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INTRODUCTION 

1. An adult person may volunteer to become a member of the Australian Air Force 

Cadets (AAFC) and be accepted as an Officer of Cadets (OOC) or Instructor of Cadets (IOC) 

by applying to the Chief of Air Force (CAF) through their local AAFC unit. 

2. To become a member of the AAFC, the volunteer must satisfy AAFC and Defence 

suitability requirements. To remain an OOC or IOC the member must undertake ongoing 

personal development and initial and periodic suitability checks. 

AIM 

3. The aim of this instruction is to define the requirements for acceptance as, and 

ongoing conditions of service for an OOC or IOC in the AAFC. 

AUTHORITY 

4. The authority for this instruction is Director-General Cadets - Air Force 

(DGCADETS-AF). 

SCOPE 

5. This Instruction applies to all personnel while administering, managing or 

participating in operations or activities of the AAFC. 

DEFINITIONS 

6. Policy definitions are detailed in AAFC Definitions. 

CONDITIONS OF MEMBERSHIP 

Eligibility  

7. Authorities. Only decision-makers who are identified in Annex A to AAFC 

SI(ADMIN) 05-01—Positions and Responsibilities or identified in this SI are to make 

recommendations and decisions in relation to acceptance of and conditions of service for 

OOC and IOC. 

8. OOC and IOC are subject to ADF Cadets and relevant Defence rules and regulations 

while on AAFC activities or when administering or representing the AAFC. OOC and IOC 

must comply with relevant AAFC Orders, Instructions and Publications (OIP) and ADF and 

statutory youth safety requirements to uphold their duty of care to all personnel. 

9. Annex A details the conditions for acceptance of a person as an OOC or IOC. 

Status and relationship of OOC/IOC 

10. Acceptance as a volunteer OOC or IOC does not make that person a member of the 

ADF and no contract of employment exists between an AAFC member and the 

Commonwealth.  
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11. While AAFC members are not ADF members, for the purposes of Work Health and 

Safety (WHS), OOC and IOC are subject to the following Acts: 

a. The Military Rehabilitation and Compensation Act 2004 (MRCA).This is 

administered by the Department of Veteran’s Affairs (DVA) see AAFC Safety 

Manual - Chapter 22 - Rehabilitation and Compensation. 

b. The Safety Rehabilitation and Compensation Act 1988, also administered by DVA, 

provides similar coverage for harm incurred prior to 1 July 2004. 

c. Work Health and Safety Act 2011 -  OOC/IOC are defined as workers under section 

7 of the WHS Act 2011(Cth), and therefore are subject to legal duties outlined in 

section 28 of the Act. As a condition of service, all OOC/IOC must: 

(1) take reasonable care for their own health and safety 

(2) take reasonable care that their actions (including lack of actions) do not 

adversely affect the health and safety of others 

(3) comply, so far as they are reasonably able, with any reasonable instruction 

given to them by Defence, Air Force and their supervisory chain 

(4) co-operate with any reasonable policy or procedure of Defence, Air Force and 

the AAFC relating to health or safety at the workplace, that they have been 

notified or informed of. 

12. Privacy. AAFC members are subject to the Privacy Act 1988 and may be held 

responsible where, while acting in the course of their duties, the OOC/IOC acts contrary to 

the Act (see AAFC SI(ADMIN) 08-02—Privacy and Information Disclosure). 

13. Representation. While on approved activities, OOC and IOC wear uniforms 

supplied by Defence and use a rank structure similar to Air Force. OOC/IOC must not 

represent themselves as an ADF member at any time. AAFC members must adhere to the 

following: 

a. Uniform is to be worn when only when on AAFC duty and/or participating in AAFC 

activities. On all other occasions (eg private functions) the OOC/IOC must have 

specific approval from Director Ground Operations (DGNDOPS) or delegate to 

wear the AAFC uniform. Applications should be made via the member’s supervisory 

chain to DGNDOPS1 

b. Always use the suffix (AAFC) after their rank and/or position title. 

c. Unless specifically authorised, AAFC members are not to participate in any media 

or electronic or other communications that may imply they are representing, writing, 

or speaking on behalf of the Air Force/Defence (See AAFC SI(ADMIN) 13-01— 

AAFC Public Communications and Social Media). 

                                                           
1  AAFC personnel are only covered for rehabilitation and compensation under the MRCA when travelling to 

and from and when participating in approved AAFC activities.  
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14. Service protocols. AAFC members are to pay normal Service compliments to senior 

AAFC and ADF members. ADF members are not required to salute AAFC OOC but 

common courtesies should prevail and ADF members may pay appropriate compliments at 

AAFC activities. 

15. Privileges. While on AAFC duty, OOC/IOC may be invited to attend ADF messes 

and clubs relative to their AAFC rank and operate in accordance with local mess/club rules. 

Rank and promotion  

16. Annex B explains the AAFC rank and promotion processes applicable to IOC up to 

and including the rank of Flight Sergeant (AAFC) and OOC up to and including the rank of 

Flight Lieutenant (AAFC).  

Posting and transfers  

17. OOC/IOC may be required to rotate positions and/or wear rank appropriate to the 

position to benefit themselves and the AAFC. Annex C outlines the conditions for rotations 

in positions. Annex D outlines the conditions for limited tenure senior appointments. 

Attendance and Absences 

18. Annex E outlines the conditions of service regarding attendance and absences. 

Conflict of Interest 

19. A member must not remain a volunteer with the AAFC where an evident or 

perceived conflict of interest exists (eg primary employment is against AAFC principles, or 

an owner of a company which is a supplier to the AAFC). 

OOC/IOC as an elected Commonwealth Official 

20. Where an OOC/IOC intends to nominate as a candidate for Commonwealth Office, 

the IOC/OOC may request to be to have their acceptance in the AAFC cancelled or take an 

extended absence before nominating as a candidate.  

21. There is no requirement for an elected Commonwealth Official to be excluded from 

participation in the AAFC, however, OOC/IOC who are candidates for Commonwealth 

Office, or are elected to a Commonwealth Office, are not obliged to take an absence or 

separate from the AAFC but must: 

a. advise the CDR-AAFC of their intent through their supervisory chain 

b. not use their association with the AAFC for political gain or allow their political 

activities to interfere with, or influence AAFC activities or personnel 

c. must ensure there is no real or perceived conflict of interest associated with their 

involvement in the AAFC.  

22. If elected to a Commonwealth Office, any absence or separation requested is to 

remain in place while the OOC/IOC holds the Office. If an absence or separation has been 
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requested in association with holding a Commonwealth Office, the OOC/IOC is to apply to 

be reaccepted in the AAFC (within 90 days after the declaration of the poll), and the 

OOC/IOC is to be accepted back under the conditions that prevailed before separation. 

Court orders 

23. AAFC personnel who are the subject of a court proceeding (including protection 

order or civil action) that may affect their association with the AAFC must advise their unit 

supervisor as part of their membership acceptance process or before attending the next AAFC 

activity (if already a member). Details should include the: 

a. circumstances which prompted the order/action 

b. duration and conditions of an order/action 

c. impact of order/action on the person’s association with the AAFC. 

24. Unit supervisors who become aware of a member becoming the subject of a 

Protection Order, are to: 

a. conduct risk assessment and manage the matter in accordance with the 

YOUTHPOLMAN, Pt 2, Sect 2, Ch 3. 

b. review the member’s access to personal information on the CEA and, if appropriate, 

restrict the member’s access to CEA. 

