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6.  REFERENCES

COMPLETE LISTING IS ON THE BASE WEBSITE : OHSPRI.ANG.AF.MIL

GO TOAIR FORCE / AIR NATIONAL GUARD PUBLISHING OR AFPUBS.HQ.AF.MIL 

COMMONLY USED PUBS - 


AFI 36-704

                       Discipline and Adverse Actions

      ANGI 36-103                            Suicide Awareness and Prevention


ANGI 36- 2002                         Enlistments and Training

      AFI 36-2101

                       Classification Officer and Enlisted

     
AFI 36-2110

                       Officer and Enlisted Assignments


AFI 36-2113                              First Sergeant Responsibilities

      AFI 36-2203                              Drill and Ceremonies

      AFI / ANGI  36-2502                Promotion of Airmen


AFI / ANGI  36-2503                Administrative Demotion of Airmen

      AFI 36-2802

                        Awards and Decorations


AFI 36-2805
                              Special Trophies and Awards


AFI 36-2903

                        Dress and Appearance


AFI 36-2908

                        Family Care Plan

      AFI 36-2910                              Line of Duty and Misconduct Determination


AFI 36-2923

                        Occupational Badges

      AFI 36-3001 / ANGI 36-2910    Line of Duty Determinations


AFI 36-3003
                 
         Leave


AFI 36-3204                               Conscientious Objectors

      AFI / ANGI 36-3209                  Administrative Separation of Airmen


AFI 40-501                                AF Fitness Program


AFI 40-502   
                        AF Weight Management Program


AFI 65-104                                 DOD Travel Card Program

      AFH 37-137

                        Tongue and Quill 


AFI 137-128
          
         Administrative Orders

      AETCP 44-102
                        Suicide Prevention

5. RESPONSIBILITIES

- Source of Authority - G Series Order - The first sergeant career field encompasses those functions derived from an extension of the authority of the squadron commander. General Duties and Responsibilities are listed in AFMAN 36-2108, SDI 8F000 and AFI 36-2113, 

-- Promotes health, morale, and welfare of all assigned enlisted personnel.

--- Visit work, housing, and recreation areas - get to know your people!

--- Advise commander on unit morale, welfare, and recreation. 

--- Counsels to resolve problems or complaints .

--- Promote sports/entertainment/social events.

-- Advises and assists the commander in maintaining discipline and standards.

--- Maintain personal appearance 

--- Provide guidance on leadership, military courtesy, personal appearance 

--- Correct conduct prejudicial to good order and discipline - maintain discipline.

-- Assists the commander in squadron training and information programs.

--- Attend staff meetings, Airman/NCO & 1st Sgts.’Council and Promotion Board. 

--- Assist in commander’s call and formations.

--- Provide training in military subjects in cooperation with the squadron training manager.

--- Monitor sponsorship program.

--- Conducts orientation program interviews with newly assigned personnel.

       - - Monitors unit administration.

--- Supervises administrative actions directed by the commander

--- Schedule squadron functions.

--- Ensure timely processing of personnel actions – Manning, Orders, UIF’s

   --- Conduct Family Care Briefings and annually brief and review AF Form 357s.  

   --- Administer Random Drug Urinalysis notifications and ensure compliance.

   --- Monitor the Weight Management Program and review individuals’progress.

   --- Monitor the squadron fitness program, including annual walk-run and weigh-ins.

   --- Review EPRs, Decorations, AF Form 1206s. 

   --- Conduct 360 Degree Feedback Training and ensure squadron program compliance.

         --- Prepare and publish “ A Note From The First Sergeant” for FACT Squadron Newsletter.

         --- Supervise Orderly Room as directed by the commander. 
   --- Supervises care and upkeep of dormitories and adjacent grounds –When Deployed.

         --- Coordinate with CE/Services for dorm maintenance, fixtures, funds, etc.

         --- Inspects squadron work areas including dormitories and dayrooms when deployed.

         --- Additional duties - First sergeants must not be assigned duties other than those  

               contained in their specialty description in AFI 36-2108.

8.  TYPICAL UTA SCHEDULE

Normal drill weekend is from 0730 – 1700. Be visable, be positive, and be the diamond! Observe unit members’ professional conduct, dress and appearance. Challenge those not meeting the standards and compliment those who do. Always interact with others and listen to their concerns, do something about it, and impart motivation by positive reinforcement!

0730 – 0800

1. Review any messages, documents, and notifications from the inbox, voicemail or email.

2. Meet with the Logistics Squadron Commander and review the Commanders’ Call agenda and discuss issues of importance for the UTA. 

3. Meet with Orderly Room staff and discuss business of the day, schedule their training needs, assign duties such as weigh-ins, attendance roster, tuition roster, and other special projects.

4. Prepare for Roll Call at 0815 ( usually in the Supply Training Room )

5. Prepare for and assist the Commander at Commanders’ Call (usually @ 0815 Saturday)

 0830 – 1230

1. Conduct weigh-ins, counseling sessions, newcomers’ orientations, special meetings, 

review promotion packages, update Family Care Plans, review test scores and course progressions with the squadron training manager, review government visa statements, deliver random drug testing notifications, supervise Orderly Room functions.

2.   Be available for the Commander and other personnel for issues, advice, and counsel. 

3. Attend and participate in the Commander’s Officers Call.    (usually @ 1100 Saturday)

4.   Review and validate the Attendance and Grant Validation Rosters. (Sunday)

1230 – 1330 

1. Deliver non-participant random drug notifications to the Medical Squadron.(Saturday)

2. Lunch @ The Yoxford Inn.

1330 – 1430

1. Visit Logisitcs Squadron workcenters, meeting with the supervisors and personnel.

1430 – 1600

1. Attend and participate in the First Sergeant’s Council meeting. (Saturday-Wing CC Conference Room Bldg.118) 

2. Visit workcenters with the Commander, addressing their issues and concerns. (Sunday)

(This is scheduled Saturday A.M. with the Commander)

1600 – 1700

1. Review any messages and or documents from the inbox, voicemail or email.

2. Conduct an end of the day meeting with the Orderly Room staff and take care of any issues.

3. Meet with the Commander and discuss any issues of the day, and prepare for the next drill

period. (either Sunday or the next UTA)

4. Assign someone to carry and post the LS Guidon for the Wing Formation.

5. Attend the Wing Formation in the hangar, leading the Logistics Group front and center. 

(usually Sunday @ 1530 or 1600)

9. COMMANDER’S CALL

- Usually on Saturday morning (UTA) in Supply Training Room or warehouse after Roll Call. 

