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	London Area Standing Order
	08

	
	UNIT REVIEW GUIDANCE
	


	Jan 2012
	This order supersedes LASO 008 dated March 2011


ANNUAL UNIT REVIEW (UR) – GUIDANCE NOTES 2012
Introduction

1.
It is essential that a standard process for Unit Review is in place, to ensure fairness of assessment across London Area and the whole of the UK, and to achieve the aim of UR, which is to ensure that units retain their Authority To Train, and are encouraged to improve and become more effective. 

Aim

2.
You will, no doubt, have heard the many rumours circulating regarding major changes to the UR process and format, and the aim of this document is to give guidance to the Unit Command Team (Unit Chair, Commanding Officer/Officer-in-Charge and Detachment Commander), District Officers and Lima Company Senior Staff on the London Area process for the conducting of Unit Reviews in 2012. This guidance document will remain in place until updated to reflect future changes in national process. The advent of UR on Westminster will ensure greater visibility and commonality across the UK, with the aim of vastly reducing the paperwork required from units. 

Purpose of Unit Review (UR)

3. The purpose of the UR is to examine all aspects of unit management and training so that an authority to train can be continually approved.  It will provide assurance that a unit is:

a. Operating safely and with due care for cadet safety and welfare,

b. Complying with SCC requirements and regulations,

c. Complying with the requirements of the Charity Commission,

d. Enhancing the profile of the SCC and RN in the public eye,

e. Planning to ensure the long term viability of the Unit,

f. Recruiting and developing suitable adult volunteers,

g. Providing its cadets with as full a range of SCC activities and opportunities as is reasonably practicable.

Mechanism

4.
Units will continue to have a full Royal Naval Parade (RNP) every two years, and a less formal (but equally as important) Unit Review Visit (URV) in the intervening years. The review is a culmination of the continual assessment of the annual training and other activities carried out by the Unit.  On completion there will be a discussion reviewing the Unit’s activities since the previous UR; this is meant to be a helpful process in which the strengths and weaknesses of the Unit are jointly examined and agreed goals identified for the following year.  
5.
Both the RNP and URV will be preceded by a Pre-Inspection Visit (PIV), which will be conducted by District staff (DO/DDO/ADO), and Company staff (Coy Cdr or 2IC) for units with RMC.
6.
The following table shows the steps involved in the Review process, and the timings which should be followed:

	-8/10 weeks
	Area Office generates UR report on Westminster

	-6/8 weeks
	Area Office email Units/DO/CC with T6/T7, guidance notes. ABM Letter and UMC members list sent to UC.

	-3/4 weeks
	ALO Visit to inspect ATTI items - Boats, Armoury, Stores and H&S. CO completes Aims and Objectives and Comments sections on WM UR report.

	-2/3 weeks
	Pre Inspection Visit by District Team/Coy Team. Sections C1-C8, S1-S3, U1-U2 (and RMCD where applicable) completed on WM UR report by DO/Coy Cdr. Complete T6/T7 forms. UC to check UMT list, and confirm with ABM that accounts, minutes and charity returns are up to date.

	-1/2 weeks
	DO emails completed T6/T7 to Area Office, completes DO comments on WM report.

	0
	AO/DAO visits for RNP/UR Visit.

	+ 2 week
	Area Office notifies CSC of completion of UR report.

	+ 3 weeks
	CSC completes report, Unit notified of efficiency award gained.

	+ 3 months
	DO/CC visit units identified as requiring follow-up as necessary.

	+ 6 months
	DAO/SSO/CC to visit units identified as requiring further Area follow-up as necessary.

	+ 9 months
	DO/CC visit units identified as requiring further follow-up as necessary.


7.
Much of the review is founded on the information stored in Westminster, and although there will be a manual over-ride to WM generated scores, it will only be used in extreme circumstances. It is therefore important that Units make every effort throughout the year to make certain that correct and up to date information is entered on to Westminster regarding qualifications, events, cadet records, etc. so that a valid and accurate assessment of your unit can be made and constructive comments can be reported to CSC who ultimately grants your Authority To Train. Clearly, in order to assist units to be reflected in the best possible light, it is also important that District staff make every effort to properly record training and event activity on Westminster also.
8.
It is the CO/OICs responsibility to ensure that unit details are correct. The purpose of the Pre-Inspection Visit by the DO/DDO/ADO and CC is to deal with any particular difficulties you may be experiencing and to ensure that the RNP/URV is going to run smoothly.  They should not be expected to delve into your WM records consolidating the data that should have been compiled in preparation. 

