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CHAPTER 1


LEAGUE ORGANIZATION

1.01
GENERAL

(1)
On 1 April 1971 The Army Cadet League of Canada was formed with an office in Ottawa to carry out the following tasks:

· to encourage and promote public interest in and support of the Royal Canadian Army Cadets;

· to ensure that Army Cadet corps are formed wherever appropriate and practicable and that each Army Cadet unit is effectively sponsored and supported within the community;

· to consult with and advise the Department of National Defence and its appropriate subordinate headquarters in respect of development of policies and aims of the cadet movement in general and the Royal Canadian Army Cadets in particular;

· to make recommendations to military authorities on the enrollment, promotion and release of officers of the Cadet Instructor Cadre;

· to collect, receive, hold and invest funds and property from contributions, gifts, grants, subscriptions or legacies, and to use such funds subject to donors; directions for the benefit of the Royal Canadian Army Cadets; and 

· to establish branches of the corporation in various parts of Canada and to do all those things that are lawful and appropriate to accomplish the objectives of the Corporation. Such objects to be carried out in more than one province of Canada.

(2)
The Ontario Branch was formed in August 1971 and incorporated, receiving status as a charity, under the Corporations Act in 1973.

(3)
The Ontario Branch office is located in Toronto.  It's mailing address and contact information is:

Army Cadet League of Canada (Ontario)

4900 Yonge Street, 6th Floor

Toronto, Ontario M2N 6B7   

Tel:  416-635-2792

Toll Free 1-800-561-4786

Email: armyleag@bellnet.ca

1.02
PROVINCIAL ORGANIZATION

The Ontario Branch has a 16 member Board of Directors, an Advisory Council, League Liaison Officers and members with representation throughout the province.  The branch office is staffed with a full time Executive Director and additional administrative staff.  

1.03
CORPS SPONSOR AND SUPPORT COMMITTEES

As the Supervisory Body, the League must ensure each Corps Support Committee, or Sponsor if no Committee exists, is organized and functioning in a manner that will give the Corps the necessary support to operate efficiently.  This is the part of the organization that has the greatest influence on the strength and efficiency of the army cadet movement.  It is essential there is maximum co-operation between the Sponsors, Support Committees and the League.  Guidelines for their operation are contained in following chapters.

1.04
MEMBERSHIP

Membership is open to any person residing in Ontario who is interested in supporting the purpose and objectives of the League.   This includes, but is not limited to, members of the board of directors, members of the Advisory Council, League Liaison Officers and Support Committee Chairs.
1.05
ANNUAL GENERAL MEETING

A General Meeting for League members is held in the spring of each year.  All members will receive notice of the meeting. 

1.06
LEAGUE PROTOCOL

(1)
As a civilian entity the League does not have a military rank structure.  When representing the League it is not appropriate for members to wear military uniforms.

(2)
The League has approved a green blazer with the League crest, white or green shirt with tie and grey slacks as official wear.  At more formal occasions a rifle green beret may also be worn.  Wearing the official dress is encouraged but the decision to do so is optional. Optional summer dress is white short sleeve shirt with League crest and khaki or grey slacks. Approved Government of Canada Medals and undressed Ribbons will be worn on the Left side.  League Medals & Ribbons are worn on the Right side.  Medals are not worn on short sleeve order.  Olive green Tilley hat with crest can also be worn as summer dress.
(3)
League crests, ties and pins etc. can be purchased through the National League Kit shop online at www.armycadetleague.ca.

CHAPTER 2


DEPARTMENT OF NATIONAL DEFENCE


  - LEAGUE PARTNERSHIP

2.01
DND RESPONSIBILITIES

(1)
In Ontario, the Department of National Defence is represented by Central Region Cadets.  It is a military organization and is part of the Canadian Forces.

(2)
At the local level, DND has the responsibility of providing the army cadet training program and instructors in communities where there is adequate support for the program.

(3)
The army cadet training program consists of mandatory subjects which are supported financially by DND and optional subjects, of which a few are funded.