- Coordinate with Commander’s schedule items to be discussed and agenda.

- Sort out awards/medals to be awarded and ensure they are on-hand at Commanders’ Call.

- Notify all personnel (and their supervisor) who are receiving medals to be present.


- Collect any certificates of appreciation/accomplishment. 

- Call the Base Photo Lab ext. 2216 and request someone to take pictures.

- Arrange any messages, notes, and information to pass down; coordinate with Commander.

- Select and coordinate 1-2 guest speakers.

- Update the agenda.

- Set up and arrange any flags if necessary. 

- Set up chairs/room as necessary.

-   When the Commander enters the room or area, the 1st Sgt calls the room to attention. 

-   Individual citations: read each citation, at point of: "the distinctive accomplishments of ..." CC  

    will take medal from the 1st Sgt and clip it on individual. They shake hands and salute.

- Mass citation: read citation and insert each individual's name, Photographer takes picture. At the end of the medal presentations, Commander will lead the applause for the awardees. 


- CC / CCF will present any certificates, Drug Testing Notifications, pertitent information, etc.

- Guest speakers will give their presentations.


- Congratulate award recipients, present First Sergeant’s Award of Excellence. (if applicable)

- Present your issues that you have, support the troops, and encourage professionalism.

- When Commander is finished, he will usually open the floor to questions.

- When questions are complete, 1st Sgt calls room to attention as the Commander leaves. 




10.  DRILL AND CEREMONIES

- Reference – AFI 36-2203           (See separate binder in Orderly Room)

- Promotes teamwork, professionalism, proficiency and training state of the troops.

- Responsibilities 

-- Commander – Directs the type, time, and place, and is under his command after reporting.

 --- Squadron formations are usually held in or in front of the supply warehouse on Saturday.

 --- Wing formations are usually held in or in front of the main hanger on Sunday afternoon.

-- First Sergeant – 

 --- Ensures the squadron reports and is present 15 minutes prior to any formation.

 --- Directs the flight/group to the desired position and reports to the Commander,

        including the posting the Guidon, review of lines, and general personal dress and apperance. 

-- Supervisors – Ensures all personnel are present and within all military standards.  

11. DRESS AND APPEARANCE

- Reference AFI / ANGI 36-2903                  (See AFI in a separate binder in Orderly Room) 

- Responsibilities – 

-- Commander - Enforces standards, good order and discipline.

-- First Sergeant – Observes individual’s adherence to standards through frequent contact  

      with personnel including at Commander’s Call, formations, and workcenter visits. 

  --- Those individuals out of compliance –

  --- Address the issue with the individual, direct appropriate time schedule for corrections.                              

--- Inform their supervisor and follow up with the correction time for their compliance.

     --- Document failure to comply on AF Form 174 and conduct counseling session with  

          the individual and their supervisor. 

   -- Members – Comply with all military standards and maintain a professional military image.

-  Provisions  Mandatory (will, have, must) and Prohibitory (will not).

 -- Generalities

  --- BDUs: Pants are bloused over top of boot.

  --- Shoes – Black and shined

--- Women’s pumps.  No higher than 2 - 2  1/2”

--- Low-quarters (men and women).  No higher than 1”, soles no thicker than 1/2”

-- Women 

--- Hair.  Will not exceed 3” in bulk.  Will not extend in length on all sides below an invisible line drawn parallel to the ground  at the bottom edge of the collar.  Will not include hair ornaments such as ribbons or jeweled pins - hair barrettes should match hair color.  If dyed, will look natural.

--- Cosmetics/Nail polish.  Conservative and in good taste.  

-- Men

--- Hair.  Tapered appearance on both sides and back.  Will not exceed 1 1/4” in bulk, regardless of length and not exceed 1/4” at the termination point.  Will not touch the ears.  May have a block cut with a tapered appearance

--- Beards.  Will not be worn except for health reasons when authorized by commander on advice of a medical officer.  Will not exceed 1/4” in length.  No facial hair may be shaved when granted a shaving waiver.

--- Mustache.  Will not extend downward beyond the lip line of the upper lip or extend sideways beyond a vertical line drawn upward from the corner of the mouth.

--- Sideburns.  Neatly trimmed and tapered, not flared.  Will not extend beyond the lowest part of the exterior ear opening.

- Clothing/accessory standards.

-- Clothing (neat, clean, proper fit, etc.).

-- Watches/bracelets (conservative).

-- Rings - no more than 3 total 

-- Earrings - conservative, spherical- below opening of earlobe.

-- Eyeglasses/sunglasses – conservative-not in formation, not to hang around neck.

-- Beeper - only when authorized.

-- Pencils/pens -  not to show; left breast pocket on BDU.

-- Briefcase, gym bag, and back pack - left shoulder.

1. SUPERVISION OF ORDERLY ROOM STAFF

- Responsibilities –

  -- Commander - Assigns supervisors, oversees and manages all squadron enlisted personnel.

-- First Sergeant - Supervises the Orderly Room Staff, all Administrative Assistants and the  

                              Squadron Training Manager.

  --- Refer to the Orderly Room Continuity Folders #1&2 for further instructions and guidelines  

       on specific processes. 

    --- Ensure personnel report for duty at 0730 and comply with AFI 36-2903 standards.

    --- Observe personnels’ professionalism, communication and customer service skills. 

    --- Ensure personnel contribute to and maintain housekeeping and a professional environment

    --- Ensure personnel complete all UTAs and annual training for the fiscal year.

    --- Maintain open and honest communication within the staff.

    --- Schedule and monitor upgrade-proficiency, and ancilliary training standards and goals are   

         met, including CDC’s and PME..

    --- Review and ensure the Orderly Room Continuity Folders are updated and maintained.

    --- Ensure an Administrative/Orderly Room Master Training Plan has been established.

    --- Ensure all training is properly documented in individual’s AF Form 623.

    --- Assign WHMP monitors receive proper training to conduct annual weigh-ins.

