Communications Department OIs:


•   The communications department main objective it to provide free-flowing point-to-point, and point-to-multipoint communications throughout the encampment base.  Also to a constant system for monitoring communications for emergency and non-emergency traffic.

•  Equipment Needed:  12 HT Radios (loaners), 1 Base station radio w/ antennae, Radio Log 
Book, Computer, Replacement Batteries, Maintenance Log, Break sheets.

•  Equipment Confirmed:  1 HT Radio (for loaner), Radio Log Book, Computer, Batteries, 
Maintenance Log, Break sheets.

•  Set up in last year's COMM location:  2nd Floor of Building that faces Division Hill.

• Cadet Radio Possession:  All cadets, upon inprocessing, will surrender any radios 
(communication radios) to ADMIN or to COMM.  The cadet's name, the radio type and serial 

number and it's condition will be recorded.  These radios will be used for loaner radios to 
Command staff for the duration of the encampment.  During out-processing, radios will be 
returned to the cadets, and they will sign the radio maintenance log that they received it.

• Phone and Call Sign Listings:  By Day 0, Call sign and Phone number lists should be 
distributed to all staff and departments.  The Call sign list will have the Name and position of 
the person using the radio with their corresponding call sign.  Temporary call signs will be 
issued to those not ROP qualified.  Telephone lists will be made for all staff and departments 
having a telephone.  Any changes will 
be immediately distributed.

•  Announcements:  Announcements can be made, if requested via a specialized form 

(already made) that is handed to communications.  Regular announcements will include 
Uniform of the Day, and any Medical or Weather advisories (as determined by the MED staff).

•  Maintenance Log:  will be kept.  Every other day, COMM staff will inspect each loaner radio, and 
keep a log of condition, battery usage, and any problems.  Each radio will be tracked 
individually for maintenance.

•  Radio Monitor Log:  Radio log will keep track of all communications that are considered “routine 
traffic” and higher priorities.  Informal communications will be ignored.

•  Break List:  Breaks by Exec staff should be recorded on a sign-out/in sheet on a 

clipboard by the COMM desk.  Those going on break will sign out at the time they leave, and 
mark the location they will be at, and then sign back in upon returning to work.  The break lists 
will be changed daily, but saved in a log.

•  Daily Radio Check:  In the morning, when COMM staff first turns on the base station we will 

perform a communications test.  Any stations within listening distance may check-in.  This is 
just to determine if anybody has radio problems.   Any station wishing to check in can, and 
once call sign is given, base station will acknowledge station, to inform them that signal is 
either broken or full-quieting.

•  Meeting with XO:  Daily, the COMM OIC will meet with the cadet Executive Officer to 

discuss any problems, concerns or events that occurred that need to be 


discussed.

Thank you very much, sir.  I hope that these help.  If you have any questions about these, or would like anything changed, please contact me.

c/2Lt  Michael F. Kieloch, CAP

OIC of Communications
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