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COMPANY COMMANDER AND FIRST SERGEANT INFORMATION BOOK

Purpose:  This handbook is designed to help unit commanders and NCO leadership in their responsibilities for taking care of our soldiers, their families, and our associated communities.

General:  

1.  Each subject covered by this handbook contains a short explanation and reference documents in order to highlight DA and TRADOC policy, where to go for additional information, and outlines basic commander responsibilities.  

2.  When using this guide keep in mind it does not supersede or replace any Army Regulation.  Use this handbook as a starting point to provide you with direction on where to go for the source document or subject matter expertise.

3.  The Fort Jackson Inspectors General hope that this document will assist you in providing useful information towards accomplishing your mission.  Copies of this handbook can be found on the Fort Jackson IG Web page or the TRADOC Precommand Course Web page.

4.  Provide any user comments to the Fort Jackson Inspector General’s office at 803-751-5580.

IG SYSTEM OVERVIEW

(AR 20 –1)

1.  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.

2.  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. 

3.  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.

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

  a.  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.

  b.  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.

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

    a.  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.

    b.  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). 

6.  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.

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

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

    b.  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.

    c.  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. 

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

TEN 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 10 pointers to the attention of the soldiers.

1.  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.

2.  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.

3.  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.

4.  DEAL WITH THE CLOSEST IG; IT WILL SPEED UP THE PROCESS AND GET AN ANSWER SOONER
The IG at major command 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.

5.  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.

6.  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.

7.  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.

8.  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.

9.  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.

10.  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.

SUMMARY

After careful consideration of these 10 steps, the soldier will be able to determine whether the problem is appropriate for the IG.  He or she will also save a lot of time and avoid unnecessary frustration and delay in resolving the issue.

INFORMATION PAPER

FAMILY CARE PLANS

1.  REFERENCES:

    a.  AR 600-20, Army Command Policy para 5-5.

    b.  AR 601-280, Reenlistment.

    c.  AR 635-100, Officer Personnel.

    d.  AR 635-200, Enlisted Personnel.

2.  ISSUES:

    a.  AR 600-20, Army Command Policy, clarifies Family Care Plan (FCP) requirements and includes usable examples of the various components required for a viable FCP.  It also includes a comprehensive appendix of sample powers of attorney, letters of instruction to local and long-term guardians, guardian acceptance certificates, and DA Forms 5304-R (Family Care Plan Checklist) and 5305-R (Family Care Plan).

    b.  As a commander, you are concerned about having soldiers available to accomplish the mission, but also concerned about the welfare of their families.  Commanders are required to identify pregnant soldiers, single parents, and soldiers married to other soldiers (all ranks) who have children, in order to counsel them on their rights and responsibilities for the care of family members.  Soldiers are required to execute a family care plan that arranges for the care of family members so that all soldiers are available for duty whenever needed, are able to perform military duties without interference, and are available for worldwide assignment.

    c.  A major weakness in most commands is a lack of reliability of family care plans.  Ensure your soldiers maintain current and effective plans for their family members and develop a method to validate and systematically check the POCs listed.

    d.  Commanders are responsible for determining whether or not family care plans for their soldiers are reasonable and workable, and for testing the plans.  The plan must include proof that the guardians agree to provide care and have the legal authority and means to do so.  Exercises offer good opportunities to test family care plans, which are required to be reviewed once a year during the soldier's birth month.

3.  POINTS OF CONTACT:  SJA; Unit Personnel Sergeant; Chaplain; ACS

INFORMATION PAPER

FAMILY ADVOCACY PROGRAM

1.  REFERENCES:

    a.  AR 608-18, Family Advocacy Program (FAP).

    b.  AR 635-100, Separations (Officer)

    c.  AR 635-200, Separations (Enlisted)

2.  ISSUES:

    a.  Family Advocacy Program (FAP) guidance is provided in AR 608-18.  Recognizing the linkage between soldier efficiency and family problems, FAP is designed to prevent the onset or recurrence of child and spouse abuse.   The Family Advocacy Program includes rehabilitation and treatment programs.  Rehabilitative services are provided by the Medical Treatment Facility to protect the victim from further violence while treating the individual and family.  Preventive services offered by Army Community Service (ACS) are designed to reduce or eliminate the causes of violence.

   (1)  Each report of maltreatment is reviewed by the Case Review Committee (CRC), a multi-disciplinary team of medical, legal, religious, social work, law enforcement, and other professionals.  When an allegation of abuse against a soldier is substantiated, the CRC will make recommendations to the soldier’s command regarding treatment.  In determining the proper course of action, commanders will consider the soldiers’ service record, potential for further service, treatment prognosis, desire for treatment, acceptance of responsibility for the behavior, and recognition that the behavior was inappropriate.

  (2)  The ACS Family Advocacy Program Manager (FAPM) is the commander’s representative for oversight of the FAP.  The FAPM also provides essential support services of foster care and emergency shelter for abused victims when needed.  In addition, the FAPM assures a range of preventive programs are available in the community, including parenting education, parent aides, stress management, communication classes, etc. Some of these services are mandated by AR 608-18 while others can be developed if community assessments justify the need for a particular service. 

    b.  Congress provides the Army with special funds to be used for FAP.  Continuing congressional interest requires strict accountability.

    c.  Unit leaders at all levels are encouraged to refer soldiers and families to preventive programs to reduce stressors that increase the risk for family violence.

    d.  AR 608-18 states that soldiers that fail to progress in treatment will be considered for separation IAW AR 635-200 (enlisted) or AR 635-100 (officers), unless disposition of charges by court-martial is being considered or has been initiated.  Read AR 608-18, Paragraph 4-4, to review this option.

3.  POINTS OF CONTACT:

· Social Work Services

· ACS

· SJA

· Chaplain

INFORMATION PAPER

INDEBTEDNESS OF ARMY PERSONNEL

1.  REFERENCES:

    a.  DOD Directive 1344.9 and DOD Instruction 1344.12.

    b.  AR 600-15, Indebtedness of Military Personnel.

    c.  AR 608-1, Army Community Service Program.

2.  DEPARTMENT OF THE ARMY POLICY:

    a.  Soldiers are required to manage their personal affairs satisfactorily and pay their debts promptly.  Failure to do so damages their credit reputation and affects the Army's public image.  Failure to do so may subject the soldier to administrative or punitive actions.

    b.  The Army has no legal authority to force soldier's to pay their debts.  Also, the Army cannot divert any part of a soldier's pay even though payment of the debt was decreed by civil court.  Only civil authorities can enforce payment of private debts.

    c.  Creditors that comply with the provisions of Chapter 4, AR 600-15 will have their debt complaints processed by commanders.

    d.  The Army does not try to judge or settle disputed debts or admit or deny whether claims are valid.

    e.  The Army will not act as a collection agency.

    f.  If a soldier is not trying to resolve unpaid debts promptly or complaints of repeated failure to pay debts are received, commanders will consider the following actions:

        (1)  Making the failure a matter of permanent record.

