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This handbook explains how adults can get started encouraging CAP volunteers and
community members to live a drug-free lifestyle, by progressing through the Drug Demand
Reduction (DDR) Officer Specialty Track. The specialty track is a means for learning about the
DDR program and is a self-paced, self-study program. Its overall goal is to prepare senior
members to lead community and CAP-based drug awareness programs. Specialty tracks are
governed by CAPR 50-17, Senior Member Professional Development Program.

NEW IN THIS EDITION

This guide supersedes CAPP 228 dated March 2007. What's different about this edition is that it:
Gives a more detailed description of progression in the specialty track.

Focuses on DDR as part of the total Cadet Programs team.

Adds information and resources for new DDR officers.
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Reduces the time in service requirements for each rating to 6 months, 12 months, and 18
months in alignment with other CAP specialty tracks.

=

Adds clarification for required tasks in Performance Requirements.

=

Adds a new requirement for mentoring other CAP members.
9 Defines the Region DDRC as the certifying authority for all DDR specialty track ratings.
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Part 1: INTRODUCTION TO THE SPECIALTY TRACK

The causes of drug abuse in any population are manifold and complex. The health and social
consequences of drug abuse constitute a cause for global concern, since they affect not only the
individual who abuses, but also his family and friends, along with the wider community and society.
Prevention and health promotion constitute important and valuable demand reduction approaches
designed to address drug abuse issues before they becomes problematic. This is more cost-effective,
and benefits not only individuals, but also society as a whole, in helping to generate positive health
behaviors, lifestyles free from drug abuse. In order for Civil Air Patrol (CAP), or any nonprofit
organization, to survive and grow, it must rely on the education of its members and the community in
which they live against the hazards associated with drug abuse.

The Drug Demand Reduction (DDR) program includes education, training, and community outreach
activities designated to assist its members in making a difference in this world by helping others
understand the effects drugs can have in their lives and community. Committed and well qualified
staff members are needed, and should be supported through regular activity monitoring. This
requirement drives the need for CAP to develop DDR specialists for the organization.

The Drug Demand Reduction Officer Specialty Track Study Guide is for individuals to use in
progressing from the entry level of Technician to the intermediate level of Senior and the highest rating
of Master. The Technician level provides the individual with basic information to use in performing
duties as a DDR officer at the unit level. The Senior level prepares the DDR officer at the unit level to
serve as a functional DDR officer and also in an expanded role as an advisor to the wing. The Senior
rating qualifies members to advance to the intermediate level through the provisions of extensive
knowledge concerning all phases of the DDR program. A member who has achieved the Senior rating
may serve as the Drug Demand Reduction Administrator (DDRA) at the Wing level. Master rating
qualifies members to advance to the highest level through the provisions of extensive knowledge
concerning all phases of the DDR program. A member who has achieved the Master rating may serve
as the Drug Demand Reduction Coordinator (DDRC) at the Region level, or in any capacity within the
DDR program throughout CAP.

1.1 OVERVIEW OF THE TRAINING PROGRAM

This specialty track is divided into three ratings: technician, senior, and master. Students enrolled in
the program complete each rating in succession and at their own pace. Students should train under the
guidance of a mentor who has attained a higher rating in the specialty track, but if necessary, students
may complete the training independently.

To earn specialty track ratings, students must fulfill Training and Performance requirements.



Training Requirements are objectives describing what each student is expected to know before
attaining the rating. A conversation with the DDR officer at the next higher echelon is the primary
method by which students demonstrate they understand this material.

Performance Requirements are objectives describing what each student is expected to complete
through active participation before attaining the rating. Member data and reports on eServices are the
primary sources used to verify completion of these tasks.

1.2 BEGINNING THE TRAINING

Students may begin training in the Drug Demand Reduction Officer Specialty Track once they
complete Level | of the Senior Member Professional Development Program. Students complete on-the-
job training (OJT) at their own pace and through self-study. Whenever possible, commanders pair
each student with a trainer/mentor who helps the student fulfill the training and performance
requirements.

