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THE WHITE BOOK 
CHAPTER 7  

Cadet Personnel and Administration 

SECTION 1  

Cadet Discipline  

Version: 10 October 2019 

Author:  Lt Col Sberna 

Position:  Assistant Commandant for Discipline 

 

I. Organization: The Commandant has primary responsibility for the Cadet Disciplinary System and administers the 

system through the Assistant Commandant for Discipline and Battalion/Company TACs and TAC NCOs.  Office is 

found on the second floor of Jenkins Hall. 

II. Functions: This policy prescribes procedures for the following functions: 

A. How to Create and Respond to a PR 

1.  General 

2.  Create a PR 

3.  Respond to a PR 

4.  Responsibilities 

B. Punishments 

1. Restrictions 

2. Confinements 

3. Tours 

C. Suitability Boards (SB) 

D. Commandant’s Boards (CB) 

E. Appeals 

F. Resignations 

G. Hearing Officers Guide 

H. Commandant’s Board Sequence of Events 

 

III. Procedures: 

A.  How to Create a PR: Only rank-holding cadets or cadets acting in an official capacity and members of the 

staff and faculty of the college may write Performance Reports (PR). 

1. General: PRs may be written for both violations of cadet regulations as well as exceeding the 

standards set by those regulations.  PRs should be written as soon as practical after the event’s 

occurrence.  The PR should state as accurately as possible what violation/meritorious action 

occurred with a description of what occurred. 
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2. Create a PR: To create a PR, go to the left side of the CAS screen and select discipline then select 

“Create a PR.” 

When you select “Create a PR” your screen will change to an electronic performance report. 

 

Fill out the PR by entering the name of the cadet who will receive the PR.  When the correct name 

pops up, select the name and the top line of the PR will self-populate. 

The Date and Time will populate with the current date and time and can be changed.   
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The Cadet will then select the offense from “Report of Performance.”   

 

Then write a description of the offense/meritorious action. 

Additional documentation may be attached to the PR by selecting “Supporting Documents.”  That 

will open a screen to select the attachment from your computer.  



Chapter 7 - Cadet Personnel and Administration                                                            Section 1 - Cadet Discipline  
 

4 

 

The last step is to select “Sign & Submit PR” after which you will receive a message that your PR 

was successfully submitted. 

 

3. Respond to a PR: If it is determined that a PR is required, the reporting official, if practical, will 

inform the cadet, fill out the PR electronically and submit it. The PR will then be automatically 

routed to the cadet for whom the PR is written.  It will also be logged into the Cadet 

Accountability System (CAS) automatically for tracking.  PRs submitted for merits will be posted 

to the cadet’s record, and no further action is required. 

i. Cadets will receive an email prompt telling them that they have a PR waiting for them 

to respond.  The cadet will have five duty days to respond to the PR and submit it.  

Upon receipt of the PR, the offending cadet will either acknowledge the offense or 
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attach an Explanation Required in Writing (ERW) and submit the PR/ERW 

electronically. 

ii. Cadets will see the “Outstanding PR” in the “Notification Center.”  Cadets will then 

select “Discipline” and on the drop down menu select “View PRs.” 

 

Cadets then will select “View PRs” and select “P.R. I.D.”  Select the “P.R. I.D.” number.   

 

Review the PR and either select “This Report is Correct” Yes or NO.  If Yes, then select 

“Electronic Signature” which will submit the PR to unit commander.  If NO, then write an 

“Explanation of Report Written.”  (You can write an ERW if the answer is Yes and there are 

extenuating/mitigating circumstances such as guard. Cadets desiring a Commandant’s Board 

will state so on the ERW.) 
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4. Responsibilities: The PR will then automatically be sent to the Cadet Company Commander or 

Executive Officer.  They will review the PR/ERW, recommend a punishment, provide any 

rationale for the recommendation, and submit it electronically. The PR will continue to the 

Company TAC, Battalion TAC, and on to the Assistant Commandant for Discipline for final 

adjudication.  Each of these reviewing authorities has two duty days to review and submit the 

PR/ERW to the next level for adjudication.  The TAC Officer may make specific recommendations 

for punishment to the Assistant Commandant for Discipline.  The Assistant Commandant for 

Discipline will review the Class I or II PR/ERW and either assign punishment (Class IIs or Class IIIs) 

or make a specific punishment recommendation to the Commandant or a recommendation that 

a Commandant’s Board be convened. 

