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Working Over the 
Side 

 

Numerous safety precautions are applicable when working over the side 
or aloft using a Bos’n chair or stage. A few safety measures are given 
here. Consult your unit’s SOP to outline your unit’s particular 
requirements.  
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1. Get permission from the OOD.  
2. Wear a PFD when working over the side as mandated by the Coast 

Guard Rescue and Survival Systems Manual, COMDTINST 
M10420.10 (series).  

3. Delegate someone as a safety observer.  
4. Rig a manrope or Jacobs ladder at one end of the stage. 

Working Over the 
Side 
(continued) 

5. Rig a safety runner (second line) to both ends of the stage when 
working over a dry-dock bed.  

6. Check the position of the staging to ensure it’s clear of scuppers or 
overboard discharges.  

7. Only use pneumatic tools; do NOT use electric tools.  
 

 
Biohazardous 
Material 

 

Coast Guard resources, e.g., helicopters, small boats, and cutters, are 
routinely dispatched to transport persons with serious injuries or life-
threatening illnesses. Frequently, the interior decks and rescue/medical 
equipment are contaminated with biohazardous wastes. These wastes may 
consist of bodily fluids, bandages, needles, scalpels, ampoules, and 
equipment used to aid in respiration.  
 
Each unit is required to have a written plan for the decontamination of 
resources and protection of personnel from biohazardous material. The 
plan should establish procedures for decontaminating aircraft, vessels, and 
equipment after exposure to biohazardous wastes. Proper completion of 
these procedures protects personnel from exposure to infectious agents 
such as Hepatitis B Virus (HBV) and Human Immunodeficiency Virus 
(HIV).  
 

 
 Universal 

Precautions 
Universal precautions shall be used by all members whenever the 
potential for exposure to bloodborne pathogens exists. Personnel shall 
adhere rigorously to infection control precautions to minimize risk of 
exposure to all blood and other body fluids, all of which shall be 
considered infectious materials.  
 
Universal precautions is an infection control approach developed by the 
Center for Disease Control (CDC) that assumes every direct contact with 
body fluids is potentially infectious. The precautions require that 
employees who may be exposed to direct contact protect themselves as 
though such body fluids were HIV or HBV infected. 
 
Potentially infectious blood and body fluids include blood, semen, vaginal 
secretions, amniotic fluid, cerebrospinal fluid, joint (synovial) fluid, chest 
(pleural) fluid, abdomen (peritoneal) fluid, and heart (pericardial) fluid.  
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Universal 
Precautions 
(continued) 

These fluids may be released and mixed with blood as the result of an 
injury or other natural process. Since it is difficult to distinguish between 
body fluid types, ALL body fluids are considered potentially infectious 
and Universal Precautions must be taken. 
 
Protective measures to eliminate or minimize employee exposure to 
infectious materials include:  
 

• Engineering controls  
• Work practice controls  
• Use of personal protective equipment to minimize the risk of acquiring 

HIV, HBV, and other bloodborne diseases in the occupational setting.  
• Appropriate personnel trained in the application of universal 

precautions.  
 

 
 Sample 
 Documents 

The following sample documents are found on the following pages: 
 

• Sample Air Station Biohazard Decontamination Plan 
• Sample Station Biohazard Decontamination Plan 
• C-130 Decontamination Checklist. 
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SAMPLE STATION (UNIT NAME BIOHAZARD DECONTAMINATION PLAN 
 
ACTION: 
 
At the conclusion of missions where patient transport was performed, supervisors and/or watch 
captains shall question the crew on the likelihood that the vessel was contaminated with 
biohazardous wastes. Contamination shall be considered likely if: 
 

1.  Bodily fluids have come in contact with vessel surfaces, rescue or medical equipment,  
or personnel. 
2. Medical personnel used, or attempted to use any syringes, IV needles, or scalpels. 

 
The following procedures shall be completed if the crew or supervisors suspect that vessel 
contamination was likely:   
 

1. As soon as the contaminated vessel is completely shutdown,  it will be 
immediately isolated.  The crew shall brief the appropriate supervisor or watch 
captain on the type of exposure, possible locations of concentrated quantities of 
bodily fluids (e.g. on deck, on rescue equipment, on bulkheads or soundproofing), 
and any use of syringes, IV needles, or scalpels.  The captain should obtain a 
confirmation from the corpsman/EMT that the medical kits have been 
inventoried, and that all used equipment has been accounted for.   

2. The contaminated vessel will be isolated and no equipment removed until 
declared decontaminated by the supervisor or watch captain.  Operations shall be 
informed that the vessel is in a Charlie status until the clean up is complete. 

3. All exposed crewmen shall lay to the shower room and perform the following 
steps (exposed is defined as actual contact with any of the patient’s bodily fluids): 

4. Remove all clothing that has been exposed to any of the patient’s bodily fluids; 
place in a plastic bag.  

5. Shower immediately.  
6. Bring exposed clothing to _____ for sanitizing and cleaning. 
7. Have personnel report to medical for appropriate medical record entry.  If contact 

was made, testing, and follow-up may be required.  
 

NOTE:  If the crew was exposed to an illness that is transmitted by air, all crewmen shall have 
their clothing sanitized and cleaned by the _____ shop.  
 

8. The supervisor or watch captain shall assign up to three petty officers to complete         
the disinfection of vessel and equipment.  The team’s senior petty officer shall 
ensure that the cleanup team is constantly protected from exposure, that no 
unprotected personnel are allowed near the vessel prior to decontamination,  and 
that all biohazardous wastes are properly removed.  The corpsman/EMT should 
be a team member, if available. 

9. The decontamination team will assemble the following items for cleaning vessel 
surfaces and equipment: 
A. Mop & bucket of hot water and bleach ( 2 cups of bleach per gallon of water) 
B. Paper towels 
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C. Red biohazard bags  
D. Cibrex virucidal disinfectant cleaner or equivalent (note: if you wish to use 

other disinfectant cleaner contact MLCPAC KSE for a listing of approved 
cleaners) 

E. Spray bottles 
 

10.  The decontamination team leader will ensure that the team is dressed out in the  
 in the following items: 
 

a. Disposable non-permeable coveralls 
b. Sanitary disposable face mask  
c. Plastic face shield  
d. 18 mm latex gloves 

                
11. Use unit specific decontamination checklist 
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SAMPLE AIR STATION (NAME) BIOHAZARD DECONTAMINATION PLAN   
 
ACTION: 
 
At the conclusion of missions where patient transport was performed, maintenance control 
supervisors and/or watch captains shall question the air crew (particularly rescue swimmers 
and/or flight corpsman) on the likelihood that the aircraft was contaminated with biohazardous 
wastes. Contamination shall be considered likely if:   
 

1.  Bodily fluids have come in contact with aircraft surfaces, rescue or medical       
equipment, or personnel   
2. Personnel used, or attempted to use any syringes, IV needles, or scalpels. 

 
The following procedures shall be completed if the aircrew or maintenance supervisors suspect 
that aircraft contamination was likely: 
 

1. As soon as the contaminated aircraft is completely shutdown, it will be        
immediately pulled into the appropriate hangar.  The aircrew shall brief the 
appropriate maintenance control supervisor or watch captain on the type of 
exposure, possible locations of concentrated quantities of bodily fluids (e.g. 
on cabin deck, on rescue equipment, on bulkheads or soundproofing), and any 
use of syringes, IV needles, or scalpels.  The watch captain should obtain a 
confirmation from the flight corpsman and/or the rescue swimmer that the 
medical kits have been inventoried, and that all used equipment has been 
accounted for.  

2. The contaminated aircraft shall be isolated and no equipment removed until 
declared decontaminated by the maintenance control supervisor or watch 
captain.  Operations shall be informed that the aircraft is in a Charlie status 
until the cleanup is complete. 

3. All exposed crewman shall lay to the Ready Crew Berthing (RCB) shower 
room and perform the following steps (Exposed is defined as actual contact 
with any of the patient’s bodily fluids): 

a. Remove all clothing that has been exposed to any of the patient’s 
bodily fluids; place in a plastic bag 

b. Shower immediately  
c. Bring exposed clothing to AST Shop for sanitizing and cleaning 
d. Have personnel report to Medical for appropriate medical record entry.  

If direct skin contact was made, testing, and follow up may be 
required. (note: if the aircrew was exposed to an illness that is 
transmitted by air, all members shall have their clothing sanitized and 
cleaned by the AST shop. 

4. The maintenance control supervisor or watch captain shall assign up to three 
petty officers to complete the disinfection of aircraft and equipment.  The 
team’s senior petty officers shall ensure that the cleanup team is constantly 
protected from exposure that no unprotected personnel are allowed near the 
aircraft prior to decontamination and flight corpsman should be team 
members, if they are available. 
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5. The decontamination team will assemble the following items for cleaning 
aircraft surfaces and equipment: 
 
A.  Mop & bucket of hot water and bleach (2 cups of bleach per gallon of 
water) 
B.  Paper towels 
C.  Red biohazard bags 
D.  Cibrex Virucidal disinfectant cleaner or equivalent  (note: if you wish to 
use other disinfectant cleaner contact MLCPAC KSE for a listing of approved 
cleaners) 
E.  Spray bottles 

 
6. The decontamination team leader shall ensure that the team is dressed out in 

the following items. 
 

A.  Disposable non-permeable coveralls  
B.  Sanitary disposable face mask  
C.  Plastic face shield  
D.  18 mm latex gloves 

 
7. For HH-65J or HH-65A aircraft, clean as directed in the Helicopter 

Decontamination Checklist 
 

WARNING  
 

PERSONNEL REMOVING EQUIPMENT (BASKETS, RAFTS, SEATS, 
ETC.) SHALL EXERCISE EXTREME CARE WHEN EXTENDING ARMS 

OR LEGS IN AREAS NOT IN PLAIN SIGHT.  USED NEEDLES, 
SYRINGES, AND OR SCALPELS MAY BE PRESENT, AND CAN CAUSE 

INJURY AND OR SERIOUS INFECTION. 
 

8. Once the checklist is complete, the aircraft may be post-flighted, as 
appropriate.  The decontamination team shall complete the following: 
 
A.  Place all paper towels, gloves, disposable face masks and disposable 
coveralls used to clean the aircraft in the red biohazard bags and seal with 
rubber bands or ties. 
B.  Thoroughly clean all non-disposable items such as mops and face shields 
with hot water and bleach solution 
C.  Transport all items in red biohazard bags to Medical for disposal  
D.  Decontamination team leader shall sign of the CG-4377 Flight Safety 
Maintenance Document  
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C-130 DECONTAMINATION CHECKLIST  
 
1. Determine if aircraft is contaminated (interview flight corpsman and/or rescue swimmer; if 
they are not available seek out the aircraft commander) 
 
Yes or No 
 
  A.  Did any bodily fluids contact the aircraft or its rescue equipment? 
 

B. Did a  Corpsman, doctor, or rescue swimmer use IV needles, syringes, or 
scalpels in the aircraft? 
 
C.  Known areas of contamination include _______________________________ 
 

(IF THERE IS CONTAMINATION, CONTINUE WITH THE CHECKLIST; IF NONE, STOP 
HERE AND COMPLETE A NORMAL THRU-FLIGHT/POST FLIGHT INSPECTION AS 
NECESSARY) 
 
Initials:_________ 
 
2.  Pull aircraft into hanger and isolate from maintenance personnel. _____  
 
3.  Confirm from flight corpsman/rescue swimmer that all used medical is accounted for. _____ 
 
4.  Inform Operations that aircraft is in Charlie status for decontamination. _____ 
 
5.  Inspect flight crew for contaminated clothing; send any crewmen who have been exposed to 
the ready crew berthing; once they are finished, have them bring clothes to AST Shop and report 
to Medical. 
 
6.  Assign personnel to decontamination team. 
 

A. _________________ 
B. _________________ 
C. _________________ 

 
7.  Assemble decontamination equipment; ______________ 
 

A.  Mop & bucket of hot water and bleach (2 cups of bleach per gallon of 
water) 
B.  Paper towels 
C.  Red biohazard bags 
D.  Cibrex Virucidal disinfectant cleaner or equivalent  (note: if you wish to 
use other disinfectant cleaner contact MLCPAC KSE for a listing of approved 
cleaners) 
E.  Spray bottles 
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8.  Ensure team members are properly dressed out in the following: 
 

A.  Disposable non-permeable coveralls  
B.  Sanitary disposable face mask  
C.  Plastic face shield  
D. 18 mm latex gloves 
 

WARNING: EXERCISE EXTREME CARE WHEN EXTENDING ARMS OR LEGS IN 
AREAS NOT IN PLAIN SIGHT.  USED NEEDLES, SYRINGES, AND OR SCALPELS 
MAY BE PRESENT, AND CAN CAUSE INJURY AND OR SERIOUS INFECTION. 
 
