SECTION J - CADET PERSONNEL


CHAPTER 1

CADET RECEPTION

1.  GENERAL.  Upon arrival at WARRIOR FORGE, cadets will report to the Holding Company if reporting early or to their assigned regiment on the authorized report day.  Cadets will drop their baggage and gear at the regimental area and, with required paperwork, will be marched to the Cadet In processing Point, Bldg. 9D40.

2.  RESPONSIBILITIES.

a.  RM.



(1)
Ensure WARRIOR FORGE representatives meet cadets arriving at SeaTac.  See Annex D, Section D of this SOP for reception operations.



(2)
Ensure the representatives at SeaTac man the ROTC Transportation Desk (RTD) located in the baggage area of the main terminal from 0700-2200 daily.  This staffing will begin two days before the first regiment is scheduled to arrive through one day after the last regiment reports.



(3)
Arrange necessary transportation for cadets from SeaTac to the holding company or appropriate regimental area. 


b.  Cadet Personnel Division (CPD).


(1)
Ensure staff representatives meet all cadets at the Cadet Reception Point, Bldg. 9D40.



(2)  On Day 1 all arriving cadets will be completely in-processed excluding the Accession Photo.  After in-processing, cadets will be escorted back to the regimental area by TAC Officers/NCOs.



(3)  Accession Photos will be scheduled on Day 4.

c.  Regiment.



(1)
Arrange to feed arriving cadets as required in coordination with CPD’s in processing schedule and with RM.



(2)
Ensure compliance with the in-processing schedule established by CPD.

3.  REPORTING TIME FRAME.


a.  Cadets may report up to 24 hours early, but WARRIOR FORGE pay will not start until the report date annotated on their WARRIOR FORGE Travel Orders.  Normally, cadets will not be accepted more than 24 hours ahead of their established reporting date unless prior approval has been obtained.

b. Cadets arriving early will be furnished billets and meals by the Holding Company.

c. Cadets arriving early will be in-processed by CPD at 1100 hours on Day 1.

4.  INITIAL ARRIVAL.  Cadets will arrive at WARRIOR FORGE using various means of transportation, to include POV, Commercial Airlines and Commercial Bus.


a.  POV.  Cadets arriving by POV will park their vehicles in the designated parking area at the Regiment.  After receiving a briefing, the driver and any passengers will be directed to unload their baggage in a specified area.  The drivers will be instructed to register the vehicle at the Regiment after in processing.


b.  Commercial Transportation.



(1)
AIRPLANE.  Cadets should schedule flights to arrive at SeaTac airport between the hours of 0630 to 1500.  Upon arrival, they will report to the ROTC Transportation Desk (RTD) located at the south end of the terminal.  (Baggage Claim Area # 7).  WARRIOR FORGE representatives responsible for transportation to WARRIOR FORGE will meet cadets at this location.  Transportation from SeaTac will take the cadets directly to their assigned regiment or if reporting early, to the Holding Company.



(2)
BUS.  Cadets arriving at the Fort Lewis Bus Station will contact the TOC, (253) 967-1767/6449 for transportation to WARRIOR FORGE.  Appropriate signs are posted by WARRIOR FORGE Logistics (Transportation) at the post bus station with instructions and phone numbers for cadets to follow to secure transportation to the WARRIOR FORGE area.

5.  LATE ARRIVALS.

a.  If cadets report to WARRIOR FORGE late (but before 1000 hours on Day 2), and are still able to meet established medical screening requirements, they will be sent directly from CPD to MAMC to complete their medical examination.  This course of action will be held to a minimum.


b.  If cadets report after 1000 hours on the day of the scheduled physical examination, or are unable to meet the medical screening requirements, they will be held at the Holding Company and recycled into the next regiment.
CHAPTER 2

CADET INPROCESSING

1.  GENERAL.

a.  All cadets must be in processed through the Cadet Personnel Division (CPD), Bldg. 9D40, receive a medical screen, complete Regimental processing and be issued clothing/equipment from CIF prior to starting training.  The in processing phase will take approximately three days (CPD in processing, Regimental in processing, and Physical Exam)


b.  The personnel in processing point will be manned 24 hours a day by representatives of CPD.  All cadets will be briefed on in-processing procedures, furnished their unit of assignment, issued a cadet in processing card, and completely in processed on Day 1, with the exception of the Accession Photo.  


c.  During in-processing appropriate civilian travel attire is permissible.

2.  RESPONSIBILITIES.

a.  RM.


(1)
Schedule transportation to and from MAMC to accomplish cadet medical examinations.



(2)
Arrange to feed cadets engaged in various phases of in processing conducted outside the regiment area.


b.  Cadet Personnel Division.



(1)
 Provide an alpha sign-in/out roster (to regimental cadre) for in processing at 1500 the day before the regiment reports. Accurately identify and exclude all potential no shows, late reporting and cycle changes. .  As cadets in process they sign in on both the CPD and Regiment’s roster. The CPD statistics personnel and the respective regiment will conduct a final count by name and confirm female/male breakdown of all cadets reported.  Those numbers are then cross-checked with CCIMS database.



(2)
Ensure each cadet is in processed, in accordance with paragraph 3 of this chapter, within the established time frame.



(3)  Provide appropriate processing for all cadets scheduled for Cadet Professional Development Training after WARRIOR FORGE.  [Cadet Troop Leader Training (CTLT), Drill Cadet Leader Training (DCLT), Airborne, Air Assault, Northern Warfare Training Center (NWTC), Mounted Maneuver Training (MMT)], Cadet Intern Program (CIP), Advanced Individual Academic Development (AIAD), and Nurse Summer Training Program (NTSP).



(4)  Assemble and issue necessary in processing forms with appropriate instructions to each Regiment during the CPD orientation on in processing procedures.  Each regiment’s administrative personnel will be briefed at CPD, Bldg. 9D40, a minimum of two days prior to the start of each cycle.  A schedule of the orientations will be published and distributed to the Regiments.


c.  Regiment.



(1)
Follow the processing schedule established by CPD.

(2) Ensure cadets have 4 copies of travel orders, amendments, itineraries, tickets, ID card and ID tags when reporting to inprocessing building.



(3)
Complete administrative in processing at unit level without interruption of cadet physical examinations and other in processing conducted by CPD.



(4)
Ensure cadets complete all phases of in processing, to include physical examination, prior to commencement of training.  Any questionable cases will be referred to CPD.



(5)
Ensure all cadets have been in processed by CPD prior to in processing into the regiment.  This requirement must be strictly enforced for cadet strength accountability.



(6)
Ensure Regimental Administrative NCOs provide CPD a cadet status report (via e-mail) by 0600 every morning of the respective cycle beginning the second day of the regiment's life-cycle.



(7)
Establish effective accountability procedures to monitor the status of in processing cadets, to include completed phases, and maintain strict accountability of all cadets reporting to the regiment.  This will include by-name verification of cadet personnel rosters.



(8)
Provide cadre members to escort cadets from Cadet Personnel at Bldg. 9D40 to the regimental area.



(9)
Ensure the Regiment is manned on a 24-hour basis during in- processing.



(10)
Ensure each cadet completes and receives an accessions photograph (See Section J, Chapter 9).



(11)
Provide six (6) regimental personnel to assist MAMC personnel in conducting height/weight verification in conjunction with the physical exams.



(12)
Obtain a flight physical roster from CCIMS and ensure that those cadets fast after 1800 hrs on the day preceding their physical.  (Day 1- arrival).