2.02
LEAGUE RESPONSIBILITIES
(1)
The League is a civilian organization which has the responsibility of ensuring that all army cadet corps are sponsored and that there is adequate support in the community.  Adequate support means that the corps can maintain a viable strength, have the required officers/instructors and be adequately accommodated and supported.

(2)
Each corps must have a Sponsor that is responsible for the basic support.  Further required support can be organized through the formation of Corps Support Committees.  It is recommended that all sponsors attempt to form and participate as members of support committees in order to ensure that a maximum degree of support is available to the corps from the community.

(3)
Corps that do not meet the support requirements may be placed on probation and if sufficient improvement is not made, the corps may be disbanded.


CHAPTER 3


RESPONSIBILITY RELATIONSHIPS

3.01
GENERAL

There are several components involved in conducting the army cadet program and it is essential that there is understanding and co-operation between the various groups.  When there is a disagreement, the deciding factor should be what is best for the cadets and the program.

3.02
DND - LEAGUE

Covered in Chapter 2

3.03
LEAGUE - SPONSOR - SUPPORT COMMITTEE

(1)
Initially, the League looks to the Sponsor to form the Support Committee.  When the Sponsor is unable or unwilling to take on this responsibility, the League looks to other community members including parents.

3.04
SPONSOR/SUPPORT COMMITTEE  - COMMANDING OFFICER

(1)
Co-operation between the Sponsor or Support Committee and the corps Commanding Officer is the key for maintaining a successful corps.  To be successful there are certain factors that each must remember.

(2)
Support Committees should:

(a)
realize that the Commanding Officer is a member of the Canadian Forces, is subject to the Code of Military Discipline, and must follow the orders and guidelines given by Central Region Cadets.

(b)
meet on a regular basis with Commanding Officer at mutually agreed times.

(c)
consult and obtain agreement with the Commanding Officer on the support to be given by the committee.






(d)
refrain from interfering with the Commanding Officer in decisions which are exclusively the right of the Commanding Officer.




(e) if a disagreement with the Commanding Officer should arise, keep the matter of concern within the committee and not allow it to become a topic of general discussion.

(f)
attempt to resolve minor differences with the Commanding Officer.  Major differences should be referred to the League Liaison Officer.

(g)
at all times show confidence and respect in the decisions of the Commanding Officer.

(3)
Commanding Officers should:

(a)
meet with the Support Committee to review coming events and indicate the support required.

(b)
by September prepare the training plan for the year and in consultation with the Chair of the Support Committee prepare an estimated budget to be submitted to the Support Committee for review and planning.
(c)
work co-operatively and give approval of the use of cadets and supervising officers for projects such as fundraising and recruiting.

(d)
consult with the Support Committee on financial matters that are not permitted by DND Guidelines.


CHAPTER 4


THE ROLE AND RESPONSIBILITIES OF THE CORPS


SPONSOR AND SUPPORT COMMITTEE

4.01
GENERAL

(1)
It is recognized that no single directive could be prepared to meet the needs of every locality.  Few corps operate under identical conditions in their various communities but the main point is that a good job must be done of supporting the corps, regardless of how the Support Committee is organized.  This chapter should be a guide and should not limit the amount or degree of work a Sponsor or Support Committee may undertake in supporting it’s Corps.

(2)
The function of the Sponsor and /or Corps Support Committee should not be just one of providing financial support but of providing effective support for all corps operations and one of working closely with the Commanding Officer, corps staff and cadets, in order to ensure that the aims and objectives of the Army Cadet program are being achieved.

(3)
The primary responsibility of the Sponsor and/or Support Committee is to provide suitable accommodation for the Corps, including offices, lecture rooms and a secure area in which to keep Cadet Corps stores.

(4)
The Sponsor and/or Support Committee is also required to assist the Commanding Officer in the recruiting of Cadets and CIC officers for the corps and to publicize the activities of the corps in the community.

(5)
The Sponsor and/or the Chair of the Support Committee should visit the corps on a regular basis and assist the corps in carrying out corps projects that will be of benefit to the community.