        (2)  Denial of reenlistment.

        (3)  Administrative separation from the Service.

        (4)  Punishment under the UCMJ.

3.  COMMANDER RESPONSIBILITIES:

    a.  Process debt complaints that meet the criteria in Chapter 4, AR 600-15.  Chapter 2, AR 600-15 provides guidance on returning complaints that do not comply with Chapter 4.

    b.  Processing debts basically amounts to formally informing the soldier of the claim of indebtedness against them.  Chapter 2, paragraph 2-1, AR 600-15 provides detailed guidance to commanders in processing debt complaints.

    c.  In accordance with Chapter 3, AR 600-15, consider administrative or punitive actions against soldiers that:

        (1)  Fail to promptly resolve unpaid debts.

        (2)  Repeatedly fail to pay their legal debts.

    d.  Refer soldiers to the Legal Assistance Office if the soldier feels there are legal problems with the debt.

    e.  Provide financial management counseling for soldiers that have problems in meeting valid debts.  Army Community Service provides financial management counseling.

4.  POINTS OF CONTACT:

· ACS

· LEGAL ASSISTANCE
INFORMATION PAPER

SUPPORT OF FAMILY MEMBERS AND DEPENDENTS

1.  REFERENCES:

    a. AR 608-99, Family Support, Child Custody, and Paternity.

    b.  Department of Defense Pay and Entitlements.

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.  ACS provides counseling for soldiers who are experiencing financial problems.

    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 2-6b.

(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 2-11.
    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.  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 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)  Nonjudicial punishment under UCMJ, Art 15.

        (7)  Courts martial.  

4. POINTS OF CONTACT

· SJA
· IG

INFORMATION PAPER

WHAT TO DO WITH A NONSUPPORT CASE

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

    a.  STEP 1:  Read, consult with SJA (if necessary), and acknowledge receipt of the correspondence as soon as possible.  (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).

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

    c.  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.

    d.  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.

    e.  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.

    f.  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.

    g.  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).

2.  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.   

INFORMATION PAPER

ABSENT WITHOUT LEAVE

1.  REFERENCES:

    a.  Manual for Courts-Martial.

    b.  AR 27-10, Military Justice.

    c.  AR 630-10, Absence Without Leave, Desertion, and Administration of Personnel Involved in Civilian Court Proceedings.

    d.  AR 700-84, Issue and Sale of Personal Clothing.

2.  DEPARTMENT OF THE ARMY POLICY:  Commanders are required to take administrative action when soldiers are reported AWOL and/or Dropped from the Rolls (DFR) as deserters.

3.  GENERAL INFORMATION:

    a.  The Uniform Code of Military Justice defines AWOL as a soldier who without authority fails to go to his or her appointed place of duty at the time prescribed, goes from their place of duty without proper authority or is absent and remains absent from their unit, organization or place of duty.

    b.  If a soldier is reported AWOL, the commander is required to take the following actions:

        (1)  Conducts an immediate inquiry to determine the soldier's location and possible reaction for absence.  Record the results of the inquiry on DA Form 4384 (Commander's Report of Inquiry/Unauthorized Absence).

        (2)  Change soldier's current duty status to AWOL using DA Form 4187.

        (3)  Notify the Provost Marshall within 24 hours of the soldier's absence.

        (4)  Completes a Commander's Report of Inquiry/Unauthorized Absence (DA Form 4384).

        (5)  Contact the Next of Kin (NOK) to determine if the soldier contacted them.

        (6)  Inventory and dispose of personal military and civilian clothing and property IAW Chapter 12, AR 700-84.

    c.  After the soldier is absent for 30 days, the soldier is Dropped from the Rolls (DFR) as a deserter.  The following administrative actions are required by the commander:

        (1)  Change the soldier's duty status to DFR effective 0001 dated the 31st day of AWOL.

        (2)  Complete Deserter/Wanted by the Armed Forces, DD 553.  The suspected reasons for the absence and information on pending investigations, Article 15 or UCMJ action at the time of the soldier's absence is recorded in item 19.

        (3)  Send the completed DD Form 553 to the Commander, Law Enforcement Activity.

        (4)  Send a dropped from the rolls letter to the NOK.

        (5)  Submit the original copy of the deserter packet including charge sheets through the supporting Personnel Service Center (PSC) to the Commander, USAREC, ATTN:  PCRE-RD within 48 hours after the deserter has been dropped from the rolls of the unit.

4.  POINTS OF CONTACT:

· Chain of Command

· SJA

· MP Desk

· Unit Personnel Sergeant
INFORMATION PAPER

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.

    c.  AR 635-100, Officer Personnel.

    d.  AR 635-200, Enlisted Personnel.

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 body fat weight exceeds the screening table weight in table 1.

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

    d.  Soldiers who are overweight will be counseled by health care personnel, 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 are subject to separation proceedings.

        (2)  Commanders will initiate a mandatory bar to reenlistment and/or administrative separation against soldiers that fail to make satisfactory progress after being placed on the AWCP for six months.

    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 least once every six months.

    c.  Ensure every soldier that exceeds their screening table weight (AR 600-9, table 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 for soldiers in the AWCP.  Body fat content evaluations may also be done to assist in the measuring process.

    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 a bar to reenlistment and/or 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:

· Unit Weight Control NCO/OIC

· MEDAC

· Unit Master Fitness Trainer

· Unit Personnel Sergeant

INFORMATION PAPER

AWARDS

1.  REFERENCES:

    a.  AR 600-8-22, Military Awards.

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

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 include the information listed in AR 600-9-22, para 3-18U.

    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.

4.  POINTS OF CONTACT

· Unit Personnel Sergeant

· AG Awards Section

INFORMATION PAPER

GENERAL COUNSELING

1.  REFERENCE:  AR 635-200, Enlisted Personnel.

2.  DEPARTMENT OF THE ARMY POLICY:

    a.  Leaders 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).

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.

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: SJA; IG

INFORMATION PAPER

NONCOMMISSIONED OFFICER EVALUATION REPORT (NCO-ER) PERFORMANCE COUNSELING

1.  REFERENCE:  AR 623-205, Noncommissioned Officer Evaluation Reporting System.

2.  DEPARTMENT OF THE ARMY POLICY:

    a.  AR 623-205, paragraph 3-6a, requires a rater to conduct performance counseling on NCOs they rate. Performance counseling will focus on duty performance and professional development throughout the rating period. Performance counseling must occur on a regular basis.

