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[bookmark: one]1. MARINE CADET LIFE
1.1.	FUNDAMENTAL TRAINING VALUES - The Marine Cadets of Massachusetts has adopted the fundamental training values of good citizenship, respect, integrity, discipline and pride. The PRIDE model is integrated into all formal and informal training at the Marine Cadets. The model is applied as follows:
1.1.1. Public Service – Marine Cadet training program is designed to instill a "spirit of public service" in Marine Cadets. Marine Cadets will understand that they are training to become better citizens within the community they live. Training will focus on problem solving and preparing Marine Cadets to cope with the stresses of life and learn their mental and physical capabilities in an effort to build self confidence.
1.1.2.	Respect – Marine Cadets will exhibit and reinforce behavior that demonstrates a sense of respect towards all individuals.
1.1.1. Integrity – Marine Cadets will conduct themselves in a manner that exhibits 
"excellence in character" and an adherence to a strict ethical code.  Marine Cadets will conduct themselves in a polite, courteous and professional manner at all times.
1.1.4.	Discipline - Training will reinforce the importance of attention to detail. The necessity for self-control and incident specific demeanor will be an integral part of all instruction and all interactions throughout the training program.
1.1.5.	Equality - Marine Cadets will model and reinforce an attitude that fosters uniformity, impartiality and equality.

1.2. MARINE CADET CODE OF CONDUCT
1.2.1.	"MARINE CADETS ARE PERSONS OF INTEGRITY. THEY DO NOT LIE, CHEAT, OR STEAL"
1.2.2.	The Code of Honor is a statement that embodies the essential qualities of integrity which shall be required of all Marine Cadets. Marine Cadets are expected to adhere to the Code of Honor at all times.
1.2.3.	The purpose of the Code of Honor is to develop and reinforce the fundamental qualities necessary to serve the community of Fall River and surrounding cities as a Marine Cadet. These qualities include: honesty, dedication to duty, commitment to ethical conduct, respect for others, professionalism, self-motivation, pride, courage, and fairness.
1.2.4.	Integrity is defined as, “wholeness" and an excellence in character that encompasses these fundamental qualities combined with the ability to maintain these qualities in the face of adversity or temptation.
1.2.5.	Honor describes the state of an individual's character whereby the highest level of integrity has been reached and is therefore deserving of the respect and confidence of one's peers.
1.2.6.	One of the key objectives of the Marine Cadet staff is to instill the ideals of integrity and honor in its Cadets.  The Marine Cadet Staff strives to offer a challenging environment within which its Cadets develop the highest standards of citizen professionalism.
1.2.7.	Violations of the Code of Honor and failure to take appropriate action regarding known violations of the Code of Honor are considered serious offenses under the Marine Cadets Disciplinary Code.

1.3. MARINE CADETS COURTESY AND TRADITIONS
1.3.1.	The Marine Cadets is a para-military organization with courtesies and traditions that set it apart from civilian life.  Marine Cadet courtesy extends beyond the common courtesy all citizens should adhere to, it is a practice that is necessary for the preservation of morale, esprit de corps, and discipline.  Strict discipline and demanding performance have been a part of Marine Cadet training since 1977.
1.3.2.	Marine Cadet courtesy and traditions are used between superiors and subordinates to express respect for each other. Respect breeds respect, and Marine Cadet courtesy promotes professionalism. Marine Cadet training adheres to this tradition.

1.4. COMMAND AND LEADERSHIP
1.4.1.	Marine Cadet training conditions teenagers to assemble in an organized fashion, recognize the Marine Cadet staff Chain of Command and carry out orders effectively through the use of a structured leadership training environment.
1.4.2.	Individual efforts alone will not ensure success. Teamwork is an essential element. The Marine Cadet staff utilizes military drill and strict discipline to prepare its Cadets to work together as a team to meet challenges in an organized and unified manner. During meetings and training events Cadets learn to recognize rank, follow orders, and become familiar with formations and tools necessary to become a valuable asset in the community. In addition, Marine Cadets learn to cope with the pressures and stresses of life.
1.4.3.	The Cadet atmosphere is purposefully designed to develop teamwork, build esprit de corps and assist Marine Cadets in making the right choices in order to succeed in life.
1.4.4.	During meetings and training, Marine Cadet behavior is closely monitored and guided to foster disciplined performance. As training progresses and the desired performance is achieved, the training program is gradually modified to in order to enable Cadets to learn through their mistakes. This gradual progression assists Marine Cadets in the development of problem-solving ability, self-reliance and leadership.

1.5. SALUTES
1.5.1.	GENERAL - Salutes rendered by hand or weapons are courtesies that have been expressed by uniformed personnel from ancient times to the present. The salute has two purposes. It is used as a greeting between uniformed personnel and as a gesture of respect between subordinate and superior. Salutes are rendered by the subordinate approximately six paces from the senior officer. All salutes are held until acknowledged.
1.5.2.	SALUTING COMMISSIONED OFFICERS - All Marine Cadets are required to salute all Commissioned Officers, who are then required to return the salute.
1.5.3.	SALUTING ENLISTED PERSONNEL - Salutes will be exchanged between personnel during formations when attendance reports are rendered. For example, when a Marine Cadet in formation and acting as a squad leader, renders an attendance report after having been directed to report, he/she will turn his/her head toward the staff member receiving the report and salute while communicating the attendance report, i.e. (salute) "Sir/Ma'am, First Squad all present, Sir/Ma'am."
1.5.4.	SALUTING OUTDOORS - Salutes are exchanged outdoors between personnel when in uniform and covered.
1.5.5.	SALUTING INDOORS - Salutes are rendered indoors between personnel engaged in drill and ceremony in areas used for drill or while on duty and wearing a cover.
1.5.6.	HONORS TO THE NATION / MILITARY - Personnel in uniform will render salutes to pay honor to the nation / Military Branches:
1.5.6.1. During reveille and retreat ceremonies;
1.5.6.2. During times when the National Anthem is played outdoors;
1.5.6.3.	During times when personnel are on duty and in uniform indoors at an athletic event or other such gathering while the National Anthem is played.
1.5.6.4.	When the National Anthem is played, personnel who are not in uniform will come to the position of attention. When wearing a cover, non-uniformed personnel will uncover with the right hand and hold the cover below the left shoulder.
1.5.6.5.	Personnel in or out of uniform while at a Cadet function will stand at the position of attention as a sign of respect during the playing of any of the military branches hymns.

