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COMPANY COMMANDER AND FIRST SERGEANT INFORMATION HANDBOOK
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 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 JFHQ-NCR/MDW Inspectors General hope that this document will assist you in providing useful information towards accomplishing your mission.  

4.  Provide any user comments to SGM Adolph George, (202) 685-2907 or Mr. Robert Walker, (202) 685-0416.

IG SYSTEM OVERVIEW
(AR 20 –1)

1.  Inspectors General (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.  Maintaining the confidence of members of the command, remaining impartial towards issues being examined and retaining confidentiality of issues for all parties in an action are hallmarks of IG responsibilities.  IGs are never “off the record”.
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 serve 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 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.  Sample memorandums to be posted to your unit’s bulletin boards have been enclosed as Appendices A, B, and C.
    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.   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.

ABSENT WITHOUT LEAVE

1.  REFERENCES:

    a. Manual for Courts-Martial, MCM.

    b. AR 27-10, Military Justice, dtd 16 Nov 05.

    c. AR 630-10, Absence Without Leave, Desertion, and Administration of Personnel Involved in Civilian Court Proceedings, dtd 13 Jan 06.

    d. AR 700-84, Issue and Sale of Personal Clothing, dtd 18 Nov 04.

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)  Report absent personnel concurrently to the personnel office, the installation’s Provost Marshal office, deserter control officer, and the military pay office within 48 hours of the commander’s inquiry that establishes there is no legitimate reason for the Soldier’s absence.

         (2) Send a certified copy of DA Form 4187 (Personnel Action), DD Form 458 (Charge Sheet), and DD Form 553 (Deserter/Absentee Wanted by the Armed Forces) to the Chief, U.S. Army Deserter Information Point (USADIP) within 48 hours after a Soldier has been dropped from the rolls of a unit.

        (3) Prepare the DFR packet at the installation not more than 30 days after the DFR date.

        (4) Notify the NOK of the Soldier by letter mailed on the 10th day of AWOL or when the absentee has sought political asylum or is voluntarily residing in a foreign country (see fig 2–1 for sample letter).

         (5) Follow the procedures in AR 630-10, paragraph 3–3, for special category absentees.

         (6) Ensure timely coordination with the installation deserter control officer.

         (7) Return deserters to military control using DD Form 616 (Report of Return of Absentee).

         (8) Monitor military detainees in civilian medical facilities or confined to civilian correctional facilities.

         (9) Arrange return to military control when release of the Soldier by civilian authorities is imminent.

        (10) Inform civilian authorities when the Soldier’s military status changes.

        (11) Approve requests to reclassify AWOL to an authorized absence or to excuse unauthorized absence as unavoidable when the absence did not exceed 15 days. The commander must consider that the absence was not caused by the Soldier’s own misconduct and that the Soldier and Army representatives acted as prudently and responsibly as could be

expected to avoid the absence.

        (10) Assist in the processing of requests for the surrender of military personnel to civilian law enforcement agencies.
4.  POINTS OF CONTACT:  Chain of Command; Staff Judge Advocate (SJA); Provost Marshall Office; Unit Personnel NCO.

 ADMINISTRATIVE SEPARATIONS (CHAPTERS)

1.  REFERENCE.  

    a. AR 635-200, Active Duty Enlisted Administrative Separations.

    b. AR 600-8-2, Leaves and Passes.

    c. AR 600-8-10, Suspension of Favorable Personnel Actions (FLAGS).

    d. FM 6-22, Army Leadership.  

2.  DEPARTMENT OF THE ARMY POLICY:  

    a. There is a substantial investment in the training of enlisted personnel into the Army. Commanders will ensure adequate counseling and rehabilitative measures have been taken before initiating action to separate a Soldier for one of the following reasons:

        (1)  Involuntary separation due to parenthood. (Chapter 5)

        (2)  Personality disorder. (Chapter 5)

        (3)  Entry level performance and conduct. (Chapter 11)

        (4)  Unsatisfactory performance. (Chapter 13)

        (5)  Minor disciplinary infractions or a pattern of misconduct. (Chapter 14)

    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/she will be counseled by a responsible person about his or her deficiencies at least once before initiating separation action.

    c. Counseling.

        (1)  Each counseling session must be recorded in writing.  DA Form 4856, Developmental Counseling Form, will be used for this purpose.

        (2)  The Soldier’s counseling or personal records must reflect that he/she was formally counseled concerning his/her deficiencies and given a reasonable opportunity to overcome or correct them.

    b. Rehabilitation.

        (1)  Other than trainees.  Soldiers not in training status will be locally reassigned at least once, with a minimum of 3 months of duty in each unit.  Reassignment should be between battalion-sized units or between brigade-sized or larger units when considered necessary by the local commander.

        (2)  Permanent change of station (PCS) transfer.  PCS funds normally will not be used for rehabilitative transfers.  In meritorious cases where it is determined that a Soldier with potential to be a distinct asset to the Army would benefit from a change in commanders, associates, and living or working conditions, the commander exercising general court-martial jurisdiction may authorize PCS transfer within the same command.  As an alternative, a request for reassignment to another command may be submitted to Headquarters, Department of the Army (AHRC-EP-appropriate career branch), 2461 Eisenhower Avenue, Alexandria, VA 22332-0478.  

3. GENERAL INFORMATION. There are 13 different UCMJ Chapters (4 through 16) for separating personnel. Each has its own set of rules and procedures. For example, in separations involving misconduct (Chapter 14) or unsatisfactory performance (Chapter 13), you must provide a rehabilitative transfer unless waived by the separation authority. Some Chapter actions require you to use the notification procedure in AR 635-200, Chapter 2. 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.  Check with your local Trial Defense Service (TDS) to identify their requirements, and supporting documentation required to ensure the intended personnel action will be processed without delay. 

    b. Consult with your servicing Staff Judge Advocate (SJA), Adjutant General (AG), and Battalion 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:  Personnel Officer (S1)/Personnel Sergeant; Staff Judge Advocate (SJA); Adjutant General (AG).

ARMY PHYSICAL FITNESS TEST - APFT

1.  REFERENCES.

    a. AR 600-8-2, Suspension of Favorable Personnel Actions, dtd 23 Dec 04.

    b. AR 600-8-24, Officer Transfers and Discharges, dtd 12 Apr 06.

    c. AR 601-280, Army Retention Program, dtd 1 Jan 06.

    d. AR 635-200, Active Duty Enlisted Administrative Separations, dtd 6 Jun 05.

    e. FM 21-20, Physical Fitness Training, dtd 30 Sep 92/Change 1 dtd.1 Oct 98.

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. Active Army Soldiers will take the APFT twice a year, with a minimum of 4 months separating record tests, if only two record tests are given. Commanders may administer the APFT as often as they wish; however, they must specify beforehand when the results are for record purposes. Commanders should schedule record APFTs in their short-range training plans.  Commanders will flag Soldiers who fail to take the APFT within the required period in accordance with AR 600-8-2.

    c. All 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. 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 accompany the individual at the time of permanent change of station.

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

    e. Soldiers who fail a record APFT should be counseled in writing by the commander, and will retest three months following the initial failure or 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 Soldiers:  Bar to reenlistment (AR 601-280), or process for separation from the service (AR 635-200).

        (2) Officers:  Process for separation from the service (AR 600-8-24).

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

3.  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.

4.  POINTS OF CONTACT:  Training NCO; Unit Master Fitness Trainer.

ARMY WEIGHT CONTROL PROGRAM

1.  REFERENCES:

    a. AR 600-9, The Army Weight Control Program, dtd 27 Nov 06.

    b. AR 600-8-2, Suspension of Favorable Personnel Actions, dtd 23 Dec 04.

    c. AR 600-8-24, Officer Transfers and Discharges, dtd 12 Apr 06.

    d. AR 635-200, Active Duty Enlisted Administrative Separations, dtd 6 Jun 05.

2.  DEPARTMENT OF THE ARMY POLICY:
    a. Each Soldier (commissioned, warrant officer, and enlisted) 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 is essential to every Soldier in the Army.

    c. Soldiers will conform to the screening table weight in AR 600-9, paragraph 3-1.  Soldiers who 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 3-1.

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

    d. Soldiers who exceed the body fat standard, will be entered into a weight control program, and be flagged in accordance with AR 600-8-2.  Refer to Figure 3-2, flow chart for further understanding of the process.

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

    (1) Soldiers who fail to make this progress for two consecutive months may be referred by the commander to the healthcare personnel for evaluation/reevaluation or may be subject to separation proceedings.
    (2) Commanders will initiate a mandatory bar to reenlistment and/or administrative separation against Soldiers who 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 causing the condition, that Soldier's commander will initiate separation proceedings against the Soldier.

    g. Soldiers who 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 who 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, and implement the AWCP.

      b. Ensure every Soldier is weighed when taking the APFT or at least once every six months.

      c. Ensure every Soldier who 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 and inform the Soldier 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’s file.

      i. Conduct monthly weigh-ins for Soldiers in the AWCP.  Body fat content evaluations may also be performed 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 who 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 do not 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; Health Care Personnel; Unit Master Fitness Trainer; Unit Personnel Sergeant.

AWARDS

1. REFERENCES:
a. AR 600-8-22, Military Awards, dtd 11 Dec 06.
      b. AR 600-8-2, Suspension of Favorable Personnel Actions (Flags), dtd 23 Dec 04.

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, Recommendation for Award, 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 600-8-22, Para 3-19u.

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 Officer (S1)/Personnel Sergeant, AG Awards Section.
BARS TO REENLISTMENT (FIELD COMMANDER BARS)

1.  REFERENCES.

     a. AR 601-280, Army Retention Program, dtd 31 Jan 06.

     b. DA PAM 600-8, Management and Administrative Procedures, dtd 24 Dec 04.

     c. AR 600-8-2, Suspension of Favorable Personnel Actions (Flags), dtd 23 Dec 04.

     d. AR 635-200, Active Duty Enlisted Administrative Separations, dtd 6 Jun 05.

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 Regular Army.  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 8-4, AR 601-280, provides a listing of some infractions or reasons to do so, but it is not all-inclusive.

      b."Whole person" concept. See paragraph 3-7a, AR 601-280.

      c. Waivers. Soldiers who do not qualify for reenlistment, extension, or promotion to SGT/SSG must submit a request for a waiver.  Normally, requests for waivers will be submitted only for meritorious cases. Submission of requests for waivers is detailed in paragraph 3-10, AR 601-280.

      d. Qualitative Management Program (QMP).  Bars to reenlistment that result from the QMP are discussed in detail in Chapter 10, Section II, AR 601-280.

      e. Procedures.  Bar to reenlistment procedures and the appeal and removal process are detailed in paragraph 8-5, AR 601-280.

4.  COMMANDER RESPONSIBILITIES.

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

      (1) Untrainable Soldiers.  (AR 601-280)

      (2) Unsuitable Soldiers.  (AR 601-280)

      (3) Single Soldiers/In-service couples with dependent family members. (AR 601-280) 

      b. Commanders will initiate a bar to reenlistment or discharge proceedings 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 APFT.  A Soldier may be barred after a one-time failure.

      (3) Are removed for cause from NCOES courses.

      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 files who will enter the remark, "Bar to reenlistment reviewed; not recommended for removal (date)" on the Soldier's DA Form 2-1, Personnel Qualification Record.

        (2) Counsel the Soldier, using DA Form 4856 (General 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 is not 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:  Unit Personnel Officer/Sergeant; Unit Career Counselor, SJA

BASIC ALLOWANCE FOR SUBSISTENCE (BAS/SEPARATE RATIONS)

1.  REFERENCES.

     a. AR 600-38, Meal Card Management System, dtd 11 Mar 88.

     b. AR 37-104-4, Military Pay and Allowances Policy, dtd 8 Jun 05.

