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This policy directory implements AFPD 90-2, Inspector General -- The Inspection System, and is applicable to all ANG units.  The items listed do not constitute the order or limit the scope of the inspection/assessment.  As a minimum, units will use this policy directive in conjunction with the annual unit self-assessment.  The objective is to identify deficiencies that preclude attainment of required capabilities.  Units will supplement this publication with items developed from appropriate technical data, Air Force Occupational Safety and Health (AFOSH) Standards (STD), local Operating Instructions (OI), etc., to assess internal compliance.  This policy directive may be used in whole or in part by HHQ/IG during evaluations and exercises.

Table.  First Sergeant.

	Item

No.
	Item and References 
	Yes
	No

	1.  
	Minimum Qualifications
	
	

	1.1.
	Does the First Sergeant exceed personal appearance standards?  (AFI 36-2113, Chapter 10)
	
	

	1.2.
	Does the First Sergeant meet current ANG Weight and Body Fat Standards?  (AFI 36-2113 Chapter 10)
	
	

	2.
	Selection Procedures and Assignments
	
	

	2.1.
	Does the First Sergeant report to the proper official in accordance with the designated organizational alignment?  (ANG/CF First Sergeant Policy/Grade Structure ltr dtd 14 March 2001; AFI 36-2113 Chapter 14)
	
	

	2.2.
	Does the First Sergeant service assigned organizations?  (ANG/CF First Sergeant Policy/Grade Structure ltr dtd 14 March 2001)
	
	

	2.3.
	Does the installation utilize additional duty First Sergeants in violation of published standards? (AFI 36-2113, Chapter 10)
	
	

	3.
	Program Management
	
	

	3.1.
	Does the First Sergeant have a private office suitable for counseling?  (AFI 36-2113, Chapter 14)
	
	

	3.2.
	Is the First Sergeant assigned duties other than those contained in AFMAN 36-2108, Airman Classification?  (AFI 36-2113, Chapter 10; AFMAN 36-2108, Atch 5)
	
	

	3.3.
	Are full-time personnel restricted to a single four-year term as First Sergeant?  (ANGI 36-2101)
	
	

	4.
	Duties and Responsibilities
	
	

	4.1.
	Does the First Sergeant advise the Commander on unit morale, welfare and enlisted issues affecting readiness?  (AFMAN 36-2108, Attch 5; AFI 36-2113, Chapter 2)
	
	

	4.2.
	Does the First Sergeant assist in Commander’s Call?  (AFMAN 36-2108, Atch. 5)
	
	

	4.3.
	Does the First Sergeant attend unit staff meetings in order to acquire / present information regarding enlisted personnel?  (AFMAN 36-2108, Atch. 5)
	
	

	4.4.
	Does the First Sergeant work with fellow senior noncommissioned officers (SNCO) and supervisory personnel to ensure that discipline is equitably maintained and the health, espirit de corps, discipline, mentoring, and welfare of the enlisted force are met?  (AFMAN 36-2108, Atch 5)
	
	

	4.4.1.
	Are memorandums for record (MFR), letters of counseling (LOC) / admonishment (LOA) / reprimand (LOR), maintained IAW the Personal Data Privacy Act of 1974?
	
	

	4.4.2.
	Does the First Sergeant ensure that supervisors set an appropriate example for subordinates?  (AFMAN 36-2108, Atch 5)
	
	

	4.4.3.
	Does the First Sergeant maintain liaison with base agencies to ensure availability of services for members?  (AFMAN 36-2108, Atch 5)
	
	

	4.4.4.
	Does the First Sergeant ensure that training is provided on matters of leadership, customs and courtesies, dress and appearance, self-discipline, adherence to standards, drill and ceremonies, safety, hygiene, and sanitation?  (AFMAN 36-2108, Atch 5)
	
	

	4.5.
	Is the First Sergeant involved in promoting professional military education, particularly in-residence PME?  (AFMAN 36-2108, Atch 5)
	
	

	4.6.
	Does the First Sergeant conduct orientation for newly assigned personnel?  (AFMAN 36-2108, Atch 5)
	
	

	4.7.
	Does the First Sergeant visit Unit Training Assemblies (UTA) billeting and coordinate with the First Sergeants council and services to resolve complaints?  (AFMAN 36-2108, Atch. 5)
	
	

	4.8.
	Does the First Sergeant ensure timely processing of performance reports, awards, decorations, favorable communications. promotions, demotions, classification actions, quality control actions, and disciplinary actions?  (AFMAN 36-2108, Atch 5)
	
	

	4.9.
	Does the First Sergeant review enlisted decorations and advise the Commander on quality force indicators warranting consideration before the package is approved?  (HQ USAF DC//DP MSG R 241420ZJUL98)
	
	

