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SAFETY
MISHAP REPORTING PROCEDURES
This operating instruction prescribes the procedures for reporting mishaps for the Evergreen Composite Squadron.
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1.1 INTRODUCTION	                                                                                                                                                      The Evergreen Composite Squadron 188 is a unit of the Civil Air Patrol (CAP) assigned to Group 1 of the Colorado Wing.  A squadron is the community-level organization of CAP.  A composite squadron is defined in CAPR 20-1(I)(19)(c) as “comprised of both senior and cadet members, conducting both senior and cadet programs.”   The objectives of this squadron are to provide an outstanding cadet program experience; to train all interested members to be fully prepared for operational missions in Emergency Services; to educate each other and the general public about the history, current news and events, and the future of aerospace; and to provide useful public service to Pueblo County and the State of Colorado.  These objectives will be accomplished employing the Civil Air Patrol Core Values.
2.1 GENERAL INFORMATION
2.1.1. In the event of a mishap, and if appropriate, call 911 and render first aid to any injured personnel. Any member rendering first aid should only provide first aid within the level of their training or abilities until qualified medical personnel are available.
2.1.2. A mishap is "any unplanned or unsought safety event, or series of events, that result in or has the potential to cause death or injury to personnel, or damage to equipment or property". All mishaps or suspected mishaps MUST be reported. There is no such thing as a mishap being "too minor" to report.
2.1.3. To comply with the requirements of CAPR 62-2, Mishap Reporting and Review, all mishaps or suspected mishaps must be reported immediately to appropriate personnel.
2.1.4. ALL MEMBERS – Any member involved in or witnessing any mishap should immediately comply with step 1, above.  CADETS – Cadets involved in or witnessing any mishap should immediately inform a senior member.  SENIOR MEMBERS – Senior members that are informed of any mishap, involved in any mishap, or witnessing any mishap should immediately contact the Officer in Charge (OIC) of the activity, the safety officer, and the unit commander.

3.1 ACTIVITY/OIC INSTRUCTIONS
3.1.1 ACTIVITY OIC, SAFETY OFFICER OR COMMANDER:
Any of these members receiving notification should inform the other two.  For mishaps involving death or serious injury, contact the wing commander immediately.  The wing commander will determine if National Operations Center notification is necessary based on the nature and severity of the mishap.  In any case, the unit commander/activity director will ensure that the wing commander and wing safety officer are notified as soon as possible.  Make a determination as to who will submit the mishap report and notify that member that they will be responsible for submitting the report.  Unit commanders should establish local procedures to ensure that all mishap reports are submitted by a member that has completed the online safety educations that describe Step 1 and Step 2 of the Mishap Reporting Procedure in the eServices Safety Management System.
3.1.2 ALL CASES:   In all cases, the unit commander, safety officer, and activity director must be notified.

4.1 ADDITIONAL INFORMATION
4.1.1 Notifications to the wing commander and wing safety officer will be by direct telephone contact (not voice message or email) before submission of the online Mishap Report in the Safety Management System (SMS). The unit commander is responsible for ensuring that appropriate telephone notifications are made and that both the Step1 and Step 2 of the online Mishap Report are completed and submitted within forty-eight (48) hours of the mishap. (No Exceptions!)  The online Mishap Report will be submitted in accordance with CAPR 62-2, Attachments 1, 2, 3 and the mishap reporting flow chart of attachment 4.
4.1.2 Note for information only: CAPR 62-2 still references the obsolete CAP Form 78. This form is no longer used and has been replaced by the online two step Mishap Reporting procedure in the eServices Safety Management System. CAPF 78 should not be referenced in the local unit OI.

5.1 MEMBER SUBMITTING ONLINE MISHAP REPORT -
5.1.1 Prior to starting Step 2 of the online mishap report, ensure that you have a list of names of participants, witnesses, injured parties, vehicle identification, aircraft numbers, as appropriate so that all can be entered during step 2.  Advise all persons involved and entered into that mishap report that they will receive an email requesting that they enter a statement in SMS. Ensure that each one knows how to access the “Statement Entry” portion module of SMS. Obtain Photographs of the mishap, if appropriate, and upload these during the step 2 process.

6.1 STEPS FOR THE OIC TO FOLLOW IN ORDER IN THE EVENT OF A MISHAP
6.1.1 In the event of a mishap during a squadron function, follow the following steps in order:
1.  Call or have someone call 911 – GIVE SPECIFIC INSTRUCTIONS
2.  Make sure the scene is safe, move the victim only if they are not in a safe place
3.  Send someone after an AED – DESIGNATE AN INDIVIDUAL SPECIFICALLY
4.  Administer CPR if you are able, or have a trained person do so

5.  Once the situation has stabilized, contact the following:
Contact Information:
 a. Col William E. Aceves II, Commander – (C) 303-916-3517, (H) 303-805-3611 
 b. Maj Stefanie Hudgins, Wing Safety Officer – (C) 719-482-6574 
 c. Mr. John Flom, RMLR ADO – 801-201-0467

6.  Call the Squadron Commander, Lt. Col. Andrew Rajca at  (C) 970-333-3359
7.  Call the Squadron Safety Officer, Captain Dan Bower at (C) 303-720-9057, (H) 303-816-1919
8.  Get the names and phone numbers of all CAP members involved in the incident.  Their witness testimony later could be valuable.  
9. Take any relevant photos of the situation with either a digital camera or cell phone.  This information could also be very helpful to the investigating officer at a later time.

7.1 CONCLUSION 
7.1.1 Thank you very much for accepting the responsibility to be the OIC of a squadron event.  It can be a very rewarding and fun experience, but it carries the responsibility to report any mishap, should one occur.  Please carry a copy of this document with you to any and all squadron events.  


ANDREW G. RAJCA, Lt. Col., CAP 
Commander 
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