        (1)  Within the first 30 days of a new rating period.

        (2)  Within the first 30 days of promotion to Sergeant.

        (3)  Within the first 30 days of appointment to Corporal.

        (4)  Every three months during the rating period.

    b.  The rater must prepare and use DA Form 2166-7-1 (NCO Counseling Checklist/Record) when conducting performance counseling for each rated NCO.  The form will be used along with a working copy of the NCO-ER for conducting performance counseling.  The DA Form 2166-7-1 is maintained by the rater until after the NCO-ER has been approved and submitted to the U.S. Army Enlisted Records and Evaluation Center, State Adjutant General or the Commanding General, ARPERCEN.  For Corporals who will not receive a record NCO-ER, the checklist 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 counseling is being accomplished.  When counseling dates are omitted, the senior rater must include a statement in part Ve, explaining why the counseling was not accomplished.

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

3.  POINTS OF CONTACT:  AG and Unit Personnel Sergeant

INFORMATION PAPER

NONCOMMISSIONED OFFICER EVALUATION REPORT (NCO-ER) APPEALS

1.  REFERENCE:  AR 623-205, Noncommissioned Officer Evaluation Reporting System.

2.  DEPARTMENT OF THE ARMY POLICY:

     AR 623-205, Chapter 4 outlines the specifics of the NCO-ER appeals process in order 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 NCO-ER.

3.  GENERAL INFORMATION:

a. Deciding to appeal. The burden of proof rests with the rated NCO. AR 623-205, paragraph 4 – 7 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.

b. Timeliness. Substantive appeals must be submitted within 5 years of the NCO-ERs 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 NCO-ER 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, official documents which supports or substantiates the appeal, and professional advise from the Staff Judge Advocates office, Personnel Service Center, and career management officials. Statements from rating officials will not be the sole basis of the appeal.  
d. Cover letter.
1. Prepared in memorandum format on letterhead or white bond paper.

2. First paragraph will include: name, rank, PMOS, SSN, period of report, priority of appeal and identify any pending personnel actions (i.e. DA local bar to reenlistment or mandatory retirement).

3. Include DSN or COMM phone number and correct mailing address.
4. Explain the nature of your disagreement and what corrective action you are requesting.
5.  List and identify all enclosures.
6. Sign and date the memorandum.
7. Provide all originals and one duplicate copy.
4. COMMANDER’S RESPONSIBILITIES. Provide assistance as needed.

5.  POINTS OF CONTACT:

· Unit Personnel Sergeant

· AG NCOER Section

INFORMATION PAPER

LEAVE (DA FORM 31, REQUEST AND AUTHORITY FOR LEAVE)

1.  REFERENCE:  AR 600-8-10, Leaves and Passes.

2.  DEPARTMENT OF THE ARMY POLICY:  Encourage all soldiers to use their authorized leave to the maximum extent possible.  Leave is beneficial to the health, morale, and motivation and helps maintain efficient performance of military duties.

3.  COMMANDER’S RESPONSIBILITIES:

    a.  Commanders will ensure compliance with existing policies and procedures.

    b.  Commanders will encourage and assist soldiers to use, on the average, their entire 30 days leave each year.

    c.  Counsel soldiers who refuse to take leave when the opportunity is afforded them. 

    d.  Ensure soldiers are charged leave only for days taken.

    e.  Ensure voiding, reconstruction, or correction of DA Form 31 is done properly and when required.

    f.  Process and verify changes affecting leave such as, sick-in-hospital or sick-in-quarters. 

    g.  Process, and be thoroughly familiar with, advanced and excess leave policies.  Ensure soldiers understand what each program is.

    h.  Process emergency leave requests as quickly as possible.  Be familiar with briefing requirements and travel authorizations afforded to soldiers.  This applies to soldiers whose Home of Record (HOR) is overseas and to soldiers stationed overseas traveling to stateside HOR. Remind soldiers that emergency leave is chargeable leave.

    i.  Process requests for leave in conjunction with Permanent Change of Station (PCS) or Temporary Duty (TDY). Do not grant extension request to soldiers who have PCS’d from your organization.

    j.  Process requests for leave or travel outside of the United States.  Ensure soldier is briefed on his or her  responsibilities.

    k.  Process requests for convalescent leave.  Ensure supporting recommendation has been received from a physician. 

    l.  Process requests for pass.  Soldiers are not authorized leave in conjunction with special passes.

    m.  Ensure requests for permissive TDY are appropriate and authorized.

4.  BEGINNING AND ENDING LEAVE. Soldiers are often erroneously charged for leave.  Lack of knowledge or proper training by Battalion S-1 personnel is often the cause.

    a.  Soldiers will be charged for actual days taken.  If a soldier works on the departure or return day for the majority of the normal working hours (more than one-half of the normally scheduled working hours), then that day is not charged as leave.  An entry must be made in the remarks section of the DA Form 31. 

    b.  If the soldier returns on a non-duty day, the preceding day is the last day of chargeable leave. Soldiers engaged in shift work normally have other non-duty days.  Example:  A soldier returns on Tuesday (Tuesday is his regularly scheduled non-duty day).  The preceding day (Monday) is the last day of chargeable leave.

    c.  Adjustment of leave records for day of departure or return must be processed while the soldier is assigned to the unit having jurisdiction over the leave.

5.  DEFINITIONS OF LEAVE:

    a.  Accrued leave.  This is leave that a soldier has earned and accumulated at a rate of 2.5 days per month. Leave in excess of 60 days at the end of the Fiscal Year (FY) will be lost unless authorized by paragraph 3-3, AR 600-8-10.

    b.  Advanced leave.  This is leave granted to soldiers with little or no leave balance. Basically, it’s a loan of leave a soldier expects to earn during his/her current term of service.

    c.  Excess leave.  This is leave without pay, allowances, or leave accrual.  It’s granted only upon the soldier’s request, except as outlined in paragraph 5-15, AR 600-8-10.  Soldiers on excess leave who incur a physical disability aren’t entitled to physical disability pay. 

6.  POINTS OF CONTACT:  Unit Personnel Sergeant; AG

INFORMATION PAPER

TEMPORARY PHYSICAL PROFILES
1.  REFERENCES:

    a.  AR 350-41, Training in Units.

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

    c.  AR 600-6, Individual Sick Slip.