9.  Remove medical pallet (if used), any exposed rails, seats, and/or personal gear _____ that was 
in the vicinity of the medical pallet or seat where patient rested area near aircraft. 
 
10.  Inspect appropriate section of cargo compartment for exposure potentials an the presence of 
any used medical equipment. 
 
11.  Spray medical pallet and other applicable rescue equipment with virucidal cleaner and let it 
sit for 15 minutes before washing. 
 
12.  Liberally spray appropriate sections of the cargo compartment with virucidal cleaner.  Mop 
deck with water and bleach solution;  let the aircraft sit for 15 minutes 
 
13.  If cloth seats were exposed, remove seat cushions for immersion washing by AST shop 
personnel.  
 
14.  While the cabin disinfectants are allowed to sit, complete the following: 
 
15.  Re-enter aircraft and wipe down all surfaces with Virucidal cleaner and paper towels. 
 
16.  Notify Operations that the decontamination is complete and finish the aircraft post flight as 
needed. 
 
17.  Place all paper towels, gloves, disposable face masks and coveralls in the red biohazard 
bags; seal and take all bags to Medical for disposal. 
 
18.  Thoroughly clean all non-disposable items such as mops and face shields with hot water and 
bleach. 
 
19.  Sign off a CG-4377 Part III entry noting compliance with this CAMI. 
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Answer the following True or False questions. Correct answers for the exercise are provided at 
the end of this E-level section. 
 
___ True 
___ False 
 

1. Any machine part, function, or process that could cause injury must have 
safeguards in place. 

___ True 
___ False 
 

2. A Closed Compartment Opening Request Form is required to open confined 
spaces.  

 
___ True 
___ False 
 

3. Examples of permit-required confined spaces on cutters and other vessels 
include wing tanks, fuel cells, APO spaces, and center tanks.  

 
___ True 
___ False 
 

4. Flywheels, shafts, generators, and clutches are all common moving parts found 
in a machinery space.  

 
___ True 
___ False 
 

5. A lockout/tagout system is NOT necessary when deenergizing and securing 
electrical equipment.  

___ True 
___ False 
 

6. In certain instances, it is permissible for a person to work on electrical 
equipment alone.  

 
___ True 
___ False 
 

7. Personal protective equipment is required when handling flammable or toxic 
materials.  

 
___ True 
___ False 
 

8. Universal Precautions is an infection control approach developed by the Coast 
Guard that recognizes direct contact with body fluids is infectious.  

 
___ True 
___ False 
 

9. Completing a Man Aloft Chit before sending a person to work aloft is optional.  
 

___ True 
___ False 
 

10. When using a stage for a person working over the side, rigging a manrope to 
one end is optional.  

 
___ True 
___ False 
 

11. Each unit is required to have a written plan for the decontamination of bio-
hazardous material.  
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 Chapter 16 – Security  (Req. 16-4.01-K) 

 
 
 
 
 KNOW the following terrorist force protection conditions, as presented  
 in the E-PME Study Guide:  
 

 • FPCON Normal  
 • FPCON Alpha 
 • FPCON Bravo 
 • FPCON Charlie 
 • FPCON Delta. 
 

 
 

Definitions of 
Terrorist Force 
Protection 
Conditions  
 
 
 

Terrorist Force Protection Conditions – or FPCONs – are a set of 
measures that are taken in military installations in the presence of different 
levels of terrorist activities.  
 
While there is no direct correlation between threat information, (e.g., 
Intelligence Summaries, Warning Reports, and Spot Reports), and 
FPCONs, these assessments provide information to assist commanders in 
determining the appropriate FPCON to declare. The five levels are:  
 

• FPCON Normal  
• FPCON Alpha.  
• FPCON Bravo  
• FPCON Charlie.  
• FPCON Delta.  
 
Only Coast Guard leaders within their area of responsibility set FPCONs. 
For instance, an area commander can set an area-wide FPCON for his 
area, but not others. The Commandant can set the FPCON for the entire 
Coast Guard.  
 

 
FPCON Normal 
 
 

This condition applies when a general threat of possible terrorist activity 
exists but warrants only routine security posture.  
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FPCON Alpha 
 
 

This condition applies when there is a general threat of possible terrorist 
activity directed against units and personnel, the nature and extent of 
which are unpredictable. The circumstances do not justify full 
implementation of the measures of FPCON BRAVO.  
 
However, it may be necessary to implement certain selected measures 
from FPCON BRAVO as a result of intelligence received or as a 
deterrent.  The measures in this FPCON must be capable of being 
maintained indefinitely.  
 

 
FPCON Bravo 
 
 

This condition applies when an increased and more predictable threat of 
terrorist activity exists. The measures in this FPCON must be capable of 
being maintained for weeks without:  
 

• Causing undue hardship  
• Affecting operational capability  
• Aggravating relations with local authorities. 
 
All previous measures remain in effect.  
 

 
FPCON Charlie 
 
 

This condition applies when an incident occurs or when intelligence is 
received indicating that some form of terrorist action against units and 
personnel is imminent.  
 
Implementation of this measure for more than a short period will probably 
create hardship and will affect the peacetime activities of the unit and its 
personnel.  
 
All previous measures remain in effect.  
 

 
FPCON Delta 
 
 

This condition applies in the immediate area where a terrorist attack has 
occurred or when intelligence has been received that terrorist action 
against a specific location is likely.  
 
Normally, this FPCON is declared as a localized warning.  
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Additional 
Untestable 
Information 

Additional untestable information is in the Physical Security and Force 
Protection Program, Chapter 5, Section G found on the Coast Guard 
Intranet site COMDTINST M5530.1C, Standards of Ethical Conduct at: 
 

http://cgweb.uscg.mil/g-c/g-ccs/g-
cit/gcim/directives/CIM/CIM_5530_1C.pdf 

 
If you don’t have access to the Coast Guard Intranet, locate your unit’s 
paper-based version, check out the reference, and read the content on 
Terrorist Force Protection Conditions.  
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Match the terrorist threat level with its definition. Correct answers for the exercise are provided 
at the end of this E-level section. 
 

Definition 
 
 

______  1.   This condition applies when there is a general threat of 
possible terrorist activity directed against units and 
personnel, the nature and extent of which are unpredictable. 

 
______  2.  This condition applies in the immediate area where a 

terrorist attack has occurred or when intelligence has been 
received that terrorist action against a specific location is 
likely. 

 
______ 3.  This condition applies when an incident occurs or when 

intelligence is received indicating that some form of terrorist 
action against units and personnel is imminent. 

 
______ 4.  This condition applies when a general threat of possible 

terrorist activity exists but warrants only routine security 
posture. 

 
______ 5.  This condition applies when an increased and more 

predictable threat of terrorist activity exists. 

Terrorist Threat 
Level 

 
a. FPCON Normal  
b. FPCON Alpha 
c. FPCON Bravo 
d. FPCON Charlie 
e. FPCON Delta 
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Chapter 17 – Communicating  (Req. 17-4.01-K) 

 
 
 
 
  KNOW the guidelines for preparing a training session, as presented in the  
 E-PME  Study Guide.  
 
 
 

Training 
Guidelines 
 
 
 

Part of your responsibilities as a petty officer is to prepare and conduct 
training sessions.  
 
For training to be successful, all attendees should be able to meet the 
objectives. To achieve a proficient level of performance, present only 
needed information — no more, no less.  
 
Primary guidelines for successful training are presented here.  
 

• First, you need to determine the content for your training session. The 
following table provides guidelines identify the training content.    

 

 Identify Identification Procedure 
 Objective of the training Develop objectives to determine the knowledge/skills 

participants will acquire at the end of your training.  
 Importance (value) of the 

training 
Determine the value of the training to students.  
 

 Major training segments Divide your session into logical, job-related segments to 
make your presentation more effective.  

 Specific information within 
the segments 

Determine the required actions and decisions to 
accomplish each major segment of the training.  

 

 
 

• After your content has been identified, you need to establish a lesson plan. 
Procedures to conduct the training session are presented in the following table.  
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 Conduct Procedure 
 Present overview 

 
The overview informs and motivates the student. It includes: 
4 Presenting job-related value and benefits  
4 Identifying training objectives or goals  
4 Specifying what will occur in the training  
4 Reviewing training materials  
4 Providing information about the training facility.  

 Present information and 
guidance 

Present details about the topic and provide a tangible way 
for the student to relate the knowledge to performance.  For 
example, as steps in a process are explained, provide a 
demonstration or illustration.  

 Practice and provide 
feedback 

Allow for practice time of skills being taught.  
Provide immediate feedback, when performed either 
correctly or incorrectly.  

 Assess performance Determine if the student has attained the desired level of 
knowledge/skills.  Use a checklist or other evaluation tool.  

  
Determine 
Training Content 
 Identify the 
 Training Objective 
 

When presenting a training session, the first step is to determine the 
training objective.  The training objective describes the knowledge and/or 
skill(s) students should have upon completion of training. Write the 
objective in a statement identifying:  
 

• What the student will learn  
• Under what conditions (if a performance objective)  
• To what standard.  

 
This clear goal provides the instructor a definite direction. It also 
establishes a boundary to ensure only relevant, useful information is 
presented during the training session 
 
Practice your skill now by writing a training objective for tying knots.  
 

  
  
  
  

 Compare your training objective for tying knots with the sample objective 
on the next page. 
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Chapter 17 – Communicating  (Req. 17-4.01-K) 

 
Identify the 
Importance of 
Training 

 
 

Defining the importance of training answers the question “Why is this 
training of value?” This performance may be valued by Team Coast 
Guard, a unit, a member, or any combination.  
 
Be sure to write down the value of the training. Documenting the 
importance of the training serves two purposes.  It:  
 

• Establishes importance to the training developer  
• Motivates students during the training.  
 

 
Identify Major 
Segments 
 

 

During a training session, participants learn best if the information is 
provided in segments that eventually come together as a whole (the 
training outcome). Learning is difficult when a large, unorganized, 
illogical mass of information is presented.  
 
The best way to divide information into sections is to list the significant 
steps of a training objective.  
 
• State the outcome of the task first. This clarifies expectations.  
• Identify the actual sequence of steps a person or group needs to 

perform to successfully complete the objective. Identifying this 
sequence of steps determines the segments (or main points) of the 
training session.  

  
 
 
 

 

NOTE:  Stay mentally tuned to actual performance. Focus just on what 
participants actually need to know to perform the task. 
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Identify Specific 
Information 

 
 

Identifying specific information requires taking one main objective at a 
time, listing the physical actions (skills) and decisions (knowledge) 
required. For example, putting out a small fire: 
 

• Skills - Requires the skills to operate a CO2 fire extinguisher...a 
required physical action or skill. 

• Knowledge - Requires a determination be made as to whether a CO2 
extinguisher is appropriate to use...a required decision based on 
knowledge. 

 
Every action and decision in the process should be considered, including 
prerequisites. Pre-existing qualifications are called prerequisites.   
Sometimes, in order to complete an objective, previously learned skills are 
required. Be sure to consider all the requirements necessary to “get the job 
done.” 
 

  
Sample Objective 
for Typing Knots 

 

Given a six-foot length of rope, the student will be able to tie a bowline 
knot, in 60 seconds, with 100% accuracy.  

Checklist 
 

A checklist is often helpful when preparing to develop training content, 
i.e., Does my objective statement identify:  
 

• Required actions?  
• Conditions?  
• Standards/desired outcomes?  
 
Complete the checklist BEFORE any training materials are developed.  A 
sample checklist is provided on the following page. 
 

 
Prepare to Conduct 
a Training Session 

For adults to learn, certain activities should take place during a training 
session.  Preparing for a training session involves designing these 
activities and developing any required supporting material.  Conducting 
the training involves presenting the activities to the participants. 
 
Primary steps in conducting a training session are listed below.  Follow 
each step in numerical order. 
 

