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This instruction establishes policies, procedures, and responsibilities for student recall and notification during Commissioned Officer Training (COT) and Reserve Commissioned Officer Training.  It applies to all 23d Training Squadron (23 TRS) personnel.

SUMMARY OF REVISIONS

All changes are administrative and do not affect the intent or procedures of the previous edition.

1.  Terms.
1.1.
Recall.  A recall is a plan designed to ensure critical information is passed or verify personnel presence.  A recall may also gather personnel for employment during a national emergency, war, contingency, natural disaster, exercise or other condition requiring notification of all unit personnel.  Commanders at any level may initiate a recall.  The following recalls will be used at Commission Officer Training (COT).

1.1.1.
Information Recall.  A student information recall is conducted in the event of an emergency (e.g., tornado or other natural disaster), catastrophe (e.g., fire in the student dormitory) or other contingency requiring accountability or dissemination of information.

1.1.2.
Notification Recall.  A notification recall permits the periodic exercise of the recall system.  This recall tests the ability of the student wing to notify every student within a specified time constraint.

1.1.3.
Alert Recall.  This type of recall may occur during a national emergency, war, contingency or exercise condition.  Normally, during 42d Air Base Wing exercise conditions, students will not be recalled unless directed to participate in the exercise by the OTS Commander.  In the event of an actual alert recall, all students are subject to recall procedures.  Upon implementation of an alert recall, all military, emergency essential personnel and key civilian personnel will report to their duty areas as specified in their alert plan.

1.2.
Reporting.  If students are requested to report to a duty location, all students will gather in the designated area under control of the Student Wing Commander (SW/CC) until 23 TRS staff arrives.

2.  Student Process.

2.1.
Administration.  The Student Wing Operations Group Commander (OG/CC) oversees the administration of the student recall and verification procedures for the SW/CC.  The OG/CC creates a student point-of-contact (POC) roster. The POC roster consists of POC names, room numbers, and building numbers.  The roster is turned in to the Course Director (CD) by the beginning of training day 3 (TD-3).

2.2.
Student Point of Contact.  The student POC is a position rotated daily among students within the student wing.  The primary role of the POC is to receive first notice upon initiation of student recalls and to be available as an emergency point of notification for the entire student wing.  The designated POC will be present "on call" (in the POC room) from 30 minutes after the end of the duty day until 2200.  After 2200 hours the POC will be “on call” in their dorm room.  The POC’s dorm room number will be annotated outside of the POC room.  POCs will be available until 0500 the next day during duty days.  Student POCs identified for holidays or weekends will be available for the entire 24-hour period specified.  The SW/CC may break weekends or holidays into split shifts involving more than one POC if desired.  

2.3.
Sign-Out Logs.  Each Flight Officer in Charge (FOIC) is required to keep a sign-out log for all students in their flight.  Sign out logs are maintained during non-duty hours.  The sign-out log indicates the time when a student leaves the dormitory or flight room, their destination, estimated return time, and actual return time.  All students will sign out any time they plan to depart the dormitory area or the flight room during non-mandatory meals.  If an FOIC plans to leave the facility on the weekend, the FOIC will pass the sign-out log to the designated student POC.  Sign-out logs must be maintained so students can be accounted for in the event of a recall, student verification check, or an emergency.

2.4.
Recall.
2.4.1. POC Responsibilities.  In the event of a student recall, the 23 TRS/CC or staff member will contact the designated student POC.  The POC will note the message number, time (if applicable) and additional information then contact the FOICs to begin the student recall.  The POC will then contact the most senior ranking individual in the student chain of command starting with the SW/CC.  The FOICs will report results to the POC.  The POC will consolidate and pass all information to the SW/CC.

2.4.2.
The SW/CC, or most senior ranking individual, will collect results of the recall from the POC and consolidate it.  The SW/CC will pass this information to the initiator of the recall within 30 minutes of notification.  The SW/CC will continue to attempt contact with signed out or missing students during Information or Notification Test Recalls and report every 30 minutes for the next 2 hours or until relieved by the initiator of the recall.  These continued attempts will be by telephone or by knocking on the student’s door.  Do not initiate search and recovery procedures.  If a student recall or verification starts during the duty day, the SW/CC will conduct the recall.

2.4.3. FOIC and Individual Responsibilities.  When notified of a recall, note the message number, time (if applicable) and additional information.  Immediately notify the first person(s) in the block(s) below yours.  If you are unable to contact that person, continue to the next block(s) until contact is made.  The last person in every chain is responsible for calling the FOIC with the results of the notifications.  The FOIC will contact the POC with the names, locations, and estimated return times of all students who have signed out and the names of students who cannot be located or contacted.

2.5.
Missing Students.  The 23d Training Squadron staff will initiate search and recovery procedures for missing students, once they are identified.  If the recall is due to a natural disaster or emergency situation affecting the student population, the SW/CC will gather all names of unaccounted for students and present them to the initiator of the recall or other 23 TRS staff as soon as possible.  The 23 TRS staff will contact appropriate emergency personnel to aid in finding the missing students.  Under no circumstances should the SW/CC or other students try to locate missing students until the appropriate military or civilian authorities are present.

3.
Message Text.  Following are message texts for student recall procedures:

3.1
Message 1 - Information Recall.  This format is used to address a real world contingency (such as national emergency or weather warning) when speed of dissemination is important and actual recall or reporting is not required.  Do not report to the duty location.

TEXT:  "This is ________ with a student Message 1-Information.  Copy the following information:"
3.2.
Message 2 - Notification Recall.  This format permits the periodic exercise of the student notification/recall system to test the ability of the student wing to satisfactorily complete a recall within the specified time constraints.  The time that the recall was initiated must be passed as a portion of this message.  Do not report to the duty location.  The SW/CC will notify the initiator of the recall by telephone of student notifications.

TEXT:  "This is ________ with a student Message 2-Notification Test Recall at ______(time).  Acknowledge receipt and initiate notification:"

3.2.1. Two Notification Test recalls will be conducted prior to TD-5.  The SW/CC or most senior ranking individual will have a limited time period (set by the CD, usually 30 minutes) to contact all students in the wing and report to the initiator of the recall to be considered successful.

3.3.
Message 3 - Alert Recall.  This format is used to recall all 23 TRS assigned students to duty.  All personnel report in Battle Dress Uniforms (BDUs) to the OTS Small auditorium or designated location immediately.  The SW/CC will begin student notification as described in recall procedures above.  Do not stop to shower, shave, apply make-up, eat, etc.; report immediately.

TEXT:  "This is ________ with a student Message 3-Recall at ______(time).  Acknowledge receipt and initiate notification."  Copy additional information as required:













   DON I. OLDS, JR., Lt Col, USAF















   

Commander, 23d Training Squadron
Attachment 1

Sample Student Recall Roster

The following is a sample student recall roster.  Construct rosters listing information needed to contact a student after duty hours.  A list of student rank, full name, building number, and room number is required.  Depending on the student wing requirements, other information may be listed.
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