B. Punishments: 

1. Restrictions: Cadets on restriction are required to open the restriction file in CAS found under 

Discipline or sign in sign out.  To submit your restriction after the hour you served, hit the 

submit button between 10 to the hour until 20 past the hour.  After this 30 Min period, you will 

not be able to submit your restriction and will receive a PR.  As an example, you serve the 1200 

restriction and CAS will let you sign for that restriction from 1250 until 1320.  This must be done 

for every restriction.  If for some reason, you have a computer problem, sign in with your 

Company Duty officer and he will submit it to the ACD.   Restricted Cadets who fail to sign in 

within the specified time period for each hour will be reported as AWOL. 

i. Restriction sign‑in is required on Wednesday from 1800 to 1900, on Friday 1800-1900 

and 2200 to 0100 ,on Saturday from 0800 to 1400 and 1700 to 1900 and again at 2200 

to 0100, and on Sunday from 0800 to 2000. 

ii. Cadets needing to sign for restrictions start on their CRB page.  Select “Leave” or 

“Discipline.”  On the drop down menu select “Restriction Sign In.”   
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The cadet will select his current location and then select “Submit” (the date and CWID should 

auto-populate) and the previous restriction is now signed for.  This must be accomplished 

after every restriction hour on Wednesday, Friday, Saturday and Sunday. 

 

2. Confinements: A confinement is a 50‑minute period during which confined cadets, in duty 

uniform with white waist belt, are required to remain in their assigned confinement classroom 

(or when approved by the ACD their own room which will be in MRI order) studying.  Sleeping or 

other form of entertainment is not allowed. Confinement Periods are: Wednesday from 1500 

until 1800, Friday from 1900 until 2200, and Saturday from 1400 until 1700 and again at 1900 

until 2200. 

i. Confinements will be served by class in designated classrooms  

a. Seniors in Jenkins Hall Room 308 

b. Juniors in Jenkins Hall Room 312 

c. Sophomores in Jenkins Hall Room 313 

d. Freshman in Jenkins Hall Room 304 

ii. Ten minutes before the start of the first confinement period, cadets serving 

confinements will report in front of the company letter in duty uniform with waist 

plate and stand by for inspection.  All company duty officers will inspect their 

company confinees and then march them to Jenkins Hall and escort them to their 

respective classrooms. 

iii. Cadets may only bring laptops, school books, and a bottle of water to the 

Confinement Classroom.   

iv. Credit for Confinements can be found in the White Book Chapter 7, Section 2 under 

“Duty Teams.” 

v. Optional punishment periods for in-season Athletes and for those cadets who have 
not completed 12 hours of punishment in the past week are as follows: 

a. Sunday’s 1400-1500, 1500-1600, 1600-1700 and 1700 to 1800. These will be 
served in the appropriate confinement classroom based you your class. 

b. Monday’s 1500-1600, 1600-1700 and 1700 -1800 and 2000-2100, 2100-2200 
and 2200-2300. 
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3. Tours: A tour is a 50‑minute period of time during which a cadet marches on the quadrangle at 

120 steps a minute with a rifle at right or left‑ shoulder arms.  The cadet marches in duty 

uniform with white waist belt and white gloves and no nametag.  Tours will be walked in 

Padgett Thomas Barracks (unless otherwise directed by the SDO).  Tour Periods are: Wednesday 

from 1500 until 1800, Friday from 1900 until 2200, Saturday from 1400 until 1700 and again at 

1900 until 2200. 