 1. Present Training Value 
2. Present Objective 
3. Present Main Points 
4. Present Information 

5. Present Guidance 
6. Provide Practice 
7. Provide Feedback 
8. Assess Performance 

  
Sample Training Development Checklist 

 Checklist 
Task Done

 I have written an objective statement(s) that identifies exactly  
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what students will be able to perform, under what conditions, and 
to what standards, after my training session is completed. 

 I have written a statement(s) that defines the value of this training 
as realized by: 

• The Coast Guard 
• The Unit/Command 
• The participants of the session. 

 

 I have organized the outcome by listing major events that, when 
performed, provide for the accomplishment of the task. 

 

 I have further broken down each event by listing what specific 
skills and knowledges are required to perform the event. 

 

 
Present Training 
Value 

 
 
 

People are more likely to learn when they can see value in the training.  
Your first concern is how to demonstrate to participants that: 
 

• The instruction they are about to receive is important 
• They need to learn the skills addressed. 
 
Using your previously written value statement makes it relatively easy to 
draft additional value statements for the training session. 
 

  
Technique 

 
 
 

Use interesting or provocative questions, stories, case studies, etc. to hold 
the audience's attention.  However, refrain from using revolting, shock 
treatments for attention-getters. 
 
An example of a revolting technique is to start a defensive driving course 
with blood-and-guts pictures of people in crashes not wearing seat belts.   
Revolting images normally turn off interest in the upcoming instruction. 
Instead, present an attention-grabbing, realistic scenario. 
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 Choose a technique to demonstrate the job-related value of the session to 
the students. Two techniques commonly used are: 
 

• Ask a value-based question. An example of a beneficial way to hold 
people's attention in a First-Aid CPR class is to ask:  

 
“If you found a child floating face down in a pool and not 
breathing, could you perform proper emergency medical 
procedures?” 

 

• Tell a relatively short story or case study. An example of a 
relatively short story or case study in the First Aid CPR class is given 
here.   

 
Last month, a man in Los Angeles looked out a window of his home 
to see a toddler floating face down in his pool. Rushing to the 
child, the man found the boy unconscious and not breathing. The 
man performed emergency medical procedures before paramedics 
arrived, which was largely responsible for the boy's survival. 
 

 
 

Present Objective 
 

An experienced instructor informs participants of the specific goals or 
purpose of the training before entering the actual learning stages of the 
session. This is accomplished by presenting the objective of the training.  
The objective should state the following: 
 

• The task the student will perform as a result of instruction 
• Conditions under which the task will be performed 
• Standards required for successful performance. 
 
An example of a good objective is: 

At the end of today's training, you will identify the location of all 
fire extinguishers aboard this cutter in 5 minutes, with 100% 
accuracy. 
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After explaining the objective, the next activity the instructor performs is 
to provide an overview of the session. 
 
This overview presents the session's main points and informs the students 
of what is "coming up."  By presenting the main points, the instructor 
gives the participants a road map of the session.  They know: 
 

• Where they are 
• Where they are going 
• How they are going to get there. 
 
Main points are based on the major events of the performance identified 
when determining the training session content.  
 

Present Main 
Points 

 
 
 
 
 

An example of main points for a helo landing party training is provided 
below. 
 

During this morning's training, we will address: 
 

4Landing party responsibilities 
4What equipment is used and how to prepare it 
4How to use this equipment in an actual crash situation 
4How to secure a landing party. 

 
 

Present 
Information 

 
 
 

The previous activities provide an opening to a training session.  
Presenting the information starts the actual learning phases of the training.  
The information discussed here relates to the physical skills and mental 
decisions identified when session content was determined. 
 
During unit training sessions, one of two methods (or a combination) is 
normally used to present this information. 
 

• The instructor verbally presents the information. 
• Participants obtain the information from some form of text (handouts, 

tech manuals, COMDTINSTs, etc.) or from an electronic medium, 
such as videotape, CD-ROMs, DVDs, etc. 

 
 



E-PME Requirement  17-4.01-K  Chapter 17 – Communicating  

E-PME Study Guide                                        E4 - 174

Present Guidance 
 
 

Having informed a group of attendees how to perform a task, an instructor 
provides some guidance.  Guidance is a tangible method of relating 
information to actual performance.  
 
Guidance should be something tangible for participants to see how the 
information just received applies to the performance. For example, after 
informing the class how to fire a handgun, the instructor fires a gun so that 
the participants can actually see the process. 
 
Methods used for this guidance may include the following: 
 

• Demonstration 
• Example 
• Illustration. 
 
The instructor must decide when the participants have had enough. When 
providing visual guidance during training, consider the following:  
 

• Previous knowledge and skill levels of the participants 
• Complexity of the training topic. 

 
 

Provide Practice 
 
 
 

People learn by doing. After teaching a skill, the instructor should have 
the trainees personally perform the procedures or apply the rule learned. 
This mentally "locks" that information in place.  
 
After the instructor demonstrates how to fire a handgun, he or she should 
have the trainees perform the task. Actual performance of a task allows 
attendees to test new skills and apply any new knowledge learned during 
the information activity.  
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Provide Feedback 
 
 
 

Feedback consists of informing trainees whether or not they successfully 
performed a new skill. It is extremely important that you provide positive 
feedback about a performance. Informing a trainee that he or she 
performed a task correctly builds confidence. It also reinforces the 
knowledge.  
 
Equally important is to inform the trainee of an unsuccessful performance. 
This prevents the individual from retaining invalid information.  
 
In training situations, feedback works two ways.  
 

• Students find how well they did during the practice.  
• The instructors find out whether students can or cannot apply the 

information to actual performance. If the student cannot apply the 
information, then the instructors must redesign/restate the training 
objective.  

 
The key point is...  

 
If a student cannot apply the training to actual performance, the  
tactic initially used to present information and provide guidance  
did not work. Another tactic is called for.  

 
 Do NOT use that tactic again! 
 
For example: If a student was asked to read procedures in a tech manual 
and failed to properly apply those procedures in a practice situation, it is 
not helpful to have the student reread the manual. An instructor should 
have a back up to use in such situations, such as verbally explaining or 
demonstrating the procedures.  
 

 
Assess 
Performance 

 
 

Each training session should provide the participants with the skills and/or 
knowledge to perform either tasks required to meet the missions of Team 
Coast Guard or needs of the unit, or to benefit members.  
 
At the end of the training session, the instructor must determine if the 
participants satisfactorily meet the training objectives.  Three strategies 
can be used to make this assessment:  
 

• Procedure strategy 
• Product strategy 
• Combination. 
 

 
Procedure 
Strategy 

 

A procedure strategy is one in which each step of the trained procedure is 
graded.  
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Procedure 
Strategy 
(continued) 

 
 

This procedure is useful, and recommended, for the instructor to evaluate 
if participants can:  
 

• Correctly use tools and equipment  
• Complete the task within a specified time frame  
• Apply and adhere to health and safety rules connected to task 

performance.  
 
To effectively use this strategy, the instructor should construct a checklist 
that contains each step in the procedure. This checklist can be used to 
evaluate performance as an individual or group attempts the procedure.  
 

 
Product Strategy 

 
 

A product strategy for evaluating performance is applicable if the 
instructor is primarily concerned about the end result or outcome of the 
performance.  This strategy is appropriate when:  
 

• The result of the performance is more critical than the procedure used  
• Several possible, but equally acceptable, procedures may be used  
• The procedure is difficult to observe.  
 
To effectively use this strategy, the instructor should construct a checklist 
that establishes specific criteria for the outcome.  
 

 
Combination  

 
 

The combination evaluation strategy uses elements of the procedure and 
process strategies to determine if the participants can:  
 

• Perform the necessary steps to complete a procedure  
• Meet a specific level of quality for the end product. 
 
This approach is recommended when the:  
 

• Task contains steps that require certain health and  
safety precautions be met  

• End product must meet certain operational or utility standards. 
 
The instructor normally constructs a checklist for evaluating applicable 
steps in the procedure and establishes criteria the end product must meet.  
 

 
Example of 
Presenting 
Training 

 
 

The following are skills to be presented in a training session on How to 
Attack a Helo Fire:  
 

• Keep the wind behind you  
• Move downslope toward the fire  
• Go toward areas with the smallest fuel spill  
• Drive the fire away from the cockpit and cabin area.  
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Example of 
Presenting Training 
(continued) 

 
 

The following are the steps an instructor should take to prepare and 
present this training program.  
 

1. Provide Training Value example. In certain types of helo crashes, it's 
not the impact that claims lives but the subsequent fire. Fighting a fire 
in the most efficient manner can save the lives of your shipmates. 

2. Present Objective example. At the completion of this training, given a 
fire hose, you will be able to simulate fighting a crashed helo on fire, 
with 100% accuracy. 

3. Present Main Points example. In this course, you will learn how to 
approach a helo fire and direct the stream of a firefighting agent. 

4. Provide Information Example. When attacking an actual helo fire: 
4 Approach with the wind to your back 
4 Move downslope toward the fire 
4 Move toward the smallest fuel spill area 
4 Fight the fire away from the helo's cockpit and cabin areas. 

5. Provide Guidance example.  
4 Position a station pickup truck parked on a helo pad to simulate a 

helo.   
4 Place a 55-gallon drum full of water on the tailgate with the 

petcock open to simulate a fuel spill.   
4 Walk participants through the attack procedures. 

6. Provide Information example. When using CO2 or water to attack 
a helo fire: 
4 Direct parallel streams of a firefighting agent along either side of 

the helo to protect personnel inside from radiant heat. 
4 Control fire by sweeping burning spills free from fuselage. 

7. Provide Guidance Example. Demonstrate motion used to sweep 

8. Permit Practice example. Have participants team up as landing party 
members.  Place someone in the truck pretending to be unconscious.  
Have the team approach the truck as if it were a crashed helo on fire. 

9. Provide Feedback example. Point out the procedures that were 
performed correctly by both the team and individuals.  
4 If the whole team performs the procedures poorly, use a backup 

tactic. Review the training videotape “Aircraft Fires” borrowed 
from District.  

4 If an individual performed the procedures poorly, provide one-on-
one instruction at the end of the session. 
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Answer the following questions.  Correct answers for the exercise are provided at the end of this 
E-level section. 
 
 
1. Prior to presenting the training objective, the instructor should provide _______. 

a. An overview of the main points  
b. Assessment/testing methods  
c. Performance feedback  
d. Why the training is important  

 
2. A testing strategy that includes verifying that health and safety guidelines are met and the 

desired outcome is achieved is a ________ strategy. 
a. Procedure  
b. Outcome  
c. Combination  
d. Product  
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Chapter 17 – Communicating  (Req. 17-4.01-P) 

 
 
 
 
 PERFORM the following functions using a CG standard workstation, as  
 presented in the E-PME Study Guide:  
 

 •  Create, edit, and print a document using word processing software 
 •  Draft and send E-mail messages, with attachments. 
 
 
 
Workstation 
Functions 
 
 
 

As part of your duties, you may be tasked with writing reports, letters, 
memorandums, or other types of written communications, such as E-mail 
messages.  Normally, these communications are written on a standard 
Coast Guard workstation, using Microsoft Word®.  
 
Two options for completing these documents are: 
 

• Construct documents from "scratch" 
• Use USCG Templates. 
 

 
Construct 
Documents 
From "Scratch" 

Regardless of the type of document you'll be creating, the general 
procedures for the document are the same: 

Steps Screen 

1. Select the "New" icon (or "New" from 
the "File" menu). 

2. Type the body of the document.  

3. Spellcheck the document by selecting 
"Spelling and Grammar" from the 
Tools menu. 

 

4. Print the document by selecting the 
"Print" icon (or "Print" from the "File" 
menu). 

 

5. Save the document by selecting the 
"Save" icon (or "Save" from the "File" 
menu). 

 

 

6. Close the document by selecting 
"Close" from the "File" menu.  
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Constructing 
Documents From 
"Scratch" 
(continued) 

Microsoft Word® has context-sensitive help that can provide specific 
instruction. Be sure to use it when learning the Word program. 
 

 
Use USCG 
Templates 

You may have the need to create official business correspondence for 
distribution within and outside the Coast Guard. Generally, you will use a 
set of templates imbedded in Microsoft Word called USCG Macros II. 
You can use this set of macros on any Coast Guard workstation.  
 
These macros are designed to simplify the process for creating a document 
for official Coast Guard correspondence. These documents are created 
more quickly than creating them from scratch, plus all documents of a 
particular type will contain standard formatting.  
 