3.  PROCEDURES.  The following will occur during cadet in-processing at CPD:


a.  INITIAL BRIEFING.  All cadets will be briefed by CPD in Bldg. 9D32 concerning the following:



- CPD's in processing procedures



- Follow-on Training



- Yearbook availability and cost


b.  ID Card/ID Tag Review.  The cadet's Reserve ID card and identification tags will be checked to ensure validity.  If a cadet does not have a valid ID card and is attending follow-on training, an appointment will be scheduled by CPD, ID Card section and the regiment.  During WARRIOR FORGE if a cadet loses his/her ID card/tags, notify CPD to obtain a replacement.  Cadets should have a valid Reserve ID  card with an expiration date, not earlier than 30 Aug 03.


c.  Statistics  Each cadet’s specific information will be entered into the WARRIOR FORGE database and all personnel information in the database will be verified.


d.  Travel. 



(1).  Cadets should not arrive with a return GTR.  If a cadet arrives with a return GTR, it will be taken from him/her .  All other cadets will complete a travel request, which allows Carlson Wagonlit travel office to make their final  arrangements  for travel to HOR, school, or follow-on training, only.



(2).  Only CPD Travel Personnel will coordinate with Carlson Wagonlit to make cadet airline reservations.  

e.  Yearbook.  Cadets may purchase an WARRIOR FORGE yearbook at this station at a cost of approximately $25.  The vendor will take orders during in processing.  Personal check, cash, credit car, or money order is acceptable payment at the time of order.  Refund requests may be obtained from CPD stats during WARRIOR FORGE. 


f.  Records Review.  Review of the cadet personnel record will be conducted at this station.  Cadets who do not have a completed DD Form 93 or SGLV Election Form will complete one at this time.


g.  Accession Photos.  See Chapter 9 of this section.

CHAPTER 3

CADET PAY

1.  GENERAL.  Cadets will be paid for the duration of WARRIOR FORGE and certain follow on training they are attending.  All cadet WARRIOR FORGE and subsequent payments will be made using Electronic Funds Transfer (EFT).  Transactions will be made using EFT on the 1st and 15th of every month while at WARRIOR FORGE.  

2.  Partial payments are not authorized and will not be  accommodated.

3.  Cadets experiencing pay problems, or in emergency situations, will use their chain of command to notify HQ, Cadet Command of the problem. 
CHAPTER  4

VOLUNTARY WITHDRAWALS

1.  GENERAL.  Follow the procedures listed below for cadets who elect to withdraw from WARRIOR FORGE.

2.  THE CADET'S ANNOUNCEMENT.  Usually a cadet will exhibit some form of outward manifestation prior to announcing intent to withdraw.  Cadre members should anticipate a withdrawal announcement whenever a cadet disassociates himself from his contemporaries.  Upon announcement of a desire or intent to withdraw, the PTO will counsel the cadet.

3.  PLATOON LEVEL COUNSELING.  The Platoon TAC Officer (PTO) will prepare for the counseling session by reviewing the cadet's performance record and identifying the items to be recorded on the record of interview (see Para 7).  The PTO will counsel the cadet; attempting to identify the cause of the desire to withdraw, and attempt to reconcile the cadet's view with the WARRIOR FORGE requirements.  If in the professional judgment of the PTO, the cadet has the ability to complete WARRIOR FORGE at an acceptable level and would be an asset to the Army Officer Corps the PTO will seek a commitment from the cadet to continue to pursue WARRIOR FORGE completion.  If the cadet furnishes such assurances, the PTO will complete a record of the counseling session and retain it for future use.  If the cadet refuses to furnish any assurance of remaining  to complete the WARRIOR FORGE, the PTO will obtain the cadet's assurances that he will not depart without an interview with the RTO.  After the session, the PTO will complete a record of his counseling with the cadet.  This record will contain, as a minimum, the items and subjects outlined in paragraph 7.  The PTO will then personally arrange counseling sessions with the CTO and the RTO.  The PTO's record will be furnished to the CTO and RTO prior to their counseling session with the cadet.

4.  THE COMPANY AND REGIMENT TAC OFFICERS' COUNSELING SESSIONS.  The CTO and RTO will prepare for the counseling session by reviewing the PTO's counseling record, the cadet's record at WARRIOR FORGE, consulting with other cadre members, cadre from the cadet's battalion (if available at WARRIOR FORGE), and by reviewing the items to be covered in the counseling record they will have to complete after the session.  The counseling sessions will not be confrontational or develop into an adversarial relationship.  They will attempt to draw from the cadet a complete description of the cause of his desire to leave WARRIOR FORGE.  Take care to identify any pretext or arguments used by the cadet to mask the real cause for the cadet's intended departure.  If upon review, in their professional opinion, the CTO and RTO think that the cadet has the potential to be an asset to the Army, they will attempt to seek the cadet's commitment to complete WARRIOR FORGE.  If such a promise is obtained, they will complete a counseling record, attach that record to the PTO's counseling record, and retain both until the end of WARRIOR FORGE.  If such a promise cannot be obtained, they will obtain a promise from the cadet that he will not depart without an interview with the Commandant of Cadets (CoC), then complete a record of counseling similar to that prepared by the cadet's PTO and personally arrange a prompt session with the Military Institutional Representative (MIR).

5.  MILITARY INSTITUTIONAL REPRESENTATIVE (MIR) COUNSELING SESSIONS.  The MIR will prepare for the counseling session by reviewing the counseling records, the cadet's record at WARRIOR FORGE, and by reviewing the items to be covered in the counseling record they will have to complete after the session.  The counseling sessions will not be confrontational or develop into an adversarial relationship.  They will attempt to draw from the cadet a complete description of the cause of his desire to leave WARRIOR FORGE.  The goal of this session is to have the cadet agree to complete WARRIOR FORGE; however, if this fails, complete the counseling record and forward it to the CoC.

6.  THE COMMANDANT OF CADETS COUNSELS.  The Commandant of Cadets has the responsibility to seek the cadet's successful completion of the WARRIOR FORGE.  Failing that attempt, he must ensure that there is a full and complete file reflecting the events surrounding the cadet's informed, knowing, and wholly free decision to willfully breach the terms of either the scholarship or non-scholarship contract.  The CoC will prepare for the counseling session by reviewing what will be necessary in the counseling record (Para 7 below), reviewing the contents of the cadet's file, the counseling records of the PTO, CTO, and RTO, and other information available from the cadre of the cadet's battalion.  The session with the cadet will be non-confrontational.  Every effort will be made to draw from the cadet an accurate account of the circumstances that caused the cadet to want to withdraw from the WARRIOR FORGE.  The CoC will attempt to reconcile the cadet's view with the WARRIOR FORGE requirements.  The CoC will use his professional judgment in determining the cadet's ability and desire to complete WARRIOR FORGE.  If a commitment to complete WARRIOR FORGE cannot be obtained, the CoC will then explain the consequences of a voluntary withdrawal from WARRIOR FORGE.  This will include the expressed statement that a voluntary withdrawal is ordinarily a willful breach of contract, resulting in a call to active duty in an enlisted status.  The signature of the cadet to this acknowledgment will be obtained.  If the cadet promises to attempt to complete the WARRIOR FORGE, the CoC will retain the documents until the end of WARRIOR FORGE.

7.  THE COUNSELING SESSION.  The primary purpose of the session is to secure the cadet's completion of the WARRIOR FORGE.  A secondary purpose of the session is creation of a factual foundation showing that the cadet withdrew voluntarily and knowingly.


a.  Accordingly, counseling officers will:



(1)
Observe the emotional condition of the cadet, noting whether the cadet's views are based on real problems, perceived problems, or pretext.



(2)
Note what compromises or explanations were offered to the cadet in an effort to solve the cadet's problems.



(3)
Note the cadet's reply, identifying whether the reply evidences intransigence or a willingness to work matters out.



