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SELF INSPECTION CHECKLIST  


First Sergeant

1 August 2001

The First Sergeant’s duties are numerous and diverse.  In reviewing this self-inspection checklist you will find that mandatory requirements are sometimes followed by suggested / recommended means for completing that requirement.  The suggestions or recommendations are not to be considered mandatory; rather simply a listing of ways to meet the requirement.  The purpose of this checklist is to provide a tool specifically designed for Air National Guard First Sergeants to assist in the performance of their duties.  Although intended to be as comprehensive as possible, this checklist should not be considered all-inclusive.   

ITEM
 

NO.        ITEM AND REFERENCES
	1.
	Minimum Qualifications
	Yes
	No

	1.1.
	Does the first sergeant exceed personal appearance standards?  (AFI 36-2113) 


	
	

	1.2.
	Does the first sergeant meet current Air National Guard Weight and Body Fat Standards?  (AFI 36-2113)


	
	

	1.3.
	Does the first sergeant possess the ability to speak clearly and distinctly?  (AFI 36-2112 para. 10.2.2, AFMAN 36-2108 attch. 5)


	
	

	2.
	Selection Procedures and Assignments
	Yes
	No

	2.1
	Was the first sergeant selected utilizing established selection criteria and mandated board procedures?  (AFI 36-2113)


	
	

	2.2
	Does the first sergeant report to the proper official in accordance with the designated organizational alignment?   (NGB/FM First Sergeant Policy/Grade Structure ltr dtd 14 Mar 2001, AFI 36-21133)  

(Note:  designated organizational alignment must be IAW the proper Unit Manning Document (UMD) as designated in the NGB/FM Policy Structure ltr referenced above.  The rater / reporting official must be the Commanding Officer as assigned on the UMD IAW AFI 36-2113)


	
	

	2..3
	Does the first sergeant service assigned organizations?  (NGB/FM First Sergeant Policy/Grade Structure ltr dtd 14 Mar 2001)  (Note:  Additional duty first sergeants must not be used IAW AFI 36-2113 para. 10.3,)


	
	

	3
	Duties and Responsibilities
	Yes
	No

	3.1
	Does the first sergeant maintain good order and discipline through the proper use of discipline?  (AFMAN 36-2108 attch. 5)

a) Preventive (Note:  includes education / instruction on military subjects, commanders’ policies and procedures, drill and ceremonies, protocol, etc)

b) Corrective  (Note: includes verbal / Letters of Counseling (LOC); verbal / Letter of Admonishment (LOA); verbal / Letter of Reprimand (LOR); Administrative Demotions; Administrative Separations)

c) Punishment  (Note:  includes Non-Judicial and Judicial punishment IAW the Uniform Code of Military Justice (UCMJ) for personnel under USC Title 10 or applicable State Code of Military Justice (SCMJ) for personnel under USC Title 32)

(Note:  Memorandums for Record (MFR), Letters of Counseling (LOC) / Admonishment (LOA) / Reprimand (LOR), should be maintained IAW the Personal Data Privacy Act of 1974.)


	
	

	3.2
	Does the first sergeant conduct counseling sessions as needed and maintain records of counseling when appropriate?  (AFMAN 36-2108 attch. 5)


	
	

	3.3
	Does the first sergeant conduct the newcomers orientation program?  (AFMAN 36-2108 attch. 5)


	
	

	3.3.1
	Does the unit possess an in-processing checklist for newcomers, which contains as a minimum:

          a).  Assignment of sponsor 

b) Unit Training Manager (UTM) briefing

c) Unit Career Advisor (UCA) briefing

d) Supervisor briefing

e) Superintendent (Operations Chief) briefing

f) First Sergeant briefing

g) Commander briefing
	
	

	3.3.2.
	Does the first sergeant’s newcomer’s briefing include, as a minimum: 

a) unit mission with emphasis on member’s role in helping meet mission requirements.  (Note:  unit mission as defined in the unit’s Designed Operational Capability  (DOC) statement) 

b) Military Service Obligation (MSO) i.e. attendance requirements, training requirements, etc. (ANGI 36-2002 para 2.2)

c) maintaining military standards (AFPD 36-29)

d) ANG Fitness Program (ANGI 40-501)

e) ANG Weight and Body Fat Management Program (ANGI 40-502)

f) Family Care Program (AFI 36-2908)

g) promotion requirements (ANGI 36-2502)

h) Government Travel Card Program (AFI 65-104, AFI 36-2906)

i) Military Equal Opportunity and Treatment (EOT) Program (AFI 36-2706)

j) after hours contact information for key personnel (pager, e-mail, phone)

