
UNIT STAFF ASSISTANCE VISIT CHECKLIST

51FW FORM 6, 20150825

UNIT: EM REPS: CEX PERSONNEL:

DATE:UNIT RATING:
Earned points           divided by         Possible points           equals(=)

RATING SYSTEM

Outstanding:             100 % 
Very Effective:            90-99 % 
Effective:                    80-89% 
Marginally Effective:   70-79 % 
Ineffective:                  69% and below

- Each item has an assigned point value of 1 
- Only items that are applicable to a unit (Yes/No items) are considered in a score 
- The score will be calculated by dividing the number of earned points by the number of possible points 
- Example: 7 earned points divided by (÷) 10 possible points equals (=) a 70% score for an overall 
   rating of Marginally Effective

RATING INFORMATION:  

   A.  UNIT COMMANDER EMERGENCY MANAGEMENT PROGRAM SUPPORT YES NO N/A

A - 01 Does the unit commander ensure a Unit Emergency Management Representative (UEMR) is appointed and trained? 

A - 02 Has the unit commander reviewed the commander's responsibility slide show and submitted their completion certificate?

A - 03   Has the unit commander established effective recall procedures? 

   B.  UNIT EMERGENCY MANAGEMENT PROGRAM ASSESSMENT YES NO N/A

B - 01 Does the unit provide a Quarterly Emergency Management Form 5 to the Readiness & Emergency Management Flight 
(R&EM)? 

B - 02 Does the unit participate in the Installation Emergency Management Working Group (EMWG) if tasked?

B - 03 Does the unit UEMR maintain their unit's EM folder? (hard copy or electronic)  
Use of the following are mandatory: 

1.  CC Role Certificate 
2.  Unit EM continuity plan (Checklist) 
3.  51FW Form 5 (current plus 1 year) 
4.  SAV Reports and Replies (current plus 1 year)

B - 04   Has the UEMR posted mandatory local visual aids and/or posters in unit work, rest and common areas to support the EM 
  program?  

1.  AFVA 10-2510, USAF Emergency Notification Signals 
2.  51 FW VA 10-2511, Osan Air Base Attack Warning Signals  
3.  AFVA 10-2512, Mission Oriented Protective Postures 

          4.  Current EM Newsletter

  C.  EM PLANNING YES NO N/A

C - 01 Has the unit developed unit-specific checklists to support the current IEMP 10-2 within 60 days of publication?

C - 02   Are unit IEMP 10-2 checklists reviewed by the owning unit annually or when significant portions of the IEMP 10-2 have 
  changed?

C - 03 Are the checklists approved by R&EM before submitting to the unit commander for approval?

C - 04 Do the unit specific checklists tell who, what, when, where and how actions will be accomplished?

C - 05   Has the unit developed checklists for each specialized team they control? 

  D.  UNIT EMERGENCY MANAGEMENT EDUCATION TRAINING YES NO N/A

D - 01 Did the unit commander appoint primary and alternate EM/CBRN Training Unit Schedulers?

D - 02 Do unit schedulers use Automated Civil Engineer System (ACES) - Personnel Readiness (ACES PR), Unit Schedulers 
Module to schedule personnel for EM training courses (CBRN, UCC, UEMR, EOC etc.)?

D - 03   Are unit personnel trained IAW AF EM program training requirements? 

  E.  UNIT EMERGENCY MANAGEMENT EQUIPMENT YES NO N/A

E - 01 Does the unit identify requirements, budget for, obtain, store and maintain passive defense operational and training 
equipment need to accomplish their specific EM tasks; including: 
        1.  SIP 

2.  SMT 
3.  PAR 
4.  IPE 

          5.  PPE
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E - 02 Does the unit ensure all military personnel, emergency essential civilians and contractors maintain and use AFPAM 
10-100, Airman's Manual during exercises and real world contingencies? 

E - 03 Does the unit ensure PPE used by emergency, initial, and follow-on responders are approved by the 51 AMDS/SGPB, 
Bioenvironmental Engineering Flight or 51 FW/SE, Safety Flight?

  F.  UNIT DISASTER RESPONSE FORCE (DRF) SUPPORT YES NO N/A

F - 01   Does the unit commander ensure Emergency Operations Center (EOC) members are appointed, trained, equipped, and  
  staffed to perform 24 hour operations from both primary and alternate locations (EOC), as tasked by the IEMP 10-2? 

F - 02   Are EOC member's senior ranking individuals personnel who are knowledgeable and have decision-making authority for  
  their function? 

F - 03 Does the unit appoint sufficient specialized team members to provide 24 hour coverage as tasked by the IEMP 10-2?

