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SECTION I. Administrative Information

1. PURPOSE. To assist commanders and leaders in properly executing their duties in accordance with Army Regulations (AR), National Guard Bureau Regulations (NGR) and Minnesota National Guard Regulations (MNGR/JFMNR).  This pamphlet provides leaders with information on Department of the Army (DA) policy as well as NGB policy for a variety of topics.  The topics presented in the pamphlet are those that frequently present themselves to the Inspector General.  The information presented includes references, highlights of DA, NGB and MNNG policy, commander responsibilities, and where to go for more assistance.

2. REFERENCES. Each individual chapter will list applicable references to that subject.

3. SCOPE. This pamphlet is for use by all leaders assigned to the Minnesota National Guard.

4. GENERAL. 


a. The information in Chapters 2 through 30 includes references, highlights of DA, NGB, Minnesota National Guard policy and where to go for more assistance.  Some sections contain information on commander’s responsibilities.


b. When using this pamphlet, keep in mind that it does not supersede or replace Army Regulations, NGB Regulations and Minnesota National Guard Regulations.  As of the publication date, the information in this pamphlet is current.  Use this handbook as a starting point to provide you with direction on where to go for the source document or subject matter expertise.  Before taking any final action, commanders should refer to the appropriate regulation.

5. USER COMMENTS. Provide any comments on this pamphlet to the Minnesota National Guard Inspector General.  The Inspector General is interested to find out if any part of this pamphlet is difficult to use, has out-of-date information, or if any topic was not included that should have been.

6. IG SYSTEM OVERVIEW (AR 20 –1)


a. Inspector Generals (IGs) are the extension of the eyes, ears, and conscience of the commander.  They provide an unbiased, continuing assessment of “climate” effectiveness.  IGs work directly for and answer only to their commander (CG).  The IG is an honest broker and a consummate fact finder, whose primary tools include teaching and training, inspecting, assisting, and investigating.  IGs are never “off the record” and maintaining the confidence of members of the command, impartially towards issues being examined and the confidentiality of issues for all parties in an action are hallmarks of IG responsibilities.


b. IGs are a means whereby the commander checks and instills discipline, ethics, and standards.  IGs enable the commander to get quick responses for his or her own and higher level interests. 


c. Detailed and assistant IGs are officers and senior noncommissioned officers (NCOs) who serve tours as full time IGs.  These individuals are selected only after strict scrutiny and are school trained.


d. IG missions are accomplished using inspections, assistance, investigations, analysis, teaching and training, sensing and planning:




(1) IG inspections at higher levels are mostly systematic in nature.  They focus on finding problems, determining causes and looking for solutions.  IG inspections more often focus on issues, not units.  Command inspections check for compliance.

 

(2) IG investigations are a more formal examination into allegations, reports of condition, or situations pertaining to a unit or individual.  IG investigations are directed in writing by the Commanding General.


e.  Anyone can file an IG complaint or request IG assistance orally or in writing:

    


(1) Soldiers cannot be denied access to an IG. They do not have to go through their chain of command.  They do not need permission to call or see an IG.  They do need to use common sense, however, and not leave their place of duty without permission.  Soldiers will be encouraged to discuss their problems or grievances first with their commanders, as provided in AR 600-20.  However, persons desiring to submit a complaint directly to an IG at any level, but who do not wish to discuss the matter with their commanders or other members of the chain of command, will be permitted to do so.  In fact, AR 20-1 provides for a punitive prohibition on restricting lawful communication with an IG, Member of Congress (MC), or a member of an audit, inspection, investigation or law enforcement organization within the DOD.  The IG, by the nature of the job, will attempt to get all sides of the issue.  Don’t be defensive, IGs are fact finders.  They are prohibited by regulation from recommending punishment.  They will only provide facts to the commander.  The results of IG investigations normally cannot be used as part of further investigations or for adverse actions.

    


(2) No retribution will be taken against a Soldier who submits an IG complaint.  Anyone, however, who knowingly submits an untruthful statement to an IG can be charged and punished under the Uniformed Code of Military Justice (UCMJ). 


f. Persons who ask the IG for help make a complaint, give evidence, contact or assist an IG during an inspection or investigation or otherwise interact with an IG, have an assurance of confidentiality for their contact.  This assurance includes safeguarding their identity, the nature of their contact with the IG, and protection against reprisal.  The IG has a duty to protect confidentiality to the maximum extent possible, particularly when it is specifically requested.  The intent behind this emphasis on confidentiality is to protect individual’s privacy, maintain confidence in the IG system, and minimize the risk for reprisal.  It encourages voluntary cooperation and willingness to ask for help or to present a complaint for resolution.  However, confidentiality cannot be absolutely guaranteed.


g.  IGs can provide a great deal of assistance to commanders.  IGs:

   


(1) Are linked worldwide through a “technical channel”. IG policy, procedures, and guidance can be received quickly.

   


(2) Work closely with Soldier-support agencies (e.g. Chaplain, SJA, Red Cross, ACS, AER, etc.) to solve problems.  IGs can help you get started in the right direction.

   


(3) IGs are available to conduct “sensing sessions”. Perceptions can be provided as to what is wrong and what is right with your unit.  Only the requesting commander will get the results of these sessions.  Valuable insight can be gained into the feelings and thoughts of the Soldiers assigned.  Soldiers appreciate the opportunity to talk openly with someone outside the chain of command. 


h. Use this wealth of knowledge to assist you in doing your job as commander.

7. STEPS TO SUCCESS WITH THE IG 

No doubt you have had Soldiers in your command go to the Inspector General with their problems.  Some received fast and fair solutions.  Too often, though, the result was perceived as wasted time, disappointment, and a conviction that the IG system does not work. The trouble lies not with the system but with a failure to understand it and use it properly. What can the commander do to rectify this? He or she can bring these pointers to the attention of the Soldiers.


a. BE SURE THERE IS A PROBLEM.  Personal peeves loom large in the minds of some Soldiers. But there is little the IG can do about a peeve.  If the cooks consistently turn out lousy chow, that’s a problem. If someone doesn’t like the menu for one particular meal, that’s a peeve.


b. GIVE THE CHAIN OF COMMAND A CHANCE TO SOLVE THE PROBLEM.  The chain of command consists of the people who solve problems.  A Soldier’s Chaplain, Congressman or local IG can help out on occasion, but they must ultimately work with the chain of command.


c. TRY ALL OTHER APPROPRIATE REMEDIES.  The IG is sort of a “court of last resort”. If other remedies are available they should be used first.


d. DEAL WITH THE CLOSEST IG; IT WILL SPEED UP THE PROCESS AND GET AN ANSWER SOONER.  The IG at major command, NGB or Army level cannot personally investigate each complaint.  Most of the time, the IG at a higher level will refer complaints and requests to the IG at the level nearest that of the complainant.  That IG will then inquire into all aspects of the case and provide all the information to the IG at the higher level.  This is not intended to imply that a Soldier cannot deal with an IG at any level desired.  The problem may be so sensitive that the Soldier is reluctant to discuss it with anyone assigned to his or her own unit.


e. LEVEL WITH THE IG; ONCE THE IG STARTS INQUIRING, HE’LL KNOW SOON ENOUGH IF THE TRUTH IS BEING TWISTED.  If a Soldier has not been completely honest about the complaint, a lot of time and effort will go to waste.


f. KEEP IN MIND THE IG’S REGULATORY AND STATUTORY LIMITS.  The IG cannot change a regulation just because it does not suit an individual.  He can, however, recommend changes to regulations determined to be inappropriate or unfair.


g. AN IG IS NOT A COMMANDER; HE CAN ONLY RECOMMEND, NOT ORDER.  Some Soldiers get upset because nothing seems to happen as a result of their complaint.  Keep in mind that the IG can only advise, not order a commander.  There may be good reasons why the IG recommendation was not acted upon.


h. AN IG CAN ONLY RESOLVE A CASE ON THE BASIS OF PROVABLE FACTS.  If the IG cannot find concrete proof, he cannot resolve the case in favor of the complainant.  Just because a person says their supervisor violated a regulation does not make it a proven fact.


i. DO NOT READ EVIL THOUGHTS INTO AN ONGOING INVESTIGATION OR INQUIRY.  It is human nature to look at things from a very personal point of view.  Some Soldiers assume the commander has intervened and muzzled the IG if they do not hear the results of the investigation/inquiry immediately.  Heavy workloads require time.


j. BE PREPARED TO TAKE “NO” FOR AN ANSWER.  Do not assume that a negative answer from the IG is wrong just because it is unpalatable.  If the Soldier is absolutely certain the answer is wrong, and if he or she has some additional evidence to support that certainty, the case may be reconsidered.  If, on the other hand, the individual is merely unhappy because the report does not go in his or her favor, it is pointless to continue.

8. WHAT GETS LEADERS INTO TROUBLE

a. SOLDIERS RIGHT TO SEE IG 



1. No one can be stopped from seeing an IG.  They do not have to tell the chain of command why they want to see an IG.  Stopping them from seeing the IG is a criminal offense and is punishable by law.



2. Rest assured that an IG will always ask a Soldier if he or she has talked to his or her chain of command.  Most of the Soldier’s problems can be resolved by the chain of command.



3. If the problem is the chain of command the IG will hear both sides of the issue and act impartially to resolve the problem in accordance with established policies and applicable regulations.  


b. IG ACTIVITIES YOU NEED TO KNOW ABOUT.  IGs are authorized access to all documents and all other evidentiary material needed to discharge their duties.  These documents include normally protected data.  Some examples are classified documents (up to the level of clearance of the inquiring IG), records of board proceedings, acquisition information, medical records, financial records, evaluation reports, criminal investigations reports and financial disclosure statements just to name a few.

SECTION II. Information Chapters

CHAPTER 1
GENERAL COUNSELING

1.  REFERENCES.

a. AR 600-9, The Army Weight Control Program

b. AR 600-20, Army Command Policy

c. AR 623-3, Evaluation Reporting System


d. DA Pamphlet 623-3, Evaluation Reporting System

e. FM 6-22, Army Leadership

f. FM 7-21.13, The Soldier’s Guide
2.  DEPARTMENT OF THE ARMY POLICY.
   
a. Commanders will ensure Soldiers clearly understand the counseling process.

   
b. Counseling is used to provide a written record of a Soldier’s performance.  This record is used to support personnel actions such as: promotions, awards, schools, and administrative and disciplinary actions.  (This list is not all inclusive).

c. Provide a written record of a supervisor’s ability to counsel.
3.  GENERAL INFORMATION.
    
a. When properly and routinely used, the General Counseling Form (DA Form 4856) ensures Soldiers being counseled are clearly aware of their performance and future expectations.  General counseling affords the Soldier the opportunity to improve based on specific guidance and/or noted deficiencies.

    
b. General counseling provides a written record that protects the integrity of the chain of command and documents the command’s responsibilities to its Soldiers.  It also protects the basic right of Soldiers to clearly understand a supervisor’s perceptions and expectations of their performance.

c. Providing regular and effective performance counseling to all Soldiers, not just those who fail to meet standards, is a command responsibility.  All commanders will ensure that their subordinate leaders have implemented and are maintaining an effective performance-counseling program.
4.  COMMANDER RESPONSIBILITIES.

    
a. Ensure counseling is done on a routine basis.

    
b. Ensure Soldiers are counseled for performing well on specific missions or tasks.

    
c. Ensure counseling is performed in a positive manner.  All counseling should provide: evaluation of the Soldier’s performance; goals for future performance; and methods to affect improvement.  Leaders should use this method even when counseling a Soldier for poor performance or disciplinary infractions.

5.  POINTS OF CONTACT.  Chain of Command/First Sergeant
CHAPTER 2
NCO EVALUATION REPORT (NCOER) COUNSELING

1.  REFERENCE  


a. AR 623-3, Evaluation Reporting System

b. DA PAM 623-3, Evaluation Reporting System

2.  DEPARTMENT OF THE ARMY POLICY.
    
a. AR 623-3, paragraph 1-4 and DA Pamphlet 623-3, paragraph 3-6, requires a rater to conduct initial and performance counseling on NCOs they rate. Initial counseling will focus on communicating performance standards to the rated NCO and should let the NCO know what is expected of them during the rating period. Performance counseling will focus on duty performance and professional development throughout the rating period. Counseling will be conducted as follows:
        
(1)  Initial counseling within the first 30 days of a new rating period.

        
(2)  Initial counseling within the first 30 days of promotion to Sergeant.

       
 
(3)  Initial counseling within the first 30 days of appointment to Corporal.


(4)  Initial counseling within the first 30 days of assignment to a new unit or new duty position where the Soldier is assigned a new rater.
        
(4)  Performance counseling once per quarter for AGR Soldiers and semi-annually for M-Day Soldiers.
    
b. The rater must prepare and use DA Form 2166-8-1 (NCO Counseling Support Form) when conducting performance counseling for each rated NCO.  The form will be used for conducting performance counseling.  The DA Form 2166-8-1 is maintained by the rater until after the NCOER has been approved and submitted to the MILPO.  For Corporals who will not receive a record NCOER, the DA Form 2166-8-1 will be maintained by the rater for 1 year.

    
c. Senior raters will use all reasonable means to become familiar with the rated NCO’s performance throughout the rating period, such as periodical review of the counseling checklist to ensure that initial and quarterly or semi-annual counseling is being accomplished.  When counseling dates are omitted, the senior rater must include a statement in part V. e, explaining why the counseling was not accomplished.

    
d. The Military Personnel Office will not accept an NCOER without counseling dates or a senior rater bullet explaining their absence.