1.6. ADDRESSING PERSONNEL/CLASSROOM REGULATIONS
1.6.1.	Marine Cadets will address members of the Marine Cadet Staff by their rank if enlisted or "Sir" or "Ma'am" when speaking with an Officer.  Whenever a Marine Cadet addresses or responds to a member of the Marine Cadet Staff, they will preface and conclude their conversation with "Sir" or "Ma'am".
1.6.2.	ADDRESSING PERSONNEL DURING TRAINING AND CLASSES –
Whenever a Marine Cadet is attending or participating in training or classes and desires to speak with or question an instructor, the Marine Cadet will raise his/her right hand with fingers extended and joined. When acknowledged by the instructor, the Marine Cadet will stand and will identify him/herself stating, instructors rank when enlisted or "Sir/Ma'am when speaking to an Officer, Rank and last name, platoon and squad, prior to engaging in conversation. This identification shall only be done the first time the Marine Cadet addresses the instructor each period of instruction, unless advised otherwise by the instructor.
1.6.3.	ADDRESSING PERSONNEL OUTSIDE TRAINING AND CLASSES
1.6.3.1.	Whenever a Marine Cadet desires to speak with any member of the Marine Cadet Staff outside of the classroom, the Marine Cadet will approach the staff member, come to the position of attention and state the staff members rank if enlisted or "Sir/Ma’am” if an Officer, rank and last Name requests to speak to Rank if enlisted and “sir/ma’am” if an Officer. When acknowledged, the Marine Cadet will remain at the position of attention until instructed otherwise.
1.6.3.2.	Whenever a Marine Cadet is outside of the classroom and is addressed by a member of the Marine Cadet Staff, the Marine Cadet will stop whatever he/she is doing and will come to the position of attention. The Marine Cadet will remain at the position of attention until issued an alternative command or dismissed by the staff member. Marine Cadets will not initiate or engage in conversation with persons not associated with the Marine Cadet staff. This includes Members of Battleship Cove staff while on the Battleship. If a person whom they do not recognize as associated with the Marine Cadet Staff approaches a Marine Cadet, the Marine Cadet will keep the conversation short and to the point and politely leave the area.
1.6.3.3.	Whenever a Marine Cadet comes within six to thirty paces of a Marine Cadet Staff member while walking or double-timing, the Marine Cadet will stop and render the greeting of the day, such as the staff members rank if enlisted or "Sir/Ma'am if an Officer, Good Morning, rank if enlisted or Sir/Ma'am” if an Officer. Once acknowledged the Marine Cadet will continue on. If Marine Cadets are moving in a group, only the first Marine Cadet will render the greeting-of-the-day. Once acknowledged the entire formation will pass the Marine Cadet Staff member. Greetings-of the day will be rendered both inside and outside of buildings and may be suspended when authorized by an instructor.
1.6.3.4.	Whenever a Marine Cadet is directed to report to the Marine Cadet Staff member's office, the Marine Cadet will remain outside the office, knock three times on the right doorjamb and state clearly rank and last name they want to speak with or "Sir/Ma'am” if an Officer, rank and last name requests to speak to staff members rank and name if enlisted or Sir/Ma'am" if an Officer. The Marine Cadet will remain at the position of attention outside the doorway until directed to enter or speak.
1.6.4.	The Commanding Officer may modify policies relating to the addressing of personnel to correspond with the current phase of training.
1.6.5.	COURTESIES TO MARINE CADET STAFF - Whenever a member of the Marine Cadet Staff enters the area or any other indoor area where Marine Cadet are congregated, the first Marine Cadet to observe the Staff member will clearly announce "Attention on Deck." All Marine Cadets in the area will come to the position of attention and await instructions. Attention on Deck should never be called while engaged in PT, Training, Classes, or while in the head.  The entering Staff member may address the Marine Cadets, or may render the command of "Carry On" at which time the Marine Cadet may go about their business. If a Staff member is already in the area and a second Staff member enters, Marine Cadets need not announce the presence of the second instructor. When "Attention on Deck" is announced in any other indoor area, Marine Cadets will come to the position of attention and when advised to "Carry On" may resume their duties. "Attention on Deck" will not be announced at any time between Taps and Reveille.
1.6.6.	CLASSROOM REGULATIONS
1.6.6.1.	When reporting to class, Marine Cadets will file into the classroom in an orderly manner, take seats, and prepare study materials for class.
1.6.6.2.	Upon entry of the instructor, the first Marine Cadet to observe the instructor will clearly announce "Attention on Deck" and all talking will cease. Marine Cadets who are seated will place both hands palms down on their lap, feet will be placed flat on the floor and both head and eyes will be focused straight ahead in the seated position of attention. Marine Cadets who are standing will assume the standing position of attention. Once the instructor gives the command "At Ease", all Marine Cadets will take seats and remain quiet in preparation for class. Covers will be placed on the front right-hand corner of the desk with visors facing forward.
1.6.6.3.	If the instruction is to be held outdoors, the class will fall into a formation at the designated location under the direction of a Staff member. The senior Cadet present will take charge of the formation until arrival of the Instructor, at which time the senior Cadet will report anyone not present to the Instructor.
1.6.6.4.	When the instructor indicates that the lesson is over and dismisses the class, the Marine Cadets will exit the classroom in an orderly fashion and proceed to their next place of business. Covers will be held in the left hand palms up and visors facing forward upon exiting the classroom.
1.6.6.5. Marine Cadets will use break time to make head calls and fill their canteens.
1.6.6.6.	If on break outside the classroom and a staff member approaches a group of Marine Cadets, the first Marine Cadet to observe the staff member will clearly announce "Attention on Deck". Marine Cadets will remain at the position of attention until directed otherwise by the staff member.
1.6.6.7.	It will be the senior Cadet present’s responsibility for all Cadets to arrive at the assigned place of duty in a timely manner.

1.7. MARINE CADET MOVEMENT
1.7.1.	INSIDE
1.7.1.1.	Marine Cadets will walk along the right side of corridors while inside buildings and will "square" their corners unless directed otherwise. Instruction on the "squaring" of corners will be provided.
1.7.1.2.	Running on stairways is prohibited. Marine Cadets will use handrails when moving on the stairs. Marine Cadets will utilize the right side of the stairway.
1.7.2. OUTSIDE
1.7.2.1.	When moving from one place to another outdoors, Marine Cadets will proceed in a professional manner and in formation when with other Cadets.  The senior Cadet present should take charge of the detail.  Marine Cadets will be covered when outdoors.
1.7.2.2.	Double-time will be used when instructed to do so when moving but never following mealtimes, and when snow, ice or weather conditions make it unsafe to do so.

1.8. PERSONAL APPEARANCE
1.8.1.	Marine Cadets will be prepared for inspection at all times and will conform to the following standards while at a Marine Cadet function:
1.8.2.	Marine Cadets will shower prior to attending a Marine Cadet function and given time to do so while on a training weekends.
1.8.3.	Marine Cadets will maintain proper oral hygiene.
1.8.4.	Marine Cadets will maintain proper body hygiene.
1.8.5.	Marine Cadets will ensure fingernails and toenails are clean and trimmed at all times.
1.8.6.	Makeup or cosmetics will not be worn while in uniform.
1.8.7.	False eyelashes will not be worn.
1.8.8.	Fingernail polish will not be used.
1.8.9.	Hair will be groomed and maintained as directed.
1.8.10. Male Marine Cadets will be clean-shaven.
1.8.11.	Jewelry, pins, necklaces and/or bracelets will not be worn in uniform, with the following exceptions:
1.8.11.1. Wristwatches black in color.
1.8.11.2. Medical alert bracelets.
1.8.11.3. Religious necklaces and medals worn beneath the shirt and out of view.
1.8.12.	The complete and proper designated uniform will be worn at all times, unless otherwise specified. Any leather gear will be highly polished. All extraneous threads will be removed from uniforms.
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2.1. POLICY

2.1.1. Perfect attendance while a Marine Cadet is highly encouraged this teaches the Cadet responsibility and commitment. While at a Cadet meeting, training event, function, or overnight, Marine Cadets may not leave Battleship property if on the Battleship or designated area at other training locations or areas without prior approval of the Commanding Officer. All requests to depart the area in which Marine Cadet Staff has control of will be granted only after verbal permission is given to the Commanding Officer by the Cadets Parent or Legal Guardian. If an emergency arises requiring immediate leave, and the Commanding Officer is not immediately available, the senior Staff Member present may approve a request for leave. In all cases of additional leave, the Marine Cadet will report to their Platoon Sergeant who will forward the request to the Commanding Officer through the Platoon Commander.
2.1.2.	In all cases of absences the Marine Cadet will notify the Platoon Sergeant or Platoon Commander of his/her absence and the reason for the absence. Absence from the program without prior approval of the absence or valid excuse will result in an absent mark opposed to an excused mark.  Excessive absences may result in discharge from Cadets.