25. DGCADETS-AF or delegate is the decision-maker to allow or disallow a member’s 

continued participation at AAFC activities. When a member provides advice of a court action 

or order the following considerations apply: 

a. The unit supervisor and the next higher HQ is to jointly assess any impact on the 

unit, and advise NATHQ, providing relevant information and recommendations 

regarding ongoing attendance at the unit. 

b. Where it is determined that the member’s continued attendance may adversely 

impact a unit, the member is to stand aside until advised otherwise by NATHQ. 

Separation from the AAFC 

26. A member may be separated from the AAFC at his or her own request or because of 

administrative action. Annex A outlines the conditions where a member may have their 

acceptance as a volunteer in the AAFC cancelled. 

MONITOR AND REVIEW 

27. This Instruction will be monitored and reviewed by the Business Process Owner 

(BPO), in conjunction with CDR-AAFC, with amendments made when required. A full 

review of this SI, including associated subordinate OIP, is to be conducted by the BPO every 

two years in accordance with the ‘OIP Biennial Review’ table in Annex E to  AAFC 

SI(ADMIN) 06-01. 
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Linked Documents: 

A. YOUTHPOLMAN Part 1—ADF Cadets Youth Safety 

B. YOUTHPOLMAN Part 2—ADF Cadets Adult Membership Management 

C. YOUTHPOLMAN Part 2—ADF Cadets ADF Cadets Adult Behaviour 

D. YOUTHPOLMAN Part 2—ADF Cadets ADF Cadets Protection Orders 

E. YOUTHPOLMAN Part 2—ADF Cadets Member Health Management 

F. AAFC SI(ADMIN) 09-04—Performance Management and Administrative Action 

G. AAFC SI(FIN) 01-01—Financial Management 

H. AAFC Safety Manual  

Annexes: 

A. Acceptance as an OOC or IOC 

B. OOC and IOC Rank and Promotion 

C. Postings and Transfers 

D. Limited Tenure Assignments 

E. Attendance and Absence 
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ACCEPTANCE AS AN OFFICER OR INSTRUCTOR OF CADETS 

SUITABILITY TO WORK WITH MINORS 

1. Only persons deemed suitable to work with young people will be recommended for 

acceptance as an OOC or IOC. Applicants are not permitted to attend AAFC activities or 

work with cadets until approved by a decision-maker to be registered as an OOC or IOC. 

2. To be deemed suitable to supervise and work with minors, an applicant must: 

a. satisfy the recruitment processes listed in the Cadet Enterprise Application (CEA) 

including Working with Children and police checks 

b. complete Defence Youth Safety Training as directed by NATHQ 

c. agree to comply with ADF Cadets Adult Code of Practice 

d. have experience in and/or be committed to youth leadership. 

Application  

3. When a person volunteers to work with the AAFC they are usually registered as a 

Defence Approved Helper (DAH), are allocated to an AAFC unit and granted Cadet 

Enterprise Application (CEA) access. A six month management period is assigned for the 

DAH to complete the induction process and to gain an understanding of the AAFC before 

applying to become an OOC or IOC. However, this period may be reduced and a DAH may 

apply to become an OOC or IOC after completion of the induction process and a favourable 

recommendation by their Supervisor or Commanding Officer. 

4. Wing recruitment staff are to assist applicants in uploading required information into 

CEA. Once the information is submitted, NATHQ will coordinate checks and registration 

processes. 

5. When recommending an applicant, the unit supervisor and Wing OC must be 

satisfied and document as part of the interview process that: 

a. the selection board has tested the applicant’s experience outside and within the 

AAFC 

b. the applicant’s knowledge of AAFC policies, procedures, objectives and 

methodologies is commensurate with the role into which they may be accepted 

c. the applicant can devote sufficient time and energy to the role 

d. the applicant has a genuine interest in youth development 

e. applicants for OOC display understanding and commitment to the obligations and 

expectations of an OOC. 
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Documentation  

6. The AAFC will collect certain information to ensure volunteers are suitable to work 

with young people. Personal information is to be handled in accordance with Defence privacy 

provisions and AAFC SI(ADMIN) 08-02—Privacy and Information Disclosure. Applicant 

information must be uploaded into CEA and includes: 

a. a certified copy of birth certificate 

b. evidence of Australian citizenship if not born in Australia (or request for waiver) 

c. applicant’s permission to conduct police and referee checks 

d. evidence that the applicant is sufficiently fit, (eg AAFC Medical Examination 

Record, current aviation or ADF medical) or (subject to acceptance) a Statutory 

Declaration 

e. certified copies of certificates, diplomas, degrees or other relevant experience 

f. referee reports from previous members of ADF and/or ADFC organisations, 

including former supervisors, regarding the applicant’s period of service and 

suitability to join the AAFC (this will form part of the NATHQ service history 

check). 

Eligibility 

7. Age. For OOC, the minimum age requirement is 19 years. For IOC, the minimum 

age requirement is 18 years. There is no maximum age restriction to become a member of the 

AAFC conditional on a person being able to carry out their duty of care to cadets. 

8. Citizenship. Applicants must be Australian citizens or have been granted a 

citizenship waiver by DGCADETS-AF or delegate. To be considered for a citizen waiver, the 

applicant must have applied to become an Australian citizen and obtain their Australian 

Citizenship before the expiry of their initial term as an OOC or IOC. Non-Australian 

applicants must supply: 

a. certified copy of their passport showing their Permanent Residency Visa or, in the 

case of New Zealand citizens, a Special Category Visa 

b. copy of their application to become an Australian citizen 

c. evidence of their residency in Australia being more than 4 years or Non-Australian 

Citizenship Acknowledgement Form. 

9. Assessment. A selection board is to make a subjective assessment of the applicant’s 

suitability for acceptance as an OOC or IOC. 

10. Applicants for acceptance as OOC  must satisfy an OOC selection board of their 

capability to be an OOC. The OOC selection board must consist of the WG OC, AFLO and 

one other officer who will make a recommendation to DGCADETS-AF or delegate. 
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11. Education. The minimum educational qualification to be accepted as an OOC is 

Australian Year 12 (or equivalent) with passes in English and three other academic subjects or 

tertiary studies that include at least 1 year of full-time (or equivalent) written communications 

type studies. If the applicant is assessed as suitable, the Wing Officer Commanding, in 

consultation with the Wing Air Force Liaison Officer (AFLO), may request an education 

waiver from DGCADETS-AF or delegate. 

12. First Aid certificate. CB-AF will fund required first aid training for IOC and OOC. 

Applicants must be willing to obtain, and continue to maintain for the duration of their AAFC 

service, the national ‘Provide First Aid’ competency or authorised higher qualification (see 

AAFC Safety manual Chapter 20). Should a volunteer fail to obtain2 or maintain the ‘Provide 

First Aid’ competency, they will be unable to supervise activities and will have their 

membership in the AAFC reviewed. 

13. Knowledge. The applicant should possess some knowledge of aviation and/or 

associated subjects to be able to contribute to AAFC activities commensurate with the 

position they will hold within the AAFC. 

14. Commitment. The applicant must be made aware of, and commit to the time 

requirements of the position (such as major camps, home training and other activities). 

15. Membership of Other Cadet Organisations. The applicant must not be a current 

member of the Australian Navy Cadets, the Australian Army Cadets or member of a foreign 

military or foreign cadet organisation. 

16. Medical fitness. Applicants must be medically fit and active enough to supervise 

young people. The applicant must declare any known medical conditions at the time of 

application in order to assist the decision-maker determine their suitability for acceptance as 

an OOC or IOC and, if required, undergo a medical examination at their own expense. 