4.  COMMANDER RESPONSIBILITIES.  Commanders will ensure that rating officials give timely counseling to subordinates on professionalism and job performance, encouraging self-improvement when needed. 
5.  POINTS OF CONTACT.  


a. Personnel Sergeant


b. First Sergeant


c. Unit Fulltime Personnel


d. Enlisted Personnel Office
CHAPTER 3
NCO EVALUATION REPORT (NCOER) APPEALS

1.  REFERENCE.

a. AR 623-3, Evaluation Reporting System

b. DA Pamphlet 623-3, Evaluation Reporting System

2.  DEPARTMENT OF THE ARMY POLICY.  AR 623-3, Chapter 6 and DA PAM 623-3, Chapter 6 outlines the specifics of the NCOER appeal process. The appeals system is designed to protect the Army’s interests and ensure fairness to the NCO. It also avoids questioning the integrity or judgment of the rating official without sufficient cause. Preparation of the appeal will not delay submission of the original NCOER.
3.  GENERAL INFORMATION

a. Deciding to appeal. Before submitting an appeal, an objective analysis of the report in question should be made.  AR 623-3, paragraph 6-11 discusses the level of evidence that must be provided. The Soldier should be realistic in the assessment of whether or not to submit an appeal based on a careful review of the regulation.  The Soldier should seek advice and assistance in determining whether an appeal is advisable.  The Staff Judge Advocate, Enlisted Personnel Office and Personnel Sergeant are available to provide assistance.

b. Timeliness. Substantive appeals must be submitted within 3 years of the NCOER completion date. There is no time limit on administrative appeals. Appeals should be submitted as promptly as possible to enhance the likelihood of a successful appeal.


c. Burden of proof rests with the Soldier. Successfully appealing an NCOER depends on the strength of the evidence, the care with which the case is prepared, and the line of argument presented. The Soldier should obtain statements from third parties (persons who have knowledge of the rated Soldier’s duty performance during the contested rating period).  Official documents may also substantiate that an evaluation report is in error.  To be acceptable, evidence must be competent and relevant to the Soldier’s claim.  Soldiers must ensure they submit all documentation to assist in their appeal request.  Failure to do so hinders the appeals process and prevents the board from making an informed decision.  The board will make a decision based on the evidence provided. Statements from rating officials will not be the sole basis of the appeal.  

d. Prior to submitting the appeal, the Soldier should have the packet reviewed by a disinterested third party.  This may help remove emotions and poor logic from the case.  The case must be a logical, well-constructed case, and as fully documented as possible. Rated NCOs may seek an initial means of redress through the Commander’s Inquiry provisions of AR 623-3, paragraphs 6-3 through 6-6.

4. SOLDIER”S RESPONSIBILITIES.  Become thoroughly familiar with AR 623-3, Chapter 6 and DA PAM 623-3 Chapter 6 prior to submitting an appeal.  Prepare the appeal in the format required and include necessary enclosures.
5. COMMANDER’S RESPONSIBILITIES.  Provide assistance as needed.

6.  POINTS OF CONTACT:

a. Unit Fulltime Personnel


b. Enlisted Personnel Office


c. G-1


d. Staff Judge Advocate
CHAPTER 4
ENLISTED PROMOTION SYSTEM
1. REFERENCES.   

      a.  AR 600-8-19, Enlisted Promotions and Reductions 

      b.  MNGR 600-8-19, Enlisted Promotions and Reductions (published annually)

2. DEPARTMENT OF THE ARMY POLICY. The objective of the Army's Enlisted Promotions System is to fill authorized enlisted vacancies with the best qualified Soldiers. Further, this system provides for career progression and rank that are in line with potential and for recognition of the best qualified Soldier, which will attract and retain the highest caliber Soldier for a career in the Army. Additionally, the system precludes promoting the Soldier who is not productive or not the best qualified, thus providing an equitable system for all Soldiers.
3. GENERAL INFORMATION.  There are numerous work tasks in the promotion process.  Those procedures will not be discussed in detail as they are listed in the applicable chapters of AR 600-8-19 (primarily chapter 7).  Commanders must become familiar with decentralized promotion criteria (PV2-SPC) and promotion criteria (SGT-CSM) as specified in AR 600-8-19.

a. Counseling/mentoring:  Both play an important role in the promotion process.  Soldiers must know what is expected of them, told what to strive for, or what areas to improve in order to achieve promotion.  


b. Soldiers fully qualified for promotion consideration but not recommended must be counseled by their commander and allow the Soldier sufficient time to respond.  Specific procedures to not recommend Soldiers are found in AR 600-8-19, paragraph 7-33.


c. Soldiers may be removed from a promotion list through either administrative removal or command-initiated removal process depending upon the reason.  Procedures for removing for administrative reasons are found in AR 600-8-19, paragraph 7-43.  Procedures for command-initiated removal are found in AR 600-8-19, paragraph 7-44.

 


d. Flagging actions. Soldiers must be in a promotable status to be promoted.  Often Soldiers continue to remain flagged after the flag action has been finalized.  Commanders must ensure that flags are removed immediately when finalized. 


e. Promotion boards:  The state will conduct promotion boards at various times throughout the year.  Promotion boards will be convened following the procedures in AR 600-8-19, chapter 7 as well as the State Memorandum of Instructions for that current board.


f. Promotion records. Records must be maintained in accordance with AR 600-8-19, chapter 7.

4. COMMANDER RESPONSIBILITY. 

a. Ensure all Soldiers are educated on the Enlisted Promotion System.


b. Ensure required administrative actions are completed in a timely manner.


c. Counsel Soldiers fully qualified for promotion consideration but not recommended for consideration.


d. Be familiar with regulatory guidance on promotions. 


e. Ensure flags are removed immediately when finalized.

6. POINTS OF CONTACT. 

a. S-1 Officer/NCO


b. Enlisted Personnel Office


c. G-1

CHAPTER 5

OFFICER EVALUATION REPORTS

1. REFERENCES.


a. AR 623-3, Evaluation Reporting System


b. DA PAM 623-3, Evaluation Reporting System
2. DEPARTMENT OF THE ARMY POLICY.


a. AR 623-3, Chapter 3 describes the principles for completing an Officer Evaluation Report (OER).  AR 623-3 requires that all rated officers are to receive an initial counseling from their rating official within the first 30 days of the rating period which should address the scope of the officer’s duties.  It should include at a minimum, the rated officer’s duty description and performance objectives he should attain.  The discussion should also include the relationship of the duty description and objectives with the organization’s mission, problems, priorities, and similar matters.


b. The rater must counsel the rated officer throughout the rating period and prepare and use the DA Form 67-9-1 and DA Form 67-9-1a when conducting performance counseling.


c. Raters will provide their support forms, along with the senior rater's support forms, to the rated Soldier at the beginning of the rating period.  Discuss the scope of the rated Soldier's duty description with the rated Soldier within 30 days after the beginning of the rating period. This counseling will include, as a minimum, the rated Soldier's duty description and the performance objectives to attain. The discussion will also include the relationship of the duty description and objectives with the organization's mission, problems, priorities, and similar matters. 


d. AR 623-3, paragraph 2-12 requires that the DA Form 67-9-1 is used throughout the rating period. DA Form 67-9-1a will be used along with the DA Form 67-9-1 for officers in the rank of CPT, LT, CW2, and WO1. DA Form 67-9-1a is optional for other ranks. 

e. The rater will develop a safety objective or task and include that as one element of the support form/counseling requirement per AR 623-3, paragraph 3-4c(5)(d)(3).

f. The rater will complete the OER, Parts I, II, III, IV and V, including the APFT performance entry and the height and weight entry in Part IVc.  Part IV contains a listing of the Army values and the dimensions of the Army's leadership doctrine that define professionalism for the Army officer.  Part V will be an assessment of performance and potential.

g. AR 623-3, paragraph 3-11 requires that senior raters will, on the DA Form 67-9, Part VII.b, make an assessment of the rated officer's potential in comparison with all officers of the same grade. This assessment should be based on officers the senior rater has senior rated or has currently in his/her senior rater population.

h. The rated officer should sign and date the OER after its completion and signature by all rating officials in the rating chain.  This action increases administrative accuracy of the OER since the rated officer is most familiar with and interested in this information.  OERs arrive at HQDA not later than 120 calendar days after the “Thru” date of the report.


i. Appeals to the OER are explained in AR 623-3, Chapter 6.

3. COMMANDER RESPONSIBILITIES. 

a. Ensure that rating chains are published and provided to rated officers.


b. Ensure rating officials are fully qualified to meet their responsibilities.


c. Ensure reports are completed by the individuals in the rating chain.


d. Ensure rating officials give timely counseling to subordinate Soldiers.

4. POINTS OF CONTACT.


a. Personnel Officer (S-1)/NCO


b. Officer Personnel Branch


c. G-1
CHAPTER 6
LINE OF DUTY (LOD) and INCAPACITATION PAY

1. REFERENCES.  


a. AR 600-8-4, Line of Duty Policy, Procedures and Investigations

b. DoDD 1241.01, Reserve Component Medical Care and Incapacitation Pay for Line of Duty Conditions


c. AR 135-381, Incapacitation of Reserve Component Soldiers
2. DEPARTMENT OF THE ARMY POLICY.  Line of duty determinations are essential for protecting the interest of both the individual concerned and the U.S. Government where service is interrupted by injury, disease, or death. Soldiers who are on active duty (AD) for a period of more than 30 days will not lose their entitlement to medical and dental care, even if the injury or disease is found to have been incurred not in LD and/or because of the Soldier's intentional misconduct or willful negligence, Section 1074, Title 10, United States Code (10 USC 1074). A person who becomes a casualty because of his or her intentional misconduct or willful negligence can never be said to be injured, diseased, or deceased in LD. Such a person stands to lose substantial benefits as a consequence of his or her actions; therefore, it is critical that the decision to categorize injury, disease, or death as not in LD only be made after following the deliberate, ordered procedures described in this regulation. 
3.  GENERAL INFORMATION.


a. A Soldier of the National Guard or U.S. Army Reserve (USAR) is entitled to hospital benefits, pensions, and other compensation, similar to that for Soldiers of the Active Army for injury, illness, or disease incurred in LD, under the following conditions prescribed by law (10 USC 1074a): 

(1) While performing AD for a period of 30 days or less; 

(2) While performing inactive duty training; 

(3) While performing service on funeral honors duty under 10 USC 12503 or 32 USC 115. 

(4) While traveling directly to or from the place at which that Soldier is to perform or has performed:
(a) Active duty for a period of 30 days or less; 

(b) Inactive duty training; or 

(c) Service on funeral honors duty under 10 USC 12503 or 32 USC 115; 

(5) While remaining overnight immediately before the commencement of inactive duty training, or while remaining overnight, between successive periods of inactive duty training, at or in the vicinity of the site of the inactive duty training; or 

(6) While remaining overnight immediately before serving on funeral honors duty under 10 USC 12503 or 32 USC 115 at or in the vicinity of the place at which the Soldier was to so serve, if the place is outside reasonable commuting distance from the Soldier's residence. 

b. Line of duty investigations are conducted essentially to arrive at a determination of whether misconduct or negligence was involved in the disease, injury, or death and, if so, to what degree. Depending on the circumstances of the case, a LD investigation may or may not be required to make this determination. 


c. Investigations can be conducted informally by the chain of command where no misconduct or negligence is indicated, or formally where an investigating officer is appointed to conduct an investigation into suspected misconduct or negligence. For circumstances that require a formal LD investigation see AR 600-8-4, paragraph 2-3c.


d. For procedural processes to conduct both informal or formal line of duty investigations see AR 600-8-4, chapter 3.  

e. A member of the RC incurring or aggravating any injury, illness, or disease in the line of duty is entitled to medical and dental care, incapacitation pay, and travel and transportation incident to medical and/or dental care, in accordance with 37 USC 204 and 37 USC 206. The amount of incapacitation pay for the member will be determined in accordance with DOD 7000.14-R, Volume 7A. 

f. Members authorized incapacitation pay under 37 USC 204(g) will not be allowed to attend inactive duty training (IDT) periods or to acquire retirement points for drills. However, a member may earn retirement points in order to satisfy the requirements for a qualifying year of service by completing correspondence courses.

g. In accordance with the Joint Federal Travel Regulations, Soldiers who qualify for medical care in accordance with AR 135-381 are entitled to travel and transportation allowances for necessary travel incident to such care and return to their residence, upon discharge from treatment.

h. A member who is unable to perform military duties because of incapacitation under the circumstance described in AR 135-381, paragraph 1-6 is entitled to full pay and allowances, including all incentive pay to which entitled, less any civilian earned income for the same period the member receives incapacitation pay.   Members able to perform military duties, but demonstrating a loss of earned income as a result of an in-the-line-of-duty incapacitation, will be compensated for lost earned civilian income. The compensation under this provision will be the lesser of the amount of demonstrated lost civilian income in the amount not to exceed military pay and allowances for which the member would be entitled if serving on active duty.

i. Payment in any particular case may not be made for more than 6 months without review of the case by appropriate headquarters as outlined in AR 135-381, paragraph 3-6. 
4. COMMANDER’S RESPONSIBILITIES.

a. Will become familiar with the procedures for completing line of duty investigations, both informal and formal.


b. Ensure the Statement of Medical Examinations and Duty Status, DA Form 2173, will be completed within 7 calendar days of notification of the injury, illness, or disease. Completion means that Sections I and II are completed and signed by the Physician and Commander, respectively, signifying the injury, illness, or disease incurred in the line of duty.



c. Provide periodic briefings on entitlements to all assigned and attached Soldiers, especially prior to annual training (AT), field training, or deployments.

d. Ensure a LDI is conducted expeditiously on injury or illness likely to result in a claim against the Government for health care, compensation, or disability benefits.

e. Properly counsel each Soldier injured or taken ill on benefits, rights, privileges, and responsibilities.


