Group Moriches Reserve Manual
01/01/05

	Table of Contents



	
	Topic
	See Page

	
	Reserve Program, General
	2

	
	Active Duty for Training (ADT) Request Procedure
	4

	
	ADT-OTD/ADSW-RC/RMP Request Procedure
	9

	
	Inactive Duty for Training (IDT) Request Procedure
	11

	
	Transfer Request Procedure
	13

	
	IDT/ADT Berthing Procedure
	14

	
	Awards – Reserve Sailor of the Quarter/Year
	15

	
	Correspondence Courses
	18

	
	Enlisted Employee Reviews
	19

	
	Identification Cards – Armed Forces
	21

	
	Officer Evaluation Reports
	23

	
	Short Term Training Requests (STTR/”C” School)
	25

	
	Specialized Training
	26

	
	Training, Commandant Mandated
	28

	
	Travel Vouchers
	29

	
	Physical Exams
	31

	
	Dental Exams
	32

	
	Weight Program
	33

	
	Uniform Code of Military Justice
	36

	
	Absence – Unauthorized/Unexcused
	37

	
	Unsatisfactory Participation
	39

	
	Work-Life Information
	40

	
	Suicide Prevention (Work-Life)
	41

	
	Employee Assistance Program (Work-Life)
	43

	
	Family Resource Program (Work-Life)
	44

	
	Job Assistance Services (Work-Life)
	46

	
	Spouse, Child & Elder Abuse Services (Work-Life)
	47

	
	Critical Incident Stress Management (CISM) Services (Work-Life)
	49

	
	
	

	
	Finished. 


	
	Reserve Program, General




	Introduction
	Reserve members may perform various types of duty during the course of their military career as explained below.




	Types of Duty
	· Inactive Duty Training (IDT): Any authorized training performed by a reservist not on active duty; generally referred to as "drills". 

· Readiness Management Period (RMP)/Appropriate Duty: Special period of IDT, under orders, of not less than three hours duration, normally performed on one calendar day. However, one period of appropriate duty may be performed incrementally within one calendar week, in which case the total period of duty shall not exceed eight hours. 

· Active Duty (AD): Full-time duty in active military service of the United States. This includes Active Duty for Training (ADT), Temporary Active Duty (TEMAC), Special Active Duty Training (SADT), Extended Active Duty (EAD), and Emergency Active Duty (EMAD) 

· Annual Training (ADT-AT): The specified period of ADT, normally 2 weeks, required annually of all members of the Selected Reserve. It may be performed during one consecutive period or in increments of one or more days depending on mission requirements. 

· Active Duty for Training-Other Training Duty (ADT-OTD): A tour of active duty for training purposes in addition to ADT-AT. 

· Active Duty for Training (ADT): A tour of active duty for reserve training, under orders that provide for automatic reversion to inactive duty status when the specified active duty period is completed. 

· Active Duty for Special Work in Support of the Active Component (ADSW-AC): Full-time duty, on a volunteer basis, for other than training or Reserve Program projects (Formerly TEMAC) 

· Extended Active Duty (EAD): Extended active duty is normally for a period of 2-4 years, requested in full year increments. Reserve personnel on EAD generally fill authorized active duty billets. 

· Initial Active Duty Training (IADT): The initial ADT period for non-prior service enlistees. Members of the Coast Guard Reserve are assigned to perform for a period of not less than 12 weeks, which produces a trained member in a military specialty. Depending on the enlistment program, this may be split into two separate periods. 

· Active Duty for Special Work in Support of the Reserve Component (ADSW-RC): A form of ADT that may be used to accomplish needed mobilization-related training that cannot be accommodated within normal annual training programs. SADT may also be used to provide supplementary support for tasks that directly support the Reserve Training Program Formerly SADT). 

· Emergency Active Duty (EMAD): Full-time duty on an involuntary basis, in accordance with mobilization authorization granted by the President of the United States or the Secretary of Transportation. 




	Other Terms
	· On-the-Job Training (OJT): Any activity performed by a reservist in an IDT or AD status that effectively trains the member in rate, rating, training rating indicator, or experience indicator. 

· Anniversary Year (AY): The AY extends from the date a member enters (or reenters) the Coast Guard Reserve to the day preceding the anniversary of the date. 

· Retirement Point: Sometimes referred to as just "points"; the numeric unit credited for 1 IDT period or 1 day of AD. Points are also credited for SELRES membership and certain correspondence courses. Accumulated points are used in a formula to determine amount of retirement pay. 

· Satisfactory Federal Year: Any AY when a member has earned a minimum of 50 retirement points. 




Reserve Classifications


	Reserve Categories
	Members of the Reserve are assigned to one of three basic categories:

· Selected Reserve (SELRES): Individual reservists serving on paid IDT; said to be in a "drilling status" and are generally authorized 48 paid IDT drills and 12 days ADT per year. 

· Individual Ready Reserve (IRR): Unpaid reservists who have no obligation to perform IDT or ADT; however, they must remain on the reserve rolls to complete their military obligation. Reservists in the Ready Reserve are given a code "R" 

· Retired Reservist: Reservists who have completed 20 years of satisfactory participation. They may be in receipt of retired pay if age 60 and over, or awaiting retirement pay if under age 60. 


	
	Requesting Active Duty for Training (ADT) Orders

	
	

	
	

	Purpose
	How to request and process Active Duty for Training (ADT) orders. 

	
	

	
	

	
	

	References
	(a)  CG Personnel and Pay Procedures Manual (PPPM,), HRSICINST M.1000.2 (series), Ch-2-C-1

(b)  Reserve Policy Manual, COMDTINST 1001.28, Ch 3

	
	

	
	

	Request ADT
	This table describes the steps for requesting and processing routine ADT-AT orders.  All other forms of AD (e.g. ADSW-AC, ADSW-RC, ADT-OTD, or ADT-AT over 12 days, RMP) shall be routed through the chain of command to ISC(fot) for approval before this process will be used.

	
	Step
	Action

	
	1
	Member at least 45 days prior to ADT-AT completes Request for Reserve Orders, CG-3453. See enclosure (1).

Fillable Adobe Acrobat .pdf document available at: http://www.uscg.mil/hq/psc/forms/CG3453.pdf

	
	2
	Active Duty Supervisor upon receipt of request approves/endorses request and forwards to PERSRU.

	
	3
	PERSRU Yeoman sends original orders to member with copy to Active Duty Supervisor.

	
	4
	Member as directed reports to AD site.

	
	5
	Active Duty Supervisor endorses orders for payment of ADT-AT (or in the case of non-consecutive orders, signs non-consec form for payment) and forwards to PERSRU.  For non-consecutive AD use CG-5131A and follow instructions on form. See enclosure (2)

	
	
	

	
	Continued on next page. 


	
	Requesting Active Duty for Training (ADT) Orders (continued)

	
	

	
	

	Request
	Step
	Action

	ADT-AT
	7
	Yeoman inputs for pay

	(continued)
	8
	Upon completion of ADT-AT member completes Travel Claim, DD-1351-2 within 3 days and forwards to Active Duty Supervisor with Original CG-5131A.

	
	9
	Active Duty Supervisor approves and forwards to PERSRU

	
	10
	PERSRU sends orders and Travel Claim to HRSIC.

	
	

	
	

	
	

	
	

	Enclosures
	(1) Request for Reserve Orders, CG-3453

	
	(2) Non-Consecutive Active Duty Endorsement Sheet, CG-5131A

	
	

	
	

	Results & Follow-up
	Member should be paid for ADT-AT within two pay periods after completion of ADT.  If not member shall contact PERSRU

	
	

	
	Finished. 


	Department Homeland Security

U.S. Coast Guard

CG-3453 (Rev. 3/03)
	REQUEST FOR RESERVE ORDERS

	Section I – Member. Complete Blocks 1-17. This form should be submitted at least 45 days prior to desired active duty date. See instructions of page 2.