 
USCG Macros II 
 

To access USCG Macros II, complete the following steps on a Coast 
Guard standard workstation:  
 
1. Select the Start menu  
2. Select Programs  
3. Select Microsoft Word  
4. Select the File menu  
5. Select New  
6. Select templates on my computer  
7. Select the tab labeled USCG Macros II. 
 
These steps will result in the USCG Macros II being “loaded” into Word.  
 

 The first time a user launches USCG Macros II, he or she will be required 
to complete a User Information screen. Information entered on this screen 
is used to automatically fill in header information for the generated 
correspondence. 

  
Data such as the unit’s:  
 

• Address  
• Fax  
• Telephone number.  
 
are extracted from the User Information screen and printed on the 
correspondence.  
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USCG Macros II 
(continued) 

Once the USCG Macros II template is loaded, all of the forms used to 
complete the correspondence share a similar user interface. Depending on 
the form selected, some information is entered automatically into the 
correspondence.  
 
Many of the cursor movements are the same from one correspondence 
type to another. These are:  
 

• Use the TAB key to move to the next field  
• Use the SHIFT+TAB key combination to move to the prior field  
• Use the ENTER key to select a highlighted button (default is normally 

the OK button).  
 
Be sure not to use the ENTER key if other fields must be completed.  
 

 
 
Memorandums The Standard Memorandum window provides you with preformatted 

fields for all standard entries. Once you complete these fields, you can 
then begin to write the text of your memo.  
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 Field Description 

 Standard Subject 
Identification Code  
(SSIC)  
 

The SSIC is known as the file number and should be on 
each page of all correspondence (memos and letters) that 
you create.  The SSIC represents the common Coast 
Guard subjects.   
 
For the SSIC Manual, go to:  

http://www.uscg.mil/hq/g-s/g-si/g-sii/ssic/ssic.htm 
 

 Date You should date all copies of a memo on the day that it is 
signed.  The preferred way to date correspondence is 3 
Sep 03. 

 Routing Symbol The office of the person who originated the memo. 
 Phone Use the phone number of the person who is writing the 

memo. 
 Name Enter the name of the person who is writing the memo. 
 From Enter the signer's name, commanding officer's abbreviated 

title, and staff symbol.  This is the signature line and is 
either all caps or upper/lower case. 

 To Address all memos to the office or commanding officer of 
a unit. 

 Subject The Subject is a sentence fragment that tells a reader what 
the memo is about, usually in 10 words or less and in all 
caps 

 

NOTE: You can find information on the fields in the Correspondence Manual, 
COMDTINST M5216.4C at the following website: 

 
http://www.uscg.mil/ccs/cit/cim/directives/CIM/CIM_5216_4C.pdf 
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Memorandums 
(continued) 

 
 
After completing the user information screen, there are ten steps in USCG 
Macros II to help you create a memorandum.  
 

• Step 1:  Select File, then New. 
• Step 2:  Select Memo-Standard, then OK 
• Step 3:  Enter the correct SSIC code.  If you need help on selecting the 

SSIC code, use the Help function in Word 
• Step 4:  Tab to Date field, and either manually type the date or use the 

calendar to make a date selection.  If you need help on using the 
calendar, use the Help function in Word 

• Step 5:  If the name that appears in the From field is correct and 
sufficient, tab to the To field.  More From data can be entered or the 
existing data can be changed, if needed, prior to tabbing. 

• Step 6:  Supply the necessary names in the To field.  This field is 
limited to six lines of text.  After the names are entered, tab to the Thru 
field. 

• Step 7:  Enter the desired information in the Thru field.  The first item 
entered in the Thru field is assigned the number 1.  Each time the 
Enter key is pressed, a new number is assigned, but only numbers with 
text entered after it will print.  When all Thru information is entered, 
tab to the Subject field. 

• Step 8:  Enter the Subject text.  This field is limited to one line of text, 
which will automatically convert to uppercase when leaving the field. 
Tab to the Ref field when the Subject text is complete. 

• Step 9:  Supply the appropriate information in the Ref field.  The first 
item entered will be automatically assigned letter a.  Each time the 
Enter key is selected, a new letter is assigned, but only letters with text 
entered after it will print. 

• Step 10:  Tab into the Enclosures, Dist, and Copy fields and enter the 
appropriate data. 

 
Once the memo is complete, save and/or print the memo using typical 
Word procedures. 
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Letters 
 
 

The primary type of letter used in the Coast Guard is the business letter.  
Like the memo, the business letter has an associated macro that contains 
preformatted fields to guide you in formatting your letter. Use this macro 
just as you did when creating a memorandum.  

 
 
 

 
Additional (untestable) information is found in Chapter 3 of the 
Correspondence Manual, COMDTINST M5216.4C at the following 
website: 
 

http://www.uscg.mil/ccs/cit/cim/directives/CIM/CIM_5216_4C.pdf 
 

 
Business There are two main reasons for writing a business letter in the Coast 

Guard. Write a business letter to:  
 
1. Correspond with a non-federal agency or individual.  
2. Offer a more personal approach to someone in the Coast Guard, 

Department of Homeland Security, or Department of Defense.  
 

For additional (untestable) information, Refer to Chapter 3, Section 
A, in the Correspondence Manual, COMDTINST M5216.4C, for 
detailed information to complete the sections of the business letters.  
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Create a 
Business Letter 

You can also use USCG Macros II to create business letters. You’ll use 
these letters to correspond with non-federal agencies or individuals.  There 
are two business letter formats available in USCG Macros II:  
 
• Standard business letter  
• Business letter for window envelopes.  

 
Both letters are similar except that when the business letter for windows 
envelopes is folded properly, it can be inserted into a window envelope 
with the address showing, saving the time needed to address the envelope. 
 
Here's how to use USCG Macros II to create a standard business letter 
once the User Information screen is completed and Microsoft Word has 
been opened.  
 

• Step 1:   Select File then New.   
• Step 2:   Select Business Letter, then OK.  
• Step 3:   Enter the correct SSIC code.  If you need help on selecting 

the SSIC code, use the Help function in Word.   
• Step 4:   Tab through the Serial No, Date, To, and Salutation/Subject 

fields, entering the necessary information in each. 
• Step 5:   Enter a name in the Signature block, then TAB to specify a 

Grade or Title.  Note that the name in the Signature block will convert 
to upper case.   

• Step 6:   Turn on the check boxes by selecting the appropriate boxes 
to include the text "U.S. Coast Guard" or "By direction" at the end of 
the letter.   

 • Step 7:   In the Enclosure field, enter the number of enclosures.  If 
there are no enclosures, leave the field blank.  

• Step 8:   If a person other than the person the letter is addressed to is 
to receive an information copy, enter that addressee in the Copy block.  

 
Once the letter is complete, spellcheck it, save and/or print the memo 
using typical Microsoft Word® procedures. 
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Writing E-mail Much of the communications you'll be doing will be using Microsoft 
Outlook, the E-mail software on the Coast Guard standard workstation.  
One task that you'll perform regularly is drafting and sending E-mail 
messages, with attachments. 
 

Steps Screen 

1. Select either "Create Mail" ("New" or 
"Mail Message") from the "File" menu. 

2. When the Create Mail window opens, 
enter the E-mail address(es) of the person 
(or people) to whom the message is to be 
sent in the "To" block  (You can also 
select the address book on the "To" 
button, then select the address from the 
address book.) 

 

3. Enter the E-mail address(es) of the person 
(or people) to whom a courtesy copy of 
the message is to be sent. (You can also 
select the address book on the "To" 
button, then select the address from the  
address book.) 

 

4. Enter the subject of the E-mail  
5. Type the message.  

 

6. To add an attachment, click the "Attach" 
(paper clip) icon. 

 

 7. Locate the file to be sent and select it; 
then select the Attach button  

 

 8. Select the Send button (or "Send" from 
the "File" menu). 
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Circle the appropriate answer for the following question. Correct answers for the exercise are 
provided at the end of this E-level section. 
 
 
1. This information must be included on all correspondence in the Coast Guard because it 

serves as the file number. 
a. Date  
b. SSIC  
c. Subject  
d. Routing Symbol  
 
 

Write an “O” in front of the icons and buttons used in Outlook/E-mail and write a “W” in front 
of the icons and buttons used in Word. 
 
 
2. ______   

 
3. ______   

 
4. ______   

 
5. ______    

 
6. ______   
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Chapter 17 – Communicating  (Req. 17-4.02-P) 

 
 
 
 
 STATE the Coast Guard policy and your unit policy governing the release  
 of official information to the public. 

 
 
 
Release of 
Information to 
the Public 

In today's security-conscious environment, we must be careful what 
information is released to the public. Release of official information 
includes:  
 

• Spoken statements  
• Paper and electronic documents  
• Logs and case files  
• Message traffic  
• Photographs  
• Videotape  
• Audio recordings.  

 
The Coast Guard has policies established at both the Unit and 
Organizational level for the kind of information that can be released, and 
through what channels.  
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Unit Policy for 
Release of 
Information to the 
Public 
 

Each Coast Guard unit commander determines who can release and what 
kind of information can be released to the general public and news media.  
This decision is made in accordance with the policies and guidelines in the 
(untestable) Coast Guard Public Affairs Manual, COMDTINST 
M5728.2C. 
 
The Coast Guard’s overall Public Affairs policies authorize units to permit 
any or all personnel to speak to the public and news media.  
 
It is important for you to know your unit’s policies and to review the 
Coast Guard’s organizational polices in Chapters 1 and 2 of the Public 
Affairs Manual. This untestable link is located at: 
 

http://www.uscg.mil/ccs/cit/cim/directives/CIM/CIM_5728_2C.pdf 
 
Every time you transfer to a new unit, either PCS or TDY, ask about the  
unit public affairs information release policies. Your supervisor or unit 
Public Affairs Officer (PAO) can tell you:  
 

• What your unit’s specific policies are  
• If you are authorized to release information  
• What kind of information you can release  
• What types of questions you can answer  
• Whether requests for information must be referred to the PAO or 

someone else in the command. 
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Unit Policy for 
Release of 
Information to the 
Public 
(continued) 
 

Unit policies differ based on variables such as:  
 

• Size of the unit  
• Level of personnel training  
• Unit mission  
• Types of public or news media inquiries.  
 
The following is an example of a unit media release policy that shows 
how to handle different types of reporters’ inquiries.  
 

You are a watch stander in an operations center. As part of your 
duties, you might be authorized to provide information to different 
types of news media according to unit release policies. For 
example, your unit policy may authorize and require you to:  
 

• Brief local news media about search and rescue cases.  
• Brief “national media” -- such as TV network news, news wire 

services, or major newspapers outside your area, such as the 
New York Times or San Francisco Chronicle about search and 
rescue cases AND immediately notify the Public Affairs Officer 
that national media are now interested in the story.  

• Refer any questions from local or national media about 
Homeland Security and law enforcement operations or other 
policy issues to the unit Public Affairs Officer.  

 
 
Organizational: 
Coast Guard Policy 
for Release of 
Information to the 
Public 
 

In the Coast Guard, we want to share our story with the public as quickly 
as possible. All Coast Guard personnel can help tell that story.  
 
Coast Guard personnel must follow their unit’s policy for the release of 
information to the public. When they are authorized to release 
information, they must stay within their area of expertise and knowledge.  
 
The Coast Guard Public Affairs Manual contains a wide range of 
information about how, when, and why people in the Coast Guard should 
release information to the general public and news media.  
 
Two important parts of the Coast Guard’s public affairs information 
release policy that affect personnel are:  
 
• “Maximum disclosure with minimum delay,” [PA Manual, Ch1.B.1.]  
• “If you do it, or are responsible for something, you can talk about it.” 

[PA Manual Ch 2.D.3.]  
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Release of 
Information 
Limitations 
 
 
 
 
 
 
 
 

Many factors need to be considered that could limit what and how much a 
member can respond to requests for information. These factors include:  
 

• Unit information release policies  
• Operational security  
• Investigations  
• Law enforcement plans or operations  
• Homeland security and national defense operations  
• Privacy laws  
• Emergency circumstances. 
 
Use the “SAPP” rule (Security, Application, Policy, Propriety) to decide if 
the information can be released 
 

Security.  Is the information classified or will it impact operational security? 

Accuracy.  Is the information complete and correct? 

Policy.  Would release violate Coast Guard or unit policy? 