(6)
The Sponsor and/or Support Committee should provide financing for the needs of the corps that are not covered by DND grants.  The minimum level of this financial support should be $3,000 per year or $100 per cadet per year.  

(7)
The Sponsor and/or Support Committee is also challenged to provide trophies and other awards for the corps and to create and maintain a cadet band where possible.

4.02
TRAINING

(1)
Training is the RESPONSIBILITY OF THE DEPARTMENT OF NATIONAL DEFENCE and the Sponsor or Support Committee normally SHOULD NOT interfere with the training operations except in extreme instances.  The Sponsor or Support Committee may provide input in those areas of optional training which are funded by them, but should become involved only in the monitoring of the program to ensure that there are no problem areas related to safety or bad administration.

4.03
FINANCIAL

(1)
The League, in an attempt to ensure financial accountability for funds raised by the corps through fundraising activities and grants, has developed the following guidelines:

(a) All Corps funds must be deposited in a separate bank account, in the name of the Sponsor or Support Committee. Note:  If the Corps raises funds through Bingos, Raffles and Nevada Break Open Tickets, anything that requires a Licence from the Ontario Gaming Commission, there must be a separate bank account for that activity.  The signing authority for the account should consist of any two of three screened members of the organization, ie: Chairperson, treasurer, secretary. No two related persons may have signing authority on the same cheque or document.  The League Liaison Officer may be one of the signing authorities if convenient or in the absence of an organized support committee. Corps officers are not authorized signing authorities.
(b) By September the Commanding Officer should have prepared the corps training plan and together the Support Committee Chair and Commanding Officer prepare a proposed budget to be submitted to the Support Committee.  The committee should meet, review and approve the proposed budget expenditures and discuss what fundraising activities will be necessary.

(c) Agreement should be reached on the method by which the budgeted funds will be raised.  Assuming that corps fundraising activities will be required, it is considered imperative that Corps Support Committees play an active role, along with the corps staff, in helping to conduct and SUPERVISE the fundraising activity.  The Commanding Officer must be actively involved in any fundraising activity requiring the participation of cadets.

(d) All corps accounts will be paid by cheque.  In addition, the Commanding Officer should be provided with a “CO’s Fund” or Petty Cash Fund, which would be used to the pay for small routine expenses. A reasonable Petty Cash fund would be $200 to $500 depending on the size of the Cadet Corps. This fund would be replenished by the committee upon submission of receipts for expended funds.

(e) If the Support Committee wishes to use the Registered Business number of the League (Charitable Number) to apply for a grant, etc., they may do so only with the permission and in consultation with the League Office.
(f)  Support Committee members are not entitled to any remuneration.

(g) MOST IMPORTANTLY, UNDER LEAGUE BY-LAWS, Corps Sponsors and Support Committees are required to produce annually, a properly prepared financial statement (ANNEX A) showing all receipts from all sources and disbursements made on behalf of the corps during the period September 1 - August 31.  A copy will be forwarded to the Army Cadet League of Canada (Ontario), by the 30th of September for onward transmission, upon request, to the National League.  In addition a copy will be provided to the Commanding Officer, who should display it on the notice board so that cadets who have participated in fundraising activities, can be provided with an accounting of how the funds have been spent.

(2)
The Commanding Officer will keep a separate inventory of all Non Public Funds (NPF) equipment that has been purchased for use by the Cadet Corps including all items that have been donated by the League or Sponsors.  This inventory will be maintained and updated each year by the Commanding Officer and Support Committee and signed for yearly and/or upon Change of Command. A copy  must be sent to the League Office annually.  The Support Committee has no responsibility or authority for any equipment that has been issued or loaned to the corps by DND.  Special attention should be paid to the following aspects of the NPF inventory:

(a)      identification/description and marking of the items on inventory.

           (b)
      condition (serviceable/unserviceable) of items on inventory.  A procedure should be established with the Support Committee for repair of or write-off of items as they wear or age.