    --- Assign personnel to specific administrative duties within the Orderly Room.

    --- Conduct 360 Degree Feedback sessions with assigned personnel.

    --- Complete Enlisted Performance Reports of assigned personnel.

    --- Ensure the timely preparation of the Squadron Awards and Decorations Program.

    --- Ensure the Commander’s needs and objectives are met through adequate support.

    --- Facilitate and develop a good working relationship with various functions of the Military  

         Personnel Flight, including – Administrative, Systems Management, Readiness, Customer  

         Service, Career Advisor, Recruiting, Career Enhancements. 

-- Ensure PC-III utilization for personnel actions, training, and other critical information.

13.  360 DEGREE FEEDBACK PROGRAM 

- Purpose - Candid feedback on performance and establish an official record.

 -- Feedback folders are to be maintained in the squadron training office. 

-- Supervisor’s File : Original of RIP and Feedback worksheet (AGOH 173-1 )

-- Give to Individual : 1 copy of RIP

-- Return to Career Advisor : 2 copies of RIP in NGB 173 Green Folder

-   Responsibilities - 

--Commander 

--- Ensures feedback includes performance, responsibilities, and member’s comments.

--- Ensures supervisors maintain folders and conduct feedback as required.

--- Ensures 1st Sgt conducts quality review of the Program.

-- First Sergeant

--- Conducts annual feedback sessions of Orderly Room personnel. 

--- Reviews individual folders to use as a monitoring tool for squadron morale.

--- Reviews monthly status report and ensure they are conducted in a timely manner.

         --- Ensures open, honest and relevant employee-supervisor feedback is occuring.          

     --  Supervisors 

          --- Conducts open and honest feedback sessions with assigned personnel.

          --- Reviews individual folders to monitor flight morale.

          --- Manages their flight with considerations from feedback sessions.

14. RANDON DRUG URINALYSIS NOTIFICATIONS

-  References    AFI 44-120 / ANGI 36-3208.

- Responsibilities 

 -- Commander – Ensures compliance of all assigned personnel.

 -- Medical Squadron - Delivers notifications to the Orderly Room NLT 0800 Saturday UTA.

 -- First Sergeant - Secures the notifications and verifies selectees’ attendance. 

   --- Hand deliver notifications at Commander’s Call or the selectee’s workcenter, or call their   

        supervisor and have them report to you. 

     --- Annotate and adminster the documentation as required. 

--- Those absent or excused, annotate their letter and hand carry it back to the Medics.  

     --- For non-participation by a selectee, adminster disciplinary action IAW ANGI 36-3208.

  -- Member – Complete drug testing as required and comply with all military standards.

15. GOVERNMENT VISA CARD PROGRAM 

- Responsibilities – 

 -- Commander –

  --- Responsible for managing the overall program.

  --- Receives, reviews, and assesses monthly statement from Accounting and Finance.

  --- Coordinates with First Sergeant and individuals on payments and policies.

   --- Coordinates with local agencies to seek relief and direction for deliquint member.

-- First Sergeant - 

--- Review monthly statement for balances, unauthorized activity, and any discrepancies. 

  --- Balances over $100.00 or 60 days overdue, call individual and schedule a counseling  

       session and document on AF Form 174. Follow up on any non-closed issues.

  --- Develops relative payment resolutions for individual accounts to be paid in full. 

  --- If no bill has been received by the individual, give a direct order to inquire and inform you  

       on any actions, including a copy of their account statement.      

  --- Document all actions in a memo for record.

  --- If this is not the first time, counsel the individual on financial responsibility. 

  --- Follow the Wing Commander’s Policy for any necessary Administrative Actions 

  ---The Air Force provides information on financial management (PFMP), educational   

      opportunities, and counseling on personal debts.

 -- Member - Pay financial obligations in a timely manner not to discredit the ANG.

 -- See next page for Air National Guard and Wing Commander’s Policies.

16. WEIGHT MANAGEMENT PROGRAM

-  References  AFI / ANGI 40-502                   ( See complete instructions in WMP Binder)

-  Responsibilities
-- Wing Commander - Final authority for the overall program to include medical excusals,         

                                      retention, and body fat adjustments.

-- Unit Commander – 

--- Administers Weight Management Program within the Logistics Squadron.

--- Appoints WBFMP manager/male and female and notifies MPF for PC III updates.

-- First Sergeant or Unit WBFMP Manager 
--- Monitors individuals in WBFMP, updates codes, and ensures medical clearance/diet     

     counseling is accomplished.  

--- Ensures WBFMP managers are properly trained and documentation is on file.

--- Conducts weigh-ins, including annual (April – August) and scheduled (WBFMP).

--- Counsels and supports individuals on program in private setting.

--- Ensures adequate time is scheduled and posted for weigh-ins and counseling,

               normally 0900 – 1000 Saturday & Sunday of UTA’s.

     - - Supervisor -  Supports program and counsels subordinates.

- -  Member.  Meet the weight or body fat standards and display a professional military image.

   - When to conduct

--- Individuals are required to weigh in annually during the annual walk / run.

--- Before promotions, reenlistment, 30 days or no later than 10 days before PCS/TDY/formal schools. 

--- Upon notification from Medics when individual do not meet standards during physicals 

 Medics do not manage the LS WBFMP nor place members into or out of the program.

          --- Randomly when a member does not promote a professional military image.

--- After 90-Day HIP is completed.

 - Weight Check Process.

    --- Ensure ANGI is open to correct page for each procedure. 

    --- Ensure the same 2 monitors (and witness if necessary) take the measurements. 

    --- If member fails weigh-in, must use Guilick tape for body fat adjustment measurement.

         --- Note:  Monitors must be trained -  Males must tape males, females must tape females.

    --- Taping must be in a private setting and with the assistance of another WMP Monitor.    

    --- The individual is responsible for going to be weighed and measured every 30 days,   

         Orderly Room personnel are not responsible to call and remind them.

- Phase 1 of WBFM Program
     --- They are required to weigh monthly and must lose at least 1% body fat or {3 lbs.  

      (women) /5 lbs (men)} per month until they are within body fat standards.  

 --- Individuals placed in 90 day HIP- Medical evaluation & Diet Counseling from Medics

 --- Member is ineligible for reenlistment, promotion, and retraining or reassignment.

