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               27 August 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #1, Open Door Policy

1.  My door is always open to all soldiers, cadets, and civilian employees and their family members within this Command (in both SROTC and JROTC programs) to present any concerns or problems of a professional or personal nature.  I only ask that you give your chain of command every opportunity to resolve issues at their level.

2.  I may be reached in person or by phone at any time.  If you desire an appointment, contact my secretary at commercial (253) 967-4976 or DSN 357-4976.  My email address is steve.corbett@4rotc.lewis.army.mil.
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          27 August 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #2, Equal Opportunity

1.  All soldiers, civilians, cadets, and family members (in both the SROTC and JROTC programs) have a right to equal treatment and opportunity.  Equal opportunity applies on and off post, to the total Army environment, both living and working, and it is to be an environment free of discrimination and harassment.  Equal opportunity is based solely on merit, fitness, capability, and potential; without regard to race, color, religion, gender, or national origin.

2.  The chain of command will provide a positive climate that ensures freedom, dignity, respect, and opportunity for all.  It is expected that all members of this command will promote a healthy equal opportunity environment.  Doing so will improve morale, teamwork, unit efficiency, and overall mission accomplishment.

3.  All soldiers, civilians, cadets, and family members have the right to file grievances and report equal opportunity violations to the chain of command or other appropriate individuals.  The chain of command will ensure that all members of their command know complaint procedures of the equal opportunity program.  Commanders will take swift and appropriate action on all complaints IAW the timelines set forth in Interim Change 104 to AR 600-20, dated 17 Sep 93.

4.  Organizations will place a copy of this policy memorandum on their official bulletin board.
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                      19 May 2004

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #3, Equal Opportunity (EO) Complaint Procedures

1.  It is the right of every soldier, family member, and civilian employee to present a complaint without fear of intimidation, reprisal, or harassment.  They have a right to communicate with the chain of command, however, resolving complaints at the lowest level is strongly encouraged.

2.  Informal complaints are those that the alleged victim does not wish to file in writing. They are not subject to specific timelines, but timely resolution is essential to good order and discipline.  Although not guaranteed, the chain of command may maintain confidentiality of the complainant.

3.  Formal complaints are those that the alleged victim wishes to file in writing. Complainants have 60 calendar days from the time of an alleged incident to file a formal complaint.  The commander may investigate complaints received after this time frame at his or her discretion.  Interim Change 4 to AR 600-20, paragraph 6-8 outlines procedures for processing formal complaints.

4.  Staff agencies available to assist the command with equal opportunity or related issues are the Inspector General, Chaplain, Provost Marshal/Criminal Investigation Command, medical agencies, Staff Judge Advocate, and the Housing Referral office.

5.  Violators of Army policies on equal opportunity may are subject to prosecution IAW the Uniform Code of Military Justice.  I will post the results of nonjudicial punishment IAW AR 27-10.

6.  The Region Equal Opportunity Representative is SSG Scott, Personnel and Administration Division, email:  scottc@4rotc.lewis.army.mil, commercial (253) 967-9890 or DSN 357-9890.

7.  Organizations will place a copy of this policy memorandum on their official bulletin board.
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             27 August 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #4, Prevention of Sexual Harassment

1.  It is the responsibility of every soldier, civilian, and cadet within this command (in both the SROTC and JROTC programs), to understand the nature of the sexual harassment, and to maintain the highest standards of honesty, integrity, impartiality, and conduct to assure the proper performance of our mission.  All commanders and supervisors will support the Army’s commitment to these standards by respecting the human dignity of all military members, cadets, and civilian employees.  I expect all personnel to actively work towards eliminating sexual harassment in any form from their respective areas of responsibility.

2.  Sexual harassment is defined as (1) influencing, offering to influence, or threatening the career, pay, or job of another person, woman or man, in exchange for sexual favors; or (2) deliberate repeated offensive comments, gestures, or physical contact of a sexual nature in work or duty related environments.  Sexual harassment is unprofessional and illegal behavior.  I will not tolerate any incidents of sexual harassment.

3.  Complaints can be filled as a formal equal opportunity complaint or submitted less formally through your chain of command.  Commanders and supervisors will take swift and appropriate action on all complaints IAW the timelines set forth in Interim Change 104 to AR 600-20, dated 17 Sep 93.

4.  Organizations will place a copy of this memorandum on their official bulletin board.
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                  27 August 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #5, Reenlistment Program/Incentive Policy

1.  Reference AR 601-280, Army Retention Program.

2.  The reenlistment of qualified, dedicated and motivated soldiers is essential to the continued success of today’s Army.  It is my intention to reenlist only the highest quality soldiers.  If you are one of these high quality, professional, and dedicated soldiers, I encourage you to reenlist.

