards. 
 
3. In order to reach the standards required by the Service, you are required, by (insert date) (should 
be no less than 3 months), to …………(insert what remedial action the serviceman needs to take to 
achieve the required standard) …………………………………………………………….  
 
4. At this stage, I must inform you that if you do not reach the standards required of you and regain 
the trust, confidence and respect of your superiors, further action will be taken that could lead to the 
issue of a formal warning or the raising of an administrative report for consideration by Higher Authority; 
such action could ultimately result in the termination of your appointment.  
 
5. You have 10 working days to consider what I have said and to make a statement in reply if you 
so wish. After this time, on (insert date) you are to report to………………….and sign the certificate at the 
foot of this document. 
  
Signature  (Issuer)                                                Signature (Witness Signature) 
 
Name                                                                    Name 
 
Rank                                                                     Rank 
 
Appt                                                                      Appt 
 
Date:                                                                      Date: 
*[Optional text depending on circumstances] 
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Statement by Individual 
 
I have been counselled on my shortcomings by………………………………….. and I have been provided 
with a copy of the record of formal interview for my retention. I have/have not made a statement.  I have 
been issued with a copy of Annex B to PI 206. 
  
Signature 
 
Name 
 
Rank 
 
Date 
 
Statement by Next Superior (if required) 
 
Signature 
 
Name 
 
Rank 
 
Date 
 
Copy to: 
 
Individual  
 
Unit File 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 308 
 

MAJOR ADMINISTRATIVE ACTION - FORMAL WARNINGS- 
WO/SNCOs (ATC) 

 
1. This instruction details the procedure to be followed when a WO/SNCO (ATC)’s performance, 
behaviour, conduct or personal standards have fallen below acceptable levels, thereby meriting a Formal 
Warning (FW). 
 
2. The purpose of a FW is to clearly explain, in writing, how an individual has failed to meet the 
standards required in respect of professional competence, supervisory ability or personal qualities and to 
detail the actions required to remedy the failing and the consequences of not doing so.  Examples of 
circumstances that could warrant a FW include deterioration in the performance of his responsibilities, 
acts of indiscipline, misconduct (social or otherwise) and civil convictions.   
 
3. FW action rests with the immediate superior officer who will normally take the decision when 
previous Minor Administrative Action (MAA – see PI 307) has failed.  More serious cases may warrant 
immediate FW action without going through the MAA stages first.  The FW aims to give an individual the 
opportunity to rectify any shortcomings; in the absence of such improvement; the FW plays an important 
part in supporting any subsequent escalatory administrative action. 
 
4. If an individual’s actions are serious enough to warrant a transfer as well as a FW, an 
Administrative Report (AR) is to be raised in accordance with the procedures of PI 309.  In these 
circumstances, the unit is not to proceed with FW action before consulting HQ RAF Air Cadets (SO3 
Personnel Management).  
 
5. It is essential from both the RAFAC’s and the subject’s point of view that a FW is issued as soon 
as it is warranted so it has the maximum rehabilitative effect.  Where a FW results from a civil conviction 
it should be issued within 30 days of sentencing and where the FW is the result of a cumulative effect of 
MAA the FW is to be issued no later than 30 days from the trigger point that results in the decision to 
award a FW.  Where it is felt that these timescales cannot be met the originating staffs are to contact HQ 
RAF Air Cadets (SO3 Personnel Management) for approval, providing clear justification for the delay.   
 
6. Standard of Proof.  In deciding or reviewing the case, the standard of proof required is the 
balance of probabilities.  That is, whether it is more likely than not that the alleged failure in performance 
or standards of personal behaviour occurred.  No action may be taken if the standard of proof is not met. 
 
7. Fairness.  It is a fundamental principle of fairness that, whenever an allegation is made against a 
WO/SNCO (ATC), that person has the right to be informed of the allegation and given the opportunity to 
respond.  In the case of a FW, this means giving the WO/SNCO (ATC) a chance to explain, defend or 
deny an action before a sanction is applied. 
 
Unit Procedure 
 
8. Initial Investigation.  In every case, the person originating the action is to gather sufficient facts 
in order to decide the most appropriate course, taking advice from the chain of command if necessary.  If 
there is any doubt about the appropriateness of issuing a FW, further advice should be sought (including 
legal advice, through HQ RAF Air Cadets (SO3 Personnel Management if necessary).   
 
9. Initial Interview.  The investigation is to include an initial interview of the WO/SNCO (ATC) by 
their immediate superior officer.  The WO/SNCO (ATC) is to be informed of the purpose of the interview, 
the principles of Administrative Action and the procedures to be followed, and be confronted with the 
details of the allegation.  He is to be given the opportunity to comment upon it and provide an 
explanation.  There is no requirement for the WO/SNCO (ATC) to answer questions that would result in 
the admission of misconduct or inefficiency and he should not be ordered to do so.  Where possible the 
interview should take place in the presence of a third party and the proceedings carefully recorded in 
writing.  This is not a verbatim record nor is it an interview under caution.  For this reason the notes from 
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the interview cannot be used as evidence at a any subsequent hearing but may be used in making a 
determination in Administrative Action.  It is to be attached to the Diary of Events and a copy retained on 
the unit.  There is no entitlement to legal representation at this interview but the WO/SNCO (ATC) being 
interviewed should be offered the services of an Assisting Officer if, exceptionally, one had not already 
been appointed.  At the end of the interview the immediate superior officer should tell the WO/SNCO 
(ATC) if an investigation is to be carried out.  It is possible that on initial investigation there is no case to 
answer.  Alternatively it may be appropriate to award either a minor sanction or deal with the matter in 
another approved way. 
 
10. Investigating the Facts.  The form of the investigation is a matter for the immediate superior 
officer, but in every case it must be expeditious, thorough and fair.  The immediate superior officer may 
delegate the business of the investigation but remains personally responsible for its prompt and fair 
execution.  It is not necessary to follow the strict rules of evidence used by the courts and the best 
available direct evidence should be obtained.  Where written statements or transcripts of evidence are 
not already in existence they should be obtained from witnesses and signed and dated by them.  
Hearsay may be used and should not automatically be discarded.  However, every effort must be made 
to obtain reliable, preferably direct evidence.  If hearsay is to be used it should be treated with caution 
and, where appropriate, supporting evidence sought.  Anonymous allegations should be disregarded 
unless supporting evidence exists. 
 
11. Concluding the Investigation.  Before proceeding with the preparation of a FW report the 
immediate superior officer must: 

 
a. Be satisfied that there has been a sufficient investigation. 
 
b. Decide whether, on the balance of probabilities, the alleged conduct, behaviour or 
omission occurred. 
 
c. Decide whether the failure in conduct, behaviour or performance merits a FW.  Refer to 
ACP1 and consider whether the actions or behaviour of the WO/SNCO has impacted adversely 
on or are likely to impact adversely on the image and therefore the efficiency or effectiveness of 
the RAFAC. 
 
d. If appropriate, inform the WO/SNCO that on the facts available to him there has been no 
breach of the provisos of ACP 1 and the FW process will be discontinued.  
  
e. If appropriate to proceed with the FW, action at paras 12 and 13 is to be taken. 

 
12. Notification to HQ RAF Air Cadets (SO3 Personnel Management).  If FW action is considered 
appropriate HQ RAF Air Cadets (SO3 Personnel Management) is to be contacted immediately to provide 
guidance on subsequent action before the FW is issued.  SO3 Personnel Management will consider the 
case and provide advice to the Sqn/Wg HQ/Rgnl HQ (as appropriate), which might include a 
recommendation for alternative action. 
 
13. Preparing the FW.  Having considered all relevant information and decided to proceed, the FW 
is to be drafted, in accordance with Pers Form 1-14 and approved by SO3 Personnel Management 
before it is formally issued.  The FW is to explain in detail to the individual being warned: 
 

a. How he/she fails to measure up to the standards of the RAFAC. 
 

b. The immediate effects of the warning, which are: 
 

(1) A bar on advancement in rank for a period of 3 months. 
 
(2) A reconsideration of any extension of service request being processed. 

 
c. The possible consequences of failure to heed the warning including the raising of an 
Administrative Report which may result in a transfer to another unit, downgrading in rank, 
relinquishment or, ultimately, termination of service. 
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14. The issuing officer is to include SMART (Specific, Measurable, Achievable, Realistic, Timely) 
recovery targets and check the individual’s understanding of the process.  Advice on the precise wording 
of FWs may be sought from HQ RAF Air Cadets (SO3 Personnel Management).  Care must be taken to 
ensure that no restriction is imposed on future administrative action in the event of failure to satisfy the 
FW requirements. 
 
15. The FW is to be issued by an officer (usually OC Wg) in the presence of a witness.  At the FW 
interview: 
 

a. The Warning is to be read verbatim to the subject. 
 
b. The subject is to be provided with a copy of Part 1 of the Warning and given 14 days to 
make a statement; this period can only be extended in exceptional circumstances. 
 
c. The issuing officer and the witness are to sign Part 1 of the Warning. 
 

16. Not more than 14 days after issue of the FW: 
 
a. The subject is to sign Part 2 of the FW, including a statement if desired. 
 
b. The FW is to be passed to the next superior officer in the command chain for completion 
of Part 3, including comment on the subject’s statement.   
 

17. Completed warnings are to be distributed as follows: 
  

a. Original - To HQ RAF Air Cadets (SO3 Personnel Management) for inclusion on the 
subject’s personnel record.  A copy of the diary of events is to be enclosed with the FW. 
 
b. First copy – Unit Personnel File. 
 
c. Second copy - To the subject. 
 

Diary of Events 
 
18. The diary of events is to be maintained for the preparation of the FW and is to be completed 
when the FW is passed for final signature. 
 
FW for Personal Indebtedness 
 
19. The financial affairs of WO/SNCOs (ATC) are a private matter and will not normally merit official 
involvement or censure.  Where a FW for personal indebtedness is being considered HQ RAF Air 
Cadets (SO3 Personnel Management) is to be consulted. 
 
Issue of FW Above Stipulated Minimum Level 
 
20. Notwithstanding the level at which a FW may be administered, if it is considered that the FW will 
have greater impact and rehabilitative effect if it is issued at a higher level, the unit may pass the 
responsibility for issuing the FW to a person of a suitable rank.  This could include the Rgnl Comdt or a 
senior officer at HQ RAF Air Cadets; advice on this will be provided by HQ RAF Air Cadets (SO3 
Personnel Management). 
 
Follow-up Action/Review 
 
21. Review. 
 

a. A review is to be conducted at the mid-point (usually 3 months) of the FW to monitor the 
subject’s progress.  Wing /Region staffs are to ensure that the person who issued the FW 
apprises the subject of his/her performance and records comments on the subject’s unit file.  In 
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exceptional circumstances, a FW may be withdrawn during the 6-month period when a CO 
considers that such action is warranted.  In all cases, the circumstances in which a FW is 
withdrawn are to be reported to HQ RAF Air Cadets (SO3 Personnel Management). 
 
b. At the end of the 6-month FW period, HQ RAF Air Cadets (SO3 Personnel Management) 
is to be provided with a final review of the FW.  The subject’s CO will be required to indicate 
whether: 
 

(1) There has been sufficient improvement for the FW to be lifted, or 
 
(2) The FW should be extended for a further period of up to 6 months, or 

 
(3) Further administrative action should be taken. 
 

c. The facility for the length of a FW to be varied does not mean that no other administrative 
action can be considered until the FW has run its full course.  It will normally be necessary to 
allow an individual a reasonable period in which to rectify his/her shortcomings and raise their 
standards; however, if a FW has specifically cautioned an individual about one or more particular 
failings, and they ignore the warning, there is no requirement to wait for 6 months to elapse 
before taking further administrative action. 
 
d. When a unit extends a FW to the 12-month point, the reasons for the extension are to be 
explained to the individual by means of a Formal Interview, in accordance with PI 307.  A FW 
may be extended up to the 12-month point, but individuals should not normally remain under 
warning for a period in excess of this, unless further administrative action is being taken. 

 
22. Withdrawal.  Unit-held copies of FWs are to be destroyed 2 years from the date of withdrawal of 
the warning or on transfer of the subject, whichever is the earlier.  However, personnel should be made 
aware that a copy of the FW will be retained on their personnel record at HQ RAF Air Cadets indefinitely. 
 
Impact of a Formal Warning on Promotion Prospects 
 
23. A FW is primarily rehabilitative in nature, but the events that brought about the FW will inevitably 
have an impact on the subject’s suitability for promotion, at least in the short term. 
 
Impact on Security Clearance 
 
24. HQ RAF Air Cadets (SO3 Personnel Management) should ensure that the procedures detailed in 
JSP 440 are followed in all cases that affect personnel who are security cleared. 
 

http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Library/BrowseDocumentCategories/SecurityAndIntelligence/Jsp440TheDefenceManualOfSecurity.htm?webappid=0
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION No 309 
 

GUIDELINES FOR RAISING ADMINISTRATIVE REPORTS (ARs) – 
WOs/SNCOs (ATC) 

 
Introduction 
 
1. This instruction provides guidance on the preparation, submission and subsequent handling 
of Administrative Reports (AR) on WO/SNCOs (ATC).  It also details the action that must be taken 
to inform the subject of the disposal of such reports.  
 
General 
 
2. Where a CO is satisfied that a WO/SNCO (ATC) officer should be recommended for major 
admin action, an AR should be raised on Pers Form 3-03.  A flow chart for the administrative 
process for staffing is at Annex A.  Explanation of the term “CO“ for the purpose of originating an 
AR within the RAFAC for a WO/SNCO (ATC) is at Annex B.  Where the AR is raised as a result of 
matters which have occurred in the individual’s private life (such as a personal relationship), the 
RAFAC Test is to be applied4. 
 
3. Where it is suspected that a criminal offence has been committed by the subject of the 
report, the CO should consider the need for a police investigation.  In such circumstances, the 
police investigation should be completed prior to considering an AR.  When a CO is satisfied that 
an individual should be recommended for administrative disposal (see PI 308), and that an AR is 
the appropriate procedure for such action, the report is to be raised and disposed as required. 
 
4. An AR will only normally be raised in response to the professional or personal failings, 
misconduct or unsuitability of an individual.  The administrative sanction proposed in the AR must 
be proportionate and should reflect the seriousness of the WO/SNCO (ATC)’s actions.  
 
Personal Failings or Misconduct 
 
5. Where a WO/SNCO (ATC)’s behaviour or the conduct of his personal affairs demonstrates 
that he lacks the qualities expected of him, and the nature of the failings merit the raising of an AR, 
the matter is to be reported.  An example of this would be a failure to maintain the prescribed 
standards of conduct expected of WO/SNCOs (ATC), as detailed in ACP1 - Ethos, Core Values 
and Standards in the Air Cadet Organisation.    
 
Professional Failings and/or Unsuitability for Appointment 
 
6. Where an appropriately trained individual fails to achieve or maintain the expected 
professional standards of competence and where failure can be attributed in whole or part to an 
individual the matter is to be reported.  A Report is also to be raised where the circumstances are 
likely to cause doubt as to the fitness of the WO/SNCO (ATC) to continue in his appointment 
including elective withdrawal from a training course where the individual is deemed competent to 
pass it. 
 
General Provisions for Administrative Reports 
 
7. Following Disciplinary Action.  Where a WO/SNCO (ATC) has received a police caution, 
been convicted by a civilian court or has been subject of disciplinary action by his civilian employer 
and the proceedings have disclosed professional or personal shortcomings, which, in the interests 

                                                 
4 ACP 20 PI No 306 
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of the RAFAC, require administrative action, the fact that the subject has already been awarded a 
punishment for an offence does not preclude further administrative action in relation to the same 
offence.  The purpose of such administrative action is not to add further punishment to that already 
imposed but is to address the subject’s suitability for retention in the RAFAC.  Any administrative 
action should be proportionate to the offence committed. 
 
8. WO/SNCOs (ATC) Charged in Civil Court.  When a WO/SNCO (ATC) is charged with 
and convicted of a civil offence, in the first instance the procedure detailed in PI 302 is to be 
followed.  Even if an individual is found not guilty, consideration should still be given to raising an 
AR.  The CO should notify HQ RAF Air Cadets (SO3 Personnel Management) of his intention to 
raise an AR.  HQ RAF Air Cadets (SO3 Personnel Management) will consider the facts, taking into 
account the RAFAC Test, and advise the officer’s CO on any appropriate administrative action 
which may be taken by the Unit. 
 
9. Procedure for Civil Police Cautions / Fixed Penalty Notices / Anti-Social Behaviour 
Orders / Enquiry or Disciplinary Hearing by Employer or Professional Body.  A WO/SNCO 
(ATC) who receives a formal caution, Fixed Penalty Notice or Anti-Social Behaviour Order from the 
civil police or is the subject of an Enquiry or Disciplinary Hearing by his employer or professional 
body is to submit a written explanation of the circumstances to his CO without delay.  The Unit may 
then initiate any such administrative action that is considered appropriate (if any).  However, if the 
individual has received a caution for a minor offence under the Road Traffic Act (as defined in 
Annex C to PI 209) and was not on duty at the time of the offence, Units are to follow the 
procedures laid down in PI 302. 
 
10. Sex Offenders’ Register.  Where a WO/SNCO (ATC) who, as a result of a conviction or 
police caution, is obliged to register as a sex offender, it is mandatory for his unit to raise an AR 
stating whether it is seeking to retain the individual or impose a further administrative sanction.  
WO/SNCOs (ATC) convicted of any offences covered by the Sexual Offences Act will normally 
have their service terminated/asked to resign, unless exceptional circumstances exist to merit their 
retention. 
 
11. Reports in Lieu of Disciplinary Action.  Where there are reasonable grounds to suspect 
the commission of a civil offence, the matter is to be investigated by the relevant civil authorities 
and Regional Legal Office (RLO) advice sought through HQ RAF Air Cadets (SO3 Personnel 
Management). If the RLO advises that administrative action is appropriate, an AR is to be raised. 
 
12. Custodial Sentences.  Personnel who are awarded a custodial sentence by a civil court 
will not - save in exceptional circumstances - be retained in the RAFAC.  Cases involving the 
award of a custodial sentence to a WO/SNCO (ATC) are to be raised using Pers Form 1-13 and 
staffed to HQ RAF Air Cadets (SO3 Personnel Management). 
 
13. Retention in Service.  An AR is to be raised in any circumstances where, exceptionally, a 
Wing or Region wish to retain a WO/SNCO (ATC) in circumstances where an adverse AR might 
have been raised.  In all such cases, an additional section is to be included in the report that details 
the value of the subject to the RAFAC. 
 
Unit Considerations  
 
14. Suspension from Duty.  COs are to seek advice from HQ RAF Air Cadets (SO3 
Personnel Management) as to whether it is appropriate to suspend the subject of an AR from the 
full range of responsibilities.  Additional advice on the suspension of WO/SNCOs (ATC) can be 
found in PI 302. 
 
15. Retention on a Unit.  If a CO feels that retention on the unit of a WO/SNCO (ATC) who is 
the subject of an AR may adversely affect the morale or efficient working of the unit, he may 
request that HQ RAF Air Cadets arrange the temporary transfer of the individual pending 
finalisation of the AR. 
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16. Format of Administrative Reports.  The unit is to ensure that the layout of the report 
conforms to the standard format as per Pers Form 3-03.  Every report should contain the following 
details in the circumstances of the case: 
 

a. Nature of failing. 
 

b. In cases relating to the private life of an individual (such as social misconduct and 
financial irresponsibility) an explanation of how the RAFAC has been affected. 

 
c. Details of any informal or formal interviews (MAA) or formal warnings issued to the 
subject, together with an assessment of their effect. 

 
d. Extent to which the subject is considered responsible for any failings. 

 
e. Whether the subject has been suspended from duty. 

 
f. Reference to annexes with evidence to substantiate reported shortcomings 
including a diary of events, inquiry proceedings and other reports. 

 
17. Any comment on third parties must be confined to facts essential to the report. If in doubt, 
HQ RAF Air Cadets (SO3 Personnel Management) should be consulted before including 
information. 
 
18. Disposal Recommendation.  Originating officers are to ensure that a disposal 
recommendation is included in the AR, ie one or more of the following: 
 

a. Transferred to an appointment commensurate with his experience and ability. 
 

b. Retained in rank. 
 

c. Formally Warned at Wing level. 
 

d. Interviewed and Formally Warned by higher authority. 
 
e. Reduced in rank. 

 
f. Relinquishment at end of current period of service.  

 
g. Service terminated.  
 

 h. If probationary – consideration should be given to reverting back to CI status. 
 
Action by Unit 
 
19. Preliminary Procedures.  Prior to commencing the preparation and submission of an AR, 
units must consider the following points: 

 
a. Disciplinary Action.  Consider whether the circumstances of the case should more 
properly be the subject of a Civil Police investigation, Equality & Diversity Investigation or 
Unit/Service Inquiry. 
 
b. MAA or Formal Warning.  Before raising an AR, establish that the option of MAA 
(informal or formal interview) or the issue of a Formal Warning has been fully considered. 
 
c. Expeditious Handling.  Brief all concerned on the need to process and handle the 
AR as a priority. 
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d. Basis of Report.  Carefully determine the nature of the AR and its basis in the 
regulations ie: 
 

(1) WO/SNCOs (ATC) unsuitable for appointment. 
 

(2) Professional failings. 
 

(3) Personal failings/misconduct. 
 

(4) Retention. 
 

20. Warning Notification.  Immediately the decision is made to raise an AR the CO, through 
the normal command chain, is to contact HQ RAF Air Cadets (SO3 Personnel Management) for 
advice. 
 
21. Procedures.  When the report has been completed, the originating officer must forward a 
draft copy to HQ RAF Air Cadets (SO3 Personnel Management) for checking and further advice.  
Once the final copy of the AR has been returned to the originator he must:  
 

a. Disclose (see rules on disclosure at para 28) a copy of the report to the subject. 
 

b. Allow a period of not more than 14 days to make a response.  Wherever possible, 
the subject should be encouraged to submit an E-copy of his comments. 

 
c. Offer the subject the services of an Assisting Officer (AO) to help in the preparation 
of any representations the individual may wish to make. The duties of the AO are outlined 
at Appendix 1 to Annex A. 

 
d. Inform the subject that the appointment of an AO does not preclude the subject from 
seeking legal advice at his own expense from a civilian solicitor. 

 
e. Ensure a separate certificate, signed by the report’s originator, is raised stating if 
action under JSP 440 has been taken or is intended. 

 
22. Specialist Advice.  Where appropriate, specialist staffs are to be consulted at each stage 
of the staffing process.  The remarks of the CO are to indicate whether such a consultation has 
taken place. 
 
23. Disclosure – Administrative Reports.  Full disclosure of the AR is an important part of the 
process, as the ability of the subject to consider the case against him and make an informed 
response is a requirement of Natural Justice.  In essence, the subject should see [and comment 
upon, if he so wishes] the same documents which the decision maker/disposal authority would see 
before making his decision.  For reasons of legal professional privilege, legal advice must not be 
disclosed, and care must be taken not to disclose elements of the case papers which repeat legal 
advice.  Disclosure must take place whether or not the subject has indicated he wishes to respond.  
The Data Protection Act 1998 requires special care to be taken when disclosing information which 
relates to a third party (ie someone other than the subject), and should only be included if it is 
necessary and vital to the case.  If there is any doubt in relation to disclosure, legal advice should 
be sought. 
 
24. The subject must be given an opportunity to respond to information disclosed prior to a 
decision being made.  An AR is to be disclosed to the subject once the initial staffing process has 
been concluded and prior to the case being forwarded to HQ RAF Air Cadets (SO3 Personnel 
Management) for specialist advice. Units are to obtain a signature at Part 6 of the report confirming 
that the report has been disclosed to the individual. 
 



 

309-5 
Version:  8.0 

25. Submission of the Report.  Once the subject of the AR has provided a written statement, 
or has completed a certificate to the effect that he does not wish to make a statement, the report is 
to be submitted to HQ RAF Air Cadets (SO3 Personnel Management), through the Rgnl HQ.  
Where SO3 Personnel Management considers that a report is without substance, he should reject 
the report entirely and ensure that the subject and CO are so informed.  He may however consider 
that another form of sanction is appropriate and should notify the originator accordingly.  If SO3 
Personnel Management considers the report to be improperly completed, it will be returned to the 
originator for amendment.  If SO3 Personnel Management considers the report sustainable it is to 
be forwarded, if appropriate to the subject’s chain of command or the Rgnl Comdt for 
consideration. 
 
Action by HQ RAF Air Cadets 
 
26. On receipt of the AR from the Rgnl Comdt or other Superior Officer, HQ RAF Air Cadets 
(SO3 Personnel Management) will review the case and seek, where appropriate, specialist 
comments from the relevant Branches and the RLO.  Any supplementary correspondence – less 
legal advice – that the disposal authority will consider should be disclosed to the subject, and the 
subject given an additional 14 days to respond.   
 
27. Subject’s Right to Make a Further Statement.  It is mandatory to invite the subject to 
make a further statement immediately if, at any stage, a more severe level of disposal than that 
initially made and communicated to the subject is recommended by HQ RAF Air Cadets (SO3 
Personnel Management).  In such cases, the CO is to ensure that the subject has a copy of the 
original report and a written summary of the reasons for the recommendation for increased 
sanctions in order for him to make any further statement.  The summary is to include any factors 
not included in the original report, or any new interpretations of circumstances contained in the 
original report, which have led to reconsideration of the disposal recommendation.  
 
28. Avoidance of Condonation.  Where an AR by the originating officer and statement by the 
subject of the report reveals differences, HQ RAF Air Cadets (SO3 Personnel Management) is to 
endeavour to resolve such differences prior to the AR being considered by Comdt RAFAC.  SO3 
Personnel Management may find it necessary to interview the subject of the report in order to 
resolve any differences.  If he does so he must avoid making any oral comment or written 
statement to the subject which could be interpreted as condonation, and is to emphasise that the 
decision in the case rests with the disposal authority. 
 
30. Once any comments from the subject have been received SO3 Personnel Management 
should submit the AR to the Comdt RAFAC together with his advice and outlining at the same time 
the options available to the Comdt RAFAC.  This advice will also include a guide for Deciding 
Officers (Annex D). 
 
Action by Final Disposal Authority 
 
31. The final and specific disposal action will be decided by Comdt RAFAC who must take into 
account the content of the AR, the subject’s complete record and any financial and security 
implications.  The final disposal authority should ensure that he deals with the individual in a 
proportionate manner, taking into account previous precedents in order to ensure parity of 
treatment with others who have also been subject to an AR.  The appropriate Disposal Authority 
must also consider any recommendation made by HQ RAF Air Cadets (SO3 Personnel 
Management) as appropriate.  When the Disposal Authority has decided on the appropriate course 
of action, he is to notify HQ RAF Air Cadets (SO3 Personnel Management).  The Disposal 
Authority is to ensure that the subject of an AR is formally advised of the decision and take any 
necessary closure actions required.  Notwithstanding any sanctions recommended in the AR, the 
Disposal Authority may consider that a lesser form of administrative sanction is appropriate and 
substitute that for the recommendation, without further staff work. However, if the Disposal 
Authority considers a more serious sanction may be appropriate, he should return it to HQ RAF Air 
Cadets (SO3 Personnel Management) who is to amend the AR and staff it in accordance with the 
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new recommendation.  The disclosure provisions must be repeated in order to allow the subject to 
view/comment upon the new recommendation.  If the Disposal Authority does not consider the AR 
makes a sufficient case to warrant administrative action, he is to reject it.   
 