(4)
Advise the cadet that withdrawal could be considered not only a breach of contract but also a willful evasion of the responsibility to serve as an officer.



(5)
Note the cadet's response to this information.


b.  The counseling record should conclude with an analysis of the cadet's performance at WARRIOR FORGE and reach a documented conclusion on whether the cadet would have successfully completed the WARRIOR FORGE, had the cadet really tried to succeed.


c.  If the cadet appears to lack the necessary motivation, attitude, and potential for an officer, the counseling officers should document this judgment and may recommend approval of withdrawal or dismissal from the WARRIOR FORGE.

8.  If at the conclusion of the CoC’s counseling, the cadet remains adamant in his desire to leave the WARRIOR FORGE, the cadet, the CoC, and one witness will sign HQ4RAC Form 35, Statement of Understanding by Cadet Withdrawing from WARRIOR FORGE.

9.  After signing the statement of understanding, along with the other records of counseling, the CoC will forward the request to the Commander who will make the final decision.  Upon approval, the request will be forwarded to the Cadet Personnel Division who will in turn notify the Regiment to begin out processing, place the packet in the cadet's WARRIOR FORGE file and return the file to the cadet's battalion commander.

10.  Upon return to the campus the battalion commander will initiate the necessary action to disenroll the cadet from the program.

CHAPTER  5

CADET EMERGENCY LEAVE PROCEDURES

1.  GENERAL.  The procedures described are designed to facilitate the administration of cadet emergency leaves.  After emergencies are verified (by the Red Cross), these procedures will further ensure cadets depart promptly from WARRIOR FORGE, attend to the emergency, and return to WARRIOR FORGE as quickly as possible to resume training.

2.  DEFINITION.  Cadet emergency leave is the temporary authorized absence of a cadet from WARRIOR FORGE because of death, serious illness, or serious injury in a cadet's family or other compassionate reasons.  A cadet who departs on emergency leave is expected to return to WARRIOR FORGE after attending to the emergency.

3.  INITIAL NOTIFICATION OF AN EMERGENCY.

a.  Any cadre member of the chain of command could conceivably receive initial notification of an emergency.  Regardless of his position within the chain of command, the cadre member receiving the initial notification will complete an Emergency Notification Worksheet (see Figure F-20 ).  If notification is received during non-duty hours, the receiving officer or NCO of the day will complete the worksheet.



(1)
If the initial notification is made by a representative of the American Red Cross, the cadre member will so state on the "Name of Caller" line of the worksheet beside the actual caller's name.



(2)
If a representative of the American Red Cross does not make the initial notification, the cadre member will ask the caller to contact his local Red Cross chapter.  In addition, the cadre member will provide the caller with the telephone numbers of the Fort Lewis Red Cross for use by his local chapter.  The emergency telephone number for the Fort Lewis Red Cross is (253) 967-7686 during duty hours and 1-877-272-7337 during non-duty hours.  The cadre member will also alert the Fort Lewis Red Cross of the expected emergency verification.


b.  In those cases where a cadet is notified directly of an emergency by someone outside the WARRIOR FORGE, such as a family member, the first cadre member to learn of the incident will prepare an Emergency Notification Worksheet as completely as possible.  The cadre member will instruct the cadet to have the notifier contact his local Red Cross chapter, and will alert the Fort Lewis Red Cross, in the same manner prescribed in paragraph 3a(2) above.  The cadet is authorized to make an official long-distance telephone call to request Red Cross verification.

4.  INFORMING THE WARRIOR FORGE CHAIN OF COMMAND AND STAFF.  The cadre member who is initially notified of an emergency and completes the Emergency Notification Worksheet will pass the information as quickly as possible through the regimental cadre chain of command.  During duty hours, the RTO concerned will then pass the information to the Cadet Personnel Officer, the WARRIOR FORGE Chaplain, MIR, and  WARRIOR FORGE Executive Officer.  The  WARRIOR FORGE Executive Officer will notify the appropriate WARRIOR FORGE Headquarters personnel.    During non-duty hours, the RTO or his representative will pass the information to the Tactical Operations Center (TOC).  The information may be transmitted telephonically if necessary.

5.  INFORMING THE CADET.

a.  If someone has not already informed the cadet concerned of the emergency outside the WARRIOR FORGE, the RTO will do so.  The RTO will coordinate to have the cadet's MIR present when informing the cadet.  In cases involving the death of a family member, the RTO will also arrange for the Regiment or WARRIOR FORGE Chaplain to be present.  The presence of the WARRIOR FORGE Chaplain is not required if informing cadets of other types of emergencies, unless the RTO determines that it is appropriate.  However, the cadet should be informed that the Regiment or WARRIOR FORGE Chaplain is available in any case for support and counseling if the cadet desires it.


b.  A cadet will not be informed of an emergency until Red Cross and MIR verification has been made.

6.  OBTAINING AUTHORIZATION FOR AND DEPARTING ON EMERGENCY LEAVE.

a.  If a cadet decides that he wants to leave WARRIOR FORGE to attend to an emergency, he will submit a written request for emergency leave through the regimental cadre chain of command.  The RTO will forward the request to the Commandant and the Cadet Personnel Officer.  The Commandant of Cadets, serving in the capacity of the Commander's designated representative, is the approval authority for emergency leaves.


b.  The RTO will inform the cadet of the requirement to attend all training possible to receive credit for WARRIOR FORGE.  The RTO will also determine whether the cadet can possibly receive credit for WARRIOR FORGE given the projected duration of the cadet's absence.  This may require recycle to a later regiment.  If the cadet cannot complete mandatory training, the RTO will coordinate through the Commandant's Office with Cadet Personnel Division (CPD) for the cadet's administrative withdrawal from WARRIOR FORGE.


c.  Once the Commandant of Cadets has approved a cadet’s emergency leave, the Cadet Personnel Division  will accomplish administrative out-processing requirements.  No cadet will depart WARRIOR FORGE without being out-processed by CPD.



(1)
A cadet is authorized only one round-trip GTR for summer WARRIOR FORGE.  The cadet pays for a GTR to depart and return for this emergency or a round trip ticket to return to WARRIOR FORGE and depart after graduation.



(2)
Although it is anticipated the cadet will return to WARRIOR FORGE, the Regiment will out process him/her  IAW Chapter 8 of this section.


d.  If a cadet leaves WARRIOR FORGE early due to an emergency situation (before graduation) and the regimental TAC staff believe the cadet should receive WARRIOR FORGE credit, the regiment must submit a Request for WARRIOR FORGE Credit for an Early Release Cadet through the required channels.  The Commander will make the final decision whether or not the cadet will receive credit for WARRIOR FORGE.

7. ACCOUNTING FOR EMERGENCY RELEASE CADETS.  Since emergency release cadets are not present at Ft Lewis, the regiment cannot account for them, nor can the Holding Company.  The Regiment will place these cadets in the “other” column of the TOC report.  Upon return to the WARRIOR FORGE, cycle the cadets back in the desired regiment.  If the cadets are AWOL account for them in the “other” column and contact the respective LNO. 
CHAPTER  6

CADET ADMINISTRATIVE ACTIONS

1.  OVERWEIGHT CADETS.  Cadets who arrive at WARRIOR FORGE exceeding the weight or body fat percentage standards of AR 600-9 will be sent home for disenrollment from the ROTC Program in accordance with the ROTC Cadet Contract and command policy.  (See WARRIOR FORGE Circular 145-03-1).


a.  See Section O for weighing and re-weighing procedures.


b.  CoC will furnish each Regiment, LNO and CPD a list of cadets who failed the weight standards the evening of Day 2 after the physical exams and the results of repeat weights/measurements on Day 6.


c.  The Commander retains overweight waiver authority.