2.  DEPARTMENT OF THE ARMY POLICY.

     a. Dining Facilities. Government dining facilities in the geographical area must be used to the fullest extent compatible with economy and efficiency.

    b. The meal card, DD Form 714, identifies permanently assigned or attached Soldiers and enlisted personnel from other Services authorized to subsist without reimbursing the government.

    c. Limitation. Soldiers are authorized only one type of BAS rate. Authorization of BAS cannot cover retroactive periods.  Basic Allowance for Subsistence can be paid from the time an oral authorization is given by the approving authority. The oral approval must be confirmed in writing within 5 working days under normal circumstances using DA Form 4187, Personnel Action.  Soldiers are not authorized BAS when furnished meals or issued a meal card.

3.  AUTHORIZATION/ENTITLEMENTS.

    a. Officers, Warrant Officers, and Sergeants First Class and above are automatically entitled to BAS.

    b. All Soldiers, regardless of rank, living with Family Members are authorized BAS.

4.  SOLDIERS NOT AUTHORIZED BAS.  Soldiers are not authorized BAS if:

    a. They are in a field environment and furnished meals at Government expense.

    b. They are in an excess leave status, unauthorized leave status, or confinement.

    c. They are Staff Sergeant or below, without Family Members, and provided Government billets.

    d. They are Staff Sergeant or below, with Family Members, but living apart (geographical bachelors), and provided Government billets.

   e. The approval authority for Soldiers in 4c and 4d above may be delegated to the first field grade officer in the Soldier's chain of command.  The following factors are provided as guidelines to authorize Soldiers in these categories BAS. They are not all encompassing and extenuating factors deemed appropriate by commanders may be considered.  Each request must be considered on its own merit, but approval must be based on a minimum of two factors. For a detailed explanation of each, see paragraph 6, DA Circular 210-90-1.

        (1) Location of residence.

        (2) Temporary duty (TDY) absences.

        (3) Duty hour requirement.

        (4) Dietary restrictions.

        (5) Religious affiliation.

5.  COMMANDER RESPONSIBILITIES.  Commanders must:

     a. Support and promote maximum use of Government dining facilities. Ensure Soldiers are provided with well-balanced and nutritious meals.  Only in exceptional cases should Soldiers in Government billets be given permission to dine separately.

     b. Ensure Soldiers authorized BAS receive their entitlement.

     c. Ensure Soldiers who are TDY under field conditions are issued a field meal card.  This includes commissioned officers and warrant officers.

     d. Ensure BAS stops or collection action is taken when Soldiers depart/return from TDY under field conditions.  Ensure BAS entitlement is started upon their return.  

6. POINTS OF CONTACT:  Unit Personnel Officer (S1)/Personnel Sergeant; Finance.

CORRECTIVE TRAINING

1.  REFERENCES:

    a. AR 600-20, Army Command Policy, Chapter 4-6, dtd 18 Mar 08.

    b. Manual for Courts Martial, MCM, 2008 Edition. 

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.  

3.  Commanders exercise punitive authority over their subordinates.  However, one of the most effective non-punitive 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, 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.  Remember, ONLY COMMANDERS may administer punishment under Article 15.  Noncommissioned Officers and those not in command positions may use Corrective Training.

6.  POINTS OF CONTACT:  Chain of Command; SJA; IG.
ENLISTED PROMOTIONS

1.  REFERENCES. 

    a. AR 600-8-19, Enlisted Promotions and Reductions, dtd 20 Mar 08.

    b. AR 600-20, Army Command Policy, dtd 18 Mar 08.

    c. AR 25-400-2, The Army Records Information Management System (ARMIS), dtd 2 Oct 07.

 2.  DEPARTMENT OF THE ARMY POLICY.  The purpose of the Army Enlisted Promotion System is to fill authorized enlisted spaces with the best-qualified Soldiers.  It provides for career progression and rank that are in line with potential.  It precludes promoting the Soldier who is not productive or not 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 as they are listed in detail in the promotions regulation.  Commanders should become familiar with the decentralized promotion criteria (PV2-SPC) specified in AR 600-8-19, Chapter 2, and the semi-centralized criteria (SGT-SSG), specified in Chapter 3.  A thorough knowledge of Time in Service (TIS)/Time in Grade (TIG) requirements for each grade is necessary for commanders to make informed decisions relevant to their Soldiers.

 4.  ERRORS COMMONLY FOUND.

      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 in what areas to improve in order to achieve promotion.  First-line leaders will counsel Soldiers IAW AR 600-8-19, who are eligible for promotion to PV2 through SSG without a waiver (fully qualified), but not recommended in writing.  Counseling will take place initially when the Soldier attains eligibility, and at least every 3 months thereafter, and include information as to why the Soldier was not recommended and what can be done to correct deficiencies or qualities that reflect a lack of promotion potential.  There are no requirements to counsel Soldiers who are not recommended for promotion to SFC through SGM. Counselors will comply with the requirements of paragraphs 3–11 or 5–21 for Soldiers competing for promotion to SGT/SSG.

    b. Flagging Actions.  Soldiers must be in a promotable status to be promoted. Often, Soldiers continue to remain flagged after the flagging action has been finalized.  Commanders must ensure that flags are removed promptly when finalized.

    c. Promotion Boards.  A common error found concerns appointment of board members.  The promotion authority, not the president of the board, appoints board members.  Additionally, boarded Soldiers not recommended for promotion or not attaining enough points to obtain list status must be counseled.

    d. Promotion Records.  Records must be kept in accordance with disposition instructions in AR 25-400-2.

    f. Waiver Allocations.  Errors in computing waiver allocations are often encountered.  Steps for computing waiver allocations are contained in AR 600-8-19, table 2-2.  The Enlisted Advancement Report must be reconciled with gains and losses prior to computing.

    g. Grade Change Transactions.  Must be submitted immediately upon Soldier's promotion to update personnel and pay records.

 5. COMMANDER RESPONSIBILITIES.

    a. Ensure Battalion S1 personnel complete required administrative actions.

    b. Ensure Soldiers not recommended and fully qualified receive counseling.

    c. Be thoroughly familiar with regulatory guidance on promotions.

 6.  POINTS OF CONTACT:  Personnel Officer (S1)/Personnel Sergeant; PSC Personnel

GENERAL COUNSELING

1.  REFERENCES:  
    a. FM 6-22, Army Leadership, dtd Oct 06.
    b. AR 623-3, Evaluation Reporting System, dtd 10 Aug 07.

    c. DA PAM 623-3, Evaluation Reporting System, dtd 13 Aug 07.

    d. AR 635-200, Active Duty Enlisted Administrative Separations, dtd 6 Jun 05.

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: NCOER, 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.  Types of Developmental Counseling. 
    a. Event counseling - Involves a specific event or situation.
    b. Performance counseling - Review of duty performance over a certain period and establishing  objectives and standards for the next period.
    c. Professional growth counseling - Planning for the accomplishment of individual and professional goals.
5.  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:  Command Sergeant Major (CSM)/First Sergeant (1SG); SJA; IG
FAMILY ADVOCACY PROGRAM

1.  REFERENCES:
    a. AR 608-18, The Army Family Advocacy Program (FAP).
    b. AR 600-8-24, Officer Transfers and Discharges.
    c. AR 635-200, Active Duty Enlisted Administrative Separations. 
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) Family Advocacy Program (FAP) are designed to reduce or eliminate the causes of violence.
     (1)  Each report of maltreatment is reviewed by the Case Review Committee (CRC) using a new Decision Tree Process.  The CRC is made up of a multi-disciplinary team of medical, legal, religious, social work, law enforcement, command and other professionals.  The Commander is the first person to present the case information to the CRC.  The Commander is a nonvoting member of the CRC. When an allegation of abuse against a Soldier is substantiated, the CRC will make recommendations to the Soldier’s command regarding treatment.  The Commander is asked to sign the treatment plan in agreement with recommendations.  If the Commander does not agree with the CRC recommendations, he/she will be asked to provide the CRC with written documentation of disagreement with recommendations and what treatment plan the command will be utilizing/recommending. In determining the proper course of action, commanders will consider the Soldier’s 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, victim advocacy, new parent support, 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 (OSD 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. Soldiers whose commanders do not recommend or concur with FAP treatment or Soldiers who fail to progress in treatment will be considered for separation under provisions of AR 635–200, chapter 14 (for enlisted Soldiers) or AR 600–8–24, chapter 4 (for officers) unless disposition of charges by court-martial is being considered or has been initiated.
3.  POINTS OF CONTACT:  Social Work Services; ACS Family Advocacy Program; SJA; Chaplain.

FAMILY CARE PLANS

1.  REFERENCES:  
     a. AR 600-8-24, Officer Transfers and Discharges.
     b. AR 600-20, Army Command Policy
     c. AR 635-200, Active Duty Enlisted Administrative Separations. 
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; Personnel Officer (S1)/Personnel Sergeant, Chaplain; ACS.
FLAGS (SUSPENSION OF FAVORABLE PERSONNEL ACTIONS)
1.  REFERENCES.

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

    b. DA PAM 600-8-1, Standard Installation Division/Personnel System (SIDPERS) Battalion S1 Level Procedures.

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. Mandates submission of flags when an unfavorable action or investigation (formal or informal) is started against a Soldier by military or civilian authorities.

    c. Classifies flag actions into two categories: non-transferable and transferable.

    d. Prohibits the execution of the following personnel actions. (Exceptions exist - see AR 600-8-22 , para 1–15)
     (1) Appointment, reappointment, reenlistment, and extension.
    (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.
   (12) Family member travel to an oversea command (when sponsor is overseas).
   (13) Command sponsorship of family members in an oversea command (when sponsor is overseas).
    e. Exception to the personnel actions 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 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.

4.  POINTS OF CONTACT:  Personnel Officer (S1)/Personnel Sergeant; SJA.
EXTREMIST ORGANIZATIONS
1.  REFERENCE:
     a. AR 600-20, Army Command Policy.
     b. DA PAM 600-15 Extremist Activities.
2.  DEPARTMENT OF THE ARMY POLICY:  Participation in extremist organizations and activities by Army personnel is inconsistent with the responsibilities of military service. It is the policy of the United  States  Army to  provide equal  opportunity and  treatment  for  all  Soldiers without regard to race, color, religion, gender, or national origin. Enforcement of this policy is a responsibility of command, is vitally important to unit cohesion and morale, and is essential to the Army’s ability to accomplish its mission. It is the commander’s responsibility to maintain good order and discipline in the unit. Every commander has the inherent authority to take appropriate actions to accomplish this goal. This paragraph identifies prohibited actions by Soldiers involving extremist organizations, discusses the authority of the commander to establish other prohibitions, and establishes that violations of prohibitions contained in this paragraph or those established by a commander may result in prosecution under various provisions of the UCMJ. This paragraph must be used in conjunction with DODD 1325.6, Subject: Guidelines for Handling Dissident and Protest Activities Among Members of the Armed Forces. DA Pam 600–15 provides guidance in implementing Army policy on extremist activities and organizations.

3.  PROHIBITIONS:  Soldiers are prohibited from the following actions in support of extremist organizations or activities.  Penalties for violations of these prohibitions include the full range of statutory and regulatory sanctions, both criminal (UCMJ), and administrative.
    (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 order.

    (c) Fundraising activities.

    (d) Recruiting or training members (including encouraging other Soldiers to join).

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

    (f) Distributing literature on or off a military installation, the primary purpose and content of which concerns advocacy or support of extremist causes, organizations, or activities; and it appears that the literature presents a clear danger to the loyalty, discipline, or morale of military personnel, or the distribution would materially interfere 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 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 further assistance from your EOA representative or local IG office.

5.  COMMAND AUTHORITY:   Commanders have the authority to prohibit military personnel from engaging in or participating in any other activities that the commander determines will adversely affect good order and discipline or morale within the command.

6.  COMMAND OPTIONS:

    (a) UCMJ action

    (b) Involuntary separation for unsatisfactory performance or misconduct, or for conduct deemed prejudicial to good order and discipline or morale.