(c)      maintain insurance coverage on items on inventory.

4.04
PUBLIC RELATIONS

(1)
No Army Cadet Corps can be expected to function successfully without a good relationship with the community.  The purpose of a Corps Public Relations Program should be:

(a)
to keep the public fully informed on the activities of the Corps; and

(b)
to continually impress upon the public’s consciousness the fact that Army Cadet Training is beneficial to the community.

(2) It is recommended that corps public relations be made the responsibility of a committee member who has some experience in this field.  The right person may be found on the local newspaper, radio or TV station or perhaps in the advertising department of a local firm.  In many successful corps, the Army Cadets act as their own publicity representatives.

(3)
PUBLIC RELATIONS MATERIAL such as pamphlets, posters etc. are available through the League and should be used (a few of these are distributed to the corps annually by the National Office, extras may be supplied at a slight cost).  Contact the Army Cadet League of Canada (Ontario) for assistance in this matter.

(4)
Under League By-Laws, Corps Sponsors and Support Committees are expected to assist in the VITAL matter of cadet recruitment.  This important function is often left entirely to the corps officers, although it is the Support Committee that could be the most effective in arranging for local publicity, for promotional activities at local schools, for arranging rewards to cadets who bring in new cadets etc. 

4.05
TRAINING ACCOMMODATIONS

(1)
The provision of adequate housing and training accommodation for the cadet corps is a responsibility of the Sponsor/Support Committee.  When accommodation is not provided by DND (in Armouries), the responsibility for arranging the use of a school, Legion Branch, church hall, or municipal recreational facility, lies primarily with the Corps Sponsor/Support Committees and not the corps staff.

4.06
ORGANIZATION OF THE CORPS SUPPORT COMMITTEE

(1)
Sound, basic organization and good leadership in the formation of a Corps Support Committee, and working in close co-operation with the corps officers are the real secrets to success of an Army Cadet Corps.

(2)
Support Committees should form an executive, consisting of the following:

(a)
Chairperson

(b)
Vice-chairperson

(c)
Secretary

(d)
Treasurer

(e)
Fundraising Committee

(f)
Public Relations Committee

(3)
The duties and responsibilities of this support committee executive are out lined in ANNEX B

ANNEX A

To CHAPTER 4

FINANCIAL STATEMENT

Corps No
                                                            

Corps Name
                                                           
Location
                                                           

STATEMENT OF REVENUE AND EXPENSES


As at August 31,                                    

(Year)

REVENUES:
Cash in the Bank (carried over)




                                  

Grants from Sponsoring Bodies




                                 

Donations and Sundry Revenues




                                 

Fundraising Activities:

(Attach separate sheet if necessary)

TOTAL REVENUES





                                  
.../A2


-A2-

ANNEX A

to CHAPTER 4

(con’t)

EXPENSES:

Corps Accommodation Expenses (rental if any)

                                      
Training Equipment Expenses



                                      

Transportation and Trip Expenses



                                      
Meal Expenses





                                      
National Insurance Plans Premiums


                                      
Band Equipment, Maintenance, Music, etc

                                      
Sports Expenses





                                      
Entertainment Expenses (Banquets,Xmas Parties,etc)
                                      
Prizes, Presentations, Trophies, etc



                                      
Summer Camp Expenses




                                      
Medical Examination Expenses



                                     
Recruiting and Publicity Expenses



                                      
Annual Ceremonial Review Expenses


                                      
Administration Expenses (Office supplies, etc)

                                      
Other Expenses:

TOTAL EXPENSES





                                      
Cash on Hand as at 01 September                     

(year)

CERTIFIED CORRECT:

Treasurer





Committee Chairperson

ANNEX B

to CHAPTER 4


RESPONSIBILITIES AND FUNCTIONS OF COMMITTEES AND


COMMITTEE MEMBERS

RESPONSIBILITIES OF THE CHAIRPERSON

(1)
presides at scheduled and periodic meetings of the committee and receives reports from various facets of the committee.

