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This instruction establishes policies, procedures, and responsibilities for student wing (SW) positions during Commissioned Officer Training (COT) and Reserve Commissioned Officer Training (RCOT).  It applies to all 23d Training Squadron (23 TRS) personnel.

SUMMARY OF REVISIONS

Multiple administrative and structural changes were made throughout the document, but none changed the procedures or original intent except the following.  Student wing leadership positions are now based partially, but not exclusively, on rank.  The SW Chapel Representative is now organizationally under the SW Commander instead of the SW Support Group Commander, and the Support Group was re-designated the Mission Support Group.  Duties and responsibilities for the SW and flight Administrative Officer and Athletic Officer were modified to reflect current procedures.  A SW Computer Officer position was added to address student computer issues.  Also, descriptions and duties for Flight Drill, Standardization and Computer Officers were added.

1.  General.  The SW fulfills those command and staff responsibilities authorized by the 23d Training Squadron Commander (23 TRS/CC).  The SW is a leadership laboratory where students exercise and develop leadership skills and techniques.  In the classroom, the students learn the Air Force mission; in the student organization, they gain insight into working relationships and responsibilities of individual officers and into the wing structure.  Students learn Air Force customs and courtesies, traditions and drill while they develop their skills in following orders and working as team members.

2.  Organization.  Students are chosen to serve as SW Commander (SW/CC), SW Vice Commander (SW/CV), Operations Group Commander (OG/CC), Mission Support Group Commander (MSG/CC) and other staff positions.  The SW/CC, SW/CV, OG/CC and MSG/CC are considered the “Top 4” leadership of the SW.  Figure 1 outlines a typical student wing organizational structure.  This structure is based on a normal military chain of command.  The structure is set up this way to orient students toward military organization, discipline, chain of command, span of control and functional management philosophy.  The squadrons consist of a Student Wing Squadron Commander (SQ/CC) and two or more flights.  The flights consist of a Flight Officer in Charge (FOIC) and 9-16 flight members.  The Mission Support Group consists of several student wing positions focused on a single functional area (see figure 1).

2.1.  Removal from Duties.  Students who have problems meeting graduation requirements, are unable to perform their duties or are guilty of misconduct may be removed from their position.  Final approval for removal of a student from their position rests with the 23 TRS/CC. 

2.2.  Rank, Precedence and Command.

2.2.1.  A student's authority is determined by the student's position, the amount of responsibility that goes with the position and rank.

2.2.2.  Students guide, instruct and maintain good order and discipline over those students under their command.  They must always set the proper example.  The senior student present is responsible for maintaining good order and discipline.

2.2.3.  Seniority is determined by rank, then by date of rank, then by time in service and finally age.

Figure 1.  Student Organization Chart.
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3.
  Staff Advisors.  COT Staff members are assigned as advisors to wing officers to advise and assist students as necessary to ensure students receive maximum benefit from the leadership experience.

3.1.
  The Course Director (CD), with guidance from the 23 TRS/CC and Director of Operations (DO), identifies staff advisors.

3.2.
  Staff advisors schedule meetings with wing leadership.  Staff advisors may provide inputs for the AF Form 475, Education and Training Report, regarding how well the student performed their duties.

4.
  Responsibilities.  To provide stability of operation, student wing staff members will closely coordinate their activities with both their appropriate commissioned staff advisor and their student chain of command.  For example, each student FOIC is directly responsible to the student SQ/CC who is in turn responsible to the OG/CC for the class' performance.  The FOIC also closely coordinates all flight activities with their Flight Commander (Flt/CC).  Major functions listed for each position are not all inclusive.  Students are encouraged to use initiative to go beyond what the job description states if it will improve duty performance.

5.
  Student Wing Staff. 

5.1.  
Student Wing Commander (SW/CC).  This student is directly responsible to the 23 TRS/CC and is advised by the CD or Assistant Course Director (ACD).  They oversee the student wing organization and administer all student programs within the scope of their authority.

5.1.1.

  Ensures students practice and develop their leadership abilities by planning, organizing and leading student activities.