    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 miss PT or avoid normal duty.

    b.  During BCT and AIT, soldiers are identified for medical attention by the unit cadre, based upon the soldier’s request for medical attention.  Soldiers must fill out a unit sick slip and have the slip signed by the unit cadre.  All soldiers will be screened at the Unit's Battalion Aid Station prior to being scheduled for an appointment or sent to the Troop Medical Clinic.  Medical personnel assigned to the Battalion Aid Station are authorized to issue a temporary profile not to exceed 3 days.

    c.  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)

    d.  A soldier should perform their normal duties to the maximum extent permitted by the profile.

    e.  Unit Master Fitness Trainers (MFTs) or commanders should provide profiled soldiers with guidance on reconditioning exercises and diet for the duration of the profile.

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

    g.  Violation of a profile by a soldier on or off duty is not a violation of a lawful order unless the commander has adopted the profile limitations and communicated the lawful order to the soldier.  The key point is that the soldier must have knowledge that the commander issued the order.  The commander could do this on a case-by-case basis or in a policy letter.

    h.  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.  CONCLUSION:

    a.  Commanders should communicate with the attending physician or profile approving authority on questions arising from soldier’s profiles.  When questions arise as to the intent of the profile, a responsible member of the chain of command should contact the physician and clarify the specifics of the profile.

    b.  If the commander desires that the soldier adhere to the conditions of a profile, then he or she should direct adherence as an order, either verbally or in writing to the individual soldier or in a policy letter to all soldiers.

    c.  Questions arising from violations of or failure to follow a profile should involve communication between the commander, the attending physician and the Staff Judge Advocate.

4.  POINTS OF CONTACT:

· OIC/NCOIC Troop Medical Clinic

· SJA
INFORMATION PAPER

CORRECTIVE TRAINING

1.  REFERENCES:

    a. AR 600-20, Army Command Policy.

    b. MCM, Manual for Courts Martial. 

2.  Military discipline is founded upon self-discipline, respect for properly constituted authority, and the embracing of the professional Army ethic with its supporting individual values.  Military discipline will be developed by individual and group training to create a mental attitude resulting in proper conduct and prompt obedience to lawful military authority.  Military authority is exercised promptly, firmly, and justly.

3.  Commanders exercise punitive authority over their subordinates.  However, one of the most effective nonpunitive corrective measures is Corrective Training (also known as extra training, additional training or on-the spot correction).  Any leader in a soldier's chain of command or chain of supervision may administer Corrective Training.

4.  Issue:  Corrective training is an effective non-punitive measure when soldiers demonstrate a need for additional instruction.  AR 600-20 specifically states that training given to soldiers to correct deficiencies must be directly related to the deficiency observed or oriented to improving the soldier's performance problem area.  Corrective measures may be conducted during non-duty hours.  They should continue only until the training deficiency is overcome.  Such training should not be oppressive in nature, humiliate the soldier or present the appearance of punishment.  Furthermore, it should not be used to evade the safeguards applied to imposing non-judicial punishment. Commanders must ensure it is used properly.  Deficiencies that have been satisfactorily corrected by means of corrective training will not be noted in the official records of the soldier concerned.

5.  Corrective Training is given to a soldier to correct known deficiencies and must relate directly to the deficiency.  For example, if a soldier constantly fails to conduct PMCS on the company van, having that soldier do extra KP duty is not appropriate because it does not relate to PMCS of the company van.  Having the soldier conduct PMCS twice a day for the next two weeks does.  Calling formations or having soldiers report 5 to 10 minutes early for formations are reasonable corrective measures for soldiers who display an inability to report to formations.  Consider using formal counseling and other measures for soldiers who cannot be positively motivated.

6.  Remember, ONLY COMMANDERS may administer punishment under ART 15.  NCOs and those not in command positions may use Corrective Training.

7.  POINTS OF CONTACT:

· Chain of command

· SJA

· IG

INFORMATION PAPER

EXTREMIST ORGANIZATIONS

1.  REFERENCE:  

a.  AR 600-20, Army Command Policy paragraph 4-12.

b.  DA Pam 600-15 Extremist Activities

2.  DEPARTMENT OF THE ARMY POLICY:  It is the policy of the Army to provide equal opportunity and treatment for all soldiers without regard to race, color, religion, gender or national origin.  Based on this philosophy, participation in extremist organizations and activities is inconsistent with the military service given its adverse effect on good order and discipline and the military mission.  Extremist organizations or activities are defined as ones that advocate racial, gender, or ethnic hatred or intolerance; advocate, create, or engage in illegal discrimination based on race, color, gender, religion, or national origin or advocate the use of force or violence or unlawful means to deprive individuals of their rights under the US Constitution or the laws of the US, or any state, by unlawful means.

3.  PROHIBITIONS:

    a.  Participating in public demonstrations or rallies.

    b.  Attending a meeting or activity with the knowledge that the meeting or activity involves an extremist cause when on duty, when in uniform when in a foreign country (whether on or off duty or in or out of uniform), when it constitutes a breach of law and order, or when it is likely to result in violence or when in violation of off limits sanctions or commander’s orders.

    c.  Fund raising activities on or off-duty.

    d.  Recruiting (including encouraging other soldiers to join) or training members of the organization.

    e.  Creating, organizing or taking a visible leadership role in such an organization.

    f.  Distributing literature on or off of a military installation the primary purpose and content of which concerns advocating or supporting extremist causes, organizations or activities and it appears the literature presents a clear danger to the loyalty, discipline or morale of military personnel or if distribution interferes with the accomplishment of a military mission.

4.  EXTREMIST GROUPS AND ORGANIZATIONS:  The majority of extremist groups have as a predominate theme that of superiority of one race or over another.  The term is also applied to ethnicity and religion.  The groups will often proclaim violence as a way to achieve their goals.  They will develop ideology that will justify, legitimize, and rationalize their version of reality.  Extremist groups generally fall into the following categories (DA Pam 600-15).

    a.  White Supremacy Ideology.  This ideology emphasizes theories of white superiority and the duty of Caucasians to survive and defend the US is tied to white supremacy and to “racial purity,” the safeguarding of the existence and reproduction of the Caucasian race (examples: KKK, Neo-Nazi, and Church of the Creator).  They believe White Anglo-Saxons are God's chosen people and that they alone will survive an impending race war.

    b.  Black Supremacy Ideology.  This ideology emphasizes theories of black superiority and the need for separation of the black race.

    c.  For more detailed information on various groups including background information, pictures, and location seek out further assistance from your EOA representative or local IG office.