32. Comdt RAFAC will review the case in conjunction with legal advice and that of SO3 
Personnel Management and make a decision on disposal.  When Comdt RAFAC has decided a 
case, the subject is to be informed accordingly.   
 
Annexes: 
 
A. Staffing of an Administrative Report for Disposal. 
B. Explanation of term of “CO” for RAFAC purposes. 
C. Guide for Deciding Officers. 
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           ANNEX A TO 
           ACP 20 
           PI 309 
 

STAFFING OF ADMINISTRATIVE REPORT – WOs & SNCOs (ATC) 
 

 
Events investigated by WgExO/Sqn 

Cdr and major admin action 
considered 

Case discussed with HQ RAF Air 
Cadets (SO3 Personnel 

Management) 

Admin action confirmed and Draft AR raised and forwarded to 
HQ RAF Air Cadets (SO3 Pers Mgt) for checking 

AR returned to Wg 

Report signed by originator and disclosed 
to subject to complete Para 9/10.  Assisting 

Officer nominated  

Wg CO signs para 11 and forwards AR to 
Rgnl Comdt 

Rgnl Comdt considers case and discusses it 
with HQ RAF Air Cadets (SO3 Pers Mgt)as 

necessary  

Can Rgnl Comdt dispose of case 

Yes No 

Rgnl Comdt makes comment 
and recommendation and 

forwards AR to HQ RAF Air 
Cadets (SO3 Pers Mgt) for 

consideration by Comdt 
RAFAC 

Rgnl Comdt makes decision.  
Interview offered to subject 

 

HQ RAF Air Cadets (SO3 Pers 
Mgt) discloses any supplementary 
information to subject allowing 14 

days for a response 

HQ RAF Air Cadets (SO3 Pers Mgt) 
submits to Comdt RAFAC 

Comdt RAFAC disposes of the case. 
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           ANNEX B TO 
           ACP 20 
           PI No 309 

 
 

COMMAND CHAIN FOR STAFFING ADMINISTRATIVE REPORTS  
WITHIN THE AIR CADET ORGANISATION 

 
 

 
Rank  Completion  Part 9  Part 10-11  Part 12 Part 13 
  To Part 8 
 
WO(ATC) OCWg/WgExO  Subject  OCWg/WgExO  Rgnl Comdt Comdt  
 
FS(ATC) OCWg/WgExO  Subject  OCWg/WgExO  Rgnl Comdt Comdt 
 
Sgt(ATC) OCWg/WgExO  Subject  OCWg/WgExO  Rgnl Comdt Comdt 
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           ANNEX C TO 
           ACP 20 
           PI No 309 
 

GUIDANCE FOR DECIDING OFFICERS (DOs) 
 
1. The procedures for the raising of an Administrative Report (AR) on a WO/SNCO (ATC) or 
CIs are laid down in PIs 309 and 409.  Whether or not to accept the recommendations contained 
within an AR is a matter entirely for the DO whose discretion is unfettered (provided legal advice 
does indicate that any of the options would be illegal).  The DO has to decide whether or not the 
contents of the AR justify the recommendations and that they are fair and proportionate to the 
reported circumstances.  In deciding, the DO must consider the principles of administrative law and 
natural justice in arriving at his decision.  Accordingly he should comply with 3 principles as follows: 
 

a.  His decision must lie within his powers. 
 

b. The case must adhere to RAFAC procedures and regulations. 
 

c. His decision must be rational ie. within the range of decisions that a properly 
directed authority could reasonably arrive at, based on the information before him. 

 
2. HQ RAF Air Cadets Personnel Advice.  HQ RAF Air Cadets (SO3 Personnel 
Management) will advise on the recommendations contained in all ARs raised, based on 
precedent, proportionality and parity and as to whether or not the recommendations conform with 
regulations and are in accordance with standard policy guidelines.  Where implementation of the 
recommendations is not debarred but is not in line with precedent, proportionality or parity, this will 
be highlighted to the DO and other options provided.  Where necessary, HQ RAF Air Cadets (SO3 
Personnel Management) will take legal advice and seek additional specialist advice which will be 
included with the advice provided to the DO. 
 
3. Legal Advice.  The DO should be aware that any legal advice provided in respect of the 
AR is subject to legal privilege and, therefore, is not to be disclosed.  Nevertheless, the DO may 
draw on the advice when reaching the decision. 
 
4. Disclosure.  Before any decision is made, the DO must be content that all relevant 
information has been disclosed to the Subject.  Such disclosure must not include legal advice or 
personal data not necessary for the purposes of the investigation of the AR.  
 
5. Cases Involving a Recommendation for Dismissal.  In cases where the 
recommendation involves the potential dismissal of an individual from the RAFAC, the individual 
must be offered the opportunity to provide a statement on the recommendation and put their case 
forward to the DO. 
 
6. Decision.  When deciding on a case, the DO is to weigh up the evidence using the civil 
standard of proof – ‘the balance of probabilities’ – and not the criminal standard of proof, which 
requires that a case is proven ‘beyond reasonable doubt’.  The civil standard requires a degree of 
probability appropriate to the issues to be decided in the particular case.  Some issues might be 
decided on the simple balance of probabilities.  On the other hand, more serious issues such as a 
decision to terminate service, require a higher degree of probability that the events alleged did take 
place.  Once the DO has reviewed all of the evidence and advice presented to him, he should 
decide whether or not the circumstances of the case, as presented, justify whether the 
recommended course of action/sanction is fair and proportionate.  Should the DO feel that the 
recommendations are not fair and proportionate, then he should direct that an alternative sanction 
be administered.  If he directs a higher level of sanction, then the case is to be returned to the 
originator and the new sanction disclosed to the subject for further comment.  If the AR presented 
to the DO does not stand alone and he considers that the AR is not justified, he should reject the 
report and direct that there be no administrative sanction. 
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AIR CADET PERSONNEL REGULATIONS 

PERSONNEL INSTRUCTION NO 310 
 

REDRESS OF INDIVIDUAL GRIEVANCES: 
WOs & SNCOs (ATC), CIs, CHAPLAINS AND CIVILIAN COMMITTEE MEMBERS 

RAF AIR CADETS’ COMPLAINTS 
 
References: 
 
A. ACP 20 PI 210. 
B. JSP 831 
C. JSP 763 
D. ACP 11. 
 
Purpose 
 
1. WOs (ATC), SNCOs (ATC), CIs and Chaplains, including former WOs (ATC), SNCOs 
(ATC), CIs and Chaplains who think they have been wronged in any matter relating to their RAFAC 
service may make an RAFAC Complaint.  Civilian Committee members may formally submit a 
complaint in accordance with Reference D.  RAFAC Complaints can only be made by individuals 
and there is no procedure for group complaints. 
 
2. Arrangements for dealing with complaints of discrimination, harassment and bullying are 
contained in PI 104 Annex C.  
 
3. The intent is that complaints are dealt with at the lowest level possible and resolution 
achieved quickly and, where possible, informally.  Every effort should be made, where appropriate, 
to resolve a complaint informally, but the making of an RAFAC complaint in accordance with this PI 
is a right within RAFAC regulations and a person who is in the process of seeking an informal 
resolution should be aware that they have the right to submit an RAFAC complaint at any time 
within the time limits.  The difference between an RAFAC complaint and an informal complaint is 
explained below.  Further information is contained at Annex A.  
 
Key Features of RAFAC Complaints Process 
 
4. General.  RAFAC complaints are resolved at one of three levels (see para 5 below) and 
are to be submitted on Annex A attached. 
 
5. Levels.  The RAFAC complaints process has a maximum of 3 levels:  
 

Level 1: the prescribed officer who is usually the Wg CO.  The roles and responsibilities of 
the prescribed officer (CO) can be found in Chapter 3 of Reference B. 

 
Level 2: the Superior Officer (SO) (normally the Rgnl Comdt).  The roles and 

responsibilities of the Superior Officer can be found I n Chapter 4 of Reference B.  
 

Level 3:  Comdt Air Cadets.  
 
At level 1, the Wg CO should consider carefully whether they can effectively deal with the 
complaint in reasonable time and if they are not be able to do so or lack the authority to grant the 
desired or any other appropriate redress, they may refer the complaint to the Rgnl Comdt.  The 
Rgnl Comdt should make the same considerations as the Wg CO and if he also does not have the 
authority to grant the required redress the complaint should be referred directly to the Comdt Air 
Cadets.  At each of the first two levels, if the complainant is not satisfied with the proposed 
resolution of the complaint or the redress to be granted they may apply to have the complaint 
referred to the next higher level for consideration. 
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Submitting an RAFAC Complaint 
 
6. Informal and RAFAC Complaints.  Every complaint must be taken seriously but many can 
be swiftly and satisfactorily resolved informally.  Whilst informal resolution should always be 
attempted where appropriate, the complainant should be aware that an RAFAC Complaint can be 
made at any time within the time limits.  A complaint only becomes an RAFAC Complaint when it is 
submitted in writing to the prescribed officer.  Although the Regulations refer to the prescribed 
officer, the term Wg CO is used throughout this PI as a shorthand form.  However, although a 
complainant may always make an RAFAC complaint to the Wg CO, there are occasions when the 
Wg CO will not be the prescribed officer.  For example, if the complaint is about or implicates the 
Wg CO, it should be made to their immediate superior in the chain of command.  
 
7. Method of Submitting an RAFAC Complaint.  An RAFAC Complaint must be submitted 
in writing, signed and dated by the complainant.  The complainant may be assisted in writing down 
the complaint, so long as the complainant signs and dates it.  Provided that the original, signed and 
dated complaint, in any format is submitted within the time limits detailed below, it can be re-written 
on an RAFAC Complaint Form even if this is done after the end of the time limit.  The purpose of 
this is to ensure that an individual who does not have access to the correct form, or who may be 
unable to complete the form for any reason, is not discouraged from submitting an RAFAC 
complaint or caused to delay the submission of a complaint thus rendering it out of time.   
 
8. RAFAC Complaint Form (Pers Form 1-16).  Although an RAFAC complaint can be 
submitted initially in any written format, to provide officers dealing with the complaint clear 
information about the complaint and the redress sought, the complaint should subsequently be 
submitted on the standardised RAFAC complaint form.  Regulations require that the following 
information is provided: 
 

a. The date of the matter complained of or of the end of a period over which the matter 
occurred.  If unable to recollect the date, this should be stated. 
 
b. The nature of complaint. 
 
c. The redress sought. 
 
d. If the complaint is made outside the time limits, an explanation as to why. 
 
e. If the complaint is about or implicates the Wg CO or prescribed officer, this must be 
stated and the officer named. 
 
f. The statement of complaint must be signed and dated by the complainant. 
  

9. Purpose.  The RAFAC Complaint form is designed to assist in ensuring that all the 
required information is obtained from the complainant when the complaint is made, that the 
complaint is clearly defined and that the desired remedy can be identified.  This is to enable the 
complaint to be dealt with as quickly as possible and helps to reduce the instances in which 
additional allegations are added to a complaint by the complainant during the consideration of that 
complaint.  The complainant may attach any relevant evidence to the form, including copies of 
references detailed in the complaint wherever possible, if it helps present the case.  The 
complainant is advised to keep copies of all submitted information.  If the complainant submits in 
writing further information purporting to relate to the RAFAC complaint and the officer dealing with 
the complaint considers that this further information includes or relates solely to a new matter of 
complaint, the complainant should be informed that a new RAFAC complaint should be made. 
 
10. Time Limits for Stating an RAFAC Complaint.  RAFAC complaints must normally be 
made within 3 months, beginning with the day the matter complained of occurred.  If the matter 
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complained about occurred over a period, the complaint should be submitted within 3 months of 
the latest incident or end of the period.  There is no limit as to how far back a period can extend.   
 
11. Complaints Made Outside the Time Limits.  RAFAC complaints received by the Wg CO 
more than 3 months after the matter complained of occurred will generally be ruled out of time.  
However, in certain circumstances, the normal time limit will be extended if the decision maker 
considers that in all the circumstances it would be “just and equitable” to do so.  The complainant 
will be expected to say why the complaint could not reasonably have been submitted in time.  
There is a range of factors that might, for example, have delayed the making of the complaint; the 
complainant may have been hospitalised and therefore unable to access the people, information or 
IT necessary to make the complaint.  The Wg CO (or Rgnl Comdt) will therefore have to decide if, 
given the prevailing circumstances, it would be “just and equitable” (fair and reasonable) to allow 
the complaint to proceed.  If consideration is being given to rejecting a complaint for being “out of 
time”, the Wg CO or Rgnl Comdt should seek legal advice before communicating the decision to 
the complainant. 
 
12. Complaints Made After Leaving the RAFAC.  Former members of the RAFAC may 
submit RAFAC complaints, provided that the wrong about which they are complaining relates to 
their service, the wrong occurred while they were subject to RAFAC regulations and the complaint 
is submitted within the time limits stated above.  Such complaints will be referred to that person’s 
last CO. 
 
13. Assistance to Complainant.  To ensure that the complaint is investigated and resolved as 
quickly as possible a potential complainant should be advised to use an Assisting Officer (AO).  
Should the complainant not choose an AO, the CO should offer to appoint one to help prepare the 
case and to ensure the complaint is clear, concise and unambiguous.  This should help clarify the 
issues at the root of the complaint, the precise nature of the redress sought and assist in a speedy 
resolution.  The CO should ensure that a suitable officer, warrant officer, SNCO or civil servant 
performs the duties of the AO.  The role and responsibilities of an AO can be found in PI 115. 
 
Principles 
 
14. Investigation.  Each complaint should be investigated to establish the facts as clearly as 
possible and the details accurately recorded.  Guidance for Investigating Officers can be found at 
Annex I to Reference B.  
 
15. Justice.  All those involved in the RAFAC complaints process should act fairly, openly, 
without bias, in a reasoned manner and avoid unnecessary delay.  A person who is the subject of 
or implicated in a complaint must have the opportunity to state their case and to correct or 
contradict any information relevant to their case.  An individual who is the subject of a complaint 
should be given full details of any allegation made against them and a reasonable opportunity to 
respond.  The complainant should be given reasonable opportunity to comment on or correct any 
information that might be relied on in coming to a decision on a complaint.  It is important that a 
WO (ATC), SNCO (ATC), CI or Chaplain feels free to exercise their right to make a complaint, 
without fear of victimisation or other inappropriate behaviour.  
 
16. Information and Disclosure.  The principle of providing information and disclosure to the 
complainant and any other person who might be affected by the outcome of the complaint is an 
important aspect of the complaints process.  The Wg CO will provide with their decision any 
information relied on to make that decision, so that all those who might be affected by a complaint 
understand the basis of the decision.  Subsequently, if the complaint is to be considered at other 
levels by the Superior Officer (SO) (normally the Rgnl Comdt) or at Comdt Air Cadets level, all 
documentation and information received that may be relevant to a decision will be disclosed before 
a decision is made on the complaint.  The complainant and others who may be affected by the 
outcome of the complaint are offered the opportunity to see and comment upon the disclosed 
documents and information.  Disclosure is subject to exclusions where appropriate and consistent 
with Information Rights legislation, ie the Data Protection Act 1998, the Freedom of Information Act 
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2000 and the Environment Information Regulations.  Privileged and protected information and 
advice is not to be disclosed or paraphrased, except when advised to do so by the relevant legal 
adviser.  If doubt exists on any aspect of disclosure, legal advice should be sought from the 
appropriate RAFAC legal adviser, through HQ RAF Air Cadets (SO3 Personnel Management).   
 
17. Delay.  Unreasonable delay is unacceptable.  In minimising delay, all those involved in the 
RAFAC complaints process should ensure that this is not achieved at the expense of justice or 
appropriate investigation.  All those involved in the RAFAC complaints process have a 
responsibility to be reasonable and to expedite the handling of the complaint by responding to 
correspondence and requests for information within any stated timescales.  
 
18. Standard of Proof.  In assessing a complaint the decision maker at each level must 
establish if there are sufficient grounds to uphold the complaint.  The basis for the decision is the 
standard proof used in employment law – it is enough if the person dealing with the case considers 
that a wrong probably occurred.  In other words, at the very least, there must be evidence to show 
that it was more likely than not that the wrong alleged by the complainant occurred.   
 
19. Dishonest or Unfounded Complaints.  RAFAC Complaints will be assumed to have been 
made in good faith and complainants have a right to be protected against victimisation for making 
such a complaint, even if it is not upheld.  Complainants must be satisfied that their complaint is 
based on objective fact.  Complaints should be made honestly and there should be no intent or 
deliberate act or omission to cause harm, distress or nuisance.  Dishonest or unfounded 
complaints, that show intent or deliberate acts or omissions to cause harm, distress or nuisance 
may in themselves constitute harassment and if found to be groundless, could result in 
administrative action being taken against the complainant.  Legal advice should be sought in 
deciding if a complaint is dishonest, in which case the complaint should be rejected and the 
complainant informed in writing.  If any doubt exists about whether a complaint is dishonest or 
groundless, it should be treated as a valid complaint. 
 
20. External Legal Advice.  Complainants may seek legal advice from a civilian solicitor but in 
all cases this would be at their own expense. 
 
Allegations by Third Parties 
 
21. Allegations may be made by a third party, such as a family member, guardian or friend, 
about the treatment of a current or former WO, SNCO (ATC), CI or Chaplain because for example 
that person may be reluctant to make a complaint themselves.  If making a verbal allegation, third 
parties should be encouraged to state the allegation in writing.  Allegations may be made by a third 
party to the subject’s current or former Wg CO. 
 
22. These allegations are not ‘RAFAC Complaints’. 
 
23. The disclosure of any information to a third party may require the consent of the person(s) 
in question.  Advice on Freedom of Information Rights legislation should be sought from legal 
branches, through HQ RAF Air Cadets (SO3 Personnel Management), prior to the release of any 
information to the third party. 
 
Discrimination, Harassment or Bullying Complaints 
 
24. If an RAFAC complaint involves discrimination, harassment or bullying the complainant 
must give details in the statement of complaint as to why they believe that the complaint falls into 
these categories.  Immediately on receipt of an RAFAC complaint alleging discrimination, 
harassment or bullying a CO is to contact HQ RAF Air Cadets (SO3 Personnel Management) for 
advice.  In such circumstances, investigative procedures are likely to be initiated which mirror 
those in JSPs 831 and 763. 



 

310-5 
Version:  8.0 

Redress which cannot be granted.   
 
25. There are some redresses which cannot be granted by any authority in the chain of 
command.  For example, a complainant who feels that he has been wronged in a criminal matter 
may be tempted to ask that disciplinary action be taken against another person.  However, the 
chain of command does not have the power to order disciplinary action under the redress system 
because this is a legal process.  On the other hand some redresses, such as an apology from an 
individual who has wronged a complainant, may be reasonably sought but cannot be ordered by 
the chain of command.  The complainant should be advised if they have asked for a redress that 
cannot be granted, but that fact in itself should not prevent the complaint being investigated and 
another appropriate redress granted. 
 
Annexes: 
 
A. Conflict Resolution and Complaints Procedures. 
B. How to Complete an RAFAC Complaint Form. 



 

310-A-1 
Version:  8.0 

           ANNEX A TO 
           ACP 20 
           PI 310 

 
CONFLICT RESOLUTION AND COMPLAINTS PROCEDURES 

 
1. This direction and guidance is for all adult members of the RAFAC, staff, volunteers and 
those working within the Organisation on how to handle any potential conflict situations.  
Thankfully, such situations are rare but when they do arise, if they are not handled appropriately, 
they can become very difficult to resolve and cause a great deal of stress for all concerned. 
 
2. A disproportionate amount of staff effort is spent responding to complaints and redresses 
raised by members of the Corps.  We only have a very limited personnel staff and every case 
requires significant staff effort if we are to look after the interests of all parties.  Due to the 
complexity of some cases, requiring lengthy investigation and specialist advice before any 
decisions can be made, there can be long delays in staffing, which simply adds to the stress and 
distress being experienced by those involved.  It is therefore imperative that we ensure that all 
complaints are dealt with at the appropriate level to avoid unnecessary escalation and delay. 
 
3. As soon as any member of the RAFAC believes that a conflict situation is developing, or an 
informal complaint has been made, an appropriate member of staff is to be informed.  This could 
be the Sqn Cdr where ATC SNCOs or CIs are concerned, the Chair of the Civilian Committee, the 
Wg CO or WgExO, or the Reg Comdt, or for VGS personnel Comdt 2FTS, depending on the status 
of the parties in conflict.  The individual responsible for supervising those involved in the complaint 
is to seek to resolve the situation at the lowest level possible, informing the WgExO, or HQ RAF Air 
Cadets (SO3 Pers Mgt) so that advice can be provided where appropriate.  The answer may be as 
simple as holding a meeting between the various parties and seeking mutual understanding of 
each other's perspectives.  If the individual feels ill-equipped to conduct such a meeting, advice 
should be sought through the WgExO from HQ RAF Air Cadets (SO3 Pers Mgt) who can call upon 
specially-trained, in-house mediation staff to try to achieve a resolution.  Participation in mediation 
is to be encouraged but cannot be mandated. In any event, it is important that appropriate records 
are kept, logging the date of the complaint, the nature of the complaint, the parties involved and the 
action taken to seek resolution. 
 
4. If such an approach fails, and a formal complaint or grievance is raised, HQ RAF Air 
Cadets and the relevant Rgnl Comdt and/or Rgnl Chairman (Comdt 2FTS for VGS personnel), 
dependant on the complaint being made, are to be informed.  FTRS and Regular personnel have 
the right to use the formal SC process.  This is detailed in JSP 763 or JSP 831 and an Assisting 
Officer will be appointed, where required, to support the complainant through the process.  Support 
will also be offered to the individual who has been complained about, to ensure parity of treatment 
and guard against pre-judging a situation before any investigation has been completed.  Civil 
Servants employed in the RAFAC have similar rights of access to formal grievance procedures and 
these are detailed in JSP 763 for harassment complaints or in accordance with guidance on the 
DBS People Services website. 
 
5. WOs and SNCOs(ATC), CIs, members of the civilian committees and the volunteer 
chaplains are not entitled to use the formal SC process.  However, to ensure that these key 
members of the volunteer cadre have a formal complaints process that offers similar rights to 
others within the Corps, the RAFAC has a bespoke process set out in this PI. 
 
6. It is expected that any conflict within a CCF(RAF) Section or a single Contingent would be 
resolved as an internal school matter.  A conflict between staff of different Contingents or between 
a member of the CCF (RAF) and another Cadet Force member should follow the lines of resolution 
laid out in this letter but using the offices of the Area Officer or Wg Cdr CCF as appropriate. 
 
 
7. In simple terms, the direction is: 
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a. All staff to be alert to the potential for conflict or complaints arising between 
personnel working or volunteering within the RAFAC.  If you see early signs, don't ignore 
them.  Have the moral courage to get involved and seek resolution. 
 
b. If a conflict situation arises, seek to resolve at the lowest level possible. Do not take 
sides - try to remain neutral throughout so that you are not then subject to complaint 
yourself from the party that considers your actions to be biased against them. 
 
c. Consider a meeting to tackle the issue head on but seek specialist mediation 
support if you don't feel able to chair such a meeting yourself. 
 
d. Seek advice from HQ RAF Air Cadets (SO3 Pers Mgt) at the earliest opportunity, 
through the appropriate chain of command, and report any instances you feel have the 
potential to escalate to formal complaints. 
 
e. Keep detailed records and ensure that Wg Ex Os (SO2 Gliding, HQ 6FTS or VGS 
personnel) are advised of any instances that might develop into formal complaints. 
 

8. All that said, instances of conflict within the RAFAC are rare and the vast majority of 
working and volunteering relationships across the Corps are positive and harmonious.  This simple 
guidance will enhance even further our ability to work together in the interests of the cadets we are 
all here to support. 
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           ACP 20 
           PI 310 

 
HOW TO COMPLETE A RAFAC COMPLAINT FORM – PERS FORM 1-16 

 
1. Before submitting a RAFAC complaint or at the earliest opportunity, seek the advice of your 
Assisting Officer (AO) if appropriate. This may be an Officer, Warrant Officer, SNCO or Civil Servant of 
equivalent grade, the AO will be appointed by the CO but every effort is made to assign an AO 
requested by the complainant. Further details on the role and responsibilities of the AO can be found in 
JSP 831, Annex I.  
 
2. If the complaints contains allegations of bullying and harassment read the guidance in JSP 763, 
Chapter 4 (bullying and harassment cases) and seek advice from the unit Equality and Diversity Advisor 
(EDA) (for bullying and harassment complaints).  
 
3. If the complaint involves a number of similar, related incidents involving the same subject of the 
complaint, you should submit a single RAFAC Complaint Form. Otherwise, each complaint should be 
made using a separate form. 
 
4. In setting out how you allege that you have been wronged, provide the facts as clearly as you 
can. In particular, give as much detail as you can about:  
 

a. Date(s), time(s) and location(s). If you cannot remember the date(s) of the incident 
complained of, you should say so;  
 
b. The incident itself or, if there was more than one, each of them. If the incident(s) occurred 
over a period you should say when the period ended or when the latest incident occurred;  
 
c. Details of anyone who witnessed the incident(s);  
 
d. The effect that the incident(s) had on you; and  
 
e. Any attempt you have made to resolve the matter. 

 
5. In addition to the information on the incident, if your complaint involves allegations of bullying and 
harassment, it is important to include details of who you believe is bullying and harassing5 you, any 
witnesses to the incidents and what effect this had on you.  This can be found in part 4 of the form.   
 
6. Make clear what redress (outcome) you seek from this complaint. That is, the 
action you expect the officer dealing with the complaint and/or subject of the complaint to take.  
 
 
 
 

                                                 
5 Refer to JSP 763 for definitions of bullying and harassment. 
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AIR CADET PERSONNEL REGULATIONS  

 
PERSONNEL INSTRUCTION NO 401 

 
ESTABLISHMENT AND APPOINTMENT TO THE RAF AIR CADETS –  

CIVILIAN INSTRUCTORS 
References:  
 
A. ACP 20 PI 101. 
B. ACP 20 PI 102. 
C. ACP 20 PI 103. 
D. ACP 4 Chapter 8. 
 
INTRODUCTION 
 
1. Civilian Instructors (CIs) may be appointed as non-uniformed members of the RAF Air Cadets 
(RAFAC) to assist with the training programme on Squadrons (Sqns), Air Experience Flights (AEFs) and 
Combined Cadet Force (RAF) (CCF(RAF)) Sections.  Unless otherwise stated, the term Civilian 
Instructor or CI applies equally to Civilian Gliding Instructors (CGIs).  CIs are not subject to military law 
and are not members of the RAFR.   
 