9.
The Westminster data will, obviously, also require accurate and timely input from ASOs, District Staff and National Training Centre staff, all of whom are also aware of the need for correct and timely inputting of information.
Marking

10.
The marks allocated will still result in a coloured indicator of assessment for each category, and will be as follows:

	Colour Code
	Remark

	Green
	Well done no particular concerns

	Amber
	Some concerns which need addressing

	Red
	Problem identified that needs urgent action

	Black (ATTI only)
	Immediate action required before training can recommence


11. Units that are subjected to the Non RNP URV will obviously not be able to generate high marks for the Dress/Drill aspects. In this instance marks will be ascertained according to working dress turn out in consultation with District Staff who will have seen cadets and adults in best uniform throughout the year. Overall this mark is relatively small so will not make a great difference to the end of year assessment mark.

12. The overall UR/RNP mark will be expressed as an assessment mark out of 100. An overall green (60 to 74 marks) is required for the award of a pennant, and green (75 to 100 marks) for the award of a burgee. Units should also bear in mind that regardless of their overall assessment, CSC may withhold an efficiency award pending the rectification of red or black ATTI assessments.

Paperwork
13.
Now vastly simplified due to Westminster, there will only be a requirement for THREE aspects to be completed by the Unit. Updated T6 and T7 forms will continue to be sent to Units. These should be fully and accurately completed by the date of the PIV.  The CO will complete the relevant sections only on the WM UR report. The DO is to submit the completed T6 & T7 (in electronic copy) to Area Office at least 1 week before the RNP.  Do not invent your own forms or amend formats supplied.  

14.
Prior to the District team's arrival for the PIV, you are to check and complete the above using the following as a guide:

a.
UR Westminster Report 
Units are to complete 2 sections only, (Unit Aims and Objectives, Unit COs Comments). Unit CO/OiCs are strongly advised to liaise with UC and District Staff before completing.

b.
Form RNUR T6   
This form is in a new format and will be sent to Units prior to their UR. It should be completed by the Unit and available for District Staff and Coy Cdr to view at the PIV. The form records participation in competitions, parades and gives ship affiliation details.
c.
Form RNUR T7 
Records only major Unit non-training events eg services to the community; VIP visits; visits to HM Ship; noteworthy ‘fun’ events etc. not sporting events. It should be completed by the Unit and be available for District Staff and Coy Cdr to view at the PIV.
15.
Units with Royal Marine Cadets are to ensure that the Detachment Commander is given full opportunity to have input to all of the above.
ATTIs

16.
 Authority To Train Inspections (ATTIs) remain a separate return completed by the ALO and the BMD, either by inspection (ALO) or using information submitted (BMD). A RED or BLACK ATTI may result in a unit’s Authority To Train being withdrawn until the problem has been satisfactorily resolved. ATTIs currently are divided into 4 categories – ATTI 1 covers safety of buildings, risk assessments, transport and events, ATTI 2 covers boats, boating and adventurous activities, ATTI 3 covers armouries and arms, and ATTI 4 covers UMT and Safeguarding.

17.
If your boats are not kept at the Unit, you are to make arrangements direct with the ALO for the boats to be inspected at a mutually convenient time, which must be within 1 month of the UR.  All unit/private craft that are used for cadet training must have a certificate of seaworthiness.
18. ATTI 4 will be conducted by BMD, and will require the UC to confirm, when requested by letter, that an AGM has been held, all meeting minutes are sent regularly to BMD, accounts are submitted, and that Charity Commission returns are in date. UC will also be sent a list of UMT members as on Westminster, and are to advise BMD of any changes.

