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Operations 

CIVIL AIR PATROL FLIGHT MANAGEMENT (PILOT ONBOARDING) 

 

CAP Regulation 70-1, dated 4 December 2017, is supplemented as follows: 
 
10. Pilot Onboarding. Added.  
 
10.1. Overview. Added. The purpose of this program is to provide a structured program that allows 
the wing to help subordinate units more effectively move members with a pilot certificate through 
the qualification process resulting in a successful CAPF 5 Flight Evaluation. While the unit is ultimately 
responsible for its member’s training, the wing is in a position to provide a resource to units lessening 
the burden of trying to navigate the qualification process. The program will pool pilot mentors from 
across the wing to support all units. This process allows members to receive timely, accurate 
information on how to proceed regardless of assistance availability in the home unit. The content of 
the onboarding program is maintained through INWG Pamphlet 70-10, Pilot Onboarding. 
 
10.2. Responsibilities. Added. This program is managed by the INWG/DO. This supplement 
establishes two positions to support the implementation and execution of this program. 
 
10.2.1. Pilot Onboarding Coordinator (INWG/DOP). Added. The Pilot Onboarding Coordinator reports 
to the INWG/DO. The coordinator is responsible for administration of the Pilot Onboarding Program. 
Responsibilities include: 
 
10.2.1.1. Added. Assign prospective CAP pilots to a pilot mentor. Consideration will be given to 
geographic relationship of the mentee and mentor but may be assigned regardless of location. 
 
10.2.1.2. Added. Monitor progress of all prospective CAP pilots in the onboarding process. Maintain 
awareness of the status of all mentees as they progress through the onboarding process and initiate 
contact when target dates are missed. 
 
10.2.1.3. Added. Advise the INWG/DO anytime issues are reported by mentors or prospective pilots 
within the program. When appropriate, make recommendations to the INWG/DO for means of 
improvement or resolution of the issue. 
 
10.2.1.4. Added. Approve pilot mentor applicants as pilot mentors in this program. Ensure training is 
provided to each mentor regarding the mentor’s role and specific program requirements established 
in this instruction. Training may be provided via classroom, one on one, webinar, or other means of 
delivery deemed appropriate by INWG/DOP. 
 
10.2.2. Pilot Mentor. Added. Pilot mentors are qualified CAP pilots who volunteer to serve in an 
additional duty (ADY) capacity with the wing as a pilot mentor. To serve as a pilot mentor, the pilot 
must have been a CAP Form 5 qualified pilot for more than one year and demonstrate the knowledge, 
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experience, and currency to effectively mentor new CAP Pilots. These attributes may be 
demonstrated by added qualifications such as flight release officer, senior pilot, instructor pilot, 
operations technician rating or recommendation from INWG/DO or INWG/DOV. Exceptions for pilots 
without a current CAPF 5 may be considered by INWG/DOP. CAP Pilots interested in volunteering as 
mentors will send an email to onboarding@inwg.cap.gov expressing their interest. The following 
responsibilities apply to the pilot mentor: 
 
10.2.2.1. Added. Must be in contact with each assigned new member pilot at least once weekly. 
This contact is to verify status, identify any issues, and ensure the member knows the mentor is 
staying active in the onboarding process. 
 
10.2.2.2. Added. Upon being assigned a new pilot, mentors will complete the online New Pilot 
Experience Survey & Qualification Worksheet, and submit to the pilot onboarding coordinator 
(INWG/DOP) when complete. The information needed to complete this worksheet will be gathered 
during Mentor Session 1, either in person, via telephone, or through GoToMeeting (or similar online 
meeting tool) with the new pilot. Mentors will not assign mentees the form to complete and return. 
 
10.2.2.3. Added. At least one week after Mentor Session 1 is complete, but no later than three 
weeks after completion, schedule Mentor Session 2 with the mentee. Prior to session 2, a draft 
training plan using the Training Plan Worksheet, will be completed. During session 2, this plan will 
be reviewed with the mentee and amended if necessary. After session 2, the online Training Plan 
Worksheet reflecting the agreed upon plan will be completed and submitted to INWG/DOP.  
 
10.2.2.4. Added. Keep the pilot onboarding coordinator updated on any changes in new pilot status 
and of any issues experienced. Updates to the New Pilot Experience Survey & Qualification 
Worksheet and Training Plan Worksheet can be submitted online using the provided ‘edit this 
response’ link and need not be communicated directly to INWG/DOP. 
 