5.  COMMAND AUTHORITY AND RESPONSIBILITY:  Per 600-20, Commanders must take positive actions to educate, counsel and advise, and control military facilities.  In this regard commanders:

    a.  Must be alert for indications of extremist activities within their command.

    b.  Have the authority to prohibit military personnel from engaging in any activity the commander deems to adversely affect good order and discipline or the morale of the command.  This includes but is not limited to the authority to order the removal of symbols, flags, posters or other displays from the barracks.

    c.  Counsel soldiers (see figure 1-3 of DA PAM 600-15 for sample memorandum) putting them on notice as to the incompatibility of military service with such behaviors.

    d.  Ensure soldiers understand how their affiliations with a specific organization relate to Army’s policy.

     e.  Conduct training to educate soldiers on the Army’s policy

     f.  Be alert for indicators of extremist ties, views, or behaviors.

     g.  Enforce DA policy on participation in extremist groups

     h.  Report all cases of participation

     i.  Use EOAs to monitor available information on extremist groups

     j.  Advise soldiers that participation will be considered during evaluations and factored into selecting leadership positions.

     k.  When suspected affiliation or involvement in extremist activities involving soldiers in training or permanent party are reported:

· Conduct a commander’s inquiry to determine the facts

· Consult with the local SJA office for legal advice

· Follow guidance in Figure 1-2 DA Pam 600-15 to assist with decision making on tattoos

· Request assistance from or referral to formal investigative agencies such as MPI or CID

· Take action in accordance with AR 600-20 when individuals are identified as extremist.  At a minimum the individual will be counseled (figure 1-3 DA PAM 600-15).  Commanders may also consider taking other action either administrative or judicial (para 2-5 DA PAM 600-15 and para 4-12 AR 600-20).

6.  POINTS OF CONTACT:

· Unit EOA reps

· IG

· SJA

INFORMATION PAPER

HOMOSEXUAL CONDUCT POLICY

1.  REFERENCE:

    a.  Title 10 United States Code, Section 654.

    b.  DOD Directives 1332.14 and 1332.30.

    c.  AR 600-20, Army Command Policy para 4-19.

2.  The law says that suitability to serve in the armed forces is based on conduct and ability to meet required standards of duty performance and discipline.  Homosexual conduct is grounds for barring entry into the armed forces and for separation from the armed forces.  Sexual orientation is not a bar to enlistment or continued service.  Homosexual conduct is defined as a statement, act, or marriage.


a.  Statement.  Statements can be conveyed through language or behavior; they must indicate a propensity or intent to engage in homosexual acts; statements are rebuttable.


b.  Act.  An homosexual act is any bodily contact actively undertaken or passively permitted between persons of the same sex for the purpose of satisfying sexual desires and that a reasonable person would understand to demonstrate a propensity or intent to engage in a homosexual act.


c.  Marriage.  Marriage between individuals of the same sex.

3.  If the commander receives an allegation that a member of his/her command has engaged in homosexual conduct, the commander must:

· Determine if the conduct fits the DoD definition of homosexual conduct

· Verify whether the information is credible

· Initiate an informal fact-finding inquiry ONLY if credible information exists.  This inquiry may not go beyond questioning the member (may need to provide a rights advisement), individuals suggested by the member, and member’s chain of command.  Anything further constitutes a substantial investigation, which requires consultation with a judge advocate and DA approval if investigating a “non-credible” statement.  As a matter of practice, commanders should always consult with a judge advocate when dealing with homosexual conduct issues.

4.  Credible information is information that:

· comes from a reliable source;

· is an observation of conduct; and 

· would lead a reasonable person to believe that the soldier making the described statement or committing the described act intended to convey the fact that he/she engages in or has a propensity to engage in homosexual conduct.

5.  Commanders are responsible for establishing a command climate that ensures people are treated with dignity and respect.  Commanders must articulate to members in the command what is acceptable behavior and what is not acceptable.

6.  The Army adheres to a zero tolerance policy for harassment.  All soldiers will be treated with dignity and respect and will be afforded a safe and secure environment in which to live and work.  Harassment may take the form of direct (derogatory language directed at someone) or indirect (cadence calls regarding homosexuals or graffiti) actions or statements.

7.  Commanders will take appropriate action to protect the safety of soldiers who report being victimized by threats or harassment.

8.  POINTS OF CONTACT:

· SJA

· IG

INFORMATION PAPER

IMPROPER RELATIONSHIPS

1.  REFERENCES:

    a.  AR 600-20, Army Command Policy, paragraph 4-14, 4-15, and 4-16

    b.  DA PAM 600-35, Relationships Between Soldiers of Different Ranks.

2.  The basis for the Army's Fraternization Policy is to promote Good Order and Discipline and to comply with Department of Defense policy.  The current policy was placed in effect in March 1999 and is consistent with all branches of the military.

3.  Current Army and DOD policy prohibits certain types of relationships between officers (commissioned or warrant) and enlisted personnel.  These include:

    a.  Business relationships except:

        (1)  Landlord/tenant relationships.

        (2)  One time transactions such as the sale of a house or car.

        (3)  Business relationships that exist due to civilian occupation for ARNG/USAR personnel.

    b.  Personal relationships to include dating, shared living accommodations, and intimate or sexual relationships.  Exceptions to this policy are:

        (1)  Marriages that were entered into prior to 1 March 2000.

        (2)  Relationships that violate the policy only because of the promotion or change in status of one of the military members.  For example, two enlisted soldiers are married and one is commissioned through OCS.

        (3)  Relationships with members of the ARNG/USAR that exist due to off-duty association.

    c.  Gambling.

4.  Army policy also prohibits any relationship between permanent party personnel and initial entry training (IET) soldier that is not required to accomplish the training mission.

5.  Associations between officers and enlisted personnel that occur in the context of community organizations, religious activities, athletic events, unit functions or family gatherings are not prohibited.  In any relationship,

the senior person by rank is expected to terminate or limit relationships to comply with Army policy.  However, it is the responsibility of every soldier to ensure compliance.

6.  Any relationship between a soldier in training (BCT and AIT) and permanent party personnel not required by the training mission is prohibited.  This prohibition applies regardless of the installation that the soldier or the permanent party member is assigned to.  For example a solider in training at one installation and a permanent party member assigned to a different installation are still prohibited from engaging in any  relationship.  For further guidance concerning associations between soldiers in training and permanent party personnel refer to FJ Reg 600-3 Illegal Associations.

7.  POINTS OF CONTACT:

· SJA
· IG

INFORMATION PAPER

         MENTAL HEALTH EVALUATIONS FOR NON-EMERGENCY CARE

1.  REFERENCES: 

    a.  DOD Directive 6490.1.

    b.  DOD Directive 7050.6.