	1.  Name (last, first, MI):

     
	2.  SSN:

     
	3.  Rank/Rate:

      /      

	4.  Permanent Duty Station:

     
	5.  Current Home Address (Street, Apt#, City, State, Zip, Home Phone):

     

	6.  Type of Duty (X block):

 FORMCHECKBOX 
  ADT-AT (12 duty days of less)
 FORMCHECKBOX 
  ADSW-RC(
 FORMCHECKBOX 
  ADT-AT (13 duty days >)(
 FORMCHECKBOX 
  ADSW-AC(
 FORMCHECKBOX 
  RMP (Appropriate Duty)(
 FORMCHECKBOX 
  ADT-OTD(
	

	( Regional ISC (pf) approval required, see Section IV.
( Commands must complete Section III for these orders.
	Address change requested?   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
 No

	7.  Duty Site (include OPFAC):

     
	8.   Reporting Time/Date:

      /      
	9.  Departing Time/Date:

      /      
	10.  Duration:

     

	10.  Purpose of Orders (i.e., OJT, Special Ops, etc.):

     

	12.  Non-Consecutive?   FORMCHECKBOX 
 If yes, indicate periods below, continue in Block 23:
     

	[image: image1.wmf]13.  No. of ADT-AT duty days 
completed this FY:

     
	14.  Pay status (X block):

 FORMCHECKBOX 
  Pay & Allowances

 FORMCHECKBOX 
  Non-Pay (Points only)
	15.  Quarters, Messing, and Per Diem (X blocks):

 FORMCHECKBOX 
 Quarters Available
 FORMCHECKBOX 
 Messing Available
 FORMCHECKBOX 
 Per diem requested

 FORMCHECKBOX 
 Quarters Not Available
 FORMCHECKBOX 
 Messing Not Available

	16.  Travel Status (Select either Privately Owned Conveyance (POC), Commercial or Local Travel and specify if you hold a Gov’t Charge Card):

	A.   FORMCHECKBOX 
 POC
	From:

     
	To:

     
	Total Mileage:

     

	B.   FORMCHECKBOX 
 Commercial Trans
	From:

     
	To:

     
	Est. Cost:

     

	C.   FORMCHECKBOX 
 Local Travel Reimbursement
	D.  Do you hold a Government Travel Charge Card?      FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	17.  Member Signature/Certification:   FORMCHECKBOX 
  I request a copy of my orders to be mailed to the address in Block 5 or FAXed to:

     
     
	Date:

     

	“I HEREBY CERTIFY that there has been no material change in the conditions of dependency since the last submission of Form CG-4170A, BAH/DEPENDENCY/EMERGENCY DATA AND SGLI VALIDATION, and that allowances paid me for support of my dependents since that date have been valid and correct to the best of my knowledge.”  (Contact your command and/or servicing PERSRU if dependency status has changed.)  "I affirm that I am not in receipt of a claim for disability compensation, pension or retired pay from the DVA.  If I am receiving compensation from the DVA, I understand that I am prohibited from receiving compensation for any period of AD, ADT-AT, or other duty unless I waive or relinquish my DVA compensation."

	Section II – Command Approval.  Complete blocks 18 - 22

	18.
 FORMCHECKBOX 
  Approved


 FORMCHECKBOX 
  Disapproved


 FORMCHECKBOX 
  See Remarks
	Supervisor Signature:

     
	Date:

     

	19.
 FORMCHECKBOX 
  Approved


 FORMCHECKBOX 
  Disapproved


 FORMCHECKBOX 
  See Remarks
	Dept./Div. Head Signature:

     
	Date:

     

	20.
 FORMCHECKBOX 
  Approved


 FORMCHECKBOX 
  Disapproved


 FORMCHECKBOX 
  See Remarks
	CO/Approving Official Signature:

     
	Date:

     

	21.   Per Diem Required:     FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No     If yes, complete Block 24
	22.  Program Code:       


	Instructions

	Item
	Explanation

	1.
	Enter your Full Name:  Last, first, and middle initial.

	2.
	Enter your Social Security Number.

	3.
	Enter your Rank or Rate.  i.e., LCDR, YN2, PSC, etc.

	4.
	Enter your Permanent Duty Station (include staff symbol).  i.e. STA Rockland, MSO Houston, MLCPAC (lc), etc.

	5.
	Enter Current Home Mailing Address:  Street, Apt#., P.O. Box, City, State, Zip & Home Phone # (work phone # optional).  Check box if you desire to have your LES address changed to address indicated in Block 5.

	6.
	Indicate what type of duty is to be performed.  ADT-AT over 12 duty days, ADSW-RC, ADT-OTD and RMP must be approved by regional ISC (pf).  ADSW-AC: Accounting data and Document ID (TONO) must be entered in Section III by the command funding the ADSW-AC, and a copy of CG-3453 must be forwarded to regional ISC (pf).  If you are attending a “C” school, e.g., CPO Academy, Mentoring Course, TQM Training, you must attach a completed TAD Travel request,  CG HRSIC-2070

	7.
	Enter the Duty Site and OPFAC where duty is to be performed.

	8.
	Enter Reporting Time and Date, note alternate dates in Block 23.

	9.
	Enter Departing Time and Date, note alternate dates in Block 23.

	10.
	Enter the total duration of duty in days.

	11.
	Enter Purpose of Orders. i.e., OJT, Special Operations, Course of Instruction, etc.  Do not use this form to request a “C” school, use form CG-5223.

	12.
	Enter Non-Consecutive periods (if known), continue in Block 23 if necessary.  Report all Non-Consecutive AD utilizing Non-Consecutive Ad Endorsement Sheet (CG-5131A).

	13.
	Enter total days of ADT-AT performed so far in the fiscal year in which this request is submitted.

	14.
	Elect either pay or non-pay.  Indicate any other variation of pay in Block 23.

	15.
	Enter the quarters and messing availability at the Duty Site cited in Block 7.  If quarters and messing are not available you may be entitled to Per Diem.  Your Commanding Officer must approve the entitlement to Per Diem in Block 21.

	16.
	Select appropriate type of travel:  16A. Enter total round trip mileage between Duty Site and Home or Airport and Home.  16B. Enter total cost of round trip commercial transportation fare (government rate).  16C. Check if Local Travel.  16D. Indicate if you hold a Government Travel Charge Card.

	17.
	Sign and date form.  Check box if you desire a copy of your orders to be mailed to the address in Block 5 or Faxed to a provided number.

	18-20
	Command approval/disapproval.  If request is disapproved explain in remarks (Block 23).

	21.
	Command approval of Per Diem.  Commands should contact servicing (pf) for funding approval (except for ADSW-AC).  Include estimated cost in block 24.

	22.
	Command shall enter “Program Code” as listed in Section 6-D of the Personnel & Pay Procedures Manual, HRSIC M1000.2 (series).

	24.
	Enter Accounting Data and Document ID funding for the ADSW-AC and/or Per Diem.  24A. Signature of person authorized to approve funding.

	25.
	ISC(pf) use Only.

	23.  Remarks:       


	Section III – Document ID and Accounting Data

	24.  If applicable, provide Document ID and Accounting Data below:

	
	DIST
	APPN

CODE
	LIM

CODE
	ALLOT

FUND
	PGRM

ELEMENT
	COST

CENTER
	OBJECT

CLASS
	TYPE
	FY
	TONO
	SUFFIX
	EST COST

	P&A
	    
	     
	     
	     
	     
	     
	     
	72
	  
	     
	     
	     

	FICA
	    
	     
	     
	     
	     
	     
	     
	72
	  
	     
	     
	     

	TVL
	    
	     
	     
	     
	     
	     
	     
	     
	  
	     
	     
	     

	24A.  Approving Official Signature:       
	Date:

     

	Section IV – ISC (pf)/fot Approval

	25.
 FORMCHECKBOX 
  Approved


 FORMCHECKBOX 
  Disapproved


 FORMCHECKBOX 
  See Remarks
	Authorizing Official Signature:  (Name, Title, & Phone)
     
	Date:

     

	26.  PERSRU Action Completed

     
	Date:

     


Enclosure (1)

	Department of Homeland Security

U.S. Coast Guard

CG-5131A 
	non-consecutive active duty endorsement sheet
	

	Name (last, first, MI):


	SSN (last four only):
	Rank/Rate:


	Document ID (TONO):


	Duty Site:
	Duration of AD:

	MEMBER RESPONSIBILITIES/INSTRUCTIONS:  Performing and receiving pay and allowances for Non-Consecutive ADT-AT, ADT-OTD, ADSW-AC, ADSW-RC requires a separate PMIS action each time you report and depart your duty site.  Therefore, you must ensure your Commanding Officer or an authorized official endorses and immediately notifies your servicing PERSRU upon reporting for each period of Non-Consecutive AD.  Notification to the PERSRU may be done by either E-MAIL or FAXing copy of this endorsement sheet.  Furthermore, this endorsement sheet is considered a part of your original orders.  It is your responsibility to retain this original sheet during the entire period of AD.  Upon completion of Non-Consecutive AD your unit shall forward this form to your Servicing PERSRU.

	
	Authorizing Official Signature
	PERSRU USE ONLY

	Date Active Duty Performed
	(Include Name, Rank, Title, and Date)
	Date R990 Processed

	1.


	
	

	2.


	
	

	3.


	
	

	4. 


	
	

	5.


	
	

	6.


	
	

	7.


	
	

	8.


	
	

	9.


	
	

	10.


	
	

	11.


	
	

	12.


	
	


Sheet____of______

Enclosure (2)

	
	ADT-OTD/ADSW-RC/RMP Request Procedure



	Purpose
	How units serviced by GP Moriches PERSRU submit requests for ADT-OTD/ADSW-RC and RMPs.  