19. The stores assessment (SA1) will be carried out by ALO, and will require no Unit, District or Coy input.

Administrative Preparation – PIV

20. The following publications are available on the SCC Training and Administration website, and units with internet access must demonstrate an ability to find these on line. There is no need to maintain hard copies of the documents shown below if this can be done.  You will be asked by the District Staff to demonstrate access to or show up to date hard copies of:
a.
Sea Cadet Regulations 

b.
Appendices to Sea Cadet Regulations (including ASCR 1 Training Instructions)

c.
Terms of Reference

d.
Memorandum of Understanding

21. Units with no internet access will, of course, need to maintain hard copies of the above.

22. You will also be asked to demonstrate access to, and an understanding of, the Westminster database, and be able to navigate to show the following:

a.
Cadet details and History

b. Adult details and History

c. National and Area Training Courses and booking procedure

d. Events calendar

23. However you will need to show an accurate filing system with hard copy versions of the following:

a. Permanent Loan Record (S.1099)
b. Boat Logs (unless recorded on WM)

c. Armoury and Weapons Control Register

d. Staff and Cadet Attendance Registers (unless recorded on WM)

e. Unit Training Programme and Records (unless recorded on WM)

f. Any other documents or publications requested locally by your District staff

RNP Routine

24. A suggested routine for the RNP visit is included as Enclosure 2, and from experience it has been found that this template works well. Individual unit circumstances may dictate that the routine is altered, but it is advised that your routine should resemble the Enclosure as nearly as is possible. 

Ceremonial Routine

25. The ceremonial routine for the RNP is given in Enclosure 1. Cadets should carry out all roles, including, where feasible, that of Parade Commander.  Units that parade less than 15 enrolled cadets (including RMC) need not parade a Guard. The minimum size of Guard if paraded is to be 1+5. The Guard once inspected and marched off is not to re-form back into unit Divisions.  

Evolutions and Displays
26. The Unit is to use its own discretion with regarding to presenting something that shows the Units strengths to best effect. There will be no set number or format for any display or evolution, so long as a time slot of approx 35 minutes is filled to best advantage. Units may combine SCC/RMC/JSC if they wish, and are encouraged to use their imagination and be innovative in what they present.  This gives the Unit the scope to cover a wide range of topics but Units are advised to concentrate on their strengths, and make a presentation that is relevant to what the Unit has been doing during the review year. It will need to be based around an aspect of skills and training taught within the Sea Cadet Corps, and should be targeted at parents/supporters in the audience.  It is important that they involve as many cadets as possible thus creating a team presentation.  Audience participation is not encouraged; the aim is to view the cadets, and not to embarrass VIPs and visitors. The presentations should have minimal adult involvement. Units should bear in mind that a good display of your strengths is likely to reflect well when the AO/DAO compiles overall comments on your RNP.

27. Although adult involvement is to be minimal during presentation, safety is of paramount importance, and staff should be actively involved in the planning to ensure that the event is safe, the aims are met and timings are correct etc.  If the audience have to sit and wait for a series of knots to be tied, or a tent to be erected etc, your challenge is to keep them interested through commentary or through other means.  Adult leadership is needed here if the event is going to impress and not embarrass.

28. A Unit Static Display is desirable, the purpose of which is to provide the VIPs, Inspecting Officer and audience with evidence of what the Unit has been involved in during the past year.  It would be beneficial if this display featured the work of the cadets, with their own accounts of their “adventures” throughout the year.  Photographs, hardware, classroom wall charts, power point slides, etc are all useful parts of this display.  The Unit’s Cadets should produce as much of the display as possible.  No Cadet or Staff involvement with the display is required during the RNP except perhaps to field questions.  As much of the display as possible should be able to be left in situ after the RNP. 

Planning Considerations
29. Other factors that should be considered when planning the RNP:

a. The Inspecting Officer should meet VIPs early in the proceedings.
b. Keep your guests fully occupied, briefed and refreshed as the evening progresses.
c. The Inspecting Officer is to be given an informal tour of the Unit hosted by CO/OIC. 

d. The Inspecting Officer should meet the staff in a group as convenient to the evening programme and in consideration of the hosting of RNP guests.

30. The PIV should be treated as a full Dress Rehearsal so that all cadets are made aware of the routine, uniforms and evolutions and can then be checked and commented on by the DO/DDO/ADO/CC.  Adverse comments may result if the PIV is not treated with sufficient gravity.
31. All drill and ceremonial is to be in accordance with the SCC Drill & Ceremonial Handbook, BR1834 and BR2118 (chapters as described in the handbook).

