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COMMANDER’S GUIDANCE

September 2004

Shaded text indicates new material


General

1. Uniforms: Wing personnel will adhere to rules prescribed in CAPM 39-1 Civil Air Patrol Uniform Manual, to wit, a well groomed appearance that will reflect credit upon CAP as the auxiliary of the USAF; Senior Members and cadets 18 years and older must meet CAP weight and grooming standards in order to wear the military –style USAF uniform; wearing of the CAP distinctive uniform will be in accordance with CAPM 39-1.

2. Regulations: New Mexico CAP Wing will operate in accordance with all current and applicable CAP Regulations.

3. Chain of Command: Personnel will use the chain of command as their normal flow of information and directives with the exception of items an individual believes to be of such personal or private nature they should be discussed directly with the Wing Commander.  Wing personnel may request a personal meeting with the Wing Commander either directly or through the chain of command.  Once such a request is initiated the requesting individual will have direct and unfettered access to the Wing Commander at a mutually satisfactory time and place.

4. All wing staff members and squadron commanders shall be familiar with the contents of the National Commander’s policy letter on Non-discrimination dated 1 Apr 03 (found on the CAP e-services web page under Pubs, then policy letters), and to make widest distribution to all members under their command through normal briefings and meeting topics.  Additionally, all staff officers and squadron commanders must be familiar with Wing Policy Letter 03-09-04, Non-Discrimination and/or Sexual Harassment and make widest distribution of its contents.

Wing Staff
1. Information/Communication: Wing staff members are to use their best efforts to keep other staff members apprised of any and all information that may impact the wing’s missions. Information must be shared to the maximum extent possible and as early as possible to allow wing staff to prepare and present alternative courses of action and recommendations to the commander.

2. Completed Staff Work: On any action that requires the wing commander’s signature or approval or action that the wing will ultimately be responsible for, the responsible staff officer will ensure that the action is staffed with sufficient attention to detail that the responsible staff officer will have the confidence to whole-heartedly support and defend the resulting action just as if he were required to affix his signature to the results, and risk his professional and personal reputation by doing so.

3. Actions Requiring a Command Decision:  Wing staff officers will be expected to examine alternative courses of action and their advantages and disadvantages and recommend to the commander for his consideration the most appropriate course of action based on their analysis.  Once the commander has reached a decision on a course of action wing staff are expected to use their best efforts to see that it is promulgated and implemented at all levels and to wholeheartedly support the decision.

4. Staff officers are strongly encouraged to be presenters for their area of responsibility at wing and squadron SLS and CLC courses.

Safety Officer

1. Produce safety video on ORM(?) to be sent to CAP NHQ

2. Support, encourage, and maintain throughout the wing the “Safe Mission Accomplishment“ attitude by distributing safety information throughout the wing, monitoring safety activities, requiring safety procedures described in CAP regulations be adhered to, and reinforcing an attitude of hazard avoidance through regular safety lectures, discussions, and seminars.

3. Order a subscription for each squadron to Approach, Flying Safety, Torch, the FAA monthly safety publication and similar publications.

4. Order safety posters from the Navy, Air Force and FAA safety centers for each squadron to post in their meeting/ready room spaces.

5. Research and search out any and all safety tips, tricks, procedures, etc., from the Navy, Air Force, Army and FAA that may help squadrons maintain a high degree of safety awareness.  Distribute to all squadrons.

6. Prepare and present a short (not more than 5 minutes) safety presentation at each wing staff meeting.

Squadron Commanders
1. Ensure squadron Maintenance and Finance Officers coordinate in completing the new NEW MEXICO WING CIVIL AIR PATROL AIRCRAFT FINANCIAL REPORT that replaces both the old Monthly Aircraft Operations and Maintenance Report (wing form 16) and the old Aircraft Financial Report (wing form 6).

2. Attend Wing staff meetings and Commander’s Call (or send a responsible subordinate who can speak for the squadron).

3. Answer requests, e-mails, etc. in a timely manner.  E-mails stating “Acknowledge Receipt” require a response to the sender that the e-mail has been received; e-mails stating “Negative Replies Required” must be answered even if the recipient has no action to report.

4. Ensure squadron pilots are proficiency trained in basic pilotage and airwork, proficient with camera, slow scan and other imagery equipment, and at least one aircrew is designated to compete in Air Competition and proficient in air comp tasks.