f. Provide authorized assistance to family members of incapacitated and disabled Soldiers. 


g. Provide written input per DA Pam 135-381, chapter 2, to the appropriate headquarters concerning the Soldier's inability to perform military duties or loss of civilian earned income. 


h. Document all attendance and absences from training or duty. 
5. POINTS OF CONTACT.


a. Personnel Officer (S-1)/NCO


b. Medical Support Branch


c. Staff Judge Advocate


d. G-1
CHAPTER 7
TEMPORARY PHYSICAL PROFILES
1.  REFERENCES:

   
a. AR 350-1, Army Training and Leader Development
    
b. AR 40-501, Standards of Medical Fitness

    
c. AR 600-60, Physical Performance Evaluation System
    
d. FM 21-20, Physical Fitness Training
2.  DEPARTMENT OF THE ARMY POLICY:

    
a. Temporary profiles are intended to allow Soldiers to properly recover from illness or injury.  Commanders must consult with medical personnel to determine what physical training and duty requirements the profiled Soldier can perform.  The intent of a profile is to assist the Soldier in fully returning to duty in the fastest, safest manner possible.  A profile does not constitute a blanket authority to avoid PT or normal duty.

    
b. A Soldier should perform their normal duties to the maximum extent permitted by the profile.

    
c. Temporary profiles should specify an expiration date.  If no date is specified, the profile will automatically expire at 30 days after issuance of the profile.  Profiles will be medically reviewed every 3 months at which time it may be extended for a maximum of up to 6 months.  Temporary profiles extended beyond 6 months will be referred to a medical specialist (for that medical condition).  In no case will individuals in military status carry a temporary profile that has been extended for more than a total of 12 months without positive action being taken either to correct the defect or to effect other appropriate disposition. 
    
d. Profiling of Soldiers is limited to physicians, dentists, podiatrist, audiologists, physical therapists, occupational therapists, physician’s assistants, nurse midwives, and nurse practitioners.


e. Physician Assistants, nurse midwives and nurse practitioners may only award temporary profiles for a period of 30 days or less.  Profiles longer than 30 days or extensions of profiles beyond 30 days, except for pregnancy, must be confirmed by a physician.  (AR 40-501, paragraph 7-6)
    
f. Unit Master Fitness Trainers (MFTs) or commanders should provide profiled Soldiers with guidance on reconditioning exercises and diet for the duration of the profile.

    
g. Commanders should provide an alternate aerobic activity for Soldiers with profiles that prohibit running. FM 21-20, Chapter 2 provides alternate aerobic activities.

    
h. Soldiers with temporary profiles of three months or more may be given an alternate APFT if approved by the commander and health care personnel.  Profiled Soldiers are given three months to prepare for the alternate test.  The alternate test is outlined in FM 21-20.


i. If the commander does not follow a Soldier’s profile, he or she may be held responsible for the decisions made.  Even if no injury is immediately caused, the logical consequences for failing to follow a profile are:

        
(1)  Loss of faith by Soldiers in the commander’s good sense.

        
(2)  Complaint to higher commander, IG, Congress, etc.

        
(3)  Reversal of commander’s decision.

        
(4)  Administrative or punitive action against the commander for poor judgment, and any resultant failures or injuries.

        
(5)  Potential for government liability in the event of injury.

3. COMMANDER’S RESPONSIBILITIES.


a. Ensure all Soldiers are utilized to the fullest extent possible within the limits of their profiles.


b. Coordinate with health care personnel to maintain, monitor, and improve the health and physical abilities of assigned personnel.


c. Communicate with the attending physician or profile approving authority on questions arising from Soldier’s profile.  When questions arise as to the intent of the profile contact the physician and clarify the specifics of the profile.

    
d. Ensure a Soldier’s profile is not violated and a Solider is not required to violate his profile.
    
e. Utilize the MFT to develop and monitor fitness programs to assist the Soldier in recovering from his injuries.


f. Insure that profiles are issued correctly and that profiles are reviewed every 3 months.


g. Refer Soldiers to a Physical Profile Board (PPBD) when their profile does not accurately reflect their functional ability.
4.  POINTS OF CONTACT.
a. Enlisted/Officer Personnel Branch

b. MILPO

c. Medical Branch

d. Unit Master Fitness Trainer

CHAPTER 8
     PERMANENT PROFILES
1. REFERENCES. 


a. AR 40-501, Standards of Medical Fitness. 


b. AR 350-1, Army Training and Leader Development 


c. AR 600-60, Physical Performance Evaluation System. 


d. AR 635-40, Physical Evaluation for Retention, Retirement, or Separation. 


e. FM 21-20, Physical Fitness Training. 

2. DEPARTMENT OF THE ARMY POLICY. 


a. Physical profiling is the Army's method of classifying a Soldier's functional ability. Every Soldier has a permanent profile. Soldiers receive their permanent physical profile at the time of enlistment, appointment, or induction. 



(1) A physical profile is made up of six factors: physical capacity, upper extremities, lower extremities, hearing and ears, eyes, and psychiatric. These factors are represented by the letters 

P-U-L-H-E-S. 



(2) Each factor is rated on a scale of 1 to 4. These factors represent limits to classification or assignment: 1= no limitations, 2 = possible limitations, 3 = limitations required, 4= drastic limits to military duties. 


b. A permanent change to a Soldier's profile must be made by one of the following: physician, dentist, optometrist, podiatrist, or audiologist. Commanders of Army Medical Treatment Facilities (MTF) must designate individuals as profiling officers. 


c. Designated profiling officers make changes to a Soldier's profile using DA Form 3349 (Physical Profile). The profiling officer indicates duty limitations in block 3. These limitations must be legible, specific, and in lay terms. 


d. A physical profile board (PPBD) reviews the decisions of profiling officers for the MTF commander. Once a PPBD rules on a profile, that decision is official. PPBDs review profiling decisions, permanent change of profile to or from a "3" or "4", return to duty after six months of hospitalization, or a profile rating of "2" that requires significant assignment limitations. The MTF commander directs a review in controversial cases and upon a request from the unit commander. 


e. The commander or profiling officer will refer Soldiers getting a new permanent "3" or "4" profile rating in one or more PULHES factors to an MOS/Medical Retention Board (MMRB) for evaluation. The MMRB determines if a Soldier can perform duties in a worldwide field environment. The MMRB recommends one of the following to the convening authority: 



(1) Retain the Soldier in PMOS or specialty code. The Soldier is returned to duty within the limits of the profile. 



(2) Reclassify the Soldier.


(3) Probationary status. The MMRB will re-evaluate the Soldier within six months. 



(4) Referral into the Physical Disability Evaluation System (PDES) or the RC medical disqualification process. 

f. Commanders or personnel management officers will determine proper assignment and duty based on a Soldier's profile, assignment limitations, grade, and PMOS. 


g. Physical training for Soldiers with permanent profile limitations. 



(1) The profiling officer will prescribe a physical training program using the DA Form 3349. The commander and Master Fitness Trainer should participate in this decision. The program should include dietary guidance. 



(2) FM 21-20 provides guidance on alternate aerobic events for the APFT for Soldiers who cannot run. AN AEROBIC EVENT MUST BE TAKEN TO RECEIVE A "GO" ON THE APFT. 



(3) Soldiers do not take alternate events for the sit-up or push-up. If a profile prohibits either or both of these events, they are eliminated from the test and the Soldier only takes the aerobic event. 



(4) When an event is eliminated or an alternate is substituted, the Soldier receives only a GO/NO GO for the APFT. 



(5) Soldiers get 3 months to prepare for the alternate test. The preparation period starts on either the day the profile was approved or the date an alternate test was recommended by health care personnel. 

3. COMMANDER RESPONSIBILITIES. 


a. Ensure all Soldiers are utilized to the fullest extent possible within the limits of their profile. 


b. Coordinate with health care personnel to maintain, monitor, and improve the health and physical abilities of assigned personnel. 


c. Become thoroughly familiar with AR 635-40 and the Army Physical Disability Evaluation System when one of their Soldiers is entered into the process. 


d. Refer Soldiers to a PPBD when their profile does not correctly reflect their functional ability. 

e. Ensure a Soldier’s profile is not violated and a Solider is not required to violate his profile.

4. POINTS OF CONTACT. 


a. Enlisted/Officer Personnel Branch

b. Medical Branch


c. MILPO


d. Unit Master Fitness Trainer

CHAPTER 9
     MEDICAL BOARDS
1. REFERENCES. 


a. AR 40-3, Medical, Dental, and Veterinary Care. 

b. AR 40-501, Standards of Medical Fitness. 


c. AR 600-8-24, Officer Transfers and Discharges. 

d. AR 600-60, Physical Performance Evaluation System. 

e. AR 635-40, Physical Evaluation for Retention, Retirement, or Separation. 

f. AR 135-178, Enlisted Administration Separations. 

2. DEPARTMENT OF THE ARMY POLICY. 


a. MOS/Medical Review Board (MMRB). 



(l) The MMRB is an administrative screening board charged with the responsibility of evaluating a Soldier's ability or inability to physically perform PMOS or specialty code tasks in a worldwide field environment. 



(2) All Soldiers receiving a permanent profile 3 or 4 (P3 or P4) must be referred to an MMRB. The exceptions are Soldiers with approved retirements, DA/locally imposed bar to reenlistment, or pending administrative separations are not required to be evaluated. However, if a Soldier has sufficient time in service remaining to be eligible for reassignment and receives assignment instructions, he/she must be referred to an MMRB. 



(3) Commanders must furnish a commander's evaluation thru channels prior to the scheduled MMRB. The evaluation will address the Soldier's physical capability and impact of profile limitations. It is not the commander's job to state whether the individual is fit or not fit for duty. 



(4) The MMRB will make one of the following determinations for boarded individuals: 



(a) Retain in current MOS/specialty code with limitations. 



(b) Reclassify into new MOS. 



(c) Place in probationary status pending rehabilitation, not to exceed a 6-month period. 



(d) Refer to the Army Physical Disability Program or the RC medical disqualification process. 



(5) Soldiers are non-deployable and will not be reassigned under the following situations: 



(a) When assignment instructions have been received and the Soldier possessing a "3" or "4" permanent profile has not been evaluated by an MMRB. Soldiers will not proceed on assignment instructions until MMRB results are finalized. 



(b) When the MMRB convening authority recommends probationary status, reclassification, or referral to the Army's disability system, the Soldier will remain in a non-deployable status until final action is completed. 



(6) Enlisted Soldiers pending MMRB action may not reenlist. The Soldier, if otherwise eligible, may be voluntarily extended prior to ETS until a final determination is made by the MMRB. If the Soldier is found fit or retained, reenlistment will not be denied solely because of MMRB processing. 


b. Medical Evaluation Board (MEB). 



(l) The MEB is a narrative summary documenting a Soldier's medical status and duty limitations insofar as duty is affected by the Soldier's status. 



(2) Generally, only those cases that present problematical or controversial aspects, and those required by regulation, will be referred to the MEB. Some of the cases that require referral are: 



(a) Soldiers with medical conditions or physical defects that are usually progressive in nature and expectations for reasonable recovery cannot be established. 



(b) Soldiers whose medical fitness for return to duty is problematical or controversial. 



(c) Reserve Component (RC) Soldiers on ADT/IDT whose fitness for further military service upon completion of hospitalization is questionable. Additionally, RC Soldiers who require hospitalization beyond the termination of their tour of duty must have an MEB. 



(d) RC Soldiers not on active duty (AD) who require evaluation because of a condition that may render him/her unfit for further duty, if the condition is the result of injury incurred while on AD for 30 days or less or IDT. 



(e) Soldiers with cases involving mental competency. 



(f) Soldiers scheduled for separation when it appears that a mental illness, medical condition, or physical defect is the direct cause of unfitness or unsuitability. 



(g) Soldiers pending referral to the Physical Evaluation Board (PEB). 



(3) Soldiers are non-deployable once they are referred to an MEB. 


c. Physical Evaluation Board (PEB). 



(l) The PEB is the final step in the medical process. This board is charged with determining the medical fitness of a Soldier, either fit or unfit for duty, and the amount of disability awarded. 



(2) The PEB bases fitness on the preponderance of the evidence presented. The board evaluates the Soldier's medical prognosis and performance appraisals to determine overall retention. 



(3) The PEB's evaluation of a Soldier's performance encompasses the commander's evaluation, letters from supervisors, NCOERs/OERs, and personal testimony. Commanders must convey a consistent appraisal of the Soldier's performance, and address discrepancies within conflicting information. They must ensure that any physical defects impacting on a Soldier's duty performance are reflected on the Soldier's efficiency report. World-wide deployability will not serve as the sole basis for a finding of unfitness by the PEB, and cannot be addressed in the commander's evaluation. 



(4) The PEB conducts informal and formal boards. 


a. Know the attending physician. Commanders must have a working relationship with the physician to ensure the needs of the Army and the medical needs of the Soldier are met. 


b. Know the Physical Evaluation Board Liaison Officer (PEBLO). The PEBLO tracks all MEB/PEB actions and suspenses. 


c. Write a useful Commander's Evaluation. 



(1) The members of all three boards regard the Commander's Evaluation as a heavy hitter. 



(2) In both the MEB and the PEB, the evaluation of the MMRB is enclosed. Commanders must be consistent, or explain the discrepancy. 



(3) The evaluation must relay the actual daily routine of the Soldier, not be a disclaimer of what the individual cannot perform. The commander cannot state if the individual is fit or not fit for duty. 

3. POINTS OF CONTACT. 


a. Personnel Officer (S-l)/Personnel Sergeant. 


b. Staff Judge Advocate. 


c. Enlisted/Officer Personnel Branch. 


d. Medical Branch


e. MILPO
CHAPTER 10
SEXUAL HARASSMENT
1. REFERENCES.   


