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Section 1 – Advancements & Separations Overview
	Purpose
	To support mission execution of enlisted personnel careers; through advancement, development, and separation, as dictated by service needs. 


 
	Organization
	This customer guide is subdivided into sections as outlined below. 


	Section 
	Topics
	Page

	
Enlisted Manpower and Statistics
	
· General Advancements
· Corrections to contracts
· BCMR Guidance
· Contract cancellations

	
8
12

	
Separations

Note: Scan and electronically submit all documents & requests to the following email address:

ARL-PF-CGPSC-EPM-1-SEPARATIONS@USCG.MIL

	
· Conditional Release
· Sick leave in excess of 30 days
· Extensions/Retentions
· Voluntary Separations
· Discharges
· Administrative Separations (ADSEP)
· Care of Newborn Child (CNC)
· Temporary Separations (Temp Sep)
· Separation in Lieu of Orders (SILO)
· Obligated service
· PDR document removal
· Physical disability Separations

	
18

	
Career Retentions

Note: Scan and electronically submit all documents & requests for retirements to the following email address:

ARL-PF-CGPSC-EPM-1-CAREER-RETENTIONS @USCG.MIL

	
· Change in Rating (CIR)
· Restoration in Rate (RIR)
· Voluntary reduction in rate (E-7 & above)
· Time in rate determination
· Extended Active Duty (EAD)
· Integration requests
· Special advancements (prior service, officer reversions, etc.)
· Retroactive advancements
· Erroneous advancements
· EER inquiries
· Reenlistment appeals
· Designator removal
· High Year Tenure (HYT) waivers
· Organ donations 
· Temporary/permanent medical waivers
· Return from Temp Sep/CNC
· Retention (in connection with med board)

	
25

	
Retirements

Note: Scan and electronically submit all documents & requests for retirements to the following email address:

ARL-PF-CGPSC-EPM-1-RETIREMENTS@USCG.MIL


	
· Highest grade held determination
· Retirements (Medical, disability, RILO, RILD, TDRL/PDRL)
· Retired recall 

	
28

	
Enlisted Panels

Note: Scan and electronically submit all panel packages, documents, & questions related to advanced education to the following email address:

ARL-PF-CGPSC-EPM-1-PANELS@USCG.MIL

	
· Advanced education
· Special assignments
· CRSP

	
32
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EPM-1 Jurisdiction & Responsibilities
	  
· The Enlisted Personnel Management, Advancements and Separations Branch (EPM-1) is responsible for the execution of all governing policies and procedures as they pertain to the management of the enlisted workforce.
· Enlisted Personnel Management (EPM) is the advancement and separation authority for all enlisted personnel in the Coast Guard and serves as an advisor to Commander, Personnel Service Center (PSC). 

	
	    Commander (PSC-epm-1)
    Personnel Service Center
    U.S. Coast Guard Mail Stop 7200
    4200 Wilson Blvd. Suite 1100
    Arlington, VA 20598-7200
    (202) 493-1240
    (202) 493-1249 (Fax)

	
	EPM-1 is located in the Ballston Commons Mall Office Complex in Arlington, VA. 


   
	Working Tools
	· Coast Guard Messaging System (CGMS)
· Peoplesoft Enterprise
· ImageNow
· Microsoft Excel 
· Microsoft Outlook
· Microsoft Access
· CGBI
· JUMPS
· U.S. Code
· Web publishing
· Pubs & Directives
· JFTR
 

	Doing business with EPM-1
	ALCGENL 059/11 announced the establishment of e-mail use for each of EPM-1s business lines. Use of the four e-mail addresses below should be employed to the greatest extent possible and is highly encouraged. 
Separations: ARL-PF-CGPSC-EPM-1-SEPARATIONS@USCG.MIL
Career Retentions: ARL-PF-CGPSC-EPM-1-CAREER-RETENTIONS@USCG.MIL
Retirements: ARL-PF-CGPSC-EPM-1-RETIREMENTS@USCG.MIL
Panels: ARL-PF-CGPSC-EPM-1-PANELS@USCG.MIL



	EPM-1
Organization Chart
	See Figure 1-1
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Figure 1-1
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Section 2 – Enlisted Manpower and Statistics
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	References
	(a)  Coast Guard Capabilities Manual, COMDTINST M3000.3A
(b)  Enlisted Accessions, Evaluations, and Advancements Manual, COMDTINST M1000.2 


 
	Purpose
	This chapter provides an overview of the authorities and requirements necessary to establish the advancement of the enlisted personnel. 


  
	Discussion
	References (a) and (b) contain detailed guidance on the regulations used to establish the Coast Guards’ specialized capabilities and the occupational performance required to fulfill those missions. 
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2.2. Advancements
   
	References
	(a)   Enlisted Accessions, Evaluations, and Advancements Manual, COMDTINST M1000.2, ch. 3.A
(b)  Coast Guard Organizational Manual, COMDTINST M5400.7 (series)
(c)  10USC517


 
	Purpose
	This chapter explains the procedures and circumstances related to the enlisted advancement system. 



	Discussion
	The enlisted advancement system is used to advance personnel who have demonstrated the required degree of proficiency, within each specialty, and are eligible to fill vacancies as they occur. The advancement system applies to all active duty enlisted personnel, Coast Guard reservists on extended active duty (EAD), and temporary commission officers on active duty whose permanent status is enlisted. Members are responsible for their own eligibility. 


 
	Methods of Advancement
	The methods of advancement within the Coast Guard vary, depending on the pay grade to which advancement is sought.  


	Advancements
	Method

	· From E-1 to E-4






	· By special authority of COMDT
· By commanding officer (CO)
· By “A” school graduation
· By special provision for qualified prior CG active duty and reservists
· By successful completion of a striker program of certain ratings



 
	· From E-5 to E-9

	· By Servicewide (SWE) Competition
a. E-7 through E-9: May
b. E-5 through E-6: May & November
c. Reservists: October
· By Supplemental Eligibility List
· By Meritorious Advancement




Continued on next page

2.2. Advancements, Continued

	Effecting Advancement 
	EPM-1 approves the advancement eligibility list and issues advancement notifications through the Enlisted Personnel Advancement Announcement (EPAA), via message traffic. 


  
	Withholdings & Removals
	Advancements are executed using the most current manpower data available. Once the EPAA has been approved and/or released, no changes will be made despite any personnel eligibility circumstances that may arise.
Withholdings and removals from SWE are dependent on the Commanding Officers (CO) recommendations. The authorities for withholds and removal and the COs three options are listed below:
· 3.A.4.e.4 - Withdrawal of recommendation (NJP, CM or UNSAT conduct mark).

· 3.A.19.c - Withholding of advancement (pending disciplinary action).  If CO does not recommend removal of the withholding before the expiration of the SWE eligibility list (e.g., 2010 May SWE expires 16 December 2011), then the member will not be advanced.

· 3.A.19.d - CO removes (rescinds) recommendation for advancement (this will automatically invalidate member from SWE eligibility list and he/she will have to re-compete for advancement through a SWE competition).


    
	Collaborative Partners
	EPM-1 works closely with CG-12A, CG-833, and PPC to ensure that all procedures work to minimize delays and promote efficiency within the advancement system.


  
	Procedures
	See Figure 2-1
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	References
	(a)  Enlisted Accessions, Evaluations, and Advancements Manual, COMDTINST M1000.2, ch. 1.A.
(b)  Personnel and Pay Procedures Manual, PPCINST M1000.2 (series)
(c)  PPC SPO Manual, Part V

	
	



	Purpose
	This chapter highlights existing enlisted contract policies and common mistakes resulting in correction requests. 


  
	Discussion
	Enlistment contracts (DD Form 4/1), including extensions and re-extensions agreements (CG-3301B), are legally binding contracts. Once signed by the member and officer administering the oath, the contract is legally accepted on behalf of the government. Great care must be taken by the member, SPO, and the administering officer to ensure that all contracts are properly executed and processed in a timely fashion. 

Active duty: The enlistment of any person who has previously served in the Regular Coast Guard shall be considered a reenlistment. The enlistment of Coast Guard Reserve personnel who are serving on extended active duty and who have served on extended active duty for 12 months or more shall be considered a reenlistment. Improperly executed contracts affect pay entitlements, time in service, and reenlistment bonuses. 

Reserve: The enlistment of any person into the Coast Guard Reserve who has not previously served in the Coast Guard Reserves shall be considered an original enlistment, even though he or she may have previous service in the Regular Coast Guard. This includes those members who are discharged from the Regular Coast Guard and enlist within 24 hours in the Coast Guard Reserve. The enlistment of any person who has previously served in the Coast Guard Reserve shall be considered a reenlistment.  



Continued on next page 















2.3 Corrections to Contracts, Continued
		
	Reenlistment periods
	1.  All enlisted personnel are allowed to reenlist for periods of three, four, five, or six years.
2.  Indefinite reenlistment contracts were authorized in 2001 for enlisted members with over ten years of active duty service. Once an indefinite reenlistment contract was affected, the member was authorized to serve on active duty up to the last day of the month that he or she completed 30 years of active service. As of 1 December 2011, enlisted members are no longer authorized to enter into an indefinite reenlistment contract. 

3.  Members who entered into an indefinite reenlistment contract prior to 1 December 2011 are considered “grandfathered” and will remain on that indefinite reenlistment contract provided they remain eligible for active service.



	Statement of Intent (SOI)
	Submit the SOI Approval transaction at least 45 days prior to one of the following events:
· Reenlistment; entry into a voluntary extension/re-extension of enlistment involving payment of an SRB (Selective Reenlistment Bonus). 
· Entry into a voluntary extension/re-extension of enlistment, or extension of reserve/retiree active duty period, which involves no SRB, only if transactions (Extension transaction (P154), Re-extension transaction (P159) , or Amend Active Duty Termination Date for a Reservist (P191) have not been submitted and processed in PMIS/JUMPS to adjust the members EOE.
· Retention beyond normal expiration of enlistment where the member is entitled to continued pay and allowances (i.e. members in HAOS status, members retained due to failure to pass separation physical, etc.)

Submit the SOI transaction immediately in the case of a member retained (voluntarily or involuntarily within 15 days of their EOE). 



Continued on next page   













2.3 Corrections to Contracts, Continued
		
	Common mistakes
	· Signature dates do not match reenlistment date.
· Only one signature on contract.
· Contracts approved in DA before signed by member and officer administering oath.
· Begin extension is not submitted after the agreement to extend.
· SOI not submitted in a timely manner; 45 days particularly when involving SRB or sold leave.
· SOI submitted after EOE date is already set by an agreement to extend.
· Submitting CG-3301B for an involuntary retention.

	
	· Incorrect length of contract.


  
	Do’s and Don’ts of contracts
	· Do, make sure all signatures on contracts are signed on the same date.
· Do, make sure the member is given the oath and that both the member and enlisting officer sign the document.
· Do, make sure that the effective date on an extension or re-extension is the date following the regular end of enlistment (EOE). 
· Do, make deletions/cancellations to contracts or extensions if they are pending or approved; except if the begin extension/reextension has been approved and processed already. 
· Do not, allow extensions to a contract to exceed 6 years.
· Do not, submit an agreement to extend (CG-3301B) for involuntary retention. 
· Do not, submit a SOI Extensions/re-extensions of enlistment where there is no SRB entitlement and where the member's separation date has already been set by an extension, reextension, or amendment to active duty termination date for reservist. 
· Do not, submit a SOI after the reenlistment contract, retention beyond normal EOE, extension, or reextension has been approved and transmitted. 
· Do not, make corrections to or delete a reenlistment contract after it has been approved and saved.
· Do not, allow reenlistments or extensions for SRB purposes alone if member is more than 3 months outside of EOE.