(Note:  briefings should also include an opportunity for the member to provide information about him / herself  i.e. family, civilian employer, goals etc; Family Support and other local referral agencies, etc.).  (Note:  briefings should also include information such as; Employer Support of the Guard and Reserve (ESGR); Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA); 
	
	

	3.4
	Does the first sergeant monitor the status of unsatisfactory participants?  (AFMAN 36-2108 attch. 5)


	
	

	3.4.1
	Does the first sergeant ensure unsatisfactory participants are identified in timely manner; to include all absences and RUTA’s not performed in a timely manner?  (ANGI 36-2001)


	
	

	3.4.2.
	Does the first sergeant ensure appropriate letters are sent to the member, via certified mail, return receipt requested, in a timely manner?  (ANGI 36-2503, AFI 36-3209)


	
	

	3.4.3
	Does the first sergeant ensure demotions and discharges are processed in a timely manner? (ANGI 36-2503, AFI 36-3209)


	
	

	3.5
	Is the first sergeant assigned additional duties in violation of current instructions?  (AFI 36-2113)


	
	

	3.6
	Does the first sergeant monitor and ensure timely completion of administrative actions as directed by the commander?  (AFMAN 36-2108 attch 5)

Examples:

a) promotions

b) demotions

c) weight management

d) fitness

e) unsatisfactory participation

f) awards and decorations

g) classification actions


	
	

	3.7
	Does the first sergeant act as the focal point for all referral agencies?  (AFI 36-2113, AFMAN 36-2108 attch. 5)


	
	

	3.8
	Does the first sergeant have the ability to contact the following agencies during non-duty hours?  (AFI 36-2113 Chapter 1)

a) Chaplain

b) Family Support

c) Recruiting

d) Accounting and Finance (ACF)

e) Judge Advocate General (JAG)

f) Security Police


	
	

	3.9
	Does the first sergeant visit work sites and squadron areas during Unit Training Assemblies (UTA’s), and while deployed, to assess the unit morale, status of training, and state of squadron / common areas?  (AFMAN 36-2108 attch. 5)


	
	

	3.10
	Does the first sergeant visit UTA billeting and coordinate with the first sergeants council and services to resolve complaints? (AFMAN 36-2108 attch. 5)


	
	

	3.11
	Does the first sergeant visit personnel when hospitalized?  (AFMAN 36-2108 attch. 5)


	
	

	3.12
	Does the first sergeant monitor unit awards and decorations program?  (AFMAN 36-2108 

attch. 5)

a) ensure supervisors recognize subordinates with unit, state, and federal awards

b) review awards packages IAW HQ USAF/DP msg dtd July 1998

c) ensure unit submits deserving personnel for Airman of the Year Awards

d) ensure awards / decorations / promotions are completed in a timely manner

e) advise commander on the status of the unit’s awards and decorations program

f) assist commander in ensuring recognition ceremonies / promotion ceremonies are appropriate for the type award / decoration being awarded  (ANGI 36-2502 para. 1.4)


	
	

	3.13
	Does the first sergeant assist in Commanders Call?  (AFMAN 36-2108 attch. 5)

a) provide structure

b) coordinate awards


	
	

	3.14
	Does the first sergeant attend unit staff meetings in order to acquire / present information regarding enlisted personnel?  (AFMAN 36-2108 attch. 5)

a) status of training information

b) recruiting / retention information

c) awards and decorations information

d) upcoming deployments

e) upcoming sports / social events

f) promotions 

g) disciplinary issues


	
	

	3.15
	Does the first sergeant advise the Commander on unit morale and welfare and enlisted issues affecting readiness?  (AFMAN 36-2108 attch 5, AFI 36-2113 chptr 1)

a) re-enlistments

b) promotions

c) selective retention

d) status of training

e) recognition

f) Military Equal Opportunity and Treatment (EOT)

g) Line of Duty (LOD) determinations

h) maintenance of discipline

I) preventive discipline 

A. education in military subjects

B. drill

C. maintenance of standards


	
	

	 
	II) corrective discipline

A. verbal and written counselings

B. letters or counseling (LOCs), admonishment (LOAs), and reprimand (LORs)

C. administrative demotions

D. administrative separations

III) punishment:

A. non-judicial

B. judicial


	
	

	3.16
	Does the first sergeant actively participate in council activities?  (AFI 36-2113)

a) attend meetings

b) participate in council functions

c) work towards standardization / continuity of programs

d) retain copies of minutes

e) participate is selection board process

f) address issues that affect the enlisted corps of the installation

(Note:  GSU’s are included as part of the host installation’s council and should attend meetings when practical, acquire minutes, and communicate regularly with the Wing Command Chief Master Sergeant (installation functional manager) or council president.)