13 ADVANCING IN THE SPECIALTY TRACK

Requesting a New Rating. Checklists are provided in this pamphlet to document and track task
completion for each rating. After completing the Training and Performance requirements, the student
must obtain verification from the unit commander and certification from the Region DDRC. If currently
serving as a Region DDRC, or if the region does not have a DDRC, the student must obtain certification
from the National DDR Officer. Next, the student works with the unit professional development officer
to request a new rating through eServices. The rating becomes official when the commander (or
designee) approves it in eServices. Alternatively, commanders may approve the rating by updating and
signing the hard copy Professional Development Report and sending it to Membership Services at
National Headquarters.

Awards. Upon earning a new rating, students qualify for the Leadership Ribbon (Technician rating) or
a device on the Leadership Ribbon (bronze star for Senior rating, silver star for Master rating). For
more details, see CAPR 39-3, Award of CAP Medals, Ribbons, and Certificates, and CAPM 39-1, CAP

Uniform Manual.



Part 2: GETTING STARTED AS A DDR OFFICER

As part of the Cadet Program'’s character development element, the DDR officer integrates the drug-
free ethic into all aspects of cadet life. The DDR officer role is a good position for a volunteer who
wants to serve one or two meetings per month or more. The Air Force Surgeon General provides
financial assistance to support DDR activities within certain geographic areas, but regardless of where
a CAP cadet unit is located, DDR officers should work together with other Cadet Programs officers to
help cadets see that there are healthy alternatives to life-wrecking drugs.

DDR officers need to be familiar with the following publications:
T CAPR 51-1, CAP Drug Demand Reduction Program
9 CAPR 52-16, Cadet Program Management (chapters 1and 2)
9 Special training resources available on the DDR webpage (capmembers.com/ddr)

21 KEY DUTIES & BEST PRACTICES

Conduct DDR Training. DDR officers serve as instructors and activity leaders, hosting events that
promote the drug-free ethic. Their responsibilities also include working with the leadership, aerospace,
and character development instructors to integrate drug-free teaching points into those program
elements. Additionally, DDR officers are encouraged to develop partnerships with active duty and
National Guard DDR offices, local police departments, and community groups that can host activities
for cadets to further the DDR program’s goals.

Perform Community Outreach. CAP cadets should be ambassadors of the drug-free ethic. The DDR
officer encourages cadets to participate in red ribbon campaigns, to staff educational booths and DDR
displays at community events, to participate in poster and video contests, and more so that the cadets’
drug-free ethic resonates within the community.

Manage the DDR Program. The DDR officer develops training plans, manages budgets, and
administers the DDR program according to CAPR 51-1, Drug Demand Reduction Program.

2.2 STAFF POSITIONS

As a DDR officer, you are a Cadet Programs officer who reports to the Director of Cadet Programs
equivalent at your echelon. “Cadet Programs officer” is an umbrella term referring to any senior
member whose main focus is cadets. It is not a formal duty title. Most of the individuals serving in the
roles below consider themselves to be Cadet Programs officers, and are therefore part of your team:

Squadron

Deputy Commander for Cadets
Leadership Officer

Aerospace Education Officer
Activities Officer



Character Development Instructor or Chaplain
Drug Demand Reduction Officer (DDRO)
Testing Officer

Group, Wing, Region

Deputy Chief of Staff, Cadet Programs (Region)
Director of Cadet Programs

Cadet Programs Development Officer

Cadet Programs Special Activities Officer

Wing Drug Demand Reduction Administrator (DDRA)
Region Drug Demand Reduction Coordinator (DDRC)

23 TEN WAYS TO HELP YOUSELF GET STARTED AS A DDR OFFICER

1. Regulations. CAPR 51-1and CAPR 52-16 should be your starting point.

2. Training Leaders of Cadets. TLC is a two-day course and is the premiere venue for learning about
Cadet Programs. Attend TLC at your earliest opportunity, and in the meantime, browse the course
materials on your own at capmembers.com/tlc.