5. Ensure the squadron has a cadre of trained and cross-trained personnel in ICS mission base staff positions and procedures to operate autonomously as an incident base for at least 48 hours to support assigned SAR/DR/HLS missions.

6. Comply with reporting directives in accordance with CAP Regulations meeting required reporting deadlines.

7. Conduct an on-going safety/hazard avoidance program within the squadron tailored appropriately to the squadron and CAP missions.  Monthly Squadron Safety Briefings will include a discussion of aircraft systems and/or flight procedures (e.g., proper “go-around” procedure, night landings, specific emergency procedures, etc.).
8. Prepare a squadron roster of all senior members including, but not limited to the following information: name, CAP ID #, address, telephone numbers, e-mail addresses, qualifications (MP, IC, Operations Section Chief, etc. as outlined in CAPR 60-3), squadron position held, and other information considered appropriate or necessary.  Revise periodically as necessary and transmit one copy to wing headquarters.

9. Prepare, and submit to wing when requested, a “wish list” budget (in priority order) of necessary expenditures for items which will enhance mission accomplishment at the squadron level. 

10. Prepare and maintain an aircrew and staff alert roster in accordance with National CAP Headquarters Rapid Response Training Operations Plan of 4 Nov 2002.

11. Ensure that wing assets placed under the squadron’s care, custody and control are maintained appropriately and are in a mission-ready status.

12. Ensure that all material and equipment (including cadet uniforms) is retrieved from any squadron member who no longer participates in Civil Air Patrol.

13. Squadrons with cadets: Ensure all senior members and cadets are acutely aware of all aspects of the Cadet Protection regulations and procedures, including, but not limited to, sexual harassment, power relationships, appropriate and non-appropriate behavior between cadets, between seniors and cadets, and between seniors.

14. Maximize the use of corporate vehicles assigned to the squadron  (both aircraft and vehicles) to maintain at least the minimum annual or monthly hours or miles required.  Ensure vehicles are maintained in accordance with Paragraph 11 above, CAPR 77-1, and New Mexico Wing Transportation Policy Letters and Supplements.

15. Ensure that normal aircraft oil changes are completed by the squadron, not sent to a repair facility.  If necessary assign that duty to the maintenance officer or similar individual and ensure he/she receives the proper instruction on how to accomplish the oil change properly and make the necessary logbook entries.  For oil and oil filter changes that are done at a repair facility (100 hour or annual inspections) send squadron oil and oil filter with the aircraft to the repair facility for changing—do not purchase separate oil and filter from the repair facility.

16.  Albuquerque Squadron II and Las Cruces are primary supporting squadrons for the AFROTC Flight Orientation Program.  Other squadrons shall be prepared to support these flights as necessary.  Squadrons should appoint an AFROTC FOP coordinator to ensure correct, complete, and timely reporting of the FOP.

17.  Train squadron members in proper mission operating procedures including proper completion of all paperwork (CAPF 104, check-in sheets, ICS 220, etc.). Ensure squadron members properly complete all paperwork required on each mission in which they participate thus ensuring that the wing can be reimbursed for all mission flight hours.

18. In your recruiting process for additional members seek to include those interested in participating as ICS staff and other unit positions in addition to mission pilot to ensure the unit is capable of operating extended missions and responding in a timely manner to requirements from higher headquarters.  Seek qualified individuals to fill positions of responsibility, and train members to assume leadership positions within the unit.  Use your best efforts to cross-train members using collateral duties and “assistants to.”

19. Manage squadron finances responsibly, including timely cashing of wing checks, keeping detailed records of transactions, etc. Review CAPR 173-1, 173-3 and 173-4 and ensure squadron finances are in compliance with those regulations and generally accepted accounting practices.  Special emphasis shall be placed on documenting income sources and disbursements in accordance with applicable regulations.

20. In cooperation with DO and Squadron CC plan exercises to maximize training opportunities taking into consideration comments and suggestions from previous exercises.

21. Ensure squadron check pilots take the on-line check pilot course before attending check pilot course in January 04, and ensure all squadron mission pilots take the on-line check pilot course BEFORE renewing mission pilot qualification.
22. Ensure squadron pilots, observers, scanners, and incident base staffs know how to operate both aircraft and ground radios.  Radio manufactures produce on-line instructional presentations that can be used as teaching aids.  DOS is producing a CD that will include such presentations that you can use as well.