2.  CADETS WHO TEST POSITIVE FOR DRUGS.  Cadets who test positive for illegal drugs will be sent home and disenrolled from the ROTC Program in accordance with the ROTC Cadet Contract.


a.  All cadets will undergo a drug urinalysis test administered in the regimental area IAW the in processing Schedule.


b. The specimens will be sent to a government-contracted laboratory.  In approximately 2-3 weeks, the laboratory will furnish CPD the results.


c.  When CPD is informed of a "drug positive" cadet, they will:



(1)
Immediately notify the Command Group.



(2)
Request the RTO and cadet come to CPD for a counseling session.  Upon their arrival, the RTO will be briefed first, and then he and a representative of CPD will explain the situation to the cadet.



(3)  After the counseling session, a request for dismissal will be initiated by CPD and routed through the Region LNO and CoC to the Commander.    The cadet will return to the Regiment area until approval from the Commander is obtained.


d.  When approval is received by CPD, they will notify the Region LNO and the Regiment who will begin to out-process the cadet.  CPD will prepare and forward a memorandum to the PMS directing that the cadet be disenrolled from the ROTC program.  For out-processing procedures, see Chapter 8 of this Section.

3.  APFT FAILURES.  Platoon TACs will counsel cadets who fail the initial APFT at WARRIOR FORGE.  They will be informed that failure to pass the APFT may constitute a WARRIOR FORGE failure and that they will take another APFT in (3) Days.  If they fail the second APFT, they will be considered for a "remain at WARRIOR FORGE" waiver.  The Commander is the sole waiver authority.  If the waiver is granted, the cadet remains at WARRIOR FORGE to complete training and takes a 3rd APFT on Day 30.  If the waiver is denied by the Commander, the cadet will be out processed from WARRIOR FORGE and returned home with a recommendation to either retain and send to the following year's WARRIOR FORGE or disenroll from the ROTC program.(See WARRIOR FORGE Circular 145-03-1).

4.  LAND NAVIGATION FAILURES  Cadets who fail the written test, the day or night land navigation tests will be counseled by their Platoon TACs.  They will be informed of the retest dates, the remedial training schedule and the fact that failure to pass land navigation will constitute a WARRIOR FORGE failure.  If a cadet fails to meet the requirements established in the Land Navigation Policy (See WARRIOR FORGE Circular 145-03-1) for the retest, he/she will be dismissed without credit for WARRIOR FORGE.  

5.CWST Failures.  

a. Cadets failing the CWST event wil continue training at WARRIOR FORGE.

(1) WARRIOR FORGE cadre will record a “No-Go” in CCIMS and annotate in their training records which subtask(s) the cadet failed.

(2) Any cadet not passing the swim test prior to WARRIOR FORGE or not passing the CWST at WARRIOR FORGE must be trained to standard and pass both tests prior to commissioning.

b. End-of-WARRIOR FORGE Commissionee cadets failing the CWST will continue training, with appropriate comments annotated in their CER.  Cadets will not be commissioned at WARRIOR FORGE, but will commission on campus if Cadet Command approves their waiver.

6.  ADMINISTRATIVE RELEASE.  Cadets who must be released early from WARRIOR FORGE to attend follow-on training (CTLT, Airborne, Air Assault, etc.) will be held to a minimum.  However, if the need arises, CPD, in coordination with the appropriate Region LNO, will take the following actions:


a.  Submit a written request through the Regiment to the Commandant of Cadets.  This may be a group request.  As a minimum, this request will contain the desired release date and the reason for cadets early departure.


b.  When approval is received by CPD, they will notify the Region LNO and the Regiment who will begin to out process the cadets.  These cadets will be treated as "WARRIOR FORGE graduates", and the out-processing at Regiment level will be accomplished in accordance with Chapter 8 of this section for WARRIOR FORGE graduates.

6.  EARLY RELEASE FOR CADET'S OWN CONVENIENCE.  Cadets who must attend summer school, who encounter personal or financial hardships at WARRIOR FORGE, or for other reasons need to leave WARRIOR FORGE prior to graduation, may request to do so.  However, these requests will be approved only in cases of emergency or extreme hardship.


a.  A request for early release will be submitted on a memorandum from the cadet with a complete justification for requesting early release.  Supporting documentation (Letter of Acceptance to Summer School, Letter from Employer, etc) substantiating the request should also be included.


b.  The request will be routed through the RTO (who must recommend whether the cadet should receive credit for WARRIOR FORGE or not), Cadet Personnel Division, appropriate Region LNO, Evaluations, and Commandant of Cadets to the Commander for final approval.


c.  After the final decision has been made, the request will be given to CPD.  CPD will then notify the Region LNO and the Regiment who (if the request is approved) will begin to out process the cadet.  For out-processing procedures, see Chapter 8 of this Section.
CHAPTER  7

COMMISSIONING OF CADETS AT WARRIOR FORGE

1.  GENERAL.

a.  CPD will identify all WARRIOR FORGE cadets who are eligible for commissioning at WARRIOR FORGE and will coordinate with the campus battalions to ensure that necessary documents and records (to include confirmation of security clearances) needed to consummate appointments are received prior to graduation.


b.  The official Commissioning Ceremony will be conducted for each cadet at the regimental graduation ceremony.


c.  The Commander will administer the oath of office.  Cadets may have their rank pinned on by family members, friends, or cadre of their choice.


d.  RTOs will inform cadets who are scheduled to be commissioned that they must meet AR 600-9 weight or body fat standards at the time of commissioning.  If a cadet fails to meet these standards, he/she will not be commissioned.  To ensure this requirement is met, RTOs, in conjunction with CPD, will conduct a commissioning weigh-in approximately three days before graduation to verify height/weight-commissioning standards.  This weigh-in will be conducted in coordination with the CoC and will be conducted at the CoC office at 0730 hours.  The regiment will provide personnel to conduct the weigh-in.  The results will be annotated on a DA Fm 3081 and become part of the commissioning packet on file at CPD.


e.
Any WARRIOR FORGE commissionee who failed the Day 6 APFT 2 but was granted a waiver to remain at WARRIOR FORGE to complete training must pass an APFT prior to commissioning.  RTO must coordinate with the APFT/FLRC committee chief to conduct this additional APFT NLT Day 30 of the training cycle.  Any cadet who fails this final APFT opportunity will be returned to his/her university for disenrollment or remedial physical training and later commissioning.

f. CPD will have the commissionees review their packets  during the TDR.

2.  PROCEDURES.  Regiments will use the following commissioning procedures:


a.  During the commissionees weigh-in, the Cadet Personnel Office Commissioning NCO will hand carry appointee DA Forms 71 (Oath of Office), letter of appointment, certificate of appointment, and other pertinent documents to regiment and assist with obtaining signatures for the oaths of office.  After the cadet has signed the DA Form 71, CPD will obtain the administrating officer’s signature (Commander).  The Commander will sign all DA Form 71’s one day prior to commissioning (once cadet is confirmed as meeting all standards).  The evening before graduation, the Commissioning NCO will hand carry the completed commissioning documents to the Regiment area.


b.  All Commissionees will report to the graduation ceremony in Class A uniform at 0800 the date of commissioning .  


c.  All commissionees will participate in the graduation parade with their respective regiment.


d.  All commissionees and their guests will be requested to report to a designated location at the graduation ceremony.


e.  Each commissionee will obtain rank insignia prior to receiving the Oath of Office.  Since these cadets will be commissioned “branch unassigned”, branch insignia on the uniform is not authorized.


f.  After graduation, the Regiment will give the newly appointed lieutenants their letters and certificates of appointment and other applicable documents.  