          --- Once member maintains their standard- out of Phase 1 and on Probation period

- Medical Deferrals
  --- Unit commander can approve temporary medical deferral (6 months) for Phase 1.

       --- Pregnancy deferrals - Up to 18 months after pregnancy if doctor recommended.

HEALTH AND FITNESS PROGRAM

 - References -  AFI / ANGI 40-501.

     -- Goal – To improve the readiness and health of unit members through regular exercise. 

     - Responsibilities – 

-- Commander – Manages the overall progam, conducted annually April - September

                            Walk / Run times are usually 0930 and 1500 both Saturday & Sunday.

-- First Sergeant – 

--- Maintains and promotes exercise and a healthy lifestyle.  

--- Ensures all members review and annotates the Annual Fitness Questionare before  

      completing the annual walk-run.

--- Assigns 2 persons to monitor walk-run, a starter/time recorder and a mid-point person. 

      --- Notifies members (Commander’s Call/newsletter) of walk-run times. 

      --- Calls the Medics Ext. 2133 and informs them that the walk-run is being completed and at   

            what times in case of an emergency.

      --- Ensures Weight Management Monitors are trained to conduct weigh-ins and tapings.

      --- Ensures all weigh-ins and walk-run times are documented on the master fitness roster and  

            updated in PCIII.            

-- Member – Complies with all fitness regulations and maintains a healthy lifestyle. 

17. ATTENDANCE ROSTER 

- Responsibilities – 

-- Commander - Ensures members are present and or accounted for and documented as such.

-- First Sergeant - Ensures all roll call sheets are properly documented and validated.

                           - Ensures roll call is copied and filed in the Orderly Room.

                             - Ensures roll call is turned in to Accounting & Finance by Sunday UTA –1200

                             - Ensures AWOL letters are properly sent to members in a timely manner.

                           - If AWOL’s continue, follow guidelines in ANGI / AGOHI 36-3209. 

                                 ( Use the Unsatisfactory Participation Binder in Orderly Room )

-- Supervisors - Accounts for and manages personnel to ensure the mission is completed.

                          - Documents roll call and SUTA cards properly, returning them to the Orderly  

                            Room by 1200 Sunday. 

GRANT VALIDATION ROSTER

 Responsibilities - 

 -- Commander – Manages the overall program, ensuring all documentation is complete.

 -- First Sergeant - Ensures all members properly document the SUC 137 on UTA’s.

                           -  Maintains a copy of SUC 137 and returns the original to State Headquarters. 

                                The Adjutant General’s Department

                                2825 West Dublin Granville Road

                                 Columbus, Oh 43235-2789

  - See the Orderly Room Continuity Folder for more instructions.

 -- Student / Member – Properly documents SUC 137 every UTA during their college tenure and

                                      completes all training and UTA’s to continue educational benefits.

18. NEWCOMER’S ORIENTATION   

- Responsibilities – 

-- Commander –

 --- Manages personnel and ensures newcomers are welcomed and in-process. 

-- First Sergeant 

 --- Completes interview of newly assigned members and welcomes them.

  --- Use the briefing on the next page and file when interview is completed.

  --- Completes a 90 day follow-up of the newcomer to ensure their needs are being met.

   --- Starts the completion of a Family Care Program.  ( if applicable )  

 -- Orderly Room Staff 

  --- Ensures all newcomers receive an in-processing sheet to be completed.

   --- Completes appropriate documentation for all new and current personnel.

  -- Supervisor                                                           

   --- Completes an interview of all newly assigned personnel and schedules training.

   --- Appoints new members a unit sponsor to occapany them for at least 2 UTAs.

- Interview is on computer disc.

19. AWARDS AND DECORATIONS  

- Reference AFI 36-2802,   BI 90-1            (See complete 178 FW Program on next page)

- Purpose : Improves morale, incentive, and esprit de corps.

- Commander 

-- Responsible for the squadron awards programs and are processed in a timely manner.

-- Ensures deserving personnel are properly recognized and rewarded for their efforts.

-- Presents awards at Commander’s Call or Wing formations.

-  First Sergeant - Ensures awards are appropriate and presented in a timely manner.

                           - Awards members The First Sergeants Award of Excellence when appropriate.

                           - Put in CISRAM order via Base Lan System for those promoted to SSG and  

                             MSG – award them this certificate at Commander’s Call.

- Supervisors – Monitors individual performance and processes awards in a timely manner.

-- Common awards and decorations - Meritorious Service Medal,  Air Force Commendation  

    Medal, Air Force Achievement Medal, Air Force Good Conduct Medal 

        Ohio Exceptional Promotion Program ( Use AF Form 1206 )

-- Denial considerations

 --- Any negative quality force indicators is sufficient justification to deny any decoration.

 --- Based on past performance and merit.

-The following formats are on the computer disc.

- AF Achievement Medal

- AF Commendation Medal

- Airman / NCO of the Quarter Nomination Form

20. PROMOTIONS / REENLISTMENTS / RETIREMENT

- References - AFI / ANGI 36-2502, AFI 36-2605         ( complete AFI in Orderly Room )

- Responsibilities – 

  -- Commander  - Ensures the promotion process is fair and conducted professionally. 

                            - Must approve and sign all promotions.

                          - Reviews promotion rosters.

                            - Reviews and maintains Commander’s Report and Manning Document

-- First Sergeant - Provides quality control and approval of promotion roster 

                           - Administers CISRAM work order via the Base Lan System for those being

                              promoted to SSG and MSG – award this certificate at Commander’s Call.

                           - Reviews Commander’s Report and Manning Document

 - Objective : To promote airmen who clearly show potential for more responsibility through an                   

                       objective and visible promotion system

 - Methods of promotion.

-- Fully qualified - Commander approval, Meets time in grade (TIG) and/or time in service (TIS) requirement.

     -- Withholding promotions

--- Reasons - Conscientious objector, WBFMP Phase I, Court martial, data verification, reasons determined by Commander, retainability vs. promotion, required PME.

-- Deferring promotions

--- Reasons - Gives the commander time to evaluate the progress of a member who recently has not met standards of behavior or performance.

