PERFORMANCE AND DISCIPLINE

Chapter 10

Chapter Overview

Introduction The objective of this chapter isto provide a concise, user friendly job aid for
completing administrative remarks, recording medals and awards, reporting
completion of NJP or courts-martial proceedings, reporting unauthorized
absence or deserter status and reporting return from unauthorized absence or
deserter status. This chapter provides checklist, guides, and information
required to compl ete these tasks.

In this chapter
Section Description See Page
A Performance 10-A-1
B Discipline 10-B-1
Performance and Discipline 10-1
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Section A
PERFORMANCE

Section Overview

Introduction This section will help you to locate the policies and procedures for
completing an administrative remark entry, guide you through the procedures
for reporting medals and awards, and aid you in completing and reviewing an

Enlisted Employee Review Worksheet (EERW).

In thissection
Topic See Page

Administrative Remarks (CG-3307) 10-A-2
Reporting Medals and Awards 10-A-3
How to Complete Enlisted Employee Review Worksheet 10-A-4
for Units Without Access to Direct Access

Administrative Review of the Enlisted Employee Review

Worksheet 10-A-9
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Section A
PERFORMANCE

Administrative Remarks (CG-3307)

Introduction The CG-3307 provides a means of recording miscellaneous entries, which are
not recorded elsewhere in a Personnel Data Record (PDR). Administrative
Remarks entries are made, to document counseling, or to record any other
information required by current directives, or considered to be of historical
value.

Reference (8 COMDINST 1000.14(series)

Policies and e Theonly authorized CG-3307 entries are those listed in Enclosure (6) to
procedures this manual .

o The policies governing the use of the CG-3307 can be found in Ref. (a).

Example See Enclosure (6) of this manual for examples.
entries
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Section A
PERFORMANCE

Reporting Medals and Awards

Introduction All medals and awards that have been presented to the member must be
reported to the SPO for entry into Direct Access.

Reporting When amember receives amedal or award, forward a copy of the certificate
awards or other documentation to the Direct Access input office (SPO or Unit). I
Processing Process table for active duty and reserve Good Conduct Awards.
Good Conduct
Awards
Stage Who Does It What Happens
1 SPO Forwards alist to the unit of members who

are eligible for awards between the 15th of
the current month to the 14th of the next

month
2 Unit/SPO Prepares Good Conduct Award Certificate for
(See note) the unit commanding officer’ s signature
3 Unit Completes Direct Access transaction or

forwards a copy of the signed award
certificate or documentation to SPO for
Direct Access input

4 SPO Completes Direct Access transaction if unit is
unable to enter the data

Note: If unit has no administrative support attached, the SPO will complete
the Good Conduct Award Certificate and forward to the unit.

Performance and Discipline CH-10 10-A-3




Section A
PERFORMANCE

How to Complete the Enlisted Employee Review Worksheet
for Units without Access to Direct Access

Purpose The objective of this section isto provide a concise, user-friendly job aid for
completing Enlisted Employee Review Worksheet (EERW). Refer to
Chapter 10-B of the PERSMAN, for information about the Enlisted
Employee Review System.
Discussion The EERW should only be used for personnel assigned to commands without
access to Direct Access. Some examples of affected commands are:
e CG Recruiting Offices
e CG personnel assigned at MEPS
e Underway vessels (to be input upon return to homeport)
e Detached duty.
Direct Access does not alow input of Employee Reviews older than one year.
In that case the unit must submit the completed EERW and forward to PSC
(adv) for processing.
Process Thisisthe process used for submission of Enlisted Employee Review
Worksheets.
Stage | Who What Happens
Does It
1 |Unit o Determines members that need to be evaluated.

e Obtainsthe EERW from parent command, Enclosure 1 of this
manual, or the internet (if applicable). Vessels anticipating
underway periods during a period ending date should have
sufficient copies prior to sailing.

e Ensures member signs EERW within 21 days of period ending
date.

e Mailscompleted EERW to parent command for data entry into
EERS.

2 |SPO e Entersinformation from EERW into Direct Access.

e Prints Enlisted Employee Review Summary (EERS) from
Direct Access

o Returns counseling sheet to Unit.

3 | Unit o VerifiesEERSfor accuracy, counsels member, gets signature,
and files summary sheet in member's record.
Continued on next page
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Section A
PERFORMANCE

How to Complete the Enlisted Employee Review Worksheet
for Units without Access to Direct Access, Continued

Before you EERW's must be used for al Enlisted Employee Reviews (EER) submitted
begin with a period end date later than ITAUG02 when applicable. All EER's must
be submitted online.

A properly completed EERW isrequired for entry by parent command.
Incorrect forms will be sent back to the unit for corrections.

Keep these important rules in mind while completing EERW's.
e Useapen or pencil
o Darken the ovals completely, asin this example:

RIGHT MARI WERONG MARRKS
e N SR g

Continued on next page
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Section A
PERFORMANCE

How to Complete the Enlisted Employee Review Worksheet
for Units without Access to Direct Access, Continued

Completingthe  Follow these steps and examples to complete the EERW.