CHAPTER  8

CADET OUT-PROCESSING

1.  GENERAL.  Cadet out-processing procedures fall into two general categories depending on when the individuals depart WARRIOR FORGE (i.e. early release or end-of-WARRIOR FORGE).  For both categories, it is essential that cadets are properly cleared from WARRIOR FORGE.

2.  EARLY RELEASE.  Cadets may be released early from WARRIOR FORGE for one of the following reasons:


a.  Medical Release.  Cadet Personnel Division (CPD) receives notification from medical authorities that the individual is not medically qualified to attend or continue WARRIOR FORGE.  The Medical Waiver Review Board (MWRB) or designated medical authority is solely responsible for making the final decision that a cadet is medically disqualified for WARRIOR FORGE and should be sent home.  See Section O.


b.  Voluntary Withdrawal.  The procedures outlined in Chapter 4 of this Section will be used for cadets who voluntarily request release from WARRIOR FORGE.  Compliance with these procedures is an important and necessary prelude to subsequent board action the PMS must administer upon the cadet's return to the campus.


c.  Early Release for Cadet's Own Convenience.



(1)  Some cadets have previously been approved for early release for personal hardship, attendance at summer school, obtaining summer employment, and other reasons.  In some cases the cadet may hand-carry an approved request for early release to WARRIOR FORGE.  Units should immediately forward such document to CPD to ensure the individual is properly scheduled for departure in a timely manner.



(2)  If a situation arises during WARRIOR FORGE, which requires a cadet to be released under this paragraph, process the release IAW Chapter 8, paragraph 3 of this section.


d.  Administrative Early Release for Additional Specialized Training.  Cadets may be authorized administrative early releases to meet reporting dates for Cadet Troop Leadership Training (CTLT), Air Assault, Airborne, and other training requirements.  CPD will initiate requests for early releases required for cadets to attend additional training IAW Chapter 8, paragraph 6 of this section.


e.  Other Reasons.  Cadets who test positive for drugs, are determined overweight, fail the APFT or Land Navigation, or are administratively boarded are dismissed and sent home without WARRIOR FORGE credit.  Chapter 6 of this Section sets forth the policy and procedures concerning most of these actions not covered in other areas of the SOP.

3.  PROCEDURES FOR EARLY RELEASE OF A CADET.

a.  When CPD receives approval to allow a cadet to be released early, they will establish a departure date based on mode of travel and availability of flights from SeaTac.  Once departure time and date is confirmed the Regiment will be notified to begin out-processing.



(1)
Regiments will ensure that the Early Release Out processing Form is initiated.  Ensure that all applicable activities listed under the regimental clearance portion of the checklist are properly completed.  All clothing and equipment issued to cadets at WARRIOR FORGE must be turned in and properly accounted for, to include CIF items.



(2)
Units will also ensure that each cadet's temporary POV registration decal is turned into P&A prior to departure of the cadet from WARRIOR FORGE.



(3)
The unit will ensure that each cadet signs the Medical Statement on the HQ4RAC Form 14.



(4)
The unit will ensure a medical claim for Workmen’s Compensation is submitted to CPD prior to the cadet's departure, if appropriate.  If a cadet indicates at any time that he/she wants to submit a claim, out-processing will stop until the claim is completed.


b.  The cadet must clear the unit as expeditiously as possible and report to CPD for final clearance from WARRIOR FORGE.  Final clearance (through and including CPD) must be accomplished NLT 1600 hours each day, except under emergency conditions.


c.  If the cadet has to delay departure from WARRIOR FORGE because of commercial transportation or pay problems until the following duty day, the Regimental cadre must ensure that adequate quarters and meals are available.  If the individual is voluntarily withdrawing, resigning, or released for cause, the Regimental TAC Officer can, with Commandant of Cadets approval, make necessary arrangements with the Holding Company Commander for billets and move the cadet out of the unit area pending the cadet's departure from WARRIOR FORGE.  This will be kept to a minimum.

4.  TRAVEL DOCUMENT REVIEW.  During  the Travel Document Review(TDR) Day (normally the field prep day preceding Squad STX), Cadet Personnel Division Travel, CPDT, Regiment Admin NCOs and cadets verify return travel and follow-on training travel arrangements.  Cadets will arrive with Identification Card, Identification Tags and any documentation of changes to his or her CPDT status.  Regiments will report, by platoon, to CPD in 20-minute increments and line up alphabetically.  At the TDR, cadets sign the CPDT alpha roster to indicate receipt of his or her itinerary, finalize travel issues for follow-on training and receive an explanation of the itinerary from CPDT.  Cadets sign one copy of their itinerary for CPD’s files and maintains one copy for their records.  Regiment Admin NCOs are responsible for all itineraries not claimed by cadets and will return a signed copy to travel upon the cadet’s review.

5.  END OF WARRIOR FORGE OUTPROCESSING.  End of WARRIOR FORGE Out processing is primarily accomplished at the Regimental level.


a.  CPD ensures cadets have received a GTR to the home of legal residence or their institution and ensures that any medical problems are reviewed prior to each cadet's departure.  WARRIOR FORGE Logistics Division arranges cadet group transportation to SeaTac Airport.



(1)
Return travel arrangements for cadets requesting government transportation will be accomplished by CPD.  Government Transportation Requests (Airline Tickets)/or verification of electronic tickets will be receipted to the Regiment's Administrative NCOs during the last week of WARRIOR FORGE.  All tickets will be verified one day prior to graduation.  Do not allow the cadets to change their reservations.



(2)
Cadet Personnel Division will provide a master list and schedule of cadets departing, broken out by date, airline departure flight time, and cadet name.  This listing will be furnished to the RTO and RM not later than 0800 hours on Day 31 (the morning prior to the regiment graduation ceremony).


b.  Units will ensure that all cadet POV registration decals are collected and returned to P&A prior to cadets departing WARRIOR FORGE.


c.  RTOs will ensure each cadet has signed the Medical Statement on the Cadet Regiment Information Card (HQ4RAC Form 14) unless the cadet has initiated a medical claim.  Cadets that refuse to sign the medical statement or initiate a medical claim will be sent to the Cadet Personnel Division for further action.


d.  Units will submit all "last-minute" medical claims at least 24 hours before the cadets' graduation.


e.  Units will bring the complete HQ4RAC Form 14 on all cadets to CPD one day prior to graduation.

6.  END OF WARRIOR FORGE OUT-PROCESSING WITH FOLLOW-ON TRAINING.  Follow-on specialized training, e.g. CTLT, DCLT, Airborne, Air Assault, Mountain Maneuver Training, and/or Northern Warfare Training can be scheduled one of two ways.


a.  Training slots are allocated on campus prior to cadet’s departure for WARRIOR FORGE.  If this is the case, the cadet will arrive at WARRIOR FORGE with a slot allocation and orders.  During out-processing, CPD will:



(1) Confirm report dates with travel tickets to ensure the cadet is scheduled to arrive on the report date - not earlier or later than the report date on the order.  If there is a discrepancy, the necessary change will be made to the airline ticket ensuring the cadet arrives on the scheduled report date.  If the discrepancy requires an amendment to the order, CPD will amend the order.



(2)  Confirm that the cadet is still eligible for follow-on training, e.g., the cadet is physically capable of performing training requirements and is not on a disqualifying profile.


b.  Available training slots can be allocated to cadets during their time at WARRIOR FORGE.  CPDT Training Cell controls the slots and will make the allocations in close coordination with the LNO and CPD.  During in processing CPD will compose an alternate list of all cadets who report to WARRIOR FORGE without a follow-on assignment and express a desire to attend follow-on training.  The list will identify cadets by name, regiment, and the type of training desired.  This list will be forwarded to the CPDT Cell for their use.


c.  As slots become vacant, the CPDT Training Cell will immediately fill the slot and forward the necessary information to CPD to ensure administrative and travel arrangements can be made.  CPDT will also notify the regiment of any changes made.