Current Medical Examination Record forms are in the AAFC Resource Centre. A sample 

Health Clearance form is in YOUTHPOLMAN Part 2 ADF Cadets Member Health 

Management. See also  AAFC SI(PERS) 0107 – Medical Fitness 

17. Drugs and prohibited substances. Volunteers being considered for acceptance as 

Adult Supervisors, must have their applications rejected if: they admit to habitual Prohibited 

Substances involvement (see AAFC SI(ADMIN) 09-02—Prohibited Substances, Alcohol and 

Tobacco. 

Managing Applications 

18. The approving decision-maker must confirm an applicant’s acceptance will be of 

benefit to the AAFC, the wing and the applicant by considering the applicant’s: 

a. current Australian criminal records check 

b. character references or other appropriate letter of recommendation 

                                                           
2 Successful applicants will be expected to obtain the ‘Provide First Aid’ competency within the period of their 

initial training or six months. Or, for applicants with higher qualifications, a waiver may be granted by the 

National Safety Manager (NSM). Applications for waivers are to be processed via the supervisory chain. 
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c. declaration of good character 

d. conduct record during service in the Australian Defence Force (if applicable) 

e. record of performance and behaviour from previous service in ADF Cadets (if 

applicable) 

f. suitability and aptitude assessment and, if not already completed, a psychological 

assessment (see paragraph 21.b.) 

g. evidence to meet the prescribed medical requirements by a registered medical 

practitioner or completed Health Declaration, as required 

h. commitment to accept training and personal development 

i. suitability to an existing vacancy within the wing. 

19. Assessing and approving decision-makers are to complete the information in CEA – 

Managing applications. Where an individual is assessed as suitable for acceptance as an OOC 

or IOC, they will be accepted as a volunteer in the AAFC under the authority of CAF. 

SOPERS NATHQ who will coordinate the registration process. 

POST ACCEPTANCE  

20. An applicant must accept the terms of the acceptance offered in their letter of 

acceptance and acknowledge that no civil contract of employment is created by their being 

accepted as an OOC or IOC. Initial registration will be ongoing but subject to a minimum 

period of 12 month probation and/or any other conditions stated on letter of acceptance. 

21. Probation. The initial period of acceptance as OOC/IOC is conditional on successful 

completion of a 12 month probation period. Acceptance of a member will remain provisional 

until the following obligations have been met: 

a. If not already completed as a DAH-CIV, IOC/OOC must complete the Initial 

Mandatory Training (IMT) and Uniform Mandatory Training (UMT) programs 

within 6 months of acceptance. OOC are also to complete the Officer Mandatory 

Training (OMT) program within 9 months of becoming an OOC. OOC/IOC who 

cannot complete these programs within the period and have extenuating 

circumstances must request approval, through the WG OC, for an extension or be 

transferred to the Unallotted List (UAL) until they have completed all probation 

requirements. OOC/IOC must also complete and maintain currency in all other 

mandatory training, (eg AAFC Annual Mandatory WHS Awareness training). 

b. The member is to undergo a psychological assessment to be arranged and managed 

by WG HQ. The member is to be assessed within the 12-month probation period as 

suitable or alternatively, if unsuitable, is to be advised by the OC that their 

acceptance as an IOC/OOC will not be confirmed. 

c. The member is to demonstrate their commitment to the AAFC by providing effective 

service (para 22). Where a member does not meet this criterion the OC is to include 
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details of mitigating circumstances influencing their decision on whether or not to 

confirm member’s acceptance as an OOC/IOC. 

d. The member must have performed the duties of the position to which they are 

allotted, to the satisfaction of the AAFC. 

22. Effective service. IOCs and OOCs are expected to be able to devote time and energy 

to the organisation in planning and conducting activities and in maintaining personal 

standards to satisfy duty of care requirements. The determination of effective service for a 

member of the AAFC can be measured against the following requirements: 

a. Time Commitment. IOC and OOC are expected to commit to the time requirements 

of their posted position. Normal IOC and OOC time commitments generally include 

at least: 

(1) completion of minimum 75% of approved activities of their posted unit, which 

includes school holiday camps and major cadet activities 

(2) availability for one parade night per school week 

(3) availability for one weekend activity per school month 

(4) availability for seven days staff development or continuation training 

(5) personal time for planning and administration. 

b. Checks and training IOC and OOC must undertake and keep current with mandated 

training, checks, and personal duty of care requirements to retain their membership 

in the AAFC. These requirements include: 

(1) police and behaviour checks as directed by DGCADETS-AF 

(2) Working With Children Checks—as appropriate to State or Territory 

(3) training as directed by DGCADETS-AF (see AAFC SI(PERS) 03-02 Adult 

Training programs) 

(4) Compliance with ADF Cadets Adult Code of Conduct Statement 

c. other requirements as promulgated in AAFC Orders, Instructions or Publications 

(OIP). 

23. If an IOC/OOC consistently cannot meet their time commitment or fails to maintain 

their personal duty of care currency, the member’s unit supervisor is to advise their higher HQ 

and request the member be posted to the Unallotted List (UAL) (Annex C) or recommend a 

member’s acceptance as a volunteer in the AAFC be withdrawn. A member may also request 

a UAL posting (in accordance with Annex C, Enclosure 1) where they may temporarily be 

unable to meet their requirements. 

24. Change in personal status. Changes in a members personal circumstances including 

change of contact details, medical conditions, relationships or other any circumstances, 

Defence FOI 1250/25/26 
Document 1

s22



UNCONTROLLED IF PRINTED 

 

 A-6  

 

Objective ID:   Version 1.04 

Effective Date: 20-Jul-23 

affecting their AAFC service must be reported to the member's unit supervisor as soon as 

possible. Members should also regularly monitor and update their personal details in CEA. 

WITHDRAWAL OF ACCEPTANCE AS A VOLUNTEER IN THE AAFC 

25. The volunteer nature of the arrangement between the AAFC and an IOC and OOC 

means that the arrangement can end, at any time, initiated by either party. Where possible, 

notice of the end of the arrangement should be given in writing and enough time to ensure the 

cadet unit and cadets are not impacted. 

Retirement  

26. There is no compulsory retirement age for IOCs or OOCs. However, 

DGCADETS-AF or delegate will determine the ongoing suitability of any person to remain in 

the AAFC based on their ongoing ability to fulfil the inherent elements of their role as an 

AAFC member. 

27. When separating from the AAFC, a member's acceptance as an OOC or IOC is 

cancelled. Former members are not refer to themselves as ‘RANK(AAFC) (Retired)’. In 

addition, former AAFC members are not to retain or wear AAFC uniform under any 

circumstance. 

Separation at own request 

28. An OOC or IOC may request (through their supervisory chain) that DGCADETS-AF 

or delegate cancel their acceptance as an OOC/IOC at any time and for any reason. The 

effective date will be the date of the decision by DGCADETS-AF or delegate, or a later date 

if specified in the request. 

29. Unit supervisors are to ensure that a member's request for cancellation of acceptance 

in the AAFC is not the result of unacceptable behaviour on the part of any person and that the 

member requesting separation is afforded any necessary assistance. 

30. Withdrawal of separation at own request. An application to withdraw a request to 

cancel acceptance of AAFC membership will not normally be accepted. An OOC or IOC may 

submit a written request for withdrawal to the decision-maker before separation. After 14 

days separation from the AAFC, a former member will need to reapply for acceptance as a 

volunteer, conditional on a suitable vacancy and must satisfy all acceptance criteria. 

