How to complete a Quarterly Safety Report Form

Quarterly Safety Reports (Q) can be found at www.lawgcap.org then click on Safety, Then select Quarterly Report Form.

The form # is CAP LA Form 6.

Refer to Wing Commander Letter to squadron commanders, dated 3/21/08.   Reports are required on time or face unit stand down.

Due Dates:

Q reports immediately following the end of the calendar quarter; due between


Q1 = April 1 - 5


Q2 = July 1 – 5


Q3 = Oct 1 – 5


Q4 = Jan 1 – 5 
The Quarterly report form consists of 2 pages.  
This will answer questions referring to form blanks, reading from left to right.
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Block 1

Squadron.  List your squadron name.

Block 2

Quarter;
type in the quarter number.



Jan, Feb, Mar = 1



Apr. May June = 2



July Aug Sept = 3



Oct Nov Dec = 4

Block 3
Charter Number:  Type in your unit #, for example, LA-001

Block 4 
Year:   type in the year, example 2008

Block 5
Does your unit have a safety officer assigned:   Type in Yes or No

If you type in No, then add a note in the remarks section why you do not, and when you plan to have one.


If you type Yes, make sure you have a form 2A on file with wing safety

Block 6
Was an annual safety survey completed (third quarter only).  This is now due in 4th quarter by Dec 5.  Fill in date of last annual survey.  Save this report and leave this date on future quarterly reports until the next annual inspection has been done.

Block 7

FAA accident prevention councilor; if your squadron has someone qualified, type in YES and place name in this block or the remarks section.

Block 8

Number of mishaps reported for this quarter.  Type in the number or leave “0”.  If you have a mishap, you must report it to wing HQ and fill out a Form 78 on line within 48 hours.
Block 9
Number of pilots that have completed the pilot proficiency program this quarter.  Type in the number.  This refers to the FAA wings program.

Block 10

Annual briefing on Form 26 & FAA form 8740-5.

Type in the date of this required briefing.  Usually due in first quarter.  Save your form, leaving this date on future reports until the required briefing is done next time.


Below this is 12 boxes to type in the names of members who have receive the briefing.  However, we now use electronic forms and you DO NOT need to type in names but rather attach the safety briefing attendance spread sheet.  That is the reason this form may have “see attached roster” in the first empty blank.
Block 11

REMARKS:  Type in any pertinent information related to safety information.

Block 12
Safety Officer (print).

Type in the name, rank, date all in this block.  The other blocks do not support electronic filing.

Page 2
This page is divided into 4 sections.  This is for each month in the quarter plus one extra for any additional briefing you may have had during the e quarter.

Block 1
# __   Type in 1

Block 2

Date:  Type in Date of the 1st safety brief of the quarter.

Block 3

Time: __ minutes
Type in the number of minutes of your safety brief.  KEEP IN MIND; SOME BRIEFINS HAVE MINIMUM TIME REQUIREMENTS.  FOR EXAMPLE THE OCTOBER STAND DOWN DAY HAS A MINIMUM REQUIREMENT OF 60 MIN.  IF YOU DO NOT LIST THE MINIMUM NUMBER OF REQUIRED MINUTES, YOUR REPORT WILL BE SENT BACK INCOMPLETE.  This may also cause national to flag your unit for stand down until completed..

Block 4
Topic:  Type in the topic(s) covered in your briefing.  BE SURE TO LIST THE NAME OF ANY NATIONALLY REQUIRED BRIEFING.  For example, October Safety Down Day, or Special Safety Event.   If you fail to list this required briefing in Topic, your report will be incomplete and sent back to you.  This can cause your squadron to be forced to stand down until corrected.

Next line, Block 5
DISCUSSION:  type in discussion topics or add more information that did not fit on the topic line above.

Next line block 6
Attendees:  with blocks 1-15.  

This is to type in names of members attending the safety brief.  HOWEVER, we now use electronic reporting.  You do NOT need to fill in names here.  You will need to attach the safety briefing attendance work sheet.   This block can have: “see attached roster”

Next line begins section 2 which is used to report the 2nd safety briefing of the quarter.  Fill out the additional block associated with this as mentioned above for the previous section – #1 section.
Additional Notes:
A quarterly report must accumulate 45 minutes. In order to have a complete report.  A quarterly report that does not add up to 45 minutes or more, will be sent back incomplete and your unit faces stand down.

A quarterly report must contain 3 months of information as listed above.  The correct 3 months must be given in each quarterly report or your report is incomplete and faces stand down.

If any piece of information is incorrect the report is incomplete and will be returned to you for correction, regardless of how small the mistake may be.

The reason; an inspection compares wing records with squadron records and the records must match exactly.

Since the squadron will be sending electronic reports to wing safety, electronic reports alone will not pass inspection.   To pass inspection, the squadrons are required to have a hard copy document of member attendance.   You may use a sign in sheet or the commander’s roll call for this document.   