i. Prior to the beginning of the first tour period, each cadet with tours reports to the Company 

Duty Officer in front of the company letter to be inspected for proper uniform.  After release 

by the Company Duty Team, each cadet with tours will report to the Battalion Duty Officer, 

who supervises performance of tours.  The BDO will then march the Tour Cadets to Padgett-

Thomas Barracks for the conduct of Tours.  Cadets who are on orders, such as “In-Season 

NCAA” athletes will, after informing the Battalion Duty officer, return to the control of the 

Company Duty Team to perform “Confinements for Tours.” 

ii. After the tour period is completed, cadets will report to the Battalion Duty Officer and 

ensure their tour is accounted for.  A cadet receiving credit for the previous tour hour, on 

the tour sheet, indicates understanding of completing a proper tour and that he/she 

completed a proper tour during the previous tour period, unless excused by proper 

authority.  A cadet does not receive credit for improperly walked tours. 

iii. There will be no talking, eating, or drinking while walking a tour. 

iv. Cadets having both tours and confinements must walk tours first. 

v. Credit for Tours can be found in the White Book Chapter 7, Section 2 under “Duty Teams.” 
vi. Additional information on Tours can be found in the Blue Book Chapter 6 (i.e. in-season 

NCAA athletes, optional punishments, etc.). 
C. Suitability Boards (SB): Refer to the College Regulations Section VI, Paragraph 3c. 

D. Commandant’s Boards (CB).  CBs are composed of a Battalion TAC Officer in a grade of 0‑5 or above or an 
Assistant Commandant as President, one other TAC Officer or TAC NCO, a Cadet Captain or above not from 
the accused’s battalion, and a TAC Officer or TAC NCO, to serve as the Recorder. The accused’s Commander 
or Executive Officer should be present at the Board. 

E. Appeals.  Appeals for Class III are made to the ACD.  Class II punishment appeals are made to the Chief of 
Staff or the ACD.  Class I offenses are appealed to the Commandant for everything except Suspension and 
Dismissal.  Class I offenses resulting in expulsions are made to The Citadel Board of Visitors.  

1. An appeal does not provide a second forum in which to present the case.  

2. The following are exclusive grounds for appeals: 

i. The Hearing Officer or Board failed to follow due process; 

ii. That significant information has been discovered since the Board or Hearing, which would 
probably change the result, but which could not, in the exercise of due diligence, have been 
presented to the Board or Hearing. 

2. Cadets and/or students who have been suspended, dismissed, or expelled by proper authority, 
are entitled to appeal. 

3. Written petitions of appeal must state the grounds on which the appeal is based and must be 
received by the Office of the President within five (5) working days of the date the punishment 
is announced.  

4. The President will then transmit to members of the Review Committee the petitions of appeal 
and all related evidence of record if required. 
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5. The Review Committee shall review the submitted record without appearance of parties or 
argument, and determine whether or not the appeal is meritorious.  

6. If the committee determines that the petition of appeal is not meritorious, it will be dismissed 
with finality.  

7. If the committee determines that the petition merits consideration of the Board of Visitors, it 
shall identify those issues to be heard by the Board of Visitors. 

8. A cadet and/or student who has been awarded punishment of suspension, dismissal, or 
expulsion and who has submitted a petition of appeal to the proper authority may request 
permission of the President to attend classes until final action is taken on the petition of appeal.  

9. Once a cadet is expelled, dismissed, or suspended and the appeal process has been completed, 
that cadet will not wear The Citadel uniform or use a Citadel identification card, unless they are 
readmitted. 

Refer to the College Regulations, Chapter VI, paragraphs 4 and 5 for appeals.  

F. Resignations: Refer to the College Regulations Chapter VII, Paragraph 3.  

G. Hearing Officer Guide 

HEARING OFFICER’S GUIDE 

Step 1. Hearing Officer 

Notes:_____________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Step 2. Hearing Officer – Review all statements, white slips, ERWs and other pertinent materials. 