	
	

	3.17
	Does the first sergeant promote Professional Military Education (PME) with particular emphasis on attending in-residence?  (AFMAN 36-2108 attch. 5)


	
	

	4.
	Family Care Plans (AFI 36-2908)
	Yes
	No

	4.1
	Does the first sergeant: conduct required briefings?

a) during in-processing

b) before re-enlistments / extensions

c) when family changes (divorce, pregnancy, etc) require briefing

d) annually


	
	

	4.2
	Does the first sergeant ensure personnel identified as needing to complete an Air Force form 357 receive the form along with a copy of AFI 36-2908 “Family Care Plans”?


	
	

	4.3
	Does the first sergeant maintain continuity folders for those members identified as requiring completion of an AF Form 357?


	
	

	4.4
	Does the first sergeant maintain an original of the completed Air Force form 357 “Family Care Certification”?

(Note:  In cases of dual military couples assigned to different units, only one unit is required to maintain an original Air Force form 357; the other unit maintains a copy.)


	
	

	4.5
	Does the first sergeant maintain copies of executed Power of Attorneys for all caregivers (long term, short term, and alternate)?


	
	

	4.6
	Does the first sergeant ensure completed AF forms 357 and copies of powers of attorneys are kept in the unit orderly room, first sergeants office, or commander’s office?


	
	

	4.7
	Does the first sergeant maintain records in accordance with the Personal Data Privacy Act of 1974?


	
	

	4.8
	Does the first sergeant review, maintain, and certify annual PCIII family care listing?


	
	

	4.9
	Does the first sergeant ensure workability of plans?


	
	

	4.10
	In cases with dual military couples assigned to separate organizations, does the first sergeant coordinate with other commander / first sergeant to ensure uniformity?


	
	

	4.11
	Does the first sergeant take disciplinary action or other action if a member fails to make adequate and acceptable family care arrangements?


	
	

	4.12
	Does the First Sergeant ensure that the local area is defined in writing by the Commander?


	
	

	
	(Note:  Family Care is a commander / first sergeant program.  Any of the items listed above may also be accomplished by the commander)
	
	

	5
	Accomodations
	Yes
	No

	5.1
	Does the first sergeant have a private office suitable for counseling?  (AFI 36-2113)


	
	

	6
	General
	Yes
	No

	6.1
	Does the first sergeant understand how to deal with personnel in different status’?

a) Active Guard or Reserve (AGR)

b) Drill Status Guardsman (DSG)

c) Technician


	
	

	6.2
	Does the first sergeant understand the division of responsibilities between the Chief / superintendent of operations, and how this division of responsibilities benefits the military commander (AFI 36-2113; AFI 36-2618; applicable 10 series instructions)


	
	

	6.3
	Seamless communications.  Does the first sergeant have a plan in place for receiving information between scheduled Unit Training Assemblies (UTA’s)?  (AFI 36-2113 para 1.1)

a) Do full time personnel know how to contact the first sergeant

b) Do full time personnel know what situations require the first sergeants involvement

c) Does the first sergeant possess viable avenues of communication such as: :

I. cell phone

II. pager

III. lap top

IV. Palm V or equivalent

V. Home e-mail distribution lists

d) Does the first sergeant ensure unit members are aware of these avenues of communication

e) Do the Commander and First Sergeant communicate regularly between UTA’s

f) Do the Command Chief Master Sergeant and First Sergeant communicate regularly?


	
	

	6.4
	Does the first sergeant maintain a continuity book, which at a minimum contains?

a) on-base referral agencies

I. Family Support

II. Chaplain

III. Top Three

IV. Legal

V. Social Actions 

VI. Judge Advocate Office

VII. Accounting and Finance

VIII. other installation specific organizations

b) off base referral agencies

I. safe houses

II. Red Cross

III. police department


	
	

	
	IV. Department of Human Services (or equivalent)

V. domestic violence services / centers

VI. drug and/or alcohol rehabilitation centers

VII. suicide hotlines / services

VIII. Employer Support of the Guard and Reserve (ESGR) contact

IX. Department of Labor (DoL) Reserve Affairs Representative

c) First Sergeant council listing

d) council charter (if used)

e) duties and responsibilities

f) reference listing 

g) web site listing 

h) wing and state CCM contact information

i) NGB/FM First Sergeant Policy/Grade Structure ltr dtd 14 Mar 2001
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