2.  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.  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

4.  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:

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

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

    c.  The soldier’s rights.

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

    e.  The name and signature of the soldier’s commanding officer.

    f.  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.

4.  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.

5.  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.

6.  Commanders must be familiar with DOD Directive 6490.1.

7.  POINTS OF CONTACT:

· SJA
· CMHS
INFORMATION PAPER

PROFANITY AND ILLEGAL ASSOCIATION

1.  REFERENCES: 

    a.  FJ Regulation 350-6, Initial Entry Training Policies and Administration.

    b.  TRADOC Regulation 350-6, Initial Entry Training Policies and Administration.

    c.  FJ Regulation 600-3, Prohibited Practices.

2.  ISSUES:

    a.  Profanity:  FJ Regulation 350-1 states that profanity and other abusive language will not be tolerated in addressing, referring to, or instructing soldiers.  Use of profane, vulgar, or obscene language and/or gestures will not be tolerated from any soldier.  Shouting  objectionable slogans or responses by groups will not be permitted.

    b.  Illegal Association:  FJ Regulation 600-3, paragraph 6g, defines illegal association as any actual or attempted personal relationship, association, contact, or socializing between any permanent party soldier, student personnel, or civilian employee and any soldier in training, receptee, or holdover, on or off the installation, that is not required to accomplish the training mission.  This includes, but is not limited to, the following actual or attempted personal relationships, associations, contacts, or socializing between any permanent party soldier, student personnel, or civilian employee and any soldier in training, receptee, or holdover:

        (1)  Gambling or wagering.

        (2)  Touching of a sexual nature, handholding, embracing, caressing, massaging, kissing, engaging in sexual intercourse, sexual fondling, sodomy, or dating or any other meeting that is not official in nature.

        (3)  Using sexually explicit, suggestive, or obscene language or gestures.

        (4)  Viewing or showing sexually explicit magazines or videos.

        (5)  Accepting or providing gifts.

        (6)  Loaning or borrowing money.

        (7)  Drinking or providing alcoholic beverages.

        (8)  Dancing.

        (9)  Smoking or providing tobacco products to soldiers in training, receptees, or holdovers.

        (10)  Writing letters, notes or sending e-mail of a

personal nature to any soldier in training, receptee, or holdover or having telephone conversations of a personal nature with them.

    c.  This list is not all inclusive.  Commanders should consult with their servicing trial counsel when confronted with any issue concerning prohibited practices by permanent party soldiers, student personnel, or civilian employees and soldiers in training, receptees, or holdovers.

3.  POINTS OF CONTACT:

· SJA

· IG
INFORMATION PAPER

 OFFICIAL USE OF GOVERNMENT VEHICLES

1.  REFERENCES.

    a.  AR 58-1, Management, Acquisition, and Use of Administrative Motor Vehicles.

    b.  AR 608-1, Army Casualty Operations/Assistance/Insurance.

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

3.  LEGAL FOUNDATIONS:  31 U.S.C 1344 prohibits the expending of appropriated or nonappropriated funds for transportation unless the transportation is for an official purpose.  Guidance on what constitutes an official purpose is contained in AR 58-1 and AR 608-1.

    a.  Questions of official use must be resolved in favor of strict compliance with statute and regulation (AR 58-1, PARA 2-5a).

    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 (AR 58-1, para 1-3b (5)).

    c.  Specific guidance includes the following:

        (1)  Military personnel, civilian employees or members of their families (AR 58-1 para 2-6b) may not use Army vehicles for the conduct of personal business.

        (2)  Transportation may not be provided for reasons of rank, prestige, or personal convenience (AR 58-1 para 2-6c).

        (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 sub-para (7)(b)(1-5) below).

        (4)  Transportation is authorized between lodging and work place for personnel on TDY when DOD and commercial bus service is not available or adequate (AR 58-1, para 2-5b). Use of government vehicles for transportation from a place of domicile to place of duty is generally prohibited, the following exceptions apply:

        (a)  For a few individuals in specified positions (for example, the Secretary of the Army and Chief of Staff of the Army).

        (b)  When authorized by the Secretary of the Army for:  

· Emergencies.

· Compelling operational considerations.

· Highly unusual circumstances of clear and present danger.

· Personnel performing certain intelligence and law enforcement functions.

· Personnel performing field work (itinerant work at various locations distant from normal places of duty or at remote sites only accessible with government transportation).

(5)  Commanders may provide vehicle support to authorized activities if they decide that failure to do so would have an adverse effect on morale of soldiers.  This support must not be detrimental to mission or generate requirements for additional vehicles (AR 58-1 para 2-5c). 

        (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, para 2-5d).

        (7)  Government vehicles may be used in support of Family Readiness Group (FRG) missions, including transportation of volunteers performing official FRG business.  Volunteers may be authorized vehicle use when visiting and assisting unit FRGs or when coordinating FRG meetings or activities.  Vehicle support will come from existing unit resources and will not be justification to generate requirements for additional vehicles (AR 608-1, para 4-4d).

4.  POINTS OF CONTACT:

· DLE/TMP

· SJA

· IG
INFORMATION PAPER

PRIVATE ORGANIZATIONS, FUND RAISING AND INFORMAL FUNDS

1.  REFERENCES:

    a.  USATC & FJ Garrison SOP, Appendix 12.

    b.  Command Policy Memo #3-2, dtd 10 Jul 00.    

    c.  DODI 1000.15, DOD Institution Policy Governing Private Organizations on Army Installations.

    d.  AR 600-29, Fund Raising Within The Department Of The Army.

    e.  DOD 5500.7-R “Joint Ethics Regulation” dtd 30 Aug 93.

    f.  DA Pam 608-47, A Guide to Establishing Family Support Groups.

2.  POLICY:  DOD policy under reference (b) states that procedures be established for the operation of private organizations on DOD installations to prevent the official sanction, endorsement, or support by DOD Components except as in DOD 5500.7-R (reference (c)).  Private organizations are not entitled to sovereign immunity and privileges accorded to Federal entities and are not to be treated as such, in order to avoid conflicts of interest and unauthorized expenditures of appropriated commissary surcharge, or nonappropriated funds.

3.  DEFINITIONS OF PRIVATE ORGANIZATIONS AND INFORMAL FUNDS:

    a.  Private Organizations:  A self-sustaining, non-federal entity constituted or established and operated by individuals acting outside an official capacity as officer, employees or agents of the federal government.

    b.  Informal Funds:  Are organizations centered upon and operating within a military unit, directorate, or similar agency on the installation, the total assets of which do not exceed $1,000.00. 