REENLISTMENTS 

- References - AFI / ANGI 36-2606                         ( complete AFI in Orderly Room )

  - Responsibilities - 

   -- Supervisor - Reviews report on individual personnel (RIP) and makes recommendation

   -- Commander - Makes final decision ensuring qualified individuals are retained.

                       - Prevents surpluses and shortages in the career force and SORTS.

-- First Sergeant - Retains only airmen who consistently demonstrate the capability and  

                             willingness to maintain high professional standards.  

- Reenlistment criteria

-- Meet all eligibility requirements and qualities necessary for continued service

-- Non-selection renders member ineligible for promotion

- Know your people - Remember, reenlistment is “a privilege...not a right”

RETIREMENT CEREMONIES

1. General Guidelines

- Always work with the individual retiring, being sensitive to their needs.

-  See next page for more information and local assistance.

2. Retirement Ceremony Checklist

Item  Action                                    
OPR       
Start   
Comp

- Schedule Farewell Dinner/Luncheon/Cake

-- __________________________

-   Secure place to hold the event with adequate space.

- Develop Invitation List (Retirees input & others)

- Invitations (AF Form 833)


- Guest Speaker
__________________________


- Narrator 
__________________________

- Audio/Visual/Photos/Podium/Ect.

- Flag Request - Flown over Capitol

- Minuteman Statue                                                         MPF

- Awards- MSM, Comm./Achievement Medals              


- Certificate Of Appreciation from Governor
MPF

- Certificate Of Appreciation (President)   
MPF           

- Certificate Of Appreciation (Spouse) 
MPF 

- Retirement Certificate / Letter / Awards
MPF 

- Flowers for Spouse

- Thank You Notes (2-3 days after) (For All Personnel Who Helped)

- Funds Requests from 

-- Contact NCOA $$

-- Contact ONGEA $$

-- Contact AFSA $$

Contact Flights for donations $$

21. COUNSELING

- Responsibilities – 

-- Commander - Assigns supervisors, oversees, and manages all squadron personnel.

                         - Manages personnel to ensure good order and discipline is maintained. 

                         - Ensures a positive work environment and enforces ANG Standards

-- First Sergeant - Advises Commander on issues effecting the squadron and ensures 

                              personnel comply with standards while being treated equally.  

                             - Conducts counseling sessions and documents and files AF Form 174.

                            - Supports the Commander in establishing good order and discipline.

- Functions of counseling

-- Advise for effective for immediate short-term solutions.

-- Reassurance, motivational, corrective

-- Referral – Chaplain  Ext. 2214

-- Communication - 

-- Emotional release, Counselor qualities: listen and have empathy, 

---  Removes mental block and leads to clarified thinking

---  Result of emotional release

     --- Reorientation. 

- Approaches to counseling

-- Directive - most commonly used by supervisors, counselor focused, used for immediate results.

-- Non-directive is counselee-focused.  

-- Cooperative - Counselor’s role is to assist member in developing their own plan/resolution.

- Techniques of counseling.

-- Prepare for the session.

--- Define the problem.

--- Determine your purpose.

--- Research background information.

--- Determine proper environment - comfortable.

-- Begin the session.

--- Establish rapport 

--- If needed, define the problem for the counselee.

-- During the session.

--- Questions (don’t be critical )

--- Listen 

--- Accept feelings.

--- Silences (can ask the member to explain the point just mentioned).

--- Control the session.

-- Ending the session

--- Summarize and conclude the session (counselee states their intended course of action)

     --- Follow-up 

- Use AF Form 174 on the computer disc

22. UNSATISFACTORY PARTICIPATION

 - References – AFI / ANGI 36-3209, OGOHI 36-3209     

 - Responsibilities –

-- Commander - Ensures members are present and or accounted for and documented as such.

                          - Manages personnel to ensure good order and discipline is maintained. 

                          - Ensures a positive work environment and enforces ANG Standards

-- First Sergeant - Ensures all roll call sheets are properly documented and validated.

                             - Ensures AWOL letters are properly sent to members in a timely manner.

                             - Ensures proper procedures are followed during the process.

                           - Advises Commander on issues affecting the squadron and ensures 

                              personnel comply with standards while being treated equally.  

 -- Supervisors - Accounts for and manages personnel to ensure the mission is completed.

- General Guidelines – Use the Unsatisfactory Participation Binder in the Orderly Room

-- Absences from 9 drill periods ( 2 UTA’s & the the morning of the 3rd UTA) is grounds from  

     Administrative Discharge.  

-- If a member is AWOL Saturday and Sunday - send an AWOL letter on the Sunday UTA. 

 -- Follow the guidelines as outlined in AGOHI 36-3209 Unsatisfactory Participation binder in  

     the Orderly Room. 

  -- Use the enclosed computer disc and insert the appropriate names and dates.

  -- Have the Commander endorse the letter.

  -- Send the letters as certified mail through the Support Group mailroom.

  -- Maintain a file on the individual with copies of letters and relevant case information.

- Military Law – Used to maintain discipline-ensuring personnel accomplish unit goals.

  -- Prevention - Lead by example, use sponsor programs, clearly communicate objectives.  

-- Correction - Used to restore good order and discipline.  

  -- Punishment - Last resort - Non-judicial, Article 15/UCMJ, Judicial - Court martial.


  -- Counseling Tools - Administrative reprimands, promotions/demotions.

LEGAL OFFICE  / J.A.G.

- Judge Advocate General - Ext. 2521        LTC. Frank Steele    Wright Patt.   (937) 255-5270

 -- Reviews offenses and makes recommendations concerning state, federal, and military law to 

     Commanders and individuals on types of legal action or punishment that can be imposed.

 -- Soldiers and sailors relief act

 -- Completes Wills, Powers of Attorney, and provides Family Care Planning for unit members.

23. REPRIMANDS / ADMINISTRATIVE ACTIONS

- Reference AFI 36-2907, Manual For Court Martial ( MCM ), Commander’s Desk Reference

- Responsibilities -

-- Commander – Maintains good order and discipline within the squadron.

-- First Sergeant – Supports the Commander in establishing good order and discipline.

- Purpose.  LOR’s and LOA’s are corrective - not to be confused with punitive reprimands.

- Administrative admonitions/reprimands

-- LOA - used to indicate duties and obligations, warning, disapproval, or advise.  

-- LOR – more severe and formal reproof coming from a position of authority.  