ESTABLISHMENT 
 
2. CIs may be recruited to provide training, additional to that given by uniformed staff members.  
Established appointments to ATC squadrons are to be within the scales laid down in Reference A, however, 
additional non-established CIs may be appointed as required.  An AEF Commander may recruit up to one 
CI (Ground) per 2 established aircraft.  CCF Contingent Commanders may appoint up to 3 CIs to work at 
schools with the agreement of Wg Cdr CCF. 
 
ELIGIBILITY FOR APPOINTMENT  
 
3. Nationality.  CIs are appointed subject to the Nationality Rules at Reference B. 
 
4. Age limits.  The minimum age for appointment as a CI is 20 years and there is no upper age limit. 
 
5. Members of other Services.  Members of the Regular or Reserve Forces are not eligible for 
appointment as CIs but may be appointed within the RAFAC under the terms and conditions of PI 601 
(Appointment of Service Instructors). 
 
6. Selection procedures.  Selection procedures for all prospective CIs require a formal, documented 
interview process (to be completed on Pers Form 4-01), as follows: 
  

a. ATC Sqn – interview with OC Sqn plus a WSO, Sector Commander or Wg Ex O. 
 
b. AEF – interview with OC AEF plus one other AEF staff member. 

 
c. CCF – interview with RAF Section Commander and the TEST SNCO. 

 
The interview should concentrate on the applicant’s qualifications, attitude towards fitness and the RAFAC, 
previous experience and personal aspirations within the Corps.  If there are any particular issues that 
require to be addressed at a senior level then the board members must consult their chain of command or 
HQ RAF Air Cadets (SO3 Personnel Management) for guidance.   
 
APPOINTMENT 
 
7. On completion of the selection procedure, a successful candidate will be appointed to his post in 
the rank of CI.  The first 6 months of this period is probationary, during which time the mandatory training 
course, Adult Volunteer Induction Package (AVIP) must be successfully completed.  Failure to attend or 
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pass the course within the probationary period may result in the termination of the appointment.  CIs on 
probation are not permitted to attend external activities until they have completed 6 months’ service and 
the mandatory training.  However, should an individual be formally registered on Universe, be issued 
with a number and complete their mandatory training within the 6 month period, waivers may be granted 
by ACOS Support to allow these volunteers to participate in a specific external event before the 6 month 
period expires.  Provided they are appointed within 2 years of leaving adult or cadet service, those who 
wish to become CIs are not subject to a period of probation, but they cannot be officially appointed until 
the criminal records check procedures have been completed. 
 
CERTIFICATE OF APPOINTMENT  
 
8. On successful completion of the probationary period, a candidate will be formally appointed and a 
Certificate of Appointment, effective from date of commencement of appointment, will be issued by HQ RAF 
Air Cadets. 
 
PROCESS FOR APPLICANTS WITHOUT PREVIOUS ADULT SUPERVISORY SERVICE 
 
9. Appointment as CIs on ATC squadrons.  Applicants for appointment as CIs on ATC squadrons 
are to complete an Application Form (Pers Form 1-10), a Baseline Personnel Security Standard Form 
(BPSS – Pers Form 1-01) in accordance with Reference C, a criminal records check application form in 
accordance with Reference D and the Volunteer Agreement (Pers Form 1-19 – to be uploaded to Bader).  
All forms are to be checked, signed and forwarded, as required, for further action.  Wing HQs in England, 
Wales and Northern Ireland are to authenticate the DBS/AccessNI application forms and forward all 
necessary forms to DBS, Cheadle Hulme.  Wg Ex Os in Scotland are to request clearance through the PVG 
Scheme in accordance with local procedures.  On satisfactory completion of the period of probation and all 
necessary gliding/flying requirements the OC is to complete and sign the application form and forward it to 
Wg HQ who are to verify the application form and forward it to HQ RAF Air Cadets (P2b), together with the 
Board Reports, and confirmation of criminal records check clearance and BPSS, for final appointment 
action.  Appointments must be made within 6 months of the date of the criminal records check or the 
certificate becomes invalid.  Personnel appointed within NI Wg are required to be fully security cleared and 
must complete the BPSS as part of this vetting check. 
 
10. Appointment of Registered Civilian Committee Members.  It is recognised that some Civilian 
Committee Members wish to take on additional responsibilities and contribute to the wider cadet 
experience, assisting in areas that fall out of the traditional role of the Civilian Committee.  Those wishing to 
do so will be required to formerly register through HQ RAFAC Personnel and must follow the same 
appointment procedures as regular civilian instructors in para 9 above (minimum age is 20 years of age); 
individuals must be appointed to a particular Sqn.  Probationary periods are not required as personnel 
should already be known to the RAFAC.  However, new Committee members who require registering will be 
required to serve a probationary period as per para 7.  Appointments will be made from the date the 
application is approved/signed off at Wg or the criminal records check date whichever is the latest.  
Individuals undertaking this additional role will be subject to the Terms and Conditions of CI service as per 
PI 402 and will come under the administrative actions outlined in PIs 406-410 should any misconduct occur 
whilst undertaking duties associated with this role.  Additional actions may be taken in accordance with 
ACP11.  All Registered Civilian Committee Members will be required to undertake the AVIP within 6 
months of appointment, undertake the 3-year Safeguarding top-up training and First Aid training. 
Certificates of Appointment will not be issued for this registered duty.  
 
11. Appointment as CIs (Ground) on AEFs.  Applications for appointment as CIs (Ground) on AEFs 
are to be processed in accordance with paragraph 9 above, except that OCs AEFs in England and Wales 
are to send criminal records check applications direct to DBS, Cheadle Hulme, while retaining the 
application and BPSS until confirmation of criminal records check clearance is received.  OCs AEFs in 
Scotland are to submit applications for criminal records checks to their nearest Wg Ex O.  On completion of 
the probationary period, OC AEF is to complete the application form as appropriate and forward it, together 
with the Board Reports, BPSS and confirmation of the criminal records check clearance, to HQ RAF Air 
Cadets (P2b) for final appointment action.  Personnel filling CI (Ground) posts on AEFs are not eligible for 
remuneration, travel expenses or any allowances. 
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12. Appointment as CIs on CCF(RAF) Sections.  Applicants for appointment as CIs on CCF(RAF) 
units are to complete the application form, BPSS (to be retained by CCF(RAF)) and the Volunteer 
Agreement (Pers Form 1-19 – uploaded to Bader).  Any applicants employed exclusively by the School and 
already holding a valid criminal records enhanced disclosure check for their role will normally have that 
disclosure transferred to their CI service; details of the date and Disclosure Number should be annotated on 
the application form.  Individuals who hold an Amber or Red Disclosure must forward a copy of their 
Disclosure Form to HQ RAF Air Cadets (SO3 Safeguarding) for approval.   The Contingent Commander 
(CC) is to complete the application form as appropriate and forward it, together with the BPSS (and 
confirmation of the criminal records check if applicable) to the Area TEST Officer to arrange the Board and 
complete the Board Report.  If the individual is not employed by the school, the CC is also to complete and 
submit the candidate’s DBS application through MOD Cheadle Hulme in accordance with para 9 
above.  The TEST Officer is to enter the DBS details on the application form and forward this together with 
the Board Report and BPSS to HQ CCF(RAF) for approval.  Once Wg Cdr CCF has approved the 
application, it is to be passed to HQ RAF Air Cadets (P2b) for final appointment action. The formal 
appointment by HQ RAF Air Cadets must be made within 6 months of the issue date of the criminal 
records check or the certificate becomes invalid and must be renewed.  In addition, schools must note 
that whilst the probationary period starts from the date of the TEST staff Board (or the MOD Criminal 
Records Check, if applicable, iaw para 7), the applicant will not be covered by MOD Indemnity until their 
final appointment action is completed and they are formally added to the HQ RAF Air Cadets database of 
RAFAC volunteer staff.  Any involvement in CCF activity must therefore be confined to school grounds at 
the liability of the school until such formal appointment is made. 

 
APPLICATION PROCESS FOR PERSONNEL WITH ADULT SUPERVISORY RAFAC SERVICE  
 
13. Applications for appointment as a CI from individuals who have had previous adult supervisory 
RAFAC service within the last 6 months are to include the applicant's previous rank (if applicable), service or 
computer number and date of leaving RAFAC adult service.  An application form is to be completed, as 
appropriate, bearing in mind that former RAFAC adult supervisory staff are not required to complete the 
period of probation.  Confirmation of a current criminal records check and BPSS (less than 6 months since 
last adult service) from previous CFC/RAFVR(T) or WO/SNCO (ATC) service will be acceptable.  However, 
individuals will be required to complete the Volunteer Agreement (Pers Form 1-19) to re-join.  It should be 
made clear, however, that whatever uniform they might have previously been entitled to wear is not to be 
worn when on RAFAC duty.   
 
14. Any ex-member of uniformed staff who wishes to be considered for CI service more than 6 months 
after the cessation of uniformed service will be required to undergo a fresh criminal records check.  Those 
CIs who require UKSV (SC) clearance, in order to carry out ATC related activities are to comply with the 
provisions of Reference D.   
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 402 
 

CONDITIONS OF APPOINTMENT – CIVILIAN INSTRUCTORS 
 
INTRODUCTION 
 
1. Duty with the RAFAC as a CI is voluntary and part-time at a unit mutually agreed by the individual 
and his Wing HQ.  CIs are initially appointed in accordance with PI 401.  They may transfer to other units 
voluntarily or be moved in the interests of the Corps or their career development in accordance with PI 
110.  CIs may serve supernumerary on other units and may apply to do so on Pers Form 1-11.   
 
2. Training.  CIs must complete the Adult Volunteer Induction Package (AVIP) within their 
probationary period.  They may not attend annual camps or external activities until they have 
satisfactorily completed the AVIP and the probationary period.  All CIs must complete the 3-year 
Safeguarding Refresher training in accordance with ACP4.  Refer to PI 401 para 7 for exceptions.   
 
RESPONSIBILITIES  
 
3. Child protection policy.  It is the primary responsibility of all adult members of the RAFAC to 
safeguard the moral, psychological and physical welfare of children regardless of gender, religion, race, 
ability, disability, sexuality and social background by protecting them from any form of physical, 
emotional and sexual abuse or neglect.  All children have the right to protection from all forms of abuse 
and harm when engaged in RAFAC activities and when in contact with members of the RAFAC.  All 
adult members of staff have a duty of care, which makes them responsible both for safeguarding 
children in their care from abuse and harm and for responding swiftly and appropriately when suspicions 
or allegations of inappropriate behaviour arise; this applies to all cadets and not just cadets under their 
immediate control.  The RAFAC Child Protection Policy is detailed and amplified in ACP 4.  
 
4. In addition to the above, CIs are to: 
 

a. Acquaint themselves with regulations and such instructions issued to the Corps from time 
to time. 
 
b. Obey such orders as may be given to them in accordance with those regulations and 
instructions. 
 
c. Follow closely the provisions of ACPs 1 and 4. 
 
d. Be responsible at all times for the maintenance of good order and discipline. 
 
e. Afford the utmost aid and support to his CO, and it is a CI’s duty to notice, repress and 
instantly report any negligence or impropriety of conduct on the part of other CIs and cadets, 
whether or not the offenders belong to the unit.  
 
f. Refrain from making remarks or passing criticisms on the conduct or orders of his superiors, 
which may tend to bring them into contempt, and is to avoid saying or doing anything which, if seen 
or heard by, or reported to, those under him might discourage them or render them dissatisfied with 
the unit on which they may be serving.  This includes posting remarks on social networking sites. 

 
ATTENDANCE ON ATC ACTIVITIES  
 
5. CIs should attend for an agreed period of time in any one calendar month on official and semi-
official ATC activities.  COs are to maintain a record of their attendance in an appropriate register which 
should include time spent on travelling to ATC activities.  If an individual fails to complete a satisfactory 
record of attendance the CO is to investigate the cause and enter the facts in the attendance register.  
The CI concerned will be required to initial the entry and give reasons for non-attendance in writing 
within 14 days, or as soon as practicable thereafter. 



 

402-2 
Version:  8.0 

 
6. If a CI cannot be traced, refuses to initial the attendance register or give an acceptable reason for 
non-attendance the CO is to forward a short report together with any comments and recommendations 
to his appropriate superior officer.    
 
7. If the appropriate superior officer is not satisfied with the CIs reasons for non-attendance or 
decides that there is a prima facie case of non-attendance he is to recommend to Comdt RAFAC thro’ 
his Rgnl Comdt that the individual’s appointment be terminated.  This recommendation should be made 
in accordance with PI 116 giving brief details of the non-attendance and explaining what action has been 
taken to contact the CI concerned.  If it is impracticable to advise the subject of the report of the action 
being taken at interview the individual may be advised by letter.   
 

8. Voluntary Absence.  Wg COs, OC VGSs, OC AEFs or Contingent Commanders may grant a 
CI/CGI voluntary absence from RAFAC duties for sickness, maternity/paternity or any other personal 
reason for up to 12 months.  It should be borne in mind that any CFAV, officially signed off sick from his 
or her primary employment, should not attend any RAFAC activity.  However, where it is deemed by 
medical professionals that attending the RAFAC is aiding their recovery or is beneficial to their ongoing 
welfare, HQ RAFAC (Personnel) is to be advised, who will consider such requests on a case by case 
basis.  Prospective parents are entitled to up to 12 months of voluntary absence, commencing from no 
later than 2 weeks before the due confinement date.  In the case of both parents being RAFAC CFAVs, 
they can notify their intention to share the 12 months of voluntary absence.  This is, however, entirely a 
personal choice.  For new adoptive parents of children up to the age of 5, the same maternity/paternity 
entitlements apply, with entitlement to absence starting from 2 weeks prior to the official date of 
adoption. 

 
LOCAL GOVERNMENT, PARLIAMENT AND ELECTIONS 
 
9. CI/CGIs are not permitted to take an active part in the affairs of any political organisation, party or 
movement.  They are not to participate in political marches or demonstrations.  No restriction is to be 
placed upon the attendance at political meetings of such personnel provided that uniform/RAFAC 
clothing is not worn, that RAFAC duties are not impeded and no action is taken which could bring their 
RAFAC service into disrepute. 
 
10. Parliamentary Candidature.  CI/CGIs are disqualified from membership of the House of 
Commons and from election to the European Parliament.  Such personnel must therefore resign their 
appointment before their formal adoption as a Parliamentary candidate or prospective candidate.  Such 
personnel must complete their last day of RAFAC service before their formal adoption as a candidate or 
prospective candidate. 
 
11. Release of Parliamentary Candidates.  CI/CGIs who wish to participate in political activity 
should resign their appointment in accordance with para 11 above.  An unsuccessful candidate will have 
no automatic right to reinstatement within the RAFAC.  A candidate or prospective candidate must take 
all steps within his power to ensure that no public announcement of his candidature or prospective 
candidature is made before he has resigned. 
 
12. Local Government Elections.  Serving CI/CGIs may not accept membership of any local 
authority, or allow themselves to be nominated for election to any such body, without the permission of 
HQ RAF Air Cadets.  CI/CGIs who are permitted to be nominated for election to any local authority many 
only stand as independent candidates, they are not to stand as candidates for any political organisation, 
party or movement, and, if elected, are not to involve themselves in any way in the affairs of any such 
organisation, party or movement. 
 
13. Political Activities in Service Establishments.  All forms of political activity, including political 
meetings and speeches, are prohibited in Service establishments.  No Service facilities, including aircraft 
and motor transport, are to be used at, or in connection with, any function the purpose of which is to 
further the interest of a political party or an organisation having controversial aims, nor are Service bands 

to play at such functions. 
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ETHOS, CORE VALUES AND STANDARDS OF CONDUCT 
 
14. The Ethos of the RAFAC is the distinctive character, spirit and attitude of the Corps, which 
together inspire people to pursue the spirit of adventure while providing a framework upon which to build 
sound moral principles and develop the desire for achievement and self-improvement, and thereby 
provide example and leadership for the young people of the country.  CIs should not put themselves or 
others in compromising or potentially dangerous situations.  The Core Values set out in ACP 1 are what 
we expect of our members.  By demonstrating these qualities, their standards of behaviour and actions 
will help sustain the excellent reputation that the RAFAC enjoys within the uniformed Youth Services and 
society at large.  CIs must ensure that they understand these values and uphold them at all times.  
Failure to do so may result in administrative action being taken against them.   
 
15. It is also imperative within the RAFAC to sustain and maintain trust and loyalty between 
commanders and those they command.  This imposes a need for standards of social behaviour more 
demanding than those required by society at large and any unwelcome sexual attention in the form of 
physical or verbal conduct; over-familiarity with the spouses, civil partners, partners or families of other 
RAFAC personnel; displays of affection which might cause offence to others; behaviour which damages 
or hazards the marriage, civil partnership or personal relationships of RAFAC personnel or civilian 
colleagues within the wider Corps community, and taking sexual advantage of subordinates must be 
avoided.  The RAFAC will not interfere in the private lives of its personnel unless it is absolutely 
necessary to do so in order to maintain discipline, team cohesion and effectiveness.  Any involvement by 
the RAFAC is based on the following principle:  “Have the actions or behaviour of an individual adversely 
impacted on, or are they likely to impact upon, the efficiency or effectiveness of the RAFAC”.  Each case 
will be judged on its merits but those considered serious enough and, having applied the above principle, 
may lead to a recommendation for the termination of a CI’s appointment.   
 
16. Child protection policy.  It is the primary responsibility of all adult members of the RAFAC to 
safeguard the moral, psychological and physical welfare of children regardless of gender, religion, race, 
ability, disability, sexuality and social background by protecting them from any form of physical, 
emotional and sexual abuse or neglect.  All children have the right to protection from all forms of abuse 
and harm when engaged in RAFAC activities and when in contact with members of the RAFAC.  All 
adult members of staff have a duty of care, which makes them responsible both for safeguarding 
children in their care from abuse and harm and for responding swiftly and appropriately when suspicions 
or allegations of inappropriate behaviour arise; this applies to all cadets and not just cadets under their 
immediate control.  The RAFAC Child Protection Policy is detailed and amplified in ACP 4. 
 
17. The following list is not exhaustive but, in addition to the strictures above, CIs are not to:  
 

a.  Consume alcohol whilst on a designated duty or whilst in the presence of or responsible 
for cadets.  Further details can be found in PI 114.   

 
b. Falsify records, expenses or defraud or attempt to defraud his unit or the RAFAC in any 
manner. 
 
c. Carry out private training or business activities on Air Cadet premises or use the ATC 
brand or equipment to promote private trading without the consent of the Rgnl Comdt.    
 
d. Otherwise use RAFAC, brands or logos (including sqn emblems, standards, crests or 
badges) without the consent of the Rgnl Comdt. 
 
e. Give or loan personal money to cadets or other CFAVs.    
 
f.  Smoke (including e-cigarettes) in the presence of cadets.     
 
g. Promote his own religious, political ideals or beliefs to anyone while on ATC duty.     
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CIs CHARGED IN CIVIL COURTS, IN RECEIPT OF A POLICE CAUTION OR UNDER 
INVESTIGATION BY THEIR EMPLOYER 
 
18. Reporting action.  A CI who is officially informed that a charge is to be preferred against him by 
the civil authorities is to report the circumstances without delay to his CO, who will pass the information 
through the Command Chain to HQ RAF Air Cadets (SO3 Personnel Management).  In the event of a 
conviction, the CO is to submit an Administrative Report (AR) in accordance with PI 409.  If the CI is 
found not guilty, a simple report of the case is to be forwarded to HQ RAF Air Cadets (SO3 Personnel 
Management) through the usual channels.  Anyone ordered to register as a sex offender is also to be 
made the subject of an AR in accordance with PI 409.   
 
19. Procedure for Civil Police Cautions/Fixed Penalty Notices/Anti-Social Behaviour Orders.  A 
CI who receives a formal caution, Fixed Penalty Notice or Anti-Social Behaviour Order from the civil 
police, or who is bound-over, is to submit a written explanation of the circumstances to his CO without 
delay.  The CO, after consultation with his appropriate superior officer should then initiate administrative 
action that is considered appropriate (if any).    
 
20. Minor Offences under the Road Traffic Act.  Paras 13 and 14 do not apply if the individual has 
received a charge or caution for a minor offence under the Road Traffic Act (see PI 209 Annex C) and 
was not on duty at the time of the offence.  "Breathalyser" charges are not to be considered as minor for 
the purpose of this paragraph.    
 
21. Enquiry or Disciplinary Hearing by Employer or Professional Body.  If a CI is the subject of 
a safeguarding/child protection social services enquiry or an investigation and/or disciplinary hearing by 
their employer and/or professional body (eg General Medical Council, General Social Care Council, 
General Teaching Council etc) where there are any child protection implications or where there may be 
press interest, they are to report the matter to HQ RAF Air Cadets (SO3 Personnel Management), 
through the chain of command. 
  
ADMINISTRATIVE REPORTS AND PROCEDURES 
 
22. Failure to satisfactorily carry out the responsibilities of a CI as detailed at para 4 above or 
maintain the standards outlined elsewhere in this Instruction, may result in administrative action being 
taken in accordance with either PI 406 or PI 407. 
 
23. An AR may be raised on a CI who, at any time as a result of information revealed on an 
enhanced criminal records disclosure, is considered unsuitable to remain in the Corps.    
 
24. Suspension from Duty.  CIs may be suspended, without prejudice, from RAFAC activities for 
any act, or allegation, of serious misconduct, or to preserve evidence and/or avoid the potential for 
access to witnesses.  However, except for expiration of a criminal records check, before any action is 
taken to suspend a subject individual, HQ RAF Air Cadets (SO3 Personnel Management) is to be 
contacted to ensure that suspension is appropriate.  If, however, for reasons of safeguarding a cadet or 
cadets, the immediate suspension of a CI is deemed necessary, HQ RAF Air Cadets (SO3 Personnel 
Management) is to be contacted as soon as practicable following the suspension.  Initially, the subject CI 
may be notified verbally of his suspension but this must always be followed up by letter.  See Annex A to 
PI 115 for a template suspension letter.  The power to suspend and reinstate CFAVs (except for 
expiration of a criminal records check) is vested in HQ RAF Air Cadets (Personnel Casework 
Management Team) alone.  A CI who fails to renew their criminal records check before the extant 
disclosure expires will be suspended, without prejudice, until a new disclosure certificate has been 
received and acknowledged by their chain of command.  Individuals will be reinstated by HQ RAFAC 
from the date of the new disclosure certificate.  A specimen letter of suspension for expiration of criminal 
records checks can be found in ACP 4, Annex A to Chapter 8. 

25. Complaints by CIs.  CIs and former CIs who think they have been wronged in any matter 
relating to their RAFAC appointment may make an RAFAC Complaint.  Complaints can only be made by 
individuals and there is no procedure for group complaints.  RAFAC Complaints should be submitted in 
accordance with PI 410.  
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HONOURS AND AWARDS 
 
26. CIs are eligible for State Awards under the Civil List, Defence Council Letters of Appreciation 
(DCLAs) and a range of Commendations in accordance with ACP 3.  
 
MESSING AND ACCOMMODATION 
 
27. CIs may use Sergeants’ Messes if available on Military Units in accordance with JSP456, Vols 2 and 
4 and RAFAC Finance directives. 
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 404 

 
ADMINISTRATION OF HONORARY CHAPLAINS TO THE AIR TRAINING CORPS 

 
References:  
 
A. AP 1919 Chapter 7.  
B. ACP 20 PI 103. 
C. ACP 23. 
D. ACP 4. 
E. ACP 20 PI 109. 
 
INTRODUCTION 
 
1. The administrative arrangements for appointing honorary chaplains to the ATC are set out in 
References A, B and C and amplified in the following paragraphs.  ATC chaplains are honorary 
appointments, they are not commissioned and do not wear uniform but are provided with identifying 
clothing and badges.  For recognised, authorised, official activities away from their parent unit, honorary 
chaplains are eligible to use Officers’ Mess accommodation and facilities, if available.  Honorary chaplains 
are not subject to military law and are not members of the RAFR. 
 
ESTABLISHMENT 
 
2. Chaplains are recruited to provide spiritual, moral welfare and pastoral care for all members of the 
RAFAC.  Honorary chaplains are to be accredited church workers/ministers.  Established appointments to 
ATC Squadrons are to be within the scales laid down in ACP20 PI 101.  Aside from the Corps Chaplain, it is 
permitted to recruit regional, wing and squadron chaplains.  Regional and wing chaplains may appoint one 
deputy (assistant chaplain) to aid with the general admin and care for their particular area of responsibility.  
Generally a sqn may have only one chaplain but, in exceptional circumstances, more than one may be 
permitted if they are of different faiths and agreed by the wing chaplain (advice should be sought from SO3 
Personnel Management prior to any intended appointment).  However, only one may claim for a duty if both 
attend. 
 
ELIGIBILITY FOR APPOINTMENT  
 
3. Age limits.  The minimum age for appointment as a honorary chaplain is 20 years and there is no 
upper age limit. 
 
4. Members of the RAF and the RAFAC.  RAF Chaplains may be appointed as honorary ATC 
chaplains if they have the approval of their command chain (Chaplains of the regular Royal Air Force who 
assist ATC Wings and Squadrons may wear clerical collars with uniform).  ATC chaplains should not hold 
additional CFAV appointments. 
 
APPOINTMENT PROCEDURES 
 
5. Selection procedures.  Potential chaplains are to be interviewed by their superior chaplain with 
regard to their application.  If there are any particular issues that require to be addressed at a senior level 
then consultation with their chain of command and/or HQ RAFAC (SO3 Personnel Management) should be 
made. 
 
6. Applicants for appointment as honorary chaplains on ATC squadrons are to complete an Application 
Form (Pers Form 1-10), a Baseline Personnel Security Standard (BPSS - Pers Form 1-01) Form in 
accordance with Reference B (References are not required), a criminal records check application form, a 
Starter Checklist and the Volunteer Agreement (Pers Form 1-19 – to be uploaded to Bader).  The OC of the 
unit (or superior chaplain) is to check and verify the application and supporting documents to ensure that 
they are correctly completed.  Details of identity and country of birth are to be checked against a birth 
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certificate or passport.  All forms are to be checked, signed and forwarded, as required, for further action.  
Wing HQs in England, Wales and Northern Ireland are to authenticate the DBS/AccessNI application forms 
and forward all necessary forms to DBS (EA(D)S) Cheadle Hulme.  Wg Ex Os in Scotland are to request 
clearance through the PVG Scheme in accordance with local procedures.  Following receipt of the criminal 
records clearance, Wg HQ are to complete and sign the application form and forward it to the Rgnl Chaplain 
who will verify the application form and return it to Wg who can then forward it to HQ RAFAC (Personnel) for 
final appointment action.  Appointments must be made within 6 months of the date of the criminal records 
check or the certificate becomes invalid.  The Wing or Regional Chaplain is to also seek Ecclesiastical 
Authority for the appointment from a senior member of the relevant denomination (eg. Bishop, Presbytery 
Clerk or Superintending Minister). 
 
