CALIFORNIA WING SAFETY OFFICERS SCHOOL

A FEW GUIDELINES
ON
HOW TO GET THE JOB DONE

1. YOU MUST DO THE WORK

No one can do your job for you. Period! If you want to do an excellent job, today is the time to start. If you have
been appointed to the job of SE and aren’t sure of what you are supposed to be doing to become a top Safety
Officer, read on.

2. PREPARE YOURSELF

Enroll immediately in the CAP Safety Officers ECI Course 02170. It is an easy course to complete and it will prepare
you for your job. Enrollment in this course will make you an asset to your unit and to yourself.

3. FIND OUT WHAT IS EXPECTED OF YOU

Where do you find the duties of the SE? CAPM 20-1, CAPR 62-1, CAPR 62-2, and the real guideline; The Civil Air
Patrol Wing/Subordinate Unit Compliance Inspection Guide

4. SELF HELP IS SELF SUCCESS

Use the Wing/Subordinate Compliance Inspection Guide as a checklist for requirements of your job and to build
your unit’s safety program. This document itemizes everything that the CAP-USAF/IG will look for to evaluate your
performance and that of your unit. Use the Guide at all echelons. The Group will use this to inspect a squadron;
the Wing will use this to inspect the Group and on up the chain. It is an open book test with no surprises. But you
must fill in all of the answers.

5. SEEK HELP FROM OTHERS

If you meet a stumbling block along the way, ask for help. Who? If you know another safety officer who is
successful, seek some mentoring. Go up a level or two. If you are a squadron SE, call on your group or wing SE. And
don’t forget the National Chief of Safety. They are there to help. Need help in a specialized area such as law
enforcement, traffic, or fire safety? Call a professional, they are always helpful. That is their job too. And don’t fail
to seek out an assistant SE; two heads are better than one.

6. REPORTING

Yes, you must let the next level up know how you are doing. If you are a squadron SE, you must report the
required information to your group SE. If you are a group SE, you must report to the wing SE. Wing SE reports to
Region. It’s that simple. But, if you break the chain, everyone suffers. Don’t let this happen. How would you feel if
your group or wing SE got slapped around during an inspection because you let that individual down, by not
reporting in a timely and professional manner? Unfortunately, CAP does fly on paper wings, but so do all other
corporations. Be sure to use a safety reporting form (CAWG/FORM 7) and fill it out completely. You will find a
sample safety reporting form in this packet that covers the required reporting items.



7. YOU NEED TOOLS

Tools are items that help you work. What you are reading right now is one of the tools to use in your job as safety
officer. You also need:

A good filing system
An attractive, timely, and informative Safety Bulletin Board. If your unit is in temporary or borrowed
quarters, use a portable bulletin board.

c. A constantly updated chart (hang it on the wall next to or on your bulletin board for all to see) that
shows the pilots in your unit that have participated in the FAA PPP (Wings). Don’t forget to report this
to the SE in the next level up.

d. A Safety Officer Roster if you are a Group or Wing SE
CAP forms, regulations and manuals, including CAPF 26, CAPR 62-1 and CAPR 62-2. Also, keep a
supply of FAA 8740 (Safety Improvement Report) on hand

f.  Safety literature. The best place to start is with the FAA and then build from there. Checkout CAPR
62-1, attachment 3. While you are in the back of CAPR 62-1, read the rest of the attachments they are
more tools to make your job easier.

g. Develop and maintain a Safety Resource Book. The contents of this Safety officers School manual will
make a good start for your resource book

8. INCLUDE YOUR COMMANDER

You commander can and must help you do your job. Always try to resolve problems yourself, whenever possible,
to relieve your commanders work load. If you cannot make resolution, bring in the commander. If you are at Group
level or above, let your commander know immediately when a subordinate unit is not reporting in a timely manner
or send in incomplete reports and ignores your requests. Basically stated, if a subordinate unit does not report,
your job suffers and your commander may end up with indigestion or worse.

9. USE ATTABOYS

If you are a Wing SE, always request Certificates of Achievement (CAPF 48) for each unit in your Wing that was
mishap free for the previous calendar year. This request must be made to National HQ before 1 March the
following year. The regulations state that the Wing Commanders are to submit this request. But do this for your
commander. Use attaboys for anyone in your unit that deserves praise. The good deeds by others are often
contagious.

10. HAVE SOME FUN

Getting all of the items stated herein and in other publications may seem overwhelming, but it is very rewarding. A
job well done always is. It is understandable that one cannot accomplish all of this work overnight, but be diligent.
It will pay off. Once you have your “safety shop” in order, things will flow smoothly and you may look forward to
your next inspection with confidence, not dread.