Propriety.  Is it appropriate for the Coast Guard to release the information? 
  

Clarification of a few SAPP applications are presented here.  
 

• For “Security,” the rule is quite simple. If you know the information is 
classified, it cannot be released.  

• For “Accuracy,” the information is either correct, or it isn't.  

• For “Policy,” familiarize yourself with the policy that affects release 
of information. If unsure if the information can be released, check 
policy. 

• “Propriety,” however, could require you to make a judgment call. 
What is considered “appropriate” changes from situation to situation. 

 
 For example, a graphic description of the physical condition of a body  

recovered from a violent accident may be factual, unclassified, and part  
of the case file. However, if you are asked questions about specific  
physical conditions of the body in a media interview, consider that your  
answer could be insensitive to the family of the victim and that  
such details do not serve any immediate public need. Your response in  
this example can be that it is more appropriate for this information to  
come from civil authorities, such as a coroner.  
 
If you are unsure if the information is releasable, contact your supervisor 
or unit Public Affairs Officer.  
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Freedom of 
Information Act 
(FOIA) 

Coast Guard personnel may be faced with a request for information based 
on the Freedom of Information Act (FOIA). FOIA is a federal law that 
ensures the public has access to government records, and spells out steps 
and procedures for providing information.  
 
A FOIA request often is connected to legal or policy issues, but may also 
be used by researchers, students, or the general public. Unless handling 
FOIA requests is part of official duties, Coast Guard members should 
refer any such requests to their supervisor or unit legal officer.  
If a news media representative mentions or requests information under 
FOIA, the unit PAO should also be notified.  
 
The Coast Guard Freedom of Information and Privacy Act Manual 
COMDTINST M5260.3 (series) gives guidance for responding to requests 
for records under FOIA. Additional untestable information can be 
found in this manual located on the following website: 
 

http://www.uscg.mil/ccs/cit/cim/directives/CIM/CIM_5260_3.pdf 
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Select two important parts of the Coast Guard’s public affairs information release policy 
that affect personnel. Correct answers for the exercise are provided at the end of this E-level 
section. 
 
 
______  1.  Apply the SAPP rule.  
 
______  2.  Security must come first.  
 
______  3.  If you do it, or are responsible for something, you can talk about it.  
 
______  4.  Everything through the proper chain of command.  
 
______  5.  Loose lips sink ships.  
 



 
 
 
 
 
 

E-PME Study Guide                                        E4 -194 

Chapter 17 – Communicating  (Req. 17-4.03-P) 

 
 
 
 
 INSTRUCT subordinates on Coast Guard policy regarding the release of  
 photographs, video, and audio of Coast Guard activities. 
 
  
 
Release of 
Multimedia 
 

Photographs, videotapes, and audio recordings of Coast Guard operations 
are important for:  
 

• Operational and public affairs purposes  
• Evidence in law enforcement cases  
• Training  
• Historical documentation.  

 
It is important to understand the Coast Guard's policies regarding the 
release of photographs, videotapes, and audio recordings of Coast Guard 
activities. All such material must go through the review and release 
process as other official information. Refer to your unit's release policies 
to establish the appropriate steps and procedures.  
 
To further educate yourself and instruct others on how to properly release 
photographs, video, and audio of Coast Guard operations, review Chapters 
2 and 5 of the Public Affairs Manual, COMDTINST M5728.2C.  
This information is not testable.  
 

http://www.uscg.mil/ccs/cit/cim/directives/CIM/CIM_5728_2C.pdf 
 
All photos, video, and audio tape of Coast Guard activities made by Coast 
Guard personnel while on duty, or aboard Coast Guard units, are 
considered official information, regardless if the information was captured 
on government-owned or ‘personal’ equipment.  
 
Your position in the government makes your access to units and 
newsworthy incidents possible. As such, this material may not be sold or 
released to the public or news media by you or individual Coast Guard 
members...it must go through the official release process.  
 
Additional untestable information can be found on the Coast Guard 
Photo Web site: www.uscg.mil.  
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Answer the following question. The correct answer for the exercise is provided at the end of this 
E-level section. 
 
 
1. The release of photographs, videotapes, and audio recordings of Coast Guard activities must 

go through the same review and release process as ________.  
a. Other official information  
b. Freedom of Information Act requests  
c. Homeland Security rules and regulations  
d. Coast Guard messages 
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Chapter 4 – Enlisted Heritage  
 
♦ Page E4-6 [Requirement  4-4.01-K]  
 
Match each significant event on the left with the year of inception from the list on the right.  
 

Event 
 

E The Coast Guard was born. 

C Specialty or rating marks for petty officers became official. 

D The Navy recognized three classes of petty officers: First, Second, and 
Third. 

A The petty officer rate became official. 
B Naval petty officers got their first rate insignia. 

Year 
 
A. 1808  
B. 1841  
C. 1866  
D. 1885  
E. 1915  
 

 
♦ Page E4-16 [Requirement  4-4.02-K]  
 
Select True or False for each question. 
 

__ True 
__ False 

1. The office of the Master Chief Petty Officer of the Coast Guard (MCPOCG) 
came into existence on July 17, 1971. 

 
__ True 
__ False  

2. The office of the MCPOCG was established by order of the Commandant. 
 
 

__ True 
__ False  

3. The MCPOCG is the most senior enlisted member of the Coast Guard. 
 
 

__ True 
__ False 
 

4. The MCPOCG has the pay grade designation of E-9. 
 

__ True 
__ False 

5. The tour of assignment for the MCPOCG is four years. 

Answer Key 
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Chapter 5 – Enlisted Rate/Pay Grade 
 
♦ Page E4-22 [Requirement  5-4.03-K]  
 
Circle the correct answer.  
 
1. As a rule, the petty officer’s __________ dictates the level of authority, responsibility, and 

accountability.  
a. Commanding officer  
b. Senior petty officer  
c. Rate  
d. Expertise  

 
2. Title 14 USC, section 89, gives petty officers authority to board a vessel under U.S. 

jurisdiction at any time and ________. 
a. Inspect and search the vessel  
b. Examine ship documents and papers  
c. Address inquiries to those on board  
d. All of the above.  

 
3. Rating Force Master Chiefs are tasked to __________. 

a. Oversee development of Enlisted Performance Qualifications (EPQs)  
b. Coach  
c. Interrogate personnel on board  
d. All of the above.  
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Chapter 6 – Leadership 
 
♦ Page E4-25 [Requirement  6-4.01-K]  

 
Circle the correct answer.  
 

1. The system the Coast Guard uses to grow its workforce into leaders. 
a. Leadership Development 
b. Effective Leadership  
c. Leadership Competencies  
d. Leadership Performance Expectations 

 
2. To achieve desired results by providing the right tools, information, and working 

environment, and fostering commitment among your followers.  
a. Leadership Development 
b. Effective Leadership  
c. Leadership Competencies  
d. Leadership Performance Expectations 
 

3. The leadership knowledge, skills, attitudes, and abilities that the Coast Guard requires of 
each individual. 
a. Leadership Development 
b. Effective Leadership  
c. Leadership Competencies  
d. Leadership Performance Expectations 

 
4. Measurable behavioral patterns essential to leading. 

a. Leadership Development 
b. Effective Leadership  
c. Leadership Competencies  
d. Leadership Performance Expectations 
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 Chapter 7 – Standards of Conduct 
 

♦ Page E4-46 [Requirement  7-4.01-K]  
 
Answer the following questions.  
 

1. A local telephone company has sent an unsolicited complimentary 30-minute prepaid 
calling card (each worth $20.00) to every member of a Coast Guard command in 
appreciation for their service to our country. (Some cynics contend that this was a blatant 
public relation gimmick.) The telephone company’s name and logo are printed in bold 
colors on each calling card.  

 
 Can all command members accept the gift calling card?   Yes 
 

All command members can accept the gift calling cards as the card is an individual gift 
offered to each member of the command.   Since each gift card is offered because of the 
intended recipient’s Coast Guard status, the general gift rule applies…unless an exception 
permits it, no member of the command can accept any gift from any outside source that is 
offered because of the member’s federal status or position.  

 
However, an exception does apply in this case. Because the calling card is a non-cash gift 
and each individual card does not exceed $20, each member of the command is permitted 
to accept the calling card. But the aggregate value of all gifts from that source during a 
calendar year cannot exceed $50.  

 
Refer to Sections 2.C of COMDTINST M5370.8B (Standards of Ethical Conduct). For 
any questions concerning gifts, contact an ethics attorney.  

 
2. PO Purple is the president of the local Enlisted Petty Officer Association (EPOA). The 

Association is composed of all Petty Officers assigned to the command. PO Purple, as the 
Association president, wants to conduct an Association fundraiser at her command. The 
raised funds would help pay for corrective laser eye surgery for the command’s armorer, 
who is also the small arms marksmanship instructor. PO Purple wants to solicit cash 
donations from members of the command.  

 
Can PO Purple conduct her fundraiser?  Yes  

 
PO Purple can conduct the fundraiser but with certain restrictions. If she obtains the CO’s 
approval, PO Purple is permitted to solicit cash donations for the picnic from all Petty 
Officers in the command. And she can use her office computer and the e-mail system to 
solicit the donations. However, she cannot solicit donations from any other members of 
the command.  

 
 
 



E-4 E-PME   Answer Key 

E-PME Study Guide                                        E4 -200 

Chapter 7 – Standards of Conduct (continued) 
 

 Page E4-25 [Requirement  6-4.01-K]  (continued) 
 

Basis:  The workplace fundraising rules that impacted adversely on PO Green in 
scenario #3 do not apply here. Organizations composed primarily of Coast Guard 
members or employees, or their dependents, may raise funds among members for 
organizational support or for the benefit of welfare funds for their members. The funds 
for the corrective laser eye surgery fall under this category.  
 
Refer to Sections 2.I.4 and 2.H.3 of COMDTINST M5370.8B (Standards of Ethical 
Conduct). For any questions concerning fundraisers, contact an ethics attorney.  
 
Additional untestable information can be found in COMDTINST M5370.8B, Standards 
of Ethical Conduct.  
 

 
 
3. As an MWR event, CPO Friendly’s command is having a well-deserved family day picnic. 

The Executive Officer has given the command’s Spouse Club permission to set up a booth at 
the picnic and to conduct a fundraising pastry sale and raffle. Raffle proceeds will be used to 
purchase subscriptions to the award-winning Ethics in Government magazine for unit 
members about to depart on a long patrol.  

 
Three of the prizes being raffled off include opportunities for dependent children of lucky 
winners to ride in a small boat, ride in a helo, and to spend a workday with Chief Friendly.  
After being chastised for trying to fix his brother-in-law's citation (scenario #6), Chief 
Friendly has become much more sensitive to ethics issues and wonders whether it is ethical 
(or wise) to raffle off an opportunity for children to spend a day with him.  
 

Can Chief Friendly go along with this raffle? No 
 
Good for Chief Friendly! He has reason to be concerned. He knows that a raffle is a form of 
gambling, even if all prizes are noncash prizes. In addition, depending on where it is 
conducted and who participates, the raffle might be prohibited by state law, federal 
regulation, or Coast Guard regulation.   Also, it is an ethics violation to use Coast Guard 
property, personnel, or access to personnel as a fundraising prize.  

 
Basis: Refer to Section 2.H.3 of COMDTINST M5370.8B (Standards of Ethical 
Conduct). For any questions concerning gambling or misuse of position, contact an ethics 
attorney.  
 
Refer to Sections 2.I.4 and 2.H.3 of COMDTINST M5370.8B (Standards of Ethical 
Conduct). For any questions concerning fundraisers, contact an ethics attorney.  
 
Additional untestable information can be found in COMDTINST M5370.8B, Standards 
of Ethical Conduct.  
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Chapter 7 – Standards of Conduct (continued) 
 

 Page E4-25 [Requirement  6-4.01-K] (continued) 
 

4. PO O’Hara is a highly skilled computer technician assigned to Coast Guard 
Headquarters. He works alongside several highly-paid civilian computer technicians. 
The civilian technicians are employees of a contractor, Fix-It, who has a support 
contract with the Coast Guard. Although Fix-It employees try their best to keep the 
computers fully functional, the problems that plague the HQ computers could be 
alleviated if the support contractor had more technicians on the job.  
 
A Fix-It representative contacts PO O’Hara and offers him what appears to be an 
outrageously high sum of money to work as an off-duty employee on the weekends. PO 
O’Hara’s Coast Guard duties do not require him to work weekends, to supervise any 
Fix-It employees, nor to participate in any matters involving the support contractor.  
 
