Additional Information for US Air Force Students

Congratulations on your selection to represent your service at the 
Coast Guard’s Chief Petty Officer Academy!
The following information will help prepare you for this unique joint PME experience.
Your Base POC:

· The POC for prep for your attendance here is your base Formal Training Office.

Uniforms:

· The uniform of the day is short-sleeve blues with no tie/tab.  

· For graduation, the choice is either Mess Dress or Semi-Formal.  This is also true for all of your Air Force guests attending the graduation.

Fitness Information:

· All Air Force students must meet Air Force fitness standards upon arrival at the Chief Petty Officer Academy. There are no official USAF reassessments while attending school to determine status, although all students participate in a fitness assessment for the school’s Personal Wellness Profile portion of the curriculum. This is done at the start and end of school to determine self-improvement based upon the school’s extensive PT program.
· We PT at least twice a week as per the class schedule. 
· Students also participate in bike rides on the paved trails through the beautiful rolling hills of the Training Center.

· Students also participate in Low and High Rope Challenge Course activities.

· Bring USAF PT gear or appropriate fitness wear.

Unit Performance Factors (UPF) Information:

· As stated in the Welcome Aboard information, students should attempt to fill out as much of the UPF worksheet as possible.  Although this worksheet is oriented toward US Coast Guard units, USAF students will benefit from knowing/obtaining this information as well. 
· Use the worksheet below to obtain the specific information requested.  

Education Information:

· Please bring a copy of your college and/or CCAF transcripts to class for the college degree program portion of the curriculum.  It can be an unofficial one. 

Team Learning
· The US Coast Guard Chief Petty Officer Academy, as well as the Coast Guard in general, relies heavily on the team concept in everything they do.  There is no competition here between students for grades or awards.  This philosophy is evident throughout the Coast Guard, creating an environment they feel is more conducive to personal growth and development.      

For additional information, please contact: SCPO Aaron Zimmer, (707) 765-7111.

	Please return this Profile Sheet to the academy administration department

no later than 30 days prior to your class convening

E-mail to Cindy.K.Barber@uscg.mil or  fax to: 707-765-7530



	Class Number
	

	Name (First, MI, Last, Jr., Sr., etc.)
	

	Rating / Specialty
	

	Rate
	 

	Date of Rate
	

	Employee ID (if applicable)
	

	Social Security Number
	

	Date of Birth
	

	Years of Service
	

	Gender
	

	Unit Name
	

	Unit Address
	

	Unit City
	

	Unit State
	

	Unit Zip Code
	

	Work Phone #
	

	Work Fax #
	

	Work E-mail address
	

	CO’s Name or Supervisor
	

	In Case of Emergency contact # & Name
	

	Your Wellness Activities / Exercise Programs & Frequency
	

	Are you a Wellness / Fitness Leader or Trainer?  (Y / N)
	

	Use of Tobacco?  (Y / N)
	

	Anticipated Arrival Date and Time
	

	Home Address
	

	Home City
	

	Home State
	

	Home Zip Code
	

	Home Phone
	

	Home E-mail
	

	Is your home contact info releasable to fellow students?  
	

	Write how you want your name to read on all Certificates
	

	Write how you want your name to appear on your student table placard.  (i.e. CPO Mike Smith, Bill Jones, etc)
	


Bring this completed worksheet with you to class!

How to Develop
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Presented by:  The 17th District Quality Staff

This Training Package includes:

· Relationship Flowchart

· Job Aids for completing your Unit Performance Factors

· Blank copy of the Unit Performance Factors worksheet

NOTE:

· Copies of the Slide Presentation including the Presentation Notes can be obtained on disc if requested.

Workshop Objectives

This workshop will provide the Leadership Team information and a Job-Aid to assist in successfully completing a Unit Performance Factors (UPF) Profile for your unit.  At the conclusion of this workshop, the participants will:

· Have a basic understanding of the relationship each profile area has on other UPF areas and on the entire management system.

· Recognize unit specific information as it pertains to each profile area.

· Demonstrate the ability to identify and capture specific unit information for each profile area.

· Complete the unit’s UPF Profile and identify the key elements for incorporation into unit instructions.

Ground Rules:

· Participation in the discussions

· Ask lots of questions

· Respect others time and input

· Help each other understand and focus.

· Take breaks as needed

· Keep the workshop based in reality and focused on your unit

· Others
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Critical Success Factors     “The things that keep you awake at  night worrying if they    will or will not happen.”       Plant Condition     Personnel Status     Mission Effectiveness     Training Plan/Effe ctiveness     Other Major Situations  impacting Unit Effectiveness     These are Potential Areas for a set of    Balanced Measures          =   Key areas for measurement.  