 Continued on next page   




2.3 Corrections to Contracts, Continued

	Preliminary process
	1.  Request required forms from unit.
· Copy of ALL contracts/extensions & any SRB 3307's that may apply.  
· Copy of orders - If obligated service requirement was the reason for the contract.
2.  Request unit to provide an explanation detailing the circumstances leading to the error.
· If YN error occurred – What counseling, training, & process edits have been instituted to prevent reoccurrence of such error.
3.  Fill out the contract cover sheet (See Figure 2-2). 
4.  Update the contracts log. 



	Procedures for situations warranting deletions/ corrections
	1.  Effective date & signature date do not match:
· If the contract is recent – EPM-1 authorizes correction by having the unit complete a new CORRECT contract; ensure member & officer re-sign.  
· If the contract has already been served and is simply creating an issue with current/future contracts – EPM-1 authorizes the correction (pen and ink) without doing a new contract. 
· Contracts not within 90 days of EOE; reason for contract – 
Involving SRB/YN culpability: If contract involves an actual SRB & was completed just outside of the 90 day window due to YN (administrative) error in calculating the 90 day window, EPM-1 authorizes correction to contract by instructing the unit to complete a new CORRECT contract and ensure the member & officer re-sign. 
If officer is not available to re-sign, EPM-1 authorizes a pen and ink correction without doing a new contract.  
Involving SRB/Not auth: If contract indicates an SRB but there was no SRB authorized at the time, member has the right to go through the BCMR process and have a determination made regarding payment of an unauthorized bonus since an officer accepted that contract on behalf of the government.
· If contract term is incorrect - (i.e., invalid number of years or combination of years, months weeks; Delayed Entry Portion was indicated and is incorrect) Member may initiate BCMR.
· If member enlisted in CG Reserve – Contract states CG or vice versa, member may initiate BCMR.
Continued on next page     






2.3 Corrections to Contracts, Continued
  
	Making a contract determination
	1.  Following the receipt of documents from unit:
· Evaluate and examine contracts for errors, omissions, or inconsistencies that would point to the contract being erroneously, void, or improperly accepted. Research applicable databases as necessarily, to include JUMPS and/or Direct Access.
· If none of the above anomalies exist, the contract has presumptively been properly executed and is valid.  Attach your endorsement to the contract cover sheet and explain your findings. Route to EPM-1 for processing.
· If signs of the above anomalies exist, the contract has been improperly executed and could be invalid. Attach your endorsement to the contract cover sheet and explain your findings. Route to EPM-1 for approval.
2.  Following approval/disapproval by EPM-1:
· If a contract/extension correction is approved, reply to unit via the appropriate medium (e-mail or msg) with the authorized action to take in order to facilitate the correction. 
· After the follow-up with the unit, forward the authorized unit action along with all contracts/extensions to PPC-adv. Also include in the e-mail any action needing execution by PPC to update the main database files. 
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	References:
	(a)  Military Separations Manual, COMDTINST M1000.4 , ch. 1.B
(b)  Coast Guard Drug and Alcohol Abuse Program Manual, COMDTINST M1000.10



	Purpose
	To provide information and guidance to supplement references (a) and clarify office procedures relating to regular Coast Guard and Coast Guard Reserve active duty separations.



	Discussion
	1. Commander, Coast Guard Personnel Service Center is the Discharge Authority in all cases of administrative separation except in those cases specified in Articles 1.B.7, 1.B.9, 1.B.11, 1.B.14, 1.B.15, and 1.B.19. in which the district commander, maintenance and logistics commands, or commanding officer, as appropriate, may be the Discharge Authority. 
2.  In an effort to retain good, solid first-term performers with potential, but who have made a youthful mistake that would otherwise result in their discharge, the Commandant has established a “Second Chance Program”. The Second Chance Program authorizes the first Flag Officer/SES in the chain-of-command of the first term performers to waive all policy discharge authorities (except as noted below) contained in Article 1.B.9. (Unsatisfactory Performers), Article 1.B.12. (Convenience of the Government), Article 1.B.15. (Unsuitability), and Article 1.B.17. (Misconduct). The first Flag Officer/SES with assistance from their units shall define the internal processes for forwarding waiver requests to them. The Second Chance Program specifically excludes all policy discharges contained in Article 1.B.12 (Obesity) and Chapter 20.B of reference (b). 
3.  Discharges for reasons other than Articles 1.B.9, 1.B.12, 1.B.16, and 1.B.17 shall continue to be forwarded by the member’s unit to Commander, CG PSC.

	
	Continued on next page   






	
	



3.1 General, Continued

	Discussion
	In respect to the Second Chance Program:

· A first-term performer is an enlisted member serving in his or her first
enlistment, which is defined as the first 4 years of your active duty contract. 
· If a waiver is not granted, the first Flag Officer/SES shall endorse and
forward the discharge request (package) to Commander (CGPSC-epm).
· If a waiver is granted, the discharge request is not forwarded to Commander (CGPSC-epm). The waiver shall be documented in an
Administrative Remarks (Form CG3307, P&D – 7 (general-negative) 
entry in the service record and Commander (CG PSC-epm) should be
notified via message of the waiver.


 
	Retention or Separation
	In determining whether a member should retain current military status or be separated administratively, the Service may evaluate the member's entire military record, including records of non-judicial punishment imposed during a previous enlistment or period of service, all courts-martial records or convictions, and any other material or relevant factors. 

Commanding officers, investigating officers, administrative discharge boards, and other agencies charged with making such decisions consider records of non-judicial punishment imposed during a previous enlistment or period of service only if, under the case’s particular circumstances, the records would have a direct, strong probative value in determining whether retention or administrative separation is appropriate.

	



	Separation for Members Over 8 Years Active Duty
	Personnel with more than eight years service may not be involuntarily separated prior to the end of an enlistment for misconduct, unsuitability, or other specified reasons, or denied reenlistment, unless they have been provided the opportunity to be heard before an ASB. 

In addition, the Military Separations Manual, COMDTINST M1000.4 (series), provides that no member may be discharged "under other than honorable conditions" (OTH discharge) without first being afforded the opportunity to present his or her case before an ASB. A member who requests an ASB may not be discharged under other than honorable conditions unless the ASB recommends such a discharge.

Continued on next page   


	
	



3.1 General, Continued

	Type of discharge
	1.  A member’s discharge type is determined by the reason for the discharge, military record, and other conditions. 

2.  There are five types of discharge for characterized separations: 
a. Honorable Discharge, DD Form 256 CG—Separation with honor.
b. General Discharge.
c. Discharge under Other Than Honorable Conditions.
d. Bad Conduct Discharge.
e. Dishonorable Discharge.
3.  An Uncharacterized Discharge applies when separation is without specific character. There is no certificate for this type discharge.




	Reasons for Discharge and Authority
	There are 13 formal reasons for discharge.

	
	Reason
	Authority

	1
	Enlistment expires
	1.B.11

	2
	Service obligation fulfilled
	1.B.11

	3
	Convenience of the Government
	1.B.12

	4
	Dependency or hardship
	1.D.2

	5
	Minority (age)
	1.B.13

	6
	Disability
	1.B.14

	7
	Unsuitability
	1.B.15

	8
	Security
	1.B.16

	9
	Misconduct
	1.B.17

	10
	Court-martial sentence
	1.B.18

	11
	Entry-level separation (unchar. discharge)
	1.B.19

	12
	For the good of the Service
	1.B.20

	
13
	Care of Newborn Children/Temp Sep
	1.E.1




Continued on next page   

	

	



	







	
	


3.1 General, Continued
			
	Discharge request procedures 
	The separation section processes the following requests:
· Separations
· Medical Discharges less than 30%
· Retention Requests
· Extension Requests
· Temporary Separations
· Care for Newborn Children (CNC)
· Sick Leave Requests
· Separation In Lieu of Orders
· SRB Waivers
· Voluntary Separations
· Conditional Releases
· Reenlistment Requests
· Early Releases

The following sequence denotes the procedures followed to process a discharge request once received from a unit:

· Discharge requests are received both via mail, e-mail, and on rare occasions via CGMS.
· Discharge requests are logged into an Access database and paneled within 5 business days.
· When incomplete discharge requests are received, epm-1 will generate notification to unit for corrective action within 5 business days. If corrective action is not received, the discharge request will be disapproved and returned via formal correspondence. 
· Administrative Separation Board (ASB) entitlement discharge requests will be placed in abeyance pending ASB adjudication by PSC-psd. 
· IAW article 2.A.5.f, sick leave is granted for illness, injury, and convalescence. All sick leave in excess of 30 days must be submitted to EPM-1 via CGMS or through the designated e-mail portal, ARL-PF-CGPSC-EPM-1-SEPARATIONS@USCG.MIL.
· EPM-1 will only grant sick leave for 30 days or less and will provide all requests to PSC-psd for validation and tracking in the temporary limited duty (TLD) database. 
Continued on next page   
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3.1 General, continued

	Discharge request processing
	1. Extensions, voluntary and temporary separation, and CNCs, are paneled through EPM-2, starting with the appropriate assignment officer (AO).  
2. To meet HR audit controls, all discharge requests will be processed by EPM-1 Assistant Branch Chief (ABC) and submitted to EPM-1 for final approval or disapproval, IAW the below process:
· Separation authority will be entered into Direct Access (DA). 
· Separation authority will be printed and routed to ABC and EPM-1 for signature, once signed and approved; discharge orders will be released in DA. 
· See EPM-1 website for discharge templates.   



 

	Medical separations processing (often with severance pay)
	1. PSC-psd forwards medical separation adjudication by the final approving authority (FAA) to EPM-1 for processing.  
2. To meet HR audit controls, all medical separation requests will be processed by EPM-1 Assistant Branch Chief (ABC) and submitted to EPM-1 for final approval or disapproval, IAW the below process:
· Separation authority will be entered into Direct Access (DA). 
· Separation authority will be printed and routed to ABC and EPM-1 for signature, once signed and approved; medical separation orders will be released in DA. 
· See EPM-1 website for checklists (external & internal).   












[bookmark: _Toc331571868]3.2 Retirement in Lieu of Discharge (RILD)
 
	References:
	(a)  Enlisted Accessions, Evaluations, and Advancements Manual, COMDTINST M1000.2, ch. 3.A

	
	
Purpose



Discussion














Process

	3. PSC-psd forwards medical separation adjudication by the final approving authority (FAA) to EPM-1 for processing.  
4. To meet HR audit controls, all medical separation requests will be processed by EPM-1 Assistant Branch Chief (ABC) and submitted to EPM-1 for final approval or disapproval, IAW the below process:
· Separation authority will be entered into Direct Access (DA). 
· Separation authority will be printed and routed to ABC and EPM-1 for signature, once signed and approved; medical separation orders will be released in DA. 
· See EPM-1 website for checklists (external & internal).   






 
	

To provide information, guidance, and clarification needed to affect a RILD. 


An enlisted member does not automatically accrue a vested right to retire when he or she chooses independently of service needs, (merely by completing 20-years of active service), particularly when a serious violation of CG core values has occurred.

EPM-1 has no desire to forfeit and/or deny a members honorable service/dedication and the receipt of a pension.  The commission of any action for which EPM-1 receives a discharge request will be processed accordingly. Personnel with more than 20 years of service may request RILD.  Personnel with less than 20 years of service may request retirement but the process becomes more involved.