5.1.2.
  Reports to staff advisor on wing status and problems.

5.1.3.
  Develops and maintains discipline, morale, welfare and esprit de corps of all students.

5.1.4.
  Monitors the behavior and bearing of all students to ensure Air Force Instructions (AFIs) and standards are maintained.  Ensure adherence to the student instructions and other applicable Operating Instructions (OIs).

5.1.5.
  Communicates information from the commissioned staff to the Mission Support Group Commander, Operations Group Commander and their staffs.

5.1.6.
  Conducts staff meetings.

5.1.7.
  Checks flight rooms for standardization and cleanliness, as necessary.

5.1.8.
  Conducts feedback sessions with SW/CV, OG/CC, MSG/CC and SW Executive Officer (CCE).

5.1.9.  
Holds overall responsibility for class readiness.

5.2.
  SW Chapel Representative (SW/HC).  The SW/HC is appointed by the SW/CC and is directly responsible for matters concerning the morale of the student wing and implementation of the student Chapel Program.

5.2.1.
  The SW/HC provides an invocation during all ceremonies as needed.

5.2.2.
  The SW/HC acts as a liaison between the OTS Chaplain and the student wing, while advising the SW/CC concerning problems of morale and discipline.

5.2.3.
  The SW/HC encourages the participation of students in the chapel program and helps in the coordination of the fellowship meetings.

5.2.4.  The SW/HC also coordinates availability of chapel services for those desiring to attend when training days fall on a day of religious obligation.

5.2.5.  The SW/HC oversees planning and implementation of deployed chapel services during the AEF exercise.  SW/HC will coordinate with the Staff AEF Advisor.

5.3.  
SW Executive Officer (SW/CCE).  The SW/CCE is appointed by the SW/CC and is directly responsible for administrative functions within the wing.

5.3.1.
  Organizes student wing meetings.

5.3.2.
  Records minutes of wing staff meetings and distributes copies, as required.

5.3.3.
  Prepares reports, recall rosters and other publications for the SW.

5.3.4.
  Performs duties as directed by the SW/CC.

5.4.
  SW Vice Commander (SW/CV).  The SW/CV is directly responsible to the SW/CC.  He or she assists the SW/CC and serves as commander in their absence.

5.4.1.
  Develops and maintains discipline, morale, welfare and esprit de corps of all students.

5.4.2.
  Ensures standardization within the student wing.

5.4.3.
  Conducts meetings with the student wing MSG/CC, as necessary.

5.4.4.
  Acts as Student Inspector General (IG).  Reviews complaints from SW and passes to commissioned staff.

5.4.5.
  Ensures decisions made by the SW are consistent with guidance provided by the student instructions, all applicable Officer Training School (OTS) OIs and the commissioned staff.

5.4.6.
  Performs surveys and quality control checks of the student wing as required.

5.4.7.
  Identifies areas to be addressed to the SW/CC and the 23 TRS/CC.

5.4.8.
  At end of training, conducts a flight room inspection with the OG/CC to ensure all rooms are clean, bulletin boards are clear, equipment functional and the flight rooms are standardized.

5.4.9.
  Conducts feedback sessions with the OG and MSG staffs as listed in Figure 1.

5.5.
  SW Operations Group Commander (OG/CC).  The OG/CC is directly responsible to the SW/CC for all functions supporting the mission of the student wing.

5.5.1.
  Supervises student SQ/CCs.

5.5.2.
  Coordinates approval for all student off-base projects and class activities (e.g., picnics, fun runs, award ceremonies, blood drives).

5.5.3.
  Assigns personnel to point of contact (POC) duties.

5.5.4.
  Maintains a current personnel and room roster in the POC binder.  Collects the most current roster information from the FOICs.

5.5.5.
  Trains class members on POC duties.

5.5.6.
  Ensures all students are notified of messages as they are received via POC.

5.5.7.
  Responsible to the SW/CC for the conduct of Force Protection Condition (FPCON) exercises to include student recall tests (see 23 TRS OI 10-206, Student Recall and Notification).

5.5.8.
  Conducts operations group staff meetings, as required.

5.6.  Student Wing Squadron Commander (SQ/CC).  The SQ/CCs are directly responsible for all functions supporting the mission of their student squadron.  Each SQ/CC is also responsible to the corresponding squadron faculty staff advisor for the efficient operation of their squadron.