7. Official appointment dates will be taken from the last signature of the highest authoriser (ie. Rgnl or 
Corps Chaplain) as this confirms that all checks have been carried out and the prospective chaplain is 
recommended for appointment.  Under no circumstances will an appointment date be granted prior to the 
criminal records check date of issue. 
 
8. Certificate of Appointment.  Following official appointment, a Certificate of Appointment will be 
completed for presentation to the chaplain.  Certificates will only be issued for new appointments or 
when a serving chaplain becomes either the Wing or Regional chaplain.  They will not be issued on 
transfer to another unit or Wg, nor for supernumerary appointments.  Particulars of all honorary 
chaplains’ appointments are notified to the Secretary of the Naval, Military and Air Force Bible Society 
(NMAFBS) and, if Church of England, the Church Times by HQ RAFAC (Personnel). 
 
APPLICATION PROCESS FOR PERSONNEL WITH ADULT SUPERVISORY SERVICE WITHIN THE 
LAST 6 MONTHS 
 
9. Applications for appointment as a honorary chaplain who have had previous adult supervisory 
RAFAC service within the last 6 months are to include the applicant's previous rank (if applicable), service or 
computer number and date of leaving RAFAC adult service.  An application form is to be completed, as 
appropriate.  Confirmation of a current criminal records check and BPSS (less than 6 months since last 
adult service) from previous service will be acceptable.  The applicant will also be required to re-sign the 
Volunteer Agreement (Pers Form 1-19 – uploaded to Bader). 
 
RESPONSIBILITIES OF HONORARY CHAPLAINS 
 
10. Training.  All honorary chaplains are to complete the Adult Volunteer Induction Package (AVIP) 
within their first 6 months of appointment at the latest.  This can be done via Wg Training Days or 
electronically through Ultilearn.  All Chaplains are required to complete the 3-year Safeguarding Refresher 
training in accordance with ACP4. 
 
11. Acquaintance with regulations and conditions of service.  All honorary chaplains are to acquaint 
themselves with regulations and the conditions of appointment set out in those regulations, and instructions, 
issued by the RAFAC.  They are to obey such orders as may be issued to them in accordance with those 
regulations and instructions. 
 
12. Safeguarding Policy.  It is the primary responsibility of all adult members of the RAFAC to 
safeguard the moral, psychological and physical welfare of children regardless of gender, religion, race, 
ability, disability, sexuality and social background by protecting them from any form of physical, 
emotional and sexual abuse or neglect.  All children have the right to protection from all forms of abuse 
and harm when engaged in RAFAC activities and when in contact with members of the RAFAC.  All 
adult members of staff have a duty of care, which makes them responsible both for safeguarding 
children in their care from abuse and harm and for responding swiftly and appropriately when suspicions 
or allegations of inappropriate behaviour arise; this applies to all cadets and not just cadets under their 
immediate control.  The Corps’ Safeguarding Policy is detailed and amplified in Reference D. 
 
13. Discipline.  An honorary chaplain is to afford the utmost aid and support to his CO, and it is his duty 
to notice, repress and instantly report any negligence or impropriety of conduct on the part of other CFAVs 
and cadets, whether or not the offenders belong to the unit. 
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14. Criticism of superiors.  An honorary chaplain is to refrain from making remarks or passing 
criticisms on the conduct or orders of his superiors, which may tend to bring them into contempt, and is to 
avoid saying or doing anything which, if seen or heard by, or reported to, those under him might discourage 
them or render them dissatisfied with the unit on which they may be serving.  This includes posting remarks 
on social networking sites. 
 
15. Duty to report police investigations, court proceedings, disciplinary hearings etc.  An 
honorary chaplain who is officially informed that a charge is to be preferred against him by the civil 
authorities, or receives a Police Caution, Fixed Penalty Notice, Anti-Social Behaviour Order or has been 
ordered to register as a sex offender, is to report the circumstances without delay to their HQ 
(Wing/Region) and supervising chaplain (Wing/Region/Corps).  Furthermore, if an adult member of staff 
or cadet is the subject of a safeguarding/child protection social services enquiry or disciplinary hearing 
by their employer and/or professional body, where there are any child protection implications or where 
there may be press interest, they are to report the matter to HQ RAFAC, through the chain of command. 
 
16. Suspension from RAFAC activities.  In the event of any misconduct on the part of a honorary 
chaplain, WgExOs are to seek advice from HQ RAFAC (SO3 Personnel Management) as to whether it is 
appropriate to suspend the individual from RAFAC activities.  In exceptional circumstances, when 
expediency is absolutely essential - eg because of a child protection concern or as a result of a serious 
police or social services investigation - individuals may be verbally suspended by Region, Wing or 
Squadron management (including WgExOs).  However, formal suspensions, together with draft letters, 
are to be approved by SO3 Personnel Management before further action is taken (except in the case of 
suspensions for expired criminal records checks).  Any such suspensions are to be in writing and are to 
briefly explain to the individual why he or she is being suspended, the effective date of the suspension 
and make it quite clear that the suspension applies to all RAFAC activities. A specimen letter of 
suspension can be found at Annex A to PI 115.  Any form of administrative action is to be in accordance 
with the guidance given in PIs 406-409.  The power to suspend and reinstate CFAVs is vested in HQ 
RAFAC alone (except on expiry of criminal records checks).   
 
17. A padre who fails to renew their criminal records check before the extant disclosure expires will 
be suspended, without prejudice, until a new disclosure certificate has been received and acknowledged 
by their chain of command.  Individuals will be reinstated by HQ RAFAC from the date of the new 
disclosure certificate.  Further information and a specimen letter of suspension can be found in ACP 4, 
Chapter 8. 
 
ATTENDANCE 
 
18. There is no minimum stipulated hours of attendance for honorary chaplains.  However, if COs are 
dissatisfied with the attendance record of any honorary chaplain they may submit a report to the supervising 
chaplain (Wing or Region) with a view to taking appropriate administrative action. 
 
19. At their discretion, COs may authorise leave of absence for chaplains for a period up to 3 months.  
Honorary chaplains are not permitted to transfer to the non-effective pool (NEP). 

 
20. All CFAV are required to maintain, every 3 years, a First Aid Training qualification.  Details of 
which can be found in ACTO 8.  Extensions should only be recommended if a CFAV has a current 
certificate recorded on Bader. 

21. DBS criminal records checks must be valid and have more than 6 months remaining from the 
date of extension.  Extension of service proformas will be returned unactioned and may only be re-
submitted after a DBS renewal has been obtained. 

 
TRANSFER BETWEEN UNITS 
 
22. Transfers of honorary chaplains between squadrons or wings are to be in accordance with ACP20, 
PI 110. 
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RESIGNATION OF APPOINTMENT  
 
23. An honorary chaplain who wishes to resign his appointment is to complete Pers Form 1-09. 
Resignations will be accepted from the date the applicant signs unless otherwise stipulated and must be 
approved by the chain of command. 
 
TERMINATION OF APPOINTMENT 
 
24. When an appointment has been confirmed by the issue of a Certificate of Appointment, 
recommendations for terminations of service must be submitted under the same terms as that of Civilian 
Instructors (CIs).  Honorary chaplains may be suspended, without prejudice, if a formal complaint is made 
against them, pending an investigation.  If an Administrative Report is raised as a consequence, the case 
will be staffed to the Comdt RAFAC (as the Deciding Officer) for a decision.  This decision is final and there 
is no appeal process.  Any honorary chaplain who have had their appointment terminated for misconduct 
will not be re-admitted to the Corps in any capacity. 
 
Annexes: 
 
A. Induction of a New Chaplain. 
B. Enrolment Service of Recruits ATC. 
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ANNEX A TO 
ACP 20

 PI 404 
 

INDUCTION OF A NEW CHAPLAIN 
 

PREFACE 
The Wing Chaplain addresses the Parade: 
We meet in the presence of Almighty God to present to the new Chaplain of this Squadron his Certificate 
of Appointment and Badge of Office.  First let us pray for the Corps to which we belong and for 
ourselves, that each of us may play our full part in the life of this Unit. 
 
O God, who has given each of us a particular duty to carry out, give us all such a spirit that we may do 
our work with courage and enthusiasm, that your Name may be glorified, through Jesus Christ our Lord.  
Amen. 
 
THE INDUCTION 
The Wing Chaplain addresses the new Chaplain: 
Do you believe that you are called by God to the work of Chaplain to this Squadron? 
The new Chaplain replies: 
I do so believe. 
Relying on God’s grace, will you endeavour to fulfil this ministry? 
The new Chaplain replies: 
With God’s help, I will. 
The Wing Chaplain says: 
Let us pray. 
We thank you, gracious God, that you have sent Jesus Christ your Son to be our Shepherd and Saviour.  
Give to this your servant the power of the Holy Spirit for this work and ministry; through Jesus Christ our 
Lord. Amen. 
 
Members of the Squadron, will you encourage your Chaplain in their ministry and support them? 
All:  With God’s help, we will. 
 
The Wing Chaplain presents the Certificate of Appointment to the new Chaplain and says: 
We welcome you as Chaplain of this Squadron, and pray that Almighty God will grant you His strength 
and guidance at all times as you carry out your duties. 
The Commanding Officer affixes/gives the Badge of Office to the new Chaplain’s scarf, or lapel, and 
invites them to lead the parade in prayer. 
 
PRAYERS 
The new Chaplain prays: 
Let us pray for all those involved in the life of this Squadron, for the Staff and cadets, for the members of 
the Committee and for our families. 
O Lord, we pray for each member of this squadron, all who are its friends and supporters, and our own 
families; keep them safe.  May we spend every day doing the things that you wish us to do – working in 
your service and the service of others.  Grant that as we grow older we may grow in the knowledge of 
your presence with us; through Jesus Christ our Lord. 
OR 
Into your keeping, O Lord, we commit each member of this squadron, all who are its friends and 
supporters, and our own families.  May we spend each and every day in your service and the service of 
others.  Grant that as we grow in years we may grow in the knowledge of your presence with us; through 
Jesus Christ our Lord, who taught us to say: 
 
THE LORD’S PRAYER 
And/or 
THE GRACE 
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            ANNEX B TO 
            ACP20 
            PI 404 

 
ENROLMENT SERVICE OF RECRUITS ATC 

 
The whole of the Squadron parades 
 
The Commanding Officer, after inspecting the parade, hands over to the Chaplain 
 
The Chaplain addresses the Squadron 
 
The Cadet(s) to be enrolled step forward.  One of the following declarations is made by each Cadet 
individually, after the Chaplain.  If this is not possible, all Cadets to be enrolled will say together: 
 

Religious Promise 
 

Non-Religious Promise 
 

I solemnly promise on my honour 
To serve my unit loyally 

And to be faithful to my obligations 
As a member of the Air Training Corps 

 
I further promise to be a good citizen 

And to do my duty to God and the Queen 
My country and my flag. 

 

I solemnly promise on my honour 
To serve my unit loyally 

And to be faithful to my obligations 
As a member of the Air Training Corps 

 
I further promise to be a good citizen 

And to do my duty to the Queen 
My country and my flag. 

 
 
After making the Promise the cadet is handed his Record of Service Book, the Chaplain saying: 
 
You have made your promise, and we admit 
You to membership of the Air Training Corps 
 
Let us pray: 
 
Let your blessing, Lord, be given to all members of the Air Training Corps.  Give them gifts of courage, 
reliability and honesty.  May each member learn to accept the responsibilities of leadership and service, 
and with obedience follow the example of your son, Jesus Christ our Lord.  Amen. 
 
Other suitable prayers may follow. 
 
The Lord’s Prayer (said by all) 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 405 
 

RESIGNATION AND TERMINATION OF APPOINTMENT –  
CIVILIAN INSTRUCTORS  

 
References:  
 
A. ACP 20 PI 109. 
 
INTRODUCTION 
 
1. In this Instruction, unless otherwise indicated, the term Civilian Instructor (CI) applies equally to 
Civilian Gliding Instructor (CGI).   
 
RESIGNATION OF APPOINTMENT  
 
2. A CI who wishes to resign his appointment in the Corps is to complete Pers Form 1-09 and 
forward it to his Sqn CO.  The Sqn CO is to ensure that the CI has accounted for, and handed in, any 
property on his charge before completing the form and forwarding it to Wing HQ. 
 
3. Should OC Wing consider that the reasons given by the CI for his resignation require further 
investigation, he is to add his comments separately and forward the papers to Regional HQ.  If OC Wing 
recommends acceptance of the resignation without further investigation he is to sign the proforma and 
forward it direct to HQ RAFAC.  Any identity card issued is to be recovered and disposed of in 
accordance with the instructions of the issuing authority.  
 
4. A CI who takes up an appointment with either the Regular or Reserve Forces will be required to 
resign their appointment with the RAFAC.  However, they may remain in the Corps as a Service 
Instructor under the terms and conditions of PI 601 (Appointment of Service Instructors). 
 
TERMINATION OF APPOINTMENT 
 
5. A CI may have his appointment terminated under the following terms: 
 

a. When on Probation.  The services of a probationary CI may be terminated at any time by 
the Wing CO, on the recommendation of the Squadron CO.  Such terminations must be notified 
in writing to HQ RAFAC, through Wg HQ. 

 
b. When Appointment has been Confirmed.  If a CO considers that the appointment of a 
CI should be terminated, an Administrative Report in accordance with PI 406 is to be submitted to 
Comdt RAFAC through the Wg and Rgn HQ. 

 
6. A CI who has had his appointment terminated for misconduct will not be permitted to re-join the 
RAFAC at any time. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 406 

ADMINISTRATIVE ACTION – CIVILIAN INSTRUCTORS 

 

Introduction 

1. In this Instruction, unless otherwise indicated, the term Civilian Instructor (CI) applies equally to 
Civilian Gliding Instructor (CGI).  The purpose of this instruction is to describe the concept of 
administrative action, and the processes by which it is applied in relation to the Ethos, Core Values and 
Standards of the RAFAC detailed in ACP 1.   

 
Principles 
 
2. Administrative action encompasses a range of processes employed to rehabilitate, censure or 
initiate administrative sanctions in respect of an individual for professional or personal failings, 
misconduct or unsuitability in post.  It is applicable to all CIs and is taken in the interests of the RAFAC to 
safeguard efficiency or operational effectiveness.  It is normally initiated when an individual has not 
responded to informal management action and ranges from Minor Administrative Action (MAA), through 
Formal Warning, to the raising of an Administrative Report (AR) which may in turn result in the 
termination of service.  An AR may also be used as a tool to trigger a transfer to another unit with no 
further sanctions.  The specific procedures for MAA or Administrative Action, formal warning and ARs, 
are detailed in PIs 407 to 409. 

3. Administrative action should not be used to avoid taking alternative action where an individual’s 
conduct may amount to a breach of some element of civil law.  Incidents that involve the possible 
commission of a civil offence or equal opportunities issues should therefore first be considered for further 
investigation in accordance with RAFAC procedures.  Nonetheless, there may be occasions when 
administrative action may be the only means available to deal with an individual’s misconduct.  
Moreover, it may also be used in addition to, or following, prosecution in a civil court, whether or not the 
accused is convicted.  In these circumstances, administrative action is used to address the wider 
implications of an individual’s actions in terms of their appointment within the RAFAC and, as such, does 
not amount to double jeopardy.  Where administrative action is likely to result in adverse career 
implications, where decisions on the case will ultimately be taken at a level above the originating unit, or 
where there is any doubt as to the propriety of taking administrative action advice should be sought from 
HQAC (SO3 Pers Mgt). 

Application 

 
4. The guiding principle in deciding the nature of the response to a CI’s failings (either personal or 
professional) will be that of proportionality.  Cdrs must, therefore, judge each case, and the response to 
it, against this principle and the key criteria outlined in paragraphs 7 and 8, measured against ACP 1 and 
RAFAC regulations in general and where applicable.  Together, this activity will establish the RAFAC 
interest, the seriousness of the failings and thus the appropriate and proportionate level of sanction.  It is 
important to accept, however, that even when cases are judged within a common framework, the 
outcome might well vary from one case to another.  Such differences will reflect the relative impact of the 
distinguishing features of the case, particularly the relevance of the failings to the individual’s role in the 
delivery of RAFAC tasks.  
 

ACP 1 

5. Where the contemplated administrative action arises out of occurrences in an individual’s private life, 
cdrs at every level must first determine whether action is justified by considering the impact of the 
individual’s actions in respect of ACP 1.  Examples of private life matters include personal relationships, 
personal financial affairs and personal activities undertaken out of RAFAC activity times.  It does not 
include matters of professional conduct or ability.  In cases arising from an individual’s conduct outside 
the RAFAC environment, the RAFAC will only take action, which might be construed as interference in 
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the private lives of individuals, where a potential negative impact on the image of the Corps can be 
demonstrated.  

6. In constructing a common framework it is necessary to ensure that the approach for considering 
the response to failings or misconduct is consistent.  It is for the chain of command to judge the ultimate 
level of response on the basis of all the circumstances of the case, taking full account of any mitigating 
and/or aggravating factors.  

Key Criteria  

7. Where it is judged that a case can and should be dealt with administratively, the following factors 
should be considered when assessing the seriousness of the actual or potential impact of the alleged 
failings: 

 
a. Status and Responsibility.  What is the status of the individual(s) involved?  Was any 
influence, inducement, manipulation, coercion or threat exercised by virtue of relative status (e.g. 
adult/cadet relationship)? 
 
b. Previous Conduct and Warnings.  Has the individual been previously warned about his 
behaviour – if so, when and how and to what extent has the warning been disregarded? 
 
c. Disregard of RAFAC Policy.  Has there been a disregard of any RAFAC policies? 
 
d. Understanding of the RAFAC Interest.  To what extent has the individual disregarded 
the RAFAC’s requirement to preserve team cohesion, trust and loyalty? 
 
e. Public Knowledge.  Has the failing become the subject of wider RAFAC or public 
knowledge and has it brought the RAFAC into disrepute? 

 
f. Damage to the RAFAC’s Reputation.  Has the incident caused damage, or does it have 
the potential to cause damage, to the reputation of the RAFAC?  If so, how and to what degree? 
 
g.  Circumstances of Discovery.  Did the individual volunteer the information before it came 
to light?  Once the incident came to light, did he freely admit the misconduct or attempt to lie or 
prevaricate?  Were the denials repeated?  Did the individual show remorse? 
 
h.  Any Other Factors.  Do any other factors, such as a medical condition, have a bearing 
on the case?  Is there a security aspect to the case?   

 
Personal Relationships 
 
8. The personal relationships of a CI are clearly “private life” matters.  As such, cases involving an 
individual’s personal relationships with others and adherence to ACP 1 is critical to justifying taking 
further action.  Having established the RAFAC’s right to intervene by considering the points in para 7 
above, the following factors should also be taken into account in assessing the seriousness of the case: 

 
a. Extent of RAFAC Involvement.  Does the misconduct involve other RAFAC members or 
dependants?  Has there been any direct or indirect impact upon command or management 
chains?  Does it involve relationships within Corps time/activities and, if so, have or might these 
have been damaged or compromised? 
 
b. Damage to other Relationships.  Has the conduct damaged or placed in hazard the 
marriage or personal relationships of other RAFAC personnel? 
 
c. Unwelcome Attention.  Has the behaviour involved unwelcome attention or harassment in 
the form of physical or verbal conduct and does this involve any abuse of authority?  Has there 
been or does there need to be an equal opportunities investigation? 

 
d. Awareness of Circumstances.  Was the behaviour conducted in the knowledge of the 
circumstances of the status of all parties?   
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All cases must be explored sufficiently to allow the commander to apply the provisions of ACP 1 in the 
full knowledge of the facts.  Any complaints of harassment or discrimination arising should be dealt with 
in accordance with the appropriate grievance procedures; similarly, any potential breaches of discipline 
which come to light as a result of the initial assessment should be considered for disciplinary 
investigation. 

Range of Administrative Actions 

 
9. The responses available to commanders in dealing administratively with failings or misconduct fall 

into 2 principal levels: 

 a. Minor Administrative Action (see PI 407) such as Informal/Formal Interview. 

b. Major Administrative Action 
   
  (1) Formal Warning (see PI 408).  A Formal Warning clearly explains, in writing, an 

individual's failings, details the actions required to remedy them and the consequences of 
not doing so.  Whilst normally but not exclusively, raised and issued at wing level, a 
formal warning appears on the subject’s personal record and thus has implications for his 
RAFAC career. 

   
  (2) Administrative Report (see PI 409).  Raised at Wing or Region level for disposal 

by an appropriate authority, an AR may include a recommendation for censure, together 
with administrative sanctions including transfer from the unit or, ultimately, termination of 
service.  The circumstances of the AR will dictate whether or not it is necessary to 
demonstrate escalation through the various levels of administrative action. 
 

Admin Action – Guide to Personnel 
 
10. Once any form of admin action has been initiated, it is essential that the individual concerned is 
fully informed as to the possible consequences of failing to adhere to the sanction imposed.  A copy of 
Annex B to PI 206 must be issued to the subject once any form of admin action has commenced. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 407 
 

MINOR ADMINISTRATIVE ACTION – CIVILIAN INSTRUCTORS 

Introduction 

1. It is in the best interests of the individual and the RAFAC that personal performance, behaviour 
and the handling of personal affairs are of the highest standard.  Those failing to maintain the expected 
standards must be made aware of their shortcomings and action taken quickly to correct their failings. 
Minor Administrative Action (MAA) provides COs with a swiftly delivered and reviewed range of 
administrative sanctions that offer a legal, fair and formally regulated way of dealing with minor failings in 
standards and performance.  This instruction provides guidance on the taking of MAA within the RAFAC. 
In this Instruction, unless otherwise indicated, the term Civilian Instructor (CI) applies equally to Civilian 
Gliding Instructor (CGI).   

When should MAA be taken? 

2. All CIs are subject to MAA which may be initiated by their CO. 

3. MAA should be taken to rehabilitate, censure or initiate sanctions intended to correct minor 
professional or personal failings in order to maintain the operational effectiveness of the RAFAC.  MAA 
does not replace or take precedence over Major Administrative Action (Formal Warning and 
Administrative Reports) and MAA should never be used to deal with criminal conduct or serious 
disciplinary offences.  In all cases, units should consider what is the most appropriate and proportionate 
response to an incident and take action accordingly.  Advice should be sought from HQAC (SO3 Pers 
Mgt) where there is doubt regarding the most appropriate and proportionate response. 

Factors to be considered before initiating MAA  

4. MAA is intended to correct minor professional or personal failings.  When a minor failing is 
identified, COs should apply a 2-stage test: 

a. Investigate and decide, whether, on the balance of probabilities, the alleged failing took 
place and if so; 

b. Apply the RAFAC Test (have the actions or behaviour of the individual adversely 
impacted or are they likely to impact on the efficiency or operational effectiveness of the RAFAC?).   

If both stages of this test are met, then consideration should be given as to whether MAA is appropriate 
and proportionate. 

5. The following are some of the factors which should be considered when deciding whether MAA is 
appropriate: 

 a. The context in which the incident occurred and its impact on the operational           
effectiveness of the RAFAC. 

b. The extent of any adverse impact or likely impact on the individual, his unit or the RAFAC. 

 c. The age, maturity and level of responsibility of the individual. 

 d. The individual's previous conduct and warnings. 

 e. Any relevant personal circumstances or mitigating factors. 
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 f. The individual's response to the discovery of the incident. 

6. If MAA is not considered to be appropriate, COs should seek advice from their Wg HQs or 
immediately superior formation on the most appropriate administrative action to be taken against the 
individual.  If MAA is considered appropriate, the CO must decide on an appropriate sanction from those 
detailed in para 7.  However, whatever MAA sanction is deemed appropriate it must not be either 
unreasonable, humiliating or constitute any sustained and oppressive treatment which amounts to or 
could be construed as harassment, including any form of bullying. 

What sanctions may be authorised? 

7. The following sanctions may be authorised:  
 

a. Informal Interview.  An informal discussion will in some cases suffice to advise and 
correct a failing.  Guidance on the conduct and recording of informal interviews is at Annex A to PI 
307. 

b. Formal Interview.  A formal interview differs from an informal interview in so far as it 
details in writing an individual's shortcomings and the action required to correct them.  Guidance 
on the conduct and recording of formal interviews, is at Annex A to PI 307. 

c. An individual may be required to undertake skills training, which is relevant to the failing 
shown.     

How is MAA Initiated? 

8. Once a CO has identified a failing and applied the 2-stage test he should contact his Wg HW or 
other superior formation for a decision on the appropriate action to be taken. The individual is to be 
informed of the decision and in the case of an informal/formal interview a draft copy of any narrative 
agreed. 

Who should supervise MAA sanctions? 
 
9. MAA sanctions should be carried out within 8 days of being awarded.  The Annex B or C to PI 
307 should be signed on completion of the sanction by the supervising officer.  Wherever possible, this 
should be the person initiating the sanction or as otherwise directed by Wg HQ or other superior 
formation.  The completed form should then be managed in accordance with local instructions. 
 
What action should be taken if an individual refuses to undertake MAA? 
 
10. If an individual who is subject to MAA refuses to undertake a MAA sanction that has been 
initiated by an authorised individual and reviewed appropriately the matter should be referred to HQAC 
(SO3 Pers Mgt).   
 
What action should be taken if an individual makes a Service Complaint about MAA? 
 
11. If an individual who is subject to MAA expresses a wish to make a service complaint about any 
aspect of MAA, they should be referred to HQAC (SO3 Pers Mgt) who should investigate the matter and 
advise on the merits of the complaint and the procedures to be followed.  MAA sanctions are not to be 
deferred to await the outcome of a service complaint and must be completed within 8 days of being 
approved.  
 
How should MAA sanctions be reported and to whom? 
 
12. All MAA must be recorded using Annex B or C to PI 307.  All completed MAA forms should be 
managed in accordance with local instructions.  Rgnl and Wg HQ should maintain a MAA register and 
ensure that MAA records are retained for a minimum of 2 years and are available for inspection by 
HQAC at any time.   



 

407-3 
Version:  8.0 

Who should monitor MAA? 
 
13. MAA should be monitored by Rgnl HQs and HQ RAFAC (SO3 Pers Mgt) to ensure parity of 
treatment across the Corps and to guard against abuse of the process.   
 
Any other questions? 
 
14. Any queries regarding MAA should be directed to HQ RAFAC (SO3 Pers Mgt). 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 408 
 

MAJOR ADMINISTRATIVE ACTION - FORMAL WARNINGS- 
CIVILIAN INSTRUCTORS  

1. This instruction details the procedure to be followed when a CIs performance, behaviour, conduct 
or personal standards have fallen below acceptable levels, thereby meriting a Formal Warning (FW).  
Unless otherwise indicated, the term Civilian Instructor (CI) applies equally to Civilian Gliding Instructor 
(CGI).   