F - 04   Do all appointed EOC members attend at least one EOC Table-Top exercise annually?  (participation in real world/ 
  exercises may count towards this requirement)

  H.  EMERGENCY MANAGEMENT SPECIALIZED TEAMS YES NO N/A

H - 01 Are locally established/ threat based specialized teams established, staffed, trained, and equipped to perform 24 hour 
operations?

H - 02 Does specialized team duty become a team member's primary duty during responses, exercises and training?

  I.  UNIT EMERGENCY MANAGEMENT SELF-INSPECTION AND SAV PROGRAM YES NO N/A

I - 01 Does the unit commander ensure the unit EM representatives use the self- inspection checklist provided by 51 CES/
CEX to perform a semi-annual EM program self-inspection?

I - 02   Does the unit provide follow-up action on EM program SAV observations or findings, to include corrective actions and  
  estimated completion date? 

I - 03   Are there any open items from previous reports? 

I - 03A   Have the open items been corrected? 
I - 03B   Are there any repeat deficiencies? 

  G.  UNIT CONTROL CENTER (UCC) OPERATIONS YES NO N/A

G - 01   Has the unit commander established a Unit Control Center (UCC) and appointed enough trained personnel to operate,  
  staff, and maintain the UCC for 24 hours in primary and secondary locations? 

G - 02 Are the following items available in the UCC?  
1.  IEMP 10-2 
2.  Unit Specific and Specialized Team Checklists 
3.  Current O-4 MGRS Map 
4.  Communication equipment (e.g. LMR, NIPRNet, SIPRNet, CENTRIX-K, unsecure voice, secure voice, etc.) 
5.  Log of Events 
6.  Current recall rosters and procedures 

           7.  Administrative supplies

G - 03   Do the EM representatives track the following information for all O-4 maps: Control Number, Scale, Map Date, Date Issued 
  and Location?

G - 04   Are written procedures available operation and manning of the UCC, to include activation, deactivation, recall, relocation  
  and comm-out? 

G - 05 Does the UCC have a master list of all unit facilities, with primary and alternate contacts?

  J.  SHELTER-IN-PLACE YES NO N/A

J - 01   Does the unit have an effective shelter-in-place (SIP) program for each facility to include HVAC shut-off procedures?

J - 02   Is there a designated SIP location with minimal windows, doors, and vents?

J - 03   Can all members locate the SIP room(s)?

J - 04   Does the location have communication capabilities (e.g. phone, radio, computer access)? 

J - 05 Does the facility have a container or storage location that is properly labeled for the SIP kit?

J - 06 Does the unit maintain a SIP Binder for each facility, in the following format?   
       Tab A:   Personnel Accountability Procedures  
       Tab B:   Important Contact Listin 
       Tab C:   Shelter-In-Place Room Location and Visual Aids 
       Tab D: Building __________ Shelter-In-Place Checklist  
       Tab E:   51 FW Shelter-In-Place (SIP) Guide 
       Tab F:   SIP Kit Inventory
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  K.  SHELTER MANAGEMENT TEAM YES NO N/A

K - 01 Does the Shelter Management Team maintain and update a Shelter Management Team Binder according to the 51 
CES/CEX SMT Binder Table of Contents? 
     Tab A:   Continuity Information  
     Tab B:   Building Specific Checklist 
     Tab C:   Equipment Inventory (e.g. Hit & Run Kit, PAR kit, etc.)  
     Tab D:   Plans/Guides 
     Tab E:   Facility CPS Info 

K - 02   Are Shelter Management Teams established, staffed, trained, and equipped to perform 24-hour operations?

  M.  PAR YES NO N/A

M - 01 Does the unit maintain an established, organized, trained and equipped PAR team that is able to perform 24 hour 
operations? 

M - 02 Does the unit maintain PAR Kits for each team?

M - 03   Do the PAR kits contain appropriate items required for routes? 

  L.  HIT AND RUN KIT CAPABILITY YES NO N/A

L - 01   Does the unit have a recent HRK inventory? 

L - 02 Does the facility have sufficient HRK equipment to effectively decontaminate personnel? 
Example requirements: 

-  Weapons Clearing/Weapons Holding with table 
-  External Equipment Removal  - 1 table, 2 boot troughs, 2 hand troughs 
-  Mask Wipe: 1 bucket, 1 sponge, 1 sponge handle 
-  Overboot Removal Area: 1 bench, 2 bags/trash cans for boots, 1 bucket, 1 sponge, 1 sponge handle 
-  Overgarment Removal: 2 bags/trash cans for jacket, 2 bags/trash cans for trousers, 1 frame stand with foot 

props 

-  Glove Removal: 1 bag/trash can 
-  Additional Clothing Removal  - 1 bag/trash can 
-  Mask Removal: 1 bag/trash can

L - 03   Can SMT properly process personnel through the Hit and Run kit? 