 AR 600-20, Army Command Policy 

2. DEPARTMENT OF THE ARMY POLICY. 

a. Army policy is to provide equal opportunity and treatment without regard to race, color, religion, gender or national origin and to provide an environment free of sexual harassment.


b. Sexual harassment is not limited to the workplace; it can occur almost anywhere.  Sexual harassment violates acceptable standards of integrity and impartiality required of all Army personnel.  It interferes with mission accomplishment and unit cohesion and will not be engaged in by Soldiers or DA civilians.
3. GENERAL INFORMATION. 


a. The biggest factor contributing to improper sexual treatment is the lack of understanding of what sexual harassment is.  There isn’t always a clear distinction between what is and what is not sexual harassment.  Opinions vary between what actions are acceptable and what actions are prohibited.

b. Sexual harassment is a form of gender discrimination that involves unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.  the recipient of the harassment determines “unwelcome”.  Sexual harassment is present when any of the following occurs:



(1) Submission to, or rejection of, such conduct is made either explicitly or implicitly a term or condition of a person’s job, pay or career.



(2) Submission to, or rejection of, such conduct by a person is used as a basis for career or employment decisions affecting that person.



(3) Such conduct interferes with an individual’s performance or creates an intimidating, hostile, or offensive environment.


c. Any Soldier or civilian, when in a supervisory or command position over Soldiers or civilian employees, is engaging in sexual harassment when:



(1) They use or condone implicit or explicit behavior.



(2) They use such behavior to control, influence, or affect the career, pay or job of a person.



(3) They make deliberate or repeated, unwelcome verbal comments, gestures, or physical contact of a sexual nature.

4. COMMANDER RESPONSIBILITY. 

a. The chain of command, whether military or civilian, has the primary responsibility for developing and sustaining a healthy EO climate.


b. Promote positive programs that enhance unit cohesion, esprit and morale.


c. Communicate matters with EO significance to unit personnel and higher headquarters.


d. Correct discriminatory practices by conducting rapid, objective and impartial inquiries to resolve complaints of discrimination.


e. Encourage the surfacing of problems and prevent reprisal for those who complain and take appropriate action against those who violate Army policy.

5. ACTIONS ALL LEADERS AND SOLDIERS CAN TAKE TO PREVENT SEXUAL HARASSMENT

a. Understand and be knowledgeable of what sexual harassment is.


b. Acknowledge that sexual harassment exists and educate yourself and your personnel to prevent it.


c. Report sexual harassment and treat each allegation of sexual harassment with the seriousness it deserves.


d. Don’t tolerate sexual harassment and take action if you observe or hear it.  Many problems can be alleviated if commanders and supervisors act on complaints in a timely, sensitive manner.


e. Realize that sexual harassment happens to both men and women.
6. POINTS OF CONTACT. 

a. Unit Equal Opportunity Representative or Office


b. Chain of Command


c. Chaplain  

CHAPTER 11
SEXUAL ASSAULT PREVENTION AND RESPONSE
1. REFERENCES.   AR 600-20, Army Command Policy 

2. DEPARTMENT OF THE ARMY POLICY.  


a. Sexual assault is a criminal offense that has no place in the Army. It degrades mission readiness by devastating the Army's ability to work effectively as a team. Every Soldier who is aware of a sexual assault should immediately (within 24 hours) report incidents. Sexual assault is incompatible with Army values and is punishable under the Uniform Code of Military Justice (UCMJ) and other federal and local civilian laws. 


b. The Army will use training, education, and awareness to minimize sexual assault; to promote the sensitive handling of victims of sexual assault; to offer victim assistance and counseling; to hold those who commit sexual assault offenses accountable; to provide confidential avenues for reporting, and to reinforce a commitment to Army values. 


c. The Army will treat all victims of sexual assault with dignity, fairness, and respect. 


d. The Army will treat every reported sexual assault incident seriously by following proper guidelines. The information and circumstances of the allegations will be disclosed on a need-to-know basis only. 


e. This policy applies — 



(1) Both on and off post and during duty and non-duty hours. 



(2) To working, living, and recreational environments (including both on- and off-post housing). 

3. GENERAL INFORMATION. 


a. Sexual assault is a crime defined as intentional sexual contact, characterized by use of force, physical threat or abuse of authority or when the victim does not or cannot consent. Sexual assault includes rape, nonconsensual sodomy (oral or anal sex), indecent assault (unwanted, inappropriate sexual contact or fondling), or attempts to commit these acts. Sexual assault can occur without regard to gender or spousal relationship or age of victim. "Consent" will not be deemed or construed to mean the failure by the victim to offer physical resistance. Consent is not given when a person uses force, threat of force, or coercion or when the victim is asleep, incapacitated, or unconscious.

b. Sexual Assault Response Coordinators (SARC) and Unit Victim Advocates (UVA). Because of the sensitivity and complexity of working with sexual assault victims, the deployable SARC and UVA must be carefully selected. These Soldiers are likely to become involved in highly charged, emotionally stressful situations in assisting victims of sexual assault. As a result, all candidates must be properly screened and complete training in responding appropriately to victims of sexual assault. Selection criteria can be found in AR 600-20, paragraph 8-6.

c. Training. The objective of Sexual Assault Prevention and Response training is to eliminate incidents of sexual assault through a comprehensive program that focuses on awareness and prevention, education, victim advocacy, reporting, response, and follow up. There are four categories of training for the Sexual Assault Prevention and Response Program. This includes professional military education (PME) training, unit level training, pre-deployment training, and responder training. 


(1) Sexual assault training is conducted for all Soldiers attending the following PME courses: initial entry training, NCOES, officer courses, warrant officer courses, commissioning courses, and drill sergeant and recruiting courses.



(2) All Soldiers will attend and participate in unit level Sexual Assault Prevention and Response training annually. Training will be scenario based, using real life situations to demonstrate the entire cycle of reporting, response, and accountability procedures. Training should be inclusive of audience and group participation.  Sexual Assault Prevention and Response Program training is not an extension of sexual harassment training. Trainers should clarify the differences between harassment and assault and identify those dynamics that are unique to sexual assault.


(3) Pre-deployment training will incorporate information on sexual assault prevention and response. As part of pre-deployment training, Soldiers will be presented with information to increase awareness of the customs of the host country and any coalition partners, in an effort to help prevent further sexual assaults outside of CONUS.


(4) Commanders will ensure service members receive sexual assault prevention and response unit refresher training during post-deployment activities.
4. COMMANDER RESPONSIBILITY. 

a. Take immediate steps to ensure the victim's physical safety, emotional security and medical treatment needs are met and that the SARC and appropriate law enforcement/criminal investigative service are notified.

b. Ensure that the victim or his/her representative consent in writing to the release of information to nonofficial parties about the incident and that the victim's status and privacy are protected by limiting information to "need to know" personnel. 


c. Ensure that victims of sexual assault receive sensitive care and support and are not re-victimized as a result of reporting the incident. 


d. Collaborate closely with the SARC, legal, medical, and chaplain offices and other service providers to provide timely, coordinated, and appropriate responses to sexual assault issues and concerns. 


e. Encourage the victim to get a medical examination no matter when the incident occurred. 


f. Report all incidents of sexual assault to CID in accordance with AR 195-1, Army Criminal Investigation Program, or to the proper local civilian authorities. 


g. Report sexual assaults to the SARC to ensure victims have access to appropriate assistance and care from the initial time of report to completion of all required treatment. 


h. Report all incidents of sexual assault to the office of the Staff Judge Advocate within 24 hours. 


i. Notify the chaplain if the victim desires pastoral counseling or assistance. 


j. Appoint on orders two UVAs per battalion level and equivalent units. Commanders will select qualified officers (CW2/1LT or higher), NCOs (SSG or higher), or DA civilian (GS-9 or higher) for duty as UVAs. The first colonel in the chain of command may approve appointing only one UVA for battalions whose small population may not warrant two UVAs. 

k. Appoint on orders one deployable SARC at each brigade/unit of action level and higher echelon (for example, division, corps, and Army component command). Since installation SARCs are civilians/contractors and do not deploy, the deployable SARC will perform all SARC duties in theater. Commanders will select qualified officers (MAJ/CW3 or higher), NCOs (SFC or higher), or DA civilians (GS-11 or higher) for duty as deployable SARC. 

l. Ensure deployable SARCs (brigade and higher) and UVAs have received required training prior to performing duties. 


m. Ensure deployable SARCs and UVAs deploy with assigned units. 


n. Ensure unit level Sexual Assault Prevention and Response Program training is conducted annually and documented on unit training schedules. 


o. Publish contact information of SARCs, installation victim advocates, and UVAs, and provide take-away information such as telephone numbers for unit and installation points of contact, booklets, and information on available victim services. 


p. Post written sexual assault policy statements and victim services resource chart on the unit bulletin boards. Statements must include an overview of the command's commitment to the Sexual Assault Prevention and Response Program; victim's rights; the definition of sexual assault; available resources to support victims; and specific statements that sexual assault is punishable under the UCMJ and other federal and local civilian laws and that sexual assault is incompatible with Army values. 


q. Ensure Soldiers receive pre-deployment and post deployment training related to the prevention and response to sexual assault. 


r. Include emphasis on sexual assault risks, prevention, and response at all holiday safety briefings. 

 
s. For additional commander responsibilities see AR 600-20, paragraph 8-5o and Appendix G.
6. POINTS OF CONTACT. 

a. Sexual Assault Response Coordinator


b. Unit Victim Advocate


c. Chaplain  

d. Staff Judge Advocate
CHAPTER 12

SUSPENSION OF FAVORABLE PERSONNEL ACTIONS-FLAGS

1. REFERENCES. 


a. AR 600-8-2, Suspension of Favorable Personnel Actions (Flags). 

b. AR 600-8, Military Personnel Management.

c. NGR 600-200, Enlisted Personnel Management.
2. DEPARTMENT OF THE ARMY POLICY. 


a. Flag actions guard against the accidental execution of favorable personnel actions for Soldiers not in good standing and support the Army's personnel life-cycle function of sustainment. 


b. A flag will be submitted when an unfavorable action or investigation (formal or informal) is started against a Soldier by military or civilian authorities. 


c. Flagging actions are classified into two categories: non-transferable and transferable (paragraph 1-11, AR 600-8-2). 


d. Flagging prohibits the execution of the following personnel actions. (Exceptions exist - see AR 600-8-22 and e. below) 



(1) Appointment, reappointment, reenlistment, and execution. 



(2) Entry on active duty (AD) or active duty for training (ADT). 



(3) Reassignment. 



(4) Promotion or reevaluation for promotion. 



(5) Awards and decorations. 



(6) Attendance at civil or military schooling. 



(7) Unqualified resignation or discharge. 



(8) Retirement. 



(9) Advanced or excess leave. 



(10) Payment of enlistment bonus (EB) or selective reenlistment bonus (SRB). 



(11) Assumption of command. 


e. Exception to the personnel actions listed in subparagraph 1 above are: 



(1) If a Soldier is flagged for APFT failure he/she is prohibited from promotion, reenlistment, and extension only. 



(2) If a Soldier is flagged for weight control failure he/she is prohibited from attendance at full-time civilian or military schooling, promotion, assumption of command, and reenlistment or extension only. 

3. COMMANDER RESPONSIBILITIES. 


a. Commanders direct the flagging action when a Soldier's status changes from favorable to unfavorable. A flag action is to be removed immediately when the Soldier's status changes from unfavorable to favorable. 


b. Initiate a separate flag for each investigation, incident or action. 


c. Review active flag actions monthly. 


d. Consult the security manager if determination is made to suspend access to classified information. 


e. Ensure the rules for transferring and removing flags are being followed. 


f. Ensure Soldiers who fail the APFT or fail to meet height and weight requirements are flagged. 


g. Ensure the Soldier is informed of the flag action. 

h. Ensure that the flag is removed when the action that required the flag has been corrected.  Timeliness of the removal is essential for the Soldier to preclude delaying favorable personnel actions.

4. POINTS OF CONTACT. 


a. Personnel Officer (S1)/NCO. 


b. Legal Specialist/Staff Judge Advocate. 

c. Enlisted /Officer Personnel Branch
CHAPTER 13

BARS TO REENLISTMENT

1. REFERENCES. 


a. DA Pam 600-8, Management and Administrative Procedures

b. AR 600-8-2, Suspension of Favorable Personnel Actions (Flags)

c. AR 601-280, Total Army Retention Program

d. AR 635-200, Enlisted Personnel
       e. NGR 600-200, Enlisted Personnel Management. 

2. DEPARTMENT OF THE ARMY POLICY. 


a. Only Soldiers of high moral character, personal competence, and demonstrated adaptability to military requirements will be reenlisted in the National Guard. Soldiers should be treated under the "whole-person" concept. Soldiers who cannot or do not measure up to standards, but whose separation under proper administrative procedures is not warranted at the present time, will be barred from further service. 


b. A bar to reenlistment is not a punitive action. It puts the Soldier on notice that he is not a candidate for reenlistment and he or she may be a candidate for separation if the current circumstances do not change. 


c. Commanders will submit a bar when a fully qualified Soldier requests and is denied reenlistment or extension. Commanders should be proactive and bar substandard Soldiers before they are reenlistment eligible. 

3. GENERAL INFORMATION. 


a. Soldiers may be barred for numerous reasons. Paragraph 7-22(a)-(c) of NGR 600-200, provides a listing of some infractions or reasons to do so, but it is not all inclusive. 


b. Procedures: Bar to reenlistment procedures and the appeal and removal process are detailed in paragraph 7-23 or NGR 600-200.
4. COMMANDER RESPONSIBILITIES. 


a. Commanders must be especially alert regarding reenlistment of Soldiers of the following or similar caliber: 



(1) Untrainable Soldiers. (NGR 600-200, paragraph 7-22(a)). 