CHAPTER  9

ACCESSION PHOTOGRAPHS

1.  GENERAL.  Cadets will have their accession photographs taken while at WARRIOR FORGE.  Digital Accession photographs will be taken Day 4 of WARRIOR FORGE as part of in processing.  The cadets will wear BDUs with appropriate nametapes and Cadet Command shoulder patch.  The photographs will be half-length IAW the current Army standard.

2.  RESPONSIBILITIES.


a.  Commandant of Cadets.



(1)
Ensure regiments adhere to the in processing schedule and accession photograph schedule.



(2)
Provide four Regimental Cadre to maintain accurate records of cadets during the accession photograph period.  Regimental Cadre will assist the photographers in keeping records of which cadet's photograph is on each specific disk.  Regimental Cadre will review each photo on the computer screen prior to the platoon’s departure to reduce the number of reshoots and to expedite the printing of the pictures.


b.  Cadet Personnel Division.



(1)
Provide Building 9D32 for Accession Photos.



(2)
Ensure Quality Control of accessions photographs by regimental cadre physically inspecting each cadet prior taking photos and conducting a review of the photos after they are taken. Conduct a review of each photograph for content, focus, etc., and identify cadets requiring retakes of their accession photographs.  Coordinate with the Commandant of Cadets for final review of questionable photographs.



(3)  Coordinate with each Regiment for retakes.



(4)
Ensure photographs, disks, rosters and photographers records are maintained after the regiment’s photographs are verified by the cadets.  CPD will organize and group photographs for all host universities.



(5)
Mail photographs to each host university for inclusion in accession packets.



(6)
Maintain disks, rosters and photographers records at Fourth Region Headquarters upon completion of WARRIOR FORGE.  



(7) Coordinate with individual ROTC battalions for reprints, if needed, after the University receives the accession photographs.  


c.  Logistics  Division.  Provide backdrops and identified equipment/supplies to CPD for execution of the accession photographs.


d.  Information Management Division.  Provide all necessary technical support of automation to support accession photos.


e.
Regiments.



(1)
Provide TAC NCOs to assist cadets in preparing uniforms properly for the accession photographs.



(2)
Provide four Regimental Cadre to assist the photographers in reviewing the photographs and maintaining records of cadets and photographs.



(3)
Ensure cadets are available during the scheduled period for accession photo retakes.



(4)
Ensure cadets are available for photograph verification as outlined in the in processing schedule.

3.  PROCEDURES.

a.
Accession photographs will be conducted in conjunction with in-processing cadets at WARRIOR FORGE.


b.
CPD will review the photographs, place the appropriate name and university label on the front of each photograph and identify which cadets require a retake of their accession photograph.  Questionable photographs will be further reviewed by the Regiment and coordinated with the Commandant of Cadets to make a final determination.  CPD will notify each regiment which cadets require retakes.


c.
Regiments will conduct retakes IAW their respective training schedules.  Initial retakes will normally be conducted with one of the following regiment’s primary accession photograph session. Example:  Retakes for 1st regiment will be done following the completion of 3rd regiment’s initial accession photograph session.  In the event that a second retake is required, they will be scheduled on a case-by-case basis, in coordination with  CPD.


d.
Accession photographs will be forwarded to the Rgt and verified by each cadet by initialing the appropriate block on the spreadsheet/sign-in roster provided by CPD.  Regiments must return the photographs to CPD NLT 48 hours after receipt.

e.
The photographs will be kept by CPD for distribution.  CPD will mail the photographs to the appropriate Universities with the rest of the cadet records.


f.  The PMS of each University will receive the photographs and include them in the cadets’ accession packets.
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ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)
         WARRIOR FORGE POLICY STATEMENT #1      2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION  

SUBJECT:  Policy Guidance for Height/Weight Failures at WARRIOR FORGE  2004

1.    Cadets will be evaluated against the screening height/weight tables in AR 600-9 on Day 2 of WARRIOR FORGE.  Those exceeding the screening weight will be taped for body fat percentage (BF%).  Cadets who exceed BF% will be weighed and taped a second time 5 days later.  Cadets who still exceed standards may be retained at WARRIOR FORGE if they meet the following criteria and are approved by the Commander:

     a.  Passed their APFT without waiver

     b.  Are within 2% of allowable BF%

Cadets who exceed 2% of their allowable BF% after the second taping will be dismissed from WARRIOR FORGE. 

2.  Cadets who are retained at WARRIOR FORGE as per paragraph 1 above will be counseled in writing by the Regimental TAC Officer (RTO) and receive nutrition counseling.  They will have until Day 31 of WARRIOR FORGE to meet BF% standards outlined in AR 600-9.  If they meet all other WARRIOR FORGE requirements and meet the BF% on Day 31, these cadets will graduate with WARRIOR FORGE credit.  If they exceed their allowable BF% on Day 31, they will be dismissed without WARRIOR FORGE credit.  WARRIOR FORGE commissionees must also meet body fat standards prior to commissioning.

3.  If a cadet is dismissed from WARRIOR FORGE as a result of exceeding his/her allowable BF%, the PMS will make a determination to retain the cadet or initiate disenrollment action.



   //Original Signed//





                                        STEVEN R. CORBETT





                                        COL, IN


 




                Commander
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WF-ZA (1oo)

WARRIOR FORGE POLICY STATEMENT #2    2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION
SUBJECT:  Policy Guidance for Army Physical Fitness Test (APFT) Failures at WARRIOR FORGE 2004

1.  The APFT will be administered to all cadets on Day 3 of WARRIOR FORGE.  Cadets who fail this APFT will take a second APFT on Day 6.  If a cadet fails the second APFT, the following will apply:

     a.  If a cadet fails by more than 3 push-ups, 3 sit-ups, or 30 seconds on the run for his/her age and gender, or fails two or more events on the APFT, he/she will be dismissed without receiving credit for WARRIOR FORGE.

     b.  If a cadet fails only one event and is within 3 push-ups, 3 sit-ups, or 30 seconds of the standard on that event, he/she may be retained at WARRIOR FORGE if approved by the Commander.  Under this circumstance, the cadet will attend the rest of training and take a third APFT on Day 30.  Cadets meeting all other requirements for WARRIOR FORGE and passing the third APFT will graduate with their regiment.  Cadets failing the third APFT will be dismissed without WARRIOR FORGE credit.  WARRIOR FORGE commissionees must pass the APFT prior to commissioning.

2.  If a cadet is dismissed from WARRIOR FORGE as a result of failing the APFT, the PMS will make a determination to retain the cadet or initiate disenrollment action.




   
                                          //Original Signed//
     


     
                                            STEVEN R. CORBETT



                                                                   COL, IN





                                            Commander

DISTRIBUTION: A
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HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)       
WARRIOR FORGE POLICY STATEMENT #3  2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance for Land Navigation Training at WARRIOR FORGE  2004

1.  Land navigation is a critical task for all leaders and will not be waived at WARRIOR FORGE 2004.  Cadets must be trained to proficiency before attending WARRIOR FORGE.  The WARRIOR FORGE POI has been modified to provide the cadets ample opportunities to be successful in land navigation.  The following tests are administered at WARRIOR FORGE:

     a.  Written Test.  Cadets will take the pre-test (LN W1) on Day 3 and the record test (LN W2) on Day 5.  Cadets who fail the record test will take a retest (LN W3) on Day 9.  Cadets who pass the pre-test (LN W1) will not have to take the record test (LN W2).

     b.  Day and Night Test.  Cadets will take the record Night test on Day 10 and the record Day test on Day 11.  Cadets required to retest will report to the Land Navigation site for remedial training on Day 13 after basic rifle marksmanship training. Following remedial training, cadets will retest as necessary on the night and day courses.