    (c) Reclassification actions or bar to reenlistment actions, as appropriate.

    (d) Other administrative or disciplinary action deemed appropriate by the commander, based on the specific facts and circumstances of the particular case.

7.  COMMANDER RESPONSIBILITIES:  

    (a) Educating Soldiers regarding the Army’s equal opportunity policy. Commanders will advise Soldiers that extremist organizations’ goals are inconsistent with Army goals, beliefs, and values concerning equal opportunity.

    (b) The commander of a military installation or other military controlled facility under the jurisdiction of the United States will prohibit any demonstration or activity on the installation or facility that could result in interference with or prevention of orderly accomplishment of the mission of the installation or facility, or present a clear danger to loyalty, discipline, or morale of the troops.  Further, such commanders will deny requests for the use of military controlled facilities by individuals or groups that engage in discriminatory practices or for activities involving such practices.

8.  POINTS OF CONTACT:  Unit EOA reps/Installation EOA; IG; SJA.

HOMOSEXUAL CONDUCT IN THE ARMED FORCES
1. REFERENCES. 

     a. AR 600-20, Army Command Policy.

     b. USC Title 10, Section 654 of the United States Code, U.S. Code Regarding Homosexuals in the U.S. Army Services

2. DEPARTMENT OF THE ARMY POLICY.

     a. The suitability of persons to serve in the Armed Forces is based on their conduct and ability to meet required standards of duty performance and discipline.

     b. Homosexual conduct is grounds for barring entry into the Armed Forces and for separation from the Armed Forces.  Sexual orientation is not grounds for a bar to reenlistment or to continued service.

3. GUIDELINES.

     a. Only the member's commander is authorized to initiate fact-finding inquiries involving homosexual conduct.  A commander may initiate a fact-finding inquiry only when he or she has received credible information there is basis for discharge.  A basis for discharge exists if:

     (1) Engaged or solicited to engage in a homosexual act

     (2) Stated that he or she is a homosexual or otherwise indicated a propensity to engage in homosexual conduct 

     (3) Married or attempted to marry a person of the same sex

     (4) The Soldier has engaged in a homosexual act.

     (5) The Soldier has said that he or she is a homosexual or bisexual, or made some other statement that indicates a propensity or intent to engage in homosexual acts; or

    (6) The Soldier has married or attempted to marry a person of the same sex.

     b. When a Soldier engages in homosexual conduct as defined above, he or she is subject to administrative separation.

     c. The Soldier bears the burden of proving, by a preponderance of the evidence, that he or she is not a person who engages in, has a propensity to engage in, or intends to engage in homosexual acts.

4.  COMMANDER RESPONSIBILITIES.  Commanders will:

     a. Notify the Staff Judge Advocate prior to taking any action.

     b. Exercise sound discretion regarding when credible information exists.

     c. Not ask, nor will their appointed inquiry officials ask, members their sexual orientation. Members shall not be required to reveal their sexual orientation.

     d. Ensure inquiries are conducted properly and no abuse of authority occurs.

     e. Become familiar with the DOD policy concerning homosexual conduct as described in the stated references. 

     f. Ensure Soldiers are informed of laws and regulations governing sexual conduct, including policies on homosexual conduct.

5.  POINT OF CONTACT.  SJA.

INDEBTEDNESS OF ARMY PERSONNEL

1.  REFERENCES:
    a. DOD Directive 1344.9, Indebtedness of Military Personnel and DOD Instruction 1344.12, Indebtedness Processing Procedures for Military Personnel.
    b. AR 600-15, Indebtedness of Military Personnel.
    c. AR 608-1, Army Community Service Center.
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, may subject the Soldier to administrative or punitive actions and affects the Army's public image.  
    b. The Army has no legal authority to force Soldiers 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 who 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.  The Army will not tell claimants whether any adverse action has been taken against a

Soldier as a result of the claim.
    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. Upon receipt of a court ordered judgment, the commander must refer to DOD Directive 1344.9 and DOD Instruction 1344.12 for guidance on the procedures to follow.  Contact the Staff Judge Advocate (SJA) for additional guidance on what actions to take.  The SJA can also help the commander determine if the debt collector complies with the Fair Debt Collection Practices Act.
    c. Processing debts basically amounts to formally informing the Soldier of the claim of indebtedness against him.  Chapter 2, paragraph 2-1, AR 600-15 provides detailed guidance to commanders in processing debt complaints.
    d. In accordance with Chapter 3, AR 600-15, consider administrative or punitive actions against Soldiers who:
    (1)  Fail to promptly resolve unpaid debts.
    (2)  Repeatedly fail to pay their legal debts.
    e. Refer Soldiers to the Legal Assistance Office if the Soldier feels there are legal problems with the debt.
    f. Provide financial management counseling for Soldiers who have problems in meeting valid debts.  Army Community Service provides financial management counseling.
4.  POINTS OF CONTACT:  ACS; SJA

SUPPORT OF FAMILY MEMBERS AND DEPENDENTS
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.  Army Community Service (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.
    (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.
     (1) Proof of Support.  The statutory purpose of a housing allowance on behalf of a dependent is to at least partially reimburse a member for the expense of providing private quarters for the dependents when Government quarters are not furnished, and not to pay a housing allowance for a dependent as a bonus merely for the technical status of being married or a parent. Proof of support of a lawful spouse or unmarried, minor, legitimate child of a member is generally not required.  When evidence (e.g., special investigation reports; record reviews; fraud, waste and abuse complaints; sworn testimony of individuals; statement by member) or complaints from dependents of nonsupport or inadequate support are received, proof of adequate support is required. 
      (2) Nonsupport.  A member who fails to support a dependent on whose behalf a housing allowance is received is not authorized a housing allowance on that dependent’s behalf. Recoup for nonsupport or inadequate support periods.
     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 or child custody provisions are punishable under Article 92, Uniformed Code of Military Justice (UCMJ).
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..
    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, and conduct inquiries into allegations of nonsupport.
    e Take appropriate action against Soldiers who 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

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 documentary 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, 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.   

LEAVE (DA FORM 31, REQUEST AND AUTHORITY FOR LEAVE)
1.  REFERENCE:  AR 600-8-10, Leaves and Passes.

2.  The Army leave policies are an important command requirement and care must be taken to prevent misuse of leave.   Operational missions and essential supporting functions of each command must be accomplished to the extent permitted by the manning provided.  Leave will be granted within the constraints of operational military requirements and to the degree of support for leave provided in the unit manning document. Frequent use of leave will make a positive contribution to morale, level of performance, and career motivation.  

3.  COMMANDER 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.  Convalescent leave is a non-chargeable absence from duty granted to expedite a Soldier’s return to full duty after illness, injury, or childbirth. 

    (1)  The hospital commander or designee is the approval authority for convalescent leave for 30 days or less (42 days after normal pregnancy and childbirth).  Only hospital commanders will approve convalescent leave in excess of 42 days after childbirth when a Soldier is assigned or attached to the medical holding unit (AR 40–3) during one continuous period of hospitalization.  If the Soldier is not hospitalized, unit commander is the approval authority (AR 600-8-10). 

   (2) The unit commander is the approval authority for up to 30 days convalescent leave (42 days after normal pregnancy and childbirth) for a Soldier returning to duty after illness or injury.

   (3) The approval authorities establish procedures for granting convalescent leave. 

   (4) Hospital commanders are the only approval authority for requests in excess of 30 days (or in excess of 42 days for childbirth).

   (5) 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), 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 AR 600-8-10.

    b. Advanced leave.  This is leave granted to Soldiers with little or no leave balance.  Basically, it is 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 is 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 are not entitled to physical disability pay. 

6.  POINTS OF CONTACT:  Unit Personnel Sergeant; AG Personnel.

NONCOMMISSIONED OFFICER EVALUATION REPORT (NCOER) PERFORMANCE 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 requires a rater to conduct performance counseling on NCOs, CPL through CSM.  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 2166-8-1 (NCO Counseling Checklist and Record) when conducting performance counseling for each rated NCO.  The form will be used along with a working copy of the NCOER (DA Form 2166-8) for conducting performance counseling.  DA Form 2166-8-1 is maintained by the rater until after the NCOER has been approved and electronically submitted.  For Corporals who will not receive a record NCOER, the counseling and support form 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 and Support Form to ensure that initial and quarterly counseling are being accomplished.  

     d. Senior raters must be in the direct line of supervision of the rated individual and senior to the rater by either pay grade or date of rank.  Certify the accuracy and preparation of each DA Form 2166-8.

3.  POINTS OF CONTACT:  CSM/1SG; Unit Personnel Sergeant.

NONCOMMISSIONED OFFICER EVALUATION REPORT (NCOER) APPEALS
1.  REFERENCE:  AR 623-3, Evaluation Reporting System.
2.  DEPARTMENT OF THE ARMY POLICY:  AR 623-3, Chapter 6-7 outlines the specifics of the NCOER 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 NCOER.
3.  GENERAL INFORMATION:
     a. Deciding to appeal.  The burden of proof rests with the appellant.  AR 623-3 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 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, official documents which supports or substantiates the appeal, and professional advice from the Staff Judge Advocate, 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) Ensure the appeal identifies the full name, SSN, rank, branch of the rated individual, return mailing address (home address is preferred), Defense switched network (DSN) or commercial phone number and AKO e-mail address of the appellant.
    (3) Ensure the first paragraph indicates the appeal is being submitted under the provisions of Chapter 6.  The appeal will also:
            a. Indicate the period of the report being appealed.
            b. State the basis for the appeal (administrative error, inaccuracy of a substantive type, or both).
            c. Cite the processing priority.
            d. Reference supporting evidence.
            e. The AKO e-mail address of the appellant.
            f. The mailing address: prefer home or unit address of the appellant.
            g. The phone number: prefer home or unit phone number of the appellant.
4. Follow the guidelines outlined below when submitting evidence in support of the appeal:
    a. Administrative appeals will be proven by original or certified true copies of appropriate documents. 
    b. Substantive appeals will be supported by originals of typed statements from knowledgeable observers or rating officials during the report period.
    c. Statements from rating officials will not be the sole basis of the appeal.
    d. Documents such as Army Training and Evaluation Program, annual general inspection, Command Inspection results, and so on, may be useful in supporting a substantive appeal.
    e. Statements provided in support of appeals will be originals.  Other documents will be certified true copies, if the original document is not provided.
    f. A copy of the evaluation in question will be included in the appeal.
    g. Each appeal will be complete when received.  An appeal will not be forwarded or considered until all supporting documentation is enclosed.  Officials wishing to provide statements in support of an appeal will provide them to the officer concerned and not to the reviewing authority.  No action will be taken on miscellaneous, unaccompanied statements or documents received at HQDA.  They will be forwarded to the appellant.
5.  Before mailing, review to ensure all enclosures are included, all signatures and dates are on all documents and address and phone numbers are present. 
       a. Enclose complete original and copy of appeal in a secure container, mailing envelope or heavy wrapping, as required.
       b. Notify the appropriate agency promptly if address or priority changes. Appellants are notified in writing of appeal decisions.  If not totally approved, appellants may request a copy of the SRB case summary, if appropriate, and submit a second appeal strengthened by additional evidence.  As an alternative to reconsideration, appellants may apply to the ABCMR under the provisions of AR 15–185, Army Board for Correction of Military Records.
6.  POINTS OF CONTACT:  Unit Personnel Officer (S1)/Personnel Sergeant. 
PERMANENT PHYSICAL PROFILES
1.  REFERENCES.

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

    b. AR 350-1, Training in Units.

    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 (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 medical evaluation board (MEB) reviews the decisions of profiling officers for the MTF commander.  Once a MEB rules on a profile, that decision is official. MEBs 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 Medical MOS 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.  If the convening authority agrees, U.S. Army Personnel Command will evaluate the Soldier for reclassification. 