2.2. DUTY HOURS
2.2.1.	Normal Marine Cadets of Massachusetts hours are 1600 hours to 2000 hours, on Sundays. During certain specialized training the times and dates will be provided as soon as they are available but not less then 24 hours prior to the event. At any time the Commanding Officer may modify the schedule at any time if needed because of lack of logistical support, Staff support, lack of Cadet participation, or poor weather conditions.
2.2.2.	Marine Cadet should not arrive prior to one half hour of the start of the cadet meeting, function, or event.  All Cadets should assemble on the fan tail of the Battleship if the weather permits or in the Orientation Center during inclement weather.  If not meeting at Battleship Cove Cadets should assemble at a pre-designated area.  Cadets should assemble no later than 15 minutes prior to the start of the cadet function. The senior Cadet present should notify the Platoon Sergeant as soon as Cadets are formed.  The Platoon Sergeant will then take attendance and inspect the platoon.  Upon completion the Platoon Sergeant should report his platoon.
2.2.3.	Marine Cadets are not allowed on Battleship Cove property without prior approval by the Commanding Officer and without a Marine Cadet Staff member. When authorize all Marine Cadets are required to enter through the main entrance at the ship store or through the gate on the side if the store is closed. The Marine Cadet is then required to report to the formation area during normal duty hours or to locate Cadet Staff during non normal duty hours to notify staff of your presence.

2.3. DISMISSAL
2.3.1.	The Marine Cadets will be dismissed from formation during regular meetings at 2000 on Sundays or upon completion during other functions and events. Marine Cadets will ensure the following have been completed prior to dismissal:
2.3.1.1.	Cadet Office and training areas have been policed and all trash is taken out from the Cadet office and Staff office.
2.3.1.2. Light switch in the Cadet office has been turned to the Off position.
2.3.1.3. All training gear and equipment has been returned to its proper area.
2.3.2.	Marine Cadet s will assemble in formation on the fan tail of the Battleship if weather permits or in the Orientation room during inclement weather.  If not on Battleship Cove property formation location will be pre-designated by Cadet Staff. Accountability should be taken by Platoon Sergeant t ensure no one is left behind. Final information and instructions will be passed on and questions answered. Cadets will be dismissed and escorted by a staff member to ensure the Cadet leaves with a Parent or Legal Guardian and is not left without transportation.
2.3.3.	Marine Cadets will conduct themselves in a manner consistent with the standards of a model citizen while not under Marine Cadet control and uphold the standards of a Marine Cadet of Battleship Cove. Marine Cadets will not bring the reputation of the Marine Cadets of Massachusetts into question in any manner.  Marine Cadets are required to report any incident involving police or major incident which occurs while not under control of Marine Cadet Staff to the Platoon Sergeant or Platoon Commander immediately upon getting a chance. This will include any stop or detention by any police agency for any violation of criminal or civil law, or negative interaction with school teachers and administrators. Failure to report these matters to Marine Cadet Staff immediately following the incident, or immediately upon returning to a Cadet gathering, will be recognized as a violation of the Marine Cadet disciplinary policy.

2.4. ATTENDANCE and PARTICIPATION STANDARDS
2.4.1.	Marine Cadets are required to attend and participate in all aspects of the training program unless excused by Marine Cadet Staff.
2.4.2.	It is understood that things happen and may result in the need to modify the duty status of a Marine Cadet for reasons including sickness or injury. There are three levels of duty status while in under Marine Cadet Control.
2.4.2.1.	Full Duty - The Marine Cadet is capable of participating in all training activities.
2.4.2.2.	Modified Duty - The Marine Cadet is capable of participating in most training activities.
2.4.2.3.	No Duty - The Marine Cadet is incapable of participating in any level of training.  At this level it is at the discretion of Marine Cadet Staff as to whether or not the Cadet may attend Cadet Meetings or other gatherings.
2.4.3.	A Marine Cadet will be credited with completion of an activity when there is both participation and a positive attitude.
2.4.4.	Participation is defined as the willingness of executing a skill or activity as best as a Marine Cadet can and never giving up.
2.4.5.	Positive attitude is defined as a Cadet doing what they are told without questioning and to maintain bearing a 100% of the time.
2.4.6.	In the event a Marine Cadet is granted an Excused Absence from a cadet gathering, remedial instruction will be made available for the hour(s) missed for each period of instruction. It is the responsibility of the Marine Cadet to obtain all materials and information that is necessary to achieve the required proficiency or skill level.
2.4.7.	Any Marine Cadet who fails to meet acceptable performance standards will be subject to discharge from the Marine Cadets of Massachusetts.
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3.1. FIRE REGULATIONS
3.1.1.	Marine Cadet Staff are responsible for fire safety. Fire extinguishers are provided at strategic locations throughout the property. Marine Cadets and Staff will familiarize themselves with the locations and operating instructions of fire suppression equipment.
3.1.2.	In the event of a fire alarm while at a Cadet function, Marine Cadets will follow the directions of Staff Members. In the absence of an instructor, Marine Cadets will follow YELLOW emergency arrows and exit signs and immediately report in an orderly manner to the Security Booth and assemble in Platoon formation.
3.1.3.	In the event a fire alarm sounds while in and unfamiliar building while at a Cadet gathering, Marine Cadets will proceed by the safest and most direct route to the Marine Cadet Van. Marine Cadets will then get into a Platoon formation. Marine Cadet Staff will take accountability and locate anyone not present that should be.
3.1.4.	Marine Cadets that become aware of an actual fire will activate one of the alarm boxes located throughout the Property. When safe to do so, the Marine Cadet will alert Cadet Staff and inform them of what is wrong.
3.1.5.	In the event of a bomb threat, the receiving party will notify a member of Marine Cadet Staff immediately.

3.2. RESTRICTED AREAS
3.2.1.	The following areas are restricted to Marine Cadets as indicated:
3.2.1.1.	Staff Office – The Marine Cadet Staff office is off limits to Marine Cadets unless a Marine Cadet has business with a particular Staff member or is directed to an office by a member of the Staff.
3.2.1.2.	Vending machines - Marine Cadets are restricted from use of all vending machines unless on break, before or after a meeting or when directed otherwise by a staff member.
3.2.1.3.	Supply Section - Marine Cadets are restricted from all supply areas unless accompanied by a Marine Cadet staff member.
3.2.1.4.	Living Quarters (vacant rooms) – Marine Cadets are restricted from entering any vacant room without permission from Staff.
3.2.1.5.	Living Quarters (occupied rooms) - Marine Cadets will not enter any other room without permission of the assigned occupants. Marine Cadets will sleep only in their assigned room. Marine Cadets should never enter a Staff members room unless directly told to do so by the Staff Member or members occupying the room.
3.2.1.6.	Living Quarters (floors occupied by Marine Cadets of the opposite gender) –Marine Cadets are strictly prohibited from entering floors or rooms occupied by Marine Cadets or visitors of the opposite gender without specific prior approval of a member of the Marine Cadet Staff.
3.2.1.7.	Televisions - Televisions located on the property are off limits to Marine Cadets unless directed otherwise.

3.3. ROOM REGULATIONS
3.3.1.	Marine Cadets are responsible for the maintenance and upkeep of their assigned room and common areas. All issued and personal gear will be stowed in a neat and presentable appearance at all times.
3.3.2.	Racks will be made each morning prior to the first formation within Marine Cadet regulations. No person will sit or lie on the racks prior to the sounding of taps, unless directed otherwise. Marine Cadets will sleep under the covers of their assigned rack following taps.
3.3.3.	The doors to Marine Cadet rooms will remain open except when changing clothes. It is mandatory that the room door be closed whenever a Marine Cadet is changing or is in a state of partial dress. Marine Cadets will be fully clothed whenever moving between their assigned room and the shower area.  Fully clothed is defined as wearing footwear, undergarments, pants/shorts, and shirt/t-shirt.
3.3.4.	Whenever female Marine Cadets are changing clothes, the doors at each end of the female floor will be closed.
3.3.5.	The last Marine Cadet to leave an assigned room is responsible to ensure that the windows are closed and all lights are shut off. All drawers will be closed, chairs will be pushed in and there will be no dust or debris present in the room.