  This contributes to achieving…  

Ultimately  Determines  Mission  Success  

Providing  Support to  the Unit’s  

Providing  Products/Services  in  Support of  

Unit Type (Purpose/Function)  

(A)   Unit Missions  

(F)   Key Products/Services  

(B)   Key Outcomes  

(G)   Key Mission Processes  

(H)   Key Support Processes   Generally, the most important  processes tha t keep your unit  capable to perform its missions  

Unit Performance reported  to Stakeholders/Boss.  

  Determines…  

  Which are   performed through…  

  That Deliver…  

  To…  

(F)   Key Customers  

  (J)   Key Suppliers  



The Unit Performance Factors flowchart we provided is designed to help illistrate the dynamic relationship between each of the profile areas within the document.  It should assist your team with understanding the links of each area and emphasize the need to capture the information as accurately, for your unit, as possible.  Here are the steps through the flowchart.
Your Unit Type determines your unit missions.  You need to narrowly define your Unit Missions. These missions are successfully performed through your Key Mission Processes.  Your Key Mission Processes are the macro-level definition of a process.  If they are well defined, understood, and controlled, these processes will deliver outstanding Key Products/Services as determined by unit type and clearly defined by your Key Customers.  By managing your key processes to effectively provide products/services to your Key Customers, the unit will achieve its Key Outcomes.  Documenting this information has several benefits.  First, it is information you should provide to your stakeholders (the boss).  Second, this information helps to keep the unit focused and provides absolute information which validates both your Unit Type and Unit Missions.  

The units Key Suppliers provide you the crucial support/materials needed to be successful as measured by your overall unit effectiveness.  The Key Support Processes are those processes that, although they don’t directly impact the key processes, have a huge impact on the overall success of your workforce by providing them necessary support.  By identifying and focusing the Human Resource portion of your Management System in a balanced approach, you can ensure the entire workforce has the tools needed to perform your Key Mission Processes consistantly.  This information is identified on the UPF in Block C. (Workforce).

Your Critical Success Factors are those areas you identify as things that need to be in place and working at their peak or the unit will not succeed.  The best tool you as a team have to ensure these things remain constant (or improve) is to continually monitor them.  These areas have the potential to be developed into the Unit’s Balanced Scorecard or Measures.  Things like Plant Condition, Personnel Status, Mission Effectiveness, Training and Development, Customer/Stakeholder Satisfaction, and Budget Status are all focus areas in this block of the UPF (Block I).  These areas are indicated by the green meter symbol on the flowchart.

So, here’s what it looks like:

The Type of Unit (in part) determines the Mission…which with a well trained and supported workforce and supplied with the right tools, will perform Key Mission Processes…delivering your Key Product/Services…to your Key Customers…achieving your Key Outcomes.  These Key Outcomes are the measure of effectiveness that you provide to your Stakeholders/Bosses and that validate Mission Effectiveness for the entire Unit.  Your Critical Success Factors provide your Unit information on supplies, workforce support, process control, and customer/stakeholder satisfaction…which in turn helps determine fiscal health and continued Unit Purpose.
	Unit Name: 
	Date  yyyy-mm-dd
Prepared:      
	 FORMCHECKBOX 
 UPF pertains to this unit + subordinate cmds
	 FORMCHECKBOX 
 UPF pertains to this unit/staff only


A.  Unit Mission(s): What does the USCG task this unit/staff to do? (e.g., Search and Rescue, Port Safety & Security, ATON)

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 


	B.  Key Outcomes: 
	What are the ultimate results of successfully completing your mission(s)? (e.g., lives & property saved; reduced risks in ports & waterways; reduced vessel collisions, allisions, & groundings)

	· 
	· 

	· 
	· 

	· 
	· 


	C.  Work Force:
	Active Duty
	Reserve
	Civilians: 
	Contracted: 

	How many people are
assigned to the unit?
	Enl: 
	Off: 
	Enl: 
	Off: 
	Auxiliarists: 
	Other: 


	D.  Subordinate Commands:
     [attach subordinate cmd UPF(s)]
	List any other units for which this unit has a mission-related chain-of-command responsibility, e.g., cutters and/or stations subordinate to a group. 