	
	


	References
	(a)
	Reserve Policy Manual, COMDTINST M1001.28, Ch.2.A.5

	
	(b)
	Reserve Policy Manual, COMDTINST M1001.28, Ch 3.C

	
	(c)
	Reserve Policy Manual, COMDTINST M1001.28, Ch 3.D

	
	


	ADT-OTD / ADSW-RC / Readiness Management Period
(Appropriate Duty)
	· ADT-AT:  ISC Boston (pf) only needs to approve requests for more than 12 days annual training and non-consecutive ADT

· ADSW-AC (TEMAC):  FTE is allocated to units. ISC Boston (pf) tracks use and processes requests for additional days of ADSW-AC.  Unit provides accounting data.

	
	


	Processing ADT-OTD /
	Use these steps to request ADT-OTD/ADSW-RC or Readiness Management Period Orders.

	ADSW-RC /
	

	Readiness
	Step
	Action

	Management Period(RMP)
	1
	Member initiates COMPLETED request for duty on a Request for Reserve Orders Form (CG-3453) as far in advance as possible. See prior section: “Active Duty for Training Request Procedure”

	(Appropriate Duty)
	2
	Active Duty Supervisor signs request confirming all information is correct and forwards to PERSRU

	
	3
	PERSRU forwards request to ISC Boston (pf) for approval.

	
	4
	ISC Boston (pf) considers request.  If approved, message or email approval or CG-3453 with accounting data is forwarded to PERSRU/copy to unit admin.  Readiness Management Period (RMP) approvals are returned to PERSRU for orders to be issued.

	
	Continued on next page. 


	
	ADT-OTD/ADSW-RC Request Procedure (continued)



	Processing
	Step
	Action

	ADT-OTD / ADSW-RC / Readiness
	5a
	PERSRU will issue orders for ADT-OTD/ADSW-RC and distribute to member/unit/ISC Boston (pf) within five working days of receipt.

	Management Period (RMP)
	5b
	PERSRU will issue RMP orders with no acctg string upon ISC Boston (pf) approval.  SDAII shall not be used to issue RMP orders.

	Appropriate Duty
	6a
	Member or Unit notifies PERSRU of reporting and departing date/time immediately when member reports via fax or e-mail.

	(Continued)
	6b
	PERSRU enters R990 (as appropriate) for payment by HRSIC.

	
	6c
	Member submits endorsed ADT-OTD/ADSW-RC/Appropriate Duty original orders with a completed Travel Claim (DD Form 1351-2) (if required) to their unit admin office.

	
	6d
	Unit Admin Office forwards an endorsed copy of ADT-OTD/ADSW-RC orders to PERSRU.  The original orders and travel claim if forwarded to HRSIC for liquidations as appropriate.

	
	


	Minimum Information needed on Request for Reserve Orders
	Request must have:

· Member's full name, rate/rank, SSN, unit attached to

· Purpose/function performed during requested duty

· Type of duty with dates (ADT-AT, ADSW-RC, ADT-OTD)

· Where duty is to be performed (include OPFAC)

· Whether duty is with or without pay

· AT history-if ATD-AT not completed, include date obligated

· Estimated travel cost - both local and GTR

· Pay & allowances estimated cost

· Any additional costs

· A POC and phone number

· Command Endorsement

	
	


	Enclosures
	None.
	

	
	


	Results and Follow-up
	None.



	
	Finished. 


	
	Inactive Duty for Training (IDT) Orders

	
	


	Purpose
	How to initiate and process Inactive Duty for Training (IDT) orders.

	
	

	
	

	
	
	

	References
	(a)  CG Personnel and Pay Procedures Manual (PPPM), HRSICINST M1000.2 (series)

(b)  Reserve Policy Manual, COMDTINST M1001.28

	
	

	
	

	Primary Process for 
	The following table describes the steps for processing IDT orders:

	IDT Drill
	Step
	Action

	
	1
	Unit issues drill orders for drilling reservists. 

	
	2
	Member performs drills as directed on Quarterly Orders and completes Unit Attendance Record (UAR) or IDT Certification Sheet (ICS) .

	
	3
	Certifying official verifies and signs UAR/ICS on the day of drill performed.

	
	4
	Certifying Official or Unit Yeoman inputs completed UAR/ICS into Direct Access within 2 working days.

	
	

	
	

	Alternate Process for
	The following table describes the alternate procedure for scheduling IDT drills:

	IDT Drill
	Step
	Action

	
	1
	Member contacts Active Duty Supervisor to arrange date(s) to drill and enters IDT drill information in Direct Access website. Navigation: Home>Self-Service>Employees>Tasks>Schedule Drills

	
	2
	Active Duty Supervisor approves drill dates using Direct Access.

	
	3
	PERSRU attaches copy of amendment to IDT orders for that quarter.

	
	4
	Member drills at directed. (cont. from Step 2 in primary process).

	
	Continued on next page. 


	
	Inactive Duty for Training (IDT) Orders (continued)

	
	

	
	

	Enclosure
	None.

	
	

	
	

	Results & Follow-up
	Member should receive pay for IDT within two pay periods after member drills.  If pay not received member should contact PERSRU.

	
	

	
	Finished. 


	
	Transfer Request Procedure



	Purpose
	How members in Group Moriches’ area of responsibility request a transfer.  

	
	


	References
	(a)
	Reserve Policy Manual, COMDTINST M1001.28, CH.4.C

	
	


	Assignment
	Use these steps to request an assignment or transfer.

	Request Process
	Step
	Action

	
	1
	Member requesting assignment to uses Direct Access to make request.  If no access to SWIII use form CG-3698A (available on Jetform Filler) and route through chain of command to ISC Boston (pfot)

	
	2
	Unit endorses request and forwards it to ISC Boston (pfot).

	
	3
	ISC Boston (pfot) screens request, confirms a unit and enters orders into Direct Access.

	
	4
	Direct Access emails orders to member.

	
	4
	Member contacts POC at the gaining unit to coordinate drill schedule after approved effective date.

	
	5
	PERSRU prepares original transfer orders and sends orders to member's home and departing/reporting units.

	
	6
	Member receives orders and reports to new unit based on communicated drill schedule.

	
	


	Guideline
	COMMUNICATION is the key.  If you cannot drill due to illness or other job issues, contact your supervisor and let them know in advance of what is going on.  DON’T JUST NOT SHOW UP as negative consequences can occur.

	
	


	Results and Follow-up
	Member should contact departing unit admin or PERSRU if a processed copy of orders have not been received within 15 days of submission.

	
	

	
	Finished. 


	
	IDT/ADT Berthing Process

	
	

	
	

	Purpose
	How to initiate and process Inactive Duty for Training (IDT) Berthing at Group Moriches and outlying units.

	
	

	
	

	Point of Contact
	Position:
	SK

	
	Phone:
	631

	
	Fax:
	631

	
	

	
	

	References
	(a)  Joint Federal Travel Regulations, JFTR Part G U7150

(b)  Reserve Policy Manual, COMDTINST M1001.28

	
	

	Room Costs
	Members on IDT who live less than 50 miles from their unit are not entitled to berthing.  Members on IDT who live 50 miles or more from their unit are entitled to one night’s berthing. Member on IDT who live more than 100 miles from their unit are entitled to two nights berthing.



	
	

	
	
	Action

	
	1
	Member requests berthing via their chain of command 

	
	2
	Supply will issue government credit card authorization to member.

	
	3
	Member provides copy of hotel receipt to Supply


	
	

	Enclosure
	None.

	
	

	
	

	Results & Follow-up
	None.



	
	

	
	Finished. 


	
	Awards – Reserve Sailor of the Quarter/Year Award

	
	


	Purpose
	How to manage the Reserve Sailor of the Quarter (RSOQ) and Reserve Sailor of the Year (RSOY) nomination, selection, and award process.  

	
	


	Point of
Contact
	Chairperson

Phone:
	Reserve Command Senior Chief 



	
	
	

	
	
	

	Criteria
	Use the following criteria when nominating personnel for Sailor of the Quarter:

	
	Grade
	Character

	
	E-6 & below
	· Entire quarter in position or onboard

· Leadership

· Military Bearing

· Job Performance

· Motivation towards Advancement

· Personal Development

· Community Involvement

	
	
	

	Award
	This shows the process for nominating and approving awards:

	Selection 
	Step
	Action

	Process
	1
	Commanding Officers, Officers in Charge, and any CPO or Supervisor may nominate in writing members who have clearly demonstrated, by their leadership and professional competence, an outstanding contribution to the Command or the Coast Guard during the specific quarter or year. RSOQ nomination should be in page seven (CG-3307) format and RSOY nominations should be in letter format as set forth in COMDTINST 1650.36B

	
	2
	RSOQ Nominations must be received by the Reserve Command Senior Chief NLT 5th day of October, January, April and July.  The Active Duty and Reserve SOY nominations must be received by the Command Senior Chief NLT 15 February. 