3.4. ROOM CHANGES
3.4.1.	Room changes will be made at the discretion of Marine Cadet staff for purposes including disciplinary issues, age differences, and safety concerns.

3.5. INSPECTIONS
3.5.1.	Marine Cadets are subject to inspection of their persons, and their personal and issued equipment at all times while under Marine Cadet control. The purpose of inspections is to ensure a state of readiness and instill the importance of attention to detail. Room inspections are also conducted for safety reasons while looking for contraband. Inspections may be announced or unannounced and may be conducted on an individual or Platoon level.
3.5.2. ANNOUNCED INSPECTIONS
3.5.2.1.	The Commanding Officer or Executive Officer will advise the Marine Cadets of a formal inspection at least one week prior to its start. The Commanding Officer or Executive Officer will determine the time and scope of the inspection.  Marine Cadets will ensure their uniforms, issued equipment, personal items, rooms and common areas are prepared for inspection at all times.
3.5.2.2.	At the designated time, the staff member conducting the inspection will enter the area to be inspected followed by an assisting staff member. The first Marine Cadet to observe the entrance of the inspecting staff member will announce "Attention on deck" and all Marine Cadets will come to the position of attention, on either side of their doorway. The Marine Cadet(s) assigned to the rack nearest the window will stand on the left side of the door and the other Marine Cadet(s) will stand to the right side of the door.  The senior staff member will be responsible for the inspection of the Marine Cadet while the assisting Staff Member will inspect the rooms.
3.5.2.3.	When the inspecting staff members are prepared to inspect a Marine Cadet and His / her quarters, the senior staff member will stop and face the Marine Cadet to be inspected. The Marine Cadet will identify him / herself by stating the staff members rank or "Sir/Ma'am” if it’s an Officer, and their “Rank, and last name.”
3.5.2.4.	The Staff member will visually inspect the uniform of the Marine Cadet and may check any gear carried by the Cadet, i.e. ID Card, Dog Tags, etc.. The Staff member may question the Marine Cadet to test knowledge or to acquire personal past or present history. While the Marine Cadet is being inspected, the assisting staff member(s) will inspect the assigned room of the Marine Cadet. The assisting staff member will record any deficiencies noted during the inspection.
3.5.2.5.	Marine Cadets will be advised of any deficiencies and what corrective, disciplinary or remedial action will be taken. At the conclusion of the inspection, Marine Cadets will be advised to carry on.
3.5.3.	UNANNOUNCED INSPECTIONS
3.5.3.1.	Marine Cadets and their gear are subject to inspection at any time. A staff member may call a Cadet aside whenever they deem it appropriate to conduct an inspection. The inspection may include the Marine Cadet's person, uniform, assigned equipment, or an inquiry into a Cadets knowledge of pertinent information.
3.5.3.2.	The Marine Cadet will be advised of any deficiencies and what corrective, disciplinary or remedial action will be taken.

3.6. DINING HALL PROTOCOL
3.6.1.	Prior to mealtime, Marine Cadets will form in a Platoon formation in a pre-designated area. Staff Members or designated Squad Leaders will conduct roll call to ensure accountability and pass on any necessary information. During times of inclement weather Marine Cadets will be advised to report directly to the dining hall. The Marine Cadets will file into the mess hall in an orderly manner.

3.7. COLOR DETAIL
3.7.1.	The Colors will be lowered on Sundays during regular Cadet meetings from the flagpoles at the fan tail of all ships.
3.7.2.	A Staff member will be responsible for directing the Color Detail.

3.8. TRANSPORTATION AND PARKING
3.8.1.	The preferred method of transportation to and from any event is by parent or legal guardian.  If this is not possible at any time permission with the name of the person providing transportation for the Cadet will be needed by the parent or legal guardian and given to the Commanding Officer.
3.8.2.	Marine Cadets should not make any stops in public places while to and from Marine Cadet meetings while in uniform.
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4.1. HARASSMENT, DISCRIMINATION, AND WORKPLACE VIOLENCE
4.1.1.	The Marine Cadets of Massachusetts promotes and maintains a training environment free from harassment, sexual harassment and discrimination. The following definitions are taken from the Marine Cadet Anti-Harassment/Sexual Harassment and Discrimination Policy.
4.1.2.	Harassment is defined as any conduct that denigrates or shows hostility towards an individual or individuals because of his/her race, color, religious creed, national origin, sex, sexual orientation, ancestry, age, handicap or other such category protected under the law that has the purpose or effect of creating an intimidating, humiliating, hostile or offensive work environment; or has the purpose or effect of unreasonably interfering with an individual's work performance.
4.1.3.	Sexual harassment is defined as unwelcome sexual conduct such as sexual advances, requests for sexual favors, and other conduct of a sexual nature when such actions are explicitly or implicitly made terms of employment or the basis for employment decisions; have the purpose or effect of interfering with work performance; or have the purpose or effect of creating an intimidating, hostile, humiliating or sexually offensive work environment.
4.1.4.	Discrimination is defined as the unequal and unlawful treatment of persons in employment related decisions because of race, color, religious creed, national origin, sex, sexual orientation, ancestry, age, handicap or other such category protected under the law.
4.1.5.	Marine Cadets who feel they are being subjected to such conduct or who observe or become aware of such conduct will immediately report the incident to any member of the Marine Cadet staff.
4.1.6.	Marine Cadets are held to the standards set by the Marine Cadet Anti- Harassment/Sexual Harassment and Discrimination Policy.
4.1.7.	Marine Cadets shall familiarize themselves with Marine Cadet Anti-Harassment/Sexual Harassment and Discrimination Policy.
4.1.8.	The Marine Cadets of Massachusetts shall maintain a policy of zero tolerance for violence, and shall ensure the training environment remains free from any form of violence.
4.1.9.	Marine Cadets shall familiarize themselves with the Workplace Violence Policy.

4.2. CAUSING SERIOUS BODILY INJURY
4.2.1.	Under Massachusetts General Laws Chapter 265, Section 40, it is a criminal offense to "willfully, wantonly and recklessly" cause "serious bodily injury" as "part of a course of study or training program at any public or private institution." Violation of the statute is punishable by a fine of not more than $5000 and/or by imprisonment in a jail or house of correction for not more than two and one-half years. Serious bodily injury is defined as "bodily injury which creates a substantial risk of death or which involves either total disability or the loss or substantial impairment of some bodily function for a substantial period of time."
4.2.2.	Marine Cadets are required to report any incident in violation of Chapter 265 Section 40 immediately to any member of the Marine Cadet staff.

4.3. FRATERNIZATION
4.3.1.	Marine Cadets are prohibited from having social contact, either during or not during a cadet gathering, with members of the Marine Cadet Staff or Battleship Cove employees. Any exception to this fraternization rule must receive prior approval of the Commanding Officer.
4.3.2.	Any inadvertent contact with the above must be reported to the Commanding Officer, through the Executive Officer, immediately upon reporting to a Cadet meeting in writing.

4.4. OTHER EXTRA CURRICULAR ACTIVITIES
4.4.1.	Marine Cadets are encouraged to better themselves and remain active.  However, any additional activities that interferes with the Marine Cadet training program can become an issue due to lack of commitment to the Cadet program which may lead to dismissal from the program.
4.4.2.	Marine Cadets are highly encouraged to avoid employment with Battleship Cove due to conflict of interest.