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

    (4) Referral to the Army's physical disability system.

     f. Unit Commanders will:

    (1) Become thoroughly familiar with the purpose of the Army Physical Disability Evaluation System.

    (2) Ensure that any physical defects impacting on a Soldier’s performance of duty are reflected in the Soldier’s evaluation report.

    (3) Refer a Soldier to the servicing medical treatment facility (MTF) for medical evaluation when the Soldier is believed to be unable to perform the duties of his or her office, grade, rank, or rating.

    (4) Upon request of the MTF commander, provide the information, statements, and records on Soldiers of their command being processed for physical disability evaluation.

    (5) Ensure timely compliance with AR 600-8-4 to prevent delay in the disability processing of Soldiers under their command.

3.  POINT OF CONTACT:  OIC/NCOIC Troop Medical Clinic; SJA; IG.
TEMPORARY PHYSICAL PROFILES
1.  REFERENCES:

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

     b. FM 21-20, Physical Fitness Training.
     c. DD Form 689, Individual Sick Slip.

     d. DA Form 3349, Physical Profile.

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. 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, para 7-6).

     c. A Soldier should perform his/her normal duties to the maximum extent permitted by the profile.  Nurse midwives and nurse practitioners can issue temporary profiles up to 30 days on the DD Form 689 (Individual Sick Call Slip).  They can issue profiles up to 90 days on the DA Form 3349.  Any physical profile longer than these limits must be verified by a physician. 
     d. Unit Master Fitness Trainers (MFTs) or commanders should provide profiled Soldiers with guidance on reconditioning exercises and diet for the duration of the profile.

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

     f. 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.

     g. 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 cased, 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 Soldiers’ profiles.  When questions arise as to the intent of the profile, a responsible member of the chain of command (commander or 1SG) 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, 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 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; IG.

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 635-200, Active Duty Enlisted Administrative Separations. 
2.  DEPARTMENT OF THE ARMY POLICY.

     a. Medical MOS Retention Board (MMRB).

     (1) 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 separation are not required to be evaluated.  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) MMRBs are actions by the military personnel office, not through the medical channels.  Commanders must ensure that the MILPO schedules MMRBs for their Soldiers.

    (4) Commanders must furnish a commander’s evaluation to the military personnel office 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.

     (5) 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.

     (6) Soldiers are nondeployable 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 nondeployable status until final action is completed by DA.

     (7) Enlisted Soldiers pending MMRB action may not enlist.  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.

     (8) Officers pending MMRB action may apply for CVI. VI, or RA status; however, final approval will not be made until MMRB action has been finalized.

     b. Medical Evaluation Board (MEB).

     (1) 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 under AR 635-200 and AR 600-8-24 when it appears that a mental illness, medical condition, or physical defect is the direct case of the unfitness or unsuitability.

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

     (3) Soldiers are nondeployable once they are referred to an MEB.

     c,  Physical Evaluation Board (PEB).

      (1) 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.  Worldwide 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. Know the MMRB representative at the military personnel office.

     d. 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: Personnel Officer (S1)/Personnel Sergeant; SJA, Health Care Personnel.

MENTAL HEALTH EVALUATIONS, MEMBERS OF THE ARMED FORCES

1.  REFERENCES.

     a. DOD Directive 6490.1, Mental Health Evaluations of Members of the Armed Forces, October 1, 1997.

     b. DOD Directive 7050.6, Military Whistleblower Protection, June 23, 2000.
    c. AR 20-1, Inspector General Activities and Procedures, 1 February 2007.

     d. AR 40-501, Standards of Medical Fitness, 14 December 2007 (Rapid Action Revision (RAR – 10 September 2008.

2.  DEFINITIONS.  Terms used in the DOD Directive are defined in Encl 2 to DOD Directive 6490-1.

3.  DEPARTMENT OF DEFENSE POLICY.

     a. A commanding officer shall consult with a mental health professional before referring a member for a mental health evaluation to be conducted on an outpatient basis (Encl 3 to DOD Directive 6490-1).

     b. A member has certain rights when referred for a mental health evaluation, and additional rights when admitted to a treatment facility for an emergency or involuntary mental health evaluation (Encl 3 to DOD Directive 6490-1).

     c. No person shall refer a member for a mental health evaluation as a reprisal for making or preparing a lawful communication to a Member of Congress, any appropriate authority in the chain of command of the member, an Inspector General (IG), or a member of a DOD audit, inspection, investigation, or law enforcement organization.

     d. No person shall restrict a member from lawfully communicating with an IG, attorney, Member of Congress, or others about the member’s referred for a mental health evaluation.

     e. Violations of 3c and 3d above by any person subject to the UCMJ are punishable as a violation of Article 92 of the UCMJ.  Violations by civilian employees are punishable under regulations governing civilian disciplinary or adverse actions.

     f. Nothing in these procedures shall be construed to limit the authority of a commander to refer members for emergency mental health evaluation and/or treatment when circumstances suggest the need for such action.

4.  COMMANDER RESPONSIBILITIES.

     a. Become familiar with the DOD Directive 6490-1 and AR 40-501.

     b. Ensure members are not referred for mental health evaluations as reprisal for whistleblowing.

     c. Follow the requirements in Enclosure 3 to DOD Directive 6490-1.

     d. Consult with mental health professionals before referring members for mental health evaluations.

5.  POINTS OF CONTACT: Health Care Personnel, Community Mental Health.
IMPROPER RELATIONSHIPS BETWEEN SOLDIERS OF DIFFERENT RANKS

1.  REFERENCES. 
     a. AR 600-20, Army Command Policy

     b. DA PAM 600-35, Relationships Between Soldiers of Different Ranks.
     c. Manual For Courts-Martial United States, 2008 Edition
2.  GENERAL INFORMATION.
     a. The following relationships between Soldiers of different ranks are prohibited if they:                                                                                  

        (1)  Compromise the integrity of supervisory authority or the chain of command.

        (2)  Cause actual or perceived partiality or unfairness.

        (3)  Involve or appear to involve the improper use of rank or position for personal gain.

        (4)  Are, or perceived to be, exploitative or coercive. 

        (5)  Create an actual or clearly predictable adverse impact on discipline, authority, morale, or the ability of the command to accomplish its mission.
     b. Improper relationships between Soldiers of different ranks are punishable under UCMJ, Article 92, Failure to obey order or regulation. It is Army policy that such relationships will be avoided. 

     c. Whereas Fraternization is an unduly relationship between an officer member and an enlisted member that does not respect the difference in rank or grade. Relationships that are prejudicial to good order and discipline or nature to bring discredit on the Armed Forces are punishable under UCMJ, Article 134, Fraternization. That the accused must be a commissioned or warrant officer and that the accused then knew the person/s to be an enlisted member/s.

3.  COMMANDER RESPONSIBILITIES.
     a. Commanders have the responsibility to articulate what is improper.  
     b. Counseling the Soldiers concerned is usually the most appropriate initial action.  This also generally holds true for those relationships which involve only the appearance of partiality and have had no adverse impact on discipline, authority, or morale. 

4.  POINT OF CONTACT:  Staff Judge Advocate

SEXUAL HARASSMENT

1.  REFERENCES.

    a. DOD Directive Number 5500.7, Standards of Conduct.

    b. AR 600-20, Army Command Policy

    c. MDW Policy Letter #5, Sexual Harassment

2. Overview:  The prevention of sexual harassment is a commander’s responsibility.  The Equal Opportunity Advisor (EOA) plays a pivotal role by assisting the commander with policy awareness, training, command climate assessments, complaints processing and overall advisory assistance concerning the prevention of sexual harassment.

3.  Chain Of Command Responsibilities:  Commanders and supervisors will-

     a. Ensure that assigned personnel are familiar with the Army policy on sexual harassment.

     b. Publish and post written command policy statements for the prevention of sexual harassment. All statements will be consistent with Army policy.  They will include the local command commitment to the Army policy against sexual harassment and will reaffirm that sexual harassment will not be tolerated. The statement will explain how and where to file complaints and shall include the fact that all complainants will be protected from acts or threats of reprisal. Each command, installation, separate unit, agency, and activity down to company, troop or battery level will publish a sexual harassment command policy statement.  Units should coordinate these policy statements with the servicing Staff Judge Advocate or legal advisor before publishing them.

    c. Continually assess and be aware of the climate of command regarding sexual harassment. Identify problems or potential problems.  Take prompt, decisive action to investigate all complaints of sexual harassment.  Either resolve the problem at the lowest possible level or, if necessary, take formal disciplinary or administrative action.  Do not allow Soldiers to be retaliated against for filing complaints. Continually monitor the unit and assess sexual harassment prevention policies and programs at all levels within area of responsibility. Ensure all leaders understand that if they witness or otherwise know of incidents of sexual harassment, they are obligated to act. If they do not, they themselves are also guilty of sexual harassment.

    d. Set the standard.

4.  Policy

    a. The policy of the Army is that sexual harassment is unacceptable conduct and will not be tolerated.  Army leadership at all levels will be committed to creating and maintaining an environment conducive to maximum productivity and respect for human dignity.  Sexual harassment destroys teamwork and negatively affects combat readiness.  The Army bases its success on mission accomplishment.  Successful mission accomplishment can be achieved only in an environment free of sexual harassment for all personnel.

    b. The prevention of sexual harassment is the responsibility of every Soldier and DA civilian.  Leaders set the standard for Soldiers and DA civilians to follow.

    (1) Definition:  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 when:

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

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

    c. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creates an intimidating, hostile or offensive working environment.

    d. Any person in a supervisory or command position who uses or condones implicit or explicit sexual behavior to control, influence, or affect the career, pay, or job of a Soldier or civilian employee is engaging in sexual harassment. Similarly, any Soldier or civilian employee who makes deliberate or repeated unwelcome verbal comments, gestures, or physical contact of a sexual nature is engaging in sexual harassment.

     (2) Categories of sexual harassment

     a. Verbal. Examples of verbal sexual harassment may include telling sexual jokes, using sexually explicit profanity, threats, sexually oriented jody calls, sexual comments, whistling in a sexually suggestive manner, and describing certain sexual attributes about one’s physical appearance. Verbal sexual harassment may also include using terms of endearment such as “honey”, “babe”, “sweetheart”, “dear”, “stud” or “hunk” in referring to Soldiers, civilian co-workers or Family Members.

     b. Nonverbal.  Examples of nonverbal sexual harassment may include staring at someone (i.e. “undressing someone with one’s eyes”), blowing kisses, winking, or licking one’s lips in a suggestive manner. Nonverbal sexual harassment also includes printed material.  Examples may include displaying sexually oriented pictures; cartoons or using sexually oriented screen savers on one’s computer.  Further examples include sending sexually oriented notes, letters, faxes, or e-mail.

    c. Physical Contact.  Examples of physical sexual harassment may include touching, patting, pinching, bumping, grabbing, cornering or blocking a passageway, kissing, and providing unsolicited back or neck rubs.  Sexual assault and rape, which may be extreme forms of sexual harassment, are serious criminal acts.  When these acts occur, report them immediately to the chain of command, military police, or other law enforcement agencies.

    (3) Types of sexual harassment

    a. Quid Pro Quo. Quid Pro Quo is a Latin term meaning “this for that”.  This term refers to conditions placed on a person’s career or terms of employment in return for sexual favors.  It involves implicit or explicit threats of adverse action if the person does not submit or promises of favorable actions if the person does submit.  Examples include demanding sexual favors in exchange for a promotion; award or favorable assignment; disciplining or relieving a subordinate who refuses sexual advances and threats of poor job evaluation for refusing sexual advances. Incidents of “quid pro quo” may also have a harassing effect on third persons.  It may result in allegations of sexual favoritism or general discrimination when a person feels unfairly deprived of recognition, advancement or career opportunities due to favoritism shown to another Soldier or civilian employee based on a sexual relationship.  An example would be a Soldier who is not recommended for promotion and who believes that his or her squad leader recommended another Soldier in his or her squad for promotion based upon provided or promised sexual favors, not upon merit or ability.

    b. Hostile environment.  A hostile environment occurs when Soldiers or civilians are subjected to offensive, unwanted and unsolicited comments or behaviors of a sexual nature.  If these behaviors unreasonably interfere with their performance, the environment is classified as hostile.  A hostile environment brings the topic of sex or gender differences into the work place in any one of a number of forms.  It does not necessarily include the more blatant acts of “Quid pro quo.” It normally includes nonviolent sexual behaviors that are gender-biased.  Examples include use of derogatory gender-biased terms, comments about body parts, suggestive pictures, explicit jokes and unwanted touching.