-- Format for letters of admonition/reprimand      (See examples on next page)

---Individual is required to acknowledge by endorsement.  

  -  Behavior requiring action : 

  -- Appearance / AFI 36-2903 violations             

 -- Assault, Conspiracy, Criminal activity, Debts, Dereliction of duty, Disobedience of lawful   

    order, Disrespect, Ethnic remarks, False official statement, Intoxication on duty, Threats, 


     Leaving place of duty without authority, Property or personal damage. 

  -- Knowingly receiving, buying, concealing stolen property


  -- Threat, communication of



- Sample Language : 

 --  Investigation has disclosed that .….

   - You violated a lawful general order at (location) on or about (date) by (violation) in direct

      violation of AFI 36-2903.

   - You assaulted (name) on or about (date) at (location).

   - On or about (date) at (location) you conspired with others to commit (type of offense).

        - On or about (date) at (location) you voluntarily remained in the company of persons who  

           were engaged in 

        - On or about (date) at (location) you were derelict in your duty  

        - On or about (date) at (location) you failed to obey a lawful order given you by (name)

   - You were disrespectful to (name) your (superior officer, your superior NCO)

        - On or about (date) at (location) you (permitted racial, sexist, and/or ethnic comments to be   

           made in your area or took part in making these comments.

   - On or about (date) at (location) you made a false official statement

   - On or about (date), you left your place of duty, (location) without authority to do so.

        - On or about (date) at (location) you damaged military property, to wit: (describe damage).

        - On or about (date) at (location) you communicated a threat to (name) by (saying ______  

           or words to that effect, communicating to them your intention to injure their property. 

   - I will not tolerate disrespect from anyone in this organization toward their superiors.   

   - Your disrespect has been detrimental to unit morale and the discipline of this organization. 

        - Making racial, sexist, or ethnic remarks or jokes is totally unacceptable. 

        - Your conduct has created tension and hostility and is detrimental to unit morale.  

- Use the computer disc for personalizing and filing reprimands

24. DEMOTIONS

 - Reference - AFI / ANGI 36-2503                                 (complete AFI in Orderly Room)

 - Responsibilities -

-- Commander – Uses as a tool to restore, or maintain good order and discipline

                         - Requests a legal review of paperwork by the JAG, then returns file to MPF.

   -- First Sergeant – Advises the Commander and ensures the process is fair and just. 

-- Not to be used in lieu of UCMJ action - Article 15.

     -- Group commander may demote MSgt and below

-- MAJCOM commander may demote SMSgt and CMSgt

   -  Reasons to demote.

-- Failure to progress on the WMP and other non-punitive programs.

-- Failure to perform or complete training or maintain grade/skill levels.

-- Failure to fulfill NCO responsibilities (AFI 36-2618).

- Procedures are outlined in the ANGI and Commanders Desk Reference.

ARTICLE 15 NON-JUDICIAL PUNISHMENT

-  Reference AFI 36-2608                                        (complete AFI in Orderly Room)

- Article 15 Purpose. Provides commanders with a means of maintaining good order and

    discipline while promoting positive behavior changes.

-- Fair, swift and efficient method to deal with offenses.

- Authority

-- Any commissioned officer who is a commander may impose non-judicial punishment on members of his/her command.

-- General Court Martial convening authority exercises supervision over non-judicial punishment.

-- Authority may be withheld by superior CC.

     -- Commanders ensure accused committed an offense under the UCMJ and consult the JAG.

     -- The accused can demand trial by court-martial if desired.

    - Punitive Articles       

-- Art 86 - AWOL

-- Art 90 - Assault/disobeying superior commissioned officer

-- Art 91 - Insubordinate conduct toward warrant officer, NCO, or petty officer

-- Art 92 - Failure to obey order/regulation

-- Art 95 - Resistance, breach of arrest, escape

-- Art 97 - Unlawful detention

-- Art 112 - Drunk on duty

-- Art 112 - Controlled substances

-- Art 117 - Provoking speech/gestures

-- Art 121 - Larceny

-- Art 123 - W/O sufficient funds (intentional/with knowledge) 

-- Art 128 - Assault (attempts or offers to do bodily harm)

-- Art 132 - Frauds against the US (false travel vouchers/claims)

-- Art 134 - General article - Brings disorder, discredit, or violates a law. 

25. DESERTION / ARREST

- Reference AFI 36-2911 / 36-3204

- Contact the JAG -  Ext. 2521  before imposing any restraint!

- Contact Security Forces (Ext. 2222, 2120, 2219, or 2443) and obtain information.

- Contact Base Chaplain  ext. 2214

- Brief commander and their supervisor on all information.

- Unit responsibilities.  Provide escort, orders, and transportation requests.

- Document all events pertaining to the process, including phone calls, contacts, ect.

- Apprehension - Taking of someone into custody with probable cause.

-- Who - any person subject to the UCMJ

-- When - Upon reasonable belief that a person committed an offense that is punishable  

     under UCMJ.  Examples -  Domestic Violence, Assault, DUI/DWI, AWOL, 

-- Any commissioned officer may order the restraint of any enlisted member.

-- Authority to apprehend.

--- Commissioned officers, Warrant officers, Noncommissioned/petty officers.

--- To prevent disgrace to the service.

-- Apprehension procedures.

--- Clearly inform the subject they are being taken into custody...can be oral or written - “you are being taken into custody for the offense of…”

--- Secure custody until release to proper authority - Security Forces.

--- Read them the Advisement of Rights  -  Article 31

I am______(grade and name) a member of the Ohio Air National Guard. I am investigating the alleged offense of ________, of which you are suspected. I advise you tha under the provisions of Article 31, UCMJ, you have the right to remain silent, that is, say nothing at all. Any statement you make, oral or written, may be used as evidence against you in a trial by court-martial or in other judicial or administrative proceedings.

You have the right to consult a lawyer and to have him present during this interview. You have the right to military legal counsel free of charge. In addition to military counsel, you are entitled to civilian counsel of your own choosing at your own expense. You may request a lawyer at any time during this interview. If you decide to answer questions, you may stop the questioning at any time. Do you understand your rights ? Do you want a lawyer ? Are you willing to answer questions ?

 LEGAL OFFICE  / J.A.G.