2.  Cadets must correctly answer 14 or more of the 20 questions on the written test, find at least 5 of 8 assigned points during the day record test, and at least 3 of 5 points during the night record test.  If a cadet fails to meet any of these three requirements on the record retest, he/she will be provided additional remedial training and record testing at the end of the regiment’s training cycle.

3.  Cadets who fail the third Land Navigation test will be dismissed from WARRIOR FORGE without WARRIOR FORGE credit. 

4.  If a cadet is dismissed from WARRIOR FORGE as a result of failing Land Navigation, the PMS will make a determination to retain the cadet or initiate disenrollment action.







     //Original Signed//






    STEVEN R. CORBETT







    COL, IN







    Commander

DISTRIBUTION: A
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HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)         WARRIOR FORGE POLICY STATEMENT #4 
 2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance for Securing Sensitive Items in GSA, Leased, and Personally Owned Vehicles at WARRIOR FORGE  2004

1.  Personnel who leave military equipment unattended inside GSA, personally owned or leased vehicles on post or off post assume personal liability for this equipment.  Sensitive items or high dollar electronic equipment will not be left unattended in a vehicle.

2.  Personnel will take precautions to secure and safeguard all military equipment.  Military equipment will be secured in the vehicle trunk, ensure that military equipment is covered and out of sight.  Vehicles will be locked and windows rolled up at all times when unattended.  Overnight storage of equipment in a vehicle is not authorized.

3.  Individuals will exercise reasonable caution to ensure that all assigned equipment and sensitive items are properly secured and accounted for at all times.  This includes all government property for which you may have personal responsibility as well as direct responsibility.






                //Original Signed//






     STEVEN R. CORBETT







     COL, IN







     Commander

DISTRIBUTION: A
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ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)          WARRIOR FORGE POLICY STATEMENT #5          2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance While Operating GSA/Leased Vehicles at WARRIOR FORGE  2004

1.  IAW DOD Directive 4500.36 and AR 58-1 (TDY status), “vehicle use is limited to transportation between place of duty, place of lodging, and eating establishments (except at establishments where the sole source of income is attributed to the sale of alcohol), to and from a place of worship, drugstore, barber shop, cleaning establishments, and similar locations for food, comfort, or health.”

2.  If you are taking any government vehicle to facilities on or off post (PX, Commissary, authorized off-post stores, etc.) you will park at the outer edges of the parking lot, well away from other vehicles. Vehicles will not be parked in Fort Lewis Housing areas. 

3.  Each day, prior to initially moving a vehicle you will conduct PMCS and a walk-around to identify any damage or obstacles close to your vehicle. Throughout the day, any time a new driver assumes responsibility for a vehicle, he/she will conduct a walk-around inspection to note any damage.  Driver will always use a ground guide when operating vans, buses, trucks, or when there is limited visibility.  Operator will ensure all windows are clean prior to operating vehicle and will not drive an overloaded vehicle.   

4.  The first O-6 in the immediate chain of command must give written approval for Morale and Welfare Recreational activities such as Olympia, Fife, Seattle, Mount Rainier, etc. The MWR request (can be obtained in WARRIOR FORGE P&A) must be turned in to the WARRIOR FORGE ROTC TMP 12 hours prior to leaving for trip. Additionally, the first O-6 has authority to limit or restrict use of vehicles within his or her subordinate’s control. (See Annex E, WARRIOR FORGE SOP)

5.  All drivers are responsible for the proper utilization of government provided vehicles. ROTC Cadre, Reservists and/or National Guard personnel assigned to support WARRIOR FORGE issue/operating a vehicle will follow all applicable DA and Ft. Lewis regulations. Use of these vehicles is restricted to the Fort Lewis vicinity and surrounding community only for use as stated above.

6. Drivers will not consume any alcoholic beverage prior to or during operation of any vehicle.

 WF-ZA (1oo)

SUBJECT:  Policy Guidance While Operating GSA/Leased Vehicles at WARRIOR FORGE  2004

7. All GSA, rented and tactical vehicles are classified as government vehicles. No vehicle will be used or treated as a “personal asset.” All Officers and NCOs assigned to Committees, Regiments, and Staff sections will ensure vehicles are used for Official Use Only and dispatched every seven days.








  //Original Signed//






   
 STEVEN R. CORBETT







   
 COL, IN







   
 Commander

DISTRIBUTION: A
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BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)
       WARRIOR FORGE POLICY STATEMENT #6      2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance on Uniform for COMTek Administrative and Logistics Employees at WARRIOR FORGE  2004

     Administrative and logistics contract personnel working at WARRIOR FORGE may wear appropriate civilian attire in the performance of their duties.  They are required to present a neat and well-groomed appearance.  If the employee is an Army retiree or active in the reserve components, he/she may elect to wear an Army uniform.  When wearing the uniform, COMTek employees must meet the Army’s height and weight standards.








//Original Signed//






   
 STEVEN R. CORBETT







   
 COL, IN







   
 Commander

DISTRIBUTION: A
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ATTENTION OF
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HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)              WARRIOR FORGE POLICY STATEMENT #7   
2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance on Dining Facility Privileges for COMTek Employees at WARRIOR FORGE  2004

 1.  COMTek employees working at WARRIOR FORGE are authorized to eat at the dining facilities.  Some COMTek employees do not have a military ID card.  The price of the meal will be the standard price anyone pays to eat in the facility.

2.  Upon arrival to Building 11D39 during inprocessing, each COMTek  Admin/Log employee will receive this memorandum authorizing them use of government dining facilities.  







 
//Original Signed//






   
STEVEN R. CORBETT







   
COL, IN







   
Commander

DISTRIBUTION: A
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ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)
      WARRIOR FORGE POLICY STATEMENT #8         2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance on Wear of Battle Dress Uniforms and Camelback WaterPacks at WARRIOR FORGE 2004

1.  The WARRIOR FORGE uniform is BDU with sleeves down and appropriate TA-50 as required.  NO green jungle boots are authorized for wear.  BDUs will not be worn in any establishment where the primary purpose of the establishment is to serve alcohol for on-premise consumption.  BDUs will meet the standards for wear and appearance established in AR 670-1.  Berets will be worn only by those personnel who have completed AIT or OBC.  See Linked memorandum:  Fort Lewis PS-8 (Wear of BDU Off-post).  https://ft.lewis.army.mil/command_policies.htm

2.  Cadre are NOT authorized to wear Camelback WaterPacks/similar items at WARRIOR FORGE while in BDUs.  It is authorized for wear in a rucksack or in civilian attire.








  //Original Signed//






   
    STEVEN R. CORBETT







   
    COL, IN







                Commander

DISTRIBUTION: A
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	REPLY TO

ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)
          WARRIOR FORGE POLICY STATEMENT #9    2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION  

SUBJECT:  Policy Guidance for Cadet Refusal to Train at WARRIOR FORGE 2004

1.  General.  Training at WARRIOR FORGE is deliberately designed to challenge cadets both physically and mentally.  The cadet’s response to these challenges provides valuable insight into how the future leader reacts to stress.  A leader’s refusal to act can have disastrous results on the battlefield--a cadet’s refusal to participate in training is unacceptable leadership behavior with negative consequences.  Cadets refusing to execute a training event (as opposed to failing to meet standards during execution of the event) will earn a negative SPOT Report and a mandatory negative comment will appear on their WARRIOR FORGE CER.  The consequences of refusal will be clearly explained to cadets by both their Regimental TACs and Committee cadre at those training sites where a cadet might refuse to participate.  