A discharge request for members with less than 20 years of service but within four months of being retirement eligible (even if already approved for a future retirement date), who requests RILD, may be processed under the authority of Article 3.A.30.c of reference (a), reduction for incompetence.

These types of discharge requests are normally the result of NJP or some other administrative process, in which the members ability to perform has become questionable. The below information details the process for handling such cases:

1.  EPM-1 receives a RILD request for member within 4 months of retirement eligibility, with less than 20 years of service, but with a previously approved retirement date.
2.  EPM-1 holds the discharge in abeyance, cancels retirement orders, and recommends that the command place member on a 3 month probation in accordance with Article 3.A.30.c.
a. The probation serves two purposes:
(1)  Ensures the necessary active duty service requirement for actual retirement is achieved, and
(2)  Delivers the nonnegotiable accountability in the context of leadership and our core values to a senior enlisted member and all those exposed to the said event.


Continued on next page
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3.2 Retirement in Lieu of Discharge (RILD), continued

	Process

	3.  Upon successful completion of the 3 month probationary period, the command can immediately submit a Request to Retire in Lieu of Discharge (RILD).
a. Retirement request should be in the form of a regular retirement memo without a retirement date. 
b. Presumptively, the retirement will immediately be approved and retirement date set for the 1st day of the following month, (e.g., approved in July retirement will be set for 1SEP).
4.  Unsuccessful completion of the 3 month probationary period will result in the initiation of an investigation IAW COMDTINST M5830.1A, AIM. Then the following  must occur;
a. Investigation report completed, then convene board with report to                                            convening authority for endorsement.
b. Convening authority issues directive to convene board to recommend reduction for incompetence.  Board held and report submitted to convening authority for endorsement.
c. Convening authority submits to CG PSC-epm-1 through Legal Servicing Office (LSO), for a legal sufficiency review.  
d. If legally sufficient, forwarded to EPM-1 with endorsement.
e. EPM-1 prepares for PSC approval, member reduced.
f. Member processed for either separation or retirement. 
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	References:
	(a)  Enlisted Accessions, Evaluations, and Advancements Manual, COMDTINST M1000.2, ch. 3.A




Purpose	     To provide information and guidance for the preparation and review of  
     career-related requests that affect the daily lives of Coast Guard personnel. 
	Types of requests


































	The following requests are received and processed through EPM-1.

	
	Request type

	1
	Change in rating 

	2
	Erroneous advancement 

	3
	Extended Active Duty (EAD) (Reserves only) 

	4
	High Year Tenure (HYT) (past 30 years only) 

	5
	Integration (Reserves on EAD and Title 10 only) 

	6
	Medical waivers (Temporary and Permanent) 

	7
	Organ donations 

	8
	Reduction in rate 

	9
	Reenlistment appeals 

	10
	Removal of designator 

	11
	Request for extension of EER appeal deadline 

	12
	Restoration in rating (RIR) 

	13
	Retention (in connection with med board) 

	14
	Retroactive advancement 

	15
	Return from Care of Newborn Child(ren) Separation Program (CNC) 

	16
	Return from Separation for Non-compliance with CG Weight and Body Fat Standards 

	17
	Return from Temporary Separation 

	18
	Special advancement 

	19
	Time in rate determination 

	20
	Voluntary reduction in rate (E-7 & above) 






	
	



4.1 Career Retentions, continued

	Career Retentions request procedures
	1. The following sequence denotes the procedures followed to process a CR request once received from a unit:

· CR requests are received both via mail, e-mail, and on rare occasions via CGMS. (E-mail is the preferred method of delivery to ARL-PF-CGPSC-EPM-1-CAREER-RETENTIONS@USCG.MIL).
· CR requests are logged into a database and paneled within 5 business days.
· When incomplete CR requests are received, they will generate notification to unit for corrective action within 5 business days. If corrective action is not received, the CR request will be disapproved. 
2.  CR are paneled through EPM-2 (as necessary), starting with the appropriate assignment officer (AO).  
3.  To meet HR audit controls, all CR will be processed by EPM-1 Assistant Branch Chief (ABC) and submitted to EPM-1 for final approval or disapproval.


	
	Approval process flowchart 
	


      Continued on next page





4.1 Career Retentions, continued

	EER appeals:

	1. The employee review is designed to be as objective as possible. However, when one human being evaluates another, there will be some subjectivity. Even when the member perceives no difference in performance from one period to the next, small variations in marks can occur.

2. The appeals process is designed to review marks the ‘evaluated’ believes were based on:

a. incorrect information;
b. prejudice;
c. discrimination; 
d. disproportionately low marks for the particular circumstances.

3. The recommendation for advancement portion on the employee review may not be appealed.

	
	


 
	Extension to appeal EERS:

	The Appeal Authority must review and act on the appeal within 15 calendar days after receiving it. Commander (CG PSC-epm-1) may extend the 15 days if the Appeal Authority needs additional information from either the member or commanding officer before responding to the appeal.

See Appendix B for extension of EER request template.
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	References:
	(a)  Military Separations Manual, COMDTINST M1000.4 ch. 1 
(b)  Personnel, Pay, and Procedures Manual, PPCINST M1000.2 (series) ch. 3
(  (c)  Physical Disability Evaluation System, COMDTINST M1850.2 (series)

	 

Overview

	
1.  A member who is qualified for disability retirement under 10 U.S.C. §1201 or §1204 will be placed on the TDRL in accordance with 10 U.S.C. §1202 or 10 U.S.C. §1205 when the disability is not permanent. 

2.  Placement on the TDRL does not guarantee a member a permanent disability retirement. The TDRL is similar to a pending list. It provides a safeguard for the government against permanently retiring members who may later fully or partially recover from the disabling condition. Conversely, the TDRL safeguards members from being permanently retired with a condition that is not stable and could result in a higher disability rating. 

3.  Requirements for placement on the TDRL are the same as for permanent disability retirement, except that the disability is not stable. The disability must render the member unfit to perform the duties of his or her office, grade and rank or rating, and the disability must be rated at a minimum of 30 % or higher, unless the member has 20 years of active service for retirement purposes. 

4.  Temporary retirement status implies no inherent right for retention on the TDRL for the entire 5-year period provided by 10 U.S.C. §1210. Upon review of a periodic physical examination and a determination that the member’s condition is of a permanent nature and stable, an IPEB or FPEB may recommend removal of the member’s name from the TDRL by separation with severance pay, permanent disability retirement, or a finding of Fit for Duty, as appropriate. 

Continued on next page







5.1 Disability Retirements (Medical Boards), continued

	Overview














Retirement request procedures

	5.  Upon review of a periodic physical examination and a subsequent determination that the member’s condition is not stable and that the member continues to be unfit for duty, an IPEB or FPEB may continue the member’s name on the TDRL. Such cases will be continued with the same determination that was approved when the member’s name was originally placed on the TDRL. The continuation shall become a part of the total case record. At the end of 5 years, the member is either permanently retired or FFD and returned to the Service. 

6.  If a member’s name is not removed from the TDRL, disability retired pay terminates at the end of 5 years on the list. 

The following sequence denotes the procedures followed to process a retirement request once received from a unit:

· Findings and opinions are received from PSC-psd-de.
· Once received, they are logged.
· Once complete, notify appropriate POC. 
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	References:
	(a)  Military Separations Manual, COMDTINST M1000.4, ch. 2



	Discussion
	1. An enlisted member’s non-disability retirement occurs at the discretion of
Commander (CG PSC-epm). Therefore, an enlisted member’s request will be considered on the basis of overall Service needs and the merits of each individual case. As a general rule, the provisions listed here govern; however, an enlisted member does not automatically accrue a vested right to retire when he or she chooses independently of Service needs merely by completing 20 years of active service.

2. An enlisted member may submit a request for voluntary 20-year retirement to Commander (CG PSC-epm-1) if the member:
   a. Has completed 18 years of active service, and
   b. Requests an effective date of retirement which provides:
(1) Completing at least one year of duty at current duty station if assigned INCONUS.

(2) Completing at least two years at current duty station if assigned OCONUS on a with-dependents tour. (If the member has been assigned to more than one unit in the same OCONUS area, he or she must have at least 2 years in that area and one year at their current unit).

(3) Completing the prescribed tour length or at least two years, whichever is less, if assigned OCONUS on a without dependents tour.

(4) Completing the two-year obligated service (OBLISERV) requirement incurred for advancement to pay grade E-7, E-8, or E-9. See Articles 3.A.19.e and 1.C.3.

      Continued on next page




5.2 Retirement (Regular), continued

	Retirement request processing
	1. The following sequence denotes the procedures followed to process retirement request once received from a unit:

· Retirement requests are received both via mail, e-mail, and on rare occasions via CGMS. (E-mail is the preferred method of delivery to ARL-PF-CGPSC-EPM-1-RETIREMENTS@USCG.MIL).
· Retirement requests are logged into a database and paneled within 5 business days.
· When incorrect requests are received, they will generate notification to unit for corrective action within 5 business days. If corrective action is not received, the retirement request will be disapproved. 
2. Retirement requests are paneled through EPM-2 (as necessary), starting with the appropriate assignment officer (AO).  
3.  To meet HR audit controls, all retirement requests will be processed by EPM-1 Assistant Branch Chief (ABC) and submitted to EPM-1 for final approval or disapproval. 




	Approval process flowchart 
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Section 6 – Enlisted Panels
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	References:
	(a)  Performance, Training and Education Manual, COMDTINST M1500.10C, ch. 10.B
(b)  Coast Guard Weight and Body Fat Standards Program Manual, COMDTINST M1020.8G



	Purpose
	To address policies that govern the advanced education and special assignments selection process & provide procedural guidance for each stage. 


 
	Discussion
	1. Advanced education opportunities serve to raise the levels of individual military professionalism and technical competence within the Coast Guard enlisted ranks; thereby, creating more effective and responsible performers. Advance education opportunities also provide developmental incentives for personnel with high ability, dedication and the capacity for professional growth to remain in the Coast Guard. 
2.  The advanced education available to enlisted personnel includes categories in undergraduate, graduate, and senior service programs. Undergraduate and graduate opportunities are designed to qualify enlisted personnel for specific military billets. The senior service programs are capstone courses of study for senior level members. 


 
	Policy
	1.  Application: Application procedures and program requirements are identified annually and released via solicitation message. A separate message will be sent from each program manager detailing the course of study 
2. Eligibility: Applicants must meet criteria as identified via message. The annual solicitation message clearly states eligibility requirements and prerequisites. 
3. Selection: Acceptance into the program is accomplished through the convening of a selection panel that determines the best qualified candidates. 


Continued on next page









	6.1 Advanced Education, Continued



	Undergraduate Education












Graduate Education
	Enrollment in the curriculum of an undergraduate education program is the culmination of a highly selective process. Undergraduate opportunities are identified below. Applicants must meet requirements outlined by the respective Advanced Education Program Manager (AEPM). A message listing specific application and selection procedures as well as detailed program information is released annually. Selectees shall follow guidance outlined in this Section. Specific requirements, including eligibility, aptitude test scores, school selection, and follow-on tours, are outlined in annual messages released by the AEPM. 

Enrollment in the curriculum of a graduate education program is the culmination of a highly selective process. Advanced Education programs are listed in Table 10-2. Applicants must meet requirements outlined by the respective Advanced Education Program Manager (AEPM). A message listing specific application and selection procedures as well as detailed program information is released annually. Selectees shall follow guidance outlined in this Section. Specific requirements, including eligibility, aptitude test scores, school selection, and follow-on tours, are outlined in annual messages released by the AEPM. 