	4.10.
	Does the First Sergeant visit work sites and squadron areas during UTA, and while deployed, to assess the unit morale, status of training, and state of squadron / common areas?  (AFMAN 36-2108, Atch. 5)
	
	

	4.11.
	Does the First Sergeant actively participate in council activities?  (AFI 36-2113, Chapters 1 and 2)
	
	

	4.12.
	Does the First Sergeant work closely with the Wing Command Chief Master Sergeant to prepare the enlisted force to execute the Wing and Base missions?  (AFI 36-2113, Chapter 1)
	
	

	4.13.
	Does the First Sergeant complete trip reports after unit deployments?  (AFI 36-2113, Chapter 2)
	
	

	4.14.
	Does the First Sergeant participate in activities / organizations that support the total needs of the military community?  (AFI 36-2113, Chapter 1)
	
	

	4.15.
	Are communications channels established that allow the First Sergeant to be contacted during other than duty hours?  (AFI 36-2113, Chapter 1)
	
	

	5.
	Unsatisfactory Participation
	
	

	5.1.
	Does the First Sergeant monitor the status of unsatisfactory participants?  (AFMAN 36-2108, Atch. 5)
	
	

	5.2.
	Does the First Sergeant ensure that unsatisfactory participants are identified in timely manner, to include all absences and RUTAs not performed in a timely manner?  (AFMAN 36-2108, Atch. 5; ANGI 36-2001)
	
	

	5.3.
	Does the First Sergeant ensure that appropriate letters are sent to the member, via certified mail, return receipt requested, in a timely manner?  (ANGI 36-2503, AFI 36-3209) 
	
	

	5.4.
	Does the First Sergeant monitor demotions and discharges to help ensure timely processing?  (AFMAN 36-2108, Atch. 5.; ANGI 36-2503, AFI 36-3209)
	
	

	6.
	Family Care Plans (AFI 36-2908)
	
	

	6.1.
	Does the First Sergeant: conduct required briefings:

a) during in-processing?

b) before re-enlistments / extensions?

c) when family changes (divorce, pregnancy, etc) require briefing?

d) annually?
	
	

	6.2.
	Does the First Sergeant ensure personnel identified as needing to complete an Air Force Form 357, Family Care Certification, receive the form along with a copy of AFI 36-2908, Family Care Plans?
	
	

	6.3.
	For those members identified as requiring completion of an AF Form 357, does the First Sergeant maintain continuity folders which include the original completed AF Form 357?
	
	

	6.4.
	Does the First Sergeant delegate the authority to counsel or certify the Air Force Form 357 in violation of published standards? (Exception:  will delegate, in writing, to detachment and operating location (DET/OL) chiefs for those who are geographically separated from Commander or First Sergeant’s location.)
	
	

	6.5.
	Does the First Sergeant ensure that members who require certification return a completed AF Form 357 within 90 days (120 days if an extension has been granted)?
	
	

	6.7.
	For dual military couples assigned to different units, does the First Sergeant maintain a completed AF Form 357 or a photocopy of the original annotated with “Original AF Form 357 maintained in unit” in the top margin?
	
	

	6.8.
	If maintaining a photocopy, does the Commander or First Sergeant initial the photocopy in the top margin indicating that a review has been completed?
	
	

	6.9.
	For dual military couples assigned to different units, does the First Sergeant ensure uniformity in plans?
	
	

	6.10.
	Does the First Sergeant ensure that an attachment containing additional family care information is filed with the Air Force Form 357?  
	
	

	6.11.
	Does the First Sergeant maintain copies of executed power of attorneys for all long term, short term, and alternate caregivers?
	
	

	6.12.
	Does the First Sergeant ensure completed AF Form 357’s and copies of powers of attorneys are secured in the Commander Support Staff (CSS) office, First Sergeant’s office, or Commander’s office?
	
	

	6.13.
	Does the First Sergeant maintain records in accordance with the Personal Data Privacy Act of 1974?
	
	

	6.14.
	Does the First Sergeant review all Air Force Form 357’s annually, utilizing an automated listing from PCIII?
	
	

	6.15.
	Does the First Sergeant maintain the PCIII listing used to conduct annual reviews, ensuring that it is signed by the Commander or First Sergeant?
	
	

	6.16.
	Does the First Sergeant ensure workability of plans?
	
	

	6.17.
	Does the First Sergeant take appropriate administrative / disciplinary action if a member fails to make adequate and acceptable family care arrangements?
	
	


NOTE:  Family care is a Commander / First Sergeant program.  Any of the items listed above may also be accomplished by the Commander)

PAUL A. WEAVER, JR., Major General, USAF

Director, Air National Guard

OFFICIAL

DEBRA N. LARRABEE, Colonel, USAF


Chief, Support Services
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