4.5. SUBSTANCE USE
4.5.1.	ALCOHOLIC BEVERAGES
4.5.1.1.1.	Marine Cadets will not possess, store or bring any alcoholic beverage while under Marine Cadet control or while attending Marine Cadet gatherings.
4.5.1.1.2.	Marine Cadets will not be under the influence of an alcoholic beverage, to any degree, while on Battleship Cove property or at any other training site. 
4.5.1.1.3.	Marine Cadets are strongly encouraged to refrain from using, alcoholic beverages until they reach a responsible and legal age.
4.5.2.	CONTROLLED SUBSTANCES
4.5.2.1.	Marine Cadets will not possess, use, or have in their system, any controlled substance except those prescribed by a licensed medical practitioner for a legitimate medical purpose.
4.5.2.2.	Marine Cadets on prescription and over the counter medications should give all medication to the Executive Officer or Commanding Officer with a note giving Marine Cadet staff instructions and permission to administer.  The Commanding Officer may determine whether or not we will administer the medication or instruct the Cadet to remain home until no longer on the medication.
4.5.3.	USE OF TOBACCO
4.5.3.1.	Marine Cadets will not smoke, use, or possess any tobacco product while at Marine Cadet gatherings.  Smoking is highly discouraged for any present or future use.

4.6. PROFANITY
4.6.1.	The use of vulgar, obscene or profane language is strictly prohibited during the Marine Cadet gatherings. The use of racial, ethnic or sexually degrading language is strictly prohibited at all times.

[bookmark: five]5. OUTSIDE CONTACT

5.1. VISITATION
5.1.1.	Marine Cadets are prohibited from having visitors while attending Marine Cadet meetings unless prior approval by the Commanding Officer is given. During events including family and friends prior approval is not needed.

5.2. TELEPHONE USE
5.2.1.	Marine Cadets are not allowed to use the phones during Cadet meetings and training unless they ask permission first.  During cases of emergency permission is not needed.
5.2.2.	Marine Cadets shall not possess cellular phones on their person during Cadet meetings or training events.  All cellular phones should be left at home or with gear not being used.  Marine Cadet staff is not responsible for lost, stolen, or damaged phones.
5.2.3.	During extenuating circumstances Marine Cadets will be allowed the use of the telephone during training as approved by the instructing staff member.
5.2.4.	Marine Cadets will have access to the payphones located in the ward room aboard the Battleship during breaks.
5.2.5.	Calls an urgent nature will be received for Marine Cadets. Emergency or urgent calls may be placed to the Marine Cadet Office which is automatically forwarded to the Commanding Officers cellular phone at (508) 536-5591.
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6.1. NOTEBOOK REGULATIONS
6.1.1.	NOTEBOOKS
6.1.1.1.	Marine Cadets will be required to maintain a notebook. The notebook will be carried during classes and will be subject to inspection at any time. Marine Cadets will receive instruction on how to maintain the notebook in a manner that is neat and informative. The notebook will act as a reference for studying and use in the future when assigned to give a class to junior Cadets. Marine Cadets will start every class on a new page with the date, Instructor or instructors teaching the class and the name of the class. Failure to maintain notebook to standard will be recognized as an inspection failure.
6.1.1.2.	When the notebook is filled, the Marine Cadet will be responsible to obtain another one. Old notebooks should be kept and available for inspection.
6.1.1.3. The following is a sample of a notebook format:
6.1.1.3.1. Line 1: Monday 090115 (year, month, date format)
6.1.1.3.1.1. Line 2: Sgt Andrade / SSgt Burke (Instructors teaching the class)
6.1.1.3.1.2. Line 3: Rank Structure (Name of class)
6.1.2.2.	The Training Staff Member will be responsible for developing performance assessment and testing procedures to evaluate the attainment of course goals and objectives. As part of the process, a series of exams will be administered to test the comprehension level of Marine Cadets.

6.2. ASSESSMENT AND TESTING
6.2.1. EXAMINATIONS
6.2.1.1. Examinations will include questions from all topics of instruction given prior to the examination. Marine Cadets are responsible for all material taught.
6.2.1.2. Marine Cadets must achieve a score of seventy percent (70%) or higher to pass an examination. Marine Cadets who achieve less than a score of seventy percent will be required to take a second examination. Failure to receive a passing score of seventy percent or higher on the second examination will require the Cadet to take the class again. 
6.2.1.3. No one will be discharged for failing classes.  Marine Cadet Staff will continue to work with Cadet having academic difficulties until they succeed.
6.2.1.6.	It is mandatory that Marine Cadets receive counseling after each test failure and at any time Marine Cadet Staff identify a need. The purpose of this counseling is to identify obstacles to success, develop corrective strategies, and review Marine Cadet expectations with the Marine Cadet. Counseling’s may involve both verbal and written assistance. All counseling sessions will be documented with one copy of the counseling report provided to the Cadet and one copy placed in the Marine Cadets file.
6.2.1.7.	Marine Cadets who miss an examination due to an absence will arrange for a make-up examination with the instructor of the class immediately upon return to the Cadets.
6.2.2.	OTHER TESTING
6.2.2.1.	All quizzes, scored reports, practical exercises, or any other scored event requires a passing score of 70% or greater to pass. Marine Cadets failing to score 70% or better will re-mediated and retested until a passing score is acquired.
6.2.2.2.	A Marine Cadet is required to put forth 100% effort at all times.

6.3. INJURY AND ILLNESS/FITNESS GUIDELINES
6.3.1.	All members of the Marine Cadet Staff are Department of Public Health First Responders. The Marine Cadet Staff also includes personnel with advanced certifications.
6.3.2.	For the purpose of preventing further injury or illness to the Marine Cadet or others involved in the Cadet program, Marine Cadets will immediately report any injury or illness to a member of the Marine Cadet Staff. The staff member will assess the injury or illness and will render the necessary first aid. The Marine Cadet may be sent to the Hospital for further assessment depending on the nature of the illness or injury.
6.3.3.	Whenever a Marine Cadet is in a condition or sustains an injury that might preclude him/her from safely participating in the training, the Marine Cadet will immediately stop any activity that might aggravate the situation and report the situation to a member of the Marine Cadet Staff. All injuries and illnesses incurred during Cadet functions, which might affect a Marine Cadets ability to safely participate in training, will be reported to a member of the Marine Cadet Staff immediately upon returning to the Cadets. Failure to report a condition, injury or illness in violation of a policy will be recognized as a violation and grounds for immediate discharge.
6.3.4.	Marine Cadets are required to report any medication, prescription or over the counter drug, that they are currently taking to a member of the Marine Cadet staff. Marine Cadets will give all prescription and over the counter medications to the Executive Officer or Commanding Officer with a note from a parent or legal guardian giving Marine Cadet Staff instructions and permission to administer the medication. All medications should be kept in their original containers.  Marine Cadet Staff reserve the right to determine whether or not medication will be administered or the Cadet be sent home until no longer on the medication.
6.3.5.	In the event of injury or illness a Marine Cadet may be transported to a medical facility for further examination and treatment. All Marine Cadet injuries and illnesses sustained while under Marine Cadet control will be reported as a Cadet related injury or illness. Bills for the treatment of these injuries or illnesses will be the responsibility of the Marine Cadet insurance Company. All expenses resulting from the treatment of injuries or illnesses that are not sustained while under Marine Cadet control or that are sustained while in violation of a rule or regulation of the Marine Cadet Code of Conduct will be the responsibility of the individual Cadet’s parent or legal guardian.
6.3.6.	Marine Cadet Staff may place Marine Cadets in a modified duty status appropriate for their condition as necessary. The Marine Cadet will be advised of his/her modified status and the applicable training restrictions.
6.3.7.	Marine Cadet staff will document all interactions with Marine Cadets regarding injuries and illnesses through the Marine Cadet Medical Incident Form.  These interactions along with the Marine Cadets progression will be documented in the Marine Cadets file.
6.3.8.	Any injury or illness regarding a Cadet will be immediately reported to the Cadets parent or legal guardian once the Cadet is stabilized.  The Commanding Officer is responsible for all notifications.