 
	Advanced Education Programs
	The following programs are available through the advanced education process:
· Advanced Computer and Electronics Technology (ACET)
· Aviation Maintenance Technology (AMT)
· Masters of Science in Strategic Intelligence (MSSI)/
Bachelor of Science Intelligence (BSI)
· Damage Control Industrial Technology (DCIT)
· Emergency Management (EMM)
· Environmental Management (EM)
· Food Service/Culinary Arts (FSCA)
· Health Care Administration (HA)
· Medical Administration (MA)
· Public Affairs (PA)
· Performance Technology (PT)
· Storekeeper Financial Accounting (SKFA)
· Yeoman Business Administration and Management(YNBA)
· U.S. Army Sergeants Major Academy (USASMA)


     Continued on next page





6.1 Advanced Education, continued

	Application/
Submission Process
















Receiving Application Packages






















	· All applications must be submitted in accordance with the guidance released in the annual general message.
· A selection panel will be convened by PSC-epm to select the best qualified candidates for each program.
· Each program for which an advanced education opportunity exists will have a submission deadline date. 
· Results from each selection panel will be published by message no later than 2 weeks following the completion of the panel. 
· Commands must provide a substantive endorsement to all candidates’ packages.
· Submission of packages is allowed through regular U.S. mail; however, a readable format via electronic mail is preferred. 
    
Upon receipt of candidate packages:
· Each package will be logged for tracking purpose.
· Each package will be checked for completeness, accuracy, qualification, and criteria adherence using a panel checklist.
· Packages received that are incomplete or lacking the required qualification and/or criteria will be included in the panel process; however, shall be separated and categorized in a group as such and presented to the panel along with the other packages for review. 
· All packages shall be properly secured/stored at all times and maintained with the utmost integrity until presented before the panel. Never shall any information be added, substituted, or removed from the package, by anyone, once in the custody of EPM-1.
· Packages received after the deadline date will not be accepted. 
· Waivers of deadlines will be considered on a case-by-case basis provided operational commitments precluded the candidate from submitting the package before the published deadline.

Continued on next page     




	

Panel 
execution

	   
· Selection panels, consisting of a President and panel members, are convened by order of a precept, from the Convening Authority, PSC-epm.  

· Precepts are legal authority containing indicators by which the panel members use to evaluate and select the candidate(s) from a pool of applicants.  

· Once panel members’ names are provided, no changes will be made without prior approval from EPM-1. All requests must be in writing. 
See encl (3) to EPM Panel instruction.

· Panel members are sworn and meet behind closed doors.

· Panel members must adhere to the posted ground rules. (See Figure 6-1)

· Panel results are final and must be attested to by each member through the attachment of their signature.  Panel results are published by PSC-epm.




Continued on next page





Enlisted Boards/Panels Ground Rules 
To preserve the sanctity of the panel process and ensure fair and equitable treatment to all those applying for advanced education opportunities, all panel members must adhere to strict ground rules during the selection process: 

1. During the panel process, all other duties of an assigned panel member are secondary to the panel process. The utmost care will be given to ensure the process is not compromised or rushed to accommodate outside concerns. 
2. All electronic devices (i.e., cell/smart phones & laptop computers) shall be collected by the recorder at the start of the panel and kept for the duration of the day’s proceedings. Access to electronic devices is allowed during breaks or outside the boardroom as needed. 
3. Core working hours of the panel is from 0900 to 1700. Requests for working hours outside of this timeframe must be approved by PSC-epm-1. 
4. The panel is free to establish its lunch and comfort breaks. Lunch breaks must be accomplished together as a group (though not required to eat together or at the same location). Panel members should limit independently leaving the boardroom for lunch while others continue to work. 
5. The Panel President (President) is the principle agent and is responsible for the conduct of the panel members. The President shall be present at all times. Any extended absences away from the boardroom shall be conveyed to PSC-epm-1. 
6. Panel members shall not converse about the candidates or their records outside of the boardroom. 
7. Panel members shall maintain an appropriate level of objectivity during the scoring phase of the process. Care must be taken to ensure diligence is provided at each stage of the process and that time and expense are not wasteful. 
8. Panel members shall not reveal personal experience or knowledge of the candidates, not in the official record, to other panel members. 
9. Panel members shall rely solely on the candidate record to formulate their recommendations, based on the selection criteria. 
10. Panel members shall not manipulate the panel results by changing a potential score to place a selectee above or below the agreed upon selection score. 
11. Panel members shall not pick additional members after the findings have been approved without reconvening the panel. 
12. Panel members shall use the designated voting system used by PSC-epm to score, tally, and rank the candidates. 
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[bookmark: _Toc331571878]6.3 Career Retention Screening Panel (CRSP)
 
	References:







Purpose

	(a)  Military Separations Manual, COMDTINST M1000.4
(b)  14 USC 357(J)
(c)  10 USC 1169
(d)  Joint Federal Travel Regulations (JFTR), VOL. I

To address policies that govern the Career Retention Screening Panel (CRSP) & provide procedural guidance for implementation.


 
	Discussion

	1. In recent years, the Coast Guard workforce experienced record high retention rates resulting in an overage of enlisted personnel to funded billet levels. Such overages caused decreased accessions, reduced A-school quotas, and significantly diminished enlisted advancements.
2.  Previous efforts were made to remedy the body-to-billet overage and create greater advancement opportunities. Those efforts provided noteworthy relief in addressing body-to-billet levels but did not adequately address concerns about balancing the enlisted workforce to enable greater advancement opportunities.
3. Low attrition levels were impacting all levels of the service. The 2010 Captain Continuation Board continued only 25 of the 48 Captains considered. This was a consistent trend for all promotion boards, which experienced reduced selections to maintain a healthy flow through the officer corps.  

Presently, there are no similar tools to shape the enlisted workforce. Consequently, it is necessary to implement a workforce tool that will stimulate workforce flow and improve enlisted advancements. The Coast Guard conducted an active duty enlisted Career Retention Selection Panel (CRSP) to ensure a vibrant and healthy enlisted workforce for the long term, with consistent accession levels and advancement opportunities.


Continued on next page  













6.3 General, CRSP, continued

	Criteria
	The criteria for CRSP are performance-based and operates without pre-established retention numbers.  Documented misconduct and substandard performance are the primary reasons for selection for non-continuation. A panel of senior enlisted members and officers are chosen to serve on the panel. 

The FY10 active duty enlisted Career Retention Selection Panel (CRSP)

	
	· The CRSP reviewed all enlisted members, E-6 and below, with twenty or more years of active military service and, E-7 and above, over three years time in grade as of 01 September 2010.
· The CRSP convened at CG PSC on 27 September 2010.
· Specific details and the panel precept were released in ALCGENL 140/10.
· Personnel selected for non-continuation will be retired from active military service NLT 01 December 2011.

The FY11 active duty enlisted Career Retention Selection Panel (CRSP)
· The CRSP reviewed all enlisted members, E-6 and below, with twenty or more years of active military service and, E-7 and above, over three years time in grade as of 01 September 2010.
· The CRSP convened at CG PSC on 20 June 2011.
· Specific details and the panel precept were released in ALCGENL 048/11.
· Personnel selected for non-continuation will be retired from active military service NLT 01 December 2012.



      
	Additional Info 
	See Figure 6-1 
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	Reference:
	(a)  Enlisted Accessions, Evaluations, and Advancements, COMDTINST  M1000.2 



	Sample verbiage for Probationary CG-3307
(12.B.16)

	Date):	  This is to inform you that for the past (x) months your behavior and conduct have been unsatisfactory when compared with that of your peers in your grade.  Consequently, you are being placed in a six-month probationary period commencing this date.  Your probation will run through (six months from start date).  During this probationary period, you will be observed, counseled, and mentored to ensure you have the necessary tools available to you to successfully complete this probation.  Should you fail to successfully complete this probationary period, you are subject to being processed for separation from the Coast Guard by reason of unsuitability.

	The reason(s) you are being placed in this probationary status (is/are):  List all instances of substandard behavior and conduct with a brief description of the event(s).

	In order to successfully complete this probation and be retained in the Coast Guard, you must accomplish the following:  List all required actions (e.g., report on time all the time, put forth conscientious effort to qualify at watch station(s), render proper customs and courtesies as dictated by Coast Guard and military tradition, etc.).

	(The following paragraph is commonly referred to as the early termination clause, and is provided for in 1.B.15.c.  However, it MUST be included in the CG-3307 placing the member on probation.)

	You are being placed in this six-month probationary period to afford you the opportunity to become a productive, contributing member of the Coast Guard.  However, should you fail to make a conscientious effort to overcome your documented deficiencies in behavior and conduct, or should you violate the conditions of your probation in any way, at any time, I am authorized to recommend your separation at any time prior to the expiration of this probation.

CO'S NAME, RANK

(Date):	I acknowledge receipt of the above counseling, and I understand the contents thereof.  In addition, I acknowledge that I am subject to separation prior to the expiration of this probation if I fail to make an effort to overcome my deficiencies or violate the conditions of my probation.

MEMBER NAME, RATE







7.1 Discharge Aids, continued

	Admin
Discharges

	See Figure 7-1 & 7-2



 
 (
Figure 7-1
) (
Figure 7-2
)
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[bookmark: _Toc331571883]Appendix A - Advancements
[bookmark: _Toc331571884]A.1 Ineligible for Advancement Msg Template – 3.A.13.b
FM 
TO COGARD PPC TOPEKA KS//ADV//
INFO COMCOGARD PSC ARLINGTON VA//EPM//
SPO
BT
UNCLAS //N01418//
SUBJ: REMOVAL FROM ACTIVE DUTY SWE ELIGIBILITY LIST
A. ENLISTED ACCESSIONS, EVALUATION, AND ADVANCEMENTS MANUAL, COMDTINST M1000.2, ART. 3.A.13.B
1. IAW REF (A), REQUEST (RATE FNAME MI. LASTNAME, EMPLID, USCG) BE REMOVED FROM THE SWE ADVANCEMENT ELIGIBILITY LIST. MEMBER IS INELIGIBLE FOR ADVANCEMENT DUE TO RECEIPT OF (CM OR CIVIL CONVICTION, OR NJP, OR AN UNSATISFOCTORY CONDUCT MARK).
2. POC: RATE LNAME, PHONE NUMBER OR E-MAIL (NAME(AT)USCG.MIL).
3. RELEASED BY: RANK FI. MI. LASTNAME, COMMANDING OFFICER.
[bookmark: _Toc331571885]
A.2 Withholding Advancement Msg Template – 3.A.19.c
TO COGARD PPC TOPEKA KS//ADV//
INFO COMCOGARD PSC ARLINGTON VA//EPM//
SPO
BT
UNCLAS //N01418//
SUBJ: ADVANCEMENT WITHHELD
A. ENLISTED ACCESSIONS, EVALUATION, AND ADVANCEMENTS MANUAL, COMDTINST M1000.2, ART. 3.A.19.C
B. COMCOGARD PSC ARLINGTON VA//EPM// DTG /ALCGENL XXX/XX
1. IAW REFS (A) AND (B), ADVANCEMENT FOR (RATE FNAME MI LASTNAME, EMPLID, USCG) IS WITHHELD DUE TO (INSERT ONE OR MORE OF THE REASONS LISTED IN 3.A.19.C).  MEMBER HAS BEEN INFORMED AS TO REASON WHY ADVANCEMENT IS WITHHELD.
2. POC: RATE LNAME, PHONE NUMBER OR E-MAIL (NAME(AT)USCG.MIL).
3. RELEASED BY: RANK FI. MI. LASTNAME, COMMANDING OFFICER.
[bookmark: _Toc331571886]
A.3 Cancellation of Advancement Msg Template – 3.A.19.d
FM 
TO COGARD PPC TOPEKA KS//ADV//
INFO COMCOGARD PSC ARLINGTON VA//EPM//
SPO
BT
UNCLAS //N01418//
SUBJ: REMOVAL FROM ACTIVE DUTY SWE ELIGIBILITY LIST
A. ENLISTED ACCESSIONS, EVALUATION, AND ADVANCEMENTS MANUAL, COMDTINST M1000.2, ART. 3.A.19.D 
1. IAW REF (A), REQUEST (RATE FNAME MI. LASTNAME, EMPLID, USCG) BE REMOVED FROM THE SWE ADVANCEMENT ELIGIBILITY LIST. THE COMMANDING OFFICER HAS WITHDRAWN ADVANCEMENT RECOMMENDATION DUE TO (INSERT ONE OR MORE OF THE REASONS LISTED IN 3.A.19.D)* MEMBER HAS BEEN INFORMED AND UNDERSTANDS WHY HIS (HER) NAME WILL BE REMOVED FROM THE ELIGIBILITY LIST.
2. POC: RATE LNAME, PHONE NUMBER OR E-MAIL (NAME(AT)USCG.MIL).
3. RELEASED BY: RANK FI. MI. LASTNAME, COMMANDING OFFICER.