2. The purpose of a FW is to clearly explain, in writing, how an individual has failed to meet the 
standards required in respect of professional competence, supervisory ability or personal qualities and to 
detail the actions required to remedy the failing and the consequences of not doing so.  Examples of 
circumstances that could warrant a FW include deterioration in the performance of his responsibilities, 
acts of indiscipline, misconduct (social or otherwise) and civil convictions.  The RAFAC Test is to be 
applied when FW action is being considered. 
 
3. FW action rests with the immediate superior officer who will normally take the decision when 
previous Minor Administrative Action (MAA – see PI 407) has failed.  More serious cases may warrant 
immediate FW action without going through the MAA stages first.  The FW aims to give an individual the 
opportunity to rectify any shortcomings; in the absence of such improvement; the FW plays an important 
part in supporting any subsequent escalatory administrative action. 
 
4. If an individual’s actions are serious enough to warrant a transfer as well as a FW, an 
Administrative Report (AR) is to be raised in accordance with the procedures of PI 409.  In these 
circumstances, the unit is not to proceed with FW action before consulting HQAC (SO3 Pers Mgt).  
 
5. It is essential from both the RAFAC’s and the subject’s point of view that a FW is issued as soon 
as it is warranted so it has the maximum rehabilitative effect.  Where a FW results from a civil conviction 
it should be issued within 30 days of sentencing and where the FW is the result of a cumulative effect of 
MAA the FW is to be issued no later than 30 days from the trigger point that results in the decision to 
award a FW.  Where it is felt that these timescales cannot be met the originating staffs are to contact 
HQAC (SO3 Pers Mgt) for approval, providing clear justification for the delay.   
 
6. Standard of Proof.  In deciding or reviewing the case, the standard of proof required is the 
balance of probabilities.  That is, whether it is more likely than not that the alleged failure in performance 
or standards of personal behaviour occurred.  No action may be taken if the standard of proof is not met. 
 
7. Fairness.  It is a fundamental principle of fairness that, whenever an allegation is made against a 
CI, that person has the right to be informed of the allegation and given the opportunity to respond.  In the 
case of a FW, this means giving the CI a chance to explain, defend or deny an action before a sanction 
is applied. 
 
Unit Procedure 
 
8. Initial Investigation.  In every case, the person originating the action is to gather sufficient facts 
in order to decide the most appropriate course, taking advice from the chain of command if necessary.  If 
there is any doubt about the appropriateness of issuing a FW, further advice (including legal advice) 
should be sought, through HQAC (SO3 Pers Mgt).  The investigation is to include an initial interview of 
the CI by their immediate superior officer. 
 
9. Initial Interview.  The CI is to be informed of the purpose of the interview, the principles of 
Administrative Action, the procedures to be followed and be confronted with the details of the allegation.  
He is to be given the opportunity to comment upon it and provide an explanation.  There is no 
requirement for the CI to answer questions that would result in the admission of misconduct or 
inefficiency and he should not be ordered to do so.  Where possible the interview should take place in 
the presence of a third party and the proceedings carefully recorded in writing.  This is not a verbatim 
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record nor is it an interview under caution.  For this reason the notes from the interview cannot be used 
as evidence at any subsequent hearing but may be used in making a determination in Administrative 
Action.  It is to be attached to the Diary of Events and a copy retained on the unit.  There is no 
entitlement to legal representation at this interview but the CI being interviewed should be offered the 
services of an Assisting Officer if, exceptionally, one had not already been appointed.  At the end of the 
interview the immediate superior officer should tell the CI if an investigation is to be carried out.  It is 
possible that on initial investigation there is no case to answer.  Alternatively it may be appropriate to 
award either a minor sanction or deal with the matter in another approved way. 
 
10. Investigating the Facts.  The form of the investigation is a matter for the immediate superior 
officer, but in every case it must be expeditious, thorough and fair.  The immediate superior officer may 
delegate the business of the investigation but remains personally responsible for its prompt and fair 
execution.  It is not necessary to follow the strict rules of evidence used by the courts and the best 
available direct evidence should be obtained.  Where written statements or transcripts of evidence are 
not already in existence they should be obtained from witnesses and signed and dated by them.  
Hearsay may be used and should not automatically be discarded.  However, every effort must be made 
to obtain reliable, preferably direct, evidence.  If hearsay is to be used it should be treated with caution 
and, where appropriate, supporting evidence sought.  Anonymous allegations should be disregarded 
unless supporting evidence exists. 
 
11. Concluding the Investigation.  Before proceeding with the preparation of a FW report the 
immediate superior officer must: 
   

a. Be satisfied that there has been a sufficient investigation. 
 

 b. Decide whether, on the balance of probabilities, the alleged conduct, behaviour or 
omission occurred. 

 
 c. Decide whether the failure in conduct, behaviour or performance merits a FW.  This is 

done by referring to ACP 1 and considering whether the actions or behaviour of the CI have 
impacted adversely or are they likely to impact adversely on the efficiency or effectiveness of the 
RAFAC. 
  
d. As appropriate: 
 

(1) proceed with the FW action detailed at paras 12 and 13, 
 
(2) inform the CI that based on the facts available the FW process will be 
discontinued.  

 
12. Notification to HQAC (SO3 Pers Mgt).  If FW action is considered appropriate HQAC (SO3 
Pers Mgt) is to be contacted immediately to provide guidance on subsequent action before the FW is 
issued.  SO3 Pers Mgt will consider the case and provide advice to the Sqn/Wg HQ/Rgnl HQ (as 
appropriate), which might include a recommendation for alternative action. 
 
13. Preparing the FW.  Having considered all relevant information and decided to proceed, the FW 
is to be drafted, in accordance with Pers Form 1-14 and approved by SO3 Pers Mgt before it is formally 
issued.  The FW is to explain in detail to the individual being warned: 
 

a. How he/she fails to measure up to the standards of the RAFAC. 
 

b. An immediate effect of the warning will be a reconsideration of any extension of  service 
request being processed. 

 
c. The possible consequences of failure to heed the warning including the raising of an 
Administrative Report which may result in a transfer to another unit, relinquishment or, ultimately, 
termination of service. 
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14. The issuing officer is to include SMART (Specific, Measurable, Achievable, Realistic, Timely) 
recovery targets and check the individual’s understanding of the process.  Advice on the precise wording 
of FWs may be sought from HQAC (SO3 Pers Mgt).  Care must be taken to ensure that no restriction is 
imposed on future administrative action in the event of failure to satisfy the FW requirements.  A diary of 
events in the preparation of the FW is to be initiated. 
 
15. The FW is to be issued by an officer of at least Flt Lt rank in the presence of a witness, who is to 
be a uniformed member of the Corps.  At the FW interview: 
 

a. The Warning is to be read verbatim to the subject. 
 
b. The subject is to be provided with a copy of Part 1 of the Warning and given 14 days to 
make a statement; this period can only be extended in exceptional circumstances. 
 
c. The issuing officer and the witness are to sign Part 1 of the Warning. 
 

16. Not more than 14 days after issue of the FW: 
 

a. The subject is to sign Part 2 of the FW, including a statement if desired. 
 
b. The FW is to be passed to the next superior officer in the command chain for completion 
of Part 3, including comment on the subject’s statement.   
 

17. Completed warnings are to be distributed as follows: 
 

a. Original - To HQAC (SO3 Pers Mgt) for inclusion on the subject’s personal record.  A 
copy of the diary of events is to be enclosed with the FW. 
 
b. First copy – Unit Personal File. 
 
c. Second copy - To the subject. 
 

Diary of Events 
 
18. The diary of events is to be maintained for the preparation of the FW and is to be completed 
when the FW is passed for final signature. 
 
FW for Personal Indebtedness 
 
19. The financial affairs of CIs are a private matter and will not normally merit official involvement or 
censure.  Where a FW for personal indebtedness is being considered HQAC (SO3 Pers Mgt) is to be 
consulted. 
 
Issue of FW Above Stipulated Minimum Level 
 
20. Notwithstanding the level at which a FW may be administered, if it is considered that the FW will 
have greater impact and rehabilitative effect if it is issued at a higher level, the unit may pass the 
responsibility for issuing the FW to a person of a suitable rank.  This could include the OC Wg or Rgnl 
Comdt; advice on this will be provided by HQAC (SO3 Pers Mgt). 
 
Follow-up Action/Review 
 
21. Review. 
 

a. A review is to be conducted at the mid-point (usually 3 months) of the FW to monitor the 
subject’s progress.  Wing /Region staffs are to ensure that the person who issued the FW 
apprises the subject of his/her performance and records comments on the subject’s unit file.  In 
exceptional circumstances, a FW may be withdrawn during the 6-month period when a CO 
considers that such action is warranted.  In all cases, the circumstances in which a FW is 
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withdrawn are to be reported to HQAC (SO3 Pers Mgt). 
 
b. At the end of the 6-month FW period, HQAC (SO3 Pers Mgt) is to be provided with a final 
review of the FW.  The subject’s CO will be required to indicate whether: 
 

(1) There has been sufficient improvement for the FW to be lifted, or 
 
(2) The FW should be extended for a further period of up to 6 months, or 

 
(3) Further administrative action should be taken. 
 

c. The facility for the length of a FW to be varied does not mean that no other administrative 
action can be considered until the FW has run its full course.  It will normally be necessary to 
allow an individual a reasonable period in which to rectify his/her shortcomings and raise their 
standards; however, if a FW has specifically cautioned an individual about one or more particular 
failings, and they ignore the warning, there is no requirement to wait for 6 months to elapse 
before taking further administrative action. 
 
d. When a unit extends a FW to the 12-month point, the reasons for the extension are to be 
explained to the individual by means of a Formal Interview, in accordance with PI 407.  A FW 
may be extended up to the 12-month point, but individuals should not normally remain under 
warning for a period in excess of this, unless further administrative action is being taken. 

 
22. Withdrawal.  Unit-held copies of FWs are to be destroyed 2 years from the date of withdrawal of 
the warning or on transfer of the subject, whichever is the earlier.  However, personnel should be made 
aware that a copy of the FW will be retained on their personnel record at HQAC indefinitely. 

 
Impact on Security Clearance 
 
23. HQAC (SO3 Pers Mgt) should ensure that the procedures detailed in JSP 440 are followed in all 
cases that affect personnel who are security cleared. 
 
 

http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Library/BrowseDocumentCategories/SecurityAndIntelligence/Jsp440TheDefenceManualOfSecurity.htm?webappid=0
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION No 409 

 
GUIDELINES FOR RAISING ADMINISTRATIVE REPORTS – 

CIVILIAN INSTRUCTORS 
 
References: 
 
A.  ACP1 - Ethos, Core Values and Standards in the Air Cadet Organisation.    
 
Introduction 

1. This instruction provides guidance on the preparation, submission and subsequent handling of 
Administrative Reports (ARs) on Civilian Instructors (CIs).  It also details the action that must be taken to 
inform the subject of the disposal of such reports. Unless otherwise indicated, the term Civilian Instructor 
(CI) applies equally to Civilian Gliding Instructor (CGI). 

General 
 
2. Where a CO is satisfied that a CI should be recommended for major admin action, an AR should 
be raised on Pers Form 3-03.  A flow chart for the administrative process for the staffing of an AR is at 
Annex A.  Explanation of the term “CO“ and the appropriate command chain for the purpose of 
originating an AR within the RAFAC for a CI is at Annex B.  Where the AR is raised as a result of matters 
which have occurred in the individual’s private life (such as a personal relationship), reference should be 
made to Reference A. 
 
3. Where it is suspected that a criminal offence has been committed by the subject of the report, the 
CO should consider the need for a police investigation.  In such circumstances, the police investigation 
should be completed prior to considering an AR.  When a CO is satisfied that an individual should be 
recommended for administrative disposal (see PI No 408), and that an AR is the appropriate procedure 
for such action, the report is to be raised and disposed of as required. 
 
4. An AR will normally only be raised in response to the professional or personal failings, 
misconduct or unsuitability of an individual.  The administrative sanction proposed in the AR must be 
proportionate and should reflect the seriousness of the CI’s actions.  
 
Personal Failings or Misconduct 
 
5. Where a CI’s behaviour or the conduct of his personal affairs demonstrates that he lacks the 
qualities expected of him, and the nature of the failings merit the raising of an AR, the matter is to be 
reported.  An example of this would be a failure to maintain the prescribed standards of conduct 
expected of CIs, as detailed in Reference A. 
 
Professional Failings and/or Unsuitability for Appointment 
 
6. Where an appropriately trained individual fails to achieve or maintain the expected professional 
standards of competence and where failure can be attributed in whole or part to an individual the matter 
is to be reported.  A Report is also to be raised where the circumstances are likely to cause doubt as to 
the fitness of the CI to continue in his appointment.   
 
General Provisions for Administrative Reports 
 
7. Following Disciplinary Action. Where a CI has received a police caution, been convicted by a 
civilian court or has been subject to disciplinary action by his civilian employer and the proceedings have 
disclosed professional or personal shortcomings, which, in the interests of the RAFAC, require 
administrative action, the fact that the subject has already been awarded a punishment for the offence 
does not preclude further administrative action in relation to the same offence. The purpose of such 
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administrative action is not to add further punishment to that already imposed but is to address the 
subject’s suitability for retention in the RAFAC.  Any administrative action should be proportionate to the 
offence committed. 
 
8. CIs Charged in Civil Court. When a CI is charged with, and convicted of, a civil offence, in the 
first instance the procedure detailed in PI No 402 is to be followed.  Even if an individual is found not 
guilty, consideration should still be given to raising an AR.  The CO should notify HQAC (SO3 Pers Mgt) 
of his intention to raise an AR.  HQAC will consider the facts, taking into account the Reference A, and 
advise the officer’s CO on any appropriate administrative action which may be taken by the Unit. 
 
9. Procedure for Civil Police Cautions / Fixed Penalty Notices / Anti-Social Behaviour Orders 
/ Enquiry or Disciplinary Hearing by Employer or Professional Body.  A CI who receives a Formal 
Caution, Fixed Penalty Notice or Anti-Social Behaviour Order from the civil police or is the subject of an 
Enquiry or Disciplinary Hearing by his employer or professional body is to submit a written explanation of 
the circumstances to his CO without delay.  The Unit may then initiate any such administrative action 
that is considered appropriate (if any). However, if the individual has received a caution for a minor 
offence under the Road Traffic Act (as defined in Annex C to PI No 409) and was not on duty at the time 
of the offence, Units are to follow the procedures laid down in PI No 402 para 15. 
 
10. Sex Offender’s Register.  Where a CI who, as a result of a conviction or police caution, is 
obliged to register as a sex offender, it is mandatory for his unit to raise an AR stating whether it is 
seeking to retain the individual or impose a further administrative sanction.  CIs convicted of any 
offences covered by the Sexual Offences Act will normally have their service terminated unless 
exceptional circumstances exist to merit their retention. 
 
11. Reports in Lieu of Disciplinary Action.  Where there are reasonable grounds to suspect the 
commission of a civil offence, the matter is to be investigated by the relevant civil authorities and 
Regional Legal Office (RLO) advice sought through HQ RAFAC (SO3 Pers Mgt). If the RLO advises that 
administrative action is appropriate, an AR is to be raised. 
 
12. Custodial Sentences.  Personnel who are awarded a custodial sentence by a civil court will not - 
save in exceptional circumstances - be retained in the RAFAC and are to be made the subject of a Pers 
Form 1-13 staffed to HQ RAFAC (SO3 Pers Mgt). 
 
13. Retention in Service.  An AR is to be raised in any circumstances where, exceptionally, a Wing 
or Region wish to retain a CI in circumstances where an adverse AR might have been raised.  In all such 
cases, an additional section is to be included in the report that details the value of the subject to the 
RAFAC. 
 
Unit Considerations  
 
14. Suspension from Duty.  COs are to seek advice from HQAC (SO3 Pers Mgt) as to whether it is 
appropriate to suspend the subject of an AR from the full range of responsibilities.  Additional advice on 
the suspension of CIs can be found in PI No 402. 
 
15. Retention on a Unit.  If a CO feels that retention on the unit of a CI who is the subject of an AR 
may adversely affect the morale or efficient working of the unit, he may request that HQ RAFAC arrange 
the temporary transfer of the individual pending finalisation of the AR. 
 
16. Format of Administrative Reports.  The unit is to ensure that the layout of the report conforms 
to the standard format as per Pers Form 3-03.  Every report should contain the following details in the 
circumstances of the case: 

 
a. Nature of failing. 
 
b. In cases relating to the private life of an individual (such as social misconduct and 
financial irresponsibility) an explanation of how the RAFAC Test has been applied. 
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c. Details of any informal or formal interviews (MAA) or formal warnings issued to the 
subject, together with an assessment of their effect. 

 
d. Extent to which the subject is considered responsible for any failings. 

 
e. Whether the subject has been suspended from duty. 
 
f. Reference to annexes with evidence to substantiate reported shortcomings including a 
diary of events, inquiry proceedings and other reports. 

 
17. Any comment on third parties must be confined to facts essential to the report. If in doubt, HQ 
RAFAC (SO3 Pers Mgt) should be consulted before including information. 
 
18. Disposal Recommendation.  Originating officers are to ensure that a disposal recommendation 
is included in the AR, ie one or more of the following: 

 
a. Transferred to an appointment commensurate with his experience and ability. 
 
b. Formally Warned at Wing level. 
 
c. Interviewed and Formally Warned by higher authority. 
 
d. Relinquishment at end of current period of service.  
 
e. Service terminated.  

 
Action by Unit 
 
19. Once the decision has been made to make a CI the subject of an AR action is to be taken in 
accordance with the action taken in respect of WOs and SNCOs (ATC) and detailed in paras 20 – 26 of 
PI No 309. 
 
Action by HQ AC 
 
20. On receipt of the AR from the Rgnl Comdt or other Superior Officer, HQ RAFAC (SO3 Pers Mgt) 
will review the case and seek, where appropriate, specialist comments from the relevant Branches and 
the RLO.  Any supplementary correspondence – less legal advice – that the disposal authority will 
consider should be disclosed to the subject, and the subject given an additional 14 days to respond.   
 
21. Subject’s Right to Make a Further Statement.  It is mandatory to invite the subject to make a 
further statement immediately if, at any stage, a more severe level of disposal than that initially made 
and communicated to the subject is recommended by HQ RAFAC (SO3 Pers Mgt).  In such cases, the 
CO is to ensure that the subject has a copy of the original report and a written summary of the reasons 
for the recommendation for increased sanctions in order for him to make any further statement.  The 
summary is to include any factors not included in the original report, or any new interpretations of 
circumstances contained in the original report, which have led to reconsideration of the disposal 
recommendation.  
 
22. Avoidance of Condonation.  Where an AR by the originating officer and statement by the 
subject of the report reveals differences, HQ RAFAC (SO3 Pers Mgt) is to endeavour to resolve such 
differences prior to the AR being considered by the Comdt RAFAC.  SO3 Pers Mgt may find it necessary 
to interview the subject of the report in order to resolve any differences.  If he does so he must avoid 
making any oral comment or written statement to the subject which could be interpreted as condonation, 
and is to emphasise that the decision in the case rests with the disposal authority. 
 
23. Once any comments from the subject have been received SO3 Pers Mgt should submit the AR to 
the Comdt RAFAC together with his advice and outlining at the same time the options available to the 
Comdt RAFAC.  This advice will also include a guide for Deciding Officers (Annex D to PI 409). 
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Action by Final Disposal Authority 
 
24. The final and specific disposal action will be decided by the Comdt RAFAC who must take into 
account the content of the AR and the subject’s complete personal record.  The final disposal authority 
should ensure that he deals with the individual in a proportionate manner, taking into account previous 
precedents in order to ensure parity of treatment with others who have also been subject to an AR.  
When the DA has decided on the appropriate course of action, he is to notify HQ RAFAC (SO3 Pers 
Mgt).   
 
25. The Comdt is to review the case in conjunction with legal advice and that of SO3 Pers Mgt and 
make a decision on disposal. The DA is to ensure that the subject of an AR is formally advised of the 
decision and take any necessary closure actions required.   
 
Annexes: 
 
A. Staffing of Administrative Report 
B. Command Chain for Staffing Administrative Reports – Civilian Instructors. 
C. Definition of Minor Offences under the Road Traffic Acts. 
D. Guidance for Deciding Officers (DO’s). 
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            ANNEX A TO 
            ACP 20 
            PI 409 
 

STAFFING OF ADMINISTRATIVE REPORT 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Events investigated  

Case discussed with HQ RAFAC 
(Pers) 

 

Admin action confirmed and Draft AR raised and 
forwarded to HQ RAFAC (Pers) for checking 

AR returned to 
Wg/VGS/AEF/CCF 

Report signed by originator and disclosed 
to subject to complete Para 9/10.  Assisting 

Officer nominated  

Para 11 completed and AR forwarded to 
appropriate Snr Cdr in Command Chain. 

Snr Cdr considers case and discusses it with 
HQ RAFAC (Pers) as necessary  

Can the case be disposed of below 
HQ RAFAC level? 

Yes No 

Snr Cdr makes comment and 
recommendation and forwards 

AR to HQ RAFAC (Pers) for 
consideration by Comdt 

RAFAC 

Snr Cdr makes decision.  
Interview offered to subject 

 

HQ RAFAC (Pers) discloses any 
supplementary information to 
subject allowing 14 days for a 

response 

HQ RAFAC (Pers) submits to Comdt 
RAFAC 

Comdt RAFAC disposes of the case. 
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            ANNEX B TO 
      ACP20  
            PI 409 

 
 

COMMAND CHAIN FOR STAFFING ADMINISTRATIVE REPORTS – 
CIVILIAN INSTRUCTORS 

 
 
Unit   Completion    Paras 9/10 Para 11  Para 12  
   to Para 8 
 
CIs on sqns  OC Wg/WgExO Subject OC Wg/WgExO Rgnl Comdt 
 
CIs on AEFs  AEF Cdr  Subject 6FTS/UAS Sqn Ldr COS RAFAC 
 
CIs CCFs  Cont Cdr  Subject Wg Cdr CCF  COS RAFAC 
 
CGIs   OC VGS  Subject OC Wg/WgExO Rgnl Comdt 
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            ANNEX C TO 
            ACP 20 
            PI 409 
 
DEFINITION OF MINOR OFFENCES UNDER THE ROAD TRAFFIC ACTS 
 
1. AP 1919 Chap 3 requires any CFAV who is charged with an offence before a civil court, to report 
the matter forthwith to his or her CO.  This requirement does not apply when the civil offence charged is 
a minor offence under the Road Traffic Acts (RTA) and the individual was not on duty at the time at 
which the alleged offence was committed. 
 
2. For the guidance of all concerned, the following offences in the UK under the RTA are to be 
regarded as minor offences for the purposes of AP 1919 Chap 3. 
 

a. Learner Driver Offences: 

(1) Unsupervised in a motor vehicle. 

 
(2) Motor cyclist with unqualified passenger. 
 
(3) Not displaying ‘L’ plates. 

 
b. Parking offences. 

c. Speeding. 
 
d. Failing to comply with road traffic signs, traffic lights, or a double while line. 
 
e. Pedestrian and School crossing offences. 
 
f. Breaches of the Construction and Use Regulations, eg driving with a vehicle defect such 
as lighting, exhaust system, windscreen washers/wipers, and insufficient tyre tread. 
 
g. Driving or parking without lights. 
 
h. Driving without a test certificate or exercise licence. 
 
i. Failing to produce documents. 
 
j. Driving a motor cycle or moped without a crash helmet. 
 
k. Motorway offences of walking on the motorway or stopping on the hard shoulder. 
 
l. Failing to comply with seat belt regulations. 

 
3. However, if any CFAV is charged on a single occasion with more than one of the above offences, 
the matter is not to be regarded as a “minor offence”, and the alleged offences are to be reported to the 
CO. 
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            ANNEX D TO 
            ACP 20 
            PI 409 
 
GUIDANCE FOR DECIDING OFFICERS (DOs) 

1. The procedures for the raising of an Administrative Report (AR) on a WO/SNCO (ATC) are laid 
down in PI 306.  Whether or not to accept the recommendations contained within an AR is a matter 
entirely for the DO whose discretion is unfettered (provided legal advice does indicate that any of the 
options would be illegal).  The DO has to decide whether or not the contents of the AR justify the 
recommendations and that they are fair and proportionate to the reported circumstances.  In deciding, 
the DO must consider the principles of administrative law and natural justice in arriving at his 
decision.  Accordingly he should comply with 3 principles as follows: 

a. His decision must lie within his powers. 
 
b. The case must adhere to RAFAC procedures and regulations. 
 
c. His decision must be rational ie. within the range of decisions that a properly directed 
authority could reasonably arrive at, based on the information before him. 

2. HQAC Personnel Advice.  HQAC Pers staff will advise on the recommendations contained in all 
ARs raised, based on precedent, proportionality and parity and as to whether or not the 
recommendations conform with regulations and are in accordance with standard policy 
guidelines.  Where implementation of the recommendations is not debarred but is not in line with 
precedent, proportionality or parity, this will be highlighted to the DO and other options provided.  Where 
necessary, HQAC Pers Staff will take legal advice and seek additional specialist advice which will be 
included with the advice provided to the DO. 

3. Legal Advice.  The DO should be aware that any legal advice provided in respect of the AR is 
subject to legal privilege and, therefore, is not to be disclosed.  Nevertheless, the DO may draw on the 
advice when reaching the decision. 

4. Disclosure.  Before any decision is made, the DO must be content that all relevant information 
has been disclosed to the Subject.  Such disclosure must not include legal advice or personal data not 
necessary for the purposes of the investigation of the AR.  

5. Cases Involving a Recommendation for Dismissal.  In cases where the recommendation 
involves the potential dismissal of an individual from the RAFAC, the individual must be offered the 
opportunity to provide a statement on the recommendation and put their case forward to the DO. 

6. Decision.  When deciding on a case, the DO is to weigh up the evidence using the civil standard 
of proof – ‘the balance of probabilities’ – and not the criminal standard of proof, which requires that a 
case is proven ‘beyond reasonable doubt’.  The civil standard requires a degree of probability 
appropriate to the issues to be decided in the particular case.  Some issues might be decided on the 
simple balance of probabilities.  On the other hand, more serious issues such as a decision to terminate 
service, require a higher degree of probability that the events alleged did take place.  Once the DO has 
reviewed all of the evidence and advice presented to him, he should decide whether or not the 
circumstances of the case, as presented, justify whether the recommended course of action/sanction is 
fair and proportionate.  Should the DO feel that the recommendations are not fair and proportionate, then 
he should direct that an alternative sanction be administered.  If he directs a higher level of sanction, 
then the case is to be returned to the originator and the new sanction disclosed to the subject for further 
comment.  If the AR presented to the DO does not stand alone and he considers that the AR is not 
justified, he should reject the report and direct that there be no administrative sanction. 
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AIR CADET PERSONNEL REGULATIONS 

PERSONNEL INSTRUCTION No 410 
 

REDRESS OF INDIVIDUAL GRIEVANCES: CIs 
AIR CADET ORGANISATION COMPLAINTS 

 
References: 
 
A. ACP 20 PI No 104. 
B. ACP 20 PI No 310. 
C. ACP 20 PI No 210. 
D. JSP 831. 
E. JSP 763. 
 
Introduction 
 
1. In this Instruction, unless otherwise stated, the term Civilian Instructor (CI) applies equally to 
Civilian Gliding Instructor (CGI).  CIs, including former CIs, who think they have been wronged in any 
matter relating to their RAFAC service may make an RAFAC Complaint.  RAFAC Complaints can only 
be made by individuals and there is no procedure for group complaints.   
 