3. Study Guide. Your specialty track study guide (i.e., this pamphlet) is a plan for on-the-job training
that you can lead yourself through on your own or under a mentor's guidance.

4. Inspection Guide. Wings inspect squadrons every few years. Even if your unit is not due for an
inspection, reviewing the inspection guide is a good way to learn which areas of your job are
considered most important. Also see if your predecessor left a continuity book containing activity
plans, points of contact, previous budgets, etc.

5. Mentor. A mentor is an invaluable teacher, coach, and sounding board. If your commander hasn't
appointed one for you, ask.

6. Wing & CAP-USAF Staff Members. Your counterpart on the wing staff can be a great mentor. If you
live in a big state, getting together may be impractical, but help is always available, if only from a
distance. Likewise, our CAP-USAF partners occasionally visit squadrons. You are encouraged to solicit
their advice.

7. Neighboring Squadrons. If your wing headquarters is not nearby, try working with a neighboring
squadron. Maybe your counterpart in that unit can give you some pointers about your job.

8. The DDR Team. Along with your Wing DDR Administrator, you can also call on the expertise of
your Region DDR Coordinator and National DDR Officer.

9. Knowledgebase. The Knowledgebase at the CAP website is an interactive encyclopedia. If you're
new to a staff job, try browsing its entries on your staff area.

10. Website. Of course, you'll want to browse the Cadet Programs section on the CAP website,
especially the Drug Demand Reduction content at capmembers.com/ddr.



Part 3: TECHNICIAN RATING
3.1 INTRODUCTION

The Technician rating is the entry level of the CAP Drug Demand Reduction Officer program. The
training associated with this rating is designed to encourage, promote, and develop the basic
professional skills necessary to implement all of the following elements of the DDR program: (1)
education, (2) training, and (3) community outreach activities.

The objectives of this rating are:
9 To develop a basic knowledge of the DDR program as it relates to the President’s National Drug
Control Strategy under the guidance available through NHQ CAP/DDR.
9 To provide a means by which the Drug Demand Reduction Officer can gain the professional
skills necessary to promote drug demand reduction within CAP and to community members.

3.2 TRAINING REQUIREMENTS

Completion of the tasks below will be certified via a conversation with the DDR officer at the next
higher echelon.

a. Utilize CAPR 51-1 Drug Demand Reduction Program and CAPR 52-16 Cadet Program Management
to implement and administer the DDR program at the unit level.

b. Explain CAP involvement in the DDR program, its current missions, and the history and goals
of the DDR program to the DDR Officer at the next higher echelon.

C. Explain the fundamentals of being a successful Drug Demand Reduction Officer according to
CAPR 51-1, supplements, and interim change letters to the DDR officer at the next higher echelon.

d. Describe the proper program implementation strategies to the DDR officer at the next higher
echelon.
e. Describe the current reporting system as it pertains to wing DDR policies and the reporting

requirements set forth by NHQ CAP/DDR to the DDR officer at the next higher echelon.

33 PERFORMANCE REQUIREMENTS

Demonstrate and document the ability to perform the following tasks for DDR. Completion of the tasks
below will be certified through the DDR officer at the next higher echelon, eServices Member Reports
module, and/or eServices DDR Reporting module.

a. Serve in a DDR position for 6 months. This position must be documented in eServices.

7



b. Attend and successfully complete one (1) CAP DDR workshop/seminar. Retain a copy of the
sign-in roster or course certificate as proof of completion.