* The CO shall list reason(s) for the action. This notification is not for the purpose of a review of the CO's decision, but rather to allow for orderly personnel and financial planning by CG PSC-epm. 


[bookmark: _Toc331571887]Appendix B – Career Retentions
[bookmark: _Toc331571888]B.1 Request for Extension of EER Appeal Deadline


MEMORANDUM

	From:
	[bookmark: FROM]XXXXXXXX, RANK
CGD XXX (X)
	Reply to
Attn of:
	[bookmark: Reply]



	To:
	[bookmark: TOADDRESS]CG PSC-epm-1

	Subj:

Ref:
	[bookmark: SUBJECT]REQUEST FOR EXTENSION OF TIME TO REVIEW AND ACT UPON ENLISTED EVALUATION REVIEW APPEAL
(a) Enlisted Accessions, Evaluations, and Advancements Manual, COMDTINST M1000.2 ch. 5

	[bookmark: REF][bookmark: REF2]
	


1.  In accordance with section 5.I.2.c of reference (a), I request an extension of time to (insert dd Mmm yy) in order to review and act upon enclosure (1).

2.  Enclosure (1) was forwarded to the Appeal Authority on (insert dd Mmm yy).  From the time enclosure (1) was received by the Appeal Authority additional information has been sought and reviewed to verify that the appeal was complete, legally sufficient, and that the actions proposed in the FIRST ENDORSEMENT to enclosure (1) had been executed.

3.  Consequently, acquiring and adequately reviewing the new information required more than the 15-day time period allotted for review and action.  Section 5.I.2.c of reference (a) provides that the Commander of PSC-epm-1 can extend the deadline if the Appeal Authority needs additional information to respond to an appeal.

4.  If you have any questions or concerns, my point of contact for this matter is (insert POC), and he can be reached at (insert contact number).

[bookmark: ATT]#

Enclosure:	(1) Rate Member First & Last Name, emplid, memo 1616 of dd Mmm Yyyy.

Copy:	CGD XXXX (da, dl)