23. In coordination with the Wing Supply Officer dispose of all old/obsolete/unused equipment and miscellaneous items.  Seriously consider disposing of all items not used within the last six months to one year.  Accountable and non-expendable items are to be returned to wing unless otherwise directed by the Wing Supply Officer.

24. Squadrons are highly encouraged to develop sources of funding to support squadron activities.  Such sources can include, but are not limited to, squadron member dues, donations, fund raising events, etc.  Fundraising activities must comply with CAPR 173-4, 31 Mar 00, Fund Raising/Donations.
25. Ensure all members who drive corporate vehicles have BOTH a current and valid state driver’s license and a current CAPF 75, CAP Motor Vehicle Operator Identification Card, Sep 03.  When driving to/from activities ensure duty day requirements are adhered to and drivers are instructed NOT to drive “straight through” to a destination.

26. Prepare, in accordance with CAPR 60-3, an ICS/Incident Base kit including, but not limited to, necessary mission forms, appropriate maps and charts, supplies, current CAPR 60-1, 60-3, 60-4 Vols I & II, airport information, resource directories, contact numbers of emergency personnel, etc.  This kit is to be kept current and easily accessible when needed for missions.
27. Squadrons are directed to cooperate with one another to ensure that pilot proficiency flights, cadet orientation rides, check rides, etc., are accomplished.  Adjacent and near-by squadrons are encouraged to share aircraft and pilots when scheduling aircraft and flights.  Direct contact and coordination between squadrons is authorized. 
28. Squadrons with aircraft and/or pilots must ensure ALL flights are briefed using the wing’s standard briefing guide by making the briefing guide accessible to all PICs and monitoring its use. 

29. Commander’s are encouraged to use their best efforts to have at least 75% of their senior members obtain and keep current a CAPF 75, CAP Motor Vehicle Operator Identification Card, Sep 03 to ensure the unit has enough qualified drivers to provide vehicle support for activities and moving wing assets from one location to another.

30. Maintain current and complete records of members’ pilot and emergency services qualifications, and ensure those records required to be held at wing level are forwarded to wing in a timely manner. 

31. With regard to aircrews and members unit commandeers are directed to: (1) Recognize, encourage, and reward  members who comply with established guidelines and regulations, (2) Identify members who have not learned, or do not follow, CAP and wing guidelines and regulations, and motivate them to comply, and (3) Act decisively to ensure that those who choose not to follow our standards do not fly our aircraft.

32. Unit commanders are directed to review and be familiar with CAPR 123-2 COMPLAINTS so any complaint will be handled in an expeditious manner, will be—to the extent possible—resolved within the chain of command at the lowest possible level, will be addressed in a timely manner, will be handled in accordance with the regulation, and will attend to and respect the concerns of the complainant.
33. Unit commanders are directed to comply with CAPR 77-1, paragraph 7, Use of COVs, TUVs, and POVs.  POVs are NOT authorized for any New Mexico Wing activity until and unless all wing COVs are unavailable.  Wing COV assets must be exhausted and unavailable before POVs will be authorized for use during any wing CAP activity.

Wing Operations
1. Establish and maintain an effective cadet orientation and AFROTC flight program—coordinate w/squadron ccs.

2. Encourage and support wing pilots to become instrument and commercial rated.

3. Continue to increase proficiency training of wing pilots.

4. Maintain proficiency in ICS system operations

5. Prepare an annual Training Schedule including, but not limited to, SAR/DR/HLS/CN exercises, Check Pilot conferences, Squadron monthly training dates, Flight Clinics, ICS training sessions, joint training opportunities, Mountain Flying Clinics.
6. In cooperation with DES and Squadron CC plan exercises to maximize training opportunities taking into consideration comments and suggestions from previous exercises.
7. Ensure pre-flight briefings for all flights are standardized and comprehensive by using a standard briefing guide throughout New Mexico Wing.
Emergency Services
1. Develop, in coordination with DO and Sqd CCs, a briefing process that allows aircrews to brief their mission at home base, obtain a flight release, transmit CAPF 104 to Incident Commander, fly mission, debrief from home base and transmit results of flight to Incident Commander, all without having to fly to/from a remote incident base.  Include communication procedures for aircraft check-in/out and report information with high bird, incident base, or a Tactical Air Control Center (TACC) or Tactical Air Control Center Airborne (TACCA).  Staffing to include squadron commanders.