6.4. WEATHER REGULATIONS
6.4.1.	HEAT STRESS AVOIDANCE
6.4.1.1.	The conduct of physical activity during high temperatures and humidity is a potential health threat. The body's system for maintaining a constant body temperature while participating in physical activity at higher temperatures can fail because the rate of evaporative heat loss can be inadequate in hot and humid environments. When the total heat load exceeds the capacity of the body to handle these increases, certain degrees of incapacitation can occur. These difficulties may take the form of heat cramps, heat fatigue, heat exhaustion or heat stroke. The monitoring of conditions that lead to heat stress is a preventative health and safety measure.
6.4.1.2. Appropriate warnings will be posted on the bulletin board in the Staff office.
6.4.1.3. Category I (Green Flag) - All activities will proceed as usual.
6.4.1.4.	Category II (Yellow Flag) - Intense physical activities such as endurance running intense callisthenic conditioning, aerobic conditioning, fitness testing, and similar activities are to be modified to reduce sun exposure and should be more strictly supervised.
6.4.1.5.	Category III (Red Flag) - The intense physical activities as noted in Category II are conducted inside, or reduced in intensity and constantly supervised.
6.4.1.6.	Category IV (Black Flag) - All physical training activities will be conducted indoors. Double-time will be suspended during Category IV.
6.4.2.	COLD WEATHER AVOIDANCE
6.4.2.1.	The Marine Cadet Staff recognize that training in cold weather is a potential health threat. Health and safety will be a top priority for all Cadets.
6.4.2.2.	In the event of cold weather, the Executive Officer will monitor the temperature, wind chill and precipitation and will determine what outdoor activities are appropriate.
6.4.2.3.	Appropriate warnings will be posted on the bulletin board in the Staff office.
6.4.2.4.	Category I (Green Flag) - All activities will proceed as usual.
6.4.2.5.	Category II (Yellow Flag) - Intense physical activities such as endurance running intense callisthenic conditioning, aerobic conditioning, fitness testing, and similar activities are to be modified to reduce sun exposure and should be more strictly supervised.
6.4.2.6.	Category III (Red Flag) - The intense physical activities as noted in Category II are conducted inside, or reduced in intensity and constantly supervised.
6.4.2.7.	Category IV (Black Flag) - All physical training activities will be conducted indoors. Double-time will be suspended during Category IV.

6.5. DISCIPLINARY PROCEDURES/CODE
6.5.1. Marine Cadets attending Marine Cadet meetings and training are subject to the disciplinary code of conduct.
6.5.2. Only the highest standards of integrity, discipline, conduct and personal appearance are acceptable.
6.5.3. VERBAL REPRIMAND AND COUNSELING - One method of influencing Marine Cadet performance and behavior will be through verbal reinforcement or correction. Many times this can be best accomplished by providing verbal advice, guidance or correction to the Marine Cadets.
6.5.4.	Written Counseling’s
6.5.4.1.	Written Counseling’s are official correspondence between Marine Cadets and the Marine Cadet Staff.
6.5.4.2.	The Commanding Officer may order a staff member to submit a written counseling to address an infraction or improper behavior amounting to a violation of the Marine Cadet Disciplinary Code of Conduct. The written counseling will address the infraction or behavior and will outline the corrective action the Marine Cadet will take to prevent re-occurrence of the violation.
6.5.4.3.	Upon completion of the written counseling the counseling staff member should file the counseling in the Cadets record.
6.5.5.	REASONS FOR WRITTEN COUNSELING’S
6.5.5.1.	The following are examples of infractions of the Marine Cadet Disciplinary Code of conduct and may result in the issuance of a written counseling. This list is not inclusive.
6.5.5.3.1. Failure to meet or maintain grooming standards
6.5.5.3.2. Failure to meet or maintain oral hygiene standards
6.5.5.3.3. Failure to shower as directed
6.5.5.3.4. Failure to maintain equipment to standard
6.5.5.3.5. Violations of the personal appearance policy
6.5.5.3.6. Conduct or behavior violations
6.5.5.3.7. Tobacco products
6.5.5.3.8. Continuously talking in formation
6.5.5.3.9. Constantly late for meetings and / or events
6.5.5.3.10. Reporting to assignment or training without proper equipment or supplies
6.5.5.3.11. Use of vulgar or obscene language
6.5.5.3.12. Improper response to staff member
6.5.5.3.13. Violations of uniform policy
6.5.5.3.14. Violations of classroom etiquette
6.5.5.3.15. Failure to report illness, emergencies or medications
6.5.6. SUSPENSIONS
6.5.6.1.	A suspension from cadet gatherings may be issued for violations of the Marine Cadet disciplinary code of conduct that involve Marine Cadet conduct, behavior or performance serious enough to warrant the possibility of discharge from the program.
6.5.6.2.	Any Marine Cadet Staff member who becomes aware of a Marine Cadets behavior or conduct of a serious nature should give a written counseling to the cadet and bring the incident to the attention of the Executive Officer.  The Executive Officer will then review the written counseling and situation and discuss the matter with the Commanding Officer. The Commanding Officer and Executive Officer with then make a decision as to whether or not a suspension is warranted and for how long. The decision may be put on hold in the event further investigation is needed. If a suspension is warranted, the Marine Cadet and the Cadets parent or legal guardian will receive written notification and a copy of which will be placed in his/her file.
6.5.6.3.	The following are examples of violations of the Marine Cadet Disciplinary Code of Conduct that may result in a suspension. This list is not inclusive.
6.5.6.3.1. Violations of the Attendance Policy
6.5.6.3.2. Violation of the Disciplinary Code of Conduct
6.5.6.3.3. Insubordination
6.5.6.3.4. Violations of the Uniform Policy
6.5.6.3.5. Criminal and/or illegal behavior
6.5.6.3.6. Conduct reflecting discredit to the Cadet program
6.5.6.3.7. Sexual harassment or discrimination
6.5.6.3.8. Violations of good order and discipline
6.5.6.3.9. Cadet Policy violations
6.5.6.3.10. Harassment of other Cadets or Staff
6.5.6.3.11. Constant tardiness
6.5.6.3.12. Failure to report any of the aforementioned violations
6.5.7. DISCHARGE
6.5.7.1.	Any violations of the above offenses or those deemed reasonable by Marine Cadet Staff are also reviewed to determine whether or not Discharge from the program is warranted.  Any offense that may threaten the safety, wellbeing, or progression of the program may warrant a discharge after careful review and investigation by all pertinent staff members.
6.5.7.2.	In the event a cadet is discharged the cadet is required to return all uniforms and other issued items to the cadet program within 2 weeks of the date of discharge.  If the items are not all returned by this time local aw enforcement will be notified.

[bookmark: seven]7. LEAVING THE PROGRAM

7.1. RESIGNATION
7.1.1.	When a Marine Cadet has made a decision to resign from the program, he/she will approach any member of the Cadet Staff and notify them of the decision. The staff member will escort the Marine Cadet to the Executive Officer. The Executive Officer will inquire into the reason for the request and inquire if the Marine Cadet has considered the consequences of resignation. The Executive Officer will explain options available to the Marine Cadet and will attempt to answer all questions regarding the resignation request. If, following discussion with the Executive Officer, the Marine Cadet still requests to resign, he/she will be allowed to contact their parent or legal guardian for transport and be given a list of all Cadet property issued to the cadet that will need to be returned.
7.1.2.	A Marine Cadet who expresses a desire to resign outside of Cadet gatherings, and is firm in his/her decision, will be encouraged to report to the Executive Officer during the next Cadet meeting to explain.

