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F-Troop Guard (Abridged Guidelines/Procedures - OG/SG/CG/PG) 

 
(Cadets detailed for guard will familiarize themselves with their duties as prescribed in all 

official instructions (Regimental Guard Orders). This form is intended to supplement and not 

replace or supersede the Guard Orders or any official changes to the Plan of the Day.) 

 

Purpose: 

To assist the chain of command, and public safety, in the protection of property and the 

enforcement (reporting) of specific cadet regulations. Maintain cleanliness within and around 

each barracks. 

 

General Orders: 

(1) I will guard everything within the limits of my post and quit my post only when 

properly relieved. 

(2) I will obey my special orders and perform all my duties in a military manner. 

(3) I will report violations of my special orders, emergencies, and anything not covered in 

my instructions, to the commander of the relief. (Note 3.) 
 

Responsibilities: 

 

Regimental Commander  

 Responsible to the Commandant of Cadets for the overall operation of the Cadet Interior Guard. 

Battalion Commanders 

Responsible for the interior guard within their own areas. (Note 1.) 

Company Commanders 

Ensure their cadets are qualified for duty. (Note1.) 

 

Officer of the Guard (OG)  

 

 Review the Regimental Guard Orders. (Complete verbal turnover with off-going OG).  

 

 Organize and supervise the barracks guard. (One rank holder in Sallyport at all times) 

(Notes 1. and 4.). Absence from class: A Cadet may not miss more than four classes per 

semester due to guard duty. Members of the guard MUST ATTEND all scheduled tests 

or labs.  

 

 Ensure proper conduct and security within the barracks. (Weapons, Note 2.) Report loss 

or theft of items through the Chain of Command to the Batt. Provost Marshal, who will 

notify the Regimental Provost, who will notify Public Safety. If the Chain of Command is 

unavailable, notify the Officer in Charge, who will notify Public Safety (3-5114). 

 

 Ensure proper performance and appearance of the guard and all cadets passing through 

the Sallyport. Prohibit radios, laptops, DVDs or other music devices in or around the 

guardroom/Sallyport.    
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 Ensure areas under immediate control are kept neat and clean (guardroom, Sallyports, 

quadrangle, the sidewalks around the battalion). Excessive noise should also be 

investigated and eliminated.  

 THE OG’S PRIMARY PLACE OF DUTY IS THE BATTALION’S FRONT 

SALLYPORT. The OG will leave his/her post only to perform required duties (tests), 

personal hygiene, to change uniforms, or to eat in the Mess Hall.  

 One member of the guard will be on duty in the main Sallyport when the gate to the 

barracks is open. If another gate is opened, a guard will be posted until it is secured.  

 The OG or SG/CG, whichever is in the Sallyport, will maintain the keys to the barracks 

on his/her person at all times.   

 Guard team inspects suitcases, bags, etc. of all cadets entering or departing barracks 

during periods of General Leave for unauthorized items, i.e., alcohol, drugs, weapons, 

civilian clothes, etc.  If contraband is found, immediately notify the SDO, OD and 

Command Sergeant Major (during duty hours), or COC (after hours).   

 Ensure unofficial civilians (i.e., day students, grads, parents, tourists, etc.) do not enter 

barracks. Monitor Citadel Physical Plant/Canteen/Laundry/cleaning workers (and 

certified vendors) while in the barracks and check for displayed ID badges on outer 

garment.   

 Contact Public Safety (3-5114) to report suspicious behavior (loitering visitors, 

abandoned packages, etc.) or parking violations.  Allow no cadets to sit in parked cars, 

escort dates, or loiter in the vicinity of barracks during MSP and ESP and weekends.  

 

 Report malfunctions of barracks utilities to the OD or the TAC, during duty hours, or 

OC/COC, after duty hours.  Do not attempt to repair. (Physical Plant 3-5093).   

 

 Call/alert the Infirmary (3-5447) if a Cadet is inbound. (after hours/emergency). 