(2)
maintains liaison between the sponsor and the committee.

(3)
ensures that all members of the committee are carrying out their duties in a satisfactory manner.

(4)
selects and appoints competent persons as Chairpersons of sub-committees

(5)
actively participates in corps gatherings such as the Annual Ceremonial Review, and Award Parades

(6)
maintains close and privileged relationships with the Commanding Officer
(7)
works with the sponsor to ensure that the training accommodations for the corps are suitable

(8)
assists in the recruitment of suitable officers and instructors for the corps

(9)
in co-operation with the Commanding Officer, helps maintain an account of all Non Public Funds (NPF) and equipment

(10)
is automatically a member of the Army Cadet League of Canada (Ontario) and may be elected as a director.

RESPONSIBILITIES OF THE VICE-CHAIRPERSON
(1)
substitutes for and performs the responsibilities of the Chairperson when required

(2)
undertakes any duties given to him/her by the Chairperson

.../B2
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ANNEX B

to CHAPTERS 4

(con’t)

RESPONSIBILITIES OF THE SECRETARY

(1)
ensures that notices of regular meetings of the Committee are sent out giving date, time, and place

(2)
in consultation with the Chairperson, prepares an agenda for each meeting

(3)
keeps minutes of the Committee Meetings

(4)
ensures that the Chairperson is kept fully informed of all correspondence pertaining to the Committee

(5)
serves as a member of the Fundraising Committee

RESPONSIBILITIES OF THE TREASURER
(1)
ensures that the Statement of Revenue and Expenses has been properly completed

(1)
maintains a record of all Support Committee assets, ie. Trophies, training equipment, kit shop items etc.

(3)
maintains an up-to-date record of all financial transactions of the committee and corps

(4)
arranges for the annual audit of the financial records of the committee

(5)
prepares financial statements and reports as required by the committee

(6)
serves as a member of the Fundraising Committee.

.../B3
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ANNEX B

to CHAPTER 4

(con’t)

RESPONSIBILITIES AND FUNCTIONS OF THE FUNDRAISING COMMITTEE

(1)
determine the methods by which funds are to be raised and make the necessary detailed plans

(2)
consult with the Commanding Officer when the plans require the use of Army Cadets

(3)
co-ordinates the Sponsor’s participation in League fundraising campaigns, as requested

RESPONSIBILITIES AND FUNCTIONS OF THE PUBLIC RELATIONS COMMITTEE
(1)
keep the local media informed of the activities of the corps

(2)
continually impress upon the public’s consciences the fact that Army Cadet training is beneficial to the community

(3)
participate to the limit of its resources in campaigns, of a special nature, conducted by the League

(4)
constantly be active in the recruitment of cadets and officers

A SUMMARY OF AREAS OF SUPPORT THAT MAY BE REQUIRED

(1)
assistance with recruiting

(2)
provision of trophies and other awards for proficiency, excellence and as special inducements to achievement

(3)
assistance in the provision of transportation

.../B4
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ANNEX B

to CHAPTER 4

(con’t)

(4)
assistance to the Commanding Officer in obtaining guest speakers and arranging visits to places and activities of interest in the community

(5)
assistance to the Commanding Officer in the development and implementation of community projects such as blood donor clinics, collection of food for the food banks, community clean-up, etc.

 (6)
publicizing the Army Cadet Movement by talking to parents, civic leaders and community organizations by making them aware of the attributes of cadet training

(7)
ensure that all Corps equipment is given the proper care and is kept in safe custody

(8)
work in conjunction with the Sponsor and Commanding Officer in the area of financial support by assisting in tag days, sale of lottery tickets, conducting bingos, raffles and any other legal fundraising activity that may be promoted

(9)
attendance at special cadet activities throughout the year

any assistance (within capabilities) that is requested by the Commanding Officer

NOTE
No single directive could be prepared to meet the needs of every locality, and the above areas of support should be regarded as general guide, which does not in any way limit the amount or kind of work that a Support Committee may do, subject to the concurrence of the Commanding Officer.