Training and Administration (or Unit Review) Visit

32. The principal difference is that, whilst units still need to prepare the standard UR paperwork and WM report, there is no ceremonial or evolutions to prepare for.  The Inspecting Officer with the DO will arrive at about 1930 to attend Colours (if that is programmed) then examine, in detail, the Training and Administration aspects of the unit.  There will be a walk around the unit to ensure that it is tidy and any alterations can be pointed out, at which point the Inspecting Officer may wish to view training classes, and speak with cadets.  This visit will involve the CO/OIC mainly, and relevant members of staff may be called upon during the evening.  Dress for all will be normal working rig; the cadets will go off and carry out what ever is planned for them that evening.  It would be helpful if the UC can be in attendance for the discussion at the end. A report using the standard format will be produced via WM in the normal manner.  Preparation of the paperwork remains as for a full RNP and will provide the basic information on which the UR comments are based.

The Future

33. It is hoped that the further development of the Westminster database to generate the facts and figures required for Unit Review purposes will make the use of the RNUR T6 and T7 forms obsolete in the near future. It will, when fully functional, mean that the vast majority of the assessment will be based upon information entered via WM. This will, of course, save time and effort on the part of units, but will mean that a UR will only ever be as accurate as the information available on Westminster. It is therefore vital that Units continue to ensure that Westminster is kept up to date, not only with personnel and qualifications and training information, but events attended. 
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M J GREENE
Commander Royal Navy
London Area Officer
Annexes:
A.
Ceremonial Routine Notes

B.
Suggested RNP Routine

ANNEX A TO LASO 08
RNP CEREMONIAL ROUTINE – NOTES
The following ceremonial routine is required for RNPs. 
FOR UNITS ABLE TO MOUNT A GUARD FOR THE INSPECTING OFFICER
COLOURS
On arrival of the Inspecting Officer, Staff, Divisions and Guard should be fallen in ready for colours.
	Serial
	Who
	Order
	Action

	01
	Inspecting Officer (IO)
	Formal arrival at the Unit
	Met by CO, DO, DDO, UMC Chair.

	02
	Quarter Master (QM)
	Under Cdr = VIP Approaching Sir*. 

Cdr = Command Sir*

Commodore and above = Flag Sir*

Royalty = Standard Sir*
	When IO sighted. (See notes about early arrival)

	03
	Parade Commander (PC)
	Pipe the still/sound the alert
	

	04
	QM/Bugler

Guard Commander (GC)
	Guard shoulder arms
	Still piped or alert sounded.  

Parade only brought to attention if in line of sight

	05
	QM
	
	Pipes the side.  To coincide with the VIP crossing the gangway as the last note is sounded

	06
	PC
	Parade HO
	Order given as the CO steps onto the deck.  The IO is the last person to arrive on deck

	07
	CO
	
	CO leads the IO to a position front and centre of the Guard.  The CO then stands behind and to the right of the IO

	08
	GC
	Guard General Salute present arms
	Divisional Senior Cadets and unattached staff salute.  IO returns the salute.  The CO and any other staff in direct attendance on IO do not salute

	09
	Bugler
	Sounds General Salute 
	If available.

	10
	GC
	Guard shoulder arms
	All salutes are completed on the last movement

	11
	GC
	Guard order arms 
	GC remains at shoulder.

GC marches out to meet the IO.  (If a Marine Cadet Guard the IO will move to the GC)

	12
	GC
	
	Butt Salutes, IO will return the salute

	13
	GC
	Your Guard ready for your inspection sir, …………reporting
	GC reports Guard for inspection

	14
	
	
	IO leads the inspection of the Guard from the right hand marker.  GC to remain on right shoulder (BJ and MC).

	15
	PC
	Divisions stand at ease
	Divisions to be stood at ease once the IO is inspecting the right hand marker

	16
	GC
	
	On completion the GC is to turn to face the IO and report (without salute). 

	17
	GC
	Inspection completed permission to carry on Sir 
	

	18
	IO
	…. carry on Guard Commander
	Comments on inspection and orders GC to carry on.

	19
	GC
	Aye Aye Sir
	GC salutes, takes post, orders arms.#

	20
	GC
	Guard Stand at ease
	Once CO is leading the VIP to take position for Colours

	21
	Signalman- Prep
	1 minute to Colours Sir*
	Prep hoisted smartly prior to report being made

	22
	PC
	
	PC comes to attention.