	
	3
	Reserve Command Senior Chief and unit RPCs shall act as selection committee.

	
	4
	Reserve Command Senior Chief submits letter of appreciation and Administrative Remarks, CG-3307 for SOQ to the Command Secretary NLT 3rd Wednesday of October, January, April and July.

	
	
	Continued on next page.


	
	Sailor of the Quarter Award (continued)

	
	

	
	
	

	Award
	Step
	Action

	Selection

Process
	5
	Group Moriches Commander signs letter of appreciation & CG-3307.

	(continued)
	6
	RCSC initiates and purchases U.S. Savings Bond.

	
	7
	SRO or RPC presents award at following quarter.

	
	8
	RCSC initiates engraving of plates for plaque 

	
	9
	RCSC to ensure picture of RSOQ is taken and posted within 7 days of presentation.

	
	
	


	Who Manages
	Chairperson
	Committee

	Awards
	Reserve Command Senior Chief
	RPCs

	
	
	


	Chairperson

Responsibility
	The selection committee chairperson manages the nomination, selection, award preparation, and award presentation process.

	
	


	Awards
	The following are presented to the Sailor of the Quarter:

	
	· Letter of Appreciation

· Administrative Remarks Entry, CG-3307

· $50 U.S. Savings Bond for RSOQ/ $100 Bond for RSOY

· Nameplate add to permanent plaque of RSOQ/RSOY winners

	
	


	Enclosure
	(1) RSOQ Letter (sample).

	
	

	
	


	Results & 

Follow-up
	If you need additional resources or assistance contact the Selection Committee Chairperson.

	
	


Continued on next page.

	Commander

[image: image2.wmf]Group Moriches

United States Coast Guard


	100 Moriches Island Drive

East Moriches, New York

Staff Symbol: 

Phone: (   )

Fax: (   )

Email: 

1600

Date


From:
Commanding Officer, Group Moriches

Subj:
YN2 Always Underway, USCG

Subj:
SELECTION AS GROUP MORICHES RESERVE SAILOR 


OF THE QUARTER FOR THE PERIOD ENDING 31 DECEMBER 2002

1.
I note with pride and am pleased to inform you of your selection as Group Moriches Reserve Sailor of the Quarter for the period ending 31 December 2002.

2.  During this period you capably and positively mastered two distinct primary duty assignments and did an exceptional job performing a multitude of other responsibilities while assigned to Group Moriches.  While assigned to the Personnel Reporting Unit you were responsible for generating hundreds of PMIS/JUMPS pay and personnel transactions and maintaining Personal Data Records for more than 125 active duty and reserve personnel assigned to Activities New York.  Not only did you perform your tasks nearly without flaw, you introduced desperately needed organization to a critical position.  Without prompting, you instituted process check-off sheets that kept track of major personnel events such as PCS transfers, discharges, retirements, and reenlistments, and maintained a Personnel Status Sheet that provided the CO/XO and division heads with a weekly "snap shot" of all personnel action events.  In addition to your responsibilities in the PERSRU, you were also tasked with coordinating and ordering all supplies that supported more that 25 PERSRU and Administration Division personnel.  In late October 1997 your work responsibilities dramatically changed.  Recognizing your superior knowledge, resourcefulness, and organization skills you were selected to single-handily manage and oversee the Group Moriches Customer Service Center--a job normally assigned to a First Class Petty Officer.  In doing so, you maintained the DEERS database and issued identification cards to a substantial customer base that included all active duty, reserve, retiree, Coast Guard family members, and DHS civilian employees in the Group Moriches AOR.  Your performance in these diverse, customer-focused responsibilities has exceeded all expectations.  You are always cheerful, greet everyone with a friendly "how can I help you”, never hesitating to provide information, guidance, take on additional work, or otherwise help your shipmates.  Your performance and “can do” approach has generated numerous laudatory comments and letters.  Finally, I commend your involvement with the Youth Center.  The time and effort you donate to this worthy cause not only brings great credit upon you, but also to the Coast Guard and the men and women of Activities New York.

3.  In recognition of your selection, you will receive a $50.00 Savings Bond, a Sailor of the Quarter Plaque and a Administrative Remarks entry documenting your achievement.

J.N.  HEALY

Enclosure (1)

Finished.

	
	Correspondence Courses

	
	

	
	

	Purpose
	How to order USCG Institute (CGI) Correspondence courses.  This applies to eligible personnel listed below.

	
	

	Point of
	Position:
	Educational Service Officer

	Contact
	Phone:
	

	
	Fax:
	

	
	
	

	
	


	Ordering
	Step
	Action

	CG Corres-pondence
	1
	Member completes CGI-2100 to order appropriate correspondence course materials. 

	Materials 
	2
	ESO reviews CGI-2100 for accurate and complete information, and electronically submits request to CGI.

	
	3
	CGI forwards materials within 4 weeks of request.

	
	4
	Member orders End of Course (EOC) test materials on CGI-2100 only if member is an RD and exam is classified

	
	5
	ESO administers exam. 

	
	6
	ESO FedEx’s answer sheets to CGI for grading.  Official results are normally received within 2 weeks. 

	
	
	

	
	

	Results and Follow-up
	Members may inquire about test results no sooner than 21 days after taking the test.  The ESO will communicate with CGI and notify member of their test results.

	
	

	
	Finished. 


	
	Enlisted Employee Reviews

	
	


	Purpose
	Process for Enlisted Employee Review System (EERS) at Group Moriches. The evaluation process is one of the most important responsibilities supervisors have.  Evaluations play a major role in the military careers of all members.  Accordingly, it is imperative that evaluations be accurate, fair, and objective.  This section prescribes the routing and approval procedures for enlisted evaluations.


	References
	(a)  CG Personnel and Pay Procedures Manual (PPPM) HRSICINST M1000.2 (series), page 10-A-4; Subj:  How to complete Enlisted Performance Evaluation Forms.

(b)  CG Personnel Manual, COMDTINST M1000.6 (series), Sec. 10-B.




	Enlisted
	Step
	Action

	Performance

Evaluations
Process
	1
	All personnel involved with enlisted evaluations shall review and follow HRSIC’s guide prior to completing evaluations.  See reference (a).  It is imperative all members of the rating chain have updated their email address in CGHRMS.

	
	2
	Enlisted Evaluations Coordinator emails division chiefs prior to end of each pay grade review period to advise them to ensure complete reviews are acknowledged by the evaluee and completed within CGHRMS not later than 30 days after the employee review period ending date.

	
	3
	Evaluee initiates Employee Enlisted Review (EER) by completing self-evaluation on CGHRMS and forwarding to Supervisor.  The self-evaluation should be submitted NLT fifteen (15) days before the end of the marking period.  Alternatively, the Supervisor may initiate the EER by completing evaluation on CGHRMS.

	
	4
	Supervisor receives Evaluee’s self-evaluation, completes employee review, and routes the completed EER, including supporting comments, to the Marking Official NLT nine (9) days prior to the end of the marking period. 

	
	5
	Marking Official reviews recommended marks and discusses with Supervisor any recommendations considered inaccurate or inconsistent with Evaluee’s actual performance.  If approved, Marking Official routes completed EER through CGHRMS to the Approving Official NLT five (5) days after the marking period ending date.  


	
	Enlisted Employee Reviews (continued)

	
	


	
	6
	Approving Official reviews Marking Official’s recommended marks and discusses any recommendations considered inaccurate or inconsistent with Evaluee’s actual performance.  If approved, the Approving Official must validate, make final, and submit the EER through CGHRMS.

	
	7
	Approving Official forwards the completed EER to the Supervisor to counsel the Evaluee and obtain Evaluee’s signature on Employee Counseling Sheet NLT twenty-one (21) days following evaluation period ending date. 

	
	8
	Approving Official ensures entire EER process complete NLT thirty (30) days following evaluation period ending date.


	Pay Grade Marking Period Ends Last Day of
	Evaluee Submits Self Eval. to Supervisor NLT
	Supervisor Forwards to Marking Official NLT
	Marking Official Routes to Approving Official NLT
	Employee Counseled and Signs Counseling Sheet NLT
	EER Process Final and Complete NLT 

Last Day Of 

	E-9: June 
	15 June
	21 June
	5 July
	21 July
	31 July

	E-8: November
	15 November
	21 November
	5 December
	21 December
	31 December

	E-7: September
	15 September
	21 September
	5 October
	21 October
	31 October

	E-6: May 
	15 May 
	21 May 
	5 June 
	21 June
	30 June 

	E-5: April 
	15 April 
	21 April 
	5 May 
	21 May
	31 May 

	E-4: March 
	15 March 
	21 March 
	5 April
	21 April
	30 April 

	E-3: January 
	15 January 
	21 January 
	5 February 
	21 February 
	28 February

	E-2 and E-1: February 
	15 February 
	21 February 
	5 March 
	21 March 
	31 March 


	Supporting Remarks Requirement
	Supporting remarks are required to be submitted along with the EER if any of the following conditions are met: 

- a person receives a mark of 1, 2 or 7 in any dimension,

- a person receives a mark of not recommended for advancement,

- a person receives an unsatisfactory conduct mark, or

- all persons E-6 and above to address future leadership potential.