[bookmark: _Toc331571889]Appendix C - Separations
[bookmark: _Toc331571890]C.1 ALCOAST 259/11 – Prohibition on Extremist & Criminal Gang Activity
ALCOAST 259/11
COMDTNOTE 5370
SUBJ: PROHIBITION ON EXTREMIST AND CRIMINAL GANG ACTIVITY 
A. DODI 1325.06, GUIDELINES FOR HANDLING DISSIDENT AND PROTEST ACTIVITIES AMONG MEMBERS OF THE ARMED FORCES 
B. COAST GUARD CIVIL RIGHTS MANUAL, COMDTINST M5350.4 (SERIES) 
C. ARMED FORCES DISCIPLINARY CONTROL BOARDS AND OFF-INSTALLATION LIAISON AND OPERATIONS, COMDTINST 1620.1 (SERIES) 
D. DISCIPLINE AND CONDUCT MANUAL, COMDTINST M1600.2 
1. REFERENCE (A), SIGNED ON 27 NOV 09, PROHIBITS EXTREMIST AND CRIMINAL GANG ACTIVITY BY MEMBERS OF THE ARMED FORCES. THIS DOD INSTRUCTION APPLIES TO THE COAST GUARD. REFERENCE (B) ADDRESSES COMMAND RESPONSIBILITIES RELEVANT TO THESE GENERAL PROHIBITIONS.
THIS MESSAGE FURTHER IMPLEMENTS REFERENCE (A) AND IDENTIFIES PROHIBITIONS PUNISHABLE UNDER THE UCMJ OR BY ADMINISTRATIVE SANCTIONS.
2. EXTREMIST ACTIVITY. COAST GUARD MILITARY PERSONNEL MUST NOT ACTIVELY ADVOCATE SUPREMACIST, EXTREMIST, OR CRIMINAL GANG DOCTRINE, IDEOLOGY, OR CAUSES, INCLUDING THOSE THAT ADVANCE, ENCOURAGE, OR ADVOCATE ILLEGAL DISCRIMINATION BASED ON RACE, CREED, COLOR, SEX, RELIGION, ETHNICITY, NATIONAL ORIGIN OR THAT ADVANCE, ENCOURAGE, OR ADVOCATE THE USE OF FORCE, VIOLENCE, OR CRIMINAL ACTIVITY OR OTHERWISE ADVANCE EFFORTS TO DEPRIVE INDIVIDUALS OF THEIR CIVIL RIGHTS.
3. PARTICIPATION IN EXTREMIST ORGANIZATIONS AND CRIMINAL GANGS.
MILITARY PERSONNEL MUST REJECT ACTIVE PARTICIPATION IN CRIMINAL GANGS PURSUANT TO SECTION 544 OF PUBLIC LAW 110-181 AND IN OTHER ORGANIZATIONS THAT ADVOCATE SUPREMACIST OR EXTREMIST DOCTRINE, IDEOLOGY, OR CAUSES ATTEMPT TO CREATE ILLEGAL DISCRIMINATION BASED ON RACE, CREED, COLOR, SEX, RELIGION, ETHNICITY, OR NATIONAL ORIGIN OR ADVOCATE THE USE OF OR USE FORCE, VIOLENCE, UNLAWFUL MEANS OR CRIMINAL ACTIVITY TO DEPRIVE INDIVIDUALS OF THEIR CIVIL RIGHTS.
ACTIVE PARTICIPATION IN SUCH GANGS OR ORGANIZATIONS IS PROHIBITED.
ACTIVE PARTICIPATION INCLUDES THE PROHIBITIONS IN PARAGRAPH 5 OR OTHERWISE ENGAGING IN ACTIVITIES IN FURTHERANCE OF THE OBJECTIVE OF SUCH GANGS OR ORGANIZATIONS THAT ARE DETRIMENTAL TO GOOD ORDER, DISCIPLINE, OR MISSION ACCOMPLISHMENT OR ARE INCOMPATIBLE WITH MILITARY SERVICE.
4. EXTREMIST ORGANIZATIONS AND CRIMINAL GANGS. EXTREMIST ORGANIZATIONS AND ACTIVITIES ARE ONES THAT ADVOCATE RACIAL, GENDER, OR ETHNIC HATRED OR INTOLERANCE ADVOCATE, CREATE, OR ENGAGE IN ILLEGAL DISCRIMINATION BASED ON RACE, CREED, COLOR, SEX, RELIGION, ETHNICITY, OR NATIONAL ORIGIN OR ADVOCATE THE USE OF OR USE FORCE OR VIOLENCE OR UNLAWFUL MEANS TO DEPRIVE INDIVIDUALS OF THEIR RIGHTS UNDER THE UNITED STATES CONSTITUTION OR THE LAWS OF THE UNITED STATES, OR ANY STATE, BY UNLAWFUL MEANS. A CRIMINAL GANG MEANS AN ONGOING GROUP, CLUB, ORGANIZATION, OR ASSOCIATION OF MULTIPLE PERSONS THAT HAS AMONG ITS PRIMARY PURPOSES THE COMMISSION OF ONE OR MORE CRIMINAL OFFENSES UNDER FEDERAL OR STATE LAW, OR THE LAWS OF THE JURISDICTION IN WHICH IT OPERATES, OR WHOSE MEMBERS ENGAGE OR HAVE ENGAGED WITHIN THE PAST FIVE YEARS IN A CONTINUING SERIES OF OFFENSES. AN EXTREMIST ORGANIZATION MAY, BUT NEED NOT BE A CRIMINAL GANG, AND A CRIMINAL GANG MAY, BUT NEED NOT BE AN EXTREMIST ORGANIZATION.
5. PROHIBITIONS. MILITARY PERSONNEL ARE PROHIBITED FROM TAKING ANY OF THE FOLLOWING ACTIONS IN SUPPORT OF CRIMINAL GANGS AND EXTREMIST ORGANIZATIONS OR ACTIVITIES. PENALTIES FOR VIOLATIONS OF THESE PROHIBITIONS INCLUDE THE FULL RANGE OF STATUTORY AND REGULATORY SANCTIONS, BOTH CRIMINAL (UCMJ), AND ADMINISTRATIVE. THESE PROHIBITIONS ARE PUNITIVE IN NATURE AND CONSTITUTE A LAWFUL GENERAL ORDER. FAILURE TO COMPLY WITH THESE PROHIBITIONS CAN RESULT IN DISCIPLINARY ACTION, INCLUDING NONJUDICIAL PUNISHMENT OR COURT-MARTIAL FOR VIOLATION OF ARTICLE 92 OF THE UCMJ:
   A. PARTICIPATING IN PUBLIC DEMONSTRATIONS OR RALLIES, OR ATTENDING A MEETING OR ACTIVITY WITH THE KNOWLEDGE THAT THE DEMONSTRATION, RALLY, MEETING OR ACTIVITY INVOLVES AN EXTREMIST ORGANIZATION OR 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, WHEN IT IS LIKELY TO RESULT IN VIOLENCE, OR WHEN IN VIOLATION OF OFF LIMITS SANCTIONS OR A COMMANDING OFFICERS ORDER.
   B. FUND RAISING ACTIVITIES.
   C. RECRUITING OR TRAINING MEMBERS (INCLUDING ENCOURAGING OTHER COAST GUARD PERSONNEL TO JOIN).
   D. CREATING, ORGANIZING, OR TAKING A VISIBLE LEADERSHIP ROLE IN SUCH AN ORGANIZATION OR ACTIVITY.
   E. DISTRIBUTING LITERATURE ON OR OFF A MILITARY INSTALLATION, INCLUDING THE INTERNET,
     (1) THE PRIMARY PURPOSE AND CONTENT OF WHICH CONCERNS ADVOCACY OR SUPPORT OF EXTREMIST CAUSES, ORGANIZATIONS, OR ACTIVITIES AND
     (2) THE LITERATURE PRESENTS A CLEAR DANGER TO THE LOYALTY, DISCIPLINE, OR MORALE OF COAST GUARD OR OTHER ARMED FORCES PERSONNEL, OR THE DISTRIBUTION WOULD MATERIALLY INTERFERE WITH THE ACCOMPLISHMENT OF A COAST GUARD OR OTHER MILITARY MISSION.
   F. (1) COMMITTING ANY INTENTIONAL ACT, INCLUDING CONDUCT OR SPEECH, WHEN ON DUTY, WHEN IN UNIFORM, AT ANY TIME WHEN ABOARD A MILITARY VESSEL OR INSTALLATION, WHEN UTILIZING A GOVERNMENT COMMUNICATIONS SYSTEM, OR WHEN COMMUNICATING WITH ANOTHER MEMBER OF THE ARMED FORCES, WHICH:
       (A) IS MOTIVATED, IN WHOLE OR IN PART, BY THE OFFENDERS BIAS AGAINST THE RACE, COLOR, SEX, RELIGION, NATIONAL ORIGIN, DISABILITY, OR SEXUAL ORIENTATION OF A PERSON OR PERSONS AND
       (B) PLACES CAUSES A PERSON HAVING SUCH STATUS TO HAVE A  IN REASONABLE APPREHENSION OF BODILY HARM, OR REASONABLY INTERFERES WITH EFFICIENT PERFORMANCE OF MILITARY DUTIES, OR THE MAINTENANCE OF GOOD ORDER AND DISCIPLINE WITHIN THE COAST GUARD AND
       (C) INTENTIONALLY SELECTS A PERSON OR PERSONS MOTIVATED BY THE OFFENDERS BIAS IN PARAGRAPH 1.D.3.C.6.A.[1], OR, UNDER THE CIRCUMSTANCES, IS REASONABLY PERCEIVED BY THE PERSON OR PERSONS HAVING SUCH STATUS, TO BE INTENTIONALLY SELECTING THEM BASED ON THAT BIAS.
     (2) FOR THE PURPOSES OF PARAGRAPH 1.D.3.C.6.A, CONDUCT OR SPEECH MAY INCLUDE BUT ARE NOT LIMITED TO THE DISPLAY, PRESENTATION, CREATION OR DEPICTION OF:
       (A) A NOOSE, A SWASTIKA, OR ANY OTHER SYMBOL WIDELY IDENTIFIED WITH OPPRESSION OR HATRED, IRRESPECTIVE OF SIZE, TYPE OR HOW IT IS DISPLAYED OR PRESENTED
       (B) OTHER SYMBOLS THAT WOULD REASONABLY BE CONSTRUED TO ENCOURAGE OPPRESSION OR HATRED OR
       (C) PHOTOGRAPHS, IMAGES, OR OTHER PRINTED OR ELECTRONIC MATERIAL THAT WOULD REASONABLY BE CONSTRUED TO BE EVIDENCE OF OPPRESSION OR HATRED.
   G. WEARING GANG COLORS OR CLOTHING OR ACQUIRING, WHILE IN THE SERVICE COAST GUARD, TATTOOS OR BODY MARKINGS WITH THE KNOWLEDGE THAT SUCH COLORS, CLOTHING, TATTOOS OR BODY MARKINGS ARE ASSOCIATED WITH CRIMINAL GANGS OR ORGANIZATIONS.
6. COMMAND AUTHORITY REGARDING EXTREMIST AND CRIMINAL GANG ACTIVITY.
COMMANDING OFFICERS HAVE THE AUTHORITY TO PROHIBIT MILITARY PERSONNEL FROM ENGAGING IN OR PARTICIPATING IN ANY OTHER ACTIVITIES THAT THE COMMANDING OFFICER DETERMINES WILL ADVERSELY AFFECT GOOD ORDER AND DISCIPLINE OR MORALE WITHIN THE COMMAND. THIS INCLUDES, BUT IS NOT LIMITED TO, THE AUTHORITY TO ORDER THE REMOVAL OF SYMBOLS, FLAGS, POSTERS, OR OTHER DISPLAYS FROM UNACCOMPANIED PERSONNEL HOUSING, TO PLACE AREAS OR ACTIVITIES OFF-LIMITS (SEE REFERENCE (C)), OR TO ORDER COAST GUARD MILITARY PERSONNEL NOT TO PARTICIPATE IN THOSE ACTIVITIES THAT ARE CONTRARY TO GOOD ORDER AND DISCIPLINE OR MORALE OF THE UNIT OR POSE A THREAT TO HEALTH, SAFETY, AND SECURITY OF COAST GUARD OR OTHER ARMED FORCES PERSONNEL OR A COAST GUARD OR OTHER MILITARY INSTALLATION. COMMANDING OFFICERS SHOULD CONSULT THEIR SERVICING STAFF JUDGE ADVOCATE BEFORE IMPOSING SUCH SANCTIONS UNLESS CONSULTATION WOULD CAUSE AN UNREASONABLE DELAY IN THE CIRCUMSTANCES.
7. COMMAND OPTIONS FOR DEALING WITH EXTREMIST OR CRIMINAL GANG ACTIVITY.  IN ADDITION TO UCMJ ACTION UNDER ARTICLE 92 (VIOLATION FOR FAILURE TO OBEY A LAWFUL GENERAL ORDER OR REGULATION FOR A VIOLATION OF THE PROHIBITIONS), A COMMANDING OFFICERS OPTIONS FOR DEALING WITH EXTREMIST OR CRIMINAL GANG ACTIVITY INCLUDE:
   A. UCMJ ACTION POSSIBLE VIOLATIONS DEPENDING ON THE CIRCUMSTANCES INCLUDE THE FOLLOWING:
     (1) ARTICLE 116 RIOT OR BREACH OF PEACE.
     (2) ARTICLE 117 PROVOKING SPEECHES OR GESTURES.
     (3) ARTICLE 134 GENERAL ARTICLE, SPECIFICALLY, CONDUCT WHICH IS PREJUDICIAL TO GOOD ORDER AND DISCIPLINE OR SERVICE DISCREDITING.
COMMANDING OFFICERS MUST CONSULT WITH THEIR SERVICING STAFF JUDGE ADVOCATE IF CONSIDERING USING ARTICLE 134 IN THE CONTEXT OF EXTREMIST OR CRIMINAL ACTIVITY.
   B. INVOLUNTARY SEPARATION FOR UNSATISFACTORY PERFORMANCE OR MISCONDUCT.
   C. BAR TO REENLISTMENT.
   D. OTHER APPROPRIATE ADMINISTRATIVE OR DISCIPLINARY ACTION, SUCH AS THOSE DESCRIBED IN PARAGRAPH 8.B.
8. COMMAND RESPONSIBILITY REGARDING EXTREMIST ORGANIZATIONS AND CRIMINAL GANGS.  ANY MILITARY PERSONNELS INVOLVEMENT WITH OR IN A CRIMINAL GANG OR EXTREMIST ORGANIZATION OR ACTIVITY (SUCH AS MEMBERSHIP, RECEIPT OF LITERATURE, OR PRESENCE AT AN EVENT) COULD THREATEN THE GOOD ORDER AND DISCIPLINE OF A UNIT. IN ANY CASE OF APPARENT MILITARY PERSONNEL INVOLVEMENT WITH OR IN CRIMINAL GANGS OR EXTREMIST ORGANIZATIONS OR ACTIVITIES, WHETHER OR NOT VIOLATIVE OF THE PROHIBITIONS IN PARAGRAPH 5 ABOVE, COMMANDING OFFICERS MUST TAKE POSITIVE ACTIONS TO EDUCATE MILITARY PERSONNEL, PUTTING THEM ON NOTICE OF THE POTENTIAL ADVERSE EFFECTS THAT PARTICIPATION IN VIOLATION OF COAST GUARD POLICY MAY HAVE UPON GOOD ORDER AND DISCIPLINE IN THE UNIT AND UPON THEIR MILITARY SERVICE. THESE POSITIVE ACTIONS INCLUDE:
   A. EDUCATING COAST GUARD PERSONNEL REGARDING THE COAST GUARDS EQUAL OPPORTUNITY POLICY. COMMANDING OFFICERS WILL ADVISE MEMBERS OF THEIR COMMAND THAT CRIMINAL GANGS AND EXTREMIST ORGANIZATIONS GOALS ARE INCONSISTENT WITH COAST GUARD CORE VALUES AND WITH THE SERVICES GOALS, BELIEFS, AND VALUES CONCERNING EQUAL OPPORTUNITY.
   B. ADVISING MILITARY PERSONNEL THAT PARTICIPATION PROHIBITED IN THIS ORDER IN CRIMINAL GANGS OR EXTREMIST ORGANIZATIONS OR ACTIVITIES
MAY:
     (1) BE TAKEN INTO CONSIDERATION WHEN EVALUATING THEIR OVERALL DUTY PERFORMANCE, TO INCLUDE APPROPRIATE REMARKS ON EVALUATION REPORTS.
     (2) BE TAKEN INTO CONSIDERATION WHEN SELECTIONS FOR POSITIONS OF LEADERSHIP AND RESPONSIBILITY ARE MADE.
     (3) RESULT IN REMOVAL OF SECURITY CLEARANCES, WHERE APPROPRIATE.
     (4) WILL RESULT IN A BAR TO REENLISTMENT, WHERE APPROPRIATE.
9.  THE CONTENTS OF THIS ALCOAST, INCLUDING THE PUNITIVE ASPECTS OF IT, SHALL BE INCORPORATED IN A FUTURE CHANGE TO REFERENCE (D) AND OTHER DIRECTIVES AS APPROPRIATE.
10. ADM BOB PAPP, COMMANDANT, SENDS.
11. INTERNET RELEASE AUTHORIZED.