5.6.1.
  Supervises all FOICs within the squadron.

5.6.2.
  Coordinates with FOICs to provide necessary personnel for POC and Operations Group details.

5.6.3.
  Conducts squadron staff meetings as necessary.

5.7.
  Mission Support Group Commander (MSG/CC).  The MSG/CC is directly responsible to the SW/CC for the welfare, activities and academic support of the student wing.

5.7.1.
  Conducts Mission Support Group staff meeting at least weekly.

5.7.2.
  Maintains liaison with the dining facility supervisory staff to coordinate meal priorities.  

5.7.3.
  POC for any issues regarding base services (e.g. clothing sales, Base Exchange (BX), Army and Air Force Exchange Service (AAFES), barber) and reports them to their staff advisor

5.7.4.
  Manages the Mission Support Group in performing its assigned functions.

5.7.5.
  Monitors the use of student activity fees for each class (photographs, functions, box lunches, Meals Ready to Eat (MRE), etc.) via the SW Admin Officer.

5.8.
  Administrative (Admin) Officer. The Admin Officer is appointed by the MSG/CC and is directly responsible for standardization and efficient flow of information and all issues involving the SW.  Major functions:

5.8.1.

  Responsible for coordination of drop-off/pick-ups of BDU blouses to and from alterations.  Coordinates delivery of all other uniform items (blues, service coat, mess dress) and provides feedback concerning uniform items to the Staff Administrative Officer.

5.8.2.
  Establishes plan for box lunch collection and distribution.

5.8.3.  Provides briefings for the class concerning dining hall details, box lunches and MREs.

5.8.4.  Turns in the weekly meal tally sheet to the dining facility manager and gives a copy to the Staff Administrative Officer.

5.8.5.
  Responsible for distribution of weekly training schedules.

5.8.6.
  Provides student evaluation forms to Flight Administrative Officers and gives completed auditorium and flight room evaluation forms to the Staff Administrative Officer.

5.8.7.
  Collects End-of-Course Feedback (on disks) on training day 22 (TD-22) from Flight Administrative Officers and gives completed feedback to the Staff Administrative Officer.

5.9.  
Athletic Officer (MSG/AO).  The MSG/AO is appointed by the MSG/CC and is directly responsible for the operation and function of the student fitness program.  This position does not apply to RCOT.

5.9.1.  Meets with staff Athletic Advisor on TD-2 to review duties and responsibilities.

5.9.2.
  Briefs all Flight Athletic Officers (FAOs) on their duties and responsibilities no later than (NLT) TD-3. 

5.9.3.
  Coordinates the uniform of the day (UOD) for Field Leadership activities with the MSG/AO staff advisor.

5.9.4.
  The MSG/AO is responsible for opening and closing class for all physical training and field leadership activities.

5.9.5.  Ensures FAOs compile Physical Fitness Diagnostic (PFD) and Physical Fitness Assessment (PFA) scores.

5.9.6.  Turns in PFD and PFA reports to staff Athletic Advisor.

5.10.  

Postal Officer (MSG/PO).  The MSG/PO is appointed by the MSG/CC and is directly responsible for the control, security and distribution of all mail.  They should have a privately owned vehicle (POV) at Maxwell to facilitate mail transfer.  The SW/PO coordinates their activities with the Maxwell AFB Post Office as directed by the staff Postal Advisor.

5.10.1.
  Distributes all mail to personnel through the flight postal officers.

5.10.2.
  Notifies students receiving registered or certified mail.

5.10.3.
  Collects and submits forwarding address information NLT TD-21. To avoid forwarding delays, brief students to notify their correspondents upon learning of their new mailing address.
5.10.4.
  Mail Handling Procedures. The MSG/PO will be issued a mailbox by the Postal Service Center (PSC).  The following procedures will apply:

5.10.4.1.
  The best time to pickup mail from the PSC is after 1200 hours, Monday-Friday.  Mail must be picked up daily (except weekends and holidays).  The PO is excused from chow priorities; i.e., eat first and then go get the mail over the lunch hour.  The PO may drive their POV directly to and from the PSC.