	23
	PC
	Parade HO
	

	24
	GC
	Guard shoulder arms
	

	25
	PC
	Parade facing aft/midships (as appropriate) right & left turn
	Division to face aft/midships as appropriate

	26
	Signalman – Prep
	Colours Sir*
	Prep dipped smartly to ¾ up and report made.

	27
	
	
	Bell to be struck if on the hour or half hour

	28
	PC
	Pipe the Still/Sound the alert
	

	29
	Piper/Bugler
	
	Still piped or alert sounded

	30
	GC
	Guard general salute present arms
	DSC and unattached staff salute including CO and staff attending IO

	31
	Signalman

Bugler
	
	Ensign hoisted slowly to be close up when bugler finishes salute.

General Salute sounded

	32
	GC
	Guard shoulder arms
	Salutes completed on the last movement

	33
	QM/Bugler
	
	Carry on sounded and the prep is lowered smartly.

	34
	GC
	Guard order arms
	Once carry on complete. Salutes completed.

	35
	QM
	
	QM tolls a muted bell ready for prayers. The bell is tolled with the right hand and held with the left and tolled in groups of one. The chaplain takes position and then bell tolls stop. There is no set minimum number of tolls but it is suggested that the bell is tolled for at least 10 seconds.

	36
	Signalman
	
	Church Pennant hoisted rapidly once toll stops

	37
	PC 
	Divisions off caps
	Males only, but not those in the Guard or in the flag deck party. Includes berets.

	38
	PC 
	Parade stand at ease
	

	39
	PC
	Divisions stand easy
	Guard and those at mast remain at the ease, heads bowed and eyes to the front

	40
	PC
	
	PC removes own cap, stands at ease, stands easy

	41
	
	
	Prayers are conducted by the Chaplain/Staff

	42
	Chaplain
	
	Indicates prayers complete

	43
	Signalman
	
	Lowers church pennant smartly

	44
	PC
	
	To attention, replaces cap, stands at ease, squares off cap, returns to attention

	45
	PC
	Divisions HO
	

	46
	PC
	Divisions on caps
	Not berets

	47
	PC
	Divisions stand at ease
	

	48
	PC
	Stand easy
	After a pause of 2 marching paces headgear adjusted and berets replaced

	49
	PC
	Parade HO
	

	50
	PC
	Divisions turning inboard left and right turn
	If appropriate

	51
	PC
	
	PC turns to IO salutes, waits for return of salute and reports

	52
	PC
	Permission to march off your Guard sir
	

	53
	IO
	
	Replies -  March off the Guard

	54
	PC
	Aye Aye Sir
	Salutes and orders

	55
	PC
	Guard Commander, March off the Guard
	

	56
	GC
	Aye Aye Sir*
	GC comes to the shoulder and salutes. If experienced, forms Guard into 3 ranks and unfixes bayonets – may be omitted.

	57
	GC
	Guard shoulder arms
	

	58
	GC
	Guard move to the left/right in threes/file/single file, left/right turn
	

	59
	GC
	Guard by the right/left quick march
	GC marches the Guard off the Parade area, turning and wheeling as appropriate. Divisions remain at attention until the Guard is clear of the deck.  The Armoury Controller or alternative member of staff is to accompany the Guard

	60
	PC
	Secure flag deck
	Special Dutyman to fall in

	61
	PC
	Divisions formed Sir
	PC to salute and report to CO/OIC

	62
	CO/OIC
	Stand Divisions at ease
	Returns salute and responds

	63
	PC
	Aye Aye Sir*
	Replies and salutes.

	64
	PC
	Divisions stand at ease
	

	65
	CO
	Divisions HO
	

	66
	CO
	
	Salutes IO, who returns salute, CO reports “Divisions formed ready for your inspection”#. 