4.  GENERAL:

    a.  The use of Fort Jackson’s facilities or resources, especially when fund raising activity is conducted on the Federal installation is controlled by Community Relations regulations (AR 361-60), Morale, Welfare and Recreation regulations (AR 215-1), Fund Raising regulations (AR 600-29), the Department of Defense’s Joint Ethics Regulation (DOD Dir.5500.7), and the Department of Defense Instruction (DODI 1000.15), governing Private Organizations on Army Installations.  It is the requester’s responsibility to provide all the correct data necessary to determine if the requested event may be conducted on FT Jackson.

    b.  Requests by non-affiliated groups to engage in on-post fund raising activities during the Combined Federal Campaign and Army Emergency Relief Campaign will generally not be approved.  There will be no on-post fund raising support, outside of the CFC for any organization which receives funds through the CFC with the exception of support for the Special Olympics and the SCABA Games events.

    c.  In no case will an MWR facility or program e.g., Golf Course or Bowling Center be completely closed to authorized MWR patrons without the prior approval of the Garrison Commander.

    d.  No organization may use raffles or lotteries as a fund raising method.  All organizations granted operating permits and informal funds, the procedures set forth herein will be observed.

5.  PROCEDURES:  In order to simplify and facilitate the application and operation procedures for private organizations granted operating permits and informal funds, these procedures were established:

    a.  The Garrison Commander is the approval authority for private organization operating permits.

    b.  The Director of Community Activities (DCA) is the approval authority for the establishment of informal funds, unless  that delegation is prohibited or revoked by the Garrison Commander.

    c.  The Commanding General, IAW AR 600-29 may approve other fund raising activities on the installation. These activities include:

        1.  The Combined Federal Campaign (para 1-5a, AR 600-29).

        2.  Support of the uniformed services, such as Army Emergency Relief (para 1-5b, AR 600-29).

        3.  Support of Morale, Welfare and Recreation activities (para 1-5c(1), AR 600-29).

        4.  Religious organizations or their affiliates (para 1-5d, AR 600-29 and AR 165-1)

        5.  Sale of poppies or similar tokens by veteran’s organizations.

    d.  Approval authority for fund raising activities is as follows:

        (1)  Non-Affiliated Organizations.  The Commanding General is the approval authority for requests to engage in on-post fund raising activities submitted by non-affiliated organizations as an exception to policy.  The non-affiliated organization must submit its request through the Public Affairs Office for staffing and command approval, IAW Command Policy Memorandum #3-2.  All requesters must describe exactly who they are, what they propose to do on the installation, what support they are requesting, and what cause the proposed fund raising is supporting.

        (2)  Private Organizations and Informal Funds.   The DCA is the approval authority for requests by private organizations and informal funds to engage in on-post fund raising activities, unless said authority is prohibited or revoked by the Garrison Commander.  Except for existing, continuous resale activities currently approved (e.g. thrift shop), all requests to engage in on-post fund raising activities will be submitted to the DCA, Administrative NCOIC, not less than 30 days before the date on which the event will occur.

6.  INFORMAL FUNDS (General):

    a.  Informal funds may be organized for any purpose not inconsistent with the Joint Ethics Regulation or Army values.  Two common types of informal funds are Mayoral and Family Readiness Group Funds.

    b.  Informal funds will have one custodian identified by name in writing and on file at DCA.  The fund custodian is responsible for all fund property, for maintenance of the fund accounts, and for the submission of all required financial status reports upon request.

    c.  Only soldiers, DA civilian employees or persons holding official advisory positions (such as housing mayors) may serve as informal fund custodians.

    d.  Family Readiness Group Funds will be organized only within battalion level or higher military units; provided however, that such funds may be organized within companies which have no battalion level headquarters located at Fort Jackson.

    e.  Only one fund raising event per informal fund per quarter will be approved.  Requests to engage in more than one fund raising event per quarter may be granted by the DCA, but only if good cause for the additional fund raising event and an additional updated financial statement has been provided by the custodian/requester.

7.  COMMANDER AND STAFF DIRECTOR RESPONSIBILITIES:

    a.  Ensure informal funds operating within their command or directorate comply with all applicable regulations and policies.

    b.  Informal fund operations and accounts may be monitored and audited by the Inspector General as deemed necessary or appropriate.

    c.  The DCA will review/inspect informal fund files semiannually and private organization’s files annually.

8.  POINTS OF CONTACT:

· DCA

· SJA

· IG

INFORMATION PAPER
PROPERTY ACCOUNTABILITY

1.  REFERENCES.


a.  AR 700-84, Issue and Sale of Personal Clothing


b.  AR 710-2, Supply Policy Below the Wholesale Level


c.  DA Pam 710-2-1, Using Unit Supply System Manual Procedures


d.  AR 735-5, Policies and Procedures for Property Accountability

2.  ABSENTEE CLOTHING.


a.  The abandoned property of a soldier absent from the unit without authority will be inventoried without delay.  These procedures apply only if the enlisted soldier resides in troop billets.


b.  The unit commander will designate a commissioned officer, warrant officer, or noncommissioned officer (sergeant through sergeant major) to conduct the inventory. The unit commander will assure the inventory officer that the clothing abandoned actually belongs to the absent enlisted soldier. A witness is 

also required.  The inventory officer will:

· Make sure the clothing is not exchanged for clothing of any other unit enlisted soldier.

· Prepare a DA Form 3078, in original and three copies. Record on this form the items and quantities of personal military clothing issued. Excess of personal military clothing above authorized levels will not be recorded on DA Form 3078. These items will be included on the personal effects inventory. (See DA Pam 600-8 for instructions on how privately owned military personal property is inventoried.) 

· The person conducting the inventory will enter the words “Inventoried by” and sign in the Remarks block of the DA Form 3078.

· The witness, and the unit commander or designated representative will verify and initial this form.

· Place the original copy of the inventory in the enlisted soldier’s duffel bag or other suitable container. Retain the other three copies in the unit suspense file pending further action.

· Safekeeping. Inventoried clothing of an absent enlisted soldier (A above) is secured in the unit’s facilities or in a secured storage area designated by the installation commander.

· Clothing is returned to the absentee, should he or she return to the unit or organization before being dropped from the rolls. The enlisted soldier will acknowledge receipt of the clothing by signing all copies of the DA Form 3078. The enlisted soldier will be given copy three of the inventory. The unit commander determines whether the enlisted soldier has the initial allowances of personal clothing. Shortages are replaced at the enlisted soldier’s expense.