5.10.4.2.
  Undeliverable mail must be returned to the PSC personnel on the same day.  If the PSC personnel are not available, the SW/PO will place the undelivered mail in the appropriate return slot located in the lobby.  If any personnel are confined to the hospital, departed on emergency leave, or disenrolled, either annotate the mail in pencil or inform the PSC personnel.  This will expedite the delivery of mail by as much as 3 days.  DO NOT HOLD MAIL OVERNIGHT.

5.10.4.3.
  The designated postal officer may sign for insured, certified or registered mail as directed by the Maxwell Post Office.

5.11.
  Photographic Officer (MSG/PhO).  The MSG/PhO is appointed by the MSG/CC and are directly responsible for coordinating the official flight photographs, the photographer for the dining-out and the graduation slide show.  The MSG/PhO will contact the flight photographic officers and determine the number of prints to be ordered (from the photo rosters) and ensure the correct funds are collected to pay for the photos.

5.12.
  Air Expeditionary Force (AEF) Officer (MSG/AEF).  The MSG/AEF is appointed by the MSG/CC and is responsible for the AEF deployment exercise and requirements. This position may be assigned to any officer, except chaplains.

5.12.1.


  Supervises, directs and coordinates the purchase and issue of MREs.

5.12.2.
  Ensures the dissemination of information contained in the AEF handout.

5.12.3.
  Establishes a schedule for Command Post at the AEF field training site.

5.13.
  Social Officer (MSG/SO).  The MSG/SO is appointed by the MSG/CC and is directly responsible for the formulation, coordination and supervision of all student wing morale and welfare activities.

5.13.1.
  The MSG/SO organizes class charity events and coordinates activities for the student wing.

5.13.2.
  The MSG/SO coordinates with COT staff for all special student activities (e.g. Happy Landings and Graduation reception) and ensures all students can sing the Air Force song by TD-6 at all ceremonies and events.

5.14.
  Safety Officer (MSG/SE).  The MSG/SE is appointed by the MSG/CC and is directly responsible for supervising and conducting the SW ground and fire safety programs.

5.14.1.
  The MSG/SE conducts a class fire drill (in coordination with the Base Fire Department) involving the entire wing and submits the plan and report of results to the staff Safety Officer.

5.14.2.
  The MSG/SE inspects all dormitory areas during wing fire drills, while performing as the ground safety officer for the student wing.

5.14.3.
  The SW/SE is responsible reviewing and forwarding ground safety hazard reports (AETC Form 435, Mishap Data Worksheet) generated within the Student Wing to the staff Safety Officer.  Advises and informs the MSG/CC and commissioned staff advisor on all ground and fire safety matters within the wing.

5.15.
  Dining-Out Officer (MSG/DOO).  The MSG/DOO is appointed by the MSG/CC and is directly responsible for the formulation, coordination and supervision of the student wing dining-out.  This position does not apply to RCOT.

5.15.1.
  The MSG/DOO is responsible for the setup of the dining-out (e.g., dry run, seating arrangements, distribution of the programs) and must coordinate with commissioned staff on dining-out activities (e.g. practices, collecting funds, setup, teardown).

5.15.2.
  The MSG/DOO ensures the dining-out key player positions are filled and also must ensure these players know their associated responsibilities.

5.15.3.
  The MSG/DOO gathers required information on Distinguished Visitors (DVs) of students for awards ceremony, dining out and graduation.

5.15.4.
  The MSG/DOO serves as protocol officer for all student wing functions.

5.16.
  Logistics Officer (MSG/LO).  The MSG/LO is appointed by the MSG/CC and is directly responsible for all issue items and dorm safety and maintenance issues.

5.16.1.
  The MSG/LO is responsible for the distribution and collection of the poncho, web belt, canteen and field jacket (if required).

5.16.2.  The MSG/LO is responsible for reporting safety, maintenance and room assignment problems with the Staff Dormitory Officer.  

5.16.3.  Problems occurring after normal duty hours will be coordinated through the Staff Duty Officer.

5.17.  Computer Officer (MSG/CO).  The MSG/CO is appointed by the MSG/CC and is directly responsible for all SW computer problems and issues.

