Mission Chaplain Check List

Before Leaving Home for the Mission Base (or other location):
· Checklist
· Data sheets for After Action Report and Form 34 Report
· Know the name of the location where you are to report and directions to that location
· Know the day and time you are to report
· If available, know the name and phone number of the contact person
· Food and necessities money
· Your “Ministry Go Bag,” which should stay packed all of the time (see list below)
· Because there is always the probability of an overnight stay (RON), an overnight bag and/or a 24 hour pack
· If possible, be checked into the IMU before you leave home
· Start with a full tank of gas*

* To be reimbursed for gas if you want to be.

The following items should be on your person or in your Ministry Go Bag and ready to go at all times for a SAR(EX) or DR(EX):
· CAP Identification Card
· CAPF 101 Emergency Services Card (don’t rely on the internet to be available at every location)
· CAPF 60 Emergency Notification Data Form - completed
· CAP driver’s license, if you have one
· CAP Radio Operator Authorization (ROA) card, if you have one
· Note pad/memo book for keeping notes and recording activities (Personal Events Log)
· Maps/directions to your assigned reporting location
· If available, maps/charts of the search area
· Critical Incident Stress Management (CISM) brochures
· Name/phone number for contact person(s) for local CISM team if available
· Phone numbers of back-up chaplain(s) if available
· Field worship service bulletins, equipment and notes
· Chaplain recruiting brochures for local clergy
· Brochures for CAP membership; Senior Member and Cadet
· List of local eateries, motel(s), and hospital(s) if available
· List of local churches near mission base if available

Upon Arrival at Mission Base:
· Get logged in on the Incident Management Utility (IMU) if you were not logged in by phone before you left home
· Log in your vehicle as well as yourself*
· Report to Incident Commander** (IC)/senior leader present
· Get briefing from IC and arrange for subsequent briefings
· Request time for daily prayer with mission personnel
· Ascertain the location of the family and the probability of  their coming to the mission base where you are
· Identify an area away from base operations for meeting with family, if applicable
· Record mission information needed later for Personal Log and After Action Report
· Identify private area for counseling if needed
· Provide CISM materials if needed
· Determine the need and availability for religious services
· Identify an area for field worship services if applicable
· Determine the need for additional chaplains if available
· Identify other areas where chaplain can be of assistance


During the Mission:
· Maintain a Ministry of Presence at the mission base
· Maintain Personal Events Log (CAP ICS Form 214 may be used)
· Periodic briefings with IC
· Identify needs affecting welfare and morale of mission personnel
· If you are trained in CISM, identify symptoms of critical incident stress among mission personnel
· Advise IC of stressful situations
· Assign other chaplains to duties if available
· Be prepared to accompany IC to visit the family in the event of a casualty notification
· Coordinate with local clergy if appropriate
· If you are trained, conduct CISM demobilization if necessary
· Conduct field worship services if appropriate
· Provide local church information to mission personnel if needed

Working With the Family:
· Prior to making contact with the family, coordinate with IC
· Meet with family if they are present where you are
· Identify family's clergy or support group (if any); determine if this person/group/organization has already been contacted
· Provide periodic briefings for the family
· If the family is present, shepherd them away from the flight line and from interfering with mission operations

At the End of the Day/Shift:
· Review log notes and fill in any missing pertinent details
· If turning in receipts for reimbursement, know who to give/send receipts
· As last action before departing mission base, report to the IC that you are departing, and, if necessary, log yourself and vehicle* out of the IMU
· However, if the IC permits it, if you are going immediately home without a prolonged stop along the way, wait until you are home and immediately phone in your logout.

After the Mission:
· Arrange for CISM defusing or debriefing if necessary
· Fill up gas when you are near home*
· If turning in receipts for reimbursement, be sure to fax or scan and email receipts within 24 hours of the close of the mission.
· Write up and distribute After Action Report
· Participating Chaplains should submit report to MC prior to departing mission base if at all possible (CAPP 221-A, p. 14)
· In actual mission, send copy of AAR to NHQ CAP/LMC
· Follow-up where needed

* To be reimbursed for gas if you want to be.

** For this checklist, the term “IC” is used for the senior mission leader present at the location where you are.  The Mission Incident Commander may in fact be at a different location far away from where you are, and the location where you are is being led by a Branch Director or someone else.  This is especially true if there are Remote Launches of air crews and ground teams.
This list is compiled from several sources and my own trial and error efforts.  It represents my own experience and that of various people over many years.  I am grateful to those who have gone before me, and from whom I have inherited most of this material.  I take credit – or blame – only for the present format, and adding a few items that have recently evolved with the use of the IMU and the WMU during a mission.  However, this list is not the same as Inspired Scripture.  Its purpose is to be an aid to you in ministry.  Add your own items as needed.  Delete those items that become no longer relevant.  Make it your own so that it works for you.
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Addendum:
Since, in theory, you will not need this side of this checklist (front and back pages) after you depart from home, you may find it useful to print the information sheets for the After Action Report and the Travel and Form 34 Reports on this side of the checklist, and then you will have all of the information you need on one sheet of paper.