L - 04   Does the SMT know proper procedures for personnel entering/exiting the facility? 
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UNIT STAFF ASSISTANCE VISIT CHECKLIST
51FW FORM 6, 20150825
Earned points           divided by         Possible points           equals(=)
RATING SYSTEM
Outstanding:             100 % Very Effective:            90-99 % Effective:                    80-89% Marginally Effective:   70-79 % Ineffective:                  69% and below
- Each item has an assigned point value of 1 - Only items that are applicable to a unit (Yes/No items) are considered in a score - The score will be calculated by dividing the number of earned points by the number of possible points - Example: 7 earned points divided by (÷) 10 possible points equals (=) a 70% score for an overall    rating of Marginally Effective
RATING INFORMATION:  
   A.  UNIT COMMANDER EMERGENCY MANAGEMENT PROGRAM SUPPORT
YES
NO
N/A
A - 01
Does the unit commander ensure a Unit Emergency Management Representative (UEMR) is appointed and trained? 
A - 02
Has the unit commander reviewed the commander's responsibility slide show and submitted their completion certificate?
A - 03
  Has the unit commander established effective recall procedures? 
   B.  UNIT EMERGENCY MANAGEMENT PROGRAM ASSESSMENT
YES
NO
N/A
B - 01
Does the unit provide a Quarterly Emergency Management Form 5 to the Readiness & Emergency Management Flight (R&EM)? 
B - 02
Does the unit participate in the Installation Emergency Management Working Group (EMWG) if tasked?
B - 03
Does the unit UEMR maintain their unit's EM folder? (hard copy or electronic) 
Use of the following are mandatory:
1.  CC Role Certificate
2.  Unit EM continuity plan (Checklist)
3.  51FW Form 5 (current plus 1 year)
4.  SAV Reports and Replies (current plus 1 year)
B - 04
  Has the UEMR posted mandatory local visual aids and/or posters in unit work, rest and common areas to support the EM
  program? 
1.  AFVA 10-2510, USAF Emergency Notification Signals
2.  51 FW VA 10-2511, Osan Air Base Attack Warning Signals 
3.  AFVA 10-2512, Mission Oriented Protective Postures
          4.  Current EM Newsletter
  C.  EM PLANNING
YES
NO
N/A
C - 01
Has the unit developed unit-specific checklists to support the current IEMP 10-2 within 60 days of publication?
C - 02
  Are unit IEMP 10-2 checklists reviewed by the owning unit annually or when significant portions of the IEMP 10-2 have   changed?
C - 03
Are the checklists approved by R&EM before submitting to the unit commander for approval?
C - 04
Do the unit specific checklists tell who, what, when, where and how actions will be accomplished?
C - 05
  Has the unit developed checklists for each specialized team they control? 
  D.  UNIT EMERGENCY MANAGEMENT EDUCATION TRAINING
YES
NO
N/A
D - 01
Did the unit commander appoint primary and alternate EM/CBRN Training Unit Schedulers?
D - 02
Do unit schedulers use Automated Civil Engineer System (ACES) - Personnel Readiness (ACES PR), Unit Schedulers Module to schedule personnel for EM training courses (CBRN, UCC, UEMR, EOC etc.)?
D - 03
  Are unit personnel trained IAW AF EM program training requirements? 
  E.  UNIT EMERGENCY MANAGEMENT EQUIPMENT
YES
NO
N/A
E - 01
Does the unit identify requirements, budget for, obtain, store and maintain passive defense operational and training equipment need to accomplish their specific EM tasks; including:
        1.  SIP
2.  SMT
3.  PAR
4.  IPE
          5.  PPE
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E - 02
Does the unit ensure all military personnel, emergency essential civilians and contractors maintain and use AFPAM 10-100, Airman's Manual during exercises and real world contingencies? 
E - 03
Does the unit ensure PPE used by emergency, initial, and follow-on responders are approved by the 51 AMDS/SGPB, Bioenvironmental Engineering Flight or 51 FW/SE, Safety Flight?
  F.  UNIT DISASTER RESPONSE FORCE (DRF) SUPPORT
YES
NO
N/A
F - 01
  Does the unit commander ensure Emergency Operations Center (EOC) members are appointed, trained, equipped, and    staffed to perform 24 hour operations from both primary and alternate locations (EOC), as tasked by the IEMP 10-2? 
F - 02
  Are EOC member's senior ranking individuals personnel who are knowledgeable and have decision-making authority for    their function? 
F - 03
Does the unit appoint sufficient specialized team members to provide 24 hour coverage as tasked by the IEMP 10-2?
F - 04
  Do all appointed EOC members attend at least one EOC Table-Top exercise annually?  (participation in real world/   exercises may count towards this requirement)