(2) Unsuitable Soldiers. (NGR 600-200, paragraph 7-22(b)). 



(3) Single Soldiers/In-service couples with dependent family members. (AR 600-20, paragraph 5-5(11)). 


b. Commanders will initiate a bar to reenlistment or discharge proceedings (per NGR 600-200) against Soldiers who: 



(1) Do not make satisfactory progress after a six-month period on the weight control program and have no medical reason to cause the condition. 



(2) Fail two consecutive APFTs. 



(3) Are removed for cause from NCOES courses. 


(4) Meet other criteria as defined in NGR 600-200, paragraph 7-22c.

c. Review (evaluate) bars to reenlistment. Once approved, commanders will review bars at least once every 3 months after the date of approval, and 30 days before the Soldier's scheduled departure from the unit or separation from the service (see DA Pam 600-8). 



(1) Upon review, if the commander feels the bar should remain in effect, he or she will inform the custodian of the Soldier's personnel records who will enter the remark, "Bar to reenlistment reviewed; not recommended for removal (date)" on the Soldier's DA Form 2-1. 



(2) Counsel the Soldier, using DA Form 4856 (Developmental Counseling Form), and inform him or her the bar will remain in effect unless recommended for removal. 



(3) Inform the Soldier that he or she may request voluntary discharge. Inform the Soldier that discharge proceedings will be started if the bar is not removed upon completion of the second 3 month review unless a recommendation for removal is submitted and approved by proper authority. 



(4) The Soldier should be considered for discharge any time the removal of the bar isn't recommended. If the Soldier does not demonstrate progress, the commander should consider discharge without waiting for the next review to occur. 


d. Separation. Unless a recommendation for removal is submitted, commanders will start discharge action upon completion of the second three month review period.
 5. POINTS OF CONTACT. 


a. Personnel Officer (S-1)/Sergeant

b. Unit Legal Specialist/SJA

c. Unit Retention NCO


d. Enlisted Personnel Office

CHAPTER 14

ADMINISTRATIVE SEPERATIONS (CHAPTERS)

1. REFERENCE. 


a. AR 135-178, Enlisted Administrative Separations. 

b. NGR 600-200, Enlisted Personnel Management.


c. Uniform Code of Military Justice
2. DEPARTMENT OF THE ARMY POLICY. 


a. There is a substantial investment in the training of persons enlisted or inducted into the Army. Commanders will ensure adequate counseling and rehabilitative measures have been taken before initiating action to separate a Soldier.  These actions are prerequisite for initiating action to separate a Soldier for one of the following reasons (AR 135-178, paragraph 2-4): 



(1) Involuntary separation due to parenthood (paragraph 6-5). 
(2) Other designated physical or mental conditions (paragraph 6-7). 

(3) Entry level performance and conduct (chapter 8). 

(4) Unsatisfactory performance (chapter 9). 

(5) Minor disciplinary infractions or a pattern of misconduct (paragraph 12-1 a and b). 

(6) Failure to meet Army body composition standards (chapter 16). 


b. When a Soldier's conduct or performance approaches the point where continuation of such conduct or performance would warrant initiation of separation action for one of the reasons above, he or she will be counseled by a responsible person about his or her deficiencies at least once before initiating separation action. 


c. This counseling will be comprehensive and will include at least the following: 



(1) Reason for counseling. 



(2) That separation action may be initiated if the behavior continues. 



(3) The type of discharge that could result from the possible separation action and the effect of each type. 


d. Each counseling session required by this paragraph must be recorded in writing using DA Form 4856 (Developmental Counseling Form). 


e. If practical, at least one of the following rehabilitative measures should be taken prior to initiation of separation action: 



(1) Reassigned at least once within commuting distance, with at least 2 months of duty in each unit.


(2) If case reassignment is restricted (for example, small, independent, or isolated unit), or the Soldier is assigned to the IRR or Standby Reserve, the commander will ensure that proper alternate rehabilitation measures are employed, if feasible.


f. The officer exercising separation authority may waive the requirement for a rehabilitative reassignment. The exercise of waiver authority may be withheld by a higher separation authority as to a particular case or class of cases. Action to withhold waiver authority will be in writing and will be valid until revoked in writing. The requirement for a rehabilitative reassignment may be waived when it is determined that:


(1) Reassignment is not feasible because there are no appropriate units within a reasonable commuting distance of the Soldier's residence; or 



(2) Further duty of the Soldier would create serious disciplinary problems, or create a hazard to the military mission or to the Soldier, or would seriously affect unit readiness; or 



(3) Further duty of the Soldier would be inappropriate because the Soldier is resisting all rehabilitation attempts or that rehabilitation would not produce the quality Soldier desired by the ARNGUS and USAR. 

3. GENERAL INFORMATION. There are 13 different Chapters (4 through 16) for separating personnel. Each has its own set of rules and procedures. For example, in separations involving entry level performance and conduct (Chapter 8), unsatisfactory performance (Chapter 9), misconduct (Chapter 12) or failure to meet Army body composition standards (Chapter 16), a rehabilitative transfer must be provided unless waived by the separation authority. Some chapter actions require you to use the notification procedure in Chapter 2 of AR 135-178. This explains the Soldier's rights in the proceeding and is part of the due process procedure. A commander's failure to administer chapter actions according to regulation can result in the action being overturned on legal review or appeal. 

4. COMMANDER RESPONSIBILITIES. 

a. Become thoroughly familiar with the regulations governing the type of separation action desired. 

b. Consult with your servicing Staff Judge Advocate (SJA) and Adjutant before initiating any separation action. 

c. Ensure reasonable efforts toward rehabilitation have been exhausted before initiating separation proceedings. 

d. Ensure adequate counseling has been accomplished in writing. 

5. POINTS OF CONTACT. 

a. Personnel Officer (S1)/Personnel Sergeant
b. Staff Judge Advocate (SJA)

CHAPTER 15
ARMY WEIGHT CONTROL PROGRAM

1.  REFERENCES.
    a. AR 600-9, The Army Weight Control Program
    b. AR 600-8-2, Suspension of Favorable Personnel Actions
2.  DEPARTMENT OF THE ARMY POLICY.
    a. Each Soldier is responsible for meeting the standards in AR 600-9.  Commanders and supervisors will monitor all members of their command to ensure they maintain proper body weight, body composition (body fat in relation to weight) and personal appearance.

    b. Excessive body fat indicates a lack of personal discipline, detracts from military appearance, and may indicate a poor state of health, fitness or stamina.  Self discipline to maintain proper weight distribution and high standards of appearance are essential to every Soldier in the Army.

    c. Soldiers will conform to the body fat standards in AR 600-9, paragraph 1- 20c.  Soldiers that exceed these body fat standards are considered overweight.  Body fat composition will be determined for personnel:

        (1)  Whose weight exceeds the screening weight in AR 600-9, Table 3-1.

        (2)  When the unit commander or supervisor determines that the individual’s appearance suggests body fat is excessive.

    d. Soldiers who are overweight will be counseled, entered into a weight control program, and flagged in accordance with AR 600-8-2.

    e. Once a commander places a Soldier in the Army Weight Control Program (AWCP) that Soldier must lose from 3-8 pounds per month.  This level of monthly weight loss must be met unless prevented by a medical condition:

        (1)  Soldiers that fail to make this progress for two consecutive months or fail to meet the body fat standards after six months on the AWCP will be sent for a medical evaluation to determine if any underlying conditions exists that cause the Soldier to not lose weight.
        (2)  Commanders will initiate a mandatory bar to reenlistment or administrative separation proceedings against Soldiers that fail to make satisfactory progress after being placed on the AWCP for six months and no medical condition exists.  

    f. If a Soldier becomes overweight within 12 months of the date of removal from the AWCP and there is no underlying or associated disease process causing the condition, that Soldier's commander will initiate separation proceedings against the Soldier.

    g. Soldiers that become overweight after the 12th month but within 36 months of removal from the AWCP get 90 days to meet the standard or become subject to separation proceedings.

    h. Soldiers that meet body fat standards and become pregnant will be exempt from the standards for the duration of the pregnancy plus 135 days after termination of pregnancy.  Enrollment after this period still requires physician approval that the Soldier is fit for participation in a weight control program.

3.  COMMANDER RESPONSIBILITIES.
    
a. Become familiar with AR 600-9.

   
b. Ensure every Soldier is weighed when they take the APFT or at a minimum once every six months.

   
c. Ensure every Soldier that exceeds their screening table weight (AR 600-9, Table 3-1) is taped to determine their body fat content.  Procedures for determining body fat content are located in AR 600-9, Appendix B.

    
d. Have medical personnel determine if there is a medical problem causing the Soldier's weight condition.  AR 600-9 contains a sample memorandum to the Medical Department Activity.

    
e. If no medical reason exists, enter the Soldier in the AWCP.  This should be done in writing.  AR 600-9 contains a sample memorandum.

    
f. Flag Soldiers entered in the AWCP in accordance with AR 600-8-2.

    
g. Provide all Soldiers with guidance and information on diet and exercise to control weight.

    
h. Maintain all required documentation in Soldier file.

    
i. Conduct monthly weigh-ins and body fat content evaluations for Soldiers in the AWCP.  
    
j. Remove Soldiers from the AWCP once they meet body fat content standard of AR 600-9.  Do not use the screening table weight as the standard to remove Soldiers from the AWCP.

    
k. Initiate administrative separation against Soldiers that fail to make satisfactory progress in the AWCP after six months.  Inform the Soldier in writing.


l. Soldiers who exceed the screening table weight but don't exceed the allowable percent body fat standard are not considered overweight and will not be subject to punitive action.

4.  POINTS OF CONTACT.


a. Fulltime Unit Personnel


b. Enlisted Personnel Branch


c. Unit Master Fitness Trainer


d. Medical Branch
CHAPTER 16

DA FORM 1379, UNIT RECORD OF RESERVE TRAINING

1.  REFERENCES. 


a. NGR 680-1, Personnel Assets Attendance and Accounting 

b. ARNG Unit Level Financial Procedures Manual

2.  NATIONAL GUARD POLICY. The procedures prescribed in NGR 680-1 are considered the minimum required for the proper accounting of personnel attendance for pay or retirement point purposes.  Authenticators of the prescribed forms in NGR 680-1 will exercise sufficient care to ensure complete and accurate accounting of all personnel.
3.  GENERAL INFORMATION.

a. The DA Form 1379 (US Army Reserve Components Unit Record of Reserve Training) is the form used for the accounting of personnel.  This form will account for all assigned and attached Soldiers by using codes and remarks in Appendixes A through M, NGR 680-1.
   
b. The unit commander is the primary person authorized to perform the duties of unit certifying officer.  NGR 680-1, chapter 2-2d identifies who can sign as certifying officer in the absence of the unit commander.


c. The inclusive dates used when creating the DA Form 1379 will be from the day following the previous drill to the last day of the upcoming drill. These dates are entered when creating a “K” TL in AFCOS.
    
d. The following attendance codes do not require a remark to be entered on the DA Form 1379:  A, K, M, N, P, S, U.


e. The following attendance codes do require a remark to be entered on the DA Form 1379: B, C, E, H, T, U, X.  See NGR 680-1 to determine remarks to enter for each code.
   
f. Other instances when a remark is required on the DA Form 1379 is when a Soldier has completed a Code K, Rescheduled Training period or has completed a Code S, Equivalent Training period.  A remark is only required once a Soldier who was previously coded ‘K’ or ‘S’ and made up the training during the inclusive period.  The remark is required on the DA Form 1379 that covers that inclusive period.  Remarks are also required when a Soldier has completed an RMA during the inclusive period.  Finally, a remark is also required for any corrections that are made to a DA Form 1379 (see NGR 680-1 for procedures to make corrections).


g. Supporting documents for all Rescheduled Training, Equivalent Training, RMAs and corrections must be maintained with the DA Form 1379 maintained at the unit level.


h. The DA Form 1379 will be submitted electronically through AFCOS no later than 5 days following the completion of an IDT weekend.  


i. The DA Form 1379 must be maintained for one full year after the end of the calendar year and then forwarded to USPFO-MN on a TL (e.g. January 2007 through December 2007 records will be forwarded in January 2009).
5.  COMMAND’S RESPONSIBILITY.  
    
a. Commanders will ensure compliance with existing policies. 

    
b. Commanders will verify the accuracy of the DA Form 1379.  Only codes authorized in the NGR 680-1 will be used.

   
c. Commanders delegating signature authority are not delegating responsibility.  Commanders of organizations are responsible for the certifications of the attendance status of their command and cannot delegate this responsibility.


d. Ensure timely submission of DA Form 1379 and supporting documents. 


e. Sign and submit a DD Form 577 (Signature Card) to USPFO-MN for DA Form 1379s. Maintain a copy of the DD Form 577 with payroll records.
6.  POINTS OF CONTACT.


a. Unit Fulltime Personnel


b. Automation Branch


c. USPFO-MN, Military Pay Branch

CHAPTER 17

PHYSICAL FITNESS TRAINING AND TESTING
1. REFERENCES. 


a. AR 350-1, Army Training and Leader Development

b. AR 600-8-2, Suspension of Favorable Personnel Actions

c. AR 40-501, Standards of Medical Fitness 


d. NGR 635-101, Efficiency and Physical Fitness Boards



e. FM 21-20, Physical Fitness Training
2. DEPARTMENT OF THE ARMY POLICY. 


a. The intent of the APFT in the Army Physical Fitness Program is to provide a periodic assessment of a viable physical fitness program. The purpose of physical fitness testing is to give Soldiers an incentive to stay in good physical condition and to allow commanders a means of assessing the general fitness levels of their units. The APFT will not form the foundation of unit or individual fitness programs. 


b. The intent of the APFT in the Army Physical Fitness Program is to provide a periodic assessment of the unit’s fitness program.  The purpose of physical fitness testing is to give Soldiers an incentive to stay in good physical condition and allow commanders a means of assessing their unit’s general fitness level.

