COMMUNICATIONS UNIT LEADER

MISSION CHECKLIST

DUTIES:

1. Act as communications supervisor and advisor to the mission coordinator and staff.

2. Establish communications nets for the mission.

3. Insure efficient processing of incoming and outgoing messages.

4. Assign communications personnel at advanced bases. Record advanced bases callsigns and the names of operators.

5. Prepare briefing material for all aircrews, ground teams, and radio operators on procedures, including mission base callsign and mission frequencies.  Monitor radio communications.

6. Insure messages are complete and legible, and are delivered to the proper addressee.

7. Insure that stand-by power is available for radios and headquarters lighting.

8. Insure all radio operators have in their possession a CAP Radio Operators Authorization card (CAPF 76).

CHECKLIST:

· Obtain briefing from the mission coordinator and determine what the communications equipment and personnel requirements are.

· Alert personnel and radio stations to keep a current roster of all unit personnel with CAP radios and emergency services cards for communications duties. Remember that cadets and seniors can assist if under the direction of a rated mission radio operator.

· Establish communications centers.  The mission base will normally be the main communications center, but use other land stations for backup and assistance.

· Establish procedures for in-flight reporting to mission base.  Insure these procedures are covered in the general briefing. Work with the briefing officer and mission coordinator on establishing primary and alternate frequencies.

· Prepare the general in-briefing for all staff to include mission number, mission base callsign and phone number, air-to-ground frequency, ground team simplex, aircraft-to-aircraft simplex, and check-in procedures.

· KEEP RADIO LOG CURRENT AND COMPLETE.

· Insure that long distance telephone calls (made or received) are logged with time and charges, and confirm them with the mission coordinator at the end of the day.

· Insure messages are delivered immediately to the addressee or staff member.

· Insure that stand-by power is available for radios and headquarters lighting.  Check the emergency generator for fuel, oil, water, and battery charge.  Review the procedures for starting the generator, and then start it to test its reliability.  Starting procedure should be posted in a conspicuous location.  Make sure that the generator is marked with caution tape.

· Check for required number and type of extension cords.

· Insure all radio equipment is properly grounded.

· Insure that all guy-wires for radio masts are marked with caution tape at eye level to avoid accidents.

· Insure that interviewing forms (CAPF 106) are near telephone used for inbound information.

· Check availability of portable and mobile equipment.  Try to have back-up equipment available for immediate use.

· Insure that adequate message forms are available and distributed to anyone who may need them.

· Maintain a communications status board to show the operational condition of all frequencies.

· Monitor communications center functions.  Insure that it is constantly manned and that no operator has to be on duty for long periods. If more than one operator is working in the same immediate area provide headphones for each.

· Have advanced base radio equipment, including proper antennas, power cords, power supplies, etc. are ready to be dispatched.

· Insure the daily mission reports normally prepared by the mission coordinator are dispatched each day.

· Prepare status board for all call signs and their users for the mission.

· Have accurate clock for use in recording correct times of call.

· POST THIS MEMORANDUM.

MISSION BASE CALLSIGN: _____________________

GROUND TEAM TO GROUND TEAM FREQUENCY: ___________________________

AIRCREW TO AIRCREW FREQUENCY: ______________________________________

AIRCRAFT BAND FREQUENCY: __________________________________________

HF FREQUENCY: ________________________________________________________

MISSION BASE PHONE NUMBER: _________________________________________
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