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Summary:  This Standard Operating Procedure (SOP) manual provides guidance for the execution of the duties 
of the S3 Operations Officer. 
 
Applicability:  This SOP applies to all JROTC cadets at Science Hill High School. It covers the duties of the 
S3 and how to fulfill them. 
 
Suggested improvements: Send comments and suggested improvements to the S-3.* 
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Chapter 1-Introduction 
 
1-1. Purpose- The purpose of the S3 Operations Officer is to plan all battalion events, update the 

JUMS Event calendar, and to conduct a weekly training meeting with a special 60 day forward 
meeting at the beginning of each month. 

 
Chapter 2- Command Structure 
 
2-1. S3 Operations Officer- The S3 Operations Officer is in charge of overseeing plans in the 
Battalion. This job involves: 

- Ensuring that all events that the Battalion participates in has a Standard Operating Procedure, 
and that all Standard Operating Procedures that do exist are up to date with current event 
information 

- Overseeing the creation and updating of the Battalion Event Matrix 
- Ensuring that all events that take place after the end of the school year have cadets who will be 

staffing them, and ensuring that each of these cadets does not turn in their uniforms at the end 
of the school year. 

- Working with the Companies, BC, XO, and CSM to plan events 
- Create Events in JUMS. 

 
 
2-2. Operations Sergeant- The Operations Sergeant assists the S3 in the planning of battalion events 
as listed above. 
 
2-3. Change of Command- After the Change of Command and Promotion Banquet, the previous S3 
will assist the new S3 in adjusting to their new position. 
 
Chapter 3- Standard Operating Procedures (S.O.P’s) 
 
3-1. S3 Written S.O.P’s- The S3 is in charge of typing up almost all Standard Operating Procedures 
(S.O.P’s) for Battalion events. An S.O.P is a general guide to how an event is supposed to be planned, 
organized, and executed. Criteria for what should be included in an S.O.P. follows: 

- S.O.P’s should cover general topics like uniform requirements for events, arrival times, who is 
required to participate, etc. 

-  S.O.P’s are not and should not all be the same. Each event has specific criteria for both 
planning and execution. Therefore, the S.O.P for each event should specify what that criterion 
is and how it should be met.  

- S.O.P’s need to be as specific as possible about how an event is to be planned and executed. 
- S.O.P’s need to be written so that anyone in the battalion could read and understand them. 
- All S.O.P’s need to include up-to-date information about an event. When an event occurs that 

already has an S.O.P written for it, that S.O.P needs to be looked at both so that it can be 
referenced and so that it can be updated with  any new information about the event. 

2 
Science Hill High School S3 SOP 

 



HQ, Topper Battalion 
Science Hill High School Junior ROTC 

1509 John Exum Parkway, Johnson City, TN 37604 
 
 
The S3 is not in charge of writing out every battalion S.O.P. Team Commanders will write and update 
the S.O.P.’s of their respective team. Staff Officers will create and update the S.O.P.’s relating to their 
position. A specific list of S.O.P’s delegated to other cadets is located in Chapter 3 Section 2. 

(Note: If there is not a standardized template for S.O.P format, the S3 needs to create one) 
 
3-2. Delegated S.O.P.’s- Certain S.O.P.’s are delegated to other staff and senior officers. The S.O.P.’s 
delegated to other officers are: 

- S1 S.O.P (Delegated to S1) 
- S2 S.O.P (Delegated to S2) 
- S4 S.O.P (Delegated to S4) 
- S5 S.O.P (Delegated to S5) 
- S6 S.O.P (Delegated to S6) 
- Military Ball S.O.P Prior to Execution (Delegated to a senior officer of the senior class's 

choosing) 
- A.R.R.C S.O.P Prior to Execution (Delegated  to the year’s Overall A.R.R.C. Commander) 
- Blood Drive S.O.P  Prior to Execution (Delegated to Blood Drive Commander) 
- Drill Team S.O.P  (Delegated to Drill Team Commander) 
- Academic Team S.O.P  (Delegated to Academic Team Commander) 
- Male, Female, and Unarmed Exhibition Team S.O.P’s )Delegated to Male, Female, and 

Unarmed Exhibition Team Commanders) 
- Saber Guard Team S.O.P (Delegated to Saber Guard Commander) 
- Color Guard S.O.P (Delegated to Color Guard Commander) 
- Marksmanship Team S.O.P (Delegated to Marksmanship Commander) 
- Robotics Team S.O.P. (Delegated to Robotics Team commander) 

 
Chapter 4- Event Calendar 
 
4-1. Calendar Overview- The event calendar is a general overview of all the events that will occur 
during the school year accompanied by the date of each event. 
 
4-2. Calendar Updating- Only the SAI or AI are allowed to alter the Science Hill JROTC website 
(The only exception is when the SAI or AI gives a Staff Officer permission to alter the site. This is 
usually reserved for only the S5 Public Affairs Officer). The S3 is in charge of informing the SAI or 
AI about events that need to be added or taken away from the Event Calendar.  If there is an event on 
the calendar that the JROTC Program is no longer taking part in for that year, the S3 will tell the SAI 
or AI about this event. The event will then be removed from the calendar. If there is an event that the 
JROTC Program is participating in that they weren’t involved with before, the S3 will tell the SAI or 
AI about this event. The event will then be added to the calendar. 
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Chapter 5- Training Meeting 
 
5-1. Purpose- The Purpose of the training meeting is to conduct a meeting between staff to ensure all 
members of staff are up to date on current events. The training meeting also allows the staff to brief 
the SAI and AI on what the staff is working on. 
 
5-2. Type of Training Meetings- There are two different kinds of training meetings. The first kind is 
the weekly training meeting which takes place every Wednesday that the staff class is in school and 
are not currently prioritized on another event such as the blood drive. The second type of training 
meeting is the 60 day forward meeting that occurs on the first Wednesday of every week. During this 
training meeting the S3 will explain to the staff what events will be taking place for the next 60 days 
and afterwards will put those events into JUMS so the S1 is ahead of schedule. 
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