	67
	CO
	
	CO escorts the VIP to the 1st Division to be inspected

	68
	PC
	Stand fast xxx Division, Divisions stand at ease.
	Once IO is inspecting first Division. 

	69
	DSC of Divisions being inspected


	…Division HO
	DSC brings the Division to the attention and marches out to meet the IO 

	70
	DSC
	…Division ready for your inspection sir,………reporting
	DSC salutes prior to making report, IO returns salute.

	71
	
	
	IO may request off caps, this will include females.  Inspection undertaken.  If Division not at the open order each rank is to be brought 1 pace forward on the completion of the ranks inspection (includes rear)

	72
	DSC
	Inspection completed sir, permission to carry on
	DSC does not salute prior to reporting 

	73
	IO
	
	Responds with comments and then orders Carry On.

	74
	DSC
	Aye Aye Sir
	Salutes#

	75
	DSC
	
	Returns Division to original position and stands them at ease

	76
	CO
	
	IO led to next Division.  Process repeated for all Divisions and duty watch

	77
	PC
	Divisions HO
	On the completion of the last Division, CO leads IO to the quarterdeck and reports without saluting “Inspection of Divisions complete, permission to carry on” to IO. IO responds and orders CO to carry on. CO salutes, orders PC to carry on, and escorts IO off the deck.  PC to salute as they leave



	78
	PC
	Fall out the Officers
	Officers to fall out.  If the PC is a SR or junior officer they are to salute prior to giving the order, which is to be returned by the officers.  If the PC is an officer, the officers will salute prior to dismissing, this is to be returned by the PC

	79
	PC
	Senior Rates Dismiss


	

	80
	PC
	For instruction, Divisions dismiss
	As appropriate




Notes
*The CO/OIC and Parade Commander (PC) are to be addressed at all times as Sir/Ma’am if an officer, and otherwise by his or her rate (eg Chief or PO Cadet). 

If the Parade Commander is SCC RMR or a Marine Cadet then he/she will use Marine orders (eg Shun rather than Ho).

Signalmen should remember that they are reporting “One minute to…” and “Colours” to the CO, NOT to the PC, and address them accordingly.
The Guard Commander (GC) unlike other personnel makes the required drill movement at the same time as giving the associated order to the Guard (eg Order Arms). Occasions when this is not the case are highlighted in the RNP Orders.
#The standard method of reporting is for the reporter to come to attention and move to a position 2 paces clear directly in front of the officer to whom they are reporting (3 paces if carrying a sword or cutlass) The reporter salutes and this is returned by the Senior Officer (SO). The reporter then makes the required report and this is responded to by the SO. No further salutes are made until the reporter salutes to acknowledge being finally dismissed by the SO, for instance at the end of an inspection of Guard/Division. The SO does not respond to this salute. The reporter turns right or left when dismissed and does not about turn unless there are exceptional circumstances which make this unavoidable. 

The routine is written on the assumption that the Inspecting Officer/VIP will arrive formally at the Unit immediately prior to Colours. 
If the IO/VIP arrives early for domestic reasons then no ceremonial is to be carried out on his early arrival other than a normal exchange of salutes with the CO/OIC. Arrangements should be made to conduct the formal arrival immediately prior to Colours with associated ceremonial. 
Wherever possible, and when numbers allow, PC function (as well as DSC) should be carried out by cadets. It is encouraged that, at Evening Colours, the PC and Signalmen functions should be carried out by JSCs – again, if numbers allow.
EVENING COLOURS

	Serial
	Who
	Order
	Action

	01
	PC
	Parade HO
Parade stand at ease
	Order given as the CO steps onto the deck.  The IO is the last person to arrive on deck. Once IO on deck stands Parade at ease.

	02
	Signalman- Prep
	1 minute to Evening Colours Sir*
	Prep hoisted smartly prior to report being made

	03
	PC
	
	Comes to attention

	04
	PC
	Parade HO
	

	05
	PC
	Parade facing aft/midships (as appropriate to layout) right & left turn
	Division to face aft/midships as appropriate

	06
	Signalman – Prep
	Evening Colours Sir
	Prep dipped smartly to ¾ up and report made.

	07
	
	
	Bell to be struck if on the hour or half hour

	08
	PC
	Pipe the Still/Sound the alert
	

	09
	Piper/Bugler
	
	Still piped or alert sounded

	10
	Signalman

Bugler
	
	Ensign lowered slowly to be fully lowered up when bugler finishes Sunset.

Sunset sounded if bugler available

	11
	QM
	
	Carry on independently piped and the prep is lowered smartly.