2. Train all squadrons to have at least one qualified Urban DF team.

3. Ensure all squadrons have the capability of staffing a mission in accordance with the ICS System with members trained and cross trained in CAP IC, Logistics, Finance/Administration, Planning and Operations.

4. Encourage each squadron to train and maintain at least on aircrew to compete in the SWR annual Air Competition.

5. Encourage all squadrons to gain and maintain proficiency in the operation of all types of photographic imagery equipment (digital cameras, slow-scan, etc.).

6. Return 101 cards to qualified personnel in a timely manner.

7. Maintain a documentation system for all wing personnel specialty qualifications.

8. Ensure mission paperwork and documentation is forwarded to wing headquarters in a timely manner and within a timeframe that allows headquarters to file for reimbursement in accordance with CAP regulations.

9. In cooperation with DO and Squadron CC plan exercises to maximize training opportunities taking into consideration comments and suggestions from previous exercises.

Communications
1. Prepare an analysis of wing communication capability to communicate in accordance with National CAP standards and directives, communicate within New Mexico Wing CAP, and communicate with other federal, state, and local agencies with which the New Mexico Wing may need to communicate to accomplish its communication mission.  Emphasis should be on what we need to do to meet National CAP communication mission.  If the analysis shows deficiencies in the Wing’s ability to communicate prepare alternative courses of action to bring the Wing into communication compliance.  Courses of action should include, but are not limited to, equipment necessary (air and ground) to accomplish the communication mission, costs, and time lines for corrective action. 

2. Ensure all wing communication equipment is properly documented and accounted for with sign-out records identifying which members have wing communication equipment in their possession or its location.
3. Satisfy all requirements that will remove New Mexico Wing from its present communications “freeze” not later than 30 Dec 03.
Information Systems
1. Prepare an analysis of wing computing capability and needs with emphasis on level computing capability.  Based on the analysis prepare alternative courses of action to increase squadron and wing staff “computer literacy.”  Courses of action should address hardware and training needs, and a schedule of computer hardware installation at squadrons.

2. Institute a computer training program that will enable all squadrons to effectively use their computers and the CAP National HQ databases.
3. Continue to identify MIMS discrepancies and pass them up the chain of command to CAP NHQ to improve subordinate units’ ability to use MIMS effectively and efficiently.
Logistics/Supply
1. Initiate the “PUSH” philosophy in providing supply items to the wing and its squadrons.  That is, move supplies out to the users, “push” supplies and equipment to the users without waiting for them to request items.  Use normal tracking and chain of care, custody and control to account for the items “pushed” to the using units or individuals. Dispose of all non-usable or obsolete items.

Professional Development
1. Develop and conduct a semi-annual professional development wing training plan to include SLS/CLC/ICS, etc. courses.  Advertise the course dates and time throughout New Mexico wing and adjacent states to ensure maximum attendance and training opportunities.

2. When planning professional development courses use the following:

a. Budget for expenses should be $30.00/person.

b. Course fee should be $20.00/person.

c. Noon lunches are individual participant expense and may be box lunches ordered from the dining facility.

d. Transportation expenses will be in accordance with Wing policy, i.e., transportation will be at individual’s expense unless Wing specifies attendance is mandatory.

e. Review final budget with wing commander prior to execution.

Aircraft Maintenance

1. Conduct an inspection and analysis of wing aircraft to determine the required course of action to ensure all wing aircraft are mission ready and capable.  The course of action should include, but is not limited to, actions necessary, costs, and time lines for completion.

2. Order and install all required CAP decals on wing aircraft.

Homeland Security
1. Initiate contacts with New Mexico state HLS officials/departments to explain New Mexico Wing CAP capabilities and resources for Homeland Defense and Homeland Security in accordance with the CAP National Headquarters HLS Concept of Employment Plan.
Finance

1. Prepare a summary (one page, major line items only) wing budget to be distributed to interested staff and squadron ccs at wing staff meetings.
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