3. GENERAL INFORMATION.

a. All the events in a record APFT must be completed in the same day. Units will conduct APFT events in the following order: push-up, sit-up, and two-mile run (or alternate aerobic event). There are no exceptions to this sequence.  Results of the APFT will be recorded on DA Form 705 (Physical Fitness Test Scorecard) which will be maintained for each Soldier. This scorecard will be kept at a central location in the unit, and will be forwarded to the gaining unit upon transfer.

b. Commanders will flag Soldiers who fail a record APFT for the first time IAW AR 600-8-2. 


c. Soldiers who fail a record APFT should be counseled in writing by the commander, and will retest no later than 180 days (M-Day) or no later than 90 days (AGR) following the initial failure.  Soldiers may retest sooner if the Soldier and commander believe he/she is ready. Soldiers who fail this retest are categorized as repetitive APFT failures. Commanders will take the following actions against repetitive APFT failures: 



(1) Enlisted: Bar to reenlistment (AR 601-280), or process for separation from the service (NGR 600-200). 



(2) Officers: Officers will be processed for withdrawal of Federal Recognition in accordance with NGR 635-101, section III, by reason of Substandard Performance of Duty as defined in NGR 635-101, paragraph 8.  

d. To the maximum extent possible, the APFT should be administered as a unit event. 

e. Soldiers who fail to meet Army or unit standards may be placed in a special PT program.  This special program should be designed to help the Soldiers overcome their particular weakness.  It is not punishment.  Tailor these programs according to FM 21-20.


f. Soldiers will not participate in PT that violates a current, valid physical profile.  Commanders and 1SGs should consult with the physician and the Medical Support Branch to determine what training is appropriate for the Soldier.  Profiles are not a blanket exemption from participating in PT.


g. All Soldiers age 40 and over will be evaluated for coronary heart disease risk factors as part of their periodic physical examination.  The medical procedures for the CVSP are outlined in AR 40-501.  This is the responsibility of the Soldier.  Uncleared Soldiers may continue their current level of exercise during the evaluation process, including participation in unit or individual programs, but they will not be permitted to take the APFT until cleared.


h. M-Day Soldiers will be administered the APFT once annually.  AGR Soldiers must take the APFT at least twice each year, with a minimum of four months separating record tests if two record tests are given.  Commanders may administer the APFT as often as they wish; however they must indicate beforehand when the results are for record purposes.  The period between record tests will not exceed 12 months.  Commanders will flag Soldiers who fail to take the APFT within the required period per AR 600-8-2.


i. Soldiers will be weighed when they take the record APFT or at least once every six months according to procedures outlined in AR 600-9.


j. As soon as a Soldier has been determined to be pregnant by a physician, that Soldier is exempt from regular unit PT.  The Soldier can participate in Special Population PT as long as it does not violate the Soldier’s profile.  A pregnant Soldier will not take the APFT, whether for record or diagnostic purposes, per AR 40-501, chapter 7-9d(4).  This same regulation outlines postpartum profiles for recovery.  


k. Soldiers will not be flagged or barred for failing a diagnostic APFT.


l. Test OIC/NCOIC and scorekeepers must be vigilant for signs of injury or illness before and during the APFT.  Soldiers should also take it upon themselves to inform the OIC/NCOIC of any illness or injury that could or did prevent successful completion of the APFT.  When identified, the Soldier’s APFT will be stopped and he/she will be immediately referred for medical evaluation.  An APFT stopped for this reason becomes invalid.  It will not be considered an APFT failure and does not warrant flagging action. 

4. COMMANDER RESPONSIBILITIES. 


a. Schedule and conduct APFTs for Soldiers in their units. 


b. Inform Soldiers prior to testing that an APFT is for record purposes. 


c. Flag Soldiers who fail their first APFT, or fail to take the APFT in the required time period. 


d. Initiate action (separation or bar to reenlistment) against Soldiers who are repetitive APFT failures. 

e. Establish and conduct physical fitness programs consistent with Army regulations and unit mission.


f. Establish special programs for Soldiers that fail to meet Army and unit physical fitness standards.
5. POINTS OF CONTACT. 


a. Fulltime Readiness/Training NCO

b. Unit Master Fitness Trainer

c. Medical Support Branch
CHAPTER 18

MILITARY WHISTLEBLOWER REPRISAL ACT

1. REFERENCES. 


a. AR 20-l, Inspector General Procedures and Activities

b. 10 U.S.C. 1034. 

2. GENERAL INFORMATION. 


a. A reprisal is defined as taking or threatening to take, or withholding or threatening to withhold a favorable personnel action against a military member for making or preparing to make a protected communication. 


b. A protected communication is any lawful communication made to a member of Congress or an Inspector General regardless of the subject.  A protected communication may also be to a member of a DOD audit team, inspection team, investigation team, law enforcement organization or any member of the chain of command in which the military member makes a complaint or discloses information that the military member reasonably believes evidences: 



(1) A violation of law or regulation; including a Law/regulation prohibiting sexual harassment or unlawful discrimination. 



(2) Mismanagement; 



(3) A gross waste of funds; 



(4) An abuse of authority; 



(5) A substantial and specific danger to public health or safety. 


c. An adverse personnel action is any action regarding a military member that affects or has the potential to affect the military member's current position or career. 


d. Persons making protected communications are protected against reprisal by the Whistleblower Protection Act of  l989. Allegations of reprisal will be investigated by service IGs with oversight by DOD IG. Investigations will focus on the reprisal, not the complainant. 


e. Investigators will interview pertinent witnesses and employ the investigation when the following questions can be answered: 



(1) Was a protected communication made? 



(2) Was an unfavorable personnel action taken or threatened, or was a personnel action withheld or threatened to be withheld following the protected communication? 



(3) Did the official(s) responsible for taking, withholding, or threatening the personnel action know about the protected communication? 



(4) Does the evidence establish that the personnel action would have been taken, withheld, or threatened if the protected communication had not been taken? 


f. Claimant must report reprisals within 60 days after the date the Soldier became aware of the adverse personnel action or threat of adverse personnel action. 

g. The burden of proof is on the supervisor/commander to prove there was no reprisal. 


h. Reprisal against whistleblowers is forbidden by law, and is punishable under Article 92 of the UCMJ and applicable State Codes of Military Justice. 
4. COMMANDER RESPONSIBILITIES.


a. Ensure that subordinate leaders understand it is the right of all members of the Armed Forces to make a protected communication.


b. Assume the burden of proof of any allegation of reprisal within the command.
5. POINT OF CONTACT.

a. Inspector General 


b. Staff Judge Advocate
CHAPTER 19
         MENTAL HEALTH EVALUATIONS FOR NON-EMERGENCY CARE

1.  REFERENCES.
    a. DOD Directive 6490.1, Mental Health Evaluations of Members of the Armed Forces 
    b. DOD Instruction 6490.4,  Requirements for Mental Health Evaluations of Members of the Armed Forces 
2.  DEPARTMENT OF DEFENSE POLICY.  Department of Defense policy requires the Commanding Officer shall consult with a mental health professional before referring a member for a Routine (non-emergency) mental health evaluation to be conducted on an outpatient basis.  This requirement applies to both Soldiers in training and permanent party personnel.

3.  GENERAL INFORMATION. 


a. A “non-emergency command referral” is a mental health evaluation directed by a Soldier’s commanding officer as an exercise of the commanding officer’s authority.  This is a situation that is not considered life threatening, but behaviors and actions warrant an evaluation


b. After consulting with a mental healthcare provider and the determination is made that the Soldier’s behaviors warrant the evaluation, the commander must notify the Soldier in writing at least two business days before the mental health evaluation.  The notification memorandum will include:

    

1.  The reason for the referral.  Brief description of behaviors that led to the decision for the referral.

   

2.  The name of the mental health care provider the commander consulted.

    

3.  Notification of the Soldier’s rights.

    

4. The date, time and place of the evaluation, and the name and rank of the mental health care provider who will conduct the evaluation.

    

5. The name and signature of the Soldier’s commanding officer.

    

6. Titles and telephone numbers of other authorities such as lawyers, the IG and Chaplains who can assist the Soldier who wishes to question the necessity for the evaluation.


c. The Soldier will acknowledge in writing that he or she has been advised of the reasons for the mental evaluation and his or her rights.  The service member will be provided a copy of the notification memorandum.


d. No one will refer a Soldier for a mental health evaluation as reprisal for making or preparing a lawful communication to a member of Congress, any appropriate authority in the chain of command, an Inspector General or member of a DOD audit, inspection, investigation or law enforcement organization.

4.  COMMANDER RESPONSIBILITIES.  

a. Become familiar with the policy and procedures contained in DoD Directives 6490.1 and 6490.4.


b. Ensure that Soldiers are not referred for mental health evaluations as a reprisal for making a protected communication.

5.  POINTS OF CONTACT

a. Inspector General


b. Staff Judge Advocate


c. Medical Support Branch

CHAPTER 20
OFFICIAL USE OF GOVERNMENT VEHICLES

1.  REFERENCES.

    a. AR 58-1, Management, Acquisition, and Use of Motor Vehicles.
    b. DoD 5500-7-R, Joint Ethics Regulation

2.  PURPOSE.  To summarize guidelines on the use of government transportation for official purposes. 

3.  LEGAL FOUNDATIONS.  Military personnel who willfully use or authorize the use of any U.S. Government-owned or -leased passenger motor vehicle (except for official purposes as authorized by 31 U.S.C. Section 1344) may be disciplined under provisions of the Uniform Code of Military Justice or other administrative procedures deemed appropriate. 


a. Questions of official use must be resolved in favor of strict compliance with statute and regulation.

   
b. Determination of whether a specific use is for official purposes must include consideration of all pertinent factors, including whether the transportation is:

       

(1)  Essential to successful completion of a DOD function, activity, or operation.

        
(2)  Consistent with the purpose for which the vehicle was acquired.

   
 c. Specific guidance includes the following:

        
(1)  Official motor vehicle transportation requirements do not include: transportation to private social functions; personal errands or side trips for unofficial purposes; transportation of dependents or visitors without an accompanying official; or in support of non-DOD activities unless specifically approved under the provisions of Army Regulations (AR 58-1 paragraph 2-4b).
       
 
(2)  Transportation may not be provided for reasons of rank, prestige, or personal convenience (AR 58-1 paragraph 2-4a).

        
(3)  Army vehicles may not be used for transportation between home and work-place except in cases specifically approved by the Secretary of the Army (see AR 58-1, paragraph 4-3).

        
(4)  When a non-tactical government owned vehicle is authorized for use while on TDY, the vehicle may be operated between places where the person’s presence is required for official business, or between such places and temporary lodgings. In the absence of regularly scheduled public transportation, or its use is impractical, a vehicle may be operated between places of business or lodging and eating establishments, drugstores, barber shops, places of worship, and similar places required for the comfort or health of the member, and which foster the continued efficient performance of Army business. Using a government vehicle to travel to or from commercial entertainment facilities (that is professional sports, concerts, and so forth) is not authorized (AR 58-1, paragraph 2-3i(3).   


(5)  Transportation may be provided to support authorized activities that the commander has determined the failure to provide such service would have an adverse effect on morale of service members, family members and DOD civilians. This service will not be provided to the exclusion of mission needs and it will not be used to generate requirements for additional non-tactical vehicles (see AR 58-1 paragraph 2-3e). 

        
(6)  Transportation is authorized for military and civilian personnel officially participating in ceremonies, field demonstrations, and parades directly related to official activities (AR 58-1, paragraph 2-3a(1)).

        
(7)  Transportation may be provided to support DOD family advocacy programs.
4.  POINTS OF CONTACT.


a. Staff Judge Advocate


b. Inspector General 


c. J4

CHAPTER 21
GIFTS TO SUPERIORS
1. REFERENCES. 


a. DOD Directive 5500.7, Standards of Conduct


b. DOD 5500.7-R, Joint Ethics Regulation,

c. 5 CFR 2635.301-304, SUBPART C: Gifts Between Employees. 
2. DOD POLICY. 


a. Gifts to Superiors. 



(1) Except as provided below, an employee may not directly or indirectly give a gift to or make a donation toward a gift for an official superior; or 



(2) Solicit a contribution from another employee for a gift to either his own or the other employee's official superior. 


b. Gifts from employees receiving less pay. An employee may not directly or indirectly accept a gift from an employee receiving less pay than himself unless: 



(1) The two employees are not in a subordinate-official superior relationship; and 



(2) There is a pre-existing personal relationship between the two employees that would justify the gift. 


c. Exceptions. On an occasional basis, including any occasion on which gifts are traditionally given or exchanged, the following may be given to an official superior or accepted from a subordinate or other employee receiving less pay: 



(1) Items, other than cash, with an aggregate market value of $10 or less per occasion. 



(2) Items such as food and refreshments to be shared in the office among several employees. 



(3) Personal hospitality provided at a residence which is of a type and value customarily provided by the employee to personal friends. 

d. Other exceptions include special, infrequent occasions including marriage, birth of a child, adoption or termination of the subordinate/superior relationship.

d. Voluntary Contributions. An employee may solicit voluntary contributions from another employee for a group gift to the contributing employees’ superior for any special, infrequent occasion in a nominal amount that shall not exceed $10.  Special, infrequent occasions include marriage, birth of a child, adoption, termination of superior/subordinate relationship, etc.

e. Regardless of the number of employees contributing to a gift or gifts on a special, infrequent occasion, a DOD employee may not accept a gift or gifts from a donating group if the market value exceeds an aggregate of $300.