[bookmark: _Toc331571891]C.2 ALCOAST 605/10 – General Order Prohibiting Wrongful Use and Possession of Certain Non-Controlled Substances
ALCOAST 605/10
COMDTNOTE 5810
SUBJ: GENERAL ORDER PROHIBITING WRONGFUL USE AND POSSESSION OF
CERTAIN NON-CONTROLLED SUBSTANCES
A. MANUAL FOR COURTS-MARTIAL, UNITED STATES (2008 ED.)
B. COAST GUARD DRUG AND ALCOHOL ABUSE PROGRAM, COMDTINST M1000.10
1. THIS ALCOAST PROHIBITS THE WRONGFUL USE AND POSSESSION OF CERTAIN
SUBSTANCES THAT ARE NOT REGULATED AS CONTROLLED SUBSTANCES WHICH POSE
SIGNIFICANT RISK TO THE SAFETY, READINESS, DISCIPLINE, MORALE, AND
HEALTH OF COAST GUARD MEMBERS.  THERE HAS BEEN A RECENT INCREASE IN
THE AVAILABILITY AND USE OF SEVERAL DRUG-LIKE SUBSTANCES THAT CAN
PRODUCE PSYCHOACTIVE EFFECTS IN HUMANS, SIMILAR TO THOSE PRODUCED BY
CONTROLLED SUBSTANCES (AS DEFINED IN THE CONTROLLED SUBSTANCES ACT
(21 U.S.C. SEC. 812)). THE DRUG ENFORCEMENT AGENCY OFFICE OF
DIVERSION CONTROL LISTS SEVERAL OF THESE NATURAL AND SYNTHETIC
SUBSTANCES AS DRUGS AND CHEMICALS OF CONCERN.
HTTP://WWW.DEADIVERSION.USDOJ.GOV/DRUGS(INSERT
UNDERSCORE) CONCERN/INDEX.HTML (TYPE IN LOWERCASE)
2.  PER REFERENCES (A) AND (B), SUBSTANCE ABUSE INCLUDES THE WRONGFUL
USE, POSSESSION, MANUFACTURE, OR DISTRIBUTION OF A CONTROLLED
SUBSTANCE.  FOR THE PURPOSES OF THIS ORDER SUBSTANCE ABUSE ALSO
INCLUDES THE WRONGFUL USE OF CONTROLLED SUBSTANCE ANALOGUES, PRODUCTS
THAT CONTAIN SYNTHETIC CANNABINOID COMPOUNDS, AND OTHER
NON-CONTROLLED SUBTANCES.
     A.  CONTROLLED SUBSTANCE ANALOGUES ARE DEFINED IN 21 U.S.C.
SECTIONS 802(32)(A)-(C) AND 813.  FOR EXAMPLE,
METHYLENEDIOXYPYROVALERONE (MDPV) (ALSO KNOWN AS MTV, MDPK, MAGIC,
SUPER COKE AND PEEVEE), WHICH IS SOLD AS -BATH SALT-, IS A CHEMICAL
ANALOGUE OF THE SCHEDULE I CONTROLLED HALLUCINOGENIC SUBSTANCES MDMA
AND MDEA, AND THE SCHEDULE I STIMULANTS CATHINONE AND METHCATHINONE.
GAMMA-BUTYROLACTONE (GBL) (ALSO KNOWN AS BLUE NITRO, RENEWTRIENT,
SERENITY 2, INSOM-X, FIREWATER AND THUNDER NECTAR) IS A CHEMICAL
ANALOGUE -RAVE DRUG- OFTEN ABUSED IN PLACE OF THE SCHEDULE I
CONTROLLED SUBSTANCE GAMMA HYDROXYBUTYRIC ACID (GHB).
     B.  PRODUCTS THAT CONTAIN SYNTHETIC CANNABINOID COMPOUNDS
INCLUDE BUT ARE NOT LIMITED TO SPICE, SPICE GOLD, SPICE SILVER, SPICE
DIAMOND, GENIE, YUCATAN FIRE, SKUNK, SENCE, ARMAGEDDON, BLAZE, DREAM,
EX-SES, SPARK, DARK KNIGHT, K2, K3, BLACK MAGIC, BLACK MAMBA, FAKE
WEED, GONJAH, HALO, MOJO, MR. SMILEY, P.E.P. POURI, PINK LOTUS, PROZE
SMOKE, SATIVAH, SMOKE, SPIRIT, SUPERNOVA, WARLOCK, AND ZOHAI.  THIS
LIST IS INTENDED FOR INFORMATION ONLY. NEW BRAND NAMES APPEAR
REGULARLY AND FOR THE PURPOSES OF THE ORDER CONTAINED IN THIS
MESSAGE, THE PRESENCE OF SYNTHETIC CANNABINOIDS, NOT WHETHER THE
BRAND NAME APPEARS IN THE LIST IN THIS MESSAGE, DETERMINES WHETHER
THE SUBSTANCE IS COVERED BY THE SCOPE OF THE PROHIBITION.
     C.  NON-CONTROLLED SUBSTANCES ARE NATURAL SUBSTANCES (E.G.,
FUNGI, EXCRETIONS), CHEMICALS (E.G., CHEMICALS USED AS INHALANTS),
PROPELLANTS, AND/OR PRESCRIBED OR OVER-THE-COUNTER DRUGS OR
PHARMACEUTICAL COMPOUNDS THAT CAN PRODUCE PSYCHOACTIVE EFFECTS IN
HUMANS, SIMILAR TO THOSE PRODUCED BY CONTROLLED SUBSTANCES. EXAMPLES
INCLUDE BUT ARE NOT LIMITED TO THE FOLLOWING:
       (1) COMMON ITEMS ABUSED BY INHALING OR HUFFING, SUCH AS DUST
OFF, GLUE, PAINT THINNER, SOLVENTS, HOUSEHOLD CHEMICALS, PROPELLANTS,
AND GASOLINE.
       (2) OVER-THE-COUNTER PRODUCTS (E.G., ROBITUSSIN AND CORICIDIN
HBP) AND PRESCRIPTION MEDICATIONS (E.G., OXYCODONE, VICODIN, ADDERAL,
AND VALIUM), WHEN USED IN A MANNER CONTRARY TO THEIR INTENDED MEDICAL
PURPOSE OR IN EXCESS OF THE PRESCRIBED DOSAGE.
       (3)  DIETARY SUPPLEMENTS THAT ARE BANNED BY THE UNITED STATES
FOOD AND DRUG ADMINISTRATION.
3.  DUE TO THE SIGNIFICANT RISKS TO SAFETY IN COAST GUARD WORKSPACES
AND NEGATIVE IMPACTS ON MISSION PERFORMANCE, THE EFFORTS TO MAINTAIN
GOOD ORDER AND DISCIPLINE IN THE SERVICE, AND IN THE INTERESTS OF
PROTECTING THE HEALTH AND WELL BEING OF MEMBERS FROM THE HARMFUL
EFFECTS RESULTING FROM IMPROPER USE OF NON-CONTROLLED SUBSTANCES,
MILITARY MEMBERS ARE PROHIBITED FROM KNOWINGLY INJECTING, INGESTING,
INHALING OR OTHERWISE INTRODUCING INTO THE HUMAN BODY, ANY CONTROLLED
SUBSTANCE ANALOGUE, PRODUCT THAT CONTAINS SYNTHETIC CANNABINOID
COMPOUNDS AND ANY OTHER NON-CONTROLLED SUBSTANCE (INCLUDING THOSE
DISCUSSED IN PARA 2 ABOVE) WITH THE INTENT TO INDUCE INTOXICATION,
EXCITEMENT OR STUPEFACTION OF THE CENTRAL NERVOUS SYSTEM.
4.  IN ADDITION, MILITARY MEMBERS ARE PROHIBITED FROM POSSESSING, AS
DEFINED IN PARAGRAPH IV.37.C (2) OF REFERENCE (A), ON COAST GUARD
CONTROLLED FACILITIES, VEHICLES, OR VESSELS, CONTROLLED SUBSTANCE
ANALOGUES, SALVIA DIVINORUM, OR PRODUCTS THAT CONTAIN SYNTHETIC
CANNABINOID COMPOUNDS (INCLUDING THE PRODUCTS IN PARA 2.B ABOVE).
5.  THIS PROHIBITION CONSTITUTES A LAWFUL GENERAL ORDER. FAILURE TO
COMPLY WITH THIS PROHIBITION IS PUNISHABLE UNDER ARTICLE 92 OF THE
UNIFORM CODE OF MILITARY JUSTICE.
6.  THE KNOWING USE OF ANY CONTROLLED SUBSTANCE ANALOGUE, PRODUCT
THAT CONTAINS SYNTHETIC CANNABINOID COMPOUNDS, AND ANY OTHER
NON-CONTROLLED SUBSTANCE WITH THE INTENT TO INDUCE INTOXICATION,
EXCITEMENT, OR STUPEFACTION OF THE CENTRAL NERVOUS SYSTEM,
CONSTITUTES A DRUG INCIDENT UNDER ARTICLE 1.A.2.K.1.D, REFERENCE
(B).
7.  SOME PRODUCTS CLAIMING TO BE NON-CONTROLLED SUBSTANCES MAY
ACTUALLY CONTAIN A SCHEDULE I CONTROLLED SUBSTANCE.  FOR EXAMPLE, DEA
NOW LISTS SIX SYNTHETIC CANNABINOIDS (HU-210, JWH-018, JWH-073,
JWH-200, CP-47,497, AND CP-47,497 C8 HOMOLOGUE) AS SCHEDULE I
CONTROLLED SUBSTANCES.  THUS, USE, POSSESSION, OR DISTRIBUTION OF
MATERIALS CONTAINING ANY OF THESE CONTROLLED SUBSTANCES MAY ALSO BE
PUNISHABLE UNDER ARTICLE 112A, UCMJ.
8.  THIS ORDER WILL BE INCORPORATED IN A FUTURE REVISION TO REFERENCE
(B).
9. ADM BOB PAPP, COMMANDANT, SENDS.
10. INTERNET RELEASE AUTHORIZED.



[bookmark: _Toc331571892]C.3 EPM Discharge Checklist
[bookmark: _Toc331571893]C.4 CG Form 6050 – Command Medical Referral Form
[bookmark: _Toc331571894]C.5 Separation for Members Over 8 Years Template
a. Acknowledgement

[bookmark: _Toc331571895]C.6 Inaptitude Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571896]C.7 Personality Disorder Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571897]C.8 Adjustment Disorder Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571898]C.9 Unsanitary Habits Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571899]C.10 Alcohol (Abuse) Incident (2nd) Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571900]C.11 Alcohol Abuse/Rehabilitation Failure Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571901]C.12 Financial Irresponsibility Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571902]C.13 Drug Involvement (CGIS Investigation) or Possession of Drug Paraphernalia) Discharge Template 
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571903]C.14 Drug Involvement (Urinalysis Failure) Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571904]C.15 (COG) Inability to Perform Prescribed Duties, Repeated Absenteeism, or Not Available for Worldwide Assignment Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1

[bookmark: _Toc331571905]C.16 (COG) Weight Discharge Template
a. Notification
b. Acknowledgement of Rights
c. Acknowledgement of Rights (General Discharge)
d. Recommendation to EPM-1

* Note: More than 8 years acknowledgement excluded as 1.B.12.a.10 does not afford ASB entitlement

[bookmark: _Toc331571906]C.17 Request for OTH/Good of the Service Discharge Template
a. Notification
b. Acknowledgement of Rights
c. More than 8 years Acknowledgement
d. Acknowledgement of Rights (General Discharge)
e. Recommendation to EPM-1


Request arrives EPM-1


Routed to EPM-2 Assignement officer (AO)


Routed to EPM-2 CAC 


Request returned to Career Retentions Team Leader


Routed to EPM-1 ABC


Routed to EPM-2 Division Chief


Routed to EPM-1 for final approval 

























Request arrives EPM-1


Routed to EPM-2 Assignement officer (AO)


Routed to EPM-2 CAC 


Request returned to Retirement Team Leader


Routed to EPM-1 ABC


Routed to EPM-2 Division Chief


Routed to EPM-1 for final approval 
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PSCINST 1500.2
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CG PERSONNEL SERVICE CENTER INSTRUCTION 1500.2

Subj:

Ref:

ENLISTED PERSONNEL MANAGEMENT (EPM) ADVANCED EDUCATION
PANEL GUIDE

(a) Performance, Training, and Education Manual, COMDTINST M1500.10, ch. 10

(b) Military Assignments and Authorized Absences Manual, COMDTINST M1000.8,

ch. LE

(c) Coast Guard Weight and Body Fat Standards Program Manual, COMDTINST
M1020.8 (series)

PURPOSE. This instruction formalizes the advanced education panel process as
administered by the CG Personnel Service Center (PSC) and executed by (EPM). The
purposes for establishing this program are: (1) capture the policies pertaining to initiating
and conducting enlisted panels; (2) raise the level of awareness of all stakeholders involved
in the panel process; and (3) provide guidance concerning the manner in which enlisted
panels are performed.

ACTION. PSC-epm panel members, for advanced education panels, and all others involved
in the enlisted panel process shall review and ensure compliance with the provisions of this
directive. Internet release is authorized.

DIRECTIVES AFFECTED. None.

DISCUSSION. Advanced education opportunities serve to raise the levels of individual
military professionalism and technical competence within the Coast Guard enlisted ranks,
thereby creating more effective and responsible performers. Advanced education
opportunities also provide incentives for personnel with high ability, dedication, and the
capacity for professional growth to remain in the Coast Guard. A complete list of advanced
education programs of instruction can be found in reference (a).
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Training and education are provided to develop those advanced skills not normally
possessed by individuals at the point of accession and to qualify individuals for specific
military billets. These programs are 20 or more weeks in length. Individuals enrolled in full-
time programs, because of the duration of instruction, are identified as occupying billets
within the training allowance of the General Detail. The program provides specific lengths
of time for advanced education in each discipline. Generally speaking, an individual should
be able to complete the requirements of the program within the allotted time. The program’s
long-term goal is to establish a high level of technical and managerial competence among
service personnel. The advanced education available to enlisted personnel includes
undergraduate, graduate, and senior service programs. Undergraduate and graduate
opportunities are designed to qualify enlisted personnel for specific military billets. The
senior service programs are capstone courses of study for senior level members.

