
BRIGADE HEADQUARTERS

STAFF ASSIST VISIT


Brigade: _____________

Date: __________
	Areas of Interest
	Brigade POC
	JROTC HQ POC
	Remarks

	Administrative Management
	
	
	

	Training Management
	
	
	

	Instructor Management
	
	
	

	Budget
	
	
	

	Logistics    
	
	
	

	OVERALL
	
	
	


1. Administrative Management: (Files will be maintained electronically)
	Areas of Interest 
	YES
	NO
	Written Observations 

	a. Does the Brigade have a comprehensive plan for inspection/assist visits of Units and DAI Offices?  
	
	
	

	b. Are JROTC Units/Instructors/Cadets provided guidance/feedback before and after JPA assist visits?
	
	
	

	c. Are the results of the latest JPA on file?
	
	
	

	d. Have all of last SY’s Unit Reports been scored at the brigade level and feedback provided to the schools?  
	
	
	

	e. Are the most recent copies of the Unit Designation orders maintained on file? 
	
	
	

	f. Are all required reports uploaded in JCIMS before the appropriate suspense dates?
	
	
	

	g. Have Units that failed to achieve minimum enrollment standards been recommended for probation or disestablishment?  
	
	
	

	h. Have Units that failed to meet contractual compliance been recommended for probation or disestablishment?
	
	
	

	i. Are Invitational Travel Order requests processed 21 days or more prior to expected date of travel?
	
	
	

	j. Does the Brigade have electronic access to all applicable Regulations/Laws/Directives?
	
	
	


1. Administrative Management: (continued).

	Areas of Interest
	YES
	NO
	Written Observations 

	k. Does the Brigade provide resources for Superior Cadet awards in a timely manner? 
	
	
	

	l. Does the Brigade coordinate for and award Cadet Challenge medals for the JROTC programs?
	
	
	

	m. Does the Brigade respond to Cadet Command requests for information within suspense dates?
	
	
	

	n. Does the Brigade review essay packets before sending them to higher headquarters?
	
	
	

	o. Are Serious Incident Reports (SIRs) forwarded to higher headquarters and is a copy maintained on file?  
	
	
	

	p. Does Brigade recommend probation for Units with only one Instructor? If not, why not?
	
	
	

	q. Are requests for Distinguished Unit Insignia and school patches submitted to Heraldry thru JROTC HQ?
	
	
	

	r. Can Brigade personnel access the web portal?
	
	
	

	s. Can Brigade personnel change Instructors’ passwords on the web portal?
	
	
	

	t. Can Brigade personnel access JCIMS?
	
	
	

	u. Can Brigade personnel access Instructor/unit information and reset passwords in JCIMS?
	
	
	

	v. Does Brigade have a system in place to account for/track/replace automation equipment in the units and DAI Shops?
	
	
	

	w. Does Brigade have a copy of the latest automation equipment Basis of Issue Plan (BOIP)?  
	
	
	

	x. Is the Brigade properly disposing of or reassigning equipment from Units that are closed?  
	
	
	

	y. Does the Brigade have a listing of all supporting installations, and how property is to be turned-in at each?
	
	
	


1. Administrative Management: (continued).

	Areas of Interest
	YES
	NO
	Written Observations

	z. Does the Brigade inform the JROTC systems management POC when automation equipment is purchased locally?  How was the local purchase authorized?
	
	
	

	aa. Does the Brigade inform units when automation shipments are inbound to their schools?  How are the units notified and what instructions WRT accepting new equipment were provided to the units?
	
	
	

	ab. Does the Brigade have a list of all SROTC programs aligned with JROTC Programs in its area of operation?
	
	
	


2. Training Management: (Provide documentation.)
	Areas of Interest
	YES
	NO
	Written Observations

	a. Does the Brigade ensure all JROTC Instructors complete the required JSOCC-DL before they attend resident JSOCC?  How is the attendance recorded and by whom?
	
	
	

	b. Does the Brigade manage an OML to ensure new Instructors attend JSOCC within 12 months?  What procedures are followed when an Instructor does not attend JSOCC on time?
	
	
	

	c. Does the Brigade manage an OML to ensure Instructors attend JSOCC every five years, as space is available?  Who maintains the attendance records and how are they maintained?
	
	
	

	d. Does the Brigade have a training plan to ensure brigade staff is trained on automation equipment (i.e., JUMS, JCIMS, Tokens, CMs, MOBIs, CPS, and DTS)? How is the training conducted and by whom?
	
