CADET OUT-PROCESSING WORK FLOW CAMP SWIFT
1. The evening before (after the Dining-In) basic cadets and line staff should start packing, leaving out their blues for PIR, toiletries, and bedding.  Everything else should be packed.
2. Support staff should pack and wear PT unless involved in PIR then they wear blues or utilities as appropriate.
3. Cadets at reveille will clean billets, remove trash, sweep and clean bathrooms.
4. Support staff will clean their areas of concern immediately after breakfast.
5. Senior members will clean their billets and take charge of areas assigned to them after breakfast.  Training Officers will confirm that cadet billets are clean and cleared of personal items and trash.
6. During breakfast all basic, staff cadets, and senior member staff will complete the Feed back or Critique form.  When complete and breakfast finished the members of the flights will line up alphabetically to sign out of encampment and receive their packets.  Sign out will be under the cover at the front door of the DFAC.  Their evaluation form is their ticket for signing out.  They will sign out under awning or inside door.	
A.  Administration will be present for the sign out and will have the following:
		1.  Sign out sheets for in-flight basic cadets only. Staff will turn in their critique forms at this time.
		2.  Packet for each basic cadet which contains at minimum the following:
a.  CAPF 2A indicating they are authorized to wear the encampment ribbon.
b.  Certificate from Encampment		
c.  Form 50 – Evaluation of Cadet 
d.  Certificate for Character Development.		
B.  Medical will be present to distribute their medication that they brought to encampment. Staff will pick up their medications as well. 
C.  Contraband will be returned to cadets to whom it belongs. Staff contraband will be returned at this time, but if you try to leave without signing out, you will not be authorized to be at another wing level cadet programs activity in the future. 
7.  They will take their paperwork, contraband, and medications to their billets and place them “IN” THEIR BAGS.  Do not let them lay it on top and it will blow away.   HAVE THEM PUT IT IN THEIR BAGS.  The General Support OIC is assigned to make sure this happens.
8.  If a cadet receives a certificate that does not have their correct name let admin know so a correct certificate can be printed and mailed home.

9. Cadets will finish cleaning as needed, change into blues, and take their baggage to Building 200 if weather is clear or the DFAC, if raining.
8. All non-consumables borrowed from logistics should be returned including safety bags.  Guidons and pumpkins should stay with flight.
	LOGISTICS:
Safety bags and orange vests should be emptied and put in a “laundry” pile for Chaplain Smalley to take home to wash.  Any containers of sun screen or bug spray that appear empty should be thrown away.  Any sheets, blankets, towels or any other item that needs to be washed should be put in “laundry” pile.  Flashlights should be opened to remove batteries and batteries placed in a bag with other batteries. DO NOT LEAVE BATTERIES IN THE FLASHLIGHTS.	
9. Cadets and line staff will proceed to PIR field for practice.
10. Cadets from Firearms will be stationed at the main gate guard shack.  They will wear orange vests and will carry orange wands to direct traffic to the parking lot.  The Firearms senior staff will also be stationed for safety with the cadets.
11.  Another Firearms cadet will be stationed at the entrance of the parking lot to direct parents.

12.  A CAP van will be positioned at the main gate so that it can be easily seen from the highway.  

[bookmark: _GoBack]13. Cones will be placed in the parking lot used for PIR so that traffic proceeds around the parking lot and to the parking areas.  Be aware of parents and grandparents with special needs.  If possible, mark some parking spots close to PIR with cones that can be moved for these special needs.

14. During PIR, support staff that is not directly being seen by parents and others will go change into civvies. 

15.  After PIR basic cadets will be released to go home.  Guidons and pumpkins will be returned to logistics.

	LOGISTICS:
Break down the Guidons and place in their storage box.  Guidon flags should go in the “laundry” pile for Ch Smalley to wash.  Pumpkins should be emptied and lids left off.  Pumpkins should go on the rolling carts and wrapped with large stretch plastic for storage.

16.  Staff, senior and cadet, will remain until billets are released. Cadets who help with clearing billets will be allowed to sign out first.  The senior member in charge of clearing will be Jeff Ellison, the Safety Officer.   Staff will be able to change in building 201 into civvies after PIR.  Staff baggage should be placed outside with basic cadets or near Building 200 before PIR so billets and other buildings can be cleared. Cadet staff may place their stuff in their car if available. As soon as the buildings are clear staff will be released and allowed to sign out.  DO NOT LEAVE UNTIL YOU HAVE SIGNED OUT.

A.  Administration will be present for cadet staff and senior member staff sign out and will have the following:
		1.  Sign out sheets for staff.
		2.  Packet for each staff which contains at minimum the following:
a.  CAPF 2A indicating they are authorized to wear the encampment ribbon device.
b.  Certificate from Encampment		
c.  Form 50 – Evaluation of Cadet staff
IF YOU NEED TO LEAVE BEFORE SIGN OUT, BE SURE AND DISCUSS THIS WITH THE ENCAMPMENT COMMANDER BEFORE THE LAST DAY!  Everyone wants to go home.  Many of us have a long drive home so the faster we have the buildings cleared the faster we will be able to go home.  Texas Wing Cadet Programs always try to leave an area cleaner than we found it.  This gives the facilities an opportunity to want us back.