    (4) Techniques of dealing with sexual harassment:  All Soldiers and civilians have a responsibility to help resolve acts of sexual harassment.  Examples of how to accomplish this follow:

    a. Direct approach.  Confront the harasser and tell him/her that the behavior is not appreciated, not welcomed and that it must stop.  Stay focused on the behavior and its impact.  Use common courtesy.  Write down thoughts before approaching the individual involved.

    b. Indirect approach.  Send a letter to the harasser stating the facts, personal feelings about the inappropriate behavior and expected resolution.

    c. Third party.  Request assistance from another person; ask someone else to talk to the harasser, to accompany the victim, or to intervene on behalf of the victim to resolve the conflict.

    d. Chain of Command.  Report the behavior to immediate supervisor or others in chain of command and ask for assistance in resolving the situation.

    e. File a formal complaint.  Details for filing an informal or formal complaint are included in Appendix E of AR 600-20.

     (5) Training:   The elimination of sexual harassment within a unit begins with a policy of aggressive and progressive training to identify and prevent inappropriate behavior.  Conduct progressive, interactive small group sexual harassment training twice each year.  Soldiers must understand what sexual harassment is, how to recognize it, how to prevent it, how to report it and the consequences of engaging in sexual harassment.

     a. The quality and effectiveness of unit training are of primary concern.  The most effective approach to training to prevent sexual harassment is through interactive discussion in small groups of mixed gender.  Situation vignettes or scenarios should be used to facilitate discussion among unit Soldiers and civilians.  Role-playing is also an effective training means.  The training focus should be appropriate to the level of the experience and breadth of responsibilities of each target audience.  Unit commanders must attend this training and evaluate its content and quality.

      b. Unit training for junior enlisted and civilian employees will focus on defining sexual harassment and gender discrimination, sanctions which may be used to punish harassers, techniques for Soldiers to deal with sexual harassment and methods of filing a complaint through the complaint system.

     c. Unit training or professional development training for junior officers, noncommissioned officers and civilian supervisors will reinforce the aforementioned training.  In addition, emphasis should be placed on promoting a healthy work environment within the section or unit as well as on techniques for receiving, handling and resolving complaints.  Training on the EO complaint system must include leader responsibilities in processing informal and formal com-plaints. It must emphasize the prevention of reprisal actions against complainants.

     d. Training at unit level for senior noncommissioned officers, warrant officers, officers, civilian managers and senior executive service will focus on fostering a healthy command climate and using appropriate means for determining a healthy command climate.  This training will also focus on sanctions for offenders.  In addition, it will reinforce the elements of training they receive at a more junior level.

    e.  Leaders may enlist the service of their brigade or higher level Equal Opportunity Advisor or DA PAM 350-20 (Unit Equal Opportunity Training Guide), Chapter 4, to help prepare and conduct Prevention of Sexual Harassment (POSH) training.

    f. Commanders will document POSH training on the unit’s training schedule and on individual Soldier training records.  Documentation will include type, instructor, date, time, length of training, roster of attendees, and issues covered in the session.

    g. The chain of command and EOA’s will attend and participate in POSH sessions.

    h. Sexual misconduct training is not an Equal Opportunity issue.  This training must be conducted by qualified personnel, separately from sexual harassment training, so as not to confuse the two.

     (6) Complaints:  Filing and processing of sexual harassment complaints follow the same procedures as outlined in Appendix E for EO complaints.  Charges of sexual misconduct are to be processed through legal/law enforcement channels, not equal opportunity channels.

5.  Point of contact:  EO, SJA.

SEXUAL ASSAULT PREVENTION AND RESPONSE PROGRAM

1.  REFERENCES.

    a. AR 600-20, Army Command Policy, Chapter 8.

    b. JFHQ-NCR/MDW Policy Memorandum #22, Sexual Assault Prevention and Response Program.
   c. Manual for Courts-Martial, MCM.

   d. Army Sexual Harassment/Assault and Response Website: www.preventsexualassault.army.mil.

2.  Purpose:  The Sexual Assault Prevention and Response Program reinforces the Army’s commitment to eliminate incidents of sexual assault through a comprehensive policy that centers on awareness and prevention, training and education, victim advocacy, response, reporting, and accountability.  Army policy promotes sensitive care and confidential reporting for victims of sexual assault and accountability for those who commit these crimes.  For the purposes of this policy, confidentiality or confidential reporting is defined as allowing a Soldier to report a sexual assault to specified individuals.  This reporting option gives the Soldier access to medical care, counseling, and victim advocacy, without initiating the investigative process.

3.  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).
4.  Definition:  

    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. Other sex-related offenses.  Other sex-related offenses are defined as all other sexual acts or acts in violation of the Uniform Code of Military Justice that do not meet the above definition of sexual assault, or the definition of sexual harassment as promulgated in DOD Directive 1350.2, Department of Defense Military Equal Opportunity.  Examples of other sex-related offenses could include indecent acts with another and adultery. (For the specific articles of sexual assault offenses under the UCMJ, see the MCM.)
    c. Restricted reporting.  Restricted reporting allows a Soldier who is a sexual assault victim, on a confidential basis, to disclose the details of his/her assault to specifically identified individuals and receive medical treatment and

counseling, without triggering the official investigative process.  Soldiers who are sexually assaulted and desire restricted reporting under this policy should report the assault to the sexual assault response coordinator (SARC), victim advocate, chaplain, or a healthcare provider. 

     d. Unrestricted reporting.  Unrestricted reporting allows a Soldier who is sexually assaulted and desires medical treatment, counseling, and an official investigation of his/her allegation to use current reporting channels (for example, the chain of command or law enforcement), or he/she may report the incident to the SARC or the on-call victim advocate.  Upon notification of a reported sexual assault, the SARC will immediately notify a victim advocate. Additionally, with the victim’s consent, the healthcare provider will conduct a forensic examination, which may include the collection of evidence.  Details regarding the incident will be limited to only those personnel who have a legitimate need to know.
5.  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, predeployment training, and responder training.

    a. Professional military education.  PME training is progressive and sequential and includes the following areas:

        (1) Initial entry training.

        (2) Pre-commissioning/basic officer leadership instruction-I (BOLC I) to include ROTC and Junior ROTC.

        (3) BOLC II, Warrant Officer Basic Course, Primary Leadership Development Course.

        (4) Captain’s Career Course (CCC), Warrant Officer Advanced Course (WOAC), and Basic Non-commissioned Officer Course BNCOC).

         (5) General officer training, Army War College (AWC), Pre-command Course (PCC), Warrant Officer Senior; Course (WOSC), Sergeants Major Course (SMC), and First Sergeant Course (1SG).

        (6) Drill sergeant and recruiter training.

    b. Unit level training.  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.  

        (1) The commander will incorporate sexual assault prevention training into the overall unit training plan.  Commanders should annotate sexual assault prevention training on the unit training schedule.  The training will be based on Army values to promote respect and dignity and to reinforce the Army’s commitment to the Warrior Ethos.  The chain of command and other leaders (commander, command sergeant major, sergeant major, first sergeant, civilian supervisors, and others) will be present and participate in unit sexual assault sessions.

        (2) 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.

6.  POINTS OF CONTACT:  ACS Family Advocacy Program; Sexual Assault Response Coordinators (SARCs); Unit Victim Advocates (UVAs); IG.
STANDARDS OF CONDUCT
1.  REFERENCES.

    a. DoD 5500.7-R. Joint Ethics Regulation (JER).

    b. AR 600-20, Army Command Policy.

    c. FM 1, The Army.

2. DEPARTMENT OF THE ARMY POLICY:  Government service or employment, as a public trust, requires Soldiers and Department of the Army civilians to act with integrity and abide by the values of the Professional Army Ethic by placing loyalty to country, ethical principles and law above private gain and other interests.

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:

     (1) Government facilities, property, and work assistance will be used only for official Government business unless the use is minimal and permissible under the Joint Ethics Regulation (JER).  This includes, but is not limited to, stationery, stenographic services, typing assistance, duplication, computer facilities, military vehicles, and chauffeur services.

     (2) Army Career and Alumni Program (ACAP) qualified personnel may use Government office equipment to conduct job searches on official time to do what ACAP would have done for them.

     (3) Non-ACAP qualified personnel may use Government office equipment to complete SF 171 or other applications for federal employment on their own time or in a manner not impacting their Army duties.

    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 an 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 Ethnics training as mandated in the Joint Ethics Regulation (JER).

5. POINT OF CONTACT:  Staff Judge Advocate.

GIFTS TO SUPERIORS
1.  REFERENCES.

    a. DoD 5500.7-R, Joint Ethics Regulation (JER).

    b. 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 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.

    (4) Items given in connection with the receipt of personal hospitality if of a type and value customarily given on such occasions.

    d. Voluntary Contributions.  An employee may solicit voluntary contributions from another employee for a group gift to the contributing employee’s superior for any special, infrequent occasion in a nominal amount that shall not exceed $10.

    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, and if the DoD employee knows or has reason to know that any member of the donating group is his subordinate.

    f. The value of a gift or gifts from two or more donating groups shall be aggregated and shall be considered to be from a single donating group; if the DoD employee offered the gift knows or has reason to know; that an individual who is his subordinate is a member of more than one of the donating groups.

3. COMMANDER RESPONSIBILITIES.

    a. Become familiar with DoD 5500.7-R, Joint Ethics Regulation (JER).

    b. Ensure all personnel are familiar with these provisions.

4. POINT OF CONTACT.  Staff Judge Advocate.

GIFTS FROM OUTSIDE SOURCES
1.  REFERENCES.

    a. DOD Directive 5500.7, Standards of Conduct, 30 Aug 93.

    b. DOD 5500.7-R, Joint Ethics Regulation, 30 Aug 93.

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 market value.  Subject to approval, however, perishable items may be donated to charity, shared within an office or destroyed.

 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.

OFFICIAL USE OF GOVERNMENT VEHICLES
1.  REFERENCES.

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

    b. AR 600-8-1, Army Casualty Program.

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

3.  LEGAL FOUNDATIONS:  31 U.S.C 1344, Passenger carrier use, prohibits the expending of appropriated or non-appropriated 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 600-8-1.

    a. Questions of official use must be resolved in favor of strict compliance with statute and IAW Army Regulation 58-1.

    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.

4.  Official Use of Nontactical Vehicles.

    a. Official Ceremonies.   

    (1)  Transportation may be provided for military and civilian personnel officially in public ceremonies, military field demonstrations, and parades directly related to official activities.  A commander, or his/her principal staff officer, will determine whether the event in question is of significantly high interest as to warrant the use of official government transportation for general attendance.  When official travel is authorized for general attendance, the mode of travel provided will be via mass transportation rather than via individual vehicles.

    (2)  Changes of command, promotions, retirements, unit activations/deactivations are not considered public ceremonies.  These activities are considered official business internal to the Army community.  Attendance by the Army community is encouraged and leaders should not make it difficult for colleagues and peers, who by their very presence, improve the morale and spirit of the Army.  For that reason, the use of Government owned vehicle(s) to attend such activities should be managed and not discouraged.  By managed, it is the intent of this policy that 10 sedans should not come from one installation to attend an official function when a15 passenger bus would accomplish the mission.  There will be occasions, such as an after event meeting, when group transportation is not feasible, and multiple vehicles to the event are necessary.  It is the responsibility of the garrison commander to monitor and correct abuse of this policy.