2. Arrangements for dealing with complaints by CIs of discrimination, harassment and bullying are 
contained in PI 104 Annex C.  
 
3. The intent is that complaints are dealt with at the lowest level possible and resolution achieved 
quickly and, where possible, informally.  Every effort should be made, where appropriate, to resolve a 
complaint informally, but the making of an RAFAC complaint in accordance with this PI is a right within 
RAFAC regulations and a person who is in the process of seeking an informal resolution should be 
aware that they have the right to submit an RAFAC complaint at any time within the time limits.  The 
difference between an RAFAC complaint and an informal complaint is explained below and in Reference 
B and Annex A to Reference B.    
 
Key Features of RAFAC Complaints Process 
 
4. The key features of the RAFAC complaints process for CIs is the same as for WO/SNCOs (ATC) 
and can be found in PI 310.  However, in respect of CGIs, the Superior Officer at Level 2 will usually be 
OC 2FTS and Comdt RAFAC for Level 3.  The corresponding levels for CIs on AEFs will be OC AEF at 
Level 2 and Comdt RAFAC for Level 3.  On CCF (RAF)s the command chain will be: 
 
 Level 1: Contingent Cdr 
 Level 2: Wg Cdr CCF 
 Level 3: Comdt RAFAC  
 
The appropriate action as detailed in PI 310 should be taken at Levels 1 and 2. 
 
Submitting an RAFAC Complaint 
 
5. RAFAC complaints by CIs are to be submitted in the same manner as for WO/SNCOs (ATC) and 
as outlined in PI 310 but bearing in mind the chain of command detailed in para 4 above.  Guidance on 
completion of the RAFAC Complaints Form can be found in Annex B to Reference B. 
 
Principles 
 
6. The principles for handling complaints by CIs are the same as for WO/SNCO(ATC) as defined in 
PI 310. 
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Allegations by Third Parties 
 
7. Allegations may be made by a third party, such as a family member, guardian or friend, about the 
treatment of a current or former CI because, for example, that person may be reluctant to make a 
complaint themselves.  If making a verbal allegation, third parties should be encouraged to state the 
allegation in writing.  Allegations may be made by a third party to the subject’s current or former CO. 
 
8. These allegations are not Service Complaints. 
 
9. The disclosure of any information to a third party may require the consent of the person(s) in 
question.  Advice on Freedom of Information Rights legislation should be sought from legal branches, 
through HQAC(SO3 Pers Mgt) prior to the release of any information to a third party. 
 
Discrimination, Harassment or Bullying Complaints 
 
10. If an RAFAC complaint involves discrimination, harassment or bullying the complainant must give 
details in the statement of complaint as to why they believe that the complaint falls into these categories.  
Immediately on receipt of an RAFAC complaint alleging discrimination, harassment or bullying a CO is to 
contact HQ RAF Air Cadets (SO2 Pers) for advice.  In such circumstances, investigative procedures are 
likely to be initiated which mirror those for RAFVR(T) officers in PI 210 and JSPs 831 and 763. 
 
Redress which cannot be granted.   
 
11. There are some redresses which cannot be granted by any authority in the chain of command.  
For example, a complainant who feels that he has been wronged in a criminal matter may ask that 
disciplinary action be taken against another person but the RAFAC does not have the power to order 
disciplinary action under the redress system as this is a legal process.  Additionally, some redresses, 
such as an apology from an individual who has wronged a complainant, may be reasonably sought but 
cannot be ordered by the chain of command.  The complainant should be advised if they have asked for 
a redress that cannot be granted.  However, that fact in itself should not prevent the complaint being 
investigated and another appropriate redress granted. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 412 
 

SUPERNUMERARY GLIDING INSTRUCTORS 
 

Reference: 
 
A. AP1919. 
 
INTRODUCTION 
 
1. Officers, WO/SNCOs (ATC) and Civilian Instructors appointed to RAFAC units who are accepted 
for gliding instructor duties will be appointed by HQ RAFAC as supernumerary gliding instructors.  They 
will not be appointed as civilian gliding instructors. 
 
2. The number of supernumerary gliding instructors appointed to a VGS will not normally exceed 
the number of aircraft allocated to it. 
 
MEDICAL FITNESS 
 
3. Application for appointment as a supernumerary gliding instructor may be made after a 
successful medical examination in accordance with Reference A, Chapter 6. 
  
APPLICATION FOR APPOINTMENT 
 
4. Application for appointment as a supernumerary gliding instructor is to be made on Pers Form 1-
11.  On completion of Part 1 the application is to be circulated for action before being forwarded to HQ 
RAFAC by the CO of the VGS. 
 
APPOINTMENT 
 
5. A CFAV appointed as a supernumerary gliding instructor will be on probation until he has 
obtained a "G1" instructor category. 
 
ELIGIBILITY FOR REMUNERATION, DAILY EXPENSES AND TRAVEL ALLOWANCE 
 
6. When authorised to attend continuous gliding courses a supernumerary gliding instructor may 
receive remuneration, subject to the normal rules, in his SUBSTANTIVE rank, within his overall 28 days 
annual entitlement,.  When qualified he is also eligible, within the entitlement of the number authorised, 
to claim travelling and allowance expenses on any one day of attendance at the gliding Squadron in 
accordance with Reference A, Chapters 10 and 12. 
 
RAF FORMS 2970 and 2980 
 
7. RAF Forms 2970 and 2980 raised in respect of a supernumerary gliding instructor are to indicate 
the officer's or instructors SUBSTANTIVE rank.  Forms 2980 are to be signed by the CO of the VGS and 
forwarded to the applicant's Wing HQ for onward transmission to HQ RAF Air Cadets. 
 
RESIGNATION 
 
8. A supernumerary gliding instructor who resigns from their primary role will automatically have his 
VGS appointment terminated.  In such circumstances he may be eligible to apply to be appointed as a 
civilian gliding instructor in accordance with PI No 401. 
 
9. A supernumerary gliding instructor wishing to resign his gliding appointment is to notify the CO of 
the VGS who is, in turn, to notify HQ RAF Air Cadets (P2) in writing.  HQ RAF Air Cadets will notify the 
appropriate Regional/Wing HQ/CCF Contingent and CGS. 
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TRANSFER TO ANOTHER VGS 
 
10. A supernumerary gliding instructor who changes his primary appointment but wishes to continue 
gliding, is to apply to be re-appointed to his original or new VGS in accordance with para 4 of this 
Instruction. 
 
TERMINATION OF APPOINTMENT 
 
11. Should a supernumerary gliding instructor's gliding duties conflict with his primary duties, the 
supernumerary's superior officer can request HQ RAF Air Cadets to suspend or terminate the 
supernumerary appointment. 
 
12. The CO of a VGS may terminate the appointment of a supernumerary gliding instructor on 
probation at any time and on his own authority.  A CO wishing to terminate the appointment of a 
supernumerary gliding instructor who has completed his probationary period (see para 5) is to raise a 
written report giving his reasons in full why he considers the supernumerary appointment should be 
terminated.  The supernumerary gliding instructor being reported upon is to be shown the report and 
informed that he may make a written statement with regard to it.  If he does not wish to make a 
statement, the CO is to record the fact in his report.  When this action has been taken, the report, 
together with the supernumerary gliding instructor's statement, if made, is to be forwarded to HQ RAF Air 
Cadets. 
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AIR CADET PERSONNEL REGULATIONS 

 
PERSONNEL INSTRUCTION NO 501 

 
TERMS OF ENROLMENT/APPOINTMENT AND CONDITIONS OF MEMBERSHIP FOR  

AIR TRAINING CORPS CADETS 
 

INTRODUCTION 
 
1. This instruction outlines the detailed terms of enrolment/appointment and conditions of 
membership for Air Training Corps (ATC) cadets and amplifies the information published in AP 1919 
(Regulations for the Air Training Corps), Chapter 4, and JSP 814 (Policy and Regulations for MOD 
Sponsored Cadet Forces).  The ATC is a national uniformed youth organisation sponsored by the 
Ministry of Defence and the Royal Air Force, with uniform being worn in accordance with current 
regulations. 
 
TERMS OF SERVICE 
 
2. The ATC promotes equal opportunities and cadet membership is open to all young people 
regardless of gender, nationality, ethnic origin or religion. A young person who is over 12 years of 
age becomes eligible to join the Air Cadet Organisation from the start of school year 8 in England 
and Wales and Year 9 in Northern Ireland.  In Scotland, due to the differing school years, a pupil will 
become eligible to join the ATC from 1 Mar in Year S1.  In addition any young person becomes 
eligible to join when they reach 13 years of age regardless of their school year. A person can not 
normally join after their 17th birthday. In exceptional circumstances, a cadet over the age of 17 who 
has resigned from the ATC may apply to re-join; however, reinstatement is subject to the Regional 
Commandant’s approval. ATC cadet service will cease on the cadet’s 20th birthday.  
 
3. Staff Cadets.  Cadets aged 18 and 19 are known as “Staff Cadets” and wear an epaulette 
inscribed with “Staff Cadet” and their NCO rank badge, as appropriate.  However, for continued 
service beyond their 18th birthday cadets must meet the following criteria: 

 
a.  Pass the Adult Volunteer Induction Package (AVIP) including the Staff Cadet Module. 
 
b. Obtained a valid enhanced DBS check in accordance with ACP 4, Chapter 8. 
 
c.  Achieved the Leading Cadet classification. 
 
d. Completed a Staff Cadet Service Agreement. (copy at Annex D ) 
 
e.  Possess a specific skill that adds value to the ATC, such as: 

 
(1)  Flying and gliding; VGS Staff Cadet, AEF Staff Cadet, GS (solo), Flying 
Scholarship, Pilot Navigation Scholarship, Gliding Instructor. 
 
(2)  Shooting; any training or supervisory qualifications. 
 
(3)  Adventure training; any recognised instructional or supervisory qualifications. 
 
(4)  Ground training; qualifications or skills in first aid, food handling, radio 
communications, BTEC in Aviation Studies or Public Services, musical instruments, 
leadership, information technology. 
 
(5)  Sport; qualifications in coaching a specific sport or a Community Sports 
Leader’s qualification. 
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(6) Any other significant qualification that will be of value to a Squadron. 
 
4. Appointment of Staff Cadets.  At any point in the six months prior to reaching their 18th 
birthday a cadet may apply through their Sqn CO for an extension of service to their 20th birthday.  In 
all cases the Sqn CO is to complete Pers Form 5-01 (Application for an Extension of ATC Cadet 
Service over 18 Years of Age) and submit it to Wg HQ.  The form requires details of how and when 
the pre-requisite criteria (at paragraph 3 above) have been met.  The Sqn CO is to state whether the 
cadet is recommended for appointment as a staff cadet or not.  A WSO is to recommend to the OC 
Wg whether or not an extension of service as a staff cadet should be granted.  The OC Wg will 
review the application and approve the appointment as a staff cadet, or not, as appropriate. If at any 
stage in the process a previous recommendation is reversed then the reason is to be given in the 
appropriate ‘Comments’ section.  The Pers Form 5-01 may be disclosed to the cadet’s parents or 
carers under the Data Protection Act or Freedom of Information Act. 
 

a. DBS Checks for Staff Cadets.  Cadets who have not received a DBS clearance 
before their 18th birthday are to be suspended, without prejudice, from all RAFAC activities 
until a clearance is received. 

 
ROLES AND RESPONSIBILITIES OF  STAFF CADETS 
 
5.  Staff cadets should be given as much supervisory and organisational responsibility as their 
rank, individual ability, experience, qualifications and personal qualities allow.  They can undertake 
any activity that a young CI can undertake including, within all existing regulations, leading activities 
and taking sole responsibility for younger cadets without the need for another CFAV to be present. 
This is only constrained by the following limitations: 

 
a. The Sqn CO is required to certify that the Staff Cadet has the personal qualities and 
maturity to fill the role and assume the responsibility. 
 
b. The Staff Cadet must agree, and not be forced, to take on the role and assume the 
responsibility. 
 
c. Staff Cadets cannot take sole responsibility for younger cadets overnight at camps or 
in accommodation. They can support the supervision of cadets overnight at camps or in 
accommodation but at least one adult volunteer must be present overnight at all times. 
 
d. Staff Cadets cannot run a parade night in the absence of any other member of adult 
staff. 

 
6. Staff cadets, except when undertaking supervisory duties, should, where possible, be 
accommodated in alternative accommodation to younger cadets.  Where available, this may be in 
junior ranks accommodation, including transit accommodation. 
 
CADETS WITH SPECIFIC LEARNING DIFFICULTIES, DISABILITIES AND/OR CHRONIC 
CONDITIONS 
 
7. It is the policy of the RAF Air Cadets (RAFAC)6 to accept as cadets those with specific 
learning difficulties (see ACP 29 (A General Information and Support Guide to Specific Learning 
Difficulties)), disabilities and chronic conditions, within the bounds of safety to themselves and others.  
CFAVs are not able to provide special supervision of young people requiring constant care and, 
therefore, parents/carers will be responsible for providing additional carers if required. 
 
8. Whilst encouraging the maximum participation possible of young people with special needs 
and chronic conditions in RAFAC activities, it is recognised that the acceptance of individual cadets 
must be at Sqn CO’s discretion, depending upon the facilities and staff available in squadrons, as 

                                                 
6  In accordance with the Disability Discrimination Act 2005 (as amended by the Equality Act 2010). 
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well as an individual applicant’s particular needs or conditions.  It is emphasised that the RAFAC has 
general legal liabilities under the headings of criminal law, duty of care (to CFAVs, cadets and the 
public), child protection and health and safety.  However, the RAFAC has no legal liability or 
obligation to provide a particular level of support for a cadet with a specific learning difficulty, 
disability and/or chronic condition, other than in a health and safety/general duty of care context. 
 
9. Before accepting such an applicant into a squadron, the CO is to: 

 
a. Establish with the applicant’s parents/carers the boundaries of the applicant’s 
involvement in RAFAC activities and their own involvement in the cadet’s activities and 
ensure they understand both.  Discussions of this nature with parents/carers need to be 
conducted sensitively and should ideally be conducted by the Sqn CO supported by a Wing 
Staff Officer (WSO) (or OC Wing in very difficult or sensitive cases). 

 
b. Obtain a written report (at the parents’/carers’ expense where applicable) on the 
young person from the applicant’s doctor stating clearly the limits to be placed on their 
activities and any special precautions to be taken. 

 
c. Consider whether or not a formal risk assessment is required by the Regional Health 
and Safety Adviser. 

 
d. Ensure that all appropriate persons in the squadron are made fully aware of the 
circumstances of, and any treatment prescribed for, any cadets with disabilities or chronic 
conditions, and actions to be taken in an emergency. 

 
10. Before a cadet with specific learning difficulties, disabilities and/or chronic conditions attends 
any training course or activity away from their squadron, the Sqn CO is to establish that: 
 

a. The cadet is capable of meeting the requirements of the course or activity. 
 

b. The CFAV in charge of the course or activity is fully aware of the cadet’s limitations or 
circumstances and any treatment prescribed and is happy to accept them. 

 
If the Sqn CO (or subject matter expert) has doubts about the cadet’s ability to undertake the course 
or activity, a medical report is to be obtained (at parents’/carers’ expense if appropriate).  The Sqn 
CO’s (or subject matter expert’s) decision is final. 
 
CADETS WHO BECOME PREGNANT 
 
11. Health and safety considerations are paramount when dealing with pregnant cadets.  
Therefore, in the interests of the mother-to-be and/or her unborn child, pregnant cadets will only be 
permitted to continue attending RAFAC activities as long as there is no risk to the health of either. 
 
12. When pregnancy becomes known, the cadet must tell her Sqn CO.  The Sqn CO will notify 
the RAFAC HS&E Adviser and arrange for a risk assessment to be created in accordance with JSP 
375, Volume 2, Leaflet 36.  These actions will determine if any additional measures are required to 
protect the pregnant cadet and/or her unborn child during RAFAC activities.  In the interests of all 
concerned, these important control measures are likely to limit the activities in which a pregnant 
cadet may participate and must be implemented.  A cadet may resume her full cadet membership at 
the end of her pregnancy, if she wishes; however, if she returns within 6 months or is breastfeeding, 
a further risk assessment will be required.  Clearly, the situation will require to be monitored 
throughout and any changes of circumstance that may affect the risk assessment must be 
communicated to the RAFAC HS&E Adviser. 
  



 

501-4 
Version:  8.0 

 
PROMOTIONS AND APPOINTMENTS 
 
13. Promotion of cadet NCOs.  Sqn COs can promote cadets up to the rank of cadet flight 
sergeant.  For promotion to cadet corporal, a cadet should ideally have attained Leading Cadet 
classification.  For promotion to sergeant a cadet should have at least 3 months experience as a 
corporal and have attained Senior Cadet classification.  These classification attainments may be 
reduced by one stage by the Sqn CO in exceptional cases such as an urgent need to fill an 
establishment vacancy or a deserving high quality but slow learning cadet. 
 
14. Appointment of a Cadet Warrant Officer (CWO).  The Sqn CO is to initiate 
recommendations for promotion to the rank of CWO to Wing HQ in accordance with PI 503, using 
Pers Form 5-03.  Cadets must be aged 18 years or over and appointments may only be made to fill 
establishment vacancies.  On approval a Certificate of Appointment will be issued by the Rgnl 
Comdt. 
 
GENERAL INSTRUCTIONS 
 
15. Duty to report arrest, police/social services investigation, court proceedings or any 
other child protection concern.  Any cadet who is arrested, issued with a warrant for arrest, is 
under investigation by the police or social services or who is officially informed that a charge is to be 
preferred against them, is convicted of a criminal offence or receives a police caution, warning, 
reprimand or fixed penalty notice, or is the subject of any child protection concern (eg by a 
professional body, primary employer or educational establishment), is to report the circumstances to 
their Sqn CO at the earliest opportunity.  Reports are to be passed, through the chain of command, to 
HQ RAF Air Cadets (SO3 Safeguarding) and such action may lead to suspension of the cadet from 
RAFAC activities and ultimately to dismissal for serious misconduct.  Suspension in such 
circumstances is a neutral act, without prejudice, and is not an administrative nor disciplinary 
sanction nor an indication of guilt, but ensures that no situation can arise that may cause further 
concern and allows a period of time where further information may be received and, if appropriate, to 
allow the statutory authority (typically the police or social services) to carry out their duties. 
 
16. Acquaintance with orders.  Cadets should acquaint themselves with all orders and 
instructions issued for their observance (eg the ATC Cadet Code of Conduct at Annex A); they are 
also to conform to the established customs and practices of the Corps.  Once appointed, staff cadets 
are to adhere to the provisions of ACP 4. 
 
17. Discipline.  Maintenance of discipline is the responsibility of all CFAVs and senior cadets, the 
latter under the immediate supervision of CFAVs. 
 
18. Administrative action and sanctions/penalties against cadets.  The following 
administrative action and sanctions/penalties are available to Region, Wing and Sqn management 
against cadets who have contravened the ATC Cadet Code of Conduct, or committed a criminal 
offence, although not necessarily in the order stated.  In all cases, Sqn COs, WSOs or OCs Wgs 
should consider what is the most appropriate and proportionate response to a breach of the Code 
and take action accordingly.  Advice should be sought from HQ RAF Air Cadets (SO3 Safeguarding), 
through the Wg Ex O, where there is doubt regarding the most appropriate and proportionate 
response: 
 

a. Counselling. 
 

b. Verbal warning. 
 

c. Written warning. 
 
d. NCOs – reduction in rank. 
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e. Suspension from RAFAC activities for a set period of time. 
 
f. Dismissal for serious misconduct (recommended by OC Wing and approved by the 
Regional Commandant) – see paragraph 24e below.  All recommendations for dismissal are 
to be staffed by the Wg Ex O to HQ RAF Air Cadets (SO3 Safeguarding) for specialist advice 
(and the procurement of legal advice if necessary) before being submitted to the Regional 
Commandant. 

 
All administrative action/penalties/sanctions are to be fully documented for audit purposes.  Further 
details on administrative action and sanctions/penalties are at Annex B.  If it is decided to suspend a 
cadet, pending any administrative action/investigation, then formal notification should be issued in 
accordance with the template at Annex C and as Assisting Officer (AO) should be nominated 
immediately for the cadet and their parents/carers.  Terms of Reference and Guidance Notes for AOs 
can be found at ACP20 PI 115 Annex C. 
 
19. Complaints.  Complaints, disagreements and disputes should be resolved informally at the 
lowest possible level if at all possible.  A cadet who thinks him or herself wronged may report the 
matter direct to the Sqn CO.  If a cadet thinks he or she has been wronged by his or her Sqn CO the 
complaint may be reported to the OC Wg and, if still unhappy with the outcome, to the Regional 
Commandant.  The Regional Commandant is the final arbiter on all grievances raised by cadets.  
See also PI 502, for breaches of any aspect of the RAFAC’s Equality and Diversity policy. 
 
20. Cadet freedom to speak out.  Any child protection concern can be an exception to the 
normal RAFAC requirement on other issues to follow the routine chain of command.  Every member 
of the RAFAC is required by ACP 4 to report any suspicions or evidence of abuse or harm 
concerning a child whether it is within or outside the RAFAC and no-one should feel, or be made to 
feel, uncomfortable, bullied or intimidated by doing so or being coerced into not reporting them.  
Cadets should feel comfortable and free to report, at any time, any child protection concerns within or 
outside the RAFAC to any member of staff and all commanding officers are to endeavour to create a 
culture to ensure there is some means for cadets to do so.  Cadets should know to whom they should 
report concerns and also what is likely to happen as a result – they must have confidence that they 
are being listened to.  In addition to support within the sqn, contact details for the NSPCC ChildLine 
(0800-1111) (http://www.childline.org.uk/pages/default.aspx) are to be prominently displayed. 

 
21. Membership of other organisations and cadet forces.  Cadets are permitted to be members 
of more than one organisation at the same time (eg ATC, ACF, SCC, RMC, CCF(A, RN, RM or RAF) 
or University Air Squadron).  Cadets cannot be members of more than one ATC sqn at the same 
time.  However, cadets can hold concurrent dual membership of an ATC Sqn and a CCF (RAF) 
section.  Cadets may also serve in a supplementary capacity on a Voluntary Gliding Squadron (VGS) 
at the same time as being members of an ATC squadron or CCF contingent. Membership of more 
than one organisation is only allowed where the commanding officers of the units are aware, agree 
and that this is not at the expense of young people on a waiting list. 
 
22. Transfer from another cadet force.  Cadets may transfer to the ATC from another cadet 
force with the agreement of the appropriate Sqn CO.  The Sqn CO is to assess the cadet’s 
capabilities, taking into account age, bearing, experience and training in the other cadet force and 
judge at which stage of training it will be appropriate for the cadet to begin in the ATC.  Cadets 
transferring from the CCF(RAF) should be transferred on Bader and given full credit for passing Part 
1 (First Class) and/or Part 2 (Leading Cadet) qualifications.  Wg HQ is to be notified of the details so 
that the requisite classification may be authorised. 
 
23. Transfer of cadets between air cadet units  A cadet is to be encouraged to transfer to 
another squadron (or to a CCF(RAF) Section) if there is any change of residence, school or 
employment or the squadron is disbanded.  The cadet is also to be assisted if wishing to transfer for 
any other good reason.  If a cadet is transferred to another unit, consent forms must be transferred to 
the new unit. 
 

http://www.childline.org.uk/pages/default.aspx
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24. Circumstances in which individuals cease to be cadet members of the ATC.  An 
individual will cease to be a cadet member of the ATC in any of the following circumstances: 
 

a. At his or her own request. 
 
b. On reaching the age of either 18 or 20, depending on whether the application for an 
extension of service has been granted in the former case, in accordance with paragraph 2 
above. 
 
c. When joining the Armed Forces, or their Reserves or Auxiliaries. 
 
d. If he or she has not attended a parade for 2 months, unless there are extenuating 
circumstances, eg suspension without prejudice. (see para 26 below) 
 
e. On being dismissed for serious misconduct.  A Sqn CO or Wg Ex O may recommend 
the dismissal of a cadet for serious misconduct (using Pers Form 5-02).  Recommendations for 
dismissal in respect of cadets under the age of 18 must include confirmation that the cadet’s 
parents or carers have been informed in writing of the reasons for potential dismissal and given 
the opportunity to refute any allegations.  A cadet aged 18 and over who is recommended for 
dismissal is to be given the opportunity to respond to the recommendation in writing before 
submission to the Regional Commandant.  On such dismissals, the Record of Service book is 
to be withdrawn and forwarded to Wg HQ for retention.  When a cadet is a member of both an 
ATC squadron and a VGS, all relevant information is to be shared with both units. 

 
25. Lord Lieutenant’s cadets.  Cadets may be selected as Lord Lieutenant’s Cadets under 
arrangements detailed by the area RFCA and the appropriate Regional Commandant but must be 
able to complete their term of appointment before reaching the age of 20. 
 
26. Attendance.  The RAFAC mandates that all Sqns are to offer its cadets a minimum 4 month 
leave of absence in the period immediately prior to GCSE and A-Level exams, during which time the 
cadet has to attend a minimum of one parade night per month. 
 
TRAINING 
 
27. Ground training.  ATC ground training consists of a wide range of theoretical and practical 
activities which are to follow the authorised ATC Syllabus of Training laid down by HQ RAF Air 
Cadets in various ACTOs and is to be carried out in accordance with these orders. 
 
28. Flying training.  The general regulations governing the provision of flying for ATC cadets and 
cadets of RAF Sections of the CCF are to be found in ACTOs. 
 
29. The Duke of Edinburgh’s Award.  The ATC is an Operating Authority of the Duke of 
Edinburgh’s Award Scheme.  Cadets are to be given every encouragement to participate. 
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Managing Cadet Exam Leave 
 
30. The GCSE and A-Level examinations are a critical step in a young person’s education. 
Balancing the pressure of academic work with attendance at air cadets in the months that lead up to 
the GCSEs and A-Levels has been identified as one of the main reasons cadets leave at this point in 
their lives. Consequently, the RAFAC mandates that all Sqns are to offer its cadets a minimum 4 
month leave of absence in the period immediately prior to GCSE and A-Level exams. If the cadet 
chooses to take this option he/she cadet has to attend a minimum of one parade night per month. For 
the cadet this is an option they can chose or not. Cadets must inform Sqn COs of their intentions in 
advance.  
 