Administrative cancellation of acceptance as an OOC or IOC 

31. DGCADETS-AF or delegate is the authority to cancel an OOC/IOC's acceptance and 

will consider doing so when an OOC or IOC: 

a. has contravened the Adult Code of Conduct and cancellation of their acceptance in 

the AAFC is an appropriate sanction for the contravention 

b. is subject to other adverse administrative or civil action and suspension or 

cancellation of acceptance is warranted 
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c. has not satisfied the conditions of their probation and an extension has not been 

granted 

d. has advised of their intent to be absent for 12 months and there is little chance that 

they will return to effective service 

e. no longer has a viable role in the AAFC. 

32. DGCADETS-AF or delegate, in accordance with procedural fairness, may cancel a 

member’s acceptance as a volunteer in the AAFC at any time. Prior to a volunteer’s 

acceptance being cancelled, and where appropriate and practicable, the volunteer will be 

afforded a level of procedural fairness commensurate with their volunteer status. Procedural 

fairness requires a decision-maker not be biased and that a person who is adversely affected 

by a decision: 

a. should not be surprised by the decision, or by the information that the decision-

maker has relied on 

b. have an opportunity to be heard in relation to the matter before the decision is made. 

33. Administrative actions must be conducted in accordance with AAFC SI(ADMIN) 

09 04—Performance Management and Administrative Action. 

34. Individuals, who are deemed unsuitable to remain in the AAFC and have their 

acceptance ceased, may be prevented from volunteering in another ADF Cadets organisation. 

Administration 

35. Effective date. The cancellation of the OOC or IOC's acceptance as a member of the 

AAFC will take effect on the date specified in the notice. 

36. Records. SOPERS-NATHQ is to ensure all separations are recorded in the CEA and 

promulgated in Personnel Occurrence Reports. 

37. Certificate of Service. Upon separation, an OOC/IOC may be awarded a Certificate 

of Service by Chief of Air Force (CAF) or delegate, DGCADETS-AF or delegate, or 

CDR-AAFC. SOPERS-NATHQ is to coordinate the Certificate of Service to be sent to the 

member’s unit or home address. 

38. Return of Commonwealth material. On separation from the AAFC, all items of 

uniform, identification documents (ID) and any unit/Commonwealth owned equipment are to 

be returned to the AAFC. 

39. Attendance. Once a member has been separated from the AAFC, they may not 

attend any AAFC activity in a supervisory capacity (unless registered as a DAH) and must be 

escorted by a current OOC/IOC when in the vicinity of cadets. IOC/OOC who have been 

separated are not to enter any Defence/AAFC Facility as an AAFC member. 
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OOC and IOC RANKS AND PROMOTION 

AAFC RANKS 

1. AAFC members hold AAFC rank and status as a measure of authority within the 

AAFC for AAFC supervision, and only while on AAFC duty. The AAFC ranks that may be 

held by OOC and IOC and the approved abbreviations are: 

Officers of Cadets (OOC) 

Group Captain (AAFC) – GPCAPT(AAFC) 

Wing Commander (AAFC) – WGCDR(AAFC) 

Squadron Leader (AAFC) – SQNLDR(AAFC) 

Flight Lieutenant (AAFC) – FLTLT(AAFC) 

Flying Officer (AAFC) – FLGOFF(AAFC) 

Pilot Officer (AAFC) – PLTOFF(AAFC) 

Instructors of Cadets (IOC) 

Warrant Officer (AAFC) – WOFF(AAFC) 

Flight Sergeant (AAFC) – FSGT(AAFC) 

Sergeant (AAFC) – SGT(AAFC) 

Corporal (AAFC) – CPL(AAFC) 

Leading Aircraftman (AAFC) – LAC(AAFC) or Leading Aircraftwoman (AAFC) - 

LACW(AAFC) 

Aircraftman (AAFC) – AC(AAFC) or Aircraftwoman (AAFC) - ACW(AAFC). 

Rank on acceptance as an OOC or IOC 

2. A volunteer will start their term as an OOC or an IOC at the AAFC rank specified in 

their Letter of Acceptance, reflecting qualifications, ability, skill, knowledge and experience. 

OOC will normally be accepted in the AAFC at the rank of PLTOFF(AAFC). IOC will 

normally be accepted at the rank of AC/W (AAFC) Ex-cadet WOFF and CUO may be 

accepted at the rank of LAC/W. 
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3. Applicants with ADF service. An applicant deemed suitable to be accepted to the 

AAFC, and who is, or has within five years before their acceptance been a member of the 

ADF: 

a. may be accepted at a rank that corresponds to the rank the member holds or last held 

in the ADF (the member’s ADF rank), up to and including FLTLT 

b. may apply for honorary rank equivalent to their ADF rank where they are offered an 

AAFC rank, which is lower than their ADF rank. 

4. Former Cadets. An applicant, who was formerly a AAFC Cadet Under Officer or 

AAFC Cadet Warrant Officer within the past 5 years before they have been accepted as a 

member of the AAFC, is deemed to have the qualifications, ability, skills and knowledge to 

qualify them for the rank of LAC(AAFC) or LACW(AAFC) once having met any other 

training or qualification requirements. 

5. Registration of a serving Flight Sergeant (AAFC) as an OOC. AAFC IOC of 

Flight Sergeant (AAFC) rank with a total of 5 years’ time in rank may be accepted as AAFC 

OOC with the rank of Flying Officer (AAFC), if an establishment vacancy exists within the 

unit and the applicant is deemed suitable for that rank by the selection board. 

6. Registration of a serving Warrant Officer (AAFC) as an OOC. Retired or former 

WOFFs of the ADF with a minimum of 5 years’ time-in-rank and AAFC IOC of 

WOFF(AAFC) rank with a total of 5 years’ time-in-rank may be accepted as AAFC OOC 

with the rank of FLTLT(AAFC) if an establishment vacancy exists within the unit and the 

applicant is deemed suitable for that rank by the selection board. 

7. Other cadet services. Members with prior service with the Australian Navy Cadets 

or the Australian Army Cadets may request consideration for acceptance at a higher rank if 

that service is current, or within five years of separation from the ANC or AAC as at the date 

of acceptance as a member of the AAFC. The recommendation must be supported by 

CDR-AAFC. DGCADETS-AF or delegate will only consider those cases where a vacancy at 

rank exists in the AAFC. 

Seniority for ex-members returning to AAFC 

8. Where an applicant with previous AAFC service is accepted as an OOC or IOC, 

seniority and rank is as follows: 

a. If an applicant is accepted as an OOC or IOC within 5 years of the date of previous 

separation from the AAFC they may retain their previous rank and seniority, 

provided that a vacancy exists in the unit establishment at that rank. 

b. Following more than five years of separation from the AAFC, former AAFC OOC or 

IOC are to be administered as new applicants with rank and seniority at acceptance 

to be IAW para 2 above. CDR-AAFC has the discretion to waive this requirement 

and approve the retention of previous rank and seniority based upon the applicant’s 

previous AAFC service and experience. 
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Actual rank  

9. Actual rank. The rank to which an OOC or IOC is promoted provisionally (para 21), 

temporarily (para 22), or as limited tenure promotion (para 23) is the member's actual rank 

while the member is in that position. The member may be paid ADF Cadets Volunteer 

Payments (CVP) at the tier rate designated for their primary role (ie CVP is not rank related). 

Honorary Rank 

10. DGCADETS-AF may promote an OOC or IOC to a rank that is to be held as an 

honorary rank conditional on the following: 

a. Honorary rank relates only to AAFC rank, is not an entitlement and is at the sole 

discretion of DGCADETS-AF. 

b. An honorary rank does not confer authority or responsibility additional to that of the 

members' actual rank, nor does it entitle the member to receive CVP at other than at 

the tier rate designated for their primary role. 

c. Where honorary rank has been awarded to an OOC or IOC, that member is entitled 

to wear their honorary AAFC rank when engaged in AAFC activity. 

