
COMNAVSAFECEN 1601/3 (04/08)

COMNAVSAFECENINST 1601.1H

STAFF DUTY OFFICER (SDO) QUALIFICATION CHECKLIST

SDO: DATE:

1.  Two under instruction (U/I) watches will be completed by a prospective Staff Duty Officer prior to qualification.  The U/I 
SDO will consist of observing turnovers, month-in brief, Executive Director brief (morning), and Security Rounds. SDO 
initial and date when completed unless otherwise noted.

a.  Observe SDO relieving process.

(SDO)

b.  Review all instructions and references of COMNAVSAFECENINST 1601.G.

c.  Receive tour of all COMNAVSAFECEN spaces, with emphasis on security 
     requirements and temperature/humidity monitors. The Facility Manager will conduct 
     this tour and be assisted by the Information Systems Security Officer in the 
     Information Systems Computer Operations Area.

(SWO)

(Code 003)

RETURN THIS TO WATCH BILL COORDINATOR WHEN COMPLETE.

d.  Receive an in-depth briefing from the Aircraft Mishap Investigators concerning SDO 
     actions in the event of an aircraft accident, room 307.

(Code 13)

e.  Receive a briefing from Code 30 personnel on Afloat Mishap Reporting.

(Code 30)

f.  Review SDO logbook.

(SDO)

g.  Receive a message traffic brief from Leading IT.

(Code 052)

h.  Receive brief from Admin on COMNAVSAFECEN leave log procedures and log 
     location.

i.  Receive brief on emergency alarms and situations:  Fire, high temperature or humidity 
    alarms, loss of power, loss of air conditioning and location of vehicle and emergency 
    keys.  Brief to be conducted by Facility Manager.

(Admin)

(Code 003)

j.  Receive Brief regarding telephone operation from Telephone Operations manager. 

 (Code 50)
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