 JEFFCO SQUADRON	ALERT SOP
11675 Airport Way, Bldg 1300
Broomfield, CO 80021-2549
Effective Date:  10 Nov 2013
Jeffco ES Mission Alert Standard Operating Procedure (SOP)
PURPOSE
This SOP describes the procedures, process and responsibilities for alerting and activating members of the Jeffco Squadron to participate in Emergency Service (ES) missions. 
ALERTING ROSTER
The Jeffco Aircrew Alerting Roster is the key document supporting the SOP.  It lets members know who will be selected to serve should an actual emergency mission occur.  The Roster includes sequenced lists of squadron members who are approved to serve as the Alert Officer or as members of an aircrew.  The document is updated immediately before the start of each calendar month and posted on the Internet within the COWG web pages here: http://www.coloradowingcap.org/FindAColoradoSquadron/Group2NorthernColorado/JeffersonCounty/tabid/124/Default.aspx.   The Roster may be revised during the calendar month and re-posted pursuant to events described herein.
PEOPLE
Jeffco Squadron’s Emergency Services (ES) Officer is responsible for implementing, revising and updating this SOP in coordination with the Squadron Commander.  The ES Officer may designate ES Assistant Officers to carry out any of the functions or activities specified herein.
Jeffco Squadron Members who meet qualification requirements may request to have their name placed on the Alerting Roster by notifying the ES Officer.
ES Mission roles maintained on the Jeffco Aircrew Alerting Roster are as follows:
· Aircrew  - To be eligible to serve, squadron members must meet CAP Specialty Qualification Training Record (SQTR) requirements, safety requirements, AND receive approval to serve from the ES Officer or Squadron Commander.  There are three CAP aircrew roles:
1. Mission Pilot (MP)
a. Approved for flying over mountainous terrain
b. Approved for flying over flatland terrain only
2. Mission Observer (MO)
3. Mission Scanner (MS)
Further, member names on the Roster will also be annotated if the member is Garmin G1000 “glass cockpit” qualified or if he/she is approved to serve as an Aerial Photographer (AP).
[bookmark: _GoBack]General Responsibilities: As ES Missions may involve matters of dire emergency in our Colorado communities, Jeffco Squadron members approved to serve on an aircrew need to maintain proficiency; ensure that they are always prepared with gear/clothing at-the-ready, be readily contactable, AND be able to promptly report for duty. 
· Alerting Officer (AO) - This is a designated role in the squadron without a CAP SQTR. A squadron member may request to serve as an Alerting Officer by notifying the Squadron’s ES Officer and receiving the necessary instruction.  
AO Responsibilities: The Alerting Officer serves as a time-critical, single-point contact for assembling a complete aircrew and ensures that each crewmember is enroute to the crew assembly point.  The individual serving as Alerting Officer will normally do so for the entire month.
The AO will ensure that any required After Action Reports (see “REPORTING REQUIRMENTS,” below) are promptly completed.   The Alerting Officer will inform the ES Officer by email of the mission flown, the participating aircrew, any individuals that declined a sortie, and a summary of the sortie as soon as practical after the mission is flown but not later than 12 hours of closing-out the mission.
HOW THE ROSTER WORKS
Each of the five lists on the Alerting Roster designates the first listed squadron member as being “ON ALERT” with the second member listed as being on “STANDBY”.  Additional members are listed in priority sequence. 
AN ACTUAL ES MISSION ALERT:
Aircraft and Aircrew