3.  As an incentive, all soldiers who either reenlist, extend for the Bonus Extension and Retraining (BEAR) Program, or transfer/enlist into the National Guard or Army Reserve are authorized the following:

     a.  Initial term and mid-career soldiers:

          (1)  The entire day of reenlistment off from work.

          (2)  A four day pass, in conjunction with a weekend, to be taken within 30 days after reenlistment.

b.  Career soldiers:  The remainder of the reenlistment day off from work.

4.  Reenlistment interviews will be conducted by Division Chiefs at the region headquarters, Brigade Commanders at the brigades, and Professors of Military Science at the universities.  All sergeants through staff sergeants (non-promotable) will be interviewed during the following time frames:

     a.  Job performance and career progression interviews:  60-90 days after arrival.

     b.  Career progression interviews:  11-12 months prior to ETS.

5.  The Western Region Reenlistment NCO is SGT James at (253) 967-9569 or email jamesl@4rotc.lewis.army.mil.  If you have any questions, feel free to call him.
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27 August 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #6, DoD Program for Stability Civilian Employment

1.  The Department of Defense has an established Priority Placement Program (PPP) to provide for continued employment within DoD of career or career-conditional employees who are scheduled for involuntary separation through reduction-in-force, involuntary furlough for a period of six months or more, demotion by reduction-in-force, who decline functional transfer outside the commuting area, who are entitled to DoD military spouse preference, or who are satisfactorily completing duty in a foreign area, territory, possession, the Canal Zone or the states of Alaska or Hawaii.  Firm measures must continue to provide maximum opportunity for DoD-wide placement through the automated referral closures, consolidations, transfer of functions, permanent change of station of spouses of military, and reductions that result from organizational changes.

2.  Support of the Priority Placement Program, thereby providing job opportunities for deserving DoD employees in need of job placement assistance, is a vital ingredient of sound personnel management by all supervisors, both military and civilian.  The policy of Western Region is to support this program by insuring maximum utilization of fully qualified surplus priority candidates during the recruiting process.
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     27 August 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum #7, Drug and Alcohol Program 

1.  There is no place in the Army, including ROTC, for the abuse of drugs or alcohol.  It affects the morale, discipline, health, and safety of not only our soldiers and civilian employees, but also their families, friends, and coworkers.

2.  I will not tolerate consumption of alcohol when underage.

3.  Common sense is a must when dealing with alcohol at parties or other social gatherings. 

4.  Never operate a motor vehicle when consuming alcoholic beverages and always use a “Designated Driver”.  

5.  I will not tolerate illegal drug abuse.  I will process any member of this organization to the fullest extent possible as governed by the appropriate regulations.  

a. Officers – Chapter 4, AR 600-8-24, Officer Transfers and Discharges.

b. Enlisted - Chapter 14-12, AR 635-200, Enlisted Personnel.

c. Civilians – Federal or state law as applicable.

6.  All battalions and brigades within Western Region will conduct random 100% urinalysis testing at least once a year.  In addition, each commander will publish a policy memorandum with self-referral programs and local support facilities.
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27 August 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Memorandum # 8, Government Travel Cards

The following guidance is provided for acquiring, and maintenance of personal government travel cards, as well as individual and commanders’ responsibilities.

1.  Acquiring a card.

a. Individual will fill out a Bank of America (BOA) application (formS02D0400/OCR24000 revised 5/29/091 attached below).

b. Supervisors will sign and date application.

c. Applications should be forwarded to HQ Western, ATTN: SSG King or SFC Smith (253) 967-7910.

d. Upon receipt of card, individuals will call BOA to verify receipt, and to activate the card.  Individuals with a restricted card will also need to contact their account program coordinator (APC) SSG King or SFC Smith to get their card activated.  Individuals who did not pass, or refused a credit check will have a restricted card.

e. Newly commissioned Lieutenants will not be given a government travel card until they reach their first permanent duty station.

2.  Card Maintenance

a. Upon arrival individuals should contact their region APC to have their account transferred to the Western Region hierarchy.  If the individual fails to do this, their old unit may close their card after 30 days.

b. Individuals should contact BOA and inform them of their new address and phone number.

c. Bank of America will send out sent out new cards for cards that are expiring on the 10th of the month in which they will expire only if the card is in good standing.

d. When an individual is departing military service, (retirement, ETS, resigning) the school will destroy the card, and then contact their APC to close the account.

e. When an individual is changing duty stations the account will be deactivated unless, the individual has temporary duty (TDY) enroute to the duty station.  Individuals will get their card reactivated by their gaining command.