	Results &
	None.

	Follow-up
	

	
	Finished. 


	
	Identification Cards – Armed Forces



	Purpose
	How to obtain an Armed Forces Identification Card from Activities New York in Staten Island, Gabreski Air National Guard Base in Westhampton Beach and and 1st Marine Corps Headquarters in Garden City.  This applies to reserve personnel and their eligible family members (dependents).  Member and their families may also use other more convenient Armed Forces ID Issuing Offices.  All members must have current valid Armed Forces Identification Cards.

	
	


	Point of Contact
	Activities New York

201 Coast Guard Drive

Staten Island, NY 10305


	718-354-4037

	
	Gabreski ANG Base

150 Riverhead Road

Bldg. 250, Room 102

Westhampton Beach, NY  11978


	631-288-7455 

	
	1st Marine Corps District

605 Stewart Avenue, Room 201

Garden City, NY 11530
	516 228-5695

	
	
	


	References
	(a)  CG Personnel Manual, COMDTINST M1000.6 (series), sec.13-E

(b)  Identification Cards for Members of the Uniformed Services, their Family Members, and Other Eligible Personnel, COMDTINST M5512.1

(c)  ALCOAST 016/98, Subj:  IMPLEMENTATION OF THE PERSONAL RESPONSIBILITY WORK OPPORTUNITY RECONCILIATION ACT OF 1996, PUBLIC LAW 104-93

	
	

	Verification of Eligibility
	Point of Contact will discuss which items must be brought when applying for an AFID.  Following is a list of items that may be required:

AFID Cards:

· Retirement orders; or

· DD-214; or

· Expired ID Card; or

· Marriage, birth, or death certificate; or

· VA letter of certification (which clearly states entitlements) or

· Validated DD-1172 (not older than 90 days); and

· Picture ID

	
	

	
	Continued on next page. 


	
	Identification Cards (continued)



	Hours of

Operation
	ID Cards may be obtained at Activities New York during the following times.  Appointments are required.  Contact 1st Marine Corps District and Gabreski ANG Base for their hours of operation.

Monday through Friday 0800-1500

	
	


	ID Card
	Step
	Action

	Process
	1
	Applicant calls ACTNY Customer Service Desk to determine documentation required and make appointment.

Applicant calls Customer Service Desk for appointment changes or cancellations.

	
	2
	On day of appointment, applicant brings required documentation and a picture ID to Customer Service Desk in Lobby of Building 212 (Carden Hall).

Note:  Sponsor’s signature is required on AFID card application (DD-1172).  When practical, the sponsor should accompany the family member.  When impractical, the family member should obtain signed DD-1172 from sponsor.

	
	
	


	Address Changes
	Personnel eligible for any Armed Forces ID card are required per reference (d) to review residential address maintained on the Defense Enrollment Eligibility Reporting System (DEERS).  The law indicates that action must be completed within 30 days of a residential move.

Call 1.800.334.4162       0900-1500 Wednesday - Friday

	
	

	
	

	Results &

Follow-up
	An ID card will normally be issued within 30 minutes after arrival for appointments.

In the instance ACTNY cannot process AFID application, the applicant may be referred to another AFID card issuing office.

	
	

	
	Finished. 


	
	Officer Evaluation Reports (OER)

	
	


	Purpose
	The evaluation process is one of the most important responsibilities supervisors have.  Evaluations play a major role in the military careers of all members.  Accordingly, it is imperative that evaluations be accurate, fair, and objective.  This section prescribes the routing and approval procedures for officer evaluations.


	References
	(a) CG Personnel Manual, COMDTINST M1000.6 (series), Sec. 10.A.




	Responsibilities
	Responsibilities for routing and completing officer evaluations are as follows:


	Step
	Who does it
	Action

	1
	Reported-on Officer
	Prepares Sections 1 and 2 of the first page of the applicable OER form, utilize CGHRMS and routes to the Supervisor NLT 21 days before the end of the reporting period.  Provides the Supervisor supporting documentation, citing specific examples where possible, for the characteristics being evaluated.

	2
	Supervisor
	Uses the documentation provided to develop comments for the Supervisor sections.  Marks the appropriate blocks. Prepares the foregoing using CHRMS and routes to the Reporting Officer NLT 10 days after the end of the reporting period.

	3
	Reporting Officer
	Completes the Reporting Officer sections.  Marks the appropriate blocks. Prepares the foregoing and using CGHRMS, routes to the Reviewing Officer for processing NLT 30 days after the end of the reporting period.

	4
	Reviewing Officer
	The supervisor of the Reporting Officer.  Only Coast Guard Commissioned Officers may serve as Reviewers.  Using CGHRMS, completes the Reviewer Section of the OER and routes it, as required, to CGPC-rpm NLT 45 days after the end of the reporting period.











Continued on next page

	
	Officer Evaluation Reports (OER) (continued)

	
	


	Pay Grade Marking Period Ends Last Day of
	Type of OER
	ROO Forwards Bullets and OER Section 1 & 2 to Sup. NLT
	Sup. Prepares OER and Routes to Rep. Off. NLT
	Rep. Off Completes and forwards to Rev. Off. NLT
	OER Process Complete and Rev. Off forwards to CGPC-rpm NLT 

	O-6: April 
	Annual
	9 April 
	10 May
	30 May
	15 June

	O-5: March 
	Biennial
	9 March 
	10 April
	30 April
	15 May

	E-4: April 
	Biennial
	9 April 
	10 May
	30 May
	15 June

	O-3: May 
	Biennial
	9 May 
	10 June
	30 June
	15 July

	O-2: July 
	Annual
	9 July 
	10 August
	30 August
	15 September

	O-1: March
	Annual
	9 March
	10 April
	30 April
	15 May

	W-4: April
	Biennial
	9 April
	10 May
	30 May
	15 June

	W-3: July
	Biennial
	 9 July
	10 August
	30 August
	15 September

	W-2: June
	Biennial
	 9 June
	10 July
	30 July
	15 August


Rating Chain:

Reported on Officer
Supervisor

Reporting Officer
Reviewer

Senior Res. Officer
CO


CO


D1(osr)

LT - LCDR 

XO


SRO


CO

LT(jg) and below
OPS


SRO


CO

Finished.

	
	SHORT TERM TRAINING REQUESTS

(STTR/“C” School) Checklist



	Purpose
	How units submit requests for short-term training controlled by TQC.  

	
	


	
	Position:
	Training Officer

	
	Phone:
	

	
	Fax:
	


	Requesting 
	Use these steps to request  “C” school 

	(STTR)
	

	Training
	Step
	Action

	
	1
	Member submits Training Request on CG-5223 along with any source information.  

	
	2
	Chain of Command reviews, approves and forwards to Group Training Officer.

	
	3
	Training Officer reviews.

Review Process: If class listed in COMDTINST 1540, submit request as listed in COMDTINST 1540. Obtain quota for "C" School first and then send ADT-OTD request to D1 (fot) for funding authorization.  

	
	4
	Training Officer reviews and submits to TQC Electronically

	
	5
	Training Officer reviews in CGHRMS for orders.  When orders are posted Member prepares request for travel orders and forwards to servicing YN. 

	
	6
	Servicing YN cuts orders and forwards them to Member

	
	


	Enclosures
	None.
	

	
	


	Results and Follow-up
	None.

	
	

	
	Finished. 


	
	Specialized Training

	
	

	
	

	Purpose
	How to request specialized training.

	
	

	
	

	Point of 
	Position:
	Training Officer

	Contact
	Phone:
	

	
	Fax:
	

	
	
	

	
	
	

	Definitions
	Specialized Training refers to training that is mission essential not offered by the Coast Guard or DOD training facilities.  The funding is through locally controlled AFC-30T account.  For example, National Electrical Code and Locksmith Training.

Specialized Training is designed to fund category 1 and 2 training.  Category 1 is legislative mandated training, covered under U. S. Code, State and Local Laws.  Category 2 is job critical according to the unit mission and is mandated by Commandant. Category 3 is professional development type training and may be funded after all CAT1 and CAT2 training has been covered.

	
	

	
	

	Specialized
	Requests should be made at least one month prior to training.

	Training
	Step
	Action

	Process
	1
	Member completes form SF-182, Request for TAD Orders, and attaches training info/training supplier and submits through chain of command.

	
	2
	Supervisor forwards completed approved SF-182 to Training Officer.

	
	3
	Training Officer forwards SF-182 to Yeoman for processing.

	
	
	

	
	
	

	
	If
	Then

	
	Approved
	Supply will provide TONO and acct. data for TAD Orders to Yeoman

	
	Disapproved
	Training Officer will return SF-182 to local unit

	
	
	

	
	Continued on next page. 