5. POLICY. In accordance with reference (a), it is Coast Guard policy to:

a. Fund advanced education for active duty personnel required to fill service requirements
for validated positions.

b. Use active duty personnel who either possess an advanced degree acquired by any
official means, or have received fully funded education, in validated billets requiring the
discipline of that advanced education.

c. Specifically identify all duty/assignment billets requiring incumbents to possess an
advanced degree or a specialized skill set, as described in reference (b).

6. RESPONSIBILITIES.
a. PSC-EPM shall:

(1) During the month of November of the preceding advanced education panel year;
coordinate with all program managers (and special assignments Assignment Officer
(AO)) via e-mail to confirm proposed panel dates, request alternate panel dates if a
conflict exists, and discuss deadline dates for their respective advanced education
program.

(2) During the month of February of the advanced education panel year, release
solicitation message via Coast Guard Message System (CGMS).

(3) Six weeks prior to convening of the advanced education program panel, contact
program manager via e-mail for the names of the panel president and members.

(4) Two weeks prior to the convening of the advanced education program panel, send a
copy of candidate roster to program managers.

(5) One week prior to the convening of the advanced education program panel, send a
signed copy of the precept, via e-mail, to panel president and members.
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(6) No later than two days prior to convening of the advanced education program panel,
send a reminder e-mail, including the panel date, time, uniform and location, to the
panel president and members.

(7) Not more than one week after the advanced education program panel, release panel
results via CGMS.

. Program managers:

(1) Will, during the months of November and December, after receipt of PSC’s e-mail,
coordinate with PSC-EPM-1 on the suggested panel and submission deadline dates
of their perspective advanced education program panel.

(2) Will, acknowledge receipt of candidate roster from PSC-EPM-1.

(3) May, not less than one month prior to submission deadline date, if necessary, request
an extension to the deadline date via memo to PSC-EPM-1 at the following e-mail

address ARL-PF-CGPSC-EPM-1-PANELS@USCG.MIL.

(4) May, not less than one month prior to the convening of the advanced education
program panel, if necessary, request a change to the convening date of the advanced
education program panel via memo to CG PSC-EPM-1 at the following e-mail
address ARL-PF-CGPSC-EPM-1-PANELS@USCG.MIL.

(5) May, at any time prior to or after the convening of the advanced education program
panel, if necessary, request a change to panel president, members, or panel date via
memo to CG PSC-EPM-1 at the following e-mail address ARL-PF-CGPSC-EPM-1-
PANELS@USCG.MIL.

. Candidates:

(1) Shall review references (a) through (c), and the respective program solicitation
messages, and adhere to requirements and criteria.

(2) Shall comply with weight standards as stated in reference (c).

(3) Shall submit a request for participation and complete packages to PSC-EPM prior to
the deadline date stated in the solicitation message.

(a) The preferred method of submission for all applications for enlisted
advancement education training programs is via e-mail (i.e., application
package scanned and attached to e-mail) to ARL-PF-CGPSC-EPM-1-
PANELS@USCG.MIL, unless specifically addressed in the program’s
solicitation message. If you are unable to submit your application
electronically submit it via regular U.S. mail to the following address:
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COMMANDER

PERSONNEL SERVICE CENTER (PSC-EPM-1)
STOP 7200

4200 WILSON BLVD, SUITE 1100
ARLINGTON, VA 20598-7200

(b) Note that all incoming mail must be processed through an offsite, mail

security processing center which adds an additional two weeks for mail
delivery, so submission by e-mail is strongly recommended to ensure the
application arrives at PSC-EPM-1 before the required deadline. Regardless of
the submission method, members will receive an e-mail acknowledgement
confirming positive receipt of the application package. If you do not receive a
confirmation e-mail within one week of submitting your package, please
contact PSC-EPM-1 at 202-493-1724. Members, not commands, are
responsible for ensuring their application package arrives at PSC-EPM-1
before the required deadline.

(4) If necessary, shall contact PSC-EPM-1 to request an extension to the submission
deadline date.

(5) Shall contact the Program Manager for answers to any questions concerning the
course of study for prospective advanced education programs.

(6) Shall contact PSC-EPM-1 for questions concerning package content.

7. PROCEDURES.

a. Submitting applications:

(1) All applications shall be submitted in accordance with the guidance released in the
annual ALCGENL advanced education message and the program’s solicitation
message.

(2) A selection panel will be convened by PSC-EPM to select the best qualified
candidates for each program.

(3) Each program for which an advanced education opportunity exists will have a
submission deadline date.

(4) Results from each selection panel will be published by message no later than one
week following the completion of the panel.

(5) Commands must provide a substantive endorsement to all candidate packages,
including a testament to the member’s program eligibility.
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(6) Submission of packages is allowed through regular U.S. mail or, preferably, in a
readable format via e-mail. Please use the following e-mail address ARL-PF-
CGPSC-EPM-1 PANELS@USCG.MIL for submissions.

b. Receiving applications.
Upon receipt of candidate packages PSC-EPM shall:

(1) Log each package for tracking purposes.

(2) Check each package for completeness, accuracy, qualification, and criteria
adherence.

(3) Provide an e-mail notification to applicants of package receipt. Notification will also
be provided for packages received that are incomplete or lacking the required
qualification and/or criteria.

(a) Packages that remain incomplete at the start of the panel will be included in
the panel process; however, each package shall be separated and categorized
as incomplete and presented to the panel along with the other packages for
review. Incomplete packages will be noted as disqualified (DQ).

(b) All packages shall be properly secured/stored at all times and maintained
with the utmost integrity until presented before the panel. Never shall any
information be added, substituted, or removed from the package, by anyone,
once in the custody of PSC-EPM-1.

(4) Packages received after the deadline date will not be accepted unless an extension or
waiver has been published or approved by PSC-EPM-1.

(5) Waivers/extensions of deadlines will be considered on a case-by-case basis provided
operational commitments precluded the candidate from submitting a package before
the published deadline.

8. LOGISTICS.
a. Enlisted panels ground rules:

(1) To preserve the sanctity of the panel process and ensure fair and equitable treatment
to all those applying for advanced education opportunities, all panel members must
adhere to strict ground rules during the selection process:

(a) During the panel process, all other duties of an assigned panel member are
secondary to the panel process. The utmost care will be given to ensure the
process is not compromised or rushed to accommodate outside concerns.

(b) All electronic devices (i.e., cell/smart phones & laptop computers) shall be
collected by the recorder at the start of the panel and kept for the duration of

5
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the day’s proceedings. Access to electronic devices is allowed during breaks
or outside the boardroom as needed.

(c) Core working hours of the panel are from 0900 to 1700. Requests for
working hours outside of this timeframe must be approved by PSC-EPM-1.

(d) The panel is free to establish its lunch and comfort breaks. Lunch breaks
must be accomplished together as a group (though not required to eat
together or at the same location). Panel members should limit independently
leaving the boardroom for lunch while others continue to work.

(e) The panel president is the principle agent and is responsible for the conduct
of the panel members. The President shall be present at all times. Any
extended absences away from the boardroom shall be conveyed to PSC-
EPM-1.

(f) Panel members shall not converse about the candidates or their records
outside of the boardroom.

(g) Panel members shall maintain an appropriate level of objectivity during the
scoring phase of the process. Care must be taken to ensure diligence is
provided at each stage of the process and that time and expense are not
wasteful.

(h) Panel members shall not reveal personal experience or knowledge of the
candidates, not in the official record, to other panel members.

(i) Panel members shall rely solely on the candidate record to formulate their
recommendations, based on the selection criteria.

(j) Panel members shall not manipulate the panel results by changing a potential
score to place a selectee above or below the agreed upon selection score.

(k) Panel members shall not pick additional members after the findings have
been approved, without reconvening the panel.

(1) Panel members shall use the designated voting system used by PSC-EPM to
score, tally, and/or rank the candidates.

(m) The panel recorder is responsible for the administration, operation, and use of
the voting system. Panel members shall follow the instructions given by the
recorder for the purposes of scoring the candidates. Any issues or
discrepancies with the voting system shall be reported to PSC-EPM-1.

(2) PSC-EPM may nullify a panel if, at any time, the panel members conduct themselves
contrary to the established rules and guidelines.

(a) In the above instance, the panel will be disbanded and the panel members
will be relieved of their duties.

(b) The program manager or president may petition PSC-EPM to re-instate the
panel.

(c) Panel re-instatement rests solely with PSC-EPM. PSC-EPM will only

consider reinstatement when presented with justification and/or an
explanation of the circumstances first warranting dismissal, along with a clear

6
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plan of how to move forward and complete the process following the
prescribed ground rules.

(3) Direct all panel concerns, software issues, and troubleshooting questions to the
Advancements and Separations Branch Chief, 202-493-1240.

9. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS. Environmental
considerations were examined in the development of this instruction and have been
determined to be not applicable.

10. FORMS/REPORTS. None. /W M

D.R. MAY

Encl: (1) Enlisted Advanced Education Panels
(2) Sample memos
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Enlisted Advanced Education Panels

Location: CG PSC, Arlington, Virginia

Masters of Science in Strategic Intelligence (MSSH)

Bachelor of Science in Intelligence (BSI)
Program: CGHQ-3602

Contracting Career Opportunity Program
Program: CG-9132

Master of Performance Technology (PT)
Program: FC-511

Advanced Computer, Engineering & Technology (ACET)

Aviation Maintenance Technology (AMT)
Damage Control Industrial Technology (DCIT)
Program: DCMS-81 (ACET)

Program: CG-412 (AMT)

Medical Administration (MA)
Program: DCMS-81

Food Service/Culinary Arts (FSCA
Program: DCMS-81

Environmental Management
Program: CG-533

U.S. Army Sergeants Major Academy (USASMA)
Program: CG-133

Advance Avionics Integrated Weapons
System Maintenance Course
Program: DCMS-81

Public Affairs (PA)
Program: CG-09225
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U.S. Department of Commandant GJOOHZ"“ ‘Stregtcs.z\gvsgs o
i i ashington, 2
Homeland Security United States Coast Guard Phone. (203)366-4000

United States
Coast Guard
1500

dd mmm yyyy

MEMORANDUM

From: X.X. MEMBER, rate
COMDT (CG-133)

To: CG PSC-epm-1
Subj: PANEL MEMBERS FOR ADVANCED EDUCATION OPPORTUNITIES
Ref: (a) Your memo/email 1500 of dd Mmm yy

1. In accordance with reference (a), the following members are provided for (name) panel scheduled
(date):

a. President -
b. Members -

For program managers use
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U.S. Department of Commandant
Homeland Security United States Coast Guard

United States
Coast Guard

MEMORANDUM

From: X.X. MEMBER, rate
COMDT (CG-133)

To: CG PSC-EPM-1
Subj: REQUEST FOR CHANGES TO (NAME) PANEL

2100 2" Street SW.
Washington, DC 20593-001
Phone: (202)366-4000

1500
dd mmm yyyy

1. Circumstances have necessitated the need to change the (name) panel by amending the (date and/or

panel member(s)). This request is due to (state reason).

2. POC for this matter is XXXX.

For program managers use
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