Notes:_____________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Step 3. Hearing Officer – Begin the Hearing with the accused, all witnesses, and other Hearing participants, 

such as the TAC and members of the chain of command, present. 

Notes:_____________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Step 4. Hearing Officer – Inform the accused as follows: “Cadet __________, you are accused of the 

following Blue Book violation(s): 

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
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__________________________________________________________________________________________

__________________________________________________________________________________________ 

You do not have to make any statement regarding the offense(s) of which you are accused. You are advised 

that this is not a trial but an administrative proceeding. The formal rules of evidence do not apply in 

administrative proceedings.” 

Step 5. Hearing Officer – To the Accused: “Do you have any questions?” 

Accused/Notes:_____________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Step 6. Hearing Officer – To the witnesses who have provided written statements which have been provided 

to the accused: “Do you have anything additional to say which is not in your written statement?” 

Witnesses/Notes:___________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

Step 7. Hearing Officer – To witnesses who had not provided written statements: “What information can you 

provide which would be helpful to this procedure?” 

Witnesses/Notes:___________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Step 8. Hearing Officer – To accused: “Would you like to ask any questions of any of the witnesses?” 

Accused/Notes:_____________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Step 9. Hearing Officer – After all witnesses have spoken and the accused has had the opportunity to ask 

questions, the Hearing Officer reviews all documents in his possession which pertain to the case. To the 

accused: “Have you had the opportunity to review all these documents? Is there any other information you 

would like to present?” 

Accused/Notes:_____________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________ 

Step 10. Hearing Officer – To the accused: “After having considered all of the evidence brought before me in 

this case, I have made the following decision: To impose the following punishment; to recommend the 

following punishment; to dismiss the charges against you; or to deliberate further and announce my decision 
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H. Commandant’s Board Sequence of Events 

Commandant's Board 

Sequence of Events 

Notice is given that I am recording the events of this hearing so there will be a record for 

summary and transcription purposes and for any clarification needed after the fact. 

Commandant's Board No. ___ is convened at ________ hours on _______________. 

This Board is pursuant to Discipline General Order No. ___ dated ______________. 

___________________________ is appointed President for Commandant's Board No ___. 

Members of the Board: 

__________________: Recorder 

__________________: Member 

__________________: Member 

Explanation of the Nature and Process of a Board: 

Blue Book; Chapter 6 - Discipline; Investigations and Boards; Subparagraph 

1.a.: "Violations or suspected violations of regulations on the part of cadets are reported on 

a PR . . . . The details or facts surrounding the report of an offense are most frequently 

determined through an ERW and face-to-face sessions between the accused and the 

chain of command and TAC Officers. In Class I Offenses where suspension, dismissal, 

or expulsion is the maximum punishment, or in cases where there are conflicting 

versions of the circumstances surrounding the offense . . . [a] Commandant's Board 

(CB) is appointed. The formalization of the fact-finding process for Class I Offenses is 

intended to ensure that the accused has ample opportunity to present the facts and to 

confront the accuser or witnesses in the presence of the . . . [Commandant's Board]." 

From this you can see that Commandant's Boards are administrative and fact-finding in 

nature. The Board is not bound by legal statutes. Board members are not lawyers, 

but are charged with investigating the circumstances surrounding the matter at hand. 

At the conclusion of the Board, the members will seek to determine whether the 

Respondent conducted the act(s) for which the Performance Report was written and 

to make recommendation for punishment, if appropriate. 

At this time I also enter into the record: 

Discipline General Order No. ___, dated _____________: Witness List for 

Commandant's Board No. ___ and Change #1 to Discipline General Order No. ___, dated 
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_______________. 

The following are listed as witnesses: 

__________________ __________________ __________________ 

__________________ __________________ __________________ 

__________________ __________________ __________________ 

__________________ __________________ __________________ 

__________________ __________________ __________________ 

I note the following individuals listed as witnesses will not be present for testimony, for 

the reason indicated. The Respondent is aware of this absence / these absences and has no 

objection to proceeding without him / her / them. 