PO O’Hara sees no conflict of interest and decides to accept the job offer. Was this a 
good decision? No 
 
This was not a good decision. PO O’Hara has read scenario #7 and scenario #8 and 
now knows that Section 2.I.1 of COMDTINST M5370.8B provides ethics guidance 
about off-duty employment. However, he hasn’t followed up and read paragraph 16.E 
of the Personnel Manual, COMDTINST M1000.6(series).  

 
When he does, PO O’Hara will find out that all Coast Guard personnel are ordinarily 
barred from off-duty employment with any company that has direct business dealings 
with the Coast Guard.  

 
Basis:  Since the support contractor has direct business dealings with the Coast 
Guard, it is likely that PO O’Hara cannot work for that company. However, that rule 
is not a flat rule…so when PO O’Hara complies with paragraph 16.E of the Personnel 
Manual and notifies his CO about his off-duty employment plans, his CO, with the 
assistance of an ethics attorney, can determine whether O’Hara’s off-duty 
employment plans are dashed. 
 
Refer to Section 2.C of COMDTINST M5370.8B (Standards of Ethical Conduct) and 
. paragraph 16.E of the Personnel Manual  For any questions concerning outside 
employment, contact an ethics attorney.  
 
Additional untestable information can be found in COMDTINST M5370.8B, 
Standards of Ethical Conduct.  

 
 
 
 
 

Chapter 7 – Standards of Conduct (continued) 
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 Page E4-25 [Requirement  6-4.01-K] (continued) 
 
5. CPO Honest has been told by a shipmate that, because of his duties, Chief Honest must 

file a Confidential Financial Disclosure Report (CFDR).  CPO Honest wants to do the 
right thing, but he is reluctant to disclose his finances to strangers.  
 
Is information readily available to CPO Honest about whether he is obligated to file a 
CFDR? Yes 

 
CPO Honest needs to start with Section 2.E.9 of COMDTINST M5370.8B (Standards of 
Ethical Conduct). That paragraph will refer him to the Coast Guard Financial Disclosure 
Instruction, which will provide him with CFDR information.  
 
CPO Honest should then contact his servicing Ethics attorney.  

 
Basis: Refer to Section 2.E.9 of COMDTINST M5370.8B (Standards of Ethical 
Conduct) and . paragraph 16.E of the Personnel Manual  For any questions concerning 
conflicts of interests, contact an ethics attorney.  
 
Additional untestable information can be found in COMDTINST M5370.8B, 
Standards of Ethical Conduct.  
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 Chapter 9 – Enforcing Standards 
 
♦ Page E4-56  [Requirement  9-4.01-K]  
 
Match the enlisted members’ rights with the appropriate category.  
 

Enlisted Members’ Rights Category 
 

4 Right to speak to an attorney. 

1 Right to an inventory of seized items. 

3 Right NOT to attend supplemental training on Sabbath 

2 Right to request a particular mast representative. 

 
1. Probable cause search  
2. UCMJ infractions  
3. EMI  
4. Rights of the accused  
 

 
 
 

Chapter 10 – Supervisory Responsibility 
 
♦ Page E4-62 [Requirement  10-4.01-K]  
 

Match each responsibility with the appropriate personnel. Note that some personnel are 
responsible for more than one listed responsibility. 
  

Responsibility 
 
 
C Ensures the member is counseled. 

B Darkens in the appropriate ovals. 

C Complies with the change procedures in Article 
10.B.10.b. 

A Evaluates performance and places an “X” within 
the appropriate oval. 

Rating Chain 
Personnel 

 
A. Supervisor  
B. Marking Official  
C. Approving Official  
D. Appeal Authority  
 
 

C Ensures all required written comments are 
provided. 

 

B Enters the numerical equivalent in the “Mark” 
column. 

 

A Gathers input on a subordinate’s performance and 
behavior. 
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Chapter 10 – Supervisory Responsibility (continued) 
 

♦ Page E4-71  [Requirement  10-4.01-P]  
 

Match each statement with its performance category.  
 

Statement Performance Category 
 
A. Performance 
B. Leadership  
C. Military  
D. Professional Qualities 
E. Conduct  
 

 

1. D Evaluates degree of cooperation with other people or 
 units to achieve common goals 

2. C Evaluates extent of well-groomed appearance in  
  uniform. 

3.   A Evaluates degree to which personnel and material resources 
 are used 

4. E Evaluates degree of conformance to military tradition, 
  customs, and courtesies 

5. B Must provide written comments for E-6 personnel  
  evaluation. 

 

 

 

Chapter 11 – Personnel Issues 
 
♦ Page E4-83  [Requirement  11-4.01-K]  
 

Match each definition with its financial tool.  
 

 
 
D 
 

E 

F 
G 
B 
C 
 

Definition 
 
A savings tool to meet long-term goals. 
 
A safeguard to help protect against unexpected calamities. 
 
A useful tool for controlling your money 
 
Determines your ability to obtain credit. 
 
A cash reserve to meet emergencies. 
 
Enables consumer to purchase high-cost items. 

Financial Tool 
 
A. Credit card  
B. Savings accounts  
C. Loans  
D. Investments  
E. Insurance  
F. Personal budget  
G. Credit history  
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Chapter 13 – Personnel Systems 
 

♦ Page E4-96  [Requirement  13-4.01-K]  
 

Answer the following True or False questions.  
 

__ True 
__ False 

A Dislocation Allowance (DLA) cannot be paid in advance.  
 

__ True 
__ False 

A member’s grade and dependency status determine the prescribed weight 
allowance. 
 

__ True 
__ False 

The Coast Guard may limit the amount of household goods shipped. 
 

__ True 
__ False 

When purchasing your own ticket, you are entitled for full reimbursement, no 
matter how much it costs. 
 

__ True 
__ False 

If you have a baby after the EDO, you can claim the baby as a dependent for 
reimbursement purposes 
 

__ True 
__ False 

Per Diem is paid on a whole calendar day basis. 
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Chapter 13 – Personnel Systems (continued) 
 
♦ Page E4-97  [Requirement  13-4.01-K]  
 

Circle the appropriate answer to the following questions.  
 
1. For POC travel mileage reimbursement, three authorized travelers are entitled to ______. 

a. $0.15 per mile  
b. $0.16 per mile  
c. $0.18 per mile  
d. $0.19 per mile 

 
2. The maximum allowance for authorized temporary lodging expense is ______.  

a. $150.00 per day  
b. $175.00 per day  
c. $180.00 per day  
d. $185.00 per day  

 
3. Temporary Lodging Allowance (TLA) is authorized for a period NOT more than ______.  

a. 30 days  
b. 45 days  
c. 60 days  
d. 75 days  

 
4. Members may request advance pay for up to ______. 

a. 2 months  
b. 3 months  
c. 4 months  
d. 5 months 
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Chapter 13 – Personnel Systems (continued) 
 
♦ Page E4-102  [Requirement  13-4.02-K]  
 

Circle the appropriate answer to the following questions.  
 

1. When assigning members, personnel administration follows basic assumption(s) Service 
needs. 
a. Service needs 
b. Billet structure  
c. Members are fully qualified to perform their rate duties  
d. All of the above  
 

2. The assignment year begins on ________.  
a. January 1st  
b. June 1st  
c. August 1st  
d. October 1st  
 

3. Personnel seeking to fill special assignments must ________. 
a. Make their request in writing to their immediate supervisor  
b. Submit an application to PSC  
c. Submit an application to their special assignment officer  
d. All of the above  
 

4. Panels determine the best candidate for the position of ________. 
a. Command Cadre  
b. Recruiting  
c. Company Commander  
d. All of the above  
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Chapter 13 – Personnel Systems (continued) 
 
♦ Page E4-107  [Requirement  13-4.01-P]  
 

Circle the appropriate answer to the following questions.  
 

1. All personnel in the current assignment year are _______. 
a. Not required to submit electronic resumes.  
b. Required to submit electronic resumes.  
c. Not required to apply for the SWE.  
d. Required to apply for the SWE.  
 

2. Passwords must be at least ________characters long.  
a. 4  
b. 6  
c. 8  
d. 10 

 
3. Passwords expire every _______. 

a. 30 days 
b. 60 days 
c. 90 days 
d. 120 days 
 

4. A reminder alerts you  days before password expiration. 
a. 2 
b. 3 
c. 4 
d. 7 
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Chapter 13 – Personnel Systems (continued) 
 
♦ Page E4-127  [Requirement  13-4.02-P]  
 

Select True or False for each question.  
 

__True 
__False 

PCS travel claims are submitted on Standard Form 1164. 
 

__True 
__False 
 

You must include receipts for any reimbursable items $50 or more. 
 

__True 
__False 
 

If a required receipt is lost or stolen, you must itemize and certify the expense. 
 

__True 
__False 

To be submitted to PSC for liquidation, the TONO number must begin with 10, 
11, or 12. 
 

__True 
__False 
 

In completing block 1 of the form, the only payment option is electronic fund 
transfer. 
 

__True 
__False 
 

If your dependents traveled at a different time, you need to complete a separate 
Travel Voucher with the dependent(s) itinerary in block 15.  
 

 
 
 
 



E-4 E-PME   Answer Key 

E-PME Study Guide                                        E4 -210 

Chapter 14 – Mission Preparedness 
 
♦ Page E4-132  [Requirement  14-4.01-K]  
 

Match each definition with its Operational Risk Management term.  
 
Definition 

C Continuous, systematic process of identifying and controlling 
risks in all activities 

E Real or potential condition that can endanger a mission 
D Degree of damage, injury, or impact on a mission 

B The determined chance of personal injury or property 
damage or loss 

A Unplanned event(s) causing death, injury, occupational 
illness, or damage 

H The amount of time or equipment, and/or number of cycles 
or people involved in a given event 

I  The likelihood an individual event will occur 

F Systematic process of evaluating various risk levels for 
specific hazards 

G Specific scaled risk degrees determined by the ORM process 

ORM Term 
 
a. Mishap 
b. Risk 
c. Operational Risk 

Management 
d. Severity 
e. Hazard 
f. Risk assessment 
g. Risk rating scale 
h. Exposure 
i. Probability 
 

 
 

♦ Page E4-140  [Requirement  14-4.02-K]  
 

Answer the following True or False questions.  
 

__True 
__False 

1. Coast Guard response personnel can come from the Coast Guard 
Auxiliary. 

 
__True 
__False 

2. The Incident Commander is the highest-ranking person at the unit.  
 

__True 
__False 
 

3. The Incident Command System is a standardized response management 
system. 

 
__True 
__False 
 

4. The principles of the NIMS ICS are limited to certain types of incidents.  
 

__True 
__False 

5. In the ICS, each agency participating in the response is dependent on the 
initial responding agency.  

 
Chapter 15 – Safety 
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♦ Page E4-160  [Requirement  15-4.01-K]  
 
Answer the following True or False questions.  
 
__True 
__False 

1. Any machine part, function, or process that could cause injury must have 
safeguards in place. 

 
__True 
__False 

2. A Closed Compartment Opening Request Form is required to open confined 
spaces.  

 
 

__True 
__False 

3. Examples of permit-required confined spaces on cutters and other vessels 
include wing tanks, fuel cells, APO spaces, and center tanks.  

 
__True 
__False 

4. Flywheels, shafts, generators, and clutches are all common moving parts found 
in a machinery space.  

 
__True 
__False 

5. A lockout/tagout system is NOT necessary when deenergizing and securing 
electrical equipment.  

 
__True 
__False 

6. In certain instances, it is permissible for a person to work on electrical 
equipment alone.  

 
__True 
__False 

7. Personal protective equipment is required when handling flammable or toxic 
materials.  

 
__True 
__False 

8. Universal Precautions is an infection control approach developed by the Coast 
Guard that recognizes direct contact with body fluids is infectious.  

 
__True 
__False 

9. Completing a Man Aloft Chit before sending a person to work afloat is optional. 
 
 

__True 
__False 

10. When using a stage for a person working over the side, rigging a manrope to 
one end is optional.  

 
__True 
__False 

11. Each unit is required to have a written plan for the decontamination of bio-
hazardous material.  
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Chapter 16 – Security 
 
♦ Page E4-164 [Requirement  16-4.01-K]  
 

Definition 
 
B  1.  This condition applies when there is a general threat of 

possible terrorist activity directed against units and personnel, 
the nature and extent of which are unpredictable. 