ATOD-ZA








27 August 2003

SUBJECT:  Government Travel Cards

3.  Commanders Responsibilities and Procedures

a. Highly encourage cardholders to elect split disbursement when filing their travel vouchers, as a method of reducing delinquencies.

b. Recommend approval to HQ Western Region for changes in ATM and charge limits for cardholders based on individual circumstances.

c. Cancel/suspend the travel card at any time if cardholder misuses or abuses the card, and is intentionally delinquent.

d. Counsel and reprimand all cardholders who are 60 plus days delinquent and have misused their cards (Per Cadet Command guidance all military personnel 60 days delinquent will be flagged).

4.  Individual Responsibilities and Procedures

a. Cardholders are expected to meet their financial obligations in a timely manner.  Cardholders shall be reminded periodically of their obligations to act in a responsible manner with regards to their personal financial responsibilities to pay their travel card bills promptly.

b. Use of the travel card by any other person(s) for any reason is not permitted.  Cardholder remains responsible for any charges made by person(s) using the card, and shall not disclose his PIN to any other person.

c. Cardholders are responsible for notifying BOA if their PIN has been stolen or inappropriately disclosed to an unauthorized person, and must report missing or stolen travel cards immediately.  Cardholders have no liability for any erroneous charges if they notify BOA when card is lost or stolen.

d. The split-disbursement program allows travelers to request a split payment to BOA for payment of charges, and the remainder settlement dollars to their designated financial institution.

e. When travel orders are canceled before departing but after drawing an authorized ATM advance, all fees charged are reimbursable.  The claim should be supported by the original travel order.

f. Once travelers complete temporary duty, they must file DD Form 1351-2, Travel Voucher or Sub- voucher, immediately to obtain full reimbursement.  Any disputed travel charges should be promptly reported to the contractor.

g. When traveler will be TDY for more than 30 consecutive days a supplemental voucher should be filed every 30 days to obtain reimbursement to pay travel charges already accrued.

h. Government credit cards are to be used during official travel only.

5.  This memo is punitive in nature.
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  19 May 2004

MEMORANDUM FOR SEE DISTRIBUTION

 

SUBJECT:  Policy Memorandum 9- Consideration of Others (CO2) Program
 

 

 1.  Reference memorandum, HQ TRADOC, ATBO-BPE, 25 November 1997, SUBJECT:  The Consideration of Others Program.

 

2.  The purpose of the CO2 training program is to nurture and preserve the Army's values and to strengthen trust, cohesion, and readiness through an awareness of others.  

 

3.  Policy.  This program is designed for commanders/leaders to use in developing and sustaining a values-based unit or organization.  The objective of the CO2 Program is to strengthen our overall command climate by reinforcing trust, teamwork, individual dignity and respect for all people.  These are permanent goals for this command.  It is my intent to internalize them through the C02 Program.

 

4.  All human relations training within Cadet Command falls under the umbrella of C02.  This training covers a broad range of topics including moral and ethical development (both individual and organizational), leadership development, team building, equal opportunity, family concerns, health, safety, drug and alcohol abuse, gender issues, discrimination, and any form of insensitive or offensive behavior.

 

5.  Training requirements:

 

    a.  Units at all levels will conduct quarterly C02 training for all permanently assigned and attached military and civilian personnel.  Training will follow these guidelines:

 

        (1)  Personnel assigned to the particular unit will facilitate classes.

 

        (2)  Facilitators will use a small, interactive group discussion format.  Groups should not exceed a 1:20 ratio of facilitators to attendees to maximize training effectiveness.

 

        (3)  Initial CO2 training will focus on unit needs determined by an assessment of current training and education programs and the organizational climate.

        

ATOW-ZA

SUBJECT:  Consideration of Others (CO2) Program

        

        (4) Continued assessments based on interviews, focus group meetings, observations, unit records, awards and promotion rates, and other statistical data, will determine subsequent training.

 

    b.  The C02 Program for cadre and civilians at ROTC Universities may be less formalized out of necessity, but should follow the guidelines above. 

 

        (1)  CO2 training for cadets is mandatory training incorporated into leadership and ethics pre-commissioning common core tasks, as codified in CDT CMD Reg 145-3.  Training with cadets should include case studies, role playing and situational dilemmas to energize discussion directed at specific student-centered leadership, moral, and ethical subjects.

 

        (2)  As employees of individual school districts, JROTC cadre must adhere to the prescribed policies and guidance of their districts.  However, JROTC cadre will receive orientation on the C02 Program at annual region conferences and during attendance at the JROTC School of Cadet Command.  Topics suitable for training JROTC cadets include conflict resolution, bullying, hazing, EEO, date rape, sexual harassment, and fraternization.  A CO2 Hand Book is located on the Cadet Command Web Page (http://147.248.153.211/training/C2.asp) to assist in developing and conducting this training.

 

6.  For additional information contact the Western Region Equal Opportunity Representative at (253) 967-9890 or DSN 357-9890.
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