    (3)  Transportation will begin and end at the transported individual’s normal place of duty, or other officially designated assembly area, but not a personal residence/domicile.

    b. Transporting. 

     (1)  The spouse of a Government employee may be transported in an Army motor vehicle only when accompanying the military member or civilian employee in the Government vehicle. Authorization must receive prior approval to accomplish official business, and depends on space available.  The ordering of an additional or larger vehicle to take advantage of the spouse transportation provision will be considered misuse.

      (2)  All transportation to official after-hours functions will begin and end at the individual’s normal place of duty.

      (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, IAW DoD Directive 4500-36.

      (4)  Transportation is authorized between lodging and work place for personnel on TDY when DOD and commercial bus service are not available or adequate. Use of government vehicles for transportation from a place of domicile to place of duty is generally prohibited.        

      (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. 

      (6)  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. 

5.  COMMANDERS RESPONSIBILITIES: 

    a. Exercise command and control and over all NTVs assigned to installations, units, and activities within their respective commands.

    b. All commanders will develop and publish guidance or SOP to implement established policy and procedures outlined in AR 58-1, and other directives governing the acquisition and use of NTVs.

6.  POINTS OF CONTACT:  J4; FMMC TMP; Local Transportation Coordinator, SJA; IG
WHISTLEBLOWER REPRISAL ACT
1.  REFERENCES. 

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

    b. Title 10 U.S.C. 1034, Protected communications; prohibition of retaliatory personnel actions.

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 disclosure.

    b. A protected disclosure is a lawful communication to a member of Congress, and Inspector General, or a member of a DOD audit, inspection, investigation or law enforcement organization 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. A 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 (not limited to a DA Form 4l87, Personnel Action).

    d. Persons making protected disclosures are protected against reprisal by the Whistleblower Protection Act of l989.  Allegations of reprisal will be reported to the DOD IG who will determine the investigating agency that will work the case. 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 disclosure made?

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

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

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

    f. Soldiers gain two protections when they take their complaints directly to the DOD IG:

     (1) They can request relief from the Army Board for Correction of Military Records, which must be decided in l80 days.

      (2) They can appeal the decision to the Secretary of Defense.

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

    h. Reprisal for whistleblowing is forbidden by law, and is punishable under Article 92 of the UCMJ.

3.  POINT OF CONTACT:  IG
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anyway).
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v Be prepared to take “No” for the answer.
(In any case “Yes” or “No”, the |G will explain why) -

Your Local IG is: COL Sandra R. Clark Phone: 202-685-3322
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MEMORANDUM FOR Service Members, Joint Force Headquarters-National Capital Region/Military District of Washington, Fort McNair, DC

SUBJECT: Rights of Soldiers to Present Complaints or Request Assistance from the Inspector General

1. All Soldiers have the right to present complaints, grievances, or requests for assistance to the

Inspector General.

2. Before visiting the Inspector General, you should consider whether your concerns can be more quickly and simply addressed by your chain of command first. You do not have to present your concerns to your chain of command before visiting the Inspector General. However, you must obtain permission to be absent from your duties if you wish to visit the Inspector General during duty hours. You do not have to tell anybody why you want to visit the Inspector General.
3. You may visit or call your local Inspector General at:
Monday through Friday, 0730-1600

Bldg 31, 103 Third Avenue

Fort McNair, DC 20319

202-685-3322
4. If you believe your local Inspector General’s response to you is not fair, complete, or in accordance with law and regulation, or if you believe your interests may be jeopardized by visiting your local Inspector General, you may call Department of the Army Inspector General, (DAIG), or the Inspector General, Department of Defense, (IG, DOD) hotline. Their telephone numbers are:
DAIG: 1-800-752-9747 IG 

DOD: 1-800-424-9098

Department of the Army and Department of Defense Inspectors General will refer your complaint or request for assistance to your local IG if you have not given your local IG a chance to aid and assist you first.
5. Department of the Army personnel are prohibited from taking any action that restricts you from filing a complaint, seeking assistance, or cooperating with the Inspector General. They are also prohibited from taking any disciplinary or adverse action against you for filing a complaint, 

ANIG

SUBJECT: Rights of Soldiers to Present Complaints or Request Assistance from the Inspector General
seeking assistance, or cooperating with the Inspector General.  If; however, you lie or knowingly make false accusations to the Inspector General, you are subject to disciplinary action.







SANDRA R. CLARK
Colonel, IG




Inspector General

ANIG








             

MEMORANDUM FOR Civilian Employees, Joint Force Headquarters-National Capital Region/Military District of Washington 

SUBJECT:  Right of Civilians to Present Complaints to or Request Assistance from the Inspector General

1.  All civilian employees have the right to present complaints, grievances, or requests for assistance to the Inspector General.  These may include what the civilian employee reasonably believe evidences fraud, waste, and abuse.
2.  Before visiting the Inspector General, you should consider whether your concerns can be addressed more quickly and simply by referring them to your immediate supervisor first, or by using one of the procedures in paragraph.
3. Civilian Personnel regulations prescribe procedures for civilian employees to use in submitting complaints that pertain solely to civilian employment matters.  These include complaints on such personnel actions as reductions-in-force, removals, disciplinary measures, and similar actions.  If you want to submit this kind of complaint, contact your local civilian personnel officer who will give you information about the pertinent regulations and tell you the procedures to follow.  However, if you are a member of a recognized bargaining unit and there is a negotiated grievance procedure, you must file your complaints concerning employment matters by following that procedure.  If you want to submit a complaint about discrimination in employment because of race, color, religion, sex, age, national origin, or handicap condition, contact your Equal Employment Opportunity Officer.
4.  If you have a complaint about matters other than civilian employment, or a complaint about violations of regulations or procedures in processing complaints about personnel actions, and you feel your complaint has not been resolved by your supervisor, you may visit, call, or write  your local Inspector General at:

Monday through Friday, 7:30 AM-4:00 PM, 202-685-3322
Building 31, 103 Third Avenue


Fort McNair, DC 20319

5. If you believe your local Inspector General’s response to you is not fair, complete, or in accordance with law and regulations, or if you believe your interests may be jeopardized by contacting your local Inspector General, you may also call the Department of the Army Inspector 
ANIG

SUBJECT:  Right of Civilian Employees to Present Complaints to or Request Assistance from the Inspector General
General (DAIG) or the Inspector General, Department of Defense (IG, DOD) Hotline.  Their telephone numbers are:

DAIG: Toll free:  1-800-752-9747


IG, DOD:  Toll free: 1-800-424-9098


Commercial: (703) 695-5080, DSN: 223-5080
6.  You may report complaints about hazardous work conditions (unsafe or unhealthy) by using procedures in Chapter 3, AR 385-10.
7.  Per AR 20-1, paragraph 1-12, the IG has a duty to protect confidentiality to the maximum extent possible.  This is true for all 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.
8.  Department of the Army personnel are prohibited from taking any action that restricts you from filing a complaint, seeking assistance, or cooperating with the Inspector General, or a member of Congress.  They are also prohibited from taking any disciplinary or adverse action against you for filing a complaint, seeking assistance, or cooperating with the Inspector General, a member of Congress or any agency established to receive such complaints.  However, if you lie, or knowingly make false accusations to the Inspector General, you are subject to disciplinary action.







SANDRA R. CLARK
Colonel, IG

Inspector General

REFERENCE GUIDE

The following is a list of US Codes, DoD Directives, Army Regulations, DA Pamphlets, Field Manuals, and other miscellaneous publications, which should be useful to a commander.

The list is alphabetical by subject.  Some of the Army Regulations are published in the “UPDATE” format and are indicated by the use of a series of letters in parenthesis following the reference name or number.

ACRONYMS AND TERMS
(ARPH) = All Ranks Personnel Handbook

(EH) = Evaluation Handbook

(ERPH) = Enlisted Ranks Personnel Handbook
(FH) = Finance Handbook

(MCM) = Manual for Courts Martial                         (MMH) = Maintenance Management        

                                                                                            Handbook

(MWRH) = Morale, Welfare, and


(ORPH) = Office Ranks Personnel

          Recreation Handbook



         Handbook

(PSH) = Physical Security Handbook


(RCPH) – Reserve Component Personnel

(USH) = Unit Supply Handbook


         Handbook

ABSENTEE AND DESERTER APPREHENSION PROGRAM (AR 190-9)

ACADEMIC EVALUATION REPORT (AR 623-1)

ACCESS TO OFF-POST BUSINESSES (AR 190-24)

ACCIDENT INVESTIATION-AIRCRAFT/MEDICAL (AR 40-21)

ACCIDENT PREVENTION (AR 385-95)

ACCIDENT REPORTING & RECORDS (AR 385-40)

ACCRUAL OF PAY DURING CONFINEMENT (DoD PAY MANUAL)

ADMINISTRATIVE ABSENCE (AR 600-8-10) (ARPH)

ADMINISTRATIVE HOLD (EXT OF TOUR) (AR 614-30) (ARPH)

ADMINISTRATIVE REDUCTION (AR 600-200) (ERPH)

ADMINISTRATIVE USE VEHICLE (AR 58-1)

ADMONITION & REPRIMAND (AR 27-10)

ADMONITION & REPRIMAND (AR 600-20)

ADMONITION & REPRIMAND (AR 600-37

ADMONITION & REPRIMAND (FM 27-1)

ADMONITION & REPRIMAND (MCM)

AER (AR 930-4)

AIDS-HANDLING (AR 600-110)

AIRCRAFT ACCIDENT INVESTIGATIONS (AR 95-30)

ALCOHOL, DRUG ABUSE (ADAPCP) (AR 600-85)

ALCOHOLIC BEVERAGES (AR 215-2) (MWRH)

AMMO-MANAGEMENT (DA PAM 700-16)

AMMO-PHYSICAL SECURITY (AR 190-11)

ANTI-DEFICIENCY ACT (AR 37-1)

APFT (AR 350-41)

APPOINTMENT OF COMMISSIONED & WARRANT OFFICERS (AR 135-100) (RCPH)

APPREHENSION & CONFINEMENT-MILITARY SENTENCES (AR 633-30)

APPREHENSION, RESTRAINTS & RELEASE TO CIV AUTH (AR 190-9)

APPROPRIATED FUNDS-MANAGEMENT (AR 37-7)

ARMED FORCES DISCIPLINACY CONTROL BOARD (AR 190-24)

ARTICLE 15, UCMJ (AR 27-10)

ARTICLE 32, UCMJ-PROCEDURES (DA PAM 27-17)

ARTICLE 5-TRIBUNALS (AR 15-6)

ARTICLE 5-TRIBUNALS (FM 27-10)

ASSIGNMENT OF ENLISTED PERSONNEL TO USAREC (AR 601-1) (RCPH)

ASSIGNMENT/TRANSFERS (OFFICERS) (AR 614-100) (ORPH)

ASSUMPTION OF COMMAND (AR 600-20)

ATTACHMENTS-ORDERS (AR 600-8-105)

AUDIT-DA (AR 36-5)

AUTHORITY LINES (AR 25-50)

AUTHORIZATION FOR PUBLIC PERSON TO SELL ON POST (DoD 5500.7-R)

AUTOMATION SECURITY (AR 380-19)

AVIATION (AR 95-1)

AWARDS (AR 600-8-22)

AWOL (AR 630-10)

AWOL-DESERTION (AR 190-9)

AWOL-DESERTION (AR 630-10)

AWOL-PROPERTY (AR 700-84)

BAR TO INSTALLATION (AR 210-10)

BAR TO REENLISTMENT (AR 601-280)

BAR TO REENLISTMENT (DA PAM 27-1)

BAR TO REENLISTMENT (FM 27-1)

