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Reno Squadron Mentor Checklist 
 
 

First Meeting Between Mentor and New Member 
 

______ Meet with your assigned mentor and exchange names, phone numbers, and 
e-mail addresses for easy contact.  

 
______ Let the new member know to contact you once they complete the Level One 

and CAPT 116 Exam, or if they have questions about something.  
 
______ Take a few minutes and go through the Next Step book and show the member 

what he/she should be working on for the next two months 
 

First Two Months of Membership (Level One Training) 
 

 

______ (Page 3 in Next Step guide) The member needs to complete the Level One 
Training and discuss the results with the squadron commander. They need to: 

1. Set up the E-Services account 
2. Complete the CAP Foundations Course Online (print sections) and 

bring in results for squadron commander to review  
3. Complete Cadet Protection Module  
4. View the Online Operational Security (OPSEC) training and make sure 

they click “I agree” to show they’ve completed the training 
5. Complete the Equal Opportunity program training 

 
______ (Pages 7-8 in Next Step guide) Obtain the minimum required uniforms for 

participation in CAP events and missions. Please take a few minutes and 
answer any question about the uniform options  

 

______ (Pages 5-6 in Next Step guide) Complete the open-book online CAPT 116 
Exam that is on E-Services, selecting the 50 question exam. They should also 
take the open-book online CAPT 117 Exam that applies to their field  

 

______ (Pages 5-6 in Next Step guide) If interested in aircrew work, see the 
squadron commander about signing up for an aircrew course either on-line or 
if a local class is available 

 

______ (Page 11 in Next Step guide) If your mentoree is a pilot, introduce them to 
the operations officer for questions on qualifying for CAP pilot status 

 

Month 3 through Month 6 (Level Two Training) 
 

______ (Page 4 in Next Step guide) Review all possible specialty tracks to choose to 
pursue and sign up for one by seeing the squadron commander 

 

______ Although all seniors have to wait 6 months for their first promotion, review 
CAPR 50-17 to see if you have special qualifications that allow you to have an 
increased rank and let the squadron commander or professional development 
officer know about them 

 

______ (Page 3 in Next Step guide) See the squadron commander for assignment 
into a staff position under a current staff officer for additional training. Your 
professional and personal experiences don’t have the limit your assistance to 
any particular area; let us know how you’d like to help!  



 

How to Be a Great Mentor Without All the Fuss 
Modified from Mary Jo Asmus’s publication on December 5

th
, 2010 

 

A member once talked about his frustrations in joining Civil Air Patrol by stating his consistent 

pestering of people for help was tiring is as simple as “the squeaky wheel gets the oil.” Mentoring 

others provides great personal satisfaction, it’s a way of “giving back” and can also be a way to learn 

some new things yourself. Mentoring means walking a fine line between helping a new member 

progress in the program while not directly doing the member’s work for them. A discussion of your 

mutual roles and responsibilities at the beginning of the relationship will increase the odds that you 

will enjoy the time in your mentoring role. Some tips to help you start off on the right foot with the 

person you are mentoring: 

First make your role as a mentor explicit 

Define your role: Your role(s) as a mentor should be confidante, guide, encourager, advice-

giver, and (maybe) introductions to people and opportunities for the mentee. Make sure you 

describe your role clearly in order to avoid misunderstandings- staff officers should be 

consulted for specific questions. Also involve the squadron commander or professional 

development officer for concerns or mismatches.  

Indicate the amount of time you are willing to spend: Starting out slow will protect your 

time and allow both of you to see if you have a good fit in your relationship; I suggest 30 

minutes on the phone or before/after the unit meetings every month during the first six months 

of membership, but this may vary depending on the reasons for the relationship. You can 

always increase or decrease the frequency and duration of your time together but begin with 

some explicit time frames in mind. Let the mentee know if they can contact you between 

regularly scheduled meetings, and your preferred method of contact (phone, e-mail, etc.). 

Next, make your expectations for the mentee clear 

Assure the mentee’s willingness to learn and grow: The mentee must take responsibility for 

their own learning and growth; you can’t force it on them. If they don’t, frustration is right 

around the corner. Remind the member that the majority of work will be done by them: Let 

the mentee take primary responsibility for doing the work. It is important for them to know 

that they are responsible for their own actions in Civil Air Patrol. When they make a promise 

to follow through on an action that will further their career, they should follow through. This 

shows they are committed to themselves as well as the program.  

Nothing is forever: You should make it clear that this isn’t a “forever” thing; the member 

will need to be pointed to important regulations, such as CAPR 20-1 (CAP Organization) to 

find the correct squadron and wing personnel in seeking answers to questions and additional 

training. It is also vital to introduce members to the CAP Knowledgebase section on 

www.capmembers.com for quick answers to a variety of questions.  

Now enjoy fuss-free mentoring 

You can gain a lot of satisfaction mentoring others; it’s wonderful to watch people change and 

achieve their career goals. You may also personally learn and grow through the relationship. 

Make sure you start off on the right foot; the mentoring relationship will be fuss-free when 

you agree to some guidelines at the beginning of your relationships. 
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