	
	

	e. Does the Brigade have a comprehensive plan to ensure their Instructor force attends command-sponsored Annual JROTC Instructor Certification Training?
	
	
	

	f. Does the Brigade maintain a complete list of JCLC locations? 
	
	
	

	g. What are the procedures for planning the JCLCs?
	
	
	

	h. How are JCLC OICs selected?
	
	
	

	i. Is there a record of JCLC After Action Reports on file? 
	
	
	

	j. Has the command policy and guidance on marksmanship been distributed to the Units?
	
	
	

	k. How are Range OICs selected and trained?
	
	
	

	l. Who maintains the training records for Range OICs and coaches?
	
	
	


2. Training Management: (continued). 
	Areas of Interest
	YES
	NO
	Written Observations 

	m. Does the Brigade ensure all moderate Risk Assessment Worksheets are signed by the Brigade Commander?
	
	
	

	n. Are any high risk training events conducted by JROTC Units?
	
	
	

	o. Does the Brigade maintain a list of Units that have a current certified range to conduct marksmanship training?
	
	
	

	p. Does the Brigade maintain a list of JROTC Instructors that are certified to conduct rappelling in JROTC Units?  
	
	
	

	q. Does the Brigade have a list of approved rappel sites within the Brigade area of operations?
	
	
	

	r. Does the Brigade maintain a JROTC Coaching Rubric for Instructors? 
	
	
	

	s. Does the Brigade maintain a record of the JPA Final reports?
	
	
	

	t. Does Brigade submit the JPA Final Reports to JROTC Headquarters?
	
	
	

	u. Are records of 12Rs being maintained/updated by the Brigade?
	
	
	

	v. Are 12Rs submitted to JROTC HQ for processing?
	
	
	

	w. Does the Brigade order textbooks for their Units as required? 
	
	
	

	x. Does the Brigade maintain a list of certified Train- the-Trainer graduates (SMEs)?   
	
	
	

	y. Are SMEs used to conduct training at the Brigade Summer Training Courses?
	
	
	

	z. Is there a Summer Training Course AAR on file, and was a copy sent to JROTC HQ and TRADOC?
	
	
	


3. Instructor Management:

	Areas of Interest
	Yes
	NO 
	Written Observations

	a. Are Instructors identified and monitored for the Brigade Weight Control Program?
	
	
	

	b. Are Body Fat Worksheets for Instructors on the Brigade Weight Control Program reviewed monthly?
	
	
	

	c. Does Brigade Staff maintain a current list of Instructors for their area of operation?
	
	
	

	d. Does the Brigade Staff track Instructor compliance for the required educational degrees from an accredited institution as required for their positions (DAI/ SAI/ AI)?
	
	
	

	e. Does the Brigade Staff maintain a list of Instructors who are not in compliance with educational requirements? 
	
	
	

	f. Is the Brigade Staff tracking Instructors’ suspense dates for DA Style Photos?
	
	
	

	g. Are Instructors recommended for probation/decertification for failing to meet JSOCC-DL requirements? How does the Brigade track achievement of DL requirements?
	
	
	

	h. Are Instructors recommended for probation/decertification for failing to meet resident JSOCC or Brigade Instructor Training?
	
	
	

	i. Are Instructors placed on a PIP or recommended for probation/decertification for not meeting satisfactory performance??
	
	
	

	j. Have recommendations for exception to the policy for NCOs to hold SAI positions been forwarded to USACC (Attn JROTC) and a copy kept on file?
	
	
	

	k. Does the Brigade Staff have examples of Request for Hire, Transfer, and Resignation letters available to send to Instructors or schools?
	
	
	

	l. Does the Brigade Staff have HR POC information for all school districts in their area of operation? Is it updated annually?
	
	
	


3. Instructor Management: (continued). 
	Areas of Interest
	YES
	NO
	Written Observations 

	m. Does the Brigade Staff have contact information for all Superintendents, Principals and Assistant Principals in their areas of operation? Is it updated annually?
	
	
	

	n. Does the Brigade Staff have a list of Certified Interviewers for their area of operation? When was it last updated?
	
	
	

	o. Does the Brigade Staff maintain a current list of all vacancies for their areas of operation? How often is it updated?? 
	
	
	

	p. Are award recommendations submitted to higher headquarters for distinguished Instructors or Civilian Personnel?
	
	
	

	q. Does the Brigade Staff forward completed Request for Hire packets to IMD within 7 days of receipt? 
	
	
	

	r. Does the Brigade Staff forward resignation and retirement letters to IMD within 7 days of receipt?
	