	12
	PC
	Divisions turning inboard left and right turn
	If appropriate. (IO may wish to address Ship’s Company with them facing him).

	13
	PC
	
	PC turns to CO/OIC salutes, waits for return of salute and reports

	14
	PC
	Evening Colours complete, awaiting your orders Sir*
	PC reports to CO/OIC

	15
	CO/OIC
	Stand Parade at ease
	CO/OIC responds

	16
	PC
	Aye Aye Sir*
	Replies and salutes.

	17
	PC
	Parade stand at ease
	

	18
	CO
	Ship’s Company HO
	

	19
	CO
	
	Salutes IO, who returns salute, CO reports “Ships company at your disposal Sir”.# 

	20
	IO
	
	Replies as appropriate (generally, stand the Ship’s Company at ease)

	21
	CO
	Aye Aye Sir
	Salutes and orders

	22
	CO
	Ship’s Company stand at ease, Stand Easy.
	

	23
	VIP
	Addresses Ship’s Company makes presentations as required.
	When complete, PC orders

	24
	PC
	Ship’s Company HO
	IO is then escorted off the quarterdeck by CO.  PC to salute as they leave

	25
	PC
	Fall out the Officers
	Officers to fall out.  If the PC is a SR or junior officer they are to salute prior to giving the order, which is to be returned by the officers.  If the PC is an officer, the officers will salute prior to dismissing, this is to be returned by the PC

	26
	PC
	Senior Rates Dismiss
	

	27
	PC
	For shore leave, Divisions dismiss
	


FOR UNITS NOT ABLE TO MOUNT A GUARD FOR THE INSPECTING OFFICER
When a unit does NOT parade a Guard for their RNP, the Colours routine is amended as below.
COLOURS
	Serial
	Who
	Order
	Action

	01
	Inspecting Officer (IO)
	Formal arrival at the Unit
	Met by CO, DO, DDO, UMC Chair.

	02
	Quarter Master (QM)
	Under Cdr = VIP Approaching Sir*. 

Cdr = Command Sir*

Commodore and above = Flag Sir*

Royalty = Standard Sir*
	When IO sighted. (See notes about early arrival)

	03
	Parade       (PC)

Commander
	Pipe the still/sound the alert
	

	04
	QM/Bugler
	
	Still piped or alert sounded.  

	05
	QM
	
	Pipes the side.  To coincide with the VIP crossing the gangway as the last note is sounded

	06
	PC
	Parade HO
	Order given as the CO steps onto the deck.  The IO is the last person to arrive on deck

	07
	QM/Bugler
	
	Carry On is sounded once IO is across gangway

	08
	CO
	
	CO leads IO and accompanying personnel to take up position for Colours Ceremony

	09
	Signalman- Prep
	1 minute to Colours Sir*
	Prep hoisted smartly prior to report being made

	10
	PC
	
	PC comes to attention.

	11
	PC
	Parade facing aft/midships (as appropriate) right & left turn
	Division to face aft/midships as appropriate

	12
	Signalman – Prep
	Colours Sir*
	Prep dipped smartly to ¾ up and report made.

	13
	
	
	Bell to be struck if on the hour or half hour

	14
	PC
	Pipe the Still/Sound the alert
	

	15
	Piper/Bugler
	
	Still piped or alert sounded. IO, DSCs and CO salute, and staff attending IO.

	16
	Signalman

Bugler
	
	Ensign hoisted slowly to be close up when bugler finishes salute.

General Salute sounded

	17
	QM/Bugler
	
	Carry on sounded and the prep is lowered smartly. All salutes completed.

	18
	QM
	
	QM tolls a muted bell ready for prayers. The bell is tolled with the right hand and held with the left and tolled in groups of one. The chaplain takes position and then bell tolls stop. There is no set minimum number of tolls but it is suggested that the bell is tolled for at least 10 seconds.