 

 Eat all meals at regular hours in the Mess Hall.  The OG will monitor all formations 

entering Coward Hall at his/her respective battalion entrance point. 

 

 Obtain key to the main Sallyport gate at guard mount, and lock/unlock gate according to 

the following schedule ( Key remains in the OGs’ possession at all times while on duty): 

Sunday – Monday:      

At 0530 hours - open main gate. 

Monday – Thursday:    

One side of gate closed at all times during ESP and General Leave, the other gate partially 

closed. Lock main gate at 2300 hours. 

Friday – Saturday:   

One side of gate closed at all times during General Leave, the other gate partially closed. 

Lock main gate upon completion of General Leave (0100 typically).  
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Notes:  

 

1. Cadets will not exchange guard duty or portions of guard duty without written Chain of 

Command approval (Company CO/XO). Approval will be annotated in the OG log.  

 

2. Contact Commandant’s Sergeant Major’s office for approval and annotate the Officer of the 

Guard’s journal with the cadet’s name, time, rifle number, and destination. No weapons will be 

removed by individual cadets after duty hours.  

 

3. Note (write) details of all significant events in the OG/Guard Log Book. (Examples: “1710 

hours: fire alarm activated. Cause unknown. Campus Security notified for further action. No fire 

evident, but barracks successfully evacuated pending inspection. 1720 hours: Campus security 

and facilities team secures fire alarm. 1740: All clear given. Cadets return to barracks without 

further incident.”…. “0840 hours: Cadet Speed, H.I. (OG) relieved by Cadet Poser, I.M to attend 

a test.” 

4. Guard consists of (per battalion):  

(1) Officer of the Guard (1st Class Cadet).   

(1) Sgt/Cpl of the Guard (Barracks) (2nd or 3rd Class Cadet)  

- (1) Pvt of the Guard (2nd Semester) (4th Class Cadet) 

Plus, (1) Sgt (Lesesne Gate), and (1) Cpl of the Guard (Hagood) for Gate Duty (shared between 

Battalions).  

(1) Bugler of the Guard 24 Hours 2nd/3rd/4th Class Cadet (2nd Batt/Regt. Band) 

 

 

 

 

Every 4-6 hours, a member of the Guard team (when there are at least two members present in 

the Sallyport) should walk around the entire Battalion and check for security, trash, parking 

violations, or anything unusual. Never leave the Sallyport unmanned.  

Walkaround Log: 

Name:                  Date/Time:        Notes/Issues:        Resolution: 

    

    

    

    

    

    

    

 



4 
 

  

Check each item as completed: 

□ Regimental Guard Orders reviewed (OG with Guard Team).  

□ The following are present (and serviceable) in the guardroom: a Blue Book, Guard 

Orders, Daily Guard Roster, OG Log Book, Cadet Alpha Roster, and Cadet Telephone List. 

□ Is proper conduct, safety, and security evident within the barracks? (Tours/Cons) 

□ Is a verbal (face to face) turnover complete between OG’s?  

□ Anything significant not included in the Guard Orders discussed? (unusual schedule or 

operational variations, visitors expected, packages, maintenance work, materials, 

instructions, etc.)  

□ Is the on-coming Guard team completely staffed AND briefed? (If not, has the 

Company Chain of Command been notified? If there are approved personnel changes, are 

they annotated in the OG Log Book?) 

□ Is every member of the guard team in the appropriate and serviceable uniform of the 

day? 

□ Has the barracks key been properly turned over? 

□ Is the barracks vicinity clean? (Quadrangle, Sallyports, roads immediately in front of 

and sidewalks surrounding the Battalion? – no debris, trash, cluttered items)** 

** A ‘walk-around’ (outer Battalion) to be completed by a member of the Guard team every 4-6 hours. 

                Turnover Date: ______________  Time (commenced): ______ (Completed):_____ 

I have been properly relieved:  

Off-Going OG Name (Print): _____________ (Signature): ________________Company: __  

 

I have assumed the watch:  

On-Coming OG Name (Print): ____________(Signature): ________________ Company: __ 

 


