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Group 2 Operating Instructions

Verification of Pilot and ES Ratings:
Quick Reference

27Jul08

1 Purpose and Philosophy

This operating instruction provides policy guidance on obtaining and certifying pilot and ES ratings within Group 2. It is intended to supplement CAP regs as well as CAWG and Gp 2 policies by providing quick reference. In the event of conflict with CAP regs, the regs supersede this document.

While complete and accurate paperwork is required, proficiency is critical.  Group 2 will not “rubber stamp” any approvals or validations. It is the expectation that a member’s proficiency is assessed at all levels prior to approval.
Unit-level responsibilities:

· Individual members obtain training, have SQTR tasks certified by a SET-qualifed trainer, and enter the task completion dates and trainer CAPIDs into e-Services.

· Squadron commanders verify documents, validate task signoffs, and approve training and achievement of ratings. Approval authority can be delegated to unit Operations, ES, or Stan/Eval officers as appropriate. 

· Responsibility is not delegated. When a unit-level approval is submitted to Group, the squadron commander is in effect saying, “I personally verify that this member meets the requirements and is proficient for the rating and that the paperwork is in order.”

· Squadron-level staff officers and commanders are strongly urged to individually review new-rating applications with the member before approval.

· Squadron commanders are not required to approve a rating simply because tasks are signed off. They can and must use their judgment to decide if a member is ready to be awarded the rating.

Group-level responsibilities:

· Group officers provide the experience to assist unit-level officers when needed.

· Approval authority is delegated to group Operations, ES, and Stan/Eval officers. 

· Group officers neither rubber-stamp nor second-guess squadron-level judgment. They provide an additional level of review.

· Group officers usually will check with the squadron commander to discuss the application and ensure that he/she approves the request and that the paperwork is correct, especially for new ratings.

· Occasionally Group may deny a squadron-level approval and require additional training. Final authority for such decisions rests with the group commander.

Wing-level responsibilities:

· Generally speaking, CAWG officers are only involved for new ratings. Their activities are similar to group level.

2 Pilot ratings:
(CAP Pilot, CAP Senior Pilot, CAP Command Pilot, Cadet Orientation Pilot, AFROTC Orientation Pilot, Transport Mission Pilot, SAR/DR Mission Pilot, Tow Pilot, Instructor Pilot, Check Pilot, Mission Check Pilot, Asst Chief Check Pilot and Chief Check Pilot)
2.1 New ratings:

· Pilot completes training and a Form 5 or Form 91 checkride, as appropriate.

· Pilot enters appropriate dates and other information into e-Services.

· Squadron commander or designee validates these entries.

· Pilot prepares the paperwork package as outlined in Group 2 Policy Letter 08-xx-xxxx [Note in draft: this needs to be officially issued], including at least:

· Current FAA Medical Certificate

· Current FAA Pilot Certificate(s)

· Logbook page(s) containing the CFI biennial flight review endorsement

· Logbook page(s) demonstrating sufficient pilot hours required for the requested rating

· CAWGF118 Pilot Data Summary

· Signed Statement of Understanding

· Most recent aircraft questionnaires on each aircraft for the pilot has taken a CAPF5 check ride, reviewed by the check pilot

· Current CAPF5 written examination certificate

· Most current CAPF5, CAP Pilot Checkout, establishing initial qualification

· Other items required by policy letter 08-001.

· The paperwork package is permanently kept in squadron files. It is recommended that the pilot keep personal copies as well.

· Package is sent (electronically is preferred) to Group 2 Stan/Eval officer, along with CAWGF117 and other items requested by the policy letter. Simultaneously the e-Services request for the rating will appear for group officers to approve. 

· After reviewing package and speaking to squadron commander and/or check pilot as appropriate, the group officer approves the request and forwards it to Wing DOV.

· Group does not keep copies of the paperwork package.

· Pilot may exercise privileges of the rating only when it shows in e-Services. Paperwork ‘in transit’ does not allow use of the rating.

· Group will forward email to CAP State Director to add Pilot to the official TMP/MP list, if not already there
2.2 Maintaining currency.

· Pilot must keep the paperwork package up to date, entering changes at least annually.

· Pilot must appear on the TMP/MP list issued monthly by the State Director (a.k.a. the “Prusak list.”).

· Pilot must carry CAPF101 showing MP and TMP ratings.

· Of course, the pilot must maintain and document FAA requirements for currency.

2.3 Renewals.

· Pilot completes training and a Form 5 or Form 91 checkride, as appropriate.

· Pilot enters appropriate dates and other information into e-Services.

· Squadron commander or designee validates these entries.

· The e-Services request for the rating will automatically appear for group officers to approve.

· After speaking to squadron commander and/or check pilot as appropriate, the group officer approves the request and forwards it to Wing DOV, along with the package.
· Group will forward email to State Director to add Pilot to the official TMP/MP list, if not already there
For renewals, the paperwork package does not need to be resubmitted. It must, however, be updated at the squadron. Group officers will ask the squadron commander or Stan/Eval officer to verify that he/she has checked the file personally.

3 ES ratings.

3.1 Initial ratings.

· Member should ensure all Prerequisites are completed and obtains approval by the squadron commander.

· Prior to serving on practice or real missions, the member performs all the Familiarization and Preparatory tasks, has them certified by an SET-qualified evaluator, enters them into e-Services and obtains commander approval.

· Paper copies of the SQTR and signatures are not required but are strongly recommended.

· Members are expected to have the steps above performed prior to serving on real or practice missions.
· While serving on practice or real missions, the member performs the Advanced Tasks and has them certified and enters them similarly.
· The member will participate in the two required exercises. These can be completed multiple ways

· SAREX

· Actual Mission (e.g. ELT)

· It is important to note that the two sorties cannot be completed in one day/event.  To ensure proficiency, Group 2 requires members to participate in two separate activities.

· Note also that per Wing policy letter, “entry-level” ES standards such as Mission Scanner and MRO cannot sign off entry-level trainees. See CAWG OI #13.
· When the requirements are complete, the member requests approval from the squadron commander or designee. The squadron commander or designee validates all SQTR entries in e-services.

· It is strongly recommended that the commander or designee review requirements with the member before approving the request.

· Request is automatically forwarded to the group ES officer.

· The group ES officer reviews the application, and in most cases will call or email the squadron commander to discuss the application, as a double-check. 

· The group ES officer electronically approves the application and it is automatically forwarded to Wing.

· Member may exercise privileges of the rating once it shows in e-Services, and after he/she has printed a new 101 card.

3.2 Maintaining currency.

· The member must be prepared to show his/her 101 card as document of ratings. 

· The member is expected to take action to renew ratings when necessary.


3.3 Renewals.
· ES ratings expire after three years.

· Simply serving on missions is not enough to renew a rating, pursuant to CAPR60-3.

· To renew an expiring rating, the member must review all advanced tasks with a qualified evaluator, and have them signed off again in e-Services. This need not occur on a mission. Tabletop or verbal review of the tasks may be sufficient, at discretion of the evaluator.

· Re-validation of the tasks follows the path as in Section 3.1, except that Group approval is not required (for most ratings).

· If a rating has been expired for more than two years, the familiarization and preparatory tasks must be completed again. Essentially, the member starts all over again.
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