- Judge Advocate General - Ext. 2521          LTC  Frank Steele  Wright Patt.  (937) 255-5270

 -- Reviews offenses and makes recommendations concerning state, federal, and military law to 

     Commanders and individuals on types of legal action or punishment that can be imposed.

 -- Completes wills and Powers of attorney, provides Family Care Plan Assistance for members. 

26. RED CROSS NOTIFICATION  

References - AFI 36-3003

National Red Cross- 1-800-HELP NOW /  Local 399-3872

- Take the complete message as given to you by the Red Cross. 

- Ask the American Red Cross if the service member has been notified. 

-- Known: call the member and inform them of the message.

-- Unknown: call or go to the member’s home to make notification.

- Determine if it meets the requirements of emergency leave.  Must be a parent, sister, brother,  wife, son, daughter, family member responsible for raising the service member for 5 years.

-   The Red Cross can provide assistance to service member who meets the conditions above.

-- If member does not meet conditions above, leave may be authorized by their supervisor. 

     --  Commander or First Sergeant must sign all emergency leaves.

- Notify the Red Cross of the member’s intentions.

- Have the member sign for leave and inform their supervisor and Commander of the situation.

DEATH OF UNIT MEMBER / FAMILY MEMBER  

- Reference AFI 36-3003,  Red Cross   National 1-800-HELP NOW or Local 399-3872

- When a military member or family member dies, you may be notified through official channels such as: Command Post, Casualty Notification Team, or Security Forces.

- Notify the Commander, Chaplain Ext. 2214, Supervisor, Orderly Room, and co-workers. 

-- The commander, chaplain, and a member of the casualty notification team will inform the surviving immediate family members (IF ON ACTIVE DUTY).

- Ensure arrangements are made for the survivors until other family members arrive.  

Do not leave them by themselves!!
- Assist the casualty team and mortuary affairs in briefing the survivors on benefits and ensure funeral arrangements are made and will discuss SGLI, VA benefits, DIC, social security, ect. 

- Both Air Force Aid and the Red Cross may be available to borrow emergency funds.

- Emergency Leave 

-- Notification by Red Cross:  Notify their Supervisor, Chaplain, then the individual. Observe   

         their behavior and take the appropriate actions to protect, comfort, and direct them.

-- Notification by the individual:  Obtain the individual’s full name, rank,  SSAN, name/  

    phone number/ address of a point of contact. Notify the local Red Cross to start the process  

    of verification. Reference AFI 36-3003 Table 2-3.

    --  Verification:  The Red Cross will call you with the verification of the event.  

- Financial assistance of travel include: The American Red Cross, Air Force Aid Society, bank or credit union, Commander approved funding from squadron TDY moneys,

-  GOVERNMENT VISA CARD  (1-800-472-1424),                         

-  SATO TRAVEL 1-800-827-7777. 

-  FAMILY SUPPORT CENTER @ WRIGHT PATT.   257-3592 / 1515
27. DEPLOYMENTS / TDY’s

 - Responsibilities – 

  -- Commander - 

--- Manages all deploying members and coordinates with key personnel detailing the mission.

--- Ensure the overall health and safety of all personnel tasked to support the mission.

  -- Members -

   --- Must adhere to military standards, perform assigned tasks, and protect government property.

   --- When individual admits liability for loss or damaged government property complete DD   

 Form 362, statement of charges.  If member does not admit liability, request a report.

   --- PME and technical schools - Must weigh in and provide documentation to host school.

  -- First Sergeant - 

   --- Coordinate with deploying Commander and key personnel to review needs of the mission. 

   --- Obtain personnel deployment requirements and list of all personnel / room assignments.

   --- Obtain Deployment Requirements Document.(DRD) 

   --- Review augmentation schedule and requirements.

   --- Obtain area and base maps, phone numbers, radio frequencies and call signs.

   --- Obtain operating hours of deployed facilities.  ( Comm. center, dining, transportation, ect. )

   --- Coordinate First Sergeant office, radio, telephone, room, and vehicle requirements.

   --- Coordinate with host unit/forward location for billeting and room assignments.

   --- Validates the standards for adequacy for workcenters, housing, and available recreation.

   --- Establish smoking areas and enforce No Smoking Policy and Building Quite Hours.

   --- Dormitory inspections in accordance with AFI 32-6005,  AETC Instruction 32-6002

   --- Establish trash collection points / lost and found.

   --- Take functional supplies, including First Sergeant Continuity Folder and laptop computer.

DORMITORY INSPECTION CHECKLIST

Dormitory Number :               Inspector :                                      Date :                        Squadron :                       

EXTERIOR GROUNDS: Overall appearance  -  grass, shrubs, sidewalks, parking lot.

TV ROOM / DAY ROOM / GAME ROOM / STORAGE AREAS / OTHER:

1. Room identification on doors and posted in hallways.

2. Furniture, equipment, lights, operable and in good repair.

3. Magazines, local information available and bulletin boards updated.

4.   Exit doors in good condition and emergency exit lights operable.

5.   Telephone areas adequate, clean and operable.

6.   Fire extinguishers properly marked, sealed, and pressurized.

LAUNDRY ROOMS : Appliances and sinks adequate, clean and operable.

INDIVIDUAL ROOMS : All furniture, equipment, lights adequate and operable.

LATRINES : All equipment and fixtures clean, operable, and adequately supplied.

28. MILITARY EQUAL OPPORTUNITY 

MEO Office - Ext 2205

- Responsibilities -

 -- Commander -

  --- Ensures a work environment that is condusive to the acceptance of personal values.

   --- Establishes – communicates – exemplifies - and enforces standards.

   --- Ensures all personnel receive required training and comply with standards.

-- First Sergeant 

--- Promotes and supports the equal and fair treatment and opportunities for the enlisted force. 

  --- Corrects conduct prejudical to good order and discipline.

  --- Advises the Commander and makes recommendations to the concerning related issues.

--- Assist in the investigation and resolution of any complaints. 

-- MEO Office  ( formerly the Social Actions Office )

  --- Provides education and training on human relations, diversity, sexual harassment, and  

       equal opportunity for all personnel. 

 --- Primary investigator for discrimination and harassment complaints. 