  H.  EMERGENCY MANAGEMENT SPECIALIZED TEAMS
YES
NO
N/A
H - 01
Are locally established/ threat based specialized teams established, staffed, trained, and equipped to perform 24 hour operations?
H - 02
Does specialized team duty become a team member's primary duty during responses, exercises and training?
  I.  UNIT EMERGENCY MANAGEMENT SELF-INSPECTION AND SAV PROGRAM
YES
NO
N/A
I - 01
Does the unit commander ensure the unit EM representatives use the self- inspection checklist provided by 51 CES/CEX to perform a semi-annual EM program self-inspection?
I - 02
  Does the unit provide follow-up action on EM program SAV observations or findings, to include corrective actions and    estimated completion date? 
I - 03
  Are there any open items from previous reports? 
I - 03A
  Have the open items been corrected? 
I - 03B
  Are there any repeat deficiencies? 
  G.  UNIT CONTROL CENTER (UCC) OPERATIONS
YES
NO
N/A
G - 01
  Has the unit commander established a Unit Control Center (UCC) and appointed enough trained personnel to operate,    staff, and maintain the UCC for 24 hours in primary and secondary locations? 
G - 02
Are the following items available in the UCC? 
1.  IEMP 10-2
2.  Unit Specific and Specialized Team Checklists
3.  Current O-4 MGRS Map
4.  Communication equipment (e.g. LMR, NIPRNet, SIPRNet, CENTRIX-K, unsecure voice, secure voice, etc.)
5.  Log of Events
6.  Current recall rosters and procedures
           7.  Administrative supplies
G - 03
  Do the EM representatives track the following information for all O-4 maps: Control Number, Scale, Map Date, Date Issued      and Location?
G - 04
  Are written procedures available operation and manning of the UCC, to include activation, deactivation, recall, relocation    and comm-out? 
G - 05
Does the UCC have a master list of all unit facilities, with primary and alternate contacts?
  J.  SHELTER-IN-PLACE 
YES
NO
N/A
J - 01
  Does the unit have an effective shelter-in-place (SIP) program for each facility to include HVAC shut-off procedures?
J - 02
  Is there a designated SIP location with minimal windows, doors, and vents?
J - 03
  Can all members locate the SIP room(s)?
J - 04
  Does the location have communication capabilities (e.g. phone, radio, computer access)? 
J - 05
Does the facility have a container or storage location that is properly labeled for the SIP kit?
J - 06
Does the unit maintain a SIP Binder for each facility, in the following format?  
       Tab A:   Personnel Accountability Procedures 
       Tab B:   Important Contact Listin
       Tab C:   Shelter-In-Place Room Location and Visual Aids
       Tab D: Building __________ Shelter-In-Place Checklist 
       Tab E:   51 FW Shelter-In-Place (SIP) Guide
       Tab F:   SIP Kit Inventory
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  K.  SHELTER MANAGEMENT TEAM
YES
NO
N/A
K - 01
Does the Shelter Management Team maintain and update a Shelter Management Team Binder according to the 51 CES/CEX SMT Binder Table of Contents?
     Tab A:   Continuity Information 
     Tab B:   Building Specific Checklist
     Tab C:   Equipment Inventory (e.g. Hit & Run Kit, PAR kit, etc.) 
     Tab D:   Plans/Guides
     Tab E:   Facility CPS Info 
K - 02
  Are Shelter Management Teams established, staffed, trained, and equipped to perform 24-hour operations?
  M.  PAR
YES
NO
N/A
M - 01
Does the unit maintain an established, organized, trained and equipped PAR team that is able to perform 24 hour operations? 
M - 02
Does the unit maintain PAR Kits for each team?
M - 03
  Do the PAR kits contain appropriate items required for routes? 
  L.  HIT AND RUN KIT CAPABILITY
YES
NO
N/A
L - 01
  Does the unit have a recent HRK inventory? 
L - 02
Does the facility have sufficient HRK equipment to effectively decontaminate personnel?
Example requirements:
-  Weapons Clearing/Weapons Holding with table
-  External Equipment Removal  - 1 table, 2 boot troughs, 2 hand troughs
-  Mask Wipe: 1 bucket, 1 sponge, 1 sponge handle
-  Overboot Removal Area: 1 bench, 2 bags/trash cans for boots, 1 bucket, 1 sponge, 1 sponge handle
-  Overgarment Removal: 2 bags/trash cans for jacket, 2 bags/trash cans for trousers, 1 frame stand with foot props
-  Glove Removal: 1 bag/trash can
-  Additional Clothing Removal  - 1 bag/trash can
-  Mask Removal: 1 bag/trash can
L - 03
  Can SMT properly process personnel through the Hit and Run kit? 
L - 04
  Does the SMT know proper procedures for personnel entering/exiting the facility? 
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