Acting Rank 

11. DGCADETS-AF or delegate may approve acting rank for OOC/IOC in exceptional 

circumstances. Applications for acting rank, detailing justification must be endorsed at each 

level of the AAFC supervisory chain and forwarded to CDR-AAFC for their recommendation 

to DGCADETS-AF or delegate. Members with acting rank are considered actual at that rank 

(para 9) until the acting rank expires. 

Wearing ADF rank 

12. Current active ADF personnel, who are also accepted as an OOC or IOC may apply 

to DGCADETS-AF or delegate for approval to wear their ADF uniform when engaged in 

AAFC activities. 

13. Approval to wear ADF uniform does not confer authority or responsibility additional 

to the members' actual AAFC rank and position, nor entitle the member to receive CVP other 

than at the members' actual AAFC rank. 

14. When the member retires from the ADF, the authority to wear ADF uniform is 

removed and the member is to revert to wearing AAFC uniform and rank but may apply for 

honorary AAFC rank. 

PROMOTION OF OFFICERS AND INSTRUCTORS OF CADETS 

15. Decision-maker. Under CAF direction to administer the AAFC, DGCADETS-AF or 

delegate may promote an OOC or IOC after considering the length of service, experience, 

capability and qualifications of the member, and recommendations of unit supervisors in the 

member’s supervisory chain. Promotion is not a right or an entitlement. To be promoted, an 
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IOC or OOC must meet certain conditions and be considered suitable by DGCADETS-AF or 

delegate.  

Eligibility for promotion IOC  

16. An IOC may be promoted to the next rank up to FSGT (AAFC) when: 

a. the member has satisfied time in service/rank for their level (see para 17) 

b. the member has completed AAFC required training (AAFC SI(PERS 03-02—Adult 

Training Programs), youth safety and  other contemporary requirements required by 

DGCADETS-AF 

17. the member has provided effective service including regular home parades and 

periods of continuous training 

a. the member is deemed suitable and recommended by their  unit supervisor 

b. there is a vacancy in the unit establishment (if applicable). 

18. Minimum time in rank for promotion is: 

a. LAC/LACW(AAFC) - effective service as an AC/ACW (AAFC) for at least 12 

months 

b. Corporal, (AAFC) - effective service as an LAC/LACW (AAFC) for at least two 

years 

c. Sergeant (AAFC) - effective service as a CPL (AAFC) for at least 3 years 

d. Flight Sergeant (AAFC) - effective service as a SGT(AAFC) for at least 3 years. 

Eligibility for promotion OOC 

19. An OOC may be promoted to the next rank up to FLTLT (AAFC) when the OOC: 

a. Has provided effective service for at least: 

(1) 2 years as a PLTOFF(AAFC) for promotion to FLGOFF(AAFC) 

(2) 3 years as FLGOFF(AAFC) for promotion to FLTLT(AAFC) 

b. has completed required training (AAFC SI(PERS 03-02—Adult Training Programs), 

youth safety training, and other contemporary training required by DGCADETS-AF 

c. has provided effective service including regular home parades and periods of 

continuous training 

d. has received favourable promotion assessments in two Performance Appraisal 

Reports or a waiver to the two report requirement is supported by CDR-AAFC and 

accepted by DGCADETS-AF or delegate 
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e. is deemed suitable and recommended by their unit supervisor. 

20. Performance appraisal reports. A satisfactory performance report at current rank is 

required for promotion and allocation to certain positions in the AAFC. Each OOC/IOC’s unit 

supervisor should raise an annual performance report on the member. The report should be 

sighted and signed by the member, and forwarded to the higher HQ for secure storage. 

Annual reporting should contain the following base information: 

a. an indication of the member’s suitability for continued service with the AAFC 

b. an indication of the member’s suitability for promotion to the next rank 

c. has completed the required training/courses and any other requirements as defined in 

AAFC Standing Instructions 

d. any areas of performance, which are strengths, and any area of performance, which 

could be improved. 

Provisional promotion 

21. A provisional promotion is one, which is subject to the member’s compliance with 

stated condition(s). A provisional promotion may be confirmed (become actual) after the 

member has satisfied the conditions. If the member fails to comply with the specified 

conditions in the stated timeframe, DGCADETS-AF or delegate may revoke the provisional 

promotion and the member is to be reverted to their previous rank. If the provisional rank 

enables the member to perform a certain role, the member may be rotated to another position 

at their actual rank. 

Temporary promotion 

22. DGCADETS-AF or delegate may temporarily promote an OOC or IOC for a stated 

purpose and time. DGCADETS-AF or delegate may extend or revoke a temporary promotion 

at any time. 

Limited-tenure promotion 

23. Suitable OOC or IOC may compete through an expression of interest (EoI) process, 

or in the interests of the AAFC, be directly promoted to WOFF(AAFC) or SQNLDR(AAFC) 

WGCDR (AAFC) or GPCAPT (AAFC) to a limited tenure position where a vacancy exists. 

Annex D to this SI outlines the conditions of assigning a member to a limited tenure position. 

REDUCTION IN RANK 

24. DGCADETS-AF or delegate may reduce, or revert to actual rank, an OOC or IOC 

for the following reasons: 

a. on rotation of positions 

b. on transfer to the Unallotted List 
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c. to maintain established staff/rank levels 

d. as a result of administrative sanction. 
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POSTINGS AND TRANSFERS 

Rotation of positions 

1. Rotation of OOC/IOC through units helps to maintain the AAFC duty of care to 

cadets, assists in succession planning, and enables OOC/IOC the opportunity to gain 

experience in different positions. After consultation with the affected member: 

a. an OC may approve rotation to another position/unit within the wing where no 

change in rank or wing establishment is involved 

b. CDR-AAFC may approve the transfer of a member between wings at both gaining 

and losing wing request where no rank change is involved 

c. DGCADETS-AF or delegate may authorise transfer of members between wings, 

directorates and within NATHQ at any time. 

2. Where the transfer of an OOC or IOC requires the promotion or reduction of rank, 

approval from DGCADETS-AF or delegate is required before the transfer is authorised. 

3. The process of actioning a posting is to be in accordance with the 

guidance/workflow provided in the CEA and is to be reflected in the Personnel Occurrence 

Report. 

Removal from post 

4. DGCADETS-AF or delegate (see SI(ADMIN) 05-01 Positions and responsibilities) 

may remove a member from a post for any reason as detailed in AAFC SI(ADMIN) 09-04 – 

Performance Management and Administrative Action. Reason may include: 

a. poor performance 

b. poor conduct 

c. unsuitability in post 

d. development of other members. 

UNALLOTTED LIST (UAL) 

5. A transfer to the UAL allows an OOC or IOC to retain their membership with the 

AAFC while not being posted to an operational unit. Normally, the maximum period a 

member may be held in the UAL is 12 months. On completion of the 12 months period, if the 

member cannot return to their usual role, their acceptance as a volunteer in the AAFC may be 

withdrawn. Where exceptional circumstances exist, DGCADETS-AF or delegate may grant 

an extension beyond 12 months to no more than a total of 24 months combined 

absence/UAL. 

  

Defence FOI 1250/25/26 
Document 1

s22



UNCONTROLLED IF PRINTED 

 

 C-2  
 

Objective ID:   Version 1.04 

Effective Date: 20-Jul-23 

Transfer to the UAL 

6. Members may apply to transfer to the UAL using the ‘Application for Posting to UAL’ 

form, a copy of which is in Enclosure 1 to this Annex. 