	19
	Signalman
	
	Church Pennant hoisted rapidly once toll stops

	20
	PC 
	Parade off caps
	Males only, but not those in the in the flag deck party. Includes berets.

	21
	PC 
	Parade stand at ease
	

	22
	PC
	Parade stand easy
	Those at mast remain at ease, heads bowed and eyes to the front

	23
	PC
	
	PC removes own cap, stands at ease, stands easy

	24
	
	
	Prayers are conducted by the Chaplain/Staff

	25
	Chaplain
	
	Indicates prayers complete

	26
	Signalman
	
	Lowers church pennant smartly

	27
	PC
	
	To attention, replaces cap, stands at ease, squares off cap, returns to attention

	28
	PC
	Parade HO. On Caps
	Not Berets

	29
	PC
	Parade stand at ease
	

	30
	PC
	Stand easy
	After a pause of 2 marching paces headgear adjusted and berets replaced

	31
	PC
	Parade HO
	

	32
	PC
	Parade turning inboard left and right turn
	If appropriate

	33
	PC
	Secure flag deck
	Special Dutyman to fall in

	34
	PC
	Divisions formed Sir
	PC to salute and report to CO/OIC

	35
	CO/OIC
	Stand Divisions at ease
	Returns salute and responds

	36
	PC
	Aye Aye Sir*
	Replies and salutes.

	37
	PC
	Divisions stand at ease
	

	38
	CO
	Divisions HO
	

	39
	CO
	
	Salutes IO, who returns salute, CO reports “Divisions formed ready for your inspection”#. 

	40
	CO
	
	CO escorts the VIP to the 1st Division to be inspected

	41
	PC
	Standfast xxx Division, Divisions stand at ease.
	Once IO is inspecting first Division. 

	42
	DSC of Divisions being inspected


	…Division HO
	DSC brings the Division to the attention and marches out to meet the IO 

	43
	DSC
	…Division ready for your inspection sir,………reporting
	DSC salutes prior to making report, IO returns salute.

	44
	
	
	IO may request off caps, this will include females.  Inspection undertaken.  If Division not at the open order each rank is to be brought 1 pace forward on the completion of the ranks inspection (includes rear)

	45
	DSC
	Inspection completed sir, permission to carry on
	DSC does not salute prior to reporting 

	46
	IO
	
	Responds with comments and then orders Carry On.

	47
	DSC
	Aye Aye Sir
	Salutes#

	48
	DSC
	
	Returns Division to original position and stands them at ease

	49
	CO
	
	IO led to next Division.  Process repeated for all Divisions and duty watch


	50
	PC
	Divisions HO
	On the completion of the last Division, CO leads IO to the quarterdeck and reports without saluting “Inspection of Divisions complete, permission to carry on” to IO. IO responds and orders CO to carry on. CO salutes, orders PC to carry on, and escorts IO off the deck.  PC to salute as they leave

	51
	PC
	Fall out the Officers
	Officers to fall out.  If the PC is a SR or junior officer they are to salute prior to giving the order, which is to be returned by the officers.  If the PC is an officer, the officers will salute prior to dismissing, this is to be returned by the PC

	52
	PC
	Senior Rates Dismiss


	

	53
	PC
	For instruction, Divisions dismiss
	As appropriate




ANNEX B TO LASO 08
RNP ROUTINE

The routine for a Unit’s RNP evening should be carefully worked out to make best use of the facilities and situation of the Unit, as well as considering the guests and personnel present. Whilst not set in stone, the following is a recommended programme - from experience it has been found that this template works well:

Time

Action

1930 Formal arrival, Inspecting Officer receives salute and inspects the Guard (if paraded).

OC

Colours

March off the guard (if paraded)
Inspection of divisions

2000

Inspection complete

Inspecting Officer meets VIPs. 

OC
Tour of Unit with OC/OIC, tour to include Armoury inspection (Armoury Controller in attendance). Cadets prepare for evolution.

2010
Evolution 1

2030
Stand Easy. Unoccupied Staff and UMC to mingle and greet parents/supporters. Cadets prepare for 2nd evolution (if held).
2045

Evolution 2



                     

2100

Clear away. IO will debrief DO/DDO/ADO/CC

2115

Evening colours/Presentations/Inspecting Officer’s address

OC

IO Debrief of CO/OIC and UC

Units should submit their routine to the AO at least 2 weeks prior to the RNP date, copying DO/CC. Any major deviation from the above should be approved by AO before the RNP.

Units NOT submitting a routine will be assumed to be adopting the above, and marked accordingly.

A routine need NOT be submitted for a T&A Visit.