3. COMMANDER RESPONSIBILITIES. 


a. Become familiar with Standards of Conduct as specified in the Joint Ethics Regulation (JER) 5500.7-R, and DOD Directive 5500.7. 


b. Ensure all personnel are familiar with these provisions. 

4. POINT OF CONTACT. Staff Judge Advocate. 

CHAPTER 22
GIFTS FROM OUTSIDE SOURCES
1. REFERENCES. 


a. DOD Directive 5500.7, Standards of Conduct 

b. DOD 5500.7-R, Joint Ethics Regulation 
2. DOD POLICY. An employee shall not solicit or accept a gift given because of his or her official position. Neither shall an employee solicit or accept a gift from a prohibited source. 

3. GENERAL INFORMATION. 


a. Gift. A gift is defined as almost anything of monetary value. The following are some exclusions: 



(l) Coffee, doughnuts, and similar items of food and refreshments when offered other than as part of a meal. 



(2) Greeting cards and most plaques, certificates, and trophies. 



(3) Prizes in contests open to the public. 



(4) Commercial discounts available to the general public or to all government or military personnel. 



(5) Commercial loans, pensions, and similar benefits. 


b. Prohibited Source. A prohibited source is any person (or an organization-more than half of whose members are persons) who: 



(1) Seeks official action by an employee's agency. 



(2) Does or seeks to do business with the employee's agency. 



(3) Is regulated by the employee's agency. 



(4) Is substantially affected by the employee's performance of duties. 


c. Exceptions. An employee may accept the following, otherwise prohibited gifts: 



(1) Unsolicited gifts with a market value of $20 or less per occasion, aggregating no more than $50 in one calendar year from any one source. 



(2) Gifts clearly motivated by a family relationship or personal relationship. 



(3) Commercial discounts and similar benefits offered to groups in which membership is not related to government employment or in which, if membership is related to government employment, the same offer is broadly available to the public through similar groups, and certain benefits offered by professional associations or persons who are not prohibited sources. 



(4) Gifts resulting from the outside business activities of employees and their spouses. 



(5) Free attendance provided by the sponsor of widely attended gathering of mutual interest to a number of parties where the necessary determination of agency interest has been made. 



(6) Certain gifts of food and entertainment in foreign areas. 


d. Disposition of Prohibited Gifts. When an employee may not accept a gift already given, the employee should either return it or pay the donor its full market value. Subject to approval, however, perishable items may be donated to charity, destroyed, or shared within an office. 

4. COMMANDER RESPONSIBILITIES. 


a. Become familiar with Standards of Conduct as specified in the Joint Ethics Regulation (JER) 5500.7-R and DOD Directive 5500.7. 


b. Ensure all personnel are familiar with these provisions. 

 5. POINT OF CONTACT. Staff Judge Advocate. 

CHAPTER 23
STANDARDS OF CONDUCT
1. REFERENCES. 


a. DOD Directive 5000.7, Standards of Conduct 

b. AR 600-20, Army Command Policy 

2. DEPARTMENT OF THE ARMY POLICY. Department of the Army personnel must place loyalty to country, ethical principles, and law above private gain and other personal interests. The performance of their duties should be in keeping with the highest tradition of military and civilian service to the U.S. Government. 

3. GENERAL INFORMATION. 


a. Department of the Army personnel will avoid any action that might result in or reasonably be expected to create the appearance of the following: 



(1) Using public office for private gain. 



(2) Giving preferential treatment to any person or entity. 



(3) Impeding Government efficiency or economy. 



(4) Losing independence or impartiality. 



(5) Making a Government decision outside official channels. 



(6) Adversely affecting the confidence of the public in the integrity of the Government. 


b. Use of Government Facilities, Property, and Personnel.  Government facilities, property, and work assistance will be used only for official Government business. This includes, but is not limited to, stationary, stenographic services, typing assistance, duplication, computer facilities, military vehicles, and chauffeur services. 


c. Negotiating for Employment. 

(1) Department of the Army personnel may not participate, on behalf of the Government, in any matter involving an organization with which they are negotiating employment. 

(2) Negotiating includes any action by DA personnel that reasonably could be construed as a indication of interest in future employment. Examples include sending letters or resumes, making telephone inquiries, or failing to clearly reject a proposal from the entity's representative regarding future employment. It is not necessary that there be any firm offer of employment. 

4. COMMANDER RESPONSIBILITY. Commanders need to ensure that all personnel within their command receive annual Standards of Conduct training. 

5. POINT OF CONTACT. Staff Judge Advocate. 
CHAPTER 24
       AWARDS

1.  REFERENCES.
    
a. AR 600-8-22, Military Awards
    
b. AR 600-8-2, Suspension of Favorable Personnel Actions (Flags)


c. AR 600-8-104, Military Personnel Information Management/Records

d. JFMNR 600-8-22, Minnesota Awards Program
2.  DEPARTMENT OF THE ARMY POLICY.
    
a. It is the responsibility of any individual having personal knowledge of an act, achievement, or service believed to warrant the award of a decoration, to submit a formal recommendation into military command channels for consideration.  A Soldier may not recommend himself/herself for award of a decoration.

   
b. Each recommendation must be entered administratively into military channels within 2 years of the act, achievement, or service to be honored, except as indicated in AR 600-8-22.

    
c. A medal will not be awarded or presented to any individual whose entire service subsequent to the time of the distinguished act, achievement, or service has not been honorable. 

    
d. Soldiers under suspension of favorable personnel actions (flags) are not eligible to receive an award during the period of suspension.  Exceptions are listed in AR 600-8-2.

    
e. Provisions on individual awards are fully detailed in AR 600-8-22.

3.  GENERAL INFORMATION.
    
a. Once an award recommendation is submitted, it must be forwarded to the approval/disapproval authority.  Each intermediate commander will recommend approval or disapproval and cite specific reasons whenever disapproval is recommended.

    
b. The award certificates for approved awards will be forwarded for filing in the recipient's Official Military Personnel File (OMPF).  The DA Form 638 will be filed in the OMPF only in instances of disapproval or downgrade of the originally recommended award.

    
c. Recommendations for awards must be based on specific achievements.
    
d. Awards for meritorious achievement or service will not be based upon the grade of the intended recipient.  The predominant factor will be the degree to which an individual’s achievement or service enhanced the readiness or effectiveness of his or her organization.

    
e. No individual is automatically entitled to an award upon departure from an assignment.  Consideration should also be given to other types of awards, such as certificates and coins authorized by AR 600-8-22.

f. Limiting awards to a specific number per unit (quotas) is not authorized.
4.  POINTS OF CONTACT


a. Personnel Officer S-1/NCO



b. Military Personnel Office (MILPO) 
CHAPTER 25
FAMILY CARE PLANS

1.  REFERENCES:

    
a. AR 600-20, Army Command Policy  
    
b. FORSCOM Regulation 500-3-3, RCUCH, Task 2-I-6
2.  DEPARTMENT OF THE ARMY POLICY.  The Army assists the Soldier in providing for the care of his or her family members.  Mission, readiness and deployability needs especially affect Active Army, ARNG and USAR single parents and dual military family members.

3.  GENERAL INFORMATION.  
   
a. Family Care Plans (FCP) must ensure family members are properly and adequately cared for when the Soldier is not available.  It is the primary responsibility of the Soldier to implement the FCP.  It may be executed any time conditions warrant and family care is necessary due to the required absence of the Soldier.

b. Soldiers must be able to perform their military duties without interference of family responsibilities.  They must be available for duty when and where the needs of the Army dictate.
    
c. The DA Form 5305-R (Family Care Plan) is the Family Care Plan.  It will include proof that guardians and escorts:



(1) Have been thoroughly briefed on the responsibilities they are assuming.



(2) Know how to access military and civilian facilities and services on behalf of the dependent family members.



(3) Agree to provide care and have been provided all necessary legal authority and means to do so.

    
d. National Guard Soldiers are subject to this regulation during periods of absence.  Periods of absence include annual training, unit training assemblies, deployment and mobilization, or other types of active duty.

  
e. Soldiers must complete a FCP when any of the following apply:



(1) Pregnant Soldiers whom are single, divorced, widowed, separated or reside without their spouse, are married to another service member on active duty or the reserve component of any service.



(2) Soldiers who are single, divorced, widowed, or separated or reside without their spouse and one of the following apply:



(a) Has joint or full legal and physical custody of one or more dependents under age 18.



(b) Has adult dependent family member(s) incapable of self-care, regardless of age.



(3) Dual-service couples of the active or reserves and one of the following apply:



(a) One or both has joint or full legal and physical custody of one or more dependents under age 18.



(b) Has adult dependent family member(s) incapable of self-care, regardless of age.



(4) Soldier is divorced and has liberal or extended visitation rights by court decree.  Applies only if the dependent is placed in the Soldier’s care in excess of 30 consecutive days.



(5)  Soldier’s spouse is incapable of self-care or is physically, mentally, or emotionally disabled and requires special care or assistance.

4. COMMANDER’S REPSONSIBILITIES.


a. Conduct Family Care Plan counseling utilizing the DA Form 5304-R (Family Care Plan Counseling Checklist).


b. Approve Family Care Plans.


c. Ensure Soldiers and assigned guardians know their responsibilities concerning Family Care Plans.


d. Ensure Family Care Plans are reviewed and certified annually or sooner if events dictate.


e. Screen Soldiers during unit in-processing to determine if Family Care Plan requirements apply and ensure compliance by those required to have a Family Care Plan.


f. Be thoroughly familiar with Family Care Plan requirements and procedures.

5. PROCEDURAL GUIDANCE.  Procedures for completing the FCP Counseling Checklist and the FCP for CONUS and OCONUS are detailed in AR 600-20.

6.  POINTS OF CONTACT.


a. Unit Fulltime Personnel Officer S-1/NCO


b. Legal Specialist


c. Staff Judge Advocate

CHAPTER 26
SUPPORT OF FAMILY MEMBERS AND DEPENDENTS
(This section is applicable to Army National Guard Soldiers on Active Duty for 30 days or more)

1.  REFERENCE.  AR 608-99, Family Support, Child Custody, and Paternity
2.  DEPARTMENT OF THE ARMY POLICY.  
    a. Financial nonsupport of family members is an official matter of concern.  This is a command issue. Soldiers are obligated to provide financial support for legal dependents whether or not a court order exists establishing an amount of support to be paid.  

    b. Soldiers are required to manage their personal affairs satisfactorily. This responsibility includes:

        (1)  Providing adequate and continuous support for their family members.

        (2)  Complying with all court orders.

        (a)  When a court order or written support agreement exists establishing the amount of support, the Soldier is required to provide support in the amount stipulated.  The Soldier will provide support until relief or modification of the obligation by court order or another agreement.

        (b) When no court order exists, the Soldier should provide support at a level acceptable to all parties.  In the absence of a court order or a written support agreement containing a financial support provision, and until such an order or agreement is obtained, interim minimum financial support requirements are contained in AR 608-99, Para 2-6.


(3) Maintaining reasonable contact with family members to ensure their financial needs are being met.

    c. Soldiers must provide child support/alimony under the following circumstances.
        (1)  Court orders regarding child support, alimony, and paternity.

        (2)  The financial support provisions of a written support agreement in the absence of a court order.

    d. Soldiers cannot use their military status or assignment to deny financial support to family members or to evade court orders concerning child support or custody.

    e. The provisions of AR 608-99 are intended as interim measures until the parties involved arrive at a mutual agreement or resolve their differences in court.

    f. Violations of the minimum support requirements of AR 608-99, paragraph 2-6 or child custody provisions of paragraph 2-9 are punishable under Article 92, Uniformed Code of Military Justice (UCMJ).

    g. A commander has no authority to excuse a Soldier from complying with the interim support requirements of AR 608-99, except as listed in AR 608-99, paragraph 2-12 through 2-15.
    h. Soldiers cannot fall into arrears without violating AR 608-99, paragraph 2-5.  Soldiers who fall into arrears may be punished accordingly.  Although the collection of arrearages based on the financial support provisions of a court order or written support agreement may be enforced in court, there are no legal means for the military to enforce collection of BAQ arrearages.  Nevertheless, in all cases, Soldiers should be strongly encouraged, but not ordered, to pay arrearages.

3.  GENERAL INFORMATION-WHAT TO DO IN A NON-SUPPORT CASE


a. If you receive an inquiry concerning nonsupport you should:

    

(1) STEP 1:  Read, consult with SJA (if necessary), and acknowledge receipt of the correspondence within 14 days.  (Let the sender know that you received their correspondence and that you’re working on the case. Also give the sender an idea as to when they can expect an answer).

    

(2) STEP 2:  Determine the facts.  Bring Soldier in and ask him/her to provide a statement and any documentary evidence.  Note:  A rights advisement may be required.  Burden of proof lies on the Soldier.

    

(3) STEP 3:  If a support obligation is determined, advise the Soldier that failure to provide financial support to family members on a continuing basis is a violation of AR 608-99 and is punishable under the UCMJ.

    

(4) STEP 4:  Strongly encourage the Soldier to fulfill this obligation by means of an allotment from military pay.  Keep in mind that the Soldier cannot be forced to initiate an allotment.  Support can be provided in the form of cash, check, allotment, money order, etc.

    

(5) STEP 5:  If the Soldier decides to start an allotment, provide him/her with the necessary forms and assist in the processing of that action.