	
	Specialized Training (continued)

	
	

	
	

	Note
	Form SF-182 has specific instructions for each block.  Read through these instructions carefully.

	
	

	
	

	Results & Follow-up
	Members are ultimately responsible for follow-up on any requested training, start with your supervisor.

	
	

	
	Finished. 


	
	Training, Commandant Mandated

	
	


	Purpose
	To inform reserve members of their Commandant mandated training requirements  

	
	


	
	
	

	
	

	
	Frequency
	Training

	
	Annual

Annual

Triennial

Biennial

Semiannual

Annual

Annual

Annual

Annual

Triennial

Annual

Annual

Annual

Biennial
	· AIS Security Awareness

· ATON Battery Training

· Military Civil Rights/Human Relations

· Critical Incident Stress Management

· Drug and Alcohol Awareness

· Hazard Communicating/Workplace

· OPSEC Management

· Respiratory Protection Program

· Security Awareness

· Sexual Harassment Training

· Suicide Awareness/Prevention

· Workplace Violence

· TCT-Unit Level


	
	Travel Vouchers



	Purpose
	How to complete a travel voucher upon completion of Local Travel, Temporary Additional Duty (TAD).  This applies to anyone traveling under official Coast Guard orders.

	
	


	Reference
	(a)  CG Personnel and Pay Procedures Manual (PPPM), HRSICINST

M1000.2 (series), Appendix E, “The Traveler’s Guide to Successful Claims Processing”.

	
	


	Important
	All travelers and supervisors must read and follow reference (a) when completing, reviewing, and submitting travel vouchers.

Recent Legislation has authorized Federal and State Governments to take travel claim liquidation(s) if a member has outstanding indebted-ness to one of these agencies.  The following types of indebtedness are subject to collection:

· Delinquent Child Support

· Outstanding Student Loans

· Tax Evasion

	
	

	
	Continued on next page. 


	
	Travel Vouchers (continued)


	
	
	

	Travel Voucher
	Step
	Action

	Completion
	1
	Traveler submits travel voucher to Supervisor within three (03) working days after completion of travel per reference (a).  For Local Travel use form SF-1164 Claim for Reimbursement for Expenditures on Official Business.  For TAD and PCS travel use form DD-1351-2 Travel Voucher or Subvoucher.  Both forms are available on Jetform Filler.

Traveler retains copy of travel claim and all receipts.

	
	2
	Supervisor reviews travel claim for completeness within two (2) working days.  Dates and signs claim indicating traveler completed ordered travel.  Returns signed claim to traveler.

	
	3
	Traveler routes to Comptroller Branch original travel claim, travel orders, amendments, receipts, and any unused tickets.

	
	4
	PERSRU enters TONO and Accounting Classification on travel claim and forwards original travel claim, travel orders, amendments, receipts, and any unused tickets directly to:

Commanding Officer (TVL-WC)
Human Resources Service and Information Center
P.O. Box 3552
Topeka, KS  66601-3552
· Please do not fold travel claim documents.

· Mail (unfolded) in large (11” X 13”) envelope.

· Individual travel claims, orders, and receipts should be stapled together in one package (each claim separate) to reduce risk of lost documents.

· Traveler is responsible for verifying travel claim was forwarded to HRSIC.



	
	
	


	Results & Follow-up
	HRSIC Travel Office strives to process and complete travel voucher computations within two days of receipt of a complete package.  If reimbursement is due to traveler, traveler should expect reimbursement by check or electronic deposit 7-21 working days from HRSIC (TLV-WC) receipt. Refer questions to HRSIC Travel Claims Assistance Team at (785) 295-2250 or 1-888-872-4885 (1-888-USCGTVL).


	
	Physical Exams



	Purpose
	How to schedule a Physical Exam at Activities New York.

	
	


	Point of 
	Position:
	ACTNY Medical Clinic

	Contact
	Phone:
	718-354-4414

	
	
	

	
	

	Requirement
	· Personnel under age 50 are required to have a physical exam every five years beginning at age 24 through age 48.

· Personnel over age 50:  every year.

· Occupational Medical Surveillance Examination physicals are required annually.

	
	


	Completing a 
	The following steps show basic process for completing Physical Exam.

	Physical 
	Step
	Action

	Exam at ACTNY
	1
	Member calls ACTNY Medical Clinic to schedule appointment.

	
	2
	Member must fast (no food, only water) at least 12 hours prior to Physical Exam appointment.  If you wear contact lenses, wear your glasses for 48 hours before and wear them to the Physical Exam.  Note:  Bring your Health Record. Female members should bring in OB/GYN results from their civilian doctors.

	
	3
	Member arrives at ActNY Medical Clinic 15 minutes prior to scheduled exam (usually 0900).  Physical exams take approximately 1½ hours.

	
	4
	MO will perform an exam and discuss the findings of the entire exam.


	Results and Follow-up
	The Clinic Front Desk will schedule your appointment over the phone and answer any questions/concerns about your appointment.  You will be notified of any abnormal results.  



	Alternate Option for Physical Exams
	Coast Guard Academy: Call 860-444-8402.  Contact Group Administrative Office for special orders as an overnight stay may be necessary.  

Civilian Doctors:  If a member chooses to use their civilian doctor the Coast Guard will not reimburse expenses.  Contact Group reserve HSCS Phillips for documents and procedures.  631-395-4435 

	
	Finished.


	
	Dental Exam



	Purpose
	Reserve personnel are required to have annual dental exams.  Members may use an annual exam with their civilian dentist to satisfy this obligation.  In addition, Group reserve staff will attempt to arrange occasional drill weekend station visits by civilian dentists

	
	

	
	
	

	Completing 
	The following steps show basic process for satisfying annual dental exam requirement:

	Dental Exam
	Step
	Action

	Appointments
	1
	Member receives annual dental exam from their civilian dentist.

	
	2
	Member presents Form DD2813 to civilian dentist for completion and signature.  Fillable Adobe Acrobat .pdf file is available at http://www.dior.whs.mil/forms/DD2813.PDF

	
	3
	Member mails completed DD2813 to reserve HS c/o Group Moriches.

	
	
	


	
	

	
	

	
	Finished. 


	
	Weight Program



	Purpose
	How the Coast Guard Weight Program is administered at Group Moriches and Stations

	
	


	References
	(a)  Maximum Allowable Weight Standards for Coast Guard Military Personnel, COMDTINST M1020.8 (series)

(b)  CG Personnel and Pay Procedures Manual (PPPM), HRSICINST M1000.2 (series), Encl: (6), “Administrative Remarks Entries”

	
	


	Weight

Monitoring
	There are primarily three ways reserve personnel are monitored for meeting minimum weight standards at Group Moriches:

· Weighed semiannually in October and April.

· When directed by the Commanding Officer, Executive Officer, or Supervisor for not meeting appearance standards.

· Upon advancement or promotion.

	
	


	
	Step
	Action

	
	1
	Member weighed.

	
	2
	Weight Program Coordinator (WPC) compares member’s weight with CG Weight Standards chart in reference (a).


	
	
	

	
	If
	Then

	
	Member within weight standards
	WPC annotates that member meets weight standards.   STOP

	
	Member NOT within weight standards
	WPC prepares a Command Medical Referral Form for member (as contained in reference (a) and directs member to HS for body fat percentage measurements.


	Weight
	If
	Then

	Program Process (continued)
	Member NOT within weight standards but within body fat standards
	WPC prepares CG-3307 entry stating member’s new maximum allowable weight as contained in references (a) and (b).STOP

	
	Member NOT within weight standards, NOT within body fat standards
	WPC prepares CG-3307 placing member on weight probation (as contained in references (a) and (b).

WPC prepares a Command Medical Referral Form for member as contained in reference (a) and directs member to HS

	
	6
	WPC forwards completed CG-3307 to the Administrative Officer for approval/signature.

	
	7
	Administrative Officer approves/signs CG-3307 and forwards signed CG-3307 to Supervisor for counseling and signatures.

	
	8
	Supervisor returns signed CG-3307 to WPC

	
	9
	WPC distributes CG-3307 in accordance with reference (a). Copy to PERSCOM (adm-3) and PERSRU.

	
	10
	Member meets with HS, with Command Medical Referral Form, to determine suitability to lose weight.

	
	11
	HS returns completed Command Medical Referral Form to WPC.

	
	
	

	
	If
	Then

	
	Medical Officer APPROVES member’s fitness to lose weight
	Member complies with weight probation instruction on CG-3307 

GO TO STEP 12.

	
	Medical Officer DISAPPROVES member’s fitness to lose weight
	Unit consults/complies with reference (a) for further guidance.

STOP.