3.  INVENTORY PROCEDURES.  DA Pam 710-2-1

a.
When the hand receipt holder is replaced, all property listed on hand 

receipts will be inventoried by the incoming and outgoing Primary Hand Receipt Holder (PHRH). Thirty days will be allotted to conduct joint inventory.  See AR 710-2, paragraph 2-12 and table 2-1 for specific instructions.



b.  An annual one hundred percent of all property assigned to the organization will be conducted. The officer responsible for the unit’s property will ensure that this inventory is conducted. A cyclic inventory may be performed in lieu of the annual officer inventory when:

· The responsible officer of the unit keeping its own property book elects to do it.

· The property book is kept at other than unit level and the Property Book Officer (PBO) requires it. When the cyclic inventory option has been chosen, use the following procedures:

(1) Conduct cyclic inventories monthly, quarterly, or semiannually. Inventory about 10 percent of the property of the property book items monthly, 25 percent quarterly, or 50 percent semiannually.

(2) Sensitive items and unclassified CCI will be inventoried quarterly. Explosives (ammunition), and firearms and hazardous items will be inventoried monthly.

4.  COMMAND SUPPLY DISCIPLINE PROGRAM (CSDP) AR 735-5 


The CSDP addresses supervisory/managerial responsibilities within the supply system from the user to the MACOM levels. AR 710-2, appendix B, outlines the specific requirements for the CSDP.  CSDP purpose is to establish supply discipline as regulatory guidance and standardize supply discipline requirement.

5.  OBTAINING RELIEF FROM RESPONSIBILITY FOR PROPERTY AR 735-5


For general action to protect Government property see AR 735-5 Para 12-1.  AR 735-5 outlines administrative measures available to commanders to ensure enforcement of property accountability.  When property becomes lost, damaged, or destroyed, use one of the adjustment methods discussed in this regulation. Commanders who determine that the cause of loss, damage or destruction warrants adverse administrative or disciplinary action should take appropriate action. These actions include, but are not limited to:

· An oral or written reprimand

· Appropriate remarks in officer evaluation reports, enlisted efficiency reports, and civilian performance reports and appraisals.

· MOS reclassification.

· Bar to reenlistment.

· Action under the UCMJ. 

· Adverse actions against civilian personnel as authorized.

7.  Obtain relief from responsibility by the following actions:

a. DA Form 4697 (Report of Survey). AR 735-5 para 13-2

b. Board Action according to AR 15-6 as used in conjunction with DA 4697. AR 735-5 para 13-26

c. DD Form 362 (Statement of Charges/Cash Collection Voucher). AR 735-5 para 12-2

d. DA Form 444 (Inventory Adjustment Report). AR 735-5 para 12-1

e. Memorandum to adjust losses of organizational clothing and equipment due to contamination. AR 735-5 para 12-1

f. Memorandum to adjust losses for durable hand tools. AR 735-5 para 12-1

8.  AR 735-5 para 14-24 outlines guidelines to account for losses of durable hand tools at the using unit level for which negligence or willful misconduct is not suspected. 

a. Using unit commanders are authorized to adjust losses of durable 

hand tools up to $100.00 per incident when the losses did not occur

from negligence or misconduct.

b. Damaged OCIE. Unit commanders are authorized to approve damage 

Statements (no negligence involved) when the cost to repair the damaged OCIE is less than $100.00 per individual, per incident. The damage must be the result of a field training exercise. The commander will state in the statement prepared as a memorandum to the CIF, “I have reviewed the circumstances surrounding the damage to the above item(s), and find no evidence of negligence or willful misconduct”. The commander will sign the statement. Individuals for whom the unit commander has approved a damage statement for OCIE will take the statement and the damaged articles of OCIE to the servicing CIF within 30 calendar days of the commander’s approval for exchange.

9.  POINTS OF CONTACT

· DLE
· Installation Property Book Office
· Unit Supply Sergeant

INFORMATION PAPER

USE OF THE INTERNET AND ELECTRONIC MAIL (E-MAIL)

1.  REFERENCES:

    a.  DOD 5500-7R, DOD Joint Ethics Regulation.

    b.  AR 25-1, The Army Information Systems Management Program.

    c.  FJ Reg 380-19, Information Systems Security.

    d.  HQDA MSG, 151106Z APR 98, Subject:  Inappropriate Use of Electronic Mail (e-mail).

    e.  HQDA MSG, 250838Z JAN 00, Subject:  Army Policy on the Use of Web-Based or INTERNET Service.

    f.  Provider (ISP) E-Mail Accounts for Official Army Business.

    g.  TRADOC Policy on Personal Use of Government Communications Resources, dtd 21 Apr 97.

2. DA and TRADOC POLICY:  TRADOC Personnel will limit their use of government provided network services to official business and authorized purposes. In general the use of Army e-mail or other telecommunications systems will not by used in a way that would interfere with official duties, undermine readiness, reflect adversely on DOD or the Army, or further any unlawful activity or personal commercial purpose.

3.  FORT JACKSON POLICY:  The use of government resources, computers, software, and networks to transmit e-mail and to access, travel, and download information from the INTERNET must be for official use or authorized personal use when it serves the best interests of the USATC&FJ and DOD missions, labor-management relations and/or partnership initiatives.  Authorized personal use includes but is not limited to:

    a.  Sending e-mail to children studying at a university, sending e-mail to family at home while on temporary duty, making a medical appointment, authorize a financial transaction, etc.

    b.  Receipt of personal e-mail as long as comparable receipt would be acceptable via telephone and the use is no more disruptive that a telephone call.

    c.  Official use includes INTERNET searches for official research supporting USATC&FJ and/or DOD missions, program, initiatives, and/or specific educational classes.

3.  RESTRICTIONS:

    a.  Use of the INTERNET or e-mail may not reflect adversely on USATC&FJ or DOD or overly burden communications resources.  For example, the use may not involve pornography, obscenity, graphic violence, chain letters, SPAM, unofficial advertising, soliciting, selling, illegal activities, inappropriately handled classified materials uses that result in personal gain, or directing messages to large audiences and sending repeats of the same message as reminders.

    b.  Inappropriate use of the INTERNET or e-mail can result in disciplinary action and loss of access.

4.  AUTHORIZATION:  Users of the INTERNET and e-mail services on USATC&FJ computers have permission to use these systems for official use and for authorized personal use.  Users may access other than government INTERNET and e-mail resources for professional development, research, and education purposes:

    a.  If not part of official duties, users should perform these activities before or after work hours, during lunch periods or during authorized breaks.

    b.  Certain users are authorized remote access via TSACS from offsite locations.  Access should be short in duration and is authorized for official use only.

5.  POINTS OF CONTACT:

· DOIM

· SJA
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