5.17.1.  The MSG/CO is responsible for collecting and reporting all student computer issues to the OTS Computer Support personnel.

5.17.2.  All procedures for reporting problems established by the OTS Computer Support personnel will be followed.

5.17.3.  Problems occurring after normal duty hours will be addressed during the next duty day.

6.
  Flight Staff.

6.1.
  Flight Officer in Charge (FOIC).  The FOIC is appointed by the Flt/CC and is usually the highest-ranking officer in the flight, unless the highest-ranking officer is a member of the Wing Staff or a chaplain.  The FOIC is directly responsible to the SQ/CC (OG/CC if no SQ/CC) for the training and administration of all students within their flight.  The FOIC is also responsible to their Flt/CC for the efficient operation of the flights.

6.1.1.
  Supervises the student flight in performing assigned functions.

6.1.2.
  Develops and maintains discipline, morale and esprit de corps within the flight.

6.1.3.
  Coordinates flight organization with the Flt/CC.

6.1.4.
  Ensures the flight is provided complete and timely information concerning all official activities.

6.1.5.
  Monitors the duty performance of the flight members and reports to the Flt/CC concerning student morale, activities and deficiencies.

6.1.6.
  Assigns special and additional duties to the flight members.

6.1.7.
  Appoints Flight Athletic, Administrative, Social, Postal, Photographic, Air Expeditionary Force, Dining-out, Safety, Academic, Drill, Standardization and Computer Officers.

6.1.8.
  Maintains flight bulletin boards.

6.1.9.
  Coordinates with SQ/CC (OG/CC if no SQ/CC) to provide necessary personnel for POC and Mission Support Group details.

6.1.10.
  Ensures flight details are properly performed to include weekly and graduation day flight room cleanup details.

6.1.11.
Ensures all areas of the flight room are inspected at least once per week.

6.1.12.
  Writes a weekly schedule for flight leader, element leaders and guide positions.  Provides a copy of the weekly schedule to the Flt/CC.

6.1.13.
  Informs students of the student organization and functions.

6.1.14.
  Ensures attendance at all flight and individually scheduled activities.

6.1.15.
  Monitors and supervises flight activities during non-scheduled periods.

6.1.16.  
Ensures an inspection of the flight is conducted prior to Flt/CC inspection.

6.1.17.
  Ensures flight members understand and comply with the student instructions, applicable Air Force Instructions (AFIs) and Major Command (MAJCOM) instructions.

6.1.18.  Collects information concerning safety, maintenance and student dormitory room assignment problems for upchannel to the Logistics Officer.
6.2.
  Flight Athletic Officer (FAO).  The FAO is directly responsible to the FOIC and coordinates and works closely with the MSG/AO.  This position does not apply to RCOT.

6.2.1.
  Assists the MSG/AO administer the Physical Training (PT) Program.

6.2.2.
  Briefs all flight members on the PT program and PFA requirements.

6.2.3.

  Compiles PFD and PFA scores and provides to Flt/CC.

6.3.
  Flight Administrative (Admin) Officer.  The Flight Admin Officer is directly responsible to the FOIC.  Coordinates and works closely with the SW Admin Officer.  Major functions:

6.3.1.
  Provides administrative support for the flight.  Makes copies of needed forms and schedules for distribution to the flight.

6.3.2.
  Collects and accounts for student funds, as needed, and delivers the funds to the MSG/CC.

6.3.3.
  Liaison between the SW Admin Officer and students concerning all finance inquiries and problems.

6.3.8.  Liaison between the SW Admin Officer and students concerning all uniform issues.

6.3.9.
  Distributes student feedback forms to flight members and collects them once completed.  Turns in student evaluations to the SW Admin Officer.

6.3.10. 
 Collects the flight's End-Of-Course Feedback (on disk) and returns disk to SW Admin Officer on TD-22.

6.4.
  Flight Social Officer (FSO).  The FSO is directly responsible to the FOIC and works closely with the MSG/SO.  They work in conjunction with the MSG/SO and the commissioned staff to set up special events such as happy landings, graduation reception, blood drives, class dinners, gifts, etc. and also help coordinate student activities for the flight.  The FSO also ensures flight members can sing the Air Force Song.