10.2.2.5. Added. The pilot mentor is the primary resource for the mentee pilot regarding becoming 
a CAP Pilot. The member’s unit is still responsible for all other aspects of the member’s training (i.e. 
Level 1, CPPT, OpSec, etc). While the mentor may provide general guidance, mentors should 
generally direct the new pilot member to their home unit for non-pilot related questions, training, 
and issues. 
 
10.2.2.6. Added. Provide training to the new pilot member through any means available. The 
mentor must be an instructor pilot to provide aircraft training; however, all other aspects of training 
not otherwise restricted may be provided by any pilot mentor (CAPR 70-1 review, WMIRS usage, 
Ops Quals, etc). 
 
10.2.3. Commanders, or designee. Added. Following submission of a new member’s application 
who is also a pilot, commanders, or their designee, will notify INWG/DOP by completing the online 
Request for Pilot Onboarding found on the INWG Operations website. INWG/DOP will assign the 
new member to a mentor to begin the pilot onboarding process. Commanders will ensure that 
notification of the new member to INWG/DOP (via the Request for Pilot Onboarding) is 
accomplished as soon as possible following submission of a new member’s application but no later 
than 30 days from date of submission. For pilots who are already CAP members but not active as 
CAP Pilots, commanders, or designee, may initiate enrollment in Onboarding via this process.   
 

mailto:onboarding@inwg.cap.gov


 
CAPR 70-1 SUPPLEMENT 2    24 MARCH 2019  3 

10.3. Onboarding Documentation. Added. Pilot Mentors and Commanders, or designee, will use 
the online worksheets and requests provided on the INWG Website. Documentation submitted via 
online worksheets and requests will be kept in the Onboarding team drive within the prescribed 
folder structure. Documentation will not be removed or deleted from the team drive unless 
directed by INWG/DOP.  
 
10.4. Recommendation for Flight Evaluation. Added. When a new pilot member has met all 
requirements and is ready for a CAPF 5 Flight Evaluation, the pilot mentor will  complete an online 
Recommendation to Take CAPF 5 Flight Evaluation and facilitate coordination with check pilots near 
the new pilot member. While the mentor does not need to be involved in the scheduling process, 
the mentor should remain informed on when the check ride is planned and ensure a follow up 
conversation is had with the new pilot member following the evaluation. In the event of an 
unsatisfactory evaluation, the pilot mentor will work with the new pilot member to retrain the 
deficient areas (or help coordinate to fly with an instructor pilot) for another evaluation attempt.  
Mentor recommendation to take CAPF 5 Flight Evaluation is only required for a member’s initial 
Form 5. 
 
10.5. Statistical Tracking. Added. INWG/DOP will track each new pilot’s progression through the 
training pipeline, beginning with the submission of an online Request for Pilot Onboarding from the 
member’s unit until successful completion of a CAPF 5 Flight Evaluation. At a minimum, the 
following information will be recorded: pilot certificate held, total time, prior G1000 experience 
(yes/no), high performance endorsement, total time flown in preparation for first CAPF 5, and the 
endorsements made on the initial Form 5. This information will be maintained electronically and 
made available to the INWG/DOV periodically or as requested. 
 
10.6. Mentor Session Guides. Added. As a minimum there are two mentor sessions required. Each 
of these sessions has an associated mentor guide providing structure and objectives for each 
session. These worksheets are maintained on the Pilot Onboarding program page on the wing 
website, operations section. Mentors will follow these guides when conducting the required 
mentor sessions. 
 
 
 
 

PHILIP E. ARGENTI, Colonel, CAP 
Commander 
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Attachment 1                                                                                                                                                          
COMPLIANCE ELEMENTS 

 
OPR # Compliance Question How to Verify Compliance Discrepancy                 Write-

up 
How to Clear 
Discrepancy 

GRP/SQ 
DO 

01 Are all subordinate 
units providing 
notification to 
INWG/DOP of new pilot 
members during the 
application process? 

Review process description 
used by unit. Demonstration 
of past notifications sent, 
inprocessing checklist used 
for new members, etc. are 
acceptable. 

(A-Discrepancy): [xx] 
(Question 2) Unit failed to 
provide INWG/DOP 
notification of new pilots 
joining CAP during the 
initial membership 
processing period. 
 

Provide evidence of 
implementation of 
process to ensure 
notification to 
INWG/DOP is made 
upon a new member 
pilot joining CAP. 
 

 