	(
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	(
	(


	E.  Total Budget:
	$
	AFC-30 Operating: $
	AFC-57 Medical: $

	How much funding does the unit control?
	Other: $
	AFC-56 Training: $
	AFC-4X Maintenance: $


F.  Key Customers (individuals, groups, units, or categories of customers [customer segments]):
	Customer
	Services/Products You Provide
	Customer Requirement(s)
	Measure(s) of Success

	Who are the persons/groups that depend on your products/services?
	What do you produce for/provide to each customer [segment]?
	What about this service or product is important to each customer [segment]?
	What do you measure to determine if customer requirements are being met?
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	· 
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	· 
· 
	· 
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	· 
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	· 
· 
	· 
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G.  Key Mission Processes:  What are the main things your unit must do to accomplish its missions or to be successful?
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	H.  Key Support Processes:
	What are the main internal things your unit must do to be successful? (i.e., admin, supply, medical, training/qualifying, purchasing, maintain equipment, etc.).
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	I.  Critical Success Factors:
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	K.  Strategic Challenges:
	What are your key strategic challenges? (e.g., regulatory and operating environment, human resources, equipment, partners, stakeholders, competitive environment, etc.)
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	K.  Strategic Challenges:
	What are your key strategic challenges? (e.g., regulatory and operating environment, human resources, equipment, partners, stakeholders, competitive environment, etc.)

	· 
	· 

	· 
	· 

	· 
	· 


	Unit Name: 
	Date  yyyy-mm-dd
Prepared:      
	 FORMCHECKBOX 
 UPF pertains to this unit + subordinate cmds
	 FORMCHECKBOX 
 UPF pertains to this unit/staff only


A.  Unit Mission(s): What does the USCG task this unit/staff to do? (e.g., Search and Rescue, Port Safety & Security, ATON)

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 


	B.  Key Outcomes: 
	What are the ultimate results of successfully completing your mission(s)? (e.g., lives & property saved; reduced risks in ports & waterways; reduced vessel collisions, allisions, & groundings)

	· 
	· 

	· 
	· 

	· 
	· 


	C.  Work Force:
	Active Duty
	Reserve
	Civilians: 
	Contracted: 

	How many people are
assigned to the unit?
	Enl: 
	Off: 
	Enl: 
	Off: 
	Auxiliarists: 
	Other: 


	D.  Subordinate Commands:
     [attach subordinate cmd UPF(s)]
	List any other units for which this unit has a mission-related chain-of-command responsibility, e.g., cutters and/or stations subordinate to a group. 

	(
	(
	(

	(
	(
	(


	E.  Total Budget:
	$
	AFC-30 Operating: $
	AFC-57 Medical: $

	How much funding does the unit control?
	Other: $
	AFC-56 Training: $
	AFC-4X Maintenance: $


F.  Key Customers (individuals, groups, units, or categories of customers [customer segments]):
	Customer
	Services/Products You Provide
	Customer Requirement(s)
	Measure(s) of Success

	Who are the persons/groups that depend on your products/services?
	What do you produce for/provide to each customer [segment]?
	What about this service or product is important to each customer [segment]?
	What do you measure to determine if customer requirements are being met?

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 


	Unit Name: 
	                              yyyy-mm-dd Date Prepared:      


G.  Key Mission Processes:  What are the main things your unit must do to accomplish its missions or to be successful?

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 


	H.  Key Support Processes:
	What are the main internal things your unit must do to be successful? (i.e., admin, supply, medical, training/qualifying, purchasing, maintain equipment, etc.).

	· 
	· 

	· 
	· 

	· 
	· 

	· 
	· 


	I.  Critical Success Factors:
	Considering your unit’s mission(s) and strategies, what performance areas or things are of greatest importance? (e.g., retention, on-time delivery, response, etc.).

	· 
	· 

	· 
	· 

	· 
	· 


J.  Key Suppliers:  What does this unit need to complete its missions and who supplies it?
	Supplier (Provider)
	Service/Product Required
	Your Unit’s Requirement(s)
	Measure(s) of Success

	Who are the persons/groups on which you depend for each product/service?
	What help/support/object do you need in order to complete your missions?
	What about this service or product is most important to your unit?
	What do you measure to determine if your requirements are being met?

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 

	· 
	· 
· 
	· 
· 
	· 
· 


	K.  Strategic Challenges:
	What are your key strategic challenges? (e.g., regulatory and operating environment, human resources, equipment, partners, stakeholders, competitive environment, etc.)

	· 
	· 

	· 
	· 

	· 
	· 
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Start Here





Start by filling in your unit name.





The two other areas are only required for large commands with units under their control.  Detachments are not considered “Subordinate Commands”.





If you have subordinate commands, it is crucial to share your UPF with them.  This will ensure their system supports your goals and helps to determine their support requirements for you.  Example of a subordinate command:  Small Boat Station to a Group.  Request UPFs for your subordinate commands.











The Unit Missions can be taken from the Unit Performance Tables.  The key to this information is to look for the direct link between Missions & Key Customer Requirements.  “We perform this mission for this Customer Group and they expect it to look this way”.