6.5.
  Flight Postal Officer (FPO).  The FPO is directly responsible to the FOIC for control, security and distribution of all mail to flight members.  They coordinate and work closely with the MSG/PO.  The FPO coordinates with MSG/PO to set up procedures for mail distribution.  In addition, the FPO passes out forwarding address cards and turns them into the MSG/PO prior to graduation.

6.6.
  Flight Photographic Officer (FPhO).  The Flight Photographic Officer is directly responsible to the FOIC for coordinating various activities for the official flight photographs.  Coordinates and works closely with the MSG/PhO.  The FPhO will contact their flight members and determine the number of prints to be taken (from the photo rosters).  The FPhO will ensure correct funds are collected to pay for photos and the information and funds are given to the MSG/PhO.  The FPhO is responsible for taking pictures throughout the class and forwarding these to the MSG/PhO for incorporation into the graduation slide show.

6.7.
  Flight AEF Officer (FAEF).  The Flight AEF Officer is responsible to the FOIC for all AEF exercise issues and requirements.  Coordinates and works closely with the Student Wing AEF Officer (MSG/AEF).  Any officer, except a chaplain, may be assigned as the FAEF.  Major functions:

6.7.1.
  Provides flight information concerning the purchase and issue of MREs via the MSG/AEF for the flight.

6.7.2.
  Disseminates the AEF field training schedule to the flight.

6.8.
  Flight Dining-Out Officer (FDOO).  The FDOO is directly responsible to the FOIC.  Coordinates and works closely with MSG/DOO.  This position does not apply to RCOT.

6.8.1.
  Works in conjunction with the MSG/DOO and the commissioned staff to coordinate dining-out activities.

6.8.2.

  Helps ensure the dining-out key player positions are filled.  In addition, helps ensure these key players know their associated responsibilities.

6.8.3.
  Helps set up the student wing dining-out (e.g. dry run, seating arrangements, distribution of programs, etc.).

6.8.4.
  Responsible for collection of money for the student wing dining-out. 

6.9.
  Flight Safety Officer (FSE).  The FSE is directly responsible to the FOIC for maintaining safety throughout the flight in regards to both personnel and facilities.  Coordinates and works closely with the Student Wing Safety Officer (MSG/SE).

6.9.1.
  Forwards weekly safety reports to the MSG/SE.

6.9.2.
  Conducts weekly safety inspections in various areas to identify any discrepancies and reports to the MSG/SE.

6.9.3.
  Conducts safety briefings within the flight and reports to the MSG/SE.

6.9.4.
  Notifies the MSG/SE of any mishaps that occurred during the week of report and forwards the corresponding AF Form 435s.

6.9.5.
  Assists the MSG/SE in the implementation and execution of at least one fire drill during the course of training.

6.10.
  Flight Academic Officer.  The Flight Academic Officer is directly responsible to the FOIC.

6.10.1.  
Ensures the flight has a policy for individual and group study in preparation for measurements.

6.10.2.
  Notes any significant flight academic trends, concerns or needs and reports them to the FOIC.

6.10.3.
  Notes any discrepancies in academic material and notifies the FOIC.

6.11.  Flight Drill Officer.  The Flight Drill Officer is directly responsible to the FOIC

6.11.1.  Ensures adherence to Air Force Manual 36-2203, Drill and Ceremonies, and all OTS and 23 TRS drill and ceremonies instructions.

6.11.2.  Conducts flight drill practices as necessary to ensure flight members perform proper drill movements.

6.11.3.  Prepares the flight for the drill competition, if applicable.

6.12.  Flight Standardization Officer.  The Flight Standardization Officer is directly responsible to the FOIC for maintaining standardization throughout the flight.  This includes, but is not limited to, uniforms, flight room nametags, and flight arrangement.  The Flight Standardization Officer must ensure all flight members maintain a high degree of attention to detail.

6.13.  Flight Computer Officer.  The Flight Computer Officer is directly responsible to the FOIC.  Duties include preparing the flight room computer for class presentations and working with the MSG/CO to ensure proper execution of flight computer trouble tickets and all other flight computer issues.  





 DON I. OLDS, JR., Lt Col, USAF
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