EERW . . . .
Note: If you have any questions after reading these directions, please contact
PSC (ADV) at 785-339-3400 for assistance, before attempting to complete
the form.
Step Action
1 Determine the reason for evaluation.
2 Please darken the correct ovalsin blocks 1-5.
Block Enter
1 Print member's full name/rate and unit

2 Enter member's Employee Id

3 Darken the oval for the appropriate pay grade
4 Enter the correct reason code for the evaluation
5 Enter the correct period ending date

RATE, FIRST NAME, LAST NAME: UNIT NAME:
1
2 EMPLOYEE LD # 4 REASON
[TTTTT] | oo | e
s ANSU AL ARNNL AL REASON
OTHER: Review section |ILE COMITINST
B 1000 4 (menes] 1o detarmins when
recpairzd:
0 DISCIPLISARY (MIP, COURT MARTIAL
CIYIL CONVICTION) s | PERIOD ENDING
i HI-.I_]!'['I'III;fZ\'llIZ!I'III-ZH THAM
DECIPLINARY) MONTH | DAY | YEAR
0 TEAMEFER g JIJ;'-T; | |
3 PFAYGRADE 0 PROBATICMSPECIAL CONDUCT 1 BMAR
- 1 APR
0 SWE 0 MY
0 1
0 E-3 I 181
I ALG
[ E-2 1 SEP
0 o]
n o 1 MY
0kl 1 DEC

Continued on next page
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Section A
PERFORMANCE

How to Complete the Enlisted Employee Review Worksheet
for Units without Access to Direct Access, Continued

Completing the
EERW (cont’d)

Step Action
3 Darken the ovals that properly evaluate the member.
e Useonly one mark per field.
e The supervisor and marking official should use a pencil and enter a mark
in the oval, which can be erased if necessary.
« Theapproving official agrees/disagrees and darkens the appropriate oval.
4 All marks of:

. 2,
o Not Recommended; or

e Unsatisfactory in Conduct

must have supporting documentation attached to the EERW.
5 LEADERSHIP POTENTIAL

Provide written documentation for all personnel E-6 and above describing in detail
their potential for future leadership responsibilities.

6 Darken the correct Conduct oval.

CONDCT
COMPETENCY
CONDLCT ) UNSATISFACTORY i SATISFACTORY il
e ““-'F‘I"“- Irwhich Lhts member, thmagh Piled o mael minimum standonds as evidenced by MIP, CM, of civl o MIP, CM, o il comciion; and promoied
T‘I“‘I":'" — 'I"- ‘i‘l'""f"“"lljl'r'u'" "'L:j . convictian, or brought disedt (o the Cost Guand o evdenced by abene suppoed respect for nies, regalations, and dviling and
Tegiatios, mad mithary slandans, on ind o CE-3307 eniries Inchuding Tnancial respars(bdity, noo-supprt of miliiary standunds 15 evidenced by no uverse CG-3UR7

duty. dependenis, or akohal incidents; of filed 1o confom i civilian amd niliary enirie,

mukes, reguatione, and gandands.

A mark of unsatisfactory requires adverse supporting documentation.

Continued on next page
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Section A
PERFORMANCE

How to Complete the Enlisted Employee Review Worksheet
for Units without Access to Direct Access, Continued

Completing the
EERW (cont’d)

Step

Action

7

The supervisor, marking official and approving official must darken in one oval for
amark of not recommended or recommended.

0 mot Recommended
SUPERVISOR: 0 recommended

MARKING 0 Mot Reconmended
OFFICIAL: 0 Aecormmenden
APPROVING 0 raot Recommended
OFFICIAL: 0 Aecormmenden

 All members marked not recommended will not receive a SWE nor be alowed
placement on a supplemental advancement or striker list.

« All evaluations completed in the spring are for the November SWE cycle.
« Evaluations completed in the fall are for the May SWE cycle.
« Reservists are evaluated one time per year in May for the October RSWE cycle.

The EERW must have four signatures for processing.
1. The supervisor

2. Marking official

3. Approving official

4, Member

1CERTIFY THAT I HAVE EVALLATED THIS MEMNER ACRARST IIII WERITTEN HRI'\IH\I.I\.‘- B STANDARDE ARNDHANTE I'R l'\.ll)' IJ‘:"HIIII\

|J Not Recommniend e DOCL IENTATION FOR SUPPORT OF EACH MARKOF |, 17, OF UNSATEFACTORY CONDUCT ARND TERMINATION QOF GO0
ELICIBILITY
SUPERVISOR: 0 Recommenged
||||||| Fois'Hask
. 1 CERTIFY THAT I HAVE EY .l\l LATED THIS MEMBER ACGAIRST THEWRITTEN I1RI'\IH'\|I.I\.‘- ESTANDARDS ANMDHAVE I'R "\.III D WRITTEN
MARKING L Not Recommended DOCI ENTATION FOR SUPPORT OF BACH MARK P, 17, DR UNSATEFACTORY CONDUCT ARND TERMINATION OF GOODCONICT
OFFICIAL 0 Recommended PRI
SiEnsire P Hask Duda
0 concur
APPROVING 0 roat Recormmendzd 0 oot concur, chonges mde
OFFICIAL: [ Recommended 0 comeling Dooumestation for 1, 2, and 7's requined Signstre
0 comreling requirsd (specily wres)
Py Bank i