7. DGCADETS-AF or delegate may authorise an OOC or IOC be posted to the UAL 

when the member: 

a. fails to meet their personal duty of care requirements, including currency in ADF 

Cadets/AAFC mandatory training (first aid, youth safety training etc.) 

b. is stood aside in accordance with AAFC SI (ADMIN) 09-04 para 10 

c. applies for more than 3 months absence from an active unit with the likelihood of 

returning within twelve months 

d. was posted to a unit or position that no longer exists and there is currently no other 

suitable position 

e. has failed to return to normal duty following a period of absence but has identified 

that he/she is likely to return to normal duty within 12 months of the original 

absence commencing 

f. has not paraded for a period in excess of 3 months without approval or notification. 

8. Posting to the UAL is not automatic or guaranteed and is at the discretion of the 

decision-maker who will consider each case alongside recommendations from the member's 

unit supervisor. If a member is not considered eligible for posting to the UAL, a 

recommendation will be made to the decision-maker to cancel their AAFC membership. 

9. Transfer to the UAL for IOC is normally at the member’s actual rank for 

FSGT(AAFC) or below and, for OOC, at the rank of FLTLT(AAFC) or below. Where 

exceptional circumstances exist, DGCADETS-AF or delegate may approve transfer at a 

higher rank. 

10. Non-effective service. The period that a member is on the UAL does not constitute 

effective service and does not contribute to time in service for individual proficiency, 

seniority for promotion, or, the Australian Cadet Force Service Medal. 

11. Attendance. During the periods that IOC or OOC is on the UAL they are not 

permitted to attend any AAFC events, activities, wear AAFC uniform or receive any form of 

CVP or allowances. 

Removal from an UAL  

12. Reinstatement to normal duty. Transfer from the UAL is not automatic or 

guaranteed. A member may apply to be reinstated to normal duty at any time within the 12-

month period if they have satisfied their duty of care requirements and a suitable vacancy is 

available. 
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13. Temporary posting. In exceptional circumstances, a member may apply via their 

Wing OC and CDR-AAFC to DGCADETS-AF or delegate to be posted temporarily from the 

UAL to a unit to undertake training or an activity not involving cadets. Such a posting is to 

enable essential training and is not intended to enable members to provide relief staffing to 

Wing or unit activities involving cadets. Members who have not satisfied their personal duty 

of care requirements must not associate with or supervise cadets. 

14. Separation from the AAFC. Where a member cannot, or indicates, as part of their 

application for transfer to the UAL, that they will not return to normal participation at the end 

of the intended UAL period, the member is to have their acceptance as a volunteer in the 

AAFC withdrawn rather than being posted to the UAL. 

Supervision 

15. SOPERS is responsible for maintaining the UAL, promulgating postings to and from 

the UAL and liaising with the member’s previous unit supervisor to determine the member’s 

intentions and posting prospects. 

16. Unit supervisors are responsible for monitoring their members on the UAL, seeking 

their intentions and (after liaison with SOPERS) advising members of possible posting 

options. 

Enclosure: 
1. Request for Posting to UAL Form 
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AUSTRALIAN AIR FORCE CADETS 

 
APPLICATION FOR POSTING TO THE UNALLOTED LIST 

 

 

SECTION A – MEMBER DETAILS 

 

Rank____________ Surname ____________________________ Initials ______________ 

 

Service Number _______________ Unit _________________  

 

Date Request Posting From ____________  to ____________ 

 

Reasons for requesting posting to the Unallotted List (UAL). (Attach additional sheets as 

required)  

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

By applying for a posting to the UAL, I acknowledge that, whilst all attempts will be made to 

fulfil the request, the final decision rests with HQAAFC. I also acknowledge that whilst 

posted to the UAL I cannot attend any AAFC activities and cannot apply for Cadet Volunteer 

Payment.  Furthermore, I am aware that periods on the UAL are not counted as service for 

the purpose of honours and/or awards.  

 

I am aware and acknowledge that my application to be posted from the UAL to duty with the 

AAFC will not be approved unless the terms and conditions advised in SI(PERS) 01-02 

Annex C-1 are first satisfied. 

 

 

 

Signature ________________________________________  Date ___________ 
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SECTION B – WING HEADQUARTERS/DIRECTORATE ENDORSEMENT 

 

Rank____________ Surname ________________________ Initials ______________ 

 

Service Number _____________ Unit _______________  

 

Appointment___________________ 

 

Application Recommended/Not Recommended (Strike out as applicable) 

 

Supporting Comments 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

 

Signature __________________________   Date ___________ 

SECTION C – HEADQUARTERS AAFC 

 

Rank____________ Surname ________________________ Initials ______________ 

 

 

Service Number _____________ Unit _______________ 

Appointment___________________ 

 

Posting to UAL is   Approved   /   Not Approved   (Strike out as applicable) 

 

Supporting Comments (If Required) 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

 

Signature _____________________________  Date _____________________ 

 

☐ Recorded on CEA  

 

☐ End Date of Posting Recorded  
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LIMITED TENURE POSITION 

1. Suitable OOC or IOC may compete through an expression of interest (EoI) process 

for, or in the interests of the AAFC, be directly assigned to a limited tenure position. 

Normally, limited tenure appointments only apply to unit supervisor, WOFF(AAFC), 

SQNLDR(AAFC), WGCDR (AAFC) or GPCAPT (AAFC) positions where a vacancy exists. 

2. AAFC members holding senior management positions must be selected by a Senior 

Officer Selection Board (SOSB) and recommended to CDR-AAFC for DGCADETS-AF or 

delegate approval using the Executive Appointment Report. 

3. Limited tenure assignments are provisional and subject to the terms stated within the 

Letter of Acceptance. A member may be promoted to a limited tenure promotion where a 

vacancy exists and the member: 

a. demonstrates that he/she is capable of effectively performing the duties of the higher 

position 

b. has the prerequisite skills and experience for the position 

c. has been deemed through an approved selection process as the most suitable 

candidate. 

Conditions of unit supervisor assignments 

4. Tenure. Unit supervisor and appointment to other approved limited tenure positions 

will be for a period of 3 years or as stated in the Letter of Appointment. The assignment may 

be extended for a maximum of 2 years at the recommendation of CDR-AAFC and discretion 

of DGCADETS-AF or delegate. The posting may be cancelled at any time at the discretion of 

DGCADETS-AF or delegate. 

5. Probation. Assignments are subject to a 12-month probationary period. 

6. Termination. Assignments can be terminated at any time at the request of the 

incumbent or by DGCADETS-AF or delegate for any reason within the bounds of procedural 

fairness. 

7. Rank. Assignments involving members receiving temporary promotion in rank are 

conditional on the member either separating from the AAFC or returning to their actual 

AAFC rank on completion of their limited tenure position. 