	
	
	

	
	Step
	Action

	
	12
	WPC tracks members’ weight reduction progress through weekly weigh-ins. 

	
	
	

	
	If
	Then

	
	Member MEETS minimum weight requirements at end of probation
	WPC prepares CG-3307 entry to end member’s weight probation (see references (a) and (b)).

	
	Member DOES NOT meet minimum weight requirements at end of probation
	WPC prepares CG-3307 entry to record failure to meet minimum weight standards and discharge will be recommended IAW reference (a).


	
	Weight Program (continued)



	
	Step
	Action

	
	13
	WPC forwards completed CG-3307 to respective Division/Unit Chief for counseling and signatures.

	
	14
	Division/Unit Chief returns signed CG-3307 to WPC.

	
	15
	WPC distributes CG-3307 per reference (a).

	
	
	


	Results &

Follow up
	Coast Guard minimum weight standards will be monitored.

	
	

	
	Finished. 



	
	Uniform Code of Military Justice





	Introduction
	Members of the Coast Guard Reserve are subject to Coast Guard rules and regulations, including the Uniform Code of Military Justice (UCMJ), while serving under orders.




	References
	1. Uniform Code of Military Justice (UCMJ) 

1. COMDTINST M5810.1 (series), Military Justice Manual 




	UCMJ Policy for Reserve Personnel
	The following policy governs administration of the UCMJ to Reserve personnel:

· Units ensure that members understand their rights and responsibilities concerning the UCMJ 

· members are subject to UCMJ during periods of IDT and AD 

· members are subject to UCMJ while traveling between home and the IDT site 

· members voluntarily report for IDT or AD under most circumstances 

· once member reports for duty, required to be present until IDT or AD has terminated/expired and authorization by authority to terminate is given (ref. (c), 9-A-id) 

· members committing a violation of CG regulations or UCMJ while in duty status are subject to UCMJ only while in duty status 

· once member's duty status terminated, not subject to UCMJ again until in IDT or AD status 

· members may be involuntarily recalled to AD by officers exercising general court-martial jurisdiction, for investigation or disciplinary action under UCMJ 




	
	Absence – Unauthorized/Unexcused




	Introduction
	An unauthorized absence differs from an unexcused absence. Units and members need to understand their rights and responsibilities concerning unauthorized absences. This section will differentiate between the two.




	References
	a. COMDTINST M1001.28 (series), Sections 2-B-4 and 4-C-4, Reserve Policy Manual 

b. COMDTINST M1000.6 (series), Personnel Manual 




	Principles of Unauthorized Absence
	The principles of unauthorized absence are as follows:

· member has voluntarily accepted orders and begun to perform the duty, and 

· becomes absent without authority from the unit or place of duty, and 

· is required to be present. 

· is a violation of the UCMJ 

· absentee time is not terminated by conclusion of the IDT period, or AD orders, from which absence started 




	Example of Unauthorized Absence
	The following is an example of an unauthorized absence:

If a member's IDT orders begin at 0800 on Friday and terminates at 1600 on Sunday showing no break in the period, and the member shows up the first day, but is absent the second, then the absence is unauthorized .




	
	Absence – Unauthorized/Unexcused (continued)




	Principles of Unexcused Absence
	The principles of an unexcused absence are as follows:

· member has not voluntarily accepted orders, and 

· has not begun to perform the duty, and 

· does not show for duty. 

· is an administrative status which effects a member's performance 




	Example of Unexcused Absence
	The following is an example of an unexcused absence:

If member's IDT orders terminate at 1630 on one day and begin at 0730 the next, and if the member completes the first day of duty but doesn't show for the second day, then the absence is unexcused.




	
	Unsatisfactory Participation




	Introduction
	Members of the Coast Guard Reserve face certain consequences for unsatisfactory participation in the Coast Guard Reserve. D1 (mpr-fot) will provide additional guidance.




	References
	a. COMDTINST M1001.28 (series), Section 4-A, Reserve Policy Manual 

b. COMDTINST M1000.6 (series), Chapter 12, Personnel Manual 




	Guidelines for Unsatisfactory Participation
	Units shall use the following guidelines when dealing with unsatisfactory participation by Reserve members:

· counsel members who...

· fail to attend prescribed periods of IDT 

· fail to answer official correspondence 

· fail to participate satisfactorily in training 

· transfer non-obligated members to IRR when performance remains unsatisfactory 

· administratively discharge obligated members for serious cases of non-performance 

· references (a) and (b) provide additional information 




	
	Work Life Information




	Organization
	Service
	Phone Number

	
	Employee Assistance Program Administrator
	617-223-3477

800-222-0364

	
	Family Advocacy Specialists
	617-223-3480

	
	Family Resource Specialists
	617-223-3484

617-223-3482

	
	In Home Child Care Coordinator
	718-354-4404

	
	Transition/Relocation Assistance Manager
	617-223-3479

	
	Health Promotions Manager
	617-223-3244

	



All Work-Life services are coordinated through Work-Life at ISC Boston

	
	

	Finished.
	


	
	Suicide Prevention




	Purpose
	How to respond to suicide talk, gestures and attempts. 

	
	


	Point of Contact
	Branch:
	ISC Boston Work-Life Branch

	
	Position:
	Employee Assistance Program Administrator

	
	Phone:
	617-223-3477

	
	


	References
	(a)
	Suicide Prevention Instruction, COMDTINST 1734.1

	
	


	Very Important
	Never leave a person who has made suicide talk, gestures or attempted suicide until medical personnel arrive.

	
	


	Definitions
	Below are definitions associated with suicide:

	
	

	
	Term
	Definition

	
	Suicide
	A self-induced death, consciously intended, and carried out with the knowledge that death will occur.

	
	Suicide Attempt
	An intentional act causing physical self harm, where death would have occurred had there been no intervention.

	
	Suicide Gesture
	An intentional act causing or intending to cause physical harm in a way normally associated with suicide, but which would not have caused death even with intervention.

	
	Suicide Talk
	A statement or pattern of statements, words, or behaviors, which reveal a preoccupation with the idea of self induced death.

	
	


	Who to Contact for Assistance
	Follow this notification/assistance table whenever there is suicide talk, gesture or attempt.

	
	

	
	If, person is
	Then, you

	
	Active Duty Member
	Immediately contact the member's command or OOD after duty hours.

	
	Family Member
	Immediately contact local emergency services.

	
	

	Continued on next page.
	


	
	Suicide Prevention (continued)




	Suicide Procedures
	Persons dealing with suicide talk, gestures or attempts must read and comply with reference (a).  Follow the procedures:

	
	

	
	Step
	Action

	
	1
	Person aware of suicide talk, gesture or attempts must immediately contact member's command, OOD or local emergency services.  Do not leave person alone!

	
	2
	Command, OOD or local emergency services will arrange to transport/escort active duty or family member to nearest military medical facility as quickly as possible.

Note: If located in a geographical area without military medical facility, escort the active duty or family member to the nearest civilian hospital and then contact nearest military medical facility for further instructions.

	
	3
	The medical facility will conduct initial assessment and a determination will be made for proper treatment and referral.

	
	4
	The member's or sponsor's command will notify Work Life Employee Assistance Program Coordinator.

	
	


	Results and Follow-up
	The Employee Assistance Program Coordinator will report the incident to G-WPW-2 in accordance with COMDINST 1734.1.  The medical treatment facility will initiate necessary follow-up support.

	
	

	Finished.
	


	
	Employee Assistance Program




	Purpose
	How to access employee assistance services.  This guide applies to all personnel within the GP Moriches area of responsibility.

	
	


	Point of Contact
	Branch:
	Worklife ISC Boston

	
	Position:
	Employee Assistance Program Administrator

	
	Phone:
	617-223-3477


	Services
	The following employee assistance services are available:

	Available
	· Connection to Private Confidential Counseling Services

· Suicide Awareness and Prevention Training

· Financial Assessments

· Financial Awareness Training

· Work Place Violence Training

· Victim/Witness Assistance Information and Referral

· Rape/Sexual Assault Awareness and Prevention

· Employee Assistance Program (EAP) Services Training

· Critical Incident Stress Management (CISM) Pre-Incident Training

· Critical Incident Stress Management (CISM) Post-Incident Debriefing

· Red Cross Liaison

	
	


	
	

	
	


	Requesting Services
	· Eligible personnel call directly to the Employee Assistance Program Administrator or Counselor for any of the services listed.

	
	


	Enclosures
	None.
	

	
	


	Results and Follow-up
	Requests for employee assistance information will normally be replied to by phone.  If follow-up consultation is required it will normally be scheduled within five days.  Training will normally be scheduled at the earliest convenience of the requester.


	
	Family Resource Program



	
	


	Purpose
	How to obtain special needs, family child care, and elder care assistance, in addition to adoption and scholarship information. 