BAR TO REENLISTMENT-QMP (AR 600-200)

BENEFITS-DA (GTA 21-2-11)

BILLETING OPERATIONS (AR 210-50)

BLACK MARKETING (AR 190-41)

BOARD FOR CORRECTION OF MILITARY RECORDS (10 USC 1552)

BOARD FOR CORRECTION OF MILITARY RECORDS (AR 15-185)

BRANCH TRANSFER (OFFICERS) (AR 614-100)

CASUALTY ASSISTANCE (AR 600-8-1)

CASUALTY ASSISTANCE HANDBOOK (DA PAM 600-8-1)

CHANGE OF NAME, SSN, ETC. (AR 600-8-104)

CHAPLAIN ACTIVITIES (AR 165-1)

CHECK CASHING POLICIES/PROCEDURES (AR 210-60)

CHILD ABUSE (AR 608-1)

CIVIL COURT-WITNESSES (AR 27-40)

CIVIL DISTURBANCES (AR 500-50)

CIVILIAN PERSONNEL (AR 690 SERIES)

CIVILIAN PERSONNEL ADMINISTRATION (AR 10-20)

CLAIMS (AR 27-20)

CLAIMS (DA PAM 27-162)

CLASS VI PRIVILEGES WITHDRAWN (AR 210-10)

CLASSIFIED DOCUMENTS-STORAGE (AR 380-5)

CLEMENCY & PAROLE BOARD (AR 15-130)

CLINICAL INVESTIGATION PROGRAM (AR 40-38)

CLOTHING ISSUE, SALE, & INVENTORY (AR 700-84)

CLUB ACTIVITIES MWR (AR 215-1)

CLUB ACTIVITIES MWR (AR 215-2)

CODE OF CONDUCT-TRAINING (ESCAPE & SURVIVAL) (AR 350-30)

COMMAND INFORMATION, PAO (AR 360-81)

COMMAND POLICY & PROCEDURES (AR 600-20)

COMMAND SPONSORSHIP (AR 55-46)

COMMANDERS INQUIRY RULE 303 (MCM)

COMMERCIAL SOLICITATION ON POST (AR 210-7)

COMMUNITY RELATIONS (AR 360-61)

COMMUNITY RELATIONS (AR 608-1)

COMMUNITY SERVICE (AR 608-1)

COMPASSIONATE REASSIGNMENT (ENLISTED) (AR 614-200 (ERPH)

COMPASSIONATE REASSIGNMENT (OFFICER) (AR 614-100 (ORPH)

COMPLAINT AGAINST COMMANDER (ART 138, UCMJ) (AR 27-10)

CONFINEMENT FACILITIES (AR 190-47)

CONGRESSIONAL INQUIRIES (AR 1-20)

CONSCIENTIOUS OBJECTION (AR 600-43)

CONTINUING EDUCATION SYSTEM (AR 621-5)

CONTRIBUTIONS (AR 600-29)

CONTRIBUTIONS-NAFIS MWR (AR 215-1) (MWRH)

CONVALESCENT LEAVE (AR 600-8-10) (ARPH)

CORRECTIONAL CUSTODY (AR 190-34)

CORRECTIONAL SYSTEM (AR 190-47)

CORRECTIONAL SYSTEM/CONFINEMENT (AR 190-47)

CORRESPONDENCE (AR 25-50)

CORRESPONDENCE COURSES (DA PAM 351-20)

COUNSEL IN CIVIL COURT (AR 27-40)

COUNSELING (AR 635-200) (ERPH)

CRIMINAL INVESTIGATION ACTIVITIES (AR 195-2)

CSM-RELIEF (AR 614-200) (ERPH)

CSM-RELIEF (AR 623-205) ERPH)

CSM-RETIREMENT (AR 635-200) (ERPH)

CURTAILMENT OF ROUT (AR 614-30) (ARPH)

CUSTODY, CORRECTIONAL (AR 190-34)

CUSTOMS-GENERAL PROVISIONS (AR 190-41)

DEBTS (AR 600-15)

DEBTS-REMISSION (AR 600-4)

DECEASED PERSONS (AR 600-8-1)

DELEGATION (AR 210-10)

DELEGATION (AR 25-50)

DESERTER APPREHENSION PROGRAM (AR 190-9)

DICTIONARY OF US ARMY TERMS (AR 310-25)

DINING FACILITY (AR 30-1)

DISCHARGE (ADMIN) (ENLISTED) (AR 600-200) ERPH)

DISCHARGE (ADMIN) (ENLISTED) (AR 635-200) (ERPH)

DISCHARGE (ADMIN) (OFFICER) (AR 600-8-24)

DISCHARGE REVIEW BOARD (AR 15-180)

DISTURBANCES, CIVIL (AR 500-50)

DOOR TO DOOR PERMIT TO SELL ON POST (DoD 5500.7-R)

DRIVERS, MILITARY VEHICLE SELECTION (AR 600-55)

DRIVING (AR 210-10)

DRIVING PRIVILEGES-REVOCATION (AR 190-5)

DROPPED FROM ROLLS (DFR) (AR 630-10) (ARPH)

DUAL COMPONENT PERSONNEL MGT PROGRAM (AR 600-39)

DUTY ROSTER (AR 220-45)

EARLY RETURN OF FAMILY MEMBERS (AR 55-46)

EMERGENCY LEAVE (AR 600-8-10) (ARPH)

EMERGENCY RELIEF (AR 930-4)

EMPLOYMENT AND USE OF USAR MILITARY TECHICIAN (AR 140-315)

EMPLOYMENT, OFF DUTY (DoD 5500.7-R)

ENERGY PROGRAM (AR 11-27)

ENLISTED PERSONNEL-BARS TO REENLISTMENT (AR 601-280) (ERPH)

ENLISTED PERSONNEL-ENLISTMENT (AR 601-210)

ENLISTED PERSONNEL-MANAGEMENT (AR 600-200) (ERPH)

ENLISTED PERSONNEL-REENLISTMENT (AR 601-280) (ERPH)

ENLISTED PERSONNEL-SEPARATION (AR 635-200) (ERPH)

ENLISTED PERSONNEL-TRAINING & ASSIGNMENTS (AR 614-200) (ERPH)

ENTERTAINMENT (.012 FUNDS) (AR 37-47)

ENTITLEMENT-HOSPITAL (10 USC 3721)

ENTITLEMENT-NLOD (10 USC 1207)

ENTITLEMENT-RETIREMENT CREDIT (10 USC 1204)

ENTITLEMENT-TIME LOST (10 USC 972)

ENVIRONMENTAL EFFECTS OF ARMY ACTIONS (AR 200-2)

ENVIRONMENTAL LAW (AR 200-1)

EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION (AR 690-1)

EQUAL OPPORTUNITY (CPR 700 SERIES)

EVALUATION REPORTS-ACADEMIC (AR 623-1)

EVALUATION REPORTS-ENLISTED (AR 623-205) (ERPH)

EVALUATION REPORTS-OFFICER (AR 623-105) (ORPH)

EVIDENCE PROCEDURES (AR 195-5)

EXCEPTIONAL FAMILY MEMBER PROGRAM (AR 608-75)

EXCESS LEAVE-CONUS (AR 600-8-10) (ARPH)

EXCESS LEAVE-OCONUS (AR 614-30) (ARPH)

EXCHANGE PRIVILEGES WITHDRAWAL (AR 60-10)

EXCHANGE/REASSIGNMENT (AR 614-200)

EXPEDITIOUS DISCHARGE (AR 635-200)

EXTENSION OF SERVICE MEMBERS ON ACTIVE DUTY (AR 635-200)

EXTENSION/REENLISTMENT (AR 601-280)

EXTRADITION (AR 190-9)

FAMILY ADVOCACY (AR 608-1)

FAMILY ADVOCACY PROGRAM (AR 608-18)

FAMILY ASSISTANCE HANDBOOK FOR MOBILIZATION (DA PAM 360-525)

FAMILY CARE PLAN-POLICIES (AR 600-20)

FAMILY CHILD CARE (AR 608-10)

FAMILY HOUSING (AR 210-50)

FAMILY MEMBER SUPPORT, CHILD CUSTODY, PATERNITY (AR 608-99)

FAMILY MEMBER TRAVEL (AR 55-46)

FINANCE-INSTALLATION ACTIVITIES (AR 37-103)

FINANCE-TRAVEL & TRANSPORTATION (AR 37-106)

FINANCIAL-ADMINISTRATION (AR 37-100)

FINANCIAL-INSTITUTIONS-OBTAIN INFORMATION (AR 190-6)

FIRE PROTECTION (AR 420-90)

FLAGS (AR 600-8-2)

FLIGHT EVALUATION BOARDS (AR 600-105)

FOIA (AR 25-55)

FOOD SERVICE PROGRAM (AR 30-1)

FOREIGN SERVICE TOUR EXTENSION (AR 614-30)

FOUL AND ABUSIVE LANGUAGE (SEXUAL HARASSMENT) (AR 600-20)

FRATERNIZATION (AR 600-20)

FRAUDULENT ENTRY (AR 635-200)

FUND RAISING (AR 600-29)

FURNITURE & EQUIPMENT (AR 710-2)

FURNITURE (HOUSING) (AR 210-50)

GAMBLING (DoD 5500.7-R)

GIFTS (DoD 5500.7-R)

GIFTS & DONATIONS (AR 608-8-1)

GIFTS FOR DISTRIBUTION TO INDIVIDUALS (AR 1-101)

HEALTH PROMOTION (AR 600-63)

HIV-HANDLING (AR 600-110)

HOMETOWN NEWS RELEASE PROGRAM (AR 360-5)

HOUSEHOLD GOODS (AR 55-71)

HOUSING-SOLICITATION (AR 210-7)

HOUSING-FAMILY (AR 210-50)

HOUSING-FURNITURE (AR 210-50)

HOUSING-REFERRAL (AR 210-50)

ID CARDS & PRIVILEGES (AR 600-8-14)

INDEBTEDNESS-CANCELLATION (AR 37-104-4) (FH)

INSPECTION POLICY (AR 1-201)

INSPECTOR GENERAL ACTIVITIES & PROCEDURES (AR 20-1)

INSTRUCTIONS-BENEFITS OF HONORABLE DISCHARGE (AR 350-21)

INSURANCE (AR 215-1) (MWRH)

INSURANCE SOLICITATION (AR 210-7)

INTERNAL CONTROL SYSTEMS (AR 11-2)

INVESTIGATION, CDR’S INQUIRY RULE 303 (MCM)

INVESTIGATIONS (AR 15-6)

JOINT DOMICILE (ENLISTED) (AR 614-200) (ERPH)

JOINT DOMICILE (OFFICER) (AR 614-100) (ORPH)

JUDGE ADVOCATE LEGAL SERVICE (AR 27-1)

JUMPS-ORGANIZATION & OPERATING INSTRUCTIONS (AR 37-101)

JUMPS-PAY & ALLOWANCE PROCEDURES (AR 37-104-4) (FH)

JUMPS-RC (AR 37-104-10)

JURISDICTION (DA PAM 27-173)

LAW ENFORCEMENT OPERATIONS OFF-POST (AR 190-24)

LEADERSHIP (AR 600-100)

LEAVE & PASS POLICIES (AR 600-8-10 (ARPH)

LEGAL ASSISTANCE (AR 27-3)

LETTERS OF REPRIMAND (AR 600-37)

LETTERS OF REPRIMAND-REMOVAL/PROMOTION LIST (AR 600-8-29) (ORPH)

LINE OF DUTY INVESTIGATIONS (AR 600-8-1)

LOGISTICS READINESS AND SUSTAINABILITY (AR 700-138)

LOSS-PROPERTY REPORT OF SURVEY (AR 735-5) (USH)

MAGISTRATES (AR 190-29)

MAIL (AR 25-51)

MALFUNCTIONING INVOLVING AMMO & EXPOSIVES (AR 75-1)