C. Develop and implement a plan with the unit commander and/or command staff to integrate
the DDR program into unit activities. Submit a copy of the implementation plan to the DDR officer at
next higher echelon for verification.

d. Conduct a presentation or activity on drug awareness to a non-CAP group or organization. The
presentation must last 30 minutes or longer. Report completion on an After Activity Report in
eServices.

e. Implement a minimum of three (3) lessons, events, or activities on drug awareness at the unit
level within a 12-month period. The audience can be either senior members or cadets. Report
completion of each event on an After Activity Report in eServices.

f. Promote internal substance abuse awareness through the distribution of a professional quality
bulletin, memo, newsletter, or message, either in print or on the unit web page. Document completion
of correspondence on an After Activity Report in eServices.

g. Complete the DDR training courses ‘DDR Basics,’ ‘DDR Funding,’ and ‘DDR Outreach
Activities,” taught by your Wing DDRA or Region DDRC. Retain a copy of the course certificate as
proof of completion.



DDR TECHNICIAN RATING

Name and Grade: CAPID: Unit No:
Task Date Verification
Have all Training Requirements verified by DDR officer at next higher

echelon.

Serve in a DDR position for 6 months.

Attend one (1) CAP DDR workshop/seminar.

Develop and implement a plan with the unit commander and/or

command staff to integrate the DDR program into unit activities.

Give a presentation on drug awareness to a non-CAP group or

organization lasting 30 minutes or longer and submit AAR.

Implement a minimum of three (3) lessons, events, or activities on

drug awareness at the unit level within a 12-month period and submit

AARs for each.

Date Event

Promote internal awareness through use of a professional

quality bulletin, memo, newsletter, or message, either in print

or on the unit webpage and submit AAR.

Complete the DDR training courses ‘Basic Funding’ and ‘Outreach

Activities.’

Verification of Completion

Unit Commander Signature CAPID Date
Certification of Completion

Region DDRC Officer Signature CAPID Date




Part 4: SENIOR RATING
4.1 INTRODUCTION

The Senior rating is the intermediate level of progression in the CAP Drug Demand Reduction Officer
program. This level is designed to build upon the skills previously learned, while continuing to expand
high quality performance in: (1) education, (2) training, (3) community outreach activities, (4) internal
relations, and (5) liaison with other organizations and agencies.

The objectives of this rating are:
9 To enhance and expand the professional skills of the DDR Officer in all elements of the DDR
program.
9 To provide capabilities to develop, lead, and implement a DDR program for CAP members.
1 To generate influential partnerships within the local community.

4.2 TRAINING REQUIREMENTS

Completion of the tasks below will be certified via a conversation with the DDR officer at the next
higher echelon.

a. Summarize the role DDR plays in CAP missions to the DDR Officer at the next higher echelon.

b. Discuss ways to effectively use audio and visual aids to enhance DDR presentations to
multiple audiences.

C. Discuss the role of press releases to local or CAP media in promoting the success of DDR
activities.
d. Mentor another CAP member through a DDR Technician rating.

4.3 PERFORMANCE REQUIREMENTS

Demonstrate and document the ability to perform the following tasks for DDR. Completion of the tasks
below will be certified through the DDR officer at the next higher echelon, eServices Member Reports
module, and/or eServices DDR Reporting module.

a. Earn the Technician Rating in DDR.

b. Serve in a DDR position for 12 months after earning the Technician rating. This position must
be documented in eServices.

C. Attend and successfully complete one (1) non-CAP drug awareness/prevention class or
seminar. Retain a copy of the sign-in roster or course certificate as proof of completion.

10



d. Attend and successfully complete two (2) CAP DDR workshops/seminars at the wing, region,
or national level. These courses are in addition to the CAP course attended for the Technician rating.
Retain a copy of each sign-in roster or course certificate as proof of completion.

e. Implement two (2) special or routine public events that highlight CAP's commitment to the
DDR program. Report completion of each event on an After Activity Report in eServices.

f. Submit two (2) news releases (at least one with photos) to local or CAP media about DDR
activities. Forward a copy, including the photos, to the DDR officer at the next higher echelon.

g. Plan and implement one (1) DDR training workshop/seminar at a senior member activity at
wing level or higher. This includes but is not limited to: wing conferences, squadron leadership schools,
unit commander courses, or staff colleges. Report completion on an After Activity Report in eServices.

h. Plan and implement one (1) DDR event at a cadet activity at wing level or higher. This includes

but is not limited to: encampments, cadet leadership schools, and flight academies. Report completion
on an After Activity Report in eServices.