Individuals ON ALERT must be ready to promptly respond to a possible alert at all times.  
When an ES Mission alert is sent to potential crewmembers by COWG, each air crewman ON ALERT should contact the Jeffco Alerting Officer and inform the AO of their immediate ability to respond and serve.  This will save time and assist the AO in getting a crew together.  The Jeffco AO will also initiate calls, starting with the ON ALERT crewmembers, as necessary to assemble a crew.  Should the individual ON ALERT not respond or otherwise not be able to serve on an ES mission, the AO will then contact the crewman on STANDBY to serve.  Should the individual on STANDBY not be able to serve, the Alert Officer will then work in sequence from top to bottom on the lists to contact and assemble aircrew members for each position needed.
Once the Alerting Officer has a confirmed aircrew and has informed the Mission Pilot, the Mission Pilot will contact the Incident Commander to receive a mission briefing.  Individuals must adhere to the COWG ES Mission alert instructions, which normally specify that only the Mission Pilot is to call when a crew is assembled and ready for a briefing.  That means that other crewmembers and the Jeffco AO are NOT to call the IC directly.
Alternate or Additional Aircraft and Crew
Thirty (30) minutes after the Incident Commander has requested aircrews for a mission, the Alerting Officer will contact the Boulder Composite Squadron (see contact information on the Jeffco Alert Roster) to determine if they will release their aircraft to the Jeffco Squadron.  If this aircraft is released, the Alerting Officer will assemble another crew for this aircraft using standard procedures as above.
ROSTER UPDATES:
A designated ES Assistant Officer is responsible for updating the Alerting Roster and progressing squadron member names on the lists as follows:
· AUTOMATIC
· Once an Aircrew member has participated on an ES Mission aircrew sortie, their name will be rotated to the bottom of the list for the crew position served.  All other names will move up on the list.  
NOTE: An individual ON ALERT or STANDBY, who is unable to serve, may reject one (1) mission before being automatically rotated to the bottom of the aircrew list.  Aircrew members who have rejected one (1) mission will have a notation next to their name on the Alerting Roster.
· If a funded ES Mission does not occur during the calendar month, all names on the lists of the Alert Roster will be sequenced up in normal progression with the name of the individual who was ON ALERT for the prior month rotated to the bottom.
· Should a crewmember on alert or standby knows in advance that they will not be available to perform a mission they will inform the crewmember next on the list in that position and the Alert Officer.
· Should a crewmember on any Alert Roster list lose his/her qualifications (SQTR requirements or monthly CAP safety compliance), they will be notified.  If an immediate remedy is not available, their name may be removed.
· Should automatic sequencing result in the name of the current month’s Alerting Officer ON ALERT be such they he/she would be concurrently listed as ON ALERT or STANDBY for any of the aircrew lists, this individual’s name will be held in place/bypassed on the affected aircrew list(s) and the crewmember’s name immediately below will be sequenced ahead.
·  BY REQUEST
· Aircrew members on any of the Alert Roster lists may choose to have their name rotated to the bottom due to personal circumstances at any time by sending an email requesting so to the ES Officer.
· Aircrew members may choose to remove their name from any list on the Alerting Roster at any time by notifying the ES Officer.  A squadron member who previously elected to have his/her name removed may at a later date request that their name be added back to the bottom of the list, provided they are qualified for the position at that time.
REPORTING REQUIREMENTS FOR ES SORTIES FLOWN
The Aircrew is required to report to the ES Officer within 12-hours of closing the mission and submit an After Action Report within 24-hours by email to the Alerting Officer (refer to the Appendix. Further examples can be found on the Jeffco Squadron website under the “Emergency Services” tab.) 
 JEFFCO SQUADRON	ALERT SOP
The Alerting Officer will email the After Action Report in a PDF format to the Jeffco Squadron ES Officer, who will post the document on the Jeffco Squadron website. 
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APPENDIX: Sample After Action Report 
All such reports must now include event timeline details. 
AFTER ACTION REPORT
09-M-0834

	Alerting Officer
	IC
	MP
	MO
	MS

	name
	name
	name
	name
	name



Mission Base: 
Mission Objective: Investigate an ELT heard by a high flyer 
Number of sorties launched by Jeffco Squadron: 1 (N9669X) 

Timeline:
	Event
	Time (L)
	Elapsed Time (h:m)

	Alert Page:
	
	0:0

	Call Received (pilot)
	
	

	Call Received (mission observer)
	
	

	Call Received (scanner/AP)
	
	

	Call back to go to airport:
	
	

	Arrive at airport (pilot)
	
	

	Arrive at airport (mission observer)
	
	

	Arrive at airport (scanner/AP)
	
	

	Flight Released:
	
	

	Wheels Off:
	
	

	Wheels Down:
	
	

	Crew departed for the day:
	
	



Details: 
At around 0730 hours, 17 September 2009, I received a call from Col. Hap Burnham, Alerting Officer, that a high-flyer had heard an ELT signal in the vicinity of the intersection of US Hwy 34 and I-76 just west of Fort Morgan. 

My crew, Lt. Linn, Capt Bender, and I, were instructed to fly to that intersection and then fly on a NW course toward Cheyenne, WY. I would estimate we were airborne around 0900 hours. We flew directly to Platteville Airport, remaining below the TCA, and then on to the initial check-point. At Fort Morgan, we climbed to 10,000 feet to enhance signal reception opportunities. The flight was uneventful, and no ELT signal was heard by the time we reached Cheyenne. 

Reporting no signal to mission base, Maj. Hertelendy instructed us to RTB. Our flight path returning to base caused us to over-fly the Fort Collins-Loveland Airport (FNL). As we approached FNL, we started to pick up an ELT signal. Maneuvering the aircraft to various headings, we concluded that the signal was coming from FNL, where we immediately landed. Rob Bender used a hand-held ELT location device with no positive results, while Mike Linn used his personal hand-held radio and promptly located the ELT masterfully. Mike’s analysis proved quite correct. He located the ELT signal emanating from a closed hangar. 

Having identified the hangar, Mike went to the FBO to determine who owned the hangar, and the FBO contacted the pilot of the hangared airplane. The pilot arrived some forty-five minutes later to open his hangar and disarm the ELT. 

With the ELT disarmed, and our mission complete, we proceeded back to BJC and secured N9669X 

The total flight time was 2.3 hours. 

Mission Pilot
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