	
	


	Point of Contact
	Branch:
	ISC Boston Work Life Branch

	
	Position:
	Family Resource Specialist

	
	Phone:
	617-223-3482

	
	


	Resources & Services Available
	Special Needs Program:

· Any family member of Coast Guard military personnel who has a long-term professionally documented medical, physical, psychological, mental or educational disability is required to be enrolled in the Special Needs Program.  The purpose: 

· To identify and support the Special Needs of the family while the member meets the mission of the Coast Guard 

· To ensure family and Coast Guard needs are met and that members are not adversely affected in their selection for promotion, schools or assignment 

· Provide support and assistance to family members with diagnosed and professionally documented long-term disabilities 

· How it Works: Coast Guard Member enrolls any family member with a diagnosed and professionally documented long-term condition by completing a Special needs enrollment form and return to the Family Resource Specialist via mail, or sensitive material fax (617-223-3483), 

Family Child Care:

· Reliable Child Care is often a concern. To help with this, the CG has the Family Child Care program. Family Resource Specialists and Family Child Care Coordinators recruit, train, certify and monitor in-home child care providers. 

· The Family Resource Specialist have information about state certified family child care providers in each state. For some states, we have the actual lists of certified providers; for others, we can put you in touch with the right source. Interested in a Child Care Center instead? We can help with that also. We have information on how to find the quality child care arrangement that best suits each family. We also have guidelines on how to choose a child care arrangements. We have sample interview questions for when you’re checking out providers, lists of things to look for, etc. Please call us for information.

Family Resource Program (continued)
Elder Care:

· The Family Resource Specialist provides information on available services and resources to assist families who are facing the challenge of caring for an elderly parent. They keep a listing of phone numbers for elder care services in each state of the District.

Adoption:

· Are you thinking about adopting a child while you are in the Coast Guard? Then don’t forget the Coast Guard has an ADOPTION REIMBURSEMENT PROGRAM, which will reimburse you up to $2,000 per adoption to offset the high costs involved. For info, call your Family Resource Specialist. 

Scholarships:

· Information on available sources of scholarships and financial aid, both military and non-military. They maintain a library of resource books offering a wide range of major areas of study and colleges offering courses.



	
	


	Eligibility
	Family Resource services are available to the following personnel:

· Active Duty, Reserve, Retired members and their family members.

· Scholarship information is available for all Coast Guard Personnel

	
	


	Requesting Assistance
	Eligibly personnel may call the Family Resource Specialist directly for the resources and services listed above.

	
	


	Enclosure
	None.

	
	


	Results and Follow-up
	Requests for resources and services will normally be responded to on the phone and via e-mail.

	
	

	Finished.
	


	
	Job Assistance Services




	Purpose
	How to obtain employment assistance services.  This guide applies to all personnel within the GP Moriches area of responsibility (see eligibility below).

	
	


	Point of Contact
	Branch:
	ISC Boston Work-Life 

	
	Position:
	Transition/Relocation Assistance Manager

	
	Phone:
	617-223-3479

	
	


	Services
	The following employment assistance services are available:

· Transition Assistance Program Seminars

· Job Searches

· Resume instruction

· Federal Job Applications

· Civilian Job Applications

	
	


	
	

	
	


	Job Application

Services
	The following procedures should be used to obtain job search information and resume preparation:

	
	

	
	Step
	Action

	
	1
	Requester calls Transition/Relocation Assistance Manager (TRAM) to set up an appointment.

	
	2
	Requester brings in a current resume if one is available.

	
	3
	TRAM interviews with the requester to determine job satisfaction criteria and placement while incorporating job history and education level.

	
	4
	Requester queries a variety of opportunities via networking, job bank, and other employment opportunities for data and job referrals.

	
	

	Finished.
	


	
	Spouse, Child & Elder Abuse Services




	Purpose
	How to obtain spouse, child and elder abuse intervention and services

	
	


	Point of Contact
	Branch:
	ISC Boston Work-Life Detachment

	
	Position:
	Family Advocacy Specialist

	
	Phone:
	617-223-3480

	
	


	References
	(a)
	Family Advocacy Program, COMDTINST 1750.7B

	
	


	
	

	
	


	Definitions
	Spouse Abuse

Is assault, battery, threat to injure or kill, other acts of force or violence, or emotional maltreatment inflicted on a partner in a marriage when one or both partners is a Coast Guard member and/or incidents where live-in relationships results in abuse.  A spouse under 18 years of age shall also be treated in this category.

Child Abuse

Is physical injury, sexual or emotional maltreatment, deprivation of necessities, or combination of the above to a child by an individual responsible for the child's welfare indicating that a child’s welfare is harmed or threatened.  The terms also encompasses both acts and omissions on the part of the responsible person.  A child is any person under 18 years of age or an individual of any age who is incapable of self support because of mental or physical incapacity and for whom treatment in a medical treatment facility is authorized.

Elder Abuse

Is an act by one having the care, custody or responsibility for an elderly person which results in harm or threatened harm.  Types of elder abuse are neglect, physical, psychological, emotional, material, or violation of rights.

	
	

	Continued on next page.
	


	
	Spouse, Child & Elder Abuse Services (continued)




	Reporting Abuse
	Use the chart below to report spouse, child or elder abuse:

	
	If…
	Then…

	
	Person is in immediate danger
	Call 911 or local police department

	
	Person is in NO immediate danger
	Call Family Programs Administrator

	
	


	Enclosure
	None.

	
	


	Results and Follow-up
	Local police department will respond immediately to reports of immediate harm.  The police will assess the safety of the victim and take appropriate action.

Family Programs Administrator will make all other necessary contacts for investigation, intervention, and family treatment.  Confidentiality of call and family is respected.

	
	

	Finished.
	


	
	Critical Incident Stress Management (CISM) Services




	Purpose
	How and when to request Critical Incident Stress Management (CISM) services.   CISM Team Services will normally be activated by request from unit CO's/XO's.

	
	


	Point of Contact
	Branch:
	ISC Boston Work-Life 

	
	Position:
	Employee Assistance Program Administrator

	
	Phone:
	617-223-3477

	
	


	Training Resources
	International Critical Incident Stress Foundation, Inc.

	
	


	
	

	
	


	Definitions
	A Critical Incident is an event of such emotional power as to overwhelm a person or group's ability to cope.  CISM's goal is to mitigate the affects of the trauma and return people to work better able to cope with the event.

	
	


	CISM Team Format
	The coordinator for all CISM teams is the Employee Assistance Program Coordinator.  The Work Life Supervisor will act as the Coordinator if the Employee Assistance Program Coordinator is not available.  Team members include:

· Trained Team Leaders

· Experienced Peer Facilitators

	
	

	Continued on next page.
	


	
	Critical Incident Stress Management (CISM) Services (continued)




	Incidents when Assistance may be required
	The CISM may assist in critical incidents such as:

· Death or serious injury to a member of the Coast Guard.

· Incident involving death, terminal illness or serious injury of children or spouse of Coast Guard member.

· Incidents involving fatalities or seriously injured survivors (i.e. infant death, unusually grotesque injuries, etc.)

· Life threatening situation to responding crew (e.g. SAR case involving extremely dangerous conditions, catastrophic equipment failure, etc.)

· Sustained operations of long duration affecting deployed members and families (e.g. major oil spill).

· Suicide of member/family member.

· Use of deadly force.

	
	


	Levels of Intervention
	This table shows various levels of intervention available from the CISM:

	
	Level
	Description

	
	Pre-Incident Training
	Work Life training to ensure personnel and their families are aware of signs and symptoms of critical incident stress.

	
	Command Advice
	Advise Commanding Officers on how to minimize critical incident stress and effectively manage its effects.

	
	Defusing
	Thirty minute process to recognize stress reactions and emotional effects.  Accomplish within 8 to 12 hours of the event.

	
	Debriefing
	One to three hour process to deal with and reduce the emotional impact, accomplished two to four days after the incident.

	
	Follow-up
	Individual contact made by a member of the original CISM team to assess status.

	
	

	Continued on next page.
	


	
	Critical Incident Stress Management (CISM) Services (continued)




	Activating
	The following procedures should be used to request CISM Team intervention:

	CISM Team
	

	Intervention
	Step
	Action

	
	1
	Commanding Officer or Executive Officer notifies the Employee Assistance Program Coordinator of the need for intervention.

If unable to contact the EAP Administrator, call Operations Center at _______________ and request they page the Employee Assistance Coordinator or Work Life Supervisor.

	
	2
	Commanding Officer or Executive Officer provide EAP Coordinator with the following:

· Description of the incident

· Personnel affected

	
	


	Enclosure
	None.

	
	


	Results and Follow-up
	Based on the nature of the event, the EAP Coordinator will determine the level of intervention needed.  The Coordinator will contact team leader and peer facilitators.  The team leader will be dispatched to the location of the event in a time frame agreed upon by the requester.

	
	

	Finished.
	


(See Block 21.)
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