11



DDR SENIOR RATING

Name and Grade: CAPID: Unit No:
Task Date Verification
Have all Training Requirements verified by DDR officer at next higher

echelon.

Earn the DDR Technician rating.

Serve in a DDR position for 12 months after earning the Technician

rating.

Attend one (1) non-CAP drug awareness/prevention class or seminar.

Attend two (2) additional CAP DDR workshops/seminars.

Date Event

Implement two (2) special or routine public events that highlight CAP’s
commitment to the DDR program and submit AARs.

Date Event

Submit two (2) news releases (at least one with photos) to local or CAP

media about DDR activities.

Plan and implement one (1) DDR training workshop/seminar at a senior

member activity at wing level or higher and submit AAR.

Plan and implement one (1) DDR event at a cadet activity at wing level

or higher and submit AAR.

Verification of Completion

Unit Commander Signature CAPID Date
Certification of Completion

Region DDRC Officer Signature CAPID Date
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Part 5: MASTER RATING
5.1 INTRODUCTION

The Master rating is the highest level of achievement for the DDR Officer. This level is the culmination
of the professional development sequence based upon skills learned and demonstrated in furtherance
of CAP’s DDR program strategies relating to: (1) education, (2) training, (3) community outreach
activities, (4) internal relations, (5) liaison to other organizations and agencies, (6) funding, and (7)
reporting.

The objectives of this rating are:

9 To promote DDR and its mission, goals, objectives, and personnel in a professional manner as

related to and under the guidance of NHQ CAP/DDR.

9 To act as a primary consultant to the unit/group/wing/ region commander on CAP DDR
matters.
To develop, lead, and implement a solid program targeting all elements of the DDR program.
To become a mentor for other members within CAP by demonstrating knowledge,
professionalism, and performance in the DDR arena.

=a =4

5.2 TRAINING REQUIREMENTS

Completion of the tasks below will be certified via a conversation with the DDR officer at the next
higher echelon.

a. Demonstrate to the DDR officer at the next higher echelon the ability to conduct effective
training for enrolled, Technician, and Senior rated DDR officers.

b. Demonstrate to the DDR officer at the next higher echelon the ability to instruct CAP members
in DDR program strategies by conducting workshops, seminars, or other related training and/or actual
events.

C. Mentor another CAP member through a DDR Senior rating.

53 PERFORMANCE REQUIREMENTS

Demonstrate and document the ability to perform the following tasks for DDR. Completion of the tasks
below will be certified through the DDR officer at the next higher echelon, eServices Member Reports
module, and/or eServices DDR Reporting module.

a. Earn the Senior rating in DDR.

b. Serve in a DDR position for 18 months after earning the Senior rating. This position must be
documented in eServices.

C. Inform the staff of six (6) CAP units and/or activities about current drug abuse trends, issues,

or dangers. Recommend to the commanders a policy and plan of action customized to their unit or
activity. Submit a copy of each plan to the DDR officer at next higher echelon for verification.
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d. Conduct two (2) additional workshops, seminars, or official DDR events for CAP members at
the region or national level. Report completion of each event on an After Activity Report in eServices.

e. Implement three (3) additional drug awareness events to the public (e.g., open house, fair,
exhibition). Report completion of each event on an After Activity Report in eServices.

f. Provide electronically a professional-quality drug awareness message to CAP units or activities

for six (6) consecutive quarters. Document completion of each message on an After Activity Report in
eServices.

14



DDR MASTER RATING

Name and Grade:

CAPID:

Unit No:

Task

Date

Verification

echelon.

months

Date

, or of

Date

Implement three (3) additional drug awa

Date Event

Provide electronically a professional-
six (6

Verification of Completion

Unit Commander Signature CAPID

Date

Certification of Completion

Region DDRC Officer Signature CAPID

Date
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