    

(6) STEP 6:  In the absence of a court order or written agreement containing a financial support provision, and until such an order or agreement is obtained, the Soldier must provide interim financial support (provided paternity is not being challenged); the amount of such support is set forth in AR 608-99.

    

(7) STEP 7:  Answer all correspondence received directly from family members, legal assistance attorneys, and others.  If the Soldier admits that he or she failed to provide financial support, then include the reason, if any, offered by the Soldier for violating AR 608-99 and the immediate steps the Soldier will take to comply with the regulation in the future.  If the Soldier asserts that he or she has been providing financial support as required by AR 608-99, furnish the Soldier’s full explanation and provide copies of any records of payment provided by the Soldier (obtain the Soldier’s consent to release payment/finance records to the requestor).  This information should include the dates and amounts of the checks or money orders sent – and to be sent – to the family member.  (Normally, replies will not include information obtained from a system of records without the Soldier’s written consent.  Commanders are encouraged to coordinate responses with SJA).


b. The IG will provide assistance to any commander/1SG regarding nonsupport complaints upon request. Commanders should also seek assistance from SJA Administrative Law Division.  The Soldier who is the subject of the support inquiry should be encouraged to contact the SJA Legal Assistance Office.   

4.  COMMANDER RESPONSIBILITIES

    
a. Inform their Soldiers of the DA policy on support of family members.

    
b. Process and respond to complaints of nonsupport IAW AR 608-99, paragraph 3-1.

    
c. Counsel Soldiers when nonsupport complaints are brought against them.

    
d. Respond to all official messages and correspondence concerning nonsupport claims within 14 days IAW AR 608-99, paragraphs 3-5 through 3-9.

    
e. Conduct inquiries into allegations of nonsupport.

    
f. Take appropriate action against Soldiers that fail to comply with AR 608-99 or lawful orders based on that regulation.  Confer with the SJA if there are any questions concerning “appropriate action.”  These areas include, but are not limited to, the following:



(1)  Counseling.



(2)  Admonition.



(3)  Memorandum of Reprimand (MPRJ or OMPF filing).



(4)  Bar to Reenlistment.

  

(5)  Administrative separation from the service.

 

(6)  Non-judicial punishment under UCMJ, Art 15.

 

(7)  Courts martial.  

4. POINTS OF CONTACT


a. Staff Judge Advocate


b. Inspector General

SECION III. Appendixes

APPENDIX A

COMMON DUTY APPOINTMENT ORDERS

This appendix contains a listing of Duty Appointment Orders, current as of the date of the publication, with the appropriate references that may be required by different levels of command.  This list does not constitute an all encompassing list of required duty appointments, but may be used as a reference for compiling duty appointment orders.  Be sure to check the appropriate reference for the applicability to your unit.

Personnel

Unit Prevention Leader (UPL) (AR 600-85, Para 1-25 and 1-26)

(STATE) Armory/Facility Safety Officer/NCO (NGR 385-10, Para 1-4d(4))

(BDE/BN)  Enlisted Reduction Board (NGR 600-200, Para 6-45)

(BDE)  Equal Opportunity Advisor (NGR 600-21, Paragraph 2-2a)

(BN/Unit)  Equal Opportunity Representative (NGR 600-21, Paragraph 1-4i(7))

Full-time Support Supervisor (Required when the Readiness NCO is not the senior enlisted FTUS) (NGR 600-5, paragraph1-4d)

Unit Morale, Welfare and Recreation Fund Manager (AR 215-1, paragraph 5-6)

(BDE/BN) Safety and Occupational Health Council (NGR 385-10, paragraph 1-6c)

Safety Officer and Safety NCO/Safety Assistant (AR 385-10, paragraph 2-1f(1) and NGR 385-10, paragraph 1-4f)

(STATE) Medical Review Officer (MRO) (AR 600-85, paragraph 12-7)

(STATE) Alcohol Drug Control Officer (ADCO) (AR 600-85, paragraph 12-7)

Unit Postal Officer and Alternate (AR 600-8-3, paragraph 2-3a)

Unit Mail Clerk and Alternate (AR 600-8-3, paragraph 2-3b)

Intelligence/Security

Classified Material Key and Lock Custodian (AR 380-5, paragraph 7-4d(1)(a))

Communications Security (COMSEC) Custodian (AR 380-40, paragraph 1-4h(1))

(STATE/BDE) Command COMSEC Inspector (AR 380-40, paragraph 1-4g(2))

Command Security Manager (AR 380-5, paragraph 1-6e)

Information Assurance Security Officer (IASO) (AR 25-2, paragraph 3-2f)

Information Assurance Manager (IAM) (AR 25-2, paragraph 3-2d)

(STATE) Frequency Manager (AR 25-1, paragraph 2-27a(4))

(STATE) Records Manager (AR 25-1, paragraph 2-27b)

(STATE) Single Installation VI Manager (AR 25-1, paragraph 2-27d)

Operations and Training
Marksmanship Coordinator (NGB Pam 350-7, paragraph 1-7)

Mobilization Purchasing Authority (when required) (FORSCOM Regulation 500-3-3, Annex B, pg. 94)

Range Control Officer/NCO (AR 385-63, paragraph 1-4r(3)(c))

(BDE/BN) Test Control Officer (AR 611-5, paragraph 2-1a)

Logistics

Army Oil Analysis Program (AOAP) Monitor (AR 750-1, paragraph 4-36d(6))

Bulk Fuel Control Officer (AR 710-2, paragraph 2-37b(1))

Calibration Coordinator (AR 750-43, paragraph 2-10a)

(BN) DD Form 1544 Auditor (DA Pam 30-22, paragraph 3-30a)

Dispatcher (DA Pam 738-750, paragraph 2-2b)

Field Sanitation Team (FM21-10, Chapter 4)

Food Service Officer and Alternate (AR 30-22, paragraph 3-19a(6))

Maintenance Officer (AR 750-1, paragraph 3-7a)

Priority Designator Reviewer (DA Pam 710-2-1, paragraph 2-3a)

Property Book Officer (AR 710-2, paragraph 2-5g(1))

Test, Measuring and Diagnostic Equipment (TMDE) Support Coordinator (State Maintenance Procedures, paragraph 8-2a)

Logistics Readiness Officer (AR 50-1, paragraph 2-20b(4))

Environmental Compliance Officer (AR 200-1, paragraph 1-32f)

APPENDIX B

BULLETIN BOARD POSTING REQUIRMENTS/SUGGESTIONS

This appendix contains a listing of required and suggested postings to unit bulletin boards, current as of the date of this publication.  This list does not constitute an all encompassing list of required postings, but may be used as a reference for checking/setting up unit bulletin boards.  Be sure to check for updated letters/postings prior to posting documents or posters on unit bulletin boards.
Safety
-PRELIMINARY LOSS REPORT

-SAFETY OF USE MESSAGES (Current)

-CSM SAFETY PHILOSOPHY (Most Current)

-The TAG’s ACCIDENT POLICY (Current)

-The TAG’s SAFETY PHILOSOPHY (Current)

-MINUTES OF CURRENT QUARTERLY SAFETY MEETING

-COMMANDER ARMY SAFETY 

-SAFETY AND OCCUPATIONAL HEALTH NEWSLETTER

-SAFETY BELT COMPAIGN 

-TECHNICAL ADVISORY MESSAGE #103

-GROUND PRE ACCIDENT PLAN 8FEB05

EO/POSH/LABOR
-EQUAL EMPLOYMENT OPPORTUNITY IS THE LAW POSTER

-EMPLOYMENT AND RE-EMPLOYMENT RIGHTS ACT

-ESGR REP POSTER

-HUMAN RELATIONS/EO POLICY LETTER COMMANDERS SIGNATURE

-NGB OFFICE OF EO AND CIVIL RIGHTS HOT LINE POSTER

-EEO COUNSELORS (Current)

-ADDITIONAL DUTY APPOINTMENTS FOR HR/EO

-UNIT EEO COMPLAINT CHANNELS

-EO AND EEO REGS

-ACCOUNTABILITIY FOR EEO 

-EO AND SH COMPLAINT PROCESS

-SEXUAL HARASSMENT POSTER 

-SEXUAL HARASSMENT POSTER 

-NGB SEXUAL HARASSMENT PREVENTION POLICY 

-SEXUAL HARASSMENT POLICY LETTER COMMANDERS SIGNATURE

-SEXUAL ASSAULT PREVENTION AND RESPONSE TRAINING 

-FAIRSHARE FEE PAYERS POSTER

-INJURY HOT LINE POSTER

-AMERICAN WITH DISABILITIES ACT POSTER

-POLICY STATEMENT ON MILITARY AFFIRMATIVE ACTION 1JUL03

-LETTER ON DRUG AND ALCOHOL ABUSE 

-ADR ALTERNATIVE DISPUTE RESOLUTION 
Workers Compensation
LOG AND SUMMARY OF OCCUPATIONAL INJURIES AND ILLNESS 18JAN00

IG

-RIGHT TO COMM. W/ IG (Current)

-IG Action Request Form (DA Form 1559)

Financial Announcements
-EFT TRAVEL ACCOUNT ESTABLISHMENT IN MYPAY

Political Activities
-POLITICAL ACTIVITIES 30JUL02

Extremist Groups
-NATIONAL GUARD MEMBERSHIP IN EXTREMIST GROUPS 26JAN01

Medical
-BIRTH CONTROL POSTER

Job Announcements
-AGR 

-TECH

Policy Letters
-TAG (All Current) 

-BRIGADE (All Current)

-BATTALION (All Current)

-Unit (All Current)

- ASSUMPTION OF COMMAND LETTER

MISC.

-LAUTENBERG AMENDMENT 23FEB98

-TRAINING SCHEDULES (Current month and two months out)

-DRILL SCHEDULE

-INDIVIDUAL RESPONSIBILITY OF NATIONAL GUARD MEMBER 15FEB94

-NCOER Rating Chain (AGR By Name – M-Day by duty position)

-OER Rating Chain (By Name) 

-PROHIBITION OF ABUSE OF THE GOV’T TRAVEL CHARGE CARD

-Family Medical Leave Act POSTER 1993

-TAGs Vision Statement

-ATAGs Five “Rs” (Retention, Readiness, Resources, Recruiting, Relevant & Safety)

APPENDIX C

FREQUENTLY USED WEBSITES

Department, Command, Agency, Organization Home Pages

Army: http://www.army.mil
Army Forces Command: http://www.forscom.army.mil
Army Knowledge Online (AKO): https://www.us.army.mil
Army Material Command (AMC): http://www.amc.army.mil
Army National Guard (ARNG): http://www.arng.army.mil
Defense Finance and Accounting Service (MyPay): http://www.dfas.mil
Department of the Army (DA): http://www.hqda.army.mil
Department of Defense (DOD): http://www.defenselink.mil
General Services Administration (GSA): http://www.gsa.gov
Guard Knowledge Online (GKO): https://gko.ngb.army.mil
Human Resource Command (HRC): http://www.hrc.army.mil
Illinois Knowledge Online (IKO): https://iko/default.aspx
Illinois National Guard: http://www.il.ngb.army.mil
Occupational Safety and Health Administration (OSHA): http://www.osha.gov
Office of Personnel Management (OPM): http://www.opm.gov
Training and Doctrine Command (TRADOC): http://www.tradoc.army.mil
U.S. Army Combat Readiness/Safety Center: https://crc.army.mil/home/
U.S. Army Reserve (USAR): http://www.armyreserve.army.mil
Forms, Publications, Magazines

Army Doctrine and Training Digital Library: http://www.adtdl.army.mil
DOD Electronic Forms: http://www.dtic.mil/whs/directives/infomgt/forms/formsprogram.htm
FORSCOM Publications and Forms: http://www.forscom.army.mil/pubs
IRS Forms and Publications: http://www.irs.ustreas.gov
Soldiers Online-The Official Army Magazine: http://www.army.mil/publications
TRADOC Publications: http://www-tradoc.monroe.army.mil/publica.htm
U.S. Army Publications Agency (USAPA): http://www.usapa.army.mil
Family Support

DEERS E-Mail:  http://tricare.mil/DEERS/update-info.cfm
(E-mail changes to Defense Enrollment Eligibility Reporting System (DEERS))

Military Assistance Program: http://dod.mil/mapsite
TAPS (Tragedy Assistance Program for Survivors, Inc.): http://taps.org
(Grief support and services for survivors of military line-of-duty deaths.)

U.S. Army Community and Family Support Center Morale, Welfare, and Recreation (MWR): http://www.armymwr.com
Personnel and Medical

Army Ribbons Order of Precedence: http://www.tioh.hqda.pentagon.mil/awards/ribbon/OrderofPrecedence.htm
Army Records Information Management System (ARIMS): https://www.arims.army.mil/
Army Reserve Component Retirement Services: http://www.armyg1.army.mil/rso/pay.asp
(RC Calculator, SBP Info, misc. info)
Military Retirement Calculator (Active Duty): http://www.defenselink.mil/militarypay/retirement/calc/
Personnel Electronic Records Management System (iPERMS): https://statepermsompf.hoffman.army.mil/rms/login.jsp
S-1 Net: https://forums.bcks.army.mil/default.aspx?id=166639
Army Medical Department (AMEDD): http://www.armymedicine.army.mil
Military Medical Support Office (MMSO):  http://www.tricare.mil/MMSO/
TRICARE Info: http://www.tricare.mil/
Miscellaneous Websites

Army Training Requirements and Resources System: https://www.atrrs.army.mil/
Center for Army Lessons Learned (CALL): http://call.army.mil/
DoD Lodging: http://www.armymwr.com/portal/travel/lodging/
Federal Voting Assistance Program: http://www.fvap.gov
Veterans Affairs (VA): http://www.va.gov
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