8. Promulgation. Limited tenure appointments/postings are to be promulgated in CEA 

before the member assumes the assignment. Subsequent promulgation via the AAFC 

Personnel Occurrence Report is to occur in due course. 
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Call for expression of interest process 

9. Call for expression of interest. Ordinarily, a vacancy in a limited tenure position

role is to be promulgated and considered through a call for expressions of interest (EoI). In

such circumstances the following process is to apply:

a. The opportunity is to be advertised within the AAFC via an AAFC Information

Circular. In some circumstances, the EoI may be advertised externally through

civilian media (subject to CDR-AAFC and DDGCADETS-AF approval).

b. The advertisement is to include:

(1) a position description and selection criteria by which applications will be

assessed

(2) a closing date and time and address where applications are to be submitted

(3) articulation of the requirement to address all selection criteria through a

statement matching the applicant’s professional and AAFC (or relevant)

experience to the requisite skills and attributes of the position

(4) advice that that applications failing to meet the outlined requirements will be

unlikely to be successful.

c. After considering applications, the person conducting the EoI is to advise applicants

successful in gaining an interview of the time and place interviews will be

conducted.

d. The person conducting the EoI is to convene and conduct a selection board to select

the most suitable applicant. The selection board should comprise of 4 or 5 members

including:

(1) OC WG for promotion to SQNLDR(AAFC)/WOFF(AAFC) and CDR-AAFC

for WGCDR(AAFC)

(2) a subject matter expert where the position dictates technical expertise

(3) an independent member, from another operational wing or NATHQ, of equal

or higher rank to the position

(4) Air Force Liaison Officer for Wing level EoI appointments

(5) a selection board secretary (non-voting member), who will coordinate pre and

post selection board administration and take selection board minutes.

e. The selection board is to submit their recommendations via the AAFC supervisory

chain to the decision-maker.

f. Where the recommendations have been approved, the selection board leader is to

advise the successful applicant/s of the board outcomes and have the member sign a

Letter of Appointment. All letters of appointment will be generated by NATHQ.
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g. The selection board leader is to advise each unsuccessful interviewed applicant of 

their interview outcome and debrief the applicant as applicable. 

Direct assignment process 

10. Where a member has been identified as, having advanced skills and a high level of 

performance commensurate with the requirements of a particular position, and it is in the 

interest of the AAFC to optimise their skills and experience, CDR-AAFC may recommend to 

DGCADETS-AF or delegate that a direct assignment be made and the eligible member be 

directly offered a position. 

11. The OC seeking to make a direct assignment of a member to a unit supervisor role is 

to provide a Minute to DGCADETS-AF or delegate, through CDR-AAFC, via the AAFC 

supervisory chain advising: 

a. the reason why the OC has chosen to adopt a direct assignment process rather than 

undertake an EoI process. The supporting information is to address the benefits of 

the direct assignment, including why a wider selection process is not relevant and 

how other potential applicants were considered to be uncompetitive 

b. the capability of the member recommended for direct assignment by reference to 

current performance, skills and potential for advancement through the assignment 

c. demonstrated benefit to the AAFC of offering the direct assignment. 

Reassignment 

12. Members who occupy a unit supervisor position, and who reach the end of the 

maximum 5-year period of assignment, may express interest in being assigned to a further 

term in the position. Members wishing to continue with the unit supervisor assignment must 

apply via the EoI processes (see para 8) and be considered in competition with other 

applicants. 

13. OC may make a submission to DGCADETS-AF or delegate through CDR-AAFC, 

via their supervisory chain, to re-assign a member to a unit supervisor position where it is 

evident that calling for expressions of interest will not identify any alternative candidates and 

will unnecessarily disrupt supervision for the AAFC and AAFC activities. Such requests 

should be supported as outlined in paragraph 10. 

Completion of limited tenure assignment 

14. A member who has completed a limited-tenure assignment is to have their 

acceptance in the AAFC cancelled at the rank to which the member was promoted at the end 

of the period of the promotion, unless: 

a. DGCADETS-AF or delegate extends the period of the limited-tenure promotion 

b. DGCADETS-AF or delegate authorises the member to revert, to the actual rank the 

member held immediately before the limited-tenure assignment. The member may 

apply for honorary rank in accordance with Annex B. 
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UNCONTROLLED IF PRINTED 

 

ANNEX E TO 

AAFC SI(PERS) 01-02 

 

Objective ID:   Version 1.04 

Effective Date: 20-Jul-23 

ATTENDANCE AND ABSENCE 

Attendance 

1. OOC/IOC should attend at least 75% of approved activities. Where this is not 

possible, the member should negotiate a plan with their unit supervisor that can balance the 

member’s individual circumstances and ensure the unit’s cadet to supervisor ratio and gender 

balance is maintained. 

2. Unless specifically requested by the unit supervisor to deal with membership 

administrative matters or visit as a cadet’s guardian, an OOC/IOC is not to attend AAFC 

facilities, or participate in AAFC activities (with or without receiving Cadet Volunteer 

Payment (CVP)) or wear their AAFC uniform when the member is: 

a. undertaking a period of absence 

b. attached to the Unallotted List (UAL) 

c. stood aside from AAFC duty 

d. suspended from AAFC duty. 

ABSENCES 

Absence notification 

3. Where a member intends to be temporarily unavailable to perform their AAFC 

duties, the member is to notify their supervisory chain of their period of absence. Supervisors 

do not have the authority to refuse a member’s period of absence but may discuss the 

potential impact of the absence on both the unit and the member and, if appropriate, negotiate 

mutually acceptable alternative dates. 

4. The effect of an absence is to be managed by the relevant supervisor and their 

supervisory chain, who are to review of the planned program over the period of the absence 

to ensure all policy requirements are maintained and, if necessary: 

a. amend the program to maintain required compliance (eg cadet/adult ratios) 

b. coordinate IOC/OOC temporary roles, including (where possible) obtaining staff 

from other units 

c. cancel activities. 

5. Extended period of absence. A member may extend a period absence at any time, 

noting that period of absences beyond 3 months will be considered to be non-effective 

service. The maximum period a member may be held on non-effective service is 12 months, 

inclusive of all other periods of absence taken in the same instance. 
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UNCONTROLLED IF PRINTED 

 

 E-2  
 

Objective ID:   Version 1.04 

Effective Date: 20-Jul-23 

Promulgation 

6. All periods of absence are to be recorded in the CEA. Periods of absence in excess 

of 1 month are also to be promulgated in Personnel Occurrence Reports (POR). The 

member’s supervisor is to pass the details of the absence to SOPERS NATHQ, who is to 

ensure the absence details are promulgated. Where a period of absence is in excess of 3 

months, the member is to be transferred to the UAL, leaving their posted positon vacant to be 

filled by another OOC/IOC. 

Effects of absences on conditions of membership 

7. Effective service - awards. Calculations for service towards the Australian Cadet 

Forces Service Medal and other awards will not be affected by an absence of up to 3 months, 

provided the OOC/IOC, otherwise, meets the minimum qualifying requirements in each year, 

as specified by the regulations or policy governing the particular award (SI(ADMIN) 10-01—

Honours and Awards). 

8. Effective service - promotion. Periods of absence do not count towards time-in-

rank requirements for promotion. 

9. Period of registration. On acceptance as an OOC/IOC, the Letter of Acceptance 

will state the member’s period of registration. If a member’s period of registration expires 

during a period of absence, their registration is to be renewed to 1 month after the member’s 

expected date of return to allow the member time to resume their duties and satisfy 

requirements for an extension of registration. 

Resumption of duties after a period of absence 

10. An OOC/IOC may resume the duties of their assigned position at the conclusion of a 

period of absence provided they: 

a. hold a current first aid certificate, current Working with Children Check and any 

other mandatory conditions of service requirements at the time 

b. undertake to complete any new or expired training within a period of 3 months 

c. the position is vacant. 