31. This leave period is to in no way affect the cadet’s opportunity to be both promoted and 
afforded other opportunities such as flying, gliding, shooting and camps.  Acknowledging that Sqns 
vary in size and level of adult support, the RAFAC strongly recommends that, in addition, each OC 
considers adopting the following practices: 
 

a. Offer a managed leave of absence on a case by case basis, providing the mandated 
requirement detailed above is offered to the cadet. 
 
b. Offer ‘Study Periods’ at the cadet centre. 
 
c. Realign the training programme to de-conflict ATC academic subjects with the main 
exam months. 
 
d. Social night to congratulate cadets on completing their exams and to reintegrate them 
into the Sqn. 
 
e. Produce a return programme focused on leadership identifying courses now available 
to the cadet i.e. Gold DofE, MOI course, FA Course, Range Coaching Course etc. 

 
Annexes: 
 
A. ATC Cadet Code of Conduct. 
B. A Guide to Commanding Officers on Managing Behaviour and Maintaining Discipline 
Amongst Cadets. 
C. Template Suspension Letter for Cadets. 
D. Copy of the Staff Cadet Service Agreement (Pers Form 5-01A). 
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           ANNEX A TO 
           ACP 20 
           PI NO 501 
 
 

AIR TRAINING CORPS (ATC) CADET CODE OF CONDUCT 
 

 
This Code of Conduct has been developed in conjunction with RAF Air Cadets (RAFAC) 
safeguarding, child protection and complaints policies and procedures.  It should be read and used 
in conjunction with said RAFAC policies and procedures. 
 
 
DEFINITION 
 
1. For the purpose of this Code of Conduct, an ATC cadet is a person under 20 years of age 
involved in air cadet activities, whether or not a formally appointed member of the ATC (eg a junior 
cadet). 
 
INTRODUCTION/STATEMENT OF INTENT 
 
2. The RAFAC is committed to safeguarding all children and young people in its care.  The 
aim of this Code of Conduct is to ensure that all cadets within the ATC are fully committed to 
making the RAFAC free from discrimination, violence, bullying, aggression, abusive behaviour and 
language and observing certain general principles of conduct when involved in air cadet activities.  
Parents/ carers/guardians should note that the RAFAC does not act in loco parentis for cadets 
under the age of 18 and parental responsibility remains with cadets’ parents, guardian or carers in 
accordance with Section 2 of the Children Act 1989 (England and Wales), Section 106 of the 
Children (Scotland) Act 1995 and Sections 5-7 of The Children (Northern Ireland) Order 1995.  The 
only exception to this is in the event of a cadet requiring very urgent medical treatment, including 
any emergency operation, when parents, guardians or carers are unable to physically give consent 
and they have delegated this responsibility at Section 4 of RAF Form 3822 (Air Training Corps 
Consent Certificate) or on TG Forms 21, 22 and 23. 
 
3. This Code of Conduct is aimed at all cadets within the ATC, in order to provide a clear 
understanding of the standard of behaviour expected of them during their involvement with the 
ATC.  It will not only safeguard cadets but also Cadet Force Adult Volunteers (CFAVs) in a position 
of trust.  Parents/carers of cadets under the age of 18 should also be invited to read this Code of 
Conduct so they are aware of the rules with which their child agrees to abide by when joining the 
ATC. 
 
ATC CADET CODE OF CONDUCT  
 
4. Upon becoming a member of the ATC all cadets are committing themselves to following this 
Code of Conduct and all cadets are required to: 
 

a. Set an example they would wish others to follow and treat everyone with equal 
respect and dignity. 
 
b. Respect and be sensitive to individuals’ beliefs, faiths and religions. 
 
c. Respect each others’ rights to privacy. 
 
d. Not make fun of anyone else because of their colour, race, religion, abilities or 
disabilities. 
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e. Keep others informed of where they are and what they are doing whilst engaged on 
RAFAC activities. 
 
f. Attend squadron parade nights at the specified times on a regular basis, unless 
leave of absence has been previously authorised by the Sqn CO. 
 
g. Not leave an air cadet activity without permission from an adult member of staff. 
 
h. Abide by all air cadet orders when undergoing air cadet activities. 
 
I, Work as part of a team. 
 
j. Listen to fellow cadets and adult members of staff. 
 
k. Report any concerns they have about the way a fellow cadet is being treated either 
during an air cadet activity or at home, to an appropriate adult member of staff. 
 
l. Show understanding and sensitivity to others. 

 
m. Any cadet who is arrested, issued with a warrant for arrest, is under investigation by 
the police or social services or who is officially informed that a charge is to be preferred 
against them, is convicted of a criminal offence or receives a police caution, warning, 
reprimand or fixed penalty notice, or is the subject of any child protection concern (eg by a 
professional body, primary employer or educational establishment), is to report the 
circumstances to their Sqn CO at the earliest opportunity. 
 

5. During their time in the ATC, cadets must never: 
 

a. Bully fellow cadets or adult members of staff. 
 
b. Enter into a personal relationship with an adult member of staff or a Staff Cadet. 
 
c. Permit or accept abusive or discriminatory behaviour or peer-led activities (eg 
initiation ceremonies, bullying, taunting or abusive/indecent/obscene text, emails and social 
networking forum postings). 
 
d. Engage in inappropriate behaviour or contact (eg physical, verbal, sexual, including 
horseplay). 
 
e. Allow or encourage other cadets to engage in inappropriate behaviour or contact. 
 
f. Use inappropriate, demeaning or foul language towards others, (verbal, in writing, 
by phone, texting, email or via social networking sites/forums). 
 
g. Make sexually suggestive comments (verbal, in writing, by phone, texting, e-mail or 
via social networking sites/forums). 
 
h. Consume alcohol or misuse drugs or other substances when undertaking RAFAC 
activities. 
 
i. Attend any RAFAC building, establishment or activity whilst under the influence of 
alcohol, drugs or other substances. 
 
j. Smoke in public whilst in uniform (includes e-cigarettes). 
 
k. Undermine or criticise others (verbal, in writing, by phone, text message, e-mail or 
via social networking sites/forums). 
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l. Put themselves or others in compromising or potentially dangerous situations. 
 
m. Promote their own religious or political ideals or beliefs to anyone. 
 
n. Let allegations, suspicions or concerns about abuse go unreported. 
 
o. Trivialise abuse. 

 
6. In addition to the above, cadets should be made aware of their responsibilities if they 
wish to leave squadron premises or an RAFAC activity whilst it is still ongoing. 
 

a. Cadets must inform the Sqn CO or CFAV leader explaining why they wish to leave. 
 
b. The Sqn CO or CFAV in charge of the activity should discuss with the cadet their 
reasons for wanting to leave to see if any issues need to be resolved/addressed. 
 
c. If it is agreed that the cadet still wishes to leave the activity, and the cadet is under 
the age of 18, the Sqn CO or CFAV in charge of the activity should make contact with the 
parents/carers/guardians of the cadet to make arrangements for their journey home (ie the 
parent/carer/guardian to collect their child or obtain their permission for their child to make 
their own way home).  Once a cadet has left the squadron premises or activity the RAFAC 
has no responsibility for the cadet’s welfare, if these provisions have been met. 
 
d. The Sqn CO or CFAV in charge of the activity should discuss with the 
parents/carers/guardians of a cadet under the age of 18 the reasons why their child wanted 
to leave the squadron premises or activity – to see if any issues need to be 
resolved/addressed and to discuss when the cadet will next attend the squadron. 
 
e. Similarly, if a cadet under the age of 18 wishes to leave the RAFAC permanently the 
Sqn CO should contact parents/carers/guardians to discuss the reasons why they wish to 
leave and whether there is anything that can be done to encourage them to continue in the 
RAFAC. 
 
f. If the cadet still wishes to leave the RAFAC permanently the Sqn CO should 
proceed with the termination of membership documentation. 

 
RESPONSIBILITIES OF PARENTS/GUARDIANS  
 
7. In addition to the responsibilities of cadets, it is the responsibility of their 
parents/carers/guardians to ensure that the CO of their child’s squadron is informed of: 
 

a. Any special needs pertaining to their child. 
 
b. Any medical condition pertaining to their child by completing the details on the 
medical declaration section of RAF Form 3822A (Air Training Corps Consent Certificate) or 
TG Forms 21, 22 and 23, and of any changes arising in the future. 
 
c. Any medication their child may be taking – and to ensure that they have a supply if 
necessary. 
 
d. How their child will travel to and from the squadron, ie will they deliver and collect 
their child from the squadron, or will their child make their own way to and from the 
squadron? 
 
e. Any special care arrangements, ie if parents are separated who has permission to 
authorise their child’s involvement in RAFAC activities?  A court order may have to be 
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produced (if necessary, specialist legal advice may be obtained through HQ RAF Air 
Cadets (SO2 Personnel). 

 
WHAT HAPPENS IF A CADET DISREGARDS THE CODE OF CONDUCT? 
 
8. Should a cadet disregard or contravene the Code of Conduct above, administrative 
procedures and sanctions/penalties for cadets will be initiated (see Annex B). 
 
COMPLAINTS PROCEDURE 
 
9. If any cadet or their parents/carers/guardians has a complaint, they have a right to have it 
considered quickly and effectively, and to have any grievance resolved, if possible, at the earliest 
opportunity.  
 
10. The following outlines the complaints procedure and how they are handled within the 
RAFAC. 
 

a. If the complaint is about a matter within a local squadron, the Sqn CO should be 
contacted.  The Sqn CO is responsible for all activities at the squadron and organised by 
the RAFAC and complaints should normally be directed at him/her in the first instance. 
 
b. If parents/carers/guardians do not wish to discuss the matter with the Sqn CO; or if 
the CO cannot deal with their concerns; or if the complaint is more serious; or if it concerns 
general squadron management issues, then the relevant Wing Staff Officer (WSO) or OC 
Wing should be able to assist.  Contact details for local management are available from the 
Wing Headquarters.  Contact details for Wing Headquarters can be found on the RAFAC 
internet website: http://www.raf.mod.uk/aircadets  
 
c. If the complaint concerns wider RAFAC matters than those of the local squadron, 
parents/carers/guardians should contact Wing Executive Officer. 
 
d. The RAFAC expects everyone involved with the RAFAC to acknowledge receipt of 
any formal complaint within 7 working days and to aim to resolve all complaints within 30 
working days.  However, this may take longer depending on the nature of the complaint.  If 
the timescale needs to be extended, parents/carers/guardians should expect to be kept 
informed of progress on a regular basis. 
 
e. Complainants should understand that all those involved with the running of local 
squadrons are volunteers who undertake their air cadet roles in their spare time.  
Consequently, it may take time for them to give parents/carers/guardians a substantive 
reply to their concern or complaint. 
 
f. A record of all complaints made at a squadron will be maintained by the Sqn CO 
along with the outcome.  This record will be subject to audit on an annual basis by Wing 
inspecting staff. 
 
g. If parents/carers/guardians of cadets have concerns about how the original 
complaint was handled, they should contact the Regional Commandant who is the final 
arbiter with regard to cadet complaints. 

 
ANONYMOUS COMPLAINTS AND ALLEGATIONS  
 
11. Those wishing to make a complaint or allegation should identify themselves when doing so.  
Concerns raised anonymously are far less likely to lead to effective consideration of a complaint 
because they limit the opportunities to check or clarify the information on which the complaint is 
based. 
 

http://www.raf.mod.uk/aircadets
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           ANNEX B TO 
           ACP 20 
           PI NO 501 

 
A GUIDE TO COMMANDING OFFICERS ON MANAGING BEHAVIOUR AND MAINTAINING 

DISCIPLINE AMONGST CADETS 
 
INTRODUCTION 
 
1. As the uniformed youth service sponsored by the Royal Air Force, the RAFAC is a 
disciplined organisation for both cadets and Cadet Force Adult Volunteers (CFAVs) and discipline 
must therefore be maintained because: 
 

a. The outward image that is presented by the RAFAC through such activities as drill and 
ceremonial is founded upon discipline.  The ability to give and accept orders, respect for 
rank and precedence, smartness of appearance and a willingness to put one’s own 
interests to one side for the benefit of the team are important aspects of this. 
 
b. A principal aim of the Air Training Corps is to foster the spirit of adventure and develop 
qualities of leadership and good citizenship in cadets.  As responsible citizens, the 
prevention of unacceptable/disruptive behaviour and the promotion of good behaviour help 
achieve this aim. 

 
c. Many of the activities of the RAFAC such as flying, adventure training and shooting 
require an ordered approach to ensure safety but also in order to get the most out of these 
activities and enjoy them to the full. 
 
d. All adult members of staff have the potential to influence the behaviour and conduct of 
cadets.  This guide is designed to assist them in using their influence positively and 
effectively. 

 
2. This guide is intended mainly for use at squadron level.  Where incidents of unacceptable 
behaviour occur at an RAFAC activity which is not squadron led (ie, camp, training course, etc) 
then the CFAV in charge of the activity or training centre should make a written report to the CO of 
the cadet’s squadron who will deal with the matter in accordance with this guide, seeking further 
clarification from Wing HQ if necessary.  The CFAV in charge of the activity or training centre 
should not take any formal action against the cadet but may debar him or her from elements of the 
programme or elect to send the cadet home.  If the cadet is sent home then normal travel 
arrangements should be made and parents/guardians informed in advance. 
 
THE PREVENTION OF UNACCEPTABLE BEHAVIOUR 
 
3. The best way to prevent unacceptable behaviour is to reinforce good behaviour.  The 
emphasis should be on reward and incentive rather than the use of sanctions.  Rewards are 
important and help cadets to see that good behaviour is valued.  The most common reward is 
praise; a simple acknowledgement is a very powerful motivator.  CFAVs are not to assume that 
cadets automatically know how to behave whilst taking part in RAFAC activities; they will not 
always be aware of the standards of behaviour cadets display at home, at school or in any other 
parts of their life.  Neither can they be expected to fully understand all of the influences that act 
upon a child’s behaviour or development. 
 
4. It is also important to consider whether disruptive or unacceptable behaviour during an 
activity is related to the activity itself.  Young people who are not fully engaged become bored and 
distracted very easily and this can lead to a breakdown of discipline.  Clearly defined and mutually 
understood boundaries can prevent unacceptable behaviour.  The boundaries are explained 
clearly in the ATC Cadet Code of Conduct, which should be issued to cadets and 
parents/carers/guardians during induction.  It is the responsibility of staff to ensure that a mutual 
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understanding exists and that cadets feel a sense of ownership.  A suggested way of achieving this 
is set out in Appendix 2 to Annex B. 
 
INVOLVEMENT OF PARENTS/GUARDIANS 
 
5. Where the actions of a cadet are causing concern then the Sqn CO/OIC should always 
consider inviting the parents or guardians to the sqn for a discussion.  This may or may not 
coincide with administrative/disciplinary sanctions.  The Sqn CO/OIC should outline those 
concerns and try to agree a way ahead. 
 
DEALING WITH UNACCEPTABLE BEHAVIOUR 
 
6. It is important that squadron management: 
 

a. Explain unacceptable behaviour to cadets clearly and effectively. 
 
b. Demonstrate that fair, consistent and proportionate penalties will be applied to 
instances of unacceptable behaviour. 
 
c. Discuss and agree on actions to be taken by cadets, CFAVs and parents/guardians to 
avoid unacceptable behaviour re-occurring. 

 
7. ‘Unacceptable behaviour’ can be broadly defined as a breach of the Cadet Code of 
Conduct.  Such breaches can vary in their degree of seriousness and it is important that CFAVs 
apply common sense and moderation.  A mild rebuke may be all that is required.  However, 
contraventions of the Cadet Code of Conduct are never acceptable and should be dealt with firmly. 
 
8. Where incidents of unacceptable behaviour warrant only a mild and/or immediate rebuke 
this would be considered to be counselling or a verbal warning, but both should be recorded.  
Where the breach is of sufficient gravity to warrant formal action then it must be reported to the 
Sqn CO/OIC who should decide on a course of action.  Guidance is given in the following tables on 
whether such breaches are considered minor, moderate or serious and on what actions should be 
taken.  However, rarely are such instances cut and dried and the actions to be taken are subject to 
local management discretion.  If in doubt, the advice of the OC Wg, WSO or Wg Ex O should be 
sought.  All counselling and warnings (whether verbal or written), as well as any penalties imposed, 
should be recorded for an accountable audit trail. 
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Table 1 - Minor Breaches 

Minor breaches of the Code of Conduct will be dealt with by the Sqn CO.  Engage with 
parent/guardian if the cadet is under 18 years of age.  A breach may include: poor behaviour, 
absence from place of duty, creating a disturbance, minor dishonesty, smoking, use of 
inappropriate language, etc.   

First 
occurrence 

Verbal warning To be recorded. 

Repeated 
occurrence 

Verbal warning To be recorded.  May be combined with the loss 
of a privilege or not being permitted to take part in 
a squadron activity. 

Consistent 
repeated 
occurrences 

First written warning  

Further 
occurrences 

Further written warning For NCOs, consider demotion or exclusion from the 
squadron for a set period, or both. 

Inform WSO/OC Wg. 

 

Table 2 - Moderate Breaches 

Moderate breaches of the Code of Conduct will be dealt with by the Sqn CO.  Engage with 
parent/guardian if the cadet is under the age of 18.  A breach may include leaving the 
squadron without permission, minor bullying, verbal abuse, brawling (not resulting in injury), 
lying or dishonesty, disobedience of an order.  In the case of repeated occurrences the WSO 
should be consulted.   

First 
occurrence 

Verbal warning To be recorded.  May be combined with the loss 
of a privilege or not being permitted to take part 
in a squadron activity. 

Repeated 
occurrence 

First written warning 

Letter to parent/guardian 
(if under 18) 

For NCOs, consider demotion or exclusion from 
the squadron, or both. 

Initial exclusion period should be for 2 weeks but 
may be extended to one month by the CO/OIC 
depending upon the nature of the breach. 

Inform WSO/OC Wg/Wg Ex O. 

Consistent 
repeated 
occurrences 

Further written warning 

Letter to parent/guardian 
(if under 18) 

Consider further exclusion from the sqn for up to 
3 months. 

Consider dismissal in consultation with Wg Ex O 
and OC Wg. 
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Table 3 – Serious Breaches 

A serious breach of the Code of Conduct should be dealt with by the Sqn CO and WSO.  
Engage with parent/guardian if the cadet is under the age of 18.  A breach that would be 
considered serious might include vindictive and/or sustained bullying, fighting or assault 
resulting in injury, vandalism, theft, etc (but see note below).   

(NB  Where it is considered that a criminal offence has been committed then the following does 
not apply.  The matter should be reported to the police and the Wg Ex O (for onward reporting 
action through the Regional Commandant to HQ RAF Air Cadets (SO3 Safeguarding)), the 
cadet should be excluded, without prejudice, immediately and parents/guardians informed if the 
cadet is under 18 years of age.  No further action is to be taken until confirmation is received 
that the police investigation is complete.  In these circumstances, HQ RAF Air Cadets (SO3 
Safeguarding) must be informed.) 

First 
occurrence 

First written warning 

Letter to parent/guardian 
(if under 18) 

Consider demotion for NCOs or exclusion from 
the sqn or both.  Exclusion period may be for up 
to 6 months. 

May also consider recommendation for 
immediate dismissal in consultation with OC Wg 
and Wg Ex O. 

Repeated 
occurrence(s) 

Final unequivocal written 
warning 

Letter to parent/guardian 
(if under 18) 

Consider demotion for NCOs or further period of 
exclusion. 

Consider dismissal in consultation with OC Wg 
and Wg Ex O. 

 
COUNSELLING AND VERBAL WARNINGS 
 
9. Counselling and verbal warnings should be conducted in private by the Sqn CO and never in 
front of other cadets, although the cadet should be given the opportunity to have a “friend” present 
if he or she wishes.  There must also be another CFAV present, ideally of the same gender as the 
cadet.  This meeting should not be conducted in an overly-formal manner.  Cadets must not be 
overawed or intimidated by the process and their age and development should be considered.  
Cadets should be put at ease and the nature of the misdemeanour explained.  The cadet should 
be given every opportunity to explain, apologise or offer mitigating circumstances.  Open questions 
may be used to establish or clarify facts but there should be no interrogation (aggressive 
questioning), threats, tricks or coercion. 
 
10. Parents/guardians of cadets under the age of 18 should be informed in advance and invited 
to attend.  If this is declined, that fact must be recorded. 
 
WRITTEN WARNINGS 
 
11. Written warnings should: 

 
a. State clearly the nature of the misdemeanour or misbehaviour. 

 
b. In the case of repeated misbehaviour, refer to previous warnings issued. 

 
c. Detail any penalties awarded. 

 
d. State the consequences of further misbehaviour. 
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12. A copy of the written warning should be handed to the cadet in the presence of an observer.  
The content should be explained so that the cadet fully understands its implications.  The cadet is 
to sign a copy to certify that he or she has received it and this must be retained on file.  For cadets 
under the age of 18, a copy should also be posted or handed to the parents/guardians together 
with a covering letter if necessary. 
 
13. The number of warnings issued is at the discretion of the Sqn CO or WSO; however, 
repeated warnings do not work, become ineffectual and their value diminishes.  Three written 
warnings over a 2-year period should normally be the maximum before dismissal is considered.  
Example texts for written warnings are given at Appendix 1 to Annex B. 
 
PENALTIES/SANCTIONS 
 
14. General.  It is entirely appropriate for breaches of the Code of Conduct to be penalised.  The 
penalty/sanction must always be proportionate to the misdemeanour and may be in the form of 
exclusion, demotion, loss of privileges, etc.  When a cadet responds positively to disciplinary/ 
administrative action then that should always be acknowledged. 
 
15. Cadets transferring to a new squadron whilst still under warning.  As the issue of a 
penalty/sanction normally requires a cadet to improve their behaviour, there is no reason why the 
background to the imposition of the penalty/sanction cannot be shared (in confidence) with the new 
OC Squadron so that his/her behaviour can continue to be monitored whilst at the new squadron. 
 
16. Dismissal of a cadet under the age of 18.  If a cadet under the age of 18 is under 
consideration to be dismissed from the RAFAC, a meeting should be arranged with the cadet and the 
parents or guardians to inform them of this and the reasons behind it.  If they choose not to attend 
they should be informed of the decision in writing.  The decision of the Regional Commandant is final. 
 
SQUADRON ADMINISTRATIVE SANCTION RECORD (SASR) 
 
17. A brief record of all administrative action taken and any penalties or sanctions awarded 
should be recorded and retained in the SASR for a minimum of 2 years.  The SASR is to be 
examined and signed during visits by the WSO and made available to the inspecting officer during 
the annual formal inspection.  A suggested layout for the SASR is as follows: 
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Date Rank, Name & 
Initials 

Occurrence Outcome 

12 Jan 12 Cdt D R Jones Brawling  First written warning 

Letter to parents/guardians (if under 
18 years of age) 

12 Jan 12 Cdt E S Smith Brawling First Written Warning 

Letter to parents/guardians (if under 
18 years of age) 

15 Mar 12  Cdt A Allen Late on parade (3rd 
occurrence) 

2nd verbal warning 

 

1 Jun 12 CdtCpl S Saint Bringing alcohol into 
sqn. 

(2nd occurrence) 

3 months exclusion 

2nd written warning 

Letter to parents/guardians (if under 
18 years of age) 

Demoted to Cdt 

12 Jun 12 CdtSgt P Brown Serious bullying of Cdt 
T M Green 

(2nd occurrence) 

Letter to parents/guardians (if under 
18 years of age) 

Dismissed for serious misconduct 

4 Jul 12 CWO A Green Civil conviction for a 
serious sexual offence 

Dismissed for serious misconduct. 

 
Appendices: 
 
1. Example texts for written warnings. 
2. Engaging with cadets on the Code of Conduct. 
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APPENDIX 1 TO 
ANNEX B TO 
ACP 20 
PI 501 

 
EXAMPLE TEXTS FOR WRITTEN WARNINGS 

 
1. Written warnings should be produced on squadron letterhead paper and signed by the Sqn CO.  
For cadets under the age of 18, the original should be handed or posted to the parents/guardians and 
a copy retained on file. 
 
2. The following are examples only, as each case may require a different approach; however, a 
written warning must, at the very least: 

a. State clearly the nature of the misdemeanour. 

b. In the case of repeated misbehaviour, refer to previous warnings issued. 

c. Detail any penalties awarded. 

d. State the consequences of further misbehaviour. 

 
Cadet Corporal Marshall 
 
On 12 April 2012 you were once again late on parade.  This is now a regular 
occurrence; you have failed to identify a reason for your consistent lateness and you 
received a verbal warning on 21 March 2012. 
 
The Cadet Code of Conduct, requires cadets to regularly attend ATC parade nights at 
specified times.  You are clearly failing to do this.  You are therefore warned that, 
unless you show a significant improvement in your punctuality, consideration will be 
given to further administrative action, which could result in you being demoted to 
Cadet. 
 
Sqn CO 
 

 

 
Cadet Harrison (and Cadet Brown, if necessary) 
 
On 5 April 2012 you were involved in a brawl with Cadet Brown during a parade 
night.  Fighting during an RAFAC activity is a breach of the Cadet Code of Conduct, 
and is not tolerated. 
 
Consequently, you are warned that any further breach of the Cadet Code of Conduct 
will be dealt with firmly and consideration will be given to excluding you from the ATC 
for a period of time or even for the submission of a case to the Regional 
Commandant recommending your dismissal from the Air Training Corps.  Your 
behaviour will be closely monitored by the staff for a period of 3 months. 
 
Sqn CO 
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Cadet Sergeant Smith 
 
On 5 April 2012 you were seen smoking in uniform on the corner of Tomkins Street 
and Dale Lane.  This was on a parade night and during a break. 
 
This action amounts to 2 clear breaches of the Cadet Code of Conduct: 
 

• Smoking in public whilst in uniform. 

• Leaving the squadron without permission. 
 
To your credit you have admitted the offence and apologised; however, as a Cadet 
Sergeant I expect you to set a good example to other cadets and you have clearly 
failed to do that.  Consequently, you are warned that your behaviour will be 
monitored very closely by the staff for the next 3 months and any further breach of 
the Cadet Code of Conduct will be dealt with firmly and may result in you being 
excluded from air cadet activities. 
 
Sqn CO 

 

 

 
Cadet Flight Sergeant Brown 
 
You have previously been warned about your behaviour towards younger cadets, 
which was construed to be low-level bullying.  It has been brought to my attention that 
you have continued to pick on Cdt Bloggs, calling him names and encouraging others 
to do the same.  You are warned that such behaviour will not be tolerated.  Any 
further breach of the Cadet Code of Conduct will result in further administrative action 
being taken against you, which could include demotion, exclusion or consideration of 
a recommendation for dismissal from the Air Training Corps.  Your behaviour will be 
closely monitored by the staff for a period of 3 months. 
 
Sqn CO 
 

 

 
Cadet Green 
 
You have previously been warned about a suspicion that you brought some alcohol 
on summer camp.  It has now been brought to my attention that you were seen with 
alcohol during the recent adventurous activity where you stayed overnight.  This is a 
serious breach of the Cadet Code of Conduct and will result in you being excluded 
from air cadet activities for a period of 1 month.  You are also warned that such 
behaviour will not be tolerated and any further breach will be dealt with by further 
administrative action, which may result in a recommendation being made to the 
Regional Commandant for your dismissal for serious misconduct.  Your behaviour will 
be monitored very closely by the staff for a period of 3 months. 
 