 

E  2. This condition applies in the immediate area where a terrorist 
attack  has occurred or when intelligence has been received 
that terrorist action against a specific location is likely. 

D  3. This condition applies when an incident occurs or when 
intelligence is received indicating that some form of terrorist 
action against units and personnel is imminent. 

 

A  4. This condition applies when a general threat of possible 
terrorist activity exists but warrants only routine security 
posture. 

 

C  5. This condition applies when an increased and more predictable 
threat of terrorist activity exists. 

Terrorist Threat 
Level 

 
A. FPCON Normal 
B. FPCON Alpha 
C. FPCON Bravo 
D. FPCON Charlie 
E. FPCON Delta 
 

 
 



E-4 E-PME   Answer Key 

E-PME Study Guide                                        E4 -213 

Chapter 17 – Communicating 
 
♦ Page E4-175 [Requirement  17-4.01-K]  
 

Answer the following questions.  
 
1. Prior to presenting the training objective, the instructor should provide _______. 

a. An overview of the main points  
b. Assessment/testing methods  
c. Performance feedback  
d. Why the training is important  

 
2. A testing strategy that includes verifying that health and safety guidelines are met and the 

desired outcome is achieved is a ________ strategy. 
a. Procedure  
b. Outcome  
c. Combination  
d. Product  

 
♦ Page E4-184 [Requirement  17-4.01-P]  
 

Circle the appropriate answer for the following question.  
 
1. This information must be included on all correspondence in the Coast Guard because it 

serves as the file number. 
a. Date  
b. SSIC  
c. Subject  
d. Routing Symbol  

 
Write an “O” in front of the icons and buttons used in Outlook/E-mail and write a “W” in 
front of the icons and buttons used in Word. 
 
2. O   
 

3. O   
 
4. W 

 
 

5. O    
 

6. O   
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Chapter 17 – Communicating (continued) 
 
 
♦ Page E4-190 [Requirement  17-4.02-P]  
 

Select two important parts of the Coast Guard’s public affairs information release policy that 
affect personnel.  
 
1. Apply the SAPP rule.  
2. Security must come first.  
3. If you do it, or are responsible for something, you can talk about it.  
4. Everything through the proper chain of command.  
5. Loose lips sink ships.  
 
 

♦ Page E4-192 [Requirement  17-4.03-P]  
 

Answer the following question.  
 

1. The release of photographs, videotapes, and audio recordings of Coast Guard activities 
must go through the same review and release process as ________.  
a. Other official information  
b. Freedom of Information Act requests  
c. Homeland Security rules and regulations  
d. Coast Guard messages  

 



  

 
 
 

A 
Admeasure  

To measure the various dimensions, capacities, and tonnage of a ship for official registration.  

Automated Mutual-assistance Vessel Rescue (AMVER) System  

The Automated Mutual-assistance Vessel Rescue system is an international program run by 
the Coast Guard to provide resources to help any vessel in distress on the high seas. 
Participating merchant vessels provide sailing plans, periodic position reports, and a list of 
the vessels’ capabilities to the Coast Guard. The AMVER center then provides a surface 
picture to rescue centers that contains the position of participating ships in the vicinity of an 
emergency that can be used to assist a vessel in distress.  

Acceptable Presence  
Forward presence by U.S. forces that regional countries do not find threatening or 
objectionable.  

Aids to Navigation  

Equipment used to assist mariners in determining position and warn of dangers and 
obstructions by providing references such as audio, visual, or electronic signals.  

Armed Service  

An organized military force of a nation or group of nations.  
 
 

B 
Battle Streamers  

Battle streamers are 2 3/4-inch wide by 4-foot long cloth ribbons that are attached to the 
ceremonial version of our Coast Guard colors. They represent Coast Guard heroic actions in 
naval engagements throughout the history of our Service. Our earliest battle streamer is for 
the Maritime Protection of the New Republic from 1790-1797. The Coast Guard started 
using battle streamers in 1968.  

 

C 
Capability  



 
 

The ability to execute a specified course of action.  

Command and Control  

The exercise of authority and direction by a properly designated commander over assigned 
and attached forces in the accomplishment of the mission. Command and control functions 
are performed through an arrangement of personnel, equipment, communications, facilities, 
and procedures employed by a commander in planning, directing, coordinating, and 
controlling forces and operations in the accomplishment of the mission.  

Commander’s Intent  

The commander’s intent conveys the “end state” and the commander’s desired course of 
action. The concept of operations details the commander’s estimated sequence of actions to 
achieve this end state and contains essential elements of a plan—i.e., what is to be done and 
how the commander plans to do it. The commander’s intent reflects the individual’s vision 
and conveys the commander’s thinking through mission-type orders, in which subordinates 
are encouraged to exercise initiative and are given freedom to act independently.  

CQA  

Commandant's Quality Award  

Culture  

The beliefs, customs, and institutions of an organization.  
 

 

D 
Doctrine  

Fundamental principles by which military forces or elements thereof guide their actions in 
support of national objectives. It is authoritative but requires judgment in application.  

Domestic  

Pertaining to one’s own or a particular country.  
 



 
 

E 
Exclusive Economic Zone (EEZ)  

The Exclusive Economic Zone is comprised of those waters seaward of a coastal state’s 
territorial sea and extending no further than 200 nautical miles from the baseline from which 
the territorial sea is drawn. In this zone, a coastal state may exercise jurisdiction and control 
over natural resources, both living and non-living.  

Effective Presence  

Having the right assets and capabilities at the right place at the right time.  

Enlisted Performance Qualifications (EPQs)  

Those core competencies that are observable and measurable, that enlisted personnel in each 
rating are required to successfully perform. EPQs are directly reflective of job tasks required 
for mission accomplishment. They are a foundational element to the enlisted advancement 
system.  

 

 

F 
Force-in-Being  

Forces that are capitalized and in a sufficient state of readiness to respond as needed. As one 
of the nation’s five Armed Forces, the Coast Guard is a specialized, capitalized, 
complementary, non-redundant force-in-being available to the National Command 
Authorities as a specialized instrument of national security.  

Function  

See Roles.  
 

 

H 
High Seas  

The sea or ocean beyond the territorial waters and contiguous zone of a country.  

Humanitarian  

Having concern for or helping to improve the welfare of mankind.  



 
 

Hyperlinks  

Electronic links that enable the user to quickly jump from one location or activity in 
electronic documentation to another.  

 

 

I 
International Maritime Organization (IMO)  

The International Maritime Organization is a specialized agency of the United Nations that is 
responsible for improving maritime safety and preventing pollution from ships.  

Intermodal  

The relationship between different modes of transportation. An “intermodal connection” is a 
place where cargoes move from one mode of transportation to another, such as a container 
yard where shipping containers are transferred from ships to trucks or rail cars.  

International  

Between or among nations or concerned with the relations between nations.  
 

 

J 
Job Task Analysis (JTA)  

A type of performance analysis that determines the duties and tasks that are, or should be, 
performed by personnel occupying a given type of job or fulfilling a given function.  

Joint  

Activities, operations, or organizations in which elements of more than one armed service of 
the same nation participate.  

 

 

L 
Lightering  

The process of discharging or loading vessels anchored offshore. In the United States, the 
term generally is used to describe the process of offloading liquid cargo from a large tanker 
located in a designated “lightering zone” into smaller coastal tankers or barges.  

 



 
 

  M 
Mandate  

To authorize or decree a particular action, as by the enactment of a law.  

Maritime Defense Zone (MDZ)  

In 1984, the Secretary of Transportation and Secretary of the Navy signed a memorandum of 
agreement establishing Maritime Defense Zone Commands to coordinate the defense of the 
coastal United States. Coast Guard Atlantic Area and Pacific Area Commanders are 
responsible to their respective Navy Fleet Commanders-in-Chief for coastal defense planning 
and operations, as well as for validating the requirements for naval coastal warfare missions. 
Since 1994, MDZ has expanded to include foreign harbor defense, port security, and coastal 
sea control in littoral areas. The MDZ Commanders employ forces composed of active and 
reserve units of the Coast Guard and Navy.  

Memorandum of Agreement  

An agreement between two or more agencies concerning mutually supporting services and 
responsibilities.  

Missions  

1. The mandated services the Coast Guard performs in pursuit of its fundamental roles. Syn: 
Duties. The missions the Coast Guard performs in fulfilling its roles are:  

• Search and Rescue;  
• Marine Safety;  
• Recreational Boating Safety;  
• Port and Waterways Security;  
• Maritime Law Enforcement—Drug Interdiction;  
• Maritime Law Enforcement—Living Marine Resources;  
• Maritime Law Enforcement—Alien Migrant Interdiction;  
• Maritime Law Enforcement—General;  
• Marine Environmental Protection;  
• Aids to Navigation;  
• Ice Operations;  
• Bridge Administration;  
• Vessel Traffic Management;  
• National Defense;  
• International Ice Patrol.  

2. Tasks or operations assigned to an individual or unit.  



 
 

Marine Transportation System (MTS)  

The Marine Transportation System consists of waterways, ports, and their intermodal 
connections, vessels, vehicles, and system users. each component is a complex system within 
itself and is closely linked with the other components.  

 

 

N 
National Security  

National Security:  

1. A collective term encompassing both the national defense and foreign relations of the 
United States. Specifically, the condition provided by a military or defense advantage 
over any foreign nation or group of nations.  

2. A favorable foreign relations position.  

3. A defense posture capable of successfully resisting hostile or destructive action from 
within or without, overt or covert.  

 

 

O 
Occupational Analysis (OA)  

OA refers to a number of procedures to measure the job structure of an occupation. In most 
organizations, these procedures are referred to as “job analysis”. However, most analysts for 
military organizations examine “job” families such as those in the Coast Guard enlisted 
rating structure.  

Oil Skimming Operation (OA)  

All oil skimmers rely on specific gravity, surface tension, and a moving medium to remove 
floating oil from a fluid's surface. Floating or sinking oil cling to skimming media more 
readily than water. Skimming media in the shape of a belt, disk, drum, etc. allows the media 
to pass through a fluid surface to pick up oil with very little water. The oil material is 
subsequently removed from the media with wiper blades or pinch rollers.  

 



 
 

P 
Port State Control Program  

The Port State Control program exists under congressional mandate to eliminate sub-standard 
vessels from U.S. waters. It came about as a result of an increased number of non-U.S. flag 
commercial and passenger vessels arriving and departing U.S. waters. The program requires 
boardings of foreign flag vessels prior to their entry to U.S. ports to ensure compliance with 
international conventions such as SOLAS (Safety Of Life At Sea) and MARPOL (Prevention 
of Pollution from Ships) and provides for detention of vessels found not in compliance with 
requirements.  

Principles of Military Operations Other Than War (MOOTW)  

The principles of military operations other than war represent the best efforts of military 
thinkers to identify those aspects of the use of military capabilities across the range of 
military operations short of war that are universally true and relevant. Military operations 
other than war focus on deterring war, resolving conflict, and promoting peace, and may 
involve elements of both combat and non-combat operations in peacetime, conflict, and war.  

Principles of War  

The principles of war represent the best efforts of military thinkers to identify those aspects 
of warfare that are universally true and relevant. The principles of war generally focus on 
large-scale, sustained combat operations, during which the primary goal is to win as quickly 
and with as few casualties as possible.  

 

 

R 
Regulatory  

Of or concerning a rule, law, order, or direction from a superior or competent authority 
regulating action or conduct.  

Roles  

The enduring purposes for which the Coast Guard is established and organized. Syn: 
Functions. Our fundamental roles are:  

• Maritime Security. Protect America’s maritime borders and suppress violations of 
federal law in the maritime region.  

• Maritime Safety. Save lives and property at sea through prevention and response 
activities.  

• Protection of Natural Resources. Protect the marine environment and the natural 
resources within it through prevention and response activities.  



 
 

• Maritime Mobility. Provide essential services that undergird an effective, efficient, 
and safe marine transportation system.  

• National Defense. Defend the nation as a full partner with the Navy and the other 
U.S. Armed Forces in support of America’s national security and military strategies 
and operations.  