-EVERYONE IS RESPONSIBLE FOR FAIR AND EQUAL TREATMENT OF MEMBERS

-- Personality Influences

-- Physical characteristics -   Height, Weight, Color 

-- Physiological characteristics.  

     --  Environmental - Group memberships (religious, other) 

     --  Values - Standards by which we judge our behavior and that of others.(religion, morality ) 

   -- Human relations climate - Perceptions of individuals concerning their environments.

  -- Equal opportunity terms.

-- Unlawful discrimination.  Unlawful or unjust action resulting in unequal treatment of persons or groups based on age, color, national origin, race, sex, or religion and for which legal or rational considerations do not support distinction.

-- Unlawful discrimination.

--- Personal - when a person takes actions to discriminate against another or other.

--- Institutional - when an organization takes actions to discriminate employees.

-- Disparaging terms/comments - using derogatory names or jokes on the  basis of age, color, national origin, race, sex, or religion.

-- Sexual harassment.  Conditions on employment of sexual nature.  Quid pro quo (Latin for “something for something”).  Hostile environment – threatening

-- Report any issues to the Commander and Social Actions Office  Ext. 2205

-- See next page for the Adjutant General’s policy

-- SEXUAL HARASSMENT / DISCRIMINATION HOTLINE  1-800-371-0617

29. INSPECTOR GENERAL COMPLAINT PROGRAM

- Responsibilities -

 -- Commander – 

--- Must publicize to make personnel aware of how to use and access the system.

     ( Newcomers Orientation / Commanders Call- schedule the I.G. to do this )

--- Investigate reprisal to resolve issues promptly and fairly.

--- Must take corrective action while protecting the rights of the individual.

-- First Sergeant - 

  --- Brief during newcomers orientation and annually at Commnaders’ Call. 

  --- Corrects conduct prejudical to good order and discipline.

  --- Advises the Commander and makes recommendations to the concerning related issues.

  --- Assist in the investigation and resolution of complaints and protect the rights of individual.

 -- Complainant responsibilities -

-- Discuss problem with supervisor, first sergeant, or commander to resolve issue if possible. 

-- Provide factual information believed to be true and related to the issue.

 -- Inspector General – Ext. 2439      Email address : IG@OHSPRI.ANG.AF.MIL

  --- Investigates possible violations of injustice, law, directives, waste, mismanagement, abuse. 

  --- Ensures an effective program is established and available to all unit members.

  --- Ensures each member has the right to file a complaint without fear of reprisal.

  --- Commanders do investigate a complaint against themselves - must move to a higher level.

  --- Investigate all Fraud, Waste and Abuse complaints.

  --- Uphold standards of accountability including the Core Values of the Air Force.

--  FRAUD – WASTE – ABUSE HOTLINE  1 – 800-538 - 8429

--  SEXUAL HARASSMENT / DISCRIMINATION HOTLINE  1-800-371-0617

30. SUICIDE PREVENTION 

- References – ANGI 36-103, AETC Suicide Prevention Guide

CHAPLAIN’S OFFICE  Ext. 2214    HOME – (937)  890-3139      PAGER(937) 973-8022

- Responsibilities – 

-- Commander - Ensures all supervisors and leadership is briefed on prevention awareness.            

                          - Provides a supportive and tolerant work environment. 

-- First Sergeant - Supports all members by promoting their health, morale, and welfare.

                             - Attend annual refresher training sponsored by the chaplains’ staff.

                             - Call the Base Chaplain and seeks professional help for members.

                             -  Follow-up and monitor the process.

  -- Obligations

-- Don’t leave person alone - Make the environment safe. 

     --  Listen, Evaluate, and be supportive - give them reasons to live

 -- Risk factors – 

     --- Men – commit three times more often than women. Method - firearms, hanging, 

       --- Women - attempt three to four times more often than men.  Method - medications 

       --- Rate is rising most rapidly in young people - Majority now occur in the 15 - 45 age group.

* See next page for AETC Suicide Prevention Guide and Counseling notes *

31. FAMILY CARE PROGRAM

- References – AFI 36-2908

- Responsibilities -  

 -- Commander - Manages all personnel and ensures they are deployable.

                         - Maintans AF Form 357 and Family Care Plans in a secure Orderly Room File.

 -- First Sergeant – 

   --- Annually briefs members on family care responsibilities (and at Newcomer’s Orientation.)

   --- Ensures those needing a plan complete AF Form 357 within 90 days of arrival.

 --- Counsels individuals when making their family care arrangements.

 --- Reviews and certifies the workability of the member’s family care arrangement.

 --- Coordinate with the J.A.G.’s office to review arrangements that are in question.

 --- Coordinate with other First Sergeants for dual military couples and their AF Form 357.

 --- Ensures AF Forms 357 and power of attorney copies are secure in the Orderly Room.

 --- Annually reviews PC III Listing , signs, and maintains the listing until superseded.

 --- Takes disciplinary action if a member fails to make adequate family care arrangements.

-- Personnel – 

 --- Ensures adequate financial, transportation and medical, arrangements for their children.  

 --- Completes AF Form 357 and family care plan and provides data to the  First Sergeant.

-- Required to acquire a power of attorney for their care providers.

- General Guidelines for AF Form 357 - 

 -- Who - 

 --- Single parents, parents married to other military members, and others with unique situations.  

 --- Individuals who are separated/divorced having physical / financial responsibility for children

 -- When –

   --- Birth, adoption, loss of a child.

   --- Loss of spouse through death, divorce, or separation.

   --- Assumption of care for other family members.

 -- How -

    --- Follow guidelines in AFI 36-2908 and AF Form 357.  

    --- Consult with JAG, child care providers, family, attorney, family support center, chaplain.

    --- JAG – EXT 2521    WRIGHT PATT – (937) 255-5270

FAMILY SUPPORT CENTER

-- Located at Wright Patterson A.F.B.     DSN 787- 3592 / 1515

 --- Exists to benefit military members and their dependents concerning their health and welfare.

 --- Provides assistance to help families adapt to military-life’s demands.

 --- Aligned under the MSS providing services for active duty, guard, reserve and DoD civilians.

 --- Readiness - Supports families during local or national emergency, mobilization, deployment,  

     evacuation and maintains a written plan for family support during response phases.

 --- Crisis assistance - Short-term support to restore a familiy’s ability to cope with life situations.
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