Sqn CO 
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APPENDIX 2 TO 
ANNEX B TO 
ACP 20 
PI 501 

 
ENGAGING WITH CADETS ON THE CODE OF CONDUCT 

 
1. The Cadet Code of Conduct, clearly defines the standard of behaviour expected of young people 
during their involvement with the ATC. 
 
2. It is important that cadets and CFAVs fully understand the Code and the reasons for it, ie to 

establish a mutual understanding of what behaviour is acceptable and what is not tolerated.  The 

following is a suggested method of achieving that: 

a. Set aside one session a year for this task. 
 
b. Gather all of the cadets and staff together. 
 
c. Prepare a board or flipchart on which to record suggestions. 
 
d. Ask cadets to think about behaviours that they feel are unacceptable within the squadron 
and then feed these thoughts back to the group.  Encourage cadets to mention any examples of 
behaviour that made their time at the unit less enjoyable.  Record all of these ideas on the board.  
(If you have sufficiently competent and mature senior cadets you might consider letting them take 
the lead). 
 
e. With each example of unacceptable behaviour, discuss why it is unacceptable - is it 
dangerous, is it hurtful or upsetting to others, does it disrupt training, does it bring the squadron 
or the Corps into disrepute, might it result in cadets leaving the squadron?  Allow an open 
discussion with questions and criticisms. 
 
f. Compare the list with those set out the Cadet Code of Conduct, and discuss anything that 
was not included in the cadets’ list.  Ask the cadets why these items might be included.  
 
g. You might discuss the particular requirements of a disciplined, uniformed, youth 
organisation like the Air Training Corps and ask the cadets to explain why discipline is particularly 
important in such an organisation. 
 
h. Talk about teamwork and how disruptive behaviour damages not only themselves but the 
team that they should be proud to be a part of. 
 
i. Ask the cadets how breaches of the code of conduct should be dealt with and talk through 
some of the penalties that might be awarded.  Ask the cadets’ views on these and the possible 
effects. 
 
j. Ensure that all cadets have copies of the code of conduct. 

3. By effectively engaging with cadets and involving them in this activity, you are gaining ‘buy in’ 
and agreement on clearly defined boundaries and expectations.  The intended outcome should be that 
the cadets themselves are investing in the high standards of the Air Training Corps. 
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            ANNEX C TO 
            ACP 20 
            PI No 501 
 

TEMPLATE SUSPENSION LETTER FOR ATC CADETS  
(see ACP 4, Annex B to Chapter 8, for suspensions on expiration of criminal records checks) 

 
Dear 
 
SUSPENSION FROM RAF AIR CADET ACTIVITIES 
 
1. This letter is formal notification that you* (or name of cadet if to parent/carer) are/is* suspended 
from all RAF Air Cadet activities until further notice because of (eg an allegation of inappropriate 
behaviour or because of a police investigation.  The reason given must be short and in general terms 
only; wording must always be agreed by a member of the Personnel Casework Management Team).  
This suspension is without prejudice to any further action and does not constitute any form of judgement 
or finding against you (or name of cadet). 
 
2. You (or name of cadet) are/is* not to attend the squadron or any other RAF Air Cadet premises, 
nor take part in any RAF Air Cadet activities of any sort until further notice.  Further, you (or name of 
cadet) should not discuss the matter with any other members of the Air Training Corps except the Wing 
Executive Officer (or other nominated officer in the absence of a WgExO).  Should you wish to nominate 
an Assisting Officer you may do so, or one can be assigned to you by Wg HQ. 
 
3. If you require any advice on procedural matters, you should contact the Wing Executive Officer 
on (telephone number). 
 
Yours sincerely 
 
 
(Rgnl Comdt/ARC, OC Wg, WgExO, OC VGS or OC AEF as appropriate) 
 
 
Copy to: 
 
HQ RAF Air Cadets (SO3 Safeguarding) 
Rgnl Comdt 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
* delete as applicable.  For cadets aged 18 and over, the letter is to be sent direct to the cadet at their 
home address.  For cadets under the age of 18, the letter is to be amended accordingly and sent to the 
cadet’s parents or legal guardian/carer at their home address according to squadron records. 
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           ANNEX D TO 
           ACP 20 
           PI No 501 

 
STAFF CADET SERVICE AGREEMENT 

 
INTRODUCTION 
 
1. When an ATC cadet reaches the age of 18, normal cadet service ends. The only way for the 
cadet to continue within the ATC is for him or her to apply to become a Staff Cadet. An ATC cadet can 
hold the position of Staff Cadet from their 18th birthday until they reach the age of 20. The transition from 
cadet service to being a Staff Cadet is significant and it is essential that all cadets and CFAVs have a 
clear understanding of the roles and responsibilities that are required and expected of a Staff Cadet.  
 
PURPOSE 
 
2. This Staff Cadet Service Agreement serves 3 purposes: 
 

a. To set out clearly the role, responsibilities and authority of a Staff Cadet, 
 

b. To detail the mandatory training that all Staff Cadets must complete, 
 

c. To record what each Staff Cadet wishes to achieve during their time as a Staff Cadet and 
what they intend to contribute to their ATC Sqn. 

 
ROLES, RESPONSIBILITIES AND AUTHORITY 
 
3. Status On Sqn. As a Staff Cadet you will routinely retain your status and rank as a cadet on your 
Sqn. This will enable you to continue to participate in the wide range of cadet activities. 
 
4. Leading Activities. As a Staff Cadet you can also take on a wide range of adult staff roles for 
specific activities and you can lead activities without the requirement for another adult member of staff 
being present. All our existing rules on the requirements for qualifications, cadet/staff ratios etc will apply. 
So a Staff Cadet with a Mountain Leader qualification can lead cadets on a day’s hillwalking and fill an 
adult staff role. When the hillwalking is over the staff cadet will revert to cadet status with their associated 
cadet rank. There are 4 limitations on Staff cadets filling adult staff roles: 
 

a. The Sqn CO is required to certify that the Staff Cadet has the personal qualities and 
maturity to fill the role and assume the responsibility. 
 
b. The Staff Cadet must agree, and not be forced, to take on the role and assume the 
responsibility. 
 
c. Staff Cadets cannot take sole responsibility for younger cadets overnight at camps or in 
accommodation. They can support the supervision of cadets overnight at camps or in 
accommodation but at least one adult volunteer must be present overnight at all times. 
 
d. Staff Cadets cannot run a parade night in the absence of any other member of adult staff. 

 
5. Relationships With Other Cadets.  Extant policy forbids any sexual activity between a member 
of staff and a cadet of any age.  Staff Cadets are to clearly understand the need to maintain appropriate 
boundaries in their contacts with cadets under the age of 18.  Intimate or sexual relationships between 
under 18 cadets and the Staff Cadets who work with them will be regarded as a grave breach of 
trust.  Allowing or encouraging a relationship to develop in a way which might lead to a sexual 
relationship is also unacceptable.  Any sexual activity between a Staff Cadet and a cadet under 18 is 
forbidden, may be regarded as a criminal offence, and will always be a matter for administrative or 
disciplinary action.  
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TRAINING 
 
6. All Staff Cadets are to meet the following training standards: 
 

a. Successfully hold a DBS certificate within the RAFAC prior to turning 18. 
 
b. Complete and sign the Staff Cadet Service Agreement on turning 18. 
 
c. Complete the AVIP course in the 3 months prior to turning 18. 

 
ADMINISTRATION 
 
7. The administrative process for the appointment of a Staff Cadet is set out in ACP 20 Pers 501. 
As part of that process the Staff cadet Service Agreement Declaration below should be completed by the 
cadet and his Sqn CO and then scanned and uploaded as a document attachment to the cadets SMS 
record. This can be done at the Sqn or sent to the Wg HQ.  A blank copy of the agreement is on BADER 
in the Forms Section of the RAFAC Key Documents. An online BADER process will be developed in the 
near future. 
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COPY OF THE STAFF CADET SERVICE AGREEMENT DECLARATION 
(PERS FORM 5-01A) 

 

Name  

Rank  

Date of Birth  

Sqn No.  

Wing  

Sqn CO  

 

WHAT I WANT TO DO 

What activities would you like to complete and/or lead on your Sqn? What qualifications 
would you like to achieve as a Staff Cadet?  Use a separate sheet if required.  
 
 
 
 
 
 
 
 

 

WHAT I WILL CONTRIBUTE 

What do you have to offer in support of your Sqn and the ATC if you were appointed as a 
Staff Cadet? BELA, Sports Coach etc. Use a separate sheet if required. 
 
 
 
 
 
 
 
 

 

AUTHORITY 

                      Name Signature Date 

Sqn CO    

Staff Cadet    
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 502 
 
 

REMOVED – INCORPORATED INTO PI 104 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION No 503 
 

APPOINTMENT OF STAFF CADET WARRANT OFFICERS (CWOs) 
 
 

INTRODUCTION 
 
1. This instruction on the appointment of Staff Cadet Warrant Officers (CWOs) is issued for the 
guidance and compliance of all concerned. 
 
ESTABLISHMENTS 
 
2. The establishment scales for CWOs are given in PI 101, Annex B.  Additional CWOs and staff 
cadet SNCOs may be appointed above the permitted wing establishment by up to the number of 
squadrons in the Wing.  Squadron appointments are filled from the total establishment of a Wing. 
 
APPOINTMENTS 
 
3. Recommendations for the appointment of CWOs will be initiated by the Squadron Commanding 
Officer (Sqn CO).  Minimum age is 18 yrs and all appointments will cease on the 20th birthday. 
 
4. Recommendations are to be made on the application form (Pers Form 5-03); once complete Sqn 
COs are to pass it to Wing HQ for action.  If the appointment is agreed by the OC Wing, Wing HQs are to 
formalise the appointment on Bader SMS and inform their respective Rgnl HQs accordingly. 
 
5. A Certificate of Appointment signed by the Rgnl Comdt will be produced and sent to the Wing HQ 
for presentation to the individual.  The date of appointment is the date approved by the Wing 
Headquarters or the date the cadet reaches the age of 18, whichever is the later. 
 
TERMINATION OF APPOINTMENT ON DISCIPLINARY OR ADMINISTRATIVE GROUNDS 
 
6. Where a Sqn CO wishes to terminate a CWO’s appointment on disciplinary or administrative 
grounds, a case is to be submitted in writing through OC Wing to the Regional Commandant in 
accordance with PI 501.  Pending a decision, the CWO is to be suspended from all RAFAC activities. 
 
CADET FORCE MEDAL 
 
7. In accordance with JSP 814, cadet service over 18 yrs may be used as qualifying uniformed 
service for the award of the Cadet Forces Medal as long as all other qualifying criteria are met.  Proof of 
this service must be provided with any CFM application eg. SMS printout, Certificate of Appointment. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 504 
 

APPOINTMENT OF FLIGHT STAFF CADETS TO AIR EXPERIENCE FLIGHTS 
 
1. Cadets of the ATC and CCF(RAF) may be used at Air Experience Flights (AEFs) for strapping 
other cadets into aircraft under the supervision of the pilot.  Consistent with flight safety regulations and 
requirements OCs AEFs may employ them on other useful work connected with the cadet flying 
programme.  They are to be known as AEF Flight Staff Cadets (FSCs).  AEF FSCs may continue in 
these appointments in accordance with the age and rank regulations governing cadet service. 
 
2. The number of such FSC cadets employed at each AEF is not to exceed 2 per established 
aircraft.  Throughout their period of appointment they are to remain on the strength of their ATC 
Squadron or CCF (RAF) Section. 
 
3. To be eligible for appointment a cadet is to meet the following requirements:  
 

a. Hold the classification of master cadet at their ATC Sqn, or be a senior cadet in the 
CCF (RAF), having passed CCF (RAF) Advanced Training. 

 
b. Hold minimum rank cadet corporal. 

 
c. ATC cadets must have the consent of their Sqn CO and OC Wg and be considered 
suitable and competent by the AEF Cdr.  
 
d. CCF(RAF) cadets must have the consent of their Section and Contingent Commander 
and be considered suitable and competent by the OC AEF. 
 
e. Be in possession of a current criminal records check clearance to enhanced level if 18 
years or older. 

 
4. Nominations are to be made using Pers Form 5-04.  After approval, the FSC is to be given a 
copy of the form.  A further copy is to be held by OC AEF.  Suitability as a FSC is to be confirmed 
annually, using the renewal certificate on the reverse of the application form.  
 
5. ATC Sqn Cdrs and CCF(RAF) Section Cdrs are to note that air cadet service as an AEF FSC 
should be taken into account if the cadet applies to join the RAF, especially as aircrew.  For this purpose, 
Sqn COs should invite OCs AEFs to record FSC’s achievements and flying ability in a suitable letter for 
presentation to the RAF recruiting and selection authority. 
 
TERMINATION OF APPOINTMENT 
 
6. Once appointed to an AEF, a FSCs attachment normally can only be terminated by the OC AEF 
or by the cadet.  Exceptionally, a Wing HQ wishing to terminate a FSC’s appointment is to refer the 
matter to the Rgnl Comdt or, in the case of a CCF cadet, the CCF Contingent Cdr who is to refer the 
matter direct to HQ RAF Air Cadets (SO3 Personnel Management).  When a FSC leaves the ATC or 
CCF (RAF) Section, his appointment with the AEF automatically terminates.  Ex-FSCs are not to fly with 
an AEF unless they have been re-appointed as a cadet force adult volunteer (CFAV) in accordance with 
current regulations.  Wg HQs are to inform the AEF accordingly of any such termination. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 505 
 

APPOINTMENT OF FLIGHT STAFF CADETS  
TO VOLUNTEER GLIDING SQUADRONS 

 
INTRODUCTION 
 
1. At the discretion of the Officer Commanding (OC) of a Volunteer Gliding Squadron (OC VGS), 
selected ATC and CCF (RAF) cadets may be nominated for appointment to the VGS as a Flight Staff 
Cadet (FSC).  Details of eligibility, appointment, duties and termination of appointment are given below. 
 
ELIGIBILITY 
 
2. To be eligible for appointment as a FSC a cadet is to:  
 

a. Hold the classification of senior cadet at their ATC Sqn, or be a senior cadet in the 
CCF (RAF) (have passed CCF/RAF proficiency Part 3 exam).  In normal circumstances the cadet 
should have reached the rank of corporal.  In exceptional circumstances, and where the OC Sqn or 
CCF (RAF) Section Cdr is able to certify that the individual has the required NCO qualities, cadets 
below the rank of corporal will be considered.   

 
b. Have successfully demonstrated to OC VGS the aptitude and desire for further gliding 
training to instructor standard. 

 
c. Have consent of their OC Sqn and by Wing HQ or, if a CCF (RAF) Section cadet, by their 
CCF Section Cdr and Contingent Cdr. 
 
d. Satisfy the medical requirements iaw Annex A to ACTO 32. 

 
e. Be a minimum of 16 years old at the time of appointment. 

 
APPOINTMENT PROCEDURE 
 
3. Application is made using Pers Form 5-05. 

 
DUTIES 
 
4. VGS requirements are normally to take precedence over Sqn/Contingent duties except where 
FSCs are required for attendance at ATC/CCF annual camps and other major scheduled events.  In 
such circumstances, the OC of the cadet’s Sqn/Contingent is to give the OC VGS adequate warning. 
 
5. FSCs aged over 18 yrs.  FSCs from age 18 remain as FSCs until their 20th birthday and may fly 
with and instruct other cadets (other than siblings).  
 
TERMINATION OF APPOINTMENT 
 
6. Once appointed to a VGS, a FSCs attachment normally can only be terminated by the OC VGS 
or by the cadet.  Exceptionally, a Wing HQ wishing to terminate a FSC’s appointment is to refer the 
matter to the Rgnl Comdt or, in the case of a CCF cadet, the CCF Contingent Cdr who is to refer the 
matter direct to HQ RAF Air Cadets (SO3 Personnel Management).   When a FSC leaves the ATC or 
CCF (RAF) Section, his appointment with the VGS automatically terminates.  Ex-FSCs are not to fly with 
a VGS unless they have been re-appointed as a cadet force adult volunteer (CFAV) in accordance with 
current regulations.  Wg HQs are to inform the VGS accordingly of any such termination. 
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AIR CADET PERSONNEL REGULATIONS 
 

PERSONNEL INSTRUCTION NO 601 
 

APPOINTMENT OF SERVICE INSTRUCTORS 
 
References: 
 
A. GAI 1026 – RAF Support to the Air Cadet Organisation. 
B. AP 1919. 
C ACP 4. 
D. ACP 1. 
E. AP1358 – Uniform, Dress and Appearance Regulations for the RAF. 
 
INTRODUCTION 
 
1. The RAF policy whereby Regular and Reserve RAF personnel are permitted to assist RAF Air 
Cadet (RAFAC) units with training programmes, affiliation visits, competitions, sports events and camps 
is published in Reference A.  These individuals are known as “Service Instructors” (SIs) (previously 
“Service Helpers”). 
 
ELIGIBILITY FOR APPOINTMENT  
 
2. Minimum age.  The minimum age for appointment as a SI is normally 20 years; however, an 
individual over the age of 18 may be appointed, exceptionally, at the discretion of the Regional 
Commandant, Wg Cdr CCF or OC 2FTS.  Current Service Helpers under the age of 20 who are already 
appointed may continue to assist the RAFAC as SIs. 
 
3. Members of other Services.  Members of other Regular and Reserve forces are eligible for 
appointment as SIs in accordance with the provisions of this instruction.  However, as Reference A is only 
applicable to Regular and Reserve members of the RAF, members of the Royal Navy, Royal Marines, Army 
and their Reserves may not be eligible to claim allowances for their RAFAC duties. 
 
4. Cadet members of university cadet units.  Cadet members of a University Officer Training Corps 
Unit, University Royal Naval Unit and University Air Squadron are specifically excluded from being 
appointed as SIs.  They may, however, continue as staff cadets on their ATC squadron until their 20th 
birthday when they can apply for Cadet Force Adult Volunteer (CFAV) service.  A UAS (former or 
current) student who wishes to gain a commission with the RAFAC will need to attend and successfully 
pass OASC (unless they were granted a full bursary) and complete the OIC at ATF. 
 
5. Approval by applicant’s line manager.  In order for SIs to be considered to be on duty, they must 
seek the approval of their Flight Commander to assist with RAFAC activities.  Duty status for gliding 
instructors on VGSs is outlined in Reference B, paragraph 208.  Feedback may also be given by local 
RAFAC management to the SI’s line manager as a contribution to annual appraisal reports. 
 
APPOINTMENT PROCESS 
 
6. Application.  Applicants for appointment as SIs are to be issued with the following documents by 
the OC of the relevant ATC Sqn, CCF(RAF) Section, VGS or AEF when applicants express an interest in 
joining the RAFAC: 
 

a. A copy of this PI 
 
b. Pers Form 6-01 (Application to be a Service Instructor with the RAFAC) 
 
c. RAFAC Child Protection Guide (ACP 4, Chapter 5), together with a ‘Yellow Card’ 
 
d. ACP 1 (Ethos and Core Values of the RAFAC) (available via Bader) 
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Applicants are to complete Pers Form 6-01, Parts 1, 2 and 3; Part 4 is to be completed by the applicant’s 
Service flight commander.  The OC of the ATC sqn, CCF(RAF) Section, VGS or AEF is to check and verify 
application, complete Part 5 and pass it up their chain of command for the appropriate completion of Part 6.  
The original completed application form is to be retained at Wg HQ/CCF(RAF) Section/VGS/AEF and, as 
applicable, a copy is to be sent to the Regional Commandant, Wg Cdr CCF or 2 FTS for VGS personnel. 
 
7. Criminal records checks.  Wg HQ, CCF (RAF) Section Commanders, OC VGSs or OC AEFs are 
responsible for verifying and processing criminal records check applications for SIs.  In England, Wales and 
Northern Ireland, applications are to be sent to the Employment Assurance (Disclosures) Section (EA(D)S) 
at Cheadle Hulme.  Wg Ex Os in Scotland are to process criminal records applications through the 
Protecting Vulnerable Groups Scheme (PVG) in the normal way.  If they are not a designated Lead 
Signatory in their own right, CCF(RAF) Section Commanders, OCs VGSs and AEFs in Scotland are to 
submit applications for criminal records checks to their nearest RAFAC Lead Signatory (normally a local Wg 
Ex O).  Pers Form 6-01 is to be held until confirmation of criminal records check clearance is received by 
Wg HQ, CCF(RAF) Section Commanders, OC VGS or OC AEF.  Potential SIs are not to participate in any 
RAFAC activities until confirmation of their clearance and suitability to work with children has been received.  
Any Amber disclosures should be submitted to HQ RAFAC for ACOS Support approval.  In accordance with 
the provisions of Reference C, Chapter 7, SIs who are absent from RAFAC activities for 6 months or more 
(except when unavoidably absent due to operational or other Service commitments) will require a new 
criminal records check to be carried out before being permitted unsupervised access to cadets under the 
age of 18. 
 
8. Appointment.  On receipt of a completed application form and confirmation of criminal records 
check the appointment details are to be recorded on Bader SMS and their attendance is to be monitored. 
 
9. Training.  As an introduction to the RAFAC, including their duty of care responsibilities towards 
children, child protection guidelines and the ethos core values and standards expected in the RAFAC 
(Reference D), all SIs must complete the Adult Volunteer Induction Package (AVIP), delivered at local level, 
before they are permitted to have unsupervised access to cadets. 
 
10. Dress.  Except where a specific order of dress has been prescribed, SIs are to wear No 2 Service 
Working Dress in accordance with the provisions of Reference E or equivalent for other Regular or Reserve 
forces. 
 
RESPONSIBILITIES OF SIs 
 
11. Acquaintance with regulations and conditions of appointment.  SIs are to acquaint themselves 
with RAFAC regulations (particularly the provisions of References C and D) and the conditions of 
appointment set out in this instruction.  They are to obey such orders as may be issued to them in 
accordance with these regulations and instructions. 
 
12. Child protection policy.  It is the primary responsibility of all RAFAC adult members of staff 
(including SIs) to safeguard the moral, psychological and physical welfare of children regardless of 
gender, religion, race, ability, disability, sexuality and social background, by protecting them from any 
form of physical, emotional and sexual abuse or neglect.  All children have the right to protection from all 
forms of abuse and harm when engaged in RAFAC activities and when in contact with members of the 
RAFAC.  All adult members of staff have a duty of care, which makes them responsible both for 
safeguarding children in their care from abuse and harm and for responding swiftly and appropriately 
when suspicions or allegations of inappropriate behaviour arise; this applies to all cadets and not just 
cadets under their immediate control.  The RAFAC child protection policy is detailed and amplified in 
Reference C.  Personal relationships between RAFAC adult members of staff (including SIs) and cadets 
of any age are contrary to the provisions of References C and D and are, therefore, forbidden. 
 
13. Discipline.  SIs are to afford the utmost aid and support to their RAFAC commanding officer and it 
is their duty to notice, suppress and instantly report any negligence or impropriety of conduct on the part of a 
member of staff and/or cadets, whether or not the offenders belong to their unit. 
 
14. Criticism of superiors.  SIs are to refrain from making remarks or passing criticisms on the conduct 
or orders of their superiors, which may tend to bring them into contempt, and is to avoid saying or doing 
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anything which, if seen or heard by, or reported to, other members might discourage them or render them 
dissatisfied with the unit on which they may be serving.  This includes posting remarks on social networking 
sites and internet forums. 
 
15. Notification of absence on duty.  SIs who are scheduled to be absent from the RAFAC due to 
operational or other Service commitments are to inform their RAFAC commanding officer (ATC Sqn COs 
are to report such absences to Wg HQ). 
 
16. Duty to report police investigations, court proceedings, disciplinary hearings etc.  A SI 
who is officially informed that a charge is to be preferred against them by the civil or Service authorities, 
or receives a police caution, warning, reprimand, fixed penalty notice, anti-social behaviour order or has 
been ordered to register as a sex offender, is to report the circumstances to the RAFAC chain of 
command without delay.  Furthermore, if a SI is the subject of a safeguarding/child protection social 
services enquiry or disciplinary hearing by their parent Service, where there are any child protection 
implications or where there may be press interest, they are to report the matter to HQ RAF Air Cadets 
(SO3 Safeguarding), through the RAFAC chain of command. 
 
17. Suspension from RAFAC activities.  In the event of any misconduct on the part of a SI, Wg Ex 
Os (through Regional Commandants), CCF(RAF) Section Commanders (through Wg Cdr CCF), OCs 
VGSs, OCs AEFs are to seek advice from HQ RAF Air Cadets (SO3 Safeguarding) as to whether it 
would be appropriate to suspend the individual from RAFAC activities.  Any such suspensions are to be 
followed up in writing in accordance with Annex A to PI 115 and are to briefly explain to the individual 
why he or she is being suspended, the effective date of the suspension and make it quite clear that the 
suspension applies to all RAFAC activities.  The power to formally suspend and reinstate SIs is vested in 
HQ RAF Air Cadets (Personnel Casework Management Team) alone (except when for expiration of a 
criminal records check) and this information will normally be shared with the SI’s Regular or Reserve 
parent unit.  A SI officer who fails to renew their criminal records check before the extant disclosure 
expires will be suspended, without prejudice, until a new disclosure certificate has been received and 
acknowledged by their chain of command.  Individuals will be reinstated from the date of the new 
disclosure certificate by their Wg HQ. 
 
TRANSFER TO ANOTHER RAFAC UNIT 
 
18. If a SI wishes to transfer to another RAFAC unit they will not be required to reapply; however, if 
they are formally reassigned to another Regular or Reserve Service unit involving a geographical move, 
they should obtain their new line manager’s approval to continue assisting the RAFAC.  The OC of the 
losing RAFAC unit is responsible for informing the losing and gaining Wg HQ/CCF(RAF) 
Section/AEF/VGS in writing of the new unit and date of transfer. 
 
RELINQUISHMENT AND TERMINATION OF SERVICE 
 
19. Relinquishment.  Relinquishment is the normal means by which a SI leaves his or her RAFAC 
appointment and will occur in the following circumstances: 
 

a. At own request (resignation). 
 

b. On leaving the Regular or Reserve forces, either at their own request or at the end of their 
current service (as a civilian, they may then apply to join the RAFAC as a CFAV. 
 
c. When reassigned to another Regular or Reserve Service unit, and the SI is not able to 
continue to assist the RAFAC at the new unit. 

 
d. If it proves impossible to re-locate a SI following the closure of an RAFAC unit. 

 
20. Termination of RAFAC service.  Termination of RAFAC service may be required if it is decided 
(either by a civil or Service conviction or administrative action) that the individual is not considered suitable 
to work with children in the RAFAC.  This information will normally be shared with the SI’s Regular or 
Reserve parent unit.  SIs who have their appointments terminated for misconduct will not be re-admitted to 
the RAFAC.  