Narrowly Identifying Key Customers will assist the entire unit with focus on the most important things.  A narrow focus will also assist in focusing the other areas of your system tightly to support meeting requirements.  Helpful ways to identify those Key Customer Groups are:





Can we talk with them face-to-face?


Can they narrowly define the requirements they have?


Are they directly impacted by our services/products or is it a secondary result from other things we do?





NOTE:  Your Key Outcomes are the result of successfully completing your missions, which are directly linked to your Key Customer Group’s requirements.  Your Mission is the delivery of the Service/Product your customer requires.








Key Outcomes will be a brief statement of what successfully completing your mission would look like.  A few points that may assist you in defining this area are:





Remember the direct link between your missions and Key Customer Requirements.


If you successfully complete your Mission, it should also satisfy Key Customer Requirements.


The Key Outcomes should be linked to part of your Key Measures.  In other words, you should have some proof to support your success at meeting the Mission and Key Customer Requirements.


You should have well defined Key Processes that drive you to consistently achieve these same outcomes.








This area identifies your workforce make-up.  This is important information to assist you with balancing your “Human Resource System”.  Your HR system should address the following areas across all workgroups equitably/appropriately:





Training and Education


Appropriate Recognition


Work Environment


Support Processes








This area is used to capture the Unit’s Budget information.  It need only be as accurate and subdivided as to make it useful to identify how you fund your unit’s business.  Along with the workforce section, this identifies the resources the unit has to accomplish its missions.





This area is a snapshot of funding across different areas of the business.


May assist in identifying recurring problem areas.


Assists New CO/OinC with an understanding of how the Unit accomplishes it’s different Missions.





AFC-30  Operating Funds				AFC-4X  Maint. Funds


AFC-56  Training Funds				Other       Your Catch-All


AFC-57  Medical Funds








Key Mission Processes are those well-defined, repeatable, measurable, processes that the Unit does to succeed at its Missions and, when done correctly and consistently, meets or exceeds Key Customer Requirements.  Key Mission Processes Directly Link to Missions and Key Customers.  Simply put, Key Mission Processes are the Main Processes that keep you in business as a Unit.  Some possible examples might be:





Setting Aids to Navigation


Vessel Boarding for Fisheries Law Enforcement


Air Surveillance for Fisheries Law Enforcement


Logistics (Air Station)


Cutter Support (ISC)


Boarding Team Training (Training Center)


Execution of a Search and Rescue Mission.





Definition of Key Mission Process is from a Macro-Level.  It is a more general “How we do a Mission”.  There are probably many sub-processes that have to be done well in order for the Key Mission Process to be successful and consistent.  An example of this might be:  Launching the Small Boat Safely is a sub-process of Vessel Boarding.








Key Support Processes are those processes that assist in making the internal functions work effectively and efficiently to support overall unit performance.  Key Support Processes enable the workforce to successfully execute Key Mission Processes.  To test for a Key Support Process, ask two questions:





If we don’t do this will it severely impact Unit Performance?


If we could, would we outsource this process to a Key Supplier?





Some Examples of Key Support Processes might be:  Training, Work-Life Programs, or Administrative Support.





Note:  Although your Key Support Processes are not a part of the Key Mission Processes, they do have a significant impact on the effectiveness of Key Mission Processes and overall Unit Performance.








Critical Success Factors are those things that are Critical to mission execution and meeting key customer requirements.  Simply, as senior leaders, what are the things that would keep you up at night if they were not in place.  Examples might be:





A well trained, highly qualified workforce.


Consistent and timely response.


New Technology that is easy to use and applicable to our mission.





NOTE:  Critical Success Factors may indicate areas in which to establish the unit’s Balanced Measures.








Key Suppliers are those groups that provide you products and services that are crucial to your mission success and meeting your key customers’ requirements.  It is important that you identify those key products/services, who provides them, what your requirements are, and how you consistently communicate with those Key Suppliers.  To assist in identifying them, consider:





If the product/service is not delivered as required, can we meet our Key Customer expectations?


If not, will it be difficult to meet our Missions?





Some examples of Key Suppliers might be:  ISC for Administrative Support, Air Station for Logistic Support, Commercial Carriers for Timely Delivery of parts, District (ole) for accurate and timely intelligence data/information.





Measuring your Key Suppliers’ effectiveness enables you to monitor their ability to support unit effectiveness and provides data as feedback on their performance.








Use this area to list those things that are challenges or issues effecting unit performance.  These may be issues that are unique to the unit or area.  Examples might be:  Large numbers of Detachments, remote geographic areas, unique qualification needs, or unique partnerships such as agreements with local agencies.
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