7.2. DISCHARGE
7.2.1. Any Staff Member may recommend to the Executive Officer, that a Marine Cadet be discharged from the program. The reasons supporting a recommendation for discharge include, but are not limited to:
7.2.1.1. An accumulation of four (4) unexcused absences within 60 days.
7.2.1.2. An accumulation of six (6) unexcused absences within 90 days.
7.2.1.3.	Any Cadet who is inexcusably tardy in accumulation of four (4) meetings within 60 days.
7.2.1.4.	An accumulation of any combination of written counseling’s and suspensions, with supporting documentation.
7.2.1.5.	Possession of alcoholic beverage and/or non-prescribed controlled substance including the use of tobacco while at a Marine Cadet gathering.
7.2.1.6.	Demonstrated pattern of conduct which has the potential for bringing the Marine Cadets of Massachusetts into disrepute.
7.2.2. The Executive Officer may discuss the possibility of discharge after careful consideration and observation of facts with the Commanding Officer.  If the Commanding Officer agrees discharge is warranted a Cadet Staff meeting will be held including all pertinent staff members, to conduct an examination of the evidence supporting the recommendation for discharge. In this meeting disciplinary action that is agreed upon by a majority of the pertinent staff will be implemented. The purpose of such a hearing is to allow the Staff to gather facts regarding the recommendation for discharge or other corrective action and is not intended to confer a right to a hearing on 'behalf of a Marine Cadet or provide a forum for the Marine Cadet to dispute the recommendation for discharge. The Staff will determine the extent of evidence or testimony necessary to render a final decision.


[bookmark: harrassment]Anti-Harassment/Sexual Harassment and Discrimination Policy
The Marine Cadets of Massachusetts shall promote and maintain a training environment free from harassment, sexual harassment and discrimination.

The Marine Cadets of Massachusetts has also adopted a policy modeled of the Commonwealth of Massachusetts' Policy for the Prevention and Elimination of Sexua1 Harassment in the Workplace.

Harassment Investigation Officer
The Harassment Investigation Officer is the Executive Officer of the unit. The Executive Officer reports to the Commanding Officer of the Unit. The Commanding Officer for the unit, or his/her designee, shall act as the Sexual Harassment Officer for the unit. S/he shall notify affected parties of the findings and determinations of harassment, sexual harassment, or discrimination investigations.  All complaints and reports of harassment, sexual harassment or discrimination shall be forwarded to the Harassment Investigation Officer. An investigator shall conduct an investigation, or recommend an alternative avenue for resolution. All Staff Members shall immediately report incidents of harassment, sexual harassment or discrimination to the Harassment Investigation Officer.

Discrimination Defined
The unequal and unlawful treatment of persons in unit related decisions because of race, color, religious creed, national origin, sex, sexual orientation, ancestry, age, handicap or other such category protected under the law.

Discrimination Examples
Any conduct, where the Department bases:
· Unit decisions solely on the race of different applicants; or
· assignment solely on the age of a cadet or staff member.

Harassment Defined
Any conduct that denigrates or shows hostility towards an individual or individuals because of his/her race, color, religious creed, national origin, sex, sexual orientation, ancestry, age, handicap or other such category protected under the law that:
· Has the purpose or effect of creating an intimidating, humiliating, hostile or offensive training environment; or
· Has the purpose or effect of unreasonably interfering with an individual’s training performance.

Harassment Examples
Harassment is any behavior involving:
· Epithets or slurs based on an individual or group’s race, color, religious creed, national origin, sex, sexual 
orientation, ancestry, age, handicap or other such category protected under the law; or
· Other verbal or physical conduct that denigrates or shows hostility or aversion towards an individual or group based on race, color, religious creed, national origin, sex, sexual orientation, ancestry, age, handicap or other such category protected under the law.

Sexual Harassment Defined
Unwelcome Sexual Conduct such as: sexual advances, requests for sexual favors, and other conduct of a sexual nature when such actions:
· Are explicitly or implicitly made terms of training or the basis for unit decisions;
· Have the purpose or effect of interfering with training performance; or
· Have the purpose or effect of creating an intimidating, hostile, humiliating, or sexually offensive training environment.

It is not necessary to meet the threshold of sexual harassment as defined by law to be considered a violation of this policy.

Sexual Harassment Examples
Examples of Sexual Harassment include:
· Direct sexual advances or assaults;
· Sexual inquiries, jokes, and epithets;
· Derogatory comments about a person’s sex or sexual orientation;
· Other forms of verbal abuse of a sexual nature, such as whistling or catcalling;
· Offensive or unnecessary touching, pinching, patting, etc.;
· The display of sexually suggestive posters, photographs, or objects; or
· An employee receiving job benefits contingent on sexual favors (quid pro quo).

Victims of sexual harassment and the harasser can be of the same or different gender as the harasser of either gender.

Sexual Harassment Victims
A third person who is not the intended target of the harassment any employee or in certain circumstances someone who is not an employee (vendors, contractors)

Liability and Sanctions
Staff and Cadets may be personally liable if they engage in harassing, sexually harassing or discriminatory behavior.  Any member of the Marine Cadets of Massachusetts found to have engaged in harassment, sexual harassment or discrimination in violation of this policy is subject to disciplinary action up to and including termination / discharge.  Staff Members may potentially be personally liable if they knew or should have known about incidents of sexual harassment, and did not take appropriate corrective action.  The organization may not be held responsible in harassment, sexual harassment and discrimination cases if it can show that it took prompt and appropriate corrective action.

Step Action
Step 1
Report cases of harassment, sexual harassment or discrimination:
· To a staff member, who shall assist in immediately reporting the complaint to the Harassment Investigation Officer; or
· Report directly to the Harassment Investigation Officer at (774) 488-1532.
· Submit the completed Anti-Harassment, Sexual Harassment and Discrimination Complaint Form to the Harassment Investigation Officer.
Step 2
The Harassment Investigation Officer shall expeditiously respond to the complainant, and follow proper reporting and investigating procedures. These procedures include the organization’s Resolution Process as outlined in the Equal Employment Opportunity and Affirmative Action Plan. Sexual Harassment complaints shall be handled in the manner prescribed by the Marine Cadets of Massachusetts Sexual Harassment Policy.
Step 3
A Cadet or Staff Member may also file a complaint with:
· Massachusetts Commission Against Discrimination
One Ashburton Place, Room 601
Boston, MA 02108-1599
Telephone 617-727-3990
· State Office of Affirmative Action
One Ashburton Place, Room 213
Boston, MA 02108-1516
Telephone 617-727-7441
· U.S. Equal Employment Opportunity Commission
One Congress Street, 10th Floor
Boston, MA 02114
Telephone 617-565-3200 or 800-669-4000

Complaint Procedure
Step 4
If the Harassment Investigation Officer receives a complaint of harassment or discrimination they shall advise the Commanding Officer.