MARRIAGE-OVERSEAS (AR 600-240)

MARRIAGE-OVERSEAS (AR 608-61)

MEAL CARD (AR 600-38)

MEDICAL BOARDS-COMPOSITION (AR 40-1)

MEDICAL FITNESS (STANDARDS) (AR 40-501)

MEDICAL-FACILITIES/ACTIVITIES (AR 40-4)

MEDICAL-PATIENTS/RECORDS (AR 40-2)

MILITARY CONVOY OPERATIONS IN CONUS (AR 55-29)

MILITARY JUSTICE (AR 27-10)

MOBILIZATION OF RETIRED MEMBERS (AR 601-10)

MORALE SUPPORT (MWR HANDBOOK)

MORTGAGE INSURANCE FOR SOLDIERS (AR 608-8)

MOS (AR 600-200 (ERPH)

MOS-CLASSIFICATION/STANDARDS (AR 611-201)

MOS-RECLASSIFICATION (AR 600-200) (ERPH)

MOTOR POOL OPNS USERS GUIDE (DA PAM 750-35) (MMH)

MOTOR VEHICLE TRAFFIC SUPERVISION (AR 190-5)

MOTOR VEHICLES (AR 58-1)

MOTOR VEHICLES-SAFETY INSPECTION (AR 385-55)

MP INVESTIGATIONS (AR 190-30)

MP, USE OF FORCE (AR 190-14)

NCO DEVELOPMENT PROGRAM (AR 350-17)

NONSUPPORT CLAIMS (AR 608-99)

NOTIFICATION-INJURY CASES (AR 40-16)

NSLI, SGLI, VGLI, GLI (AR 608-8-1)

OBSCENE MATERIAL (AR 190-22)

OCS APPLICATION (AR 351-5)

OFFICE SYMBOLS (AR 340-9)

OFFICER & NCO CLUBS (MWR HANDBOOK)

OFFICER CLASSIFICATION SYSTEM (AR 611-101) (MOCSH)

OFFICERS-ASSIGNMENT/POLICIES (AR 614-200) (ORPH)

OFFICERS-OER (AR 623-105) (ORRH)

OFFICERS-PROFESSIONAL DEVELOPMENT (DA PAM 600-3) (ORPH)

OFFICERS-RELIEF (AR 623-105) (ORPH)

OFFICERS-REMOVAL FROM PROMOTION LIST (AR 600-8-29) (ORPH)

OFFICERS-RESIGNATIONS & DISCHARGES (AR 600-8-24)

OFFICIAL MAIL COST CONTROL PROGRAM (AR 25-51)

OFFICIAL MILITARY PERSONNEL FILE (AR 600-8-104) (ARPH)

OPSEC (AR 530-1)

ORDERS (AR 600-8-105)

OVERSEAS SERVICE (AR 614-30) (ARPH)

OVERSTAMP ID CARDS (AR 600-8-14)

OVERWEIGHT PROGRAM (AR 600-9) (ARPH)

PAO-PRESS RELEASE (AR 360-5)

PASSPORTS & VISAS (DoD 1000.21-r)

PATERNITY CLAIMS (AR 608-99)

PAY (MILITARY) (AR 37-104-4) (FH)

PCS POLICY (AR 614-6)

PERFORMANCE COUNSELING (AR 600-20)

PERFORMANCE COUNSELING (AR 635-200) (ERPH)

PERFORMANCE COUNSELING (FM 27-1)

PERSONAL AFFAIRS (AR 608-99)

PERSONAL CLOTHING (AR 700-84) (USH)

PERSONAL RECORDS (AR 600-8-104) (ARPH)

PERSONNEL MGT AND ADMIN PROCEDURES (DA PAM 600-8-10)

PERSONNEL QUALIFICATION RECORDS (AR 600-8-104) (ARPH)

PERSONNEL SECURITY PROGRAM (DoD 5200.2-R)

PHOTOGRAPH, MILITARY (AR 640-30)

PHYSICAL EVALUATION FOR RETENTION (AR 635-40)

PHYSICAL FITNESS (AR 600-9) (ARPH)

PHYSICAL FITNESS/TRAINING PROGRAM (AR 350-41)

PHYSICAL PERFORMANCE EVALUATION SYSTEM (AR 600-60)

PHYSICAL SECURITY (AR 190-11)

POLICITAL ACTIVITIES (AR 600-20)

POM/LEGAL ASSISTANCE (AR 220-10)

POR FOR OVERSEAS MOVEMENT (AR 600-8-101)

POST EXCHANGE (MWR HANDBOOK)

PREVENTIVE LAW (AR 27-3)

PRIVACY ACT (AR 340-21)

PRIVATE ASSOCIATIONS (AR 1-210)

PRIVATE ORGANIZATIONS-ATTENDANCE AT (AR 1-211)

PRIVATE ORGANIZATIONS ON DA INSTALLATIONS (AR 210-1)

PROHIBITED PERSONNEL PRACTIVES (5 USC 2302)

PROMOTION (OFF/WO) (RESERVE) (AR 135-155) (RCPH)

PROMOTION LIST REMOVAL (AR 600-200) (ERPH)

PROMOTION RECRUITING SUPPORT PROGRAM (AR 601-2)

PROMOTIONS-ENLISTED (AR 600-200) (ERPH)

PROMOTIONS-OFFICERS (AR 600-8-29) (ORPH)

PROPERTY ACCOUNTABILITY/DISPOSAL (AR 735-5) (USH)

PROPERTY DISPOSAL (DoD 4160.21M)

PROPERTY LOSS/DAMAGE (ART 139, UCMJ)

PROPERTY-ACCOUNT/LOSS (AR 735-5 (USH)

PROPERTY LOST, ABANDONMENT, UNCLAIMED (DoD 4160.21M)

PT PROGRAM (AR 350-41)

QUALITY OF LIFE (DA PAM 690-37)

QUARTERS (AR 210-50)

RANGES-RIFLE (AR 920-20)

RECORDS-PERSONNEL/INDIVIDUAL MILITARY (AR 600-8-104) (ARPH)

RECREATIONAL FACILITIES (AR 420-74)

RECREATIONAL FACILITIES (MWR HANDBOOK)

RED CROSS (AR 930-5)

REDUCTION FOR INEFFICIENCY (AR 27-10)

REDUCTION FOR INEFFICIENCY (AR 600-8-19) (ERPH)

REDUCTIONS-PUNITIVE (AR 27-10)

REENLISTMENT/REENLISTMENT CODES (AR 601-280) (ERPH)

REGIMENTAL SYSTEM (AR 600-82)

REGULAR ARMY APPOINTMENTS (AR 601-100)

REHABILITATIVE TRANSFER (AR 635-200) (ERPH)

RELEASE TO CIVIL AUTHORITIES (AR 190-9)

RELIEF FOR CAUSE (AR 600-20)

REMEDIAL TRAINING (AR 600-20)

REMEDIAL TRAINING (FM 27-1)

REMISSION OR CANCELLATION OF INDEBTEDNESS (AR 600-4)

REPORTS OF SURVEY (AR 735-5) (USH)

REPORTS OF SURVEY-INVESTIGATION (AR 15-6)

REPRIMAND & ADMONITION (AR 600-20)

REPRIMAND & ADMONITION (AR 600-37) 

REPRIMAND & ADMONITION (AR 27-10)

REPRIMAND & ADMONITION (FM 27-1)

REPRIMAND & ADMONITION (MCM, PARA 128C)

RESTRAINT OR RESTRICTION (AR 27-10)

RESTRAINT OR RESTRICTION (MSM, PARA 128C)

RETIRED PAY (AR 37-104-1)

RETIREES (DA PAM 600-5)

RETIREMENT POINTS (AR 140-185) (RCPH)

RETIREMENT SERVICES PROGRAM (AR 608-8-7)

RETURN OF ACCUSED FELONS TO CONUS (AR 190-9)

RIOT, CIVIL DISTURBANCES (AR 500-50)

SAEDA (AR 381-12)

SAFETY (AR 385-10)

SBP (AR 608-8-7)

SCHOOLS CATALOG (DA PAM 351-4)

SEARCH/SEIZURE/DISPOSITION OF PROPERTY (AR 190-22)

SECURITY CLASSIFICATIONS GUIDELINES (AR 380-65)

SECURITY CLEARANCE RENOVATION (FM 27-1)

SECURITY OF ARMY PROPERTY (AR 190-51) (PSH)

SECURITY-CLASSIFICATIONS (AR 380-5)

SECURITY-NONAFFILIATED PERSONNEL/INFORMATION (AR 380-13)

SECURITY-PERSONNEL PROGRAM (DoD 5200.2-R)

SELLING ON POST (DoD 5500.7-R)

SEPARATE RATIONS-WITHDRAWAL (AR 210-10)

SEPARATIONS-ENLISTED (AR 635-200 (ERPH)

SEPARATIONS-OFFICER (AR 600-8-24)

SEPARATIONS-OFFICER (AR 635-120)

SEPARATIONS-PROCESSING PERSONNEL (AR 635-10 (ARPH)

SERIOUS INCIDENT REPORT (SIR) (AR 190-40)

SERVICE OBLIGATIONS (OFFICER) (AR 350-100)

SERVICE OBLIGATIONS, METHODS OF FULFILLMENT (AR 135-91) (RCPH)

SEXUAL HARASSMENT (AR 600-20)

SGLI, VGLI, GLI, NSLI (AR 608-8-1)

SICK SLIP (AR 600-6)

SIDPERS (AR 680-29)

SMOKING IN DA OCCUPIED BUILDINGS (AR 600-63) (ERPH)

SOLICITATION (AR 210-7)

SPONSORSHIP PROGRAM (AR 600-8-8)

STANDARDS OF CONDUCT (AR 360-61)

STANDARDS OF CONDUCT (DoD 5500.7-R)

STANDARDS OF GRADE AUTHORIZATIONS (AR 611-201)

SUBPOENA (AR 27-40)

SUGGESTIONS-INCENTIVE AWARDS (AR 672-20)

SUICIDE PREVENTION (DA PAM 600-24)

SUMMARY COURTS-MARTIAL-PROCEDURES (DA PAM 27-17)

SUPPORT OF DEPENDENTS (AR 608-99)

SUSPENSION OF FAVORABLE ACTIONS (AR 600-8-2)

TDY-PERMISSIVE (AR 1-211)

TDY-PERMISSIVE (AR 360-61)

TEMPORARY DUTY (AR 614-11)

TERMINATUIB IF GOVERNMENT QUARTERS (AR 210-50)

TRAINING (AR 350-1)

TRANSPORTATION/TRAVEL (AR 37-106) (FH)

TRANSPORTATION/TRAVEL (AR 58-1)

UNFAVORABLE INFORMATION (AR 600-37)

UNIFORM WEAR & APPEARANCE/STANDARD & INSIGNIA (AR 670-1)

UNIT CLIMATE PROFILE, COMMANDER’S HANDBOOK (DA PAM 600-69) (RCPH)

UNIT COMMANDERS SUPPLY HANDBOOK (TB 710-5)

UNIT STATUS REPORTING (AR 220-1)

UNIT STRENGTH ACCOUNTING & REPORTING (AR 600-8-6)

UNIT SUPPLY SYSTEM (DA PAM 710-2-1) (USH)

UNITS-ORDERS (AR 600-8-105)

UNQUALIFIED RESIGNATION (AR 600-8-24)

USE OF FORCE (AR 190-14)

USMA APPLICATION (ENLISTED) (AR 351-12)

USO (AR 930-1)

VENDORS ON POST (DoD 5500.7-R)

VETERAN PRIVILEGES (AR 40-1)

VETERAN PRIVILEGES (AR 40-3)

VETERINARY HEALTH SERVICES (AR 40-905)

VGLI, GLI, NSLI, SGLI (AR 608-8-1)

VOLUNTEERS (AR 930-5)
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