Absence during an activity 

11. Should an OOC/IOC require an absence during an activity, it is to be endorsed in 

advance by the OIC Activity in accordance with SI(OPS) 01-01—Activity Management. The 

unit supervisor/OIC Activity is to ensure the cadet to adult supervisor ratio and supervisor 

gender balance is maintained for the period of absence by an adult supervisor from the 

activity. 
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AAC STANDING INSTRUCTION - PERSONNEL 

 MANAGEMENT OF ADULT VOLUNTEERS  

REFERENCES 

A. The Defence Act 1903
B. Australian Army Cadets Policy Manual
C. Standing Instruction – Personnel - Authorised Establishment
D. Standing Instruction – Personnel – Structure and Roles
E. Australian Army Cadets Dress Manual
F. Standing Instruction – Personnel - Cadet Volunteer Payment
G. Standing Instruction – Training – Conduct of ALDC Training
H. Standing Instruction – WHYS – Individual Health Management
I. Standing Instruction – Personnel - Compliance
J. YOUTHMAN
K. Defence Privacy Policy
L. Standing Instruction – Policy - Delegations
M. Standing Instruction – Incident Management – Behaviour & Issue Management

Within AAC
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PART 6 – SELECTION FOR SENIOR ACS POSITIONS 

 Whilst participating in AAC program an ACS may wish to fill a Senior ACS 
Position. These positions offer additional opportunities to assist with cadet development and 
enable the organisation to have Senior Comd advisers with recent cadet facing and 
contemporary unit experience at either the Regional or National level.  

 Senior ACS Positions are defined as: 

a. ACU Unit OC 

b. Battalion CO  

c. Regional Assistant Commander (ACOMD) 

d. HQ AAC ACSSO2  

e. HQ AAC Assistant Staff Officer Grade One (A/SO1) Operations 

f. HQ AAC Training Branch A/SO1 ALDC Delivery 

g. HQ AAC Training Branch A/SO1 Cadet Development Continuum (CDC) 

h. HQ AAC Training Branch A/SO1 ALDC Development 

i. HQ AAC National Assistant Commander (NAC). 
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 These positions are filled for a period of four years. The incumbent may be extended 
in extenuating circumstances i.e. to offset a new Regional or National COMD. After that 
period the position will be readvertised. The incumbent may apply to fulfil the position again 
but will go back into the selection with other ACS that apply.  

 The position description for each Senior AAC Position is at reference D. 

 Given the importance of these positions within the organisation, a selection board is 
conducted to determine the suitability of potential candidates. ACS selected for a Senior ACS 
Position are to be provided a Certificate of Appointment. The Certificate template is at Annex 
C. 

 Further detail on the conduct of AAC Selection Boards are contained in Annex D. 
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D. Conduct of Senior ACS Selection Boards 
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c. General Member: As per table below.

d. Selection Board Secretariat: (Non-voting member) this member can be either an APS
or ADF member.

8. The table below lists a suggested AAC Selection Board composition for each Senior
ACS Position.

Table 1: AAC Selection Board Composition  

Senior ACS 
Position 

Delegate Chair Required Member General Member 

ACU Unit OC Regional 
COMD 

Regional 
DCOMD or O5 

Battalion CO 
Regional A/COMD 

ACU OC within the 
BN

Battalion CO Regional 
COMD 

Regional 
DCOMD or O5 Regional A/COMD Bn CO within the 

BDE
Regional Assistant 
Commander COMD AAC Regional 

COMD NAC An A/COMD from 
another Region

HQ AAC SO2 DCOMD 
HQAAC HQ AAC SO1 HQ AAC A/SO1 HQ AAC MAJ 

HQ AAC A/SO1 
Operations DCOMD AAC D/TRG/O6 NAC SO1 Operations 

HQ AAC A/SO1 
ALDC Delivery DCOMD AAC D/TRG NAC SO1 ALDC Delivery 

HQ AAC A/SO1 
CDC DCOMD AAC D/TRG NAC SO1 CDC 

HQ AAC A/SO1 
ALDC Development DCOMD AAC D/TRG NAC SO1 ALDC 

Development 
HQ AAC National 
Assistant 
Commander 

COMD AAC COMD AAC Current NAC1 HQ AAC CO or 
HQ AAC PSO 

1. If the incumbent member is reapplying to fulfil the role, select another SO1 within HQ AAC. 

Key Board Member task and responsibilities 

AAC Selection Board Chair 

9. The Chair of the AAC Selection Board is responsible for ensuring that the
deliberation process for each Board is maintained, that basic decision-making protocols are
adhered to, established deliberative processes are observed and appropriate procedural
practices adopted.

10. The Chair is to ensure the application criteria does not vary from the Expression of
Interest (EoI) requirements detailed in Appendix 1.

11. The Chair is responsible for the provision of a written outcome for the Decision
Maker with a merit list and preferred candidate.

12. The Chair will resolve any ‘questions of fact’ to ensure that the Selection Board
shapes their considerations within a common understanding of relevant facts and an
awareness of any issues surrounding any previous breaches of the Code of Conduct is framed.
Mistakes and behaviour that have not been repeated and opportunities for growth and
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character development. This is a Youth Development program and context and judgement is 
important for COMDs to make informed decisions. 

13. For the Paper Board the Chair will make a determination of suitability by order of
merit Suitable (preferred Candicate) / Suitable / Not Suitable with a Statement of Reasons.
This outcome will be documented with a digital signature and recorded in Objective regarding
the outcome advice, which for transparency is to be dissemination to nominating volunteers
for appointments.

AAC Selection Board General Members 

14. General Members are to identify Conflict of Interest (COI) situations they may have
with any potential nomination prior to consideration of that volunteer.

15. General Members are to plan to attend in person for Regional AAC Selection Boards
and via virtual means for HQ AAC positions.

AAC Selection Board Secretariat 

16. The Secretariat is to act as the coordinator for the activity. They are to provide
regular feedback to the Chair and General Board Members on the progress during each phase
of the activity. Templates for the conduct of an AAC Selection Board are at Appendixes 1-3.

Sequence for Conduct of an AAC Selection Board 

17. The following table is a guide for the sequence of events for an AAC Selection Board.

Table 2: AAC Selection Board Sequence of Events 
Ser Task Lead Remarks 

1 
Identify the need to Select a 
new Senior ACS. 

Regional HQ, HQ 
AAC 

Three months before the expiry of 
the incumbents IoA. i.e. 3 years and 
9 months. 

2 Establish Selection Board Regional HQ, HQ 
AAC 

3 
Release an EoI with Position 
Description and Selection 
Criteria 

Secretariat Cleared through the Chair 

4 

Compilation of applications Secretariat • Review applications to ensure they
meet the selection criteria.

Provide application packs NLT five 
days after application close date. 

5 
Conduct of Paperboard1 Chair • Meeting organised by Secretariat

• Secretariat to update Selection
Board Spreadsheet.

6 
Notification to Candidates Secretariat • Secretariat to provide date/timings

to interview to successful
candidates

7 Selection of interview 
questions 

Chair Normally five questions based on 
the role and potential suitability. 

8 Conduct of Interviews Chair In person or via virtual means 
Secretariat to take notes 

9 Order of Merit established Chair 
General Members 

Secretariat completes Selection 
Board Spreadsheet. 

10 
Results to Delegate Secretariat Forwarded to Delegate after the 

Chair signs the Selection Board 
Spreadsheet.  

11 Candidates informed of 
results. 

Chair Chair to inform successful candidate 
and recommendations to 
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unsuccessful candidates. 

12 

ACKNote released with result Secretariat • For A/COMD and HQ AAC LTCOL
(AAC) Positions.

• ACKNote to be cleared by the
Chair before release.

13 On-boarding, new IoA raised Regional HQ, HQ 
AAC 

1. If there is only one applicant, the Chair is to conduct an interview to confirm suitability. If the member is deemed suitable, the chair

provides the Delegate with a recommendation IAW Serial 10. 

Appendixes: 
1. ACKNote - EoI – Template
2. AAC Selection Board Spreadsheet – Template
3. ACKNote - Position Selection Announcement - Template
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