RESPONSIBILITIES
Position Duties
Marine Cadet Staff Members
· Aggressively monitor the training environment to prevent and detect harassment, sexual harassment, and discrimination.
· Take appropriate corrective action to stop all types of harassment, sexual harassment, and discrimination.
· Assist any Cadet or staff member in filing a complaint, or obtaining information on the Marine Cadets of Massachusetts Sexual Harassment Policy.
•Immediately report incidences of harassment, sexual harassment, or discrimination to the Harassment Investigation Officer.
Harassment Investigation Officer
· Publicize their availability to all Organization members and maintain an accessible office.
· Attend training, assess training needs, and arrange training for other staff members and Cadets.
· Distribute information on the Marine Cadets of Massachusetts Sexual Harassment Policy and complaint procedure to all members of the Organization.
· Receive and investigate reports of harassment, sexual harassment, and discrimination in a confidential and expeditious manner. 
· Maintain confidential, accurate, and current records of reports of harassment, sexual harassment, and discrimination.
All Members of the Organization
· Shall not engage in harassing, sexually harassing, or discriminatory behavior.
· Shall cooperate in investigations of harassment, sexual harassment, and discrimination.
· Shall actively participate in the organization’s efforts to prevent and eliminate harassment, sexual harassment, and discrimination.
Exceptions
All member of the organization should be aware that conversations with the Harassment Investigative officer are considered confidential and that this Officer is not the proper venue to notify the Department of harassment, sexual harassment or discrimination complaints.  The Executive Officer is not required to report such complaints through the Marine Cadet Chain of Command.




Retaliation
Any retaliation against an individual who has complained about harassment, sexual harassment or discrimination and any retaliation against individuals for cooperating with an investigation of a harassment, sexual harassment or discrimination complaint is unlawful and shall not be tolerated.

Distribution of Policy
This policy shall be posted in all Marine Cadet Offices and living quarters and a copy of this policy shall be given to each member of the organization as soon as possible upon joining the unit, and annually thereafter. A copy shall be made available by any staff member or the Harassment Investigation Officer upon request.

Marine Cadets of Massachusetts Policy
The organization shall adhere to the Marine Cadets of Massachusetts Policy for the Prevention and Elimination of Sexual Harassment in the training environment.
Findings
In the event that an investigation is conducted regarding a harassment, sexual harassment or discrimination complaint, the findings shall be:
· Sustained*
· Not Sustained
· Exonerated
· Unfounded*
Cases involving sexual harassment shall conform to the findings defined in the Marine Cadets of Massachusetts Policy and shall be classified as listed above.  Cases in which the complainant has withdrawn their complaint shall be classified as Withdrawn.  Cases that are recommended for an alternate resolution shall be classified as Referred. In all cases, a record will be made in the case file. All findings, withdrawals and referrals shall be reviewed and approved by the Commanding Officer.

* A Sustained or Unfounded complaint may be deemed a violation of the Anti-Harassment, Sexual Harassment and 
   Discrimination Policy and shall be dealt with under the Rules and Regulations of the Marine Cadets of Battleship  
   Cove.

[bookmark: violence]
Workplace Violence Policy
The Organization shall maintain zero tolerance for violence and ensure the training environment remains free from any form of violence.  

Workplace Violence Defined
Workplace shall be defined as:
• Any Marine Cadet owned or leased property;
• Any location where Marine Cadet business is conducted;
• Site where an organization members are conducting training;
• Marine Cadet vehicles or private vehicles being used for Marine Cadet business; or
• Any location if the violence has resulted from an act or decision made during the course of conducting 
  Marine Cadet business.
Workplace violence shall include, but is not limited to:
• Intimidation or threats communicated by any means;
• Physical assault and/or battery;
• Threats and/or acts of intimidation communicated by any means that cause an organization member to 
   be in fear of their own safety;
• Disruptive or aggressive behavior that causes a reasonable person to be in fear of their own safety or 
   that of a colleague or that causes the disruption of organization productivity; or
• Property damage.  
Incidents of workplace violence may be acted out individually or take place between:
• Organization Member (s) and Organization Member (s);
• Organization Member (s) and the General Public, Battleship Cove Staff, 
• Organization Member(s) and acquaintances/partners; and
• Organization Member (s) and the families of an Organization Member.

Workplace Violence Coordinator
The Workplace Violence Coordinator shall be the Executive Officer of the unit assigned by the
Commanding Officer. The Workplace Violence Coordinator shall report directly to the Commanding Officer of the Marine Cadets of Massachusetts.

Workplace Violence

Safety Incidence Team
The Commanding Officer shall designate staff to the Workplace Violence Safety
Incidence Team and provide such names to the Workplace Violence Coordinator. The established team shall consist of:
• The Company First Sergeant; 
• Company Gunnery Sergeant; and
• All Platoon Commanders

Liabilities and Sanctions
Any Staff or Cadets found to have engaged in any act of workplace violence, in violation of this policy is subject to disciplinary action up to and including discharge.  Disciplinary action may also include recommending the Staff member or Cadet to participate and to successfully complete counseling, anger management education, or other appropriate programs in order to sty in the program.  The Commanding Officer may consider acts of workplace violence, along with a Staff Member or Cadets success in completing recommended programs, within the promotional process and other work related determinations.

Responsibilities Position Duties

Marine Cadets
Cadets shall:
• Not engage in workplace violence behavior;
• Immediately report any incidents, threat of incident, or potential incidents of workplace violence to the next Staff Member in the Chain of Command;
• Cooperate in investigations of workplace violence; and 
• Actively participate in the unit’s efforts to prevent and eliminate workplace violence.

Workplace Violence Coordinator:
• Promptly respond to reports of workplace violence by reporting them to the Workplace Violence Coordinator;
• Take appropriate and immediate enforcement action in response to an incident to ensure the safety of those involved;
• Conduct the investigation in a manner that is sensitive to the safety concerns and privacy of the victim(s), the perpetrator, and all witnesses; and
• Forward a copy of the final report for all workplace violence incidents, to the Commanding Officer.

Staff Members:
• Aggressively monitor the workplace to prevent and detect workplace violence;
• Take appropriate corrective action to stop workplace violence;
• Immediately report incidences of workplace violence to the Workplace Violence Coordinator;
• Assist the victim of a workplace violence incident by providing any additional support or services necessary to ensure protection and safety of the victim from further episodes of workplace violence;
• Make notification to the Workplace Violence Coordinator, within 72 hours of the incident. 

Workplace Violence Safety Incident Team
Workplace Violence Safety Incident Team shall:
• Meet as needed, to devise, review policies, procedures and safety protocols for workplace violence;
• Ensure consistent and coordinated responses to acts of workplace violence;
• Evaluate and/or make additional notification, recommendations as required when notified of an incident of workplace violence by a Cadet or Staff Member; and
• Review and evaluate any serious or critical incidents of workplace violence and make any appropriate recommendations to the Workplace Violence Coordinator necessary to enhance safety considerations.

Commanding Officer
The Commanding Officer:
• Ensure, if necessary, written workplace protection plans are devised for Cadet(s) who are victims of workplace violence; and
• File a copy of all reports written by the Workplace Violence Coordinator in the violator’s record.
• Review all final reports of workplace violence incidents and take appropriate actions by alerting proper authorities
• Coordinate and schedule meetings as needed with the Workplace Violence Safety Incident Team;
• Maintain a separate repository file for reports on workplace violence incidents; and
• Annually report statistical data relative to workplace violence incidents within the Department to the Commanding Officer of the Unit.
• Coordinate with Workplace Violence Coordinator and the Commonwealth’s Human Resources Division regarding Workplace Violence Training;
• Assess the Department’s training needs, attend and arrange for training for all Department employees through coordination with the Training Staff Member
Exceptions
All Cadets should be aware that conversations with the Workplace Violence Coordinator are considered confidential and that these entities are not the proper venue for notification to the authorities for workplace violence complaints or incidents.

Retaliation
Any retaliation against an individual who has complained about workplace violence and any retaliation against individuals for cooperating with an investigation of workplace violence are prohibited and shall not be tolerated.

Distribution of Policy
This policy shall be posted in all Marine Cadet Offices and living quarters and a copy of this policy shall be given to each member of the organization as soon as possible upon joining the unit, and annually thereafter. A copy shall be made available by any staff member or the Harassment Investigation Officer upon request.
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