How to complete the  Safety Brief Attendance Spread Sheet
The Safety Brief Attendance Spread Sheet (Attd SS) is the electronic format used with email transmittals.  Each squadron will need a hard copy of either the commander’s roll call or a sign in sheet to keep with the monthly safety brief.  This documentation is required to pass an inspection.

DO NOT send a copy of sign in sheets or roll calls with your quarterly report or other reports that documents safety attendance.  Wing safety must prove every member of every squadron has had a monthly safety brief or was absent for the brief.  The only way to manage the large amount of information is with the electronic spread sheet.  Sign in sheets would necessitate that wing re-write your reports and many names are illegible.  Therefore, any squadron sending a scanned document or any document other than the Attd SS will not be accepted and the report is incomplete.
You can download a copy of the attendance SS from the wing safety web site, www.lawgcap.org, then click SAFETY, and then select Attendance Spread Sheet.

The top left corner of the spread sheet needs your initial information.
1 In Cell B7, type in your squadron number, for example, LA-001

2 In Cell B8, type in the squadron city, for example, Baton Rouge
3 In Cell B9, type in the name of the Squadron Commander, Ex., M. Smith

4 In Cell B10, type in the name of the safety officer, Ex. , K. Anderson

Next Type in the names of the squadron members.

1 Begin in Cell A13, enter the last name, 

2 In cell B13, enter First name

3 In cell C13, enter Rank (this is not required)   It does help separate the identity of family members.

4 Continue filling in Columns, A, B, C with the other members of your squadron.

5 Active members are listed between Rows 13 through 60
Inactive members

1 As members become inactive, move them to rows 64 through 95.

2 To do this, you will highlight a row of member information in the active section, right click for copy, then place cursor on the first empty row in the inactive section, right click, and select Paste.   

3 Next, go back to the same member, in the active section above, highlight each cell without a formula (these cells should be locked to prevent deleting information), then press your delete key to empty that cell.

Monthly updates to Attd SS

1 Above each month, in row 7, you should type in the topic of the safety brief.

2 Any required briefs, you should type into the cell, Required, or the name of the required brief, for example, December Safety Event.

3 Also, in Row 7, you will find reminders of the due dates of quarterly reports.  Quarterly reports need to be accompanied by this attendance spread sheet by email to the wing safety officer.
More instructions on how to use the attendance spread sheet is listed at the top of the spread sheet at cells Q2 thru Q5.

How to list members as absent or present on the spread sheet.

1 Find the appropriate cell, across from the member name and under the current month.

Under the current month;

1 If present, place the number “1” in the cell

2 If absent, place the number “0” in the cell

3 A blank, made by pressing the space bar 1 time, will force the spread sheet to Not make a calculation.  We will use the Blank calculation for the following.

a. For members who join later in the year, the months previous to joining will remain Blank and will not calculate as having been absent for previous briefings.

b. For members with excused absences.  This applies to serious illness, injury and surgeries.  It is also applied to military members on TDY and missing a few months of CAP meetings.

4 Using the Delete Key to empty a cell will also not calculate for the year, but will show the current month as “Grounded”.
5 Once a member joins the squadron, all months previous to joining shall remain blank with a space bar.  The month a member joins and attends the safety briefing will receive the number 1.   After a member is entered onto the spread sheet, every month after that will need the correct input.  Next month a member is either present, (1) or Absent (0).  If absence is due to medical or military excuse, then the cell is left alone.  The default in these cells is a blank space which will not calculate.

a. Remember, in 90% of the members, once you type in a 1, the following months will either have a 0 or a 1 entered.  Do not leave them blank, just because your haven’t gotten around to filling in the complete report.

Comments for each member

Comment cells are available in the same row for each member, in columns AC, AD, AE.


These cells are generally used for notes such as the date the member joined, reason for excused absences, or any other note you would like to add.

Sort or Re-order the members 
You can sort or reorder the member information by any choice you prefer.  For example, you may want the senior members separated from Cadets.  Or you may want everyone in alphabetical order, or you may want them listed in order of Rank.  Below is the process for Sorting records.

1 Make a copy of the spread sheet BEFORE you sort records in case you make a mistake.

2 If you do make a mistake, you can request your last spread sheet from wing safety. 

3 Use the cursor and highlight the cells you want to sort. 

4 You MUST highlight all the member’s information.  Therefore, in most cases, you should select Columns A through AE.

5 Next, Look at the top line of the spread sheet and select DATA

6 Next, Date will drop down a list of choices, Select SORT

7 Next, Sort will drop down a box of choices, This is where you decide which columns you want as your sort preference.  In this example, in the first box, Select By – Column A (or last name) and choose Ascending.

8 The next box, Then By – column B (or first name) and choose Ascending
9 If you still want more sorting, the next box, Then By – column C (or Rank)

10 Click OK

11 The records are sorted by the new order.

Qualified Vs. Grounded

The spread sheet will automatically calculate each member is qualified to participate in CAP activities or Grounded – not qualified to participate in cap activities.  Nationally required briefs will be calculated for 3 months.  For regular month safety briefings, a member is qualified for a month, until the next month safety brief.

Contact wing safety if you encounter a problem not listed on this document.