__________________ Reason for absence: ________________________ 

__________________ Reason for absence: ________________________ 

__________________ Reason for absence: ________________________ 

__________________ Reason for absence: ________________________ 

This Board has been called as a result of Performance Report for: 

Cadet __________________, CWID # ___________, Class ___, C/_____, _______ Co.: 

________________________________________________________________________ 

________________________________________________________________________ 

_______________________________________________________________________; 

a violation of Code # ______, Class I; Maximum Punishment is _________________. 

The PR is dated _____________, contains ______ signed statements, and is signed by 

__________________. 

Cadet ___________’s ERW is dated _____________ and contains ______ additional 

signed statements. 

All of these documents are now entered into the record of this Board. 

At this time I enter into the record: 

A Cadet Rights Briefings for Disciplinary Hearings and Boards, dated _____________, 

and I ask the Respondent, if he acknowledges his initials signifying receipt of and 

understanding of his rights warnings and his signature on this form. 

Are these your initials? (Respondent acknowledges.) 

Is this your signature? (Respondent acknowledges.) 

I also ask the Respondent to acknowledge receipt of all pertinent documents and 
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statements for this Board. 

(Respondent acknowledges.) 

 

 

Explanation of Duties of Witnesses: 

 Cadet witnesses are bound by the Cadet Honor System 

 Witnesses may be cross examined 

 Anything said may be use subsequently in other proceedings, to include legal 

proceedings outside of campus 

 Witnesses do not have to give testimony which may be self-incriminating 

Let me review the rights of the Respondent: 

 You have the right to present information on your own behalf in defense, extenuation 

or mitigation; that is, information that will show you did not commit the alleged 

offense(s), pertinent circumstances relating to the alleged offense(s), the alleged 

offense(s) is not as serious as it might otherwise seem and, based on circumstances, any 

punishment received should be less severe. 

 You have the right to question all witnesses. 

 You have the right to call your own witnesses. 

 You have the right to see all documents. 

 You have the right to be advised by up to two individuals. 

 If you are facing disciplinary action for an act which is also the subject of an off campus 

criminal proceeding, you may request that an attorney attend the Board. 

your attorney may attend the Board, but may not speak or actively, directly 

participate in Board proceedings, but will be available to advise you during breaks. 

 You have the right to challenge any Board member for cause. 

 You do not have to testify before the Board, but inference can be drawn from your 

failure to testify. If you do testify, you will be subject to cross-examination. Once you 

begin to testify, you may not subsequently refuse to answer questions put to you. 

I note for the record: 

Respondent ___________ is not accompanied by any advisors. 

Is it your intention to proceed without an advisor? (Respondent acknowledges.) 

Respondent ___________ is accompanied by ___________ and ___________. 

Is it your intention that ___________ and ___________ serve as your advisors. 

(Respondent acknowledges.) 

Are you satisfied with the composition of the Board? (Respondent acknowledges.) 
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Let me explain some final rules: 

 I admonish everyone as to the confidential nature of all testimony and hearing 

processes until final decisions are rendered by the Commandant and/or the President 

of the college on the Board's findings and recommendations - do not discuss any 

portion of your testimony or these proceedings outside of this room. 

 While in the waiting area: 

o You are not to have any substantive discussions regarding this matter, to 

include comparison of testimony. 

o You will remain in the waiting area. 

o You will not leave the area until released by the Board President. 

 For the Respondent, you will have the right to appeal any action of this Board, once the 

findings are acted upon. Those rights will be explained to you in detail when you are 

advised of the results. Your rights are also found in cadet and college regulations. 

Does anyone have any questions regarding these proceedings? 

Mr. President, subject to have any comments you might have, I believe we are 

ready to proceed with the first witness. 

 

I. Cadet’s Rights Briefing: Rights Briefing can be found on the Commandant’s Web Page under Administration 

CC Forms.  The Form is CC 14 