2.  Definition of Refusal.  A cadet must refuse to execute the training event for reasons other than medical or safety conditions.  The most common reason for refusal is the cadet’s inability or unwillingness to overcome personal fears.  Examples of Refusal to Train (not exclusive):  

     a.  Refuses to either ascend the rappel tower, or rappel once on top of the tower.

     b.  Approaches the Slide for Life or the Log Walk/Rope Drop but refuses to climb the ladder to attempt the event.

     c.  Climbs the ladder of either the Slide for Life or the Log Walk/Rope Drop but refuses to leave the platform of the Slide for Life or execute the Log Walk or the Rope Drop.

     d.  Refuses to execute a high or difficult obstacle on the Obstacle Course.

     e.  Refuses to enter the water at the 3-meter blindfolded water entry at CWST.

     f.  Refuses to throw a live hand grenade.

3.  Actions.  

     a.  Committee cadre will first establish whether the refusal is an “I won’t” (personal fear or unwillingness) or an “I can’t” (medical or safety reason) situation.  When appropriate, cadre will take remedial action to correct the safety problem or determine (with medical personnel necessary) if the medical condition should prevent the cadet from attempting the event.  A cadet at “muscle failure” will be given reasonable recovery time prior to attempting the event.  

     b.  If there is no justifiable reason why the cadet should not execute the event, cadre will make a reasonable effort to coach, mentor, or motivate the cadet to participate.

     c.  If the cadet still refuses to execute the event, cadre will remove the cadet from the event site and contact a regimental TAC (PTO/PTNCO/PTLT).  Committee cadre will explain the circumstances of the refusal, and the regimental TAC will counsel the cadet on the consequences of refusal.

     d.  Cadets will be allowed to retrain if necessary, and execute the event a second time prior to the end of the committee training for that regiment.

     e.  If the cadet refuses to retrain or execute the event a second time, the cadet will be removed from that event and the regimental TAC will generate a SPOT report explaining the refusal.

     f.  Cadets will not be removed from the training site—a cadet refusing a single obstacle will continue training with his/her squad on the rest of the obstacles.

     g.  Committee cadre and a regimental TAC will meet with the cadet one last time prior to the regiment departing the training site to confirm the refusal and SPOT report, and the consequences of the refusal, specifically a negative comment on the cadet’s WARRIOR FORGE CER.

4. Reporting.  The committee will keep a record of all refusals, and report them separately to the Chief of Evaluations.  

                                                                    //Original Signed/

                                                                    STEVEN R. CORBETT

                                                                    COL, IN


                                                              Commander
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WF-ZA (1oo)             WARRIOR FORGE POLICY STATEMENT #10
2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance on Equal Opportunity (EO), and Complaint Procedures at WARRIOR FORGE 2004

1.  Intent.  To ensure that all personnel assigned to WARRIOR FORGE establish and maintain a work environment built around equal opportunity and fair treatment to all soldiers, cadets, and civilian employees.  Also, sustain effective units by eliminating discriminatory behavior or practices that undermine teamwork, mutual respect, loyalty, and shared sacrifice of all soldiers, cadets, and civilian employees.

2.  All Regimental Tactical Officers, Committee Chiefs, and Section Chiefs are responsible for addressing policies, procedures, and practices that intentionally or unintentionally contribute to unlawful discrimination based on color, race, religion, gender, or national origin.  Leaders are responsible and accountable for communicating all aspects of complaint processing procedures to its personnel.

3.  As leaders, we are obligated to address and correct discriminatory concerns in a rapid, objective, and impartial manner.  Members of the chain of command receiving EO complaints will adhere to procedures outlined in AR 600-20, paragraph 6-8, and Appendix E to manage complaints.  Complaints by civilian personnel alleging discrimination should be handled in accordance with the procedures contained in AR 690-600.

4.  Anyone experiencing unlawful discrimination is encouraged to report the discrimination to their chain of command or contact the WARRIOR FORGE IG, Building 11D56 at 253-966-6311.  You may also contact the staff of the Equal Opportunity Office on Fort Lewis, at 253-967-5704.








 //Original Signed//






   
 STEVEN R. CORBETT







   
 COL, IN







   
 Commander

DISTRIBUTION: A
	
[image: image11.png]



	REPLY TO

ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF-ZA (1oo)         WARRIOR FORGE POLICY STATEMENT #11
2 December 2003
MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance on Prevention of Sexual Harassment at WARRIOR FORGE  2004

1.  Intent.  To establish WARRIOR FORGE policy on prevention of sexual harassment.

2.  Sexual harassment will not be practiced, condoned, or tolerated.  It is the responsibility of every leader, military and civilian, to examine allegations of sexual harassment and take necessary actions to ensure these matters are addressed quickly, fairly, and effectively.

3.  All leaders and supervisors must actively work to prevent and eliminate any form of sexual harassment from their areas of responsibility.  Sexual harassment is defined as:  a form of gender discrimination that involves unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a sexual nature when (1) 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 (2) submission to, or rejection of, such conduct by a person is used as a basis for career or employment decisions affecting that person, or (3) 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.

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

5.  Anyone experiencing sexual harassment is encouraged to report the harassment to their chain of command or contact the WARRIOR FORGE IG, Building 11D56 at 253-966-6311.  You may also contact the staff of the Equal Opportunity Office on Fort Lewis, at 253-967-5704.








//Original Signed//






   
STEVEN R. CORBETT







   
COL, IN

Commander

DISTRIBUTION: A
	
[image: image12.png]



	REPLY TO

ATTENTION OF
	DEPARTMENT OF THE ARMY

HEADQUARTERS, WARRIOR FORGE

BOX 339500

FORT LEWIS, WA 98433-9500




WF ZA(1oo)

WARRIOR FORGE POLICY STATEMENT #12   30 October 2003

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Policy Guidance for GSA and Rental Non-Tactical Vehicles use at WARRIOR FORGE 2004

1.  IAW DoD Directive 4500.36 and AR 58-1 (TDY status), “vehicle use is limited to transportation between place of duty and place of lodging, eating establishments (except at establishments where the sole source of income is attributed to the sale of alcohol), to and from a place of worship, drugstore, barber shop, cleaning establishments, and similar locations for food, comfort, or health.”

2.  WARRIOR FORGE vehicles will be used for dining only if duty hours prohibit use of DFAC or require personnel to miss programmed meals.

3.  RTOs, Committee and Section Chiefs are charged with the responsibility to define and verbally approve vehicle use for recreational activities and events that enhance or encourage the morale of their troops. Vehicles may be used by WARRIOR FORGE personnel for transport of WARRIOR FORGE personnel to attend recreational events outside Ft. Lewis.

4.  The first O-6 in the immediate chain of command will verbally approve recreational activities that extend beyond the approximate 25-mile Fort Lewis vicinity such as Fife, Seattle, Mount Rainer, etc. Additionally, the first O-6 has authority to limit or restrict use of vehicles within his or her subordinate’s control.

5.  All drivers are responsible for the proper utilization of government provided vehicles. ROTC Cadre, Reservists and/or National Guard personnel assigned to support WARRIOR FORGE issue/operating a vehicle will follow all applicable DA and Ft. Lewis regulations. Use of these vehicles is restricted to the Fort Lewis vicinity and surrounding community only for use as stated above.

6. Drivers will not consume and alcoholic beverage prior to or during operation of any vehicle.

7. All GSA, rented and tactical vehicles are classified as government vehicles. No vehicle will be used or treated as a “personal asset.” All Officers and NCO’s assigned to Committees, Regiments, and Staff sections will ensure vehicles are used for Official Use Only.







    //Original Signed//
                                                                             STEVEN R. CORBETT
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