	
	

	s. Does Brigade identify schools that no longer have the enrollment to maintain three or more Instructors? 
	
	
	

	t. Can Brigade Staff personnel accurately explain MIP?
	
	
	

	u. Are yearly DD Forms 2767’s submitted 30 days prior to current contract end date?
	
	
	

	v. Does Brigade monitor the number of Units with one Instructor?
	
	
	

	w. Is the Brigade Staff responsive to requests for information within a 24 hour timeframe?  
	
	
	

	x. What initiatives does the Brigade have to recruit new instructors?
	
	
	


4. Budget:
	Areas of Interest
	YES
	NO
	Written Observations

	1.  Are the following reference documents maintained and reviewed? (Note: Electronic access to publications is authorized.)
	
	
	

	a. Is the current fiscal year Cadet Command budget guidance on hand and being followed?
	
	
	

	b. Are copies of all Cadet Command Regulations relating to Budget issues available? (i.e. CCR 145-2)
	
	
	

	2.  Brigade Controls

	Is the Brigade personally involved in the school budget process?
	
	
	

	a. Does the Brigade maintain copies of the monthly status of funds report?  (CCBG para 2-2b.)
	
	
	

	b. Is the Brigade monitoring pay problems and forwarding them to the JROTC, Pay Division in a timely manner? 
	
	
	

	c. Does the Brigade have a spending plan?
	
	
	

	d. Is spending within 5% of the planned execution at the end of month cutoff?
	
	
	

	e. Does the Brigade have a system for monitoring spend plan execution?
	
	
	

	f. Does the Brigade account for recurring contracts in their spend plan?
	
	
	

	g. Does the Brigade reconcile funding with USACC HQ G8 monthly?
	
	
	

	3.  Travel 

	Have all travel vouchers been filed in the Defense Travel System (DTS) within the required 5 days time limit?  DOD FMR Volume 9, Chapter 8.
	
	
	

	4.  Civilian Pay  (awards)

	Is the Brigade managing the civilian awards program to ensure the dollar limit is not exceeded based on funding from CCRM?
	
	
	


5. Logistics:
	Areas of Interest
	YES
	NO
	Written Observations

	a. Does Brigade receive and file 100% of annual inventories for each Unit?  
	
	
	

	b. Does Brigade track the receipt of equipment at the Unit level?  
	
	
	

	c. How is the equipment accounted for?  
	
	
	

	d. Is there a copy of required DD Form 250s on file and have copies bent forwarded to the JROTC Directorate at HQ USACC?
	
	
	

	e. Does Brigade maintain a GPC for JCLC expenses, Cadet travel, lodging, and meals?
	
	
	

	f. Did the Brigade receive a passing score on the last GPC inspection for their card?
	
	
	

	g. Does the Brigade maintain a support installation GPC to assist Units with purchases? 
	
	
	

	h. Does the Brigade maintain a file for all FLIPLs at their level?
	
	
	

	i. Are FLIPLs that require an investigation completed in a timely manner (30/40 day timeframe)?
	
	
	

	j. Does Brigade keep a copy of Unit and DAI Supply checklists on file?
	
	
	

	k. Does the Brigade maintain a list of all Unit and DAI Shop GPC Holders and AO’s?
	
	
	

	l. Does the Brigade assist Units to ensure all GPC’s are certified on time?
	
	
	

	m. Does the Brigade assist new Instructors in obtaining their GPC or becoming an AO?
	
	
	

	n. Does the Brigade coordinate with USACC JROTC for replacement of air and drill rifles?
	
	
	

	o. Does the Brigade have procedures to ensure property accountability is maintained in the Units as Instructors resign or retire?
	
	
	

	p. Does the Brigade maintain current hand receipts for the JROTC Section equipment?
	
	
	

	q. Does the Brigade coordinate UFRs with Units and pass them to USACC as required? 
	
	
	


5. Logistics: (continued).
	Areas of Interest
	YES
	NO
	Written Observations

	r. Does the Brigade create an OML for UFRs?
	
	
	

	s. Does the Brigade ensure bonding or insurance documents are in place before Units can receive government equipments?
	
	
	

	t. Does the Brigade transfer equipment within the Brigade when Units close?  
	
	
	

	u. Does Brigade have a copy of the latest automation equipment Basis of Issue Plan (BOIP)? Has it been provided to the Units?
	
	
	

	v. Is the Brigade aware of how much property each Unit has?

How is the property at brigade signed for?

Is the property sub-hand receipted properly?
	
	
	








JUNIOR ROTC OBSERVATION TOOL

as of 1 October 2014