 

 

S 
Search and Rescue (SAR)  

Search and Rescue is the use of available resources to assist persons and property in potential 
or actual distress. The Coast Guard is the lead agency for Maritime SAR. The Commandant 
has divided the Maritime SAR Area into two sections, the Atlantic Maritime Area and the 
Pacific Maritime Area. The Atlantic Area Commander is the Atlantic Area SAR Coordinator, 
and the Pacific Area Commander is the Pacific Area SAR Coordinator.  

Skimming  

See definition under Oil Skimming Operation.  

Specialized Service  

An armed service specialized for a certain type or class of duties. The Coast Guard operates 
as a specialized service when part of the Navy.  

 

 

T 
Tactical Level  

The level at which the missions are actually executed. For example, a small boat responding 
to a search-and-rescue mission.  
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All testable information on this subject is presented in the E-PME Study Guide. 
For additional information, check the following sources.   
 

Chapter 1:  Global Coast Guard 
 

To learn more about the Commandant’s Direction, review the following source: 
http://www.uscg.mil/Commandant/comdnt.html  

 

Chapter 2:  Coast Guard Organization  
 

USCG Unit locations at: http://www.uscg.mil/units.html  
 

USCG Internet home page at: http://www.uscg.mil  
 

Department of Homeland Security’s Internet home page at: www.dhs.gov  
 

Chapter 3:  USCG History 
 

Coast Guard Role in Vietnam at: 
   http://www.nwc.navy.mil/press/Review/1998/spring/art3-sp8.htm 

Coast Guard Historian’s web site at: http://www.uscg.mil/hq/g-cp/history/collect.html 

Coast Guard CPO Academy web site at: http://www.uscg.mil/hq/tcpet/cpoa/index.shtm 

Naval Historical Center website at:  http://www.history.navy.mil/index.html 
 

Publications:  
 

4 Guardians of the Sea, by Robert Johnson, published by Naval Institute Press, 1990  
(ISBN 0870217208)  

4 The Coast Guardsman’s Manual 7,8,9th editions (ISBN 1-55750-450-4) 

Additional Resources 



U.S. Coast Guard  Additional Resources 
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Chapter 4:  Enlisted Heritage 
 

Coast Guard Historian’s web site at: 
http://www.uscg.mil/hq/g-cp/history/collect.html 

 
Coast Guard CPO Academy web site at: 
http://www.uscg.mil/hq/tcpet/cpoa/index.shtm 

 
Heroism Knows No Gender web page at: 
http://www.uscg.mil/hq/tcpet/cpoa/index.shtm  

   
Naval Historical Center web page at: 

  http://www.history.navy.mil/trivia/triv4-4d.htm  
 

Coast Guard Regulations Manual, COMDTINST M5000.3 (series) 
http://www.uscg.mil/ccs/cit/cim/directives/cim.html 

   
Medals and Awards Manual, COMDTINST M1650.25 (series) 
http://www.uscg.mil/ccs/cit/cim/directives/cim.html 
  

Publications:  
 

Heroes and Role Models, by ADM James M. Loy, February 1995 
 
 

Chapter 5   Enlisted Rate and Pay Grade 
 

• Coast Guard Personnel Manual, COMDTINST M1000.6 (series), Chapter 5  
http://www.uscg.mil/ccs/cit/cim/directives/cim.html 
 

• Manual for Courts-Martial (MCM) 1984  
            http://www.uscg.mil/Legal/MJ/Courts-MartialManual.pdf 
 

• Military Justice Manual, COMDTINST M5810.1 (series) 
http://www.uscg.mil/ccs/cit/cim/directives/cim.html 

 
• Uniform Code of Military Justice (UCMJ)  

 http://www.uscg.mil/legal/mj/UCMJ.pdf 
 

• Title 14 United States Code (USC) 
 http://www4.law.cornell.edu/uscode/14/pI.html 
 

• Coast Guard Regulations Manual, COMDTINST M5000.3 (series) 
 http://www.uscg.mil/ccs/cit/cim/directives/cim.html 
Chapter 6:  Leadership 



U.S. Coast Guard  Additional Resources 
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• Coast Guard Leadership Development Program, COMDTINST 5351.1 

http://www.uscg.mil/ccs/cit/cim/directives/ci.html 
 
• The Coast Guard Directives System, COMDTINST M5215.6 (series)  

http://www.uscg.mil/ccs/cit/cim/directives/cim.html 
 
• Office of Leadership and Diversity  

http://www.uscg.mil/hq/g-w/g-wt/g-wtl/ 
 
• Flag Voices from the Assistant Commandant for Human Resources – one of the main 

sources of information about important HR issues for all members of the Coast Guard at:  
       http://www.uscg.mil/hq/g-w/flagvoice/0contents.htm 

 
Commandant’s Reading List.  

      http://www.uscg.mil/hq/g-w/g-wt/g-wtl/lead/reading.htm 
 
 

Chapter 7:  Standards of Conduct 
 

The following sources are found at:  http://www.uscg.mil/ccs/cit/cim/directives/ 
 

Standards of Ethical Conduct, COMDTINST M5370.8 (series) 
Coast Guard Regulations,  COMDTINST M5000.3 (series),  Article 4-1-15-A-(3) 
Coast Guard Personnel Manual, COMDTINST M1000.6 (series)  
Chapters 8.J and 16.c 
Financial Disclosure Reports, COMDTINST 5370.9A  

 
 

Chapter 8:  Standards of Appearance 
 

To find historical information and photos of CG uniforms and insignia, go to the CG 
Historian web page at: http://www.uscg.mil/hq/g-cp/history/collect.html 
 
NOAA Corps Insignia at:http://www.noaacorps.noaa.gov/insignia.html 
 



U.S. Coast Guard  Additional Resources 
 
 

 
E-PME Study Guide R-4

Chapter 8: Standards of Appearance (continued) 
 

The following sources are found at:  http://www.uscg.mil/ccs/cit/cim/directives/ 

4 Uniform Regulations Manual, COMDTINST M1020.6 (series)  
4 Medals & Awards Manual, COMDTINST 1650.25 (series)  
4 Allowable Weight Standards for Coast Guard Military Personnel, 

COMDTINST M1020.8 (series) 
4 Coast Guard Health Promotion Manual, COMDTINST M6200.1 
4 Tattoo and Body Markings Policy for Coast Guard Accessions, COMDTINST 1000.1  

 

Publications:  
 

4 The Coast Guardsman’s Manual, 7, 8, 9th editions (ISBN 1-55750-450-4) 
 
 

Chapter 9:  Enforcing Standards 
 

Military Justice Manual, COMDTINST M5810.1 (series),  
 Chapter 1 and Enclosures 1,2, 3 & 5 
 http://www.uscg.mil/ccs/cit/cim/directives/welcome.htm 

 
Manual for Courts-Martial, U.S. 2000 Edition 
Section III, Rules for Court-Martial, Rule 302(b), 314, 315 & 316 
http://www.jag.navy.mil/documents/mcm2000.pdf 

 
 
Chapter 10:  Supervisory Responsibilities 
 

Additional Resources for Supervisory Responsibility PeopleSoft and Direct Access 
Quick Reference Guides and Tutorials 
http://www.uscg.mil/hq/psc/cghrms/index.htm 

 
CG Personnel Manual, COMDTINST M1000.6 (series), Chapter 10.B  
http://www.uscg.mil/ccs/cit/cim/directives/cim.html 

 
Award Writing Made Easy 
http://www.uscg.mil/hq/g-w/g-wt/g-wtl/award/index.htm 

 



U.S. Coast Guard  Additional Resources 
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Chapter 11:  Personnel Issues 
 

All of these resources can be found at the USCG Directives Systems website at: 
 http://www.uscg.mil/ccs/cit/cim/directives/welcome.htm 
 

4 Health Promotions Manual, COMDTINST M6200.1, Chapter 2 
4 CG Personnel Manual, COMDTINST M1000.6 (series), Chapter 20 
4 Family Advocacy Program, COMDTINST 1750.7 (series) 
4 Ombudsman Program, COMDTINST 1750.4C 
4 Ombudsman Handbook, COMDTPUB P1750.13 
 
 

Chapter 12:  Management Functions 
 

COMDTNOTE 1540 
http://www.uscg.mil/hq/tqc/1540Table of Contents.htm 
 
The resources below can be found at the USCG Directives Systems website at: 

 http://www.uscg.mil/ccs/cit/cim/directives/welcome.htm 
 

Health Promotions Manual, COMDTINST M6200.1, Chapter 2 
 

Property Management Manual, COMDTINST M4500.5 (series) 
 

Directives, Publications and Reports Index, COMDTNOTE 5600 
 

Reserve Policy Manual, COMDTINST M1001.28 (series)  
 

Financial Resources Management Manual, COMDTINST 7100.3 (series) 
 

Simplified Acquisitions Manual (SAP), COMDTINST M4200.13 (series) 
  



U.S. Coast Guard  Additional Resources 
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Chapter 13:  Personnel Systems 
 

The resources below can be found at the USCG Directives Systems website at: 
 http://www.uscg.mil/ccs/cit/cim/directives/welcome.htm 
 

CG Personnel Manual, COMDTINST M1000.6 (series), Chapter 4 
 

CG Pay Manual, COMDTINST M7220.29 (series), Chapter 9 
 

4 Joint Federal Travel Regulations, (JFTR)  Volume 1, Per Diem Rates 
http://www.dtic.mil/perdiem/jftr.html 
 

− Temporary Lodging Expense, paragraphs U5700-U5710 
http://www.dtic.mil/perdiem/jftr.html 
 

− Temporary Lodging Allowance, paragraphs U9200-U9207 
http://www.dtic.mil/perdiem/jftr.html 

 
 

Chapter 14:  Mission Preparedness 
 

The resources below can be found at the USCG Directives Systems website at: 
http://www.uscg.mil/ccs/cit/cim/directives/welcome.htm 

 

Naval Engineering Manual, COMDTINST M9000.6 (series) 
 

Equipment Tag Out Procedures, COMDNOTE 9077.1C 
 

Safety and Environmental Health Manual, COMDTINST M5100.47 (series) 
 

Practices for Respiratory Protection, COMDTINST M6260.2 (series) 
 

Electronics Manual, COMDTINST M10550.25 (series) 
 

Operational Risk Management (ORM), COMDTINST 3500.3 (series) 
 

Safety & Health Training for Emergency Response Operations,  
COMDTINST 6260.31(series) 

 

Navy Safety Precautions for Forces Afloat, OPNAVINST 5100.19 
http://www.safetycenter.navy.mil/instructions/default.htm 

 

Occupational Safety and Health Standards, 29 CFR 1910 
http://www.osha-slc.gov/ 

 
 

Publications:  
 

4 The Coast Guardsman’s Manual, 7, 8, 9th editions (ISBN 1-55750-450-4) 
 

The Wellness Encyclopedia, by the University of California, Berkeley, 1991 
The Coast Guardsman’s Manual, 9th edition, 2000 



U.S. Coast Guard  Additional Resources 
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Chapter 15:  Safety 
 

The resources below can be found at the USCG Directives Systems website at: 
 http://www.uscg.mil/ccs/cit/cim/directives/welcome.htm 
 

4 Equipment Tag Out Procedures, COMDNOTE 9077.1(series) 

4 Operational Risk Management, (ORM), COMDTINST 3500.3 (series) 

4 Coatings and Color Manual, COMDTINST M10360.3 (series) 

4 Safety and  Environmental Health Manual, COMDTINST M5100.47 

4 Electronics Manual, COMDTINST M10550.25 (series)   
 

 
Chapter 16:  Security 
 

Physical Security and Force Protection Program, COMDTINST M5530.1(series) 
 http://cgweb.comdt.uscg.mil/G-CFI/ref/Manuals/5530.1C.pdf 
 
 
Chapter 17:  Communication 
 

The resources below can be found at the USCG Directives Systems website at: 
http://www.uscg.mil/ccs/cit/cim/directives/welcome.htm 

 
4 CG Public Affairs Manual, COMDTINST M5728.2 (series) 

4 CG Correspondence Manual, COMDTINST M5216.4(series) 

4 Directives, Publications and Reports Index, COMDTNOTE 5600 
 

Direct Access (CG Intranet) 
http://cgweb.uscg.mil/g-w/psc/Direct-Access/ 
 
FED LOG Information Center 
http://www.dlis.dla.mil/Fedlog/ 
 
Leadership Development Center 
http://www.cga.edu/ldc/ldc.htm 
 
Process Improvement Guide, 3rd edition 
http://www.cga.edu/ldc/ldc.htm 

 
 