MEBMBER: 14 CKMOWLEDGE HAVING DEN COLNSELED OF AND HAVE REVIERAED 8T ENLISTED PERPORSANCE PORS FDR THES PERIDEL 1 HAYIE BEDY BEIEFED O AND FULLT URDERSTAND THE
SCNIFICANTE THAT THE ASSIGSNED MARKS HAVE 07§ MY OO0 CONDOCT FLITIELITY. 1 UNDERSTAND THAT 1HAVE |5 CALENDWR TUWYS TN WHICH TOSLIBMIT & SUARKS AFPELL |
HAVE BN BRIBEMED D8 ANDFULLY UKISHRSTAND THE ACTION TAKERN ON ST AT FRENT PO TERNTIAL

Continued on next page
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Section A
PERFORMANCE

Administrative Review of the Enlisted Employee Review

Worksheet

Introduction

Reasonsthe
EERW rejects

Unit
Responsibility

For more
infor mation or
assistance

Everyone involved in the enlisted evaluation process has a responsibility to
ensure the form is properly completed. An audit of the worksheet will ensure
it is processed properly the first time.

Remember the critical nature of the EERW demands that members,
commands, parent commands, and processing points adhere strictly to these
guidelines to provide the best service to the member being evaluated.

Listed below are several reasons the EERW will be rejected by your parent
command. Pay special attention to these areas during your review of each
worksheet.

1. Wrong period ending date/wrong eval uation reason.

2. Too many marksin field -- Occurs when the rating chain properly
changes afactor mark but failsto erase the original mark completely.

3. Nomarksinfield -- One oval per factor must be darkened.

Need supporting documentation.

5. Pay grade does not match -- The unit marks the member for semi-
annual evaluation when in fact the member advanced at an earlier
date.

6. No signature -- The supervisor, marking official, approving official,
and the member must sign the worksheet.
Note: If for some reason the member will be unavailable at the end of
the marking period, ensure enough lead-time in EERW preparation to
obtain the signature by mail if necessary. This guidance appliesto the
evaluation of Reserve personnel in particular.

e

Any worksheet that isimproperly completed will be returned to the unit for
correction.

Note: If the member has transferred; it is the unit’s responsibility to forward
the EERW to the new command.

Any gquestions concerning the Enlisted Employee Review Worksheet should
be referred to PSC (ADV) at 785-339-3400. Y ou can also e-mail
Advancementsat: PSC-ADV @hrsic.uscg.mil.
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Section B
DISCIPLINE

Section Overview

Introduction This section will guide you through the procedures following NJP or courts-
martial proceedings, reporting a member UA or adeserter, and reporting a
member who has returned after being absent or declared a deserter.

In thissection
Topic See Page
Nonjudicial Punishment (NJP) Checklist 10-B-2
Courts-Martial Checklist 10-B-3
Unauthorized Absence 10-B-5
Desertion 10-B-8
Reporting Return of Absentee or Deserter 10-B-11
Reporting Civil Arrest or Conviction 10-B-14

Performance and Discipline CH-10 10-B-1



Section B
DISCIPLINE

Nonjudicial Punishment (NJP) Checklist

Introduction This checklist has been provided as ajob aid to assist the unittHRS/'SPO in
completing all necessary tasks required after NJP proceedings. Thisjob aid is
designed to be reproduced locally.

Reference (& MJM, Article 1-G-3, Personnel Record Entries
(b) Direct Access Enlisted Employee Review Instructions

NJP checklist Follow these procedures after NJP proceedings.

Step | Action Reference Date
1 | Forward acopy of the CG 4910 to the servicing MIM
HRS/SPO (or local Direct Access HRS office if
applicable)
2 | Complete an Enlisted Employee Review in Direct PERSMAN, 10-B-2
Access. Use “Discipling” for the review type and enter
remarks in the comments section for the conduct Direct Access
competency. Enlisted Employee
Review Instructions
3 | Filetheoriginal Report Of Offense And Disposition MM, 1-G-4
(CG-4910), Acknowledgment of Rights Acceptance of
NJP, PIO’ s report and appeals in the unit punishment
log.
4 | Initiate report to COMDT (G-CFl). PERSEC, 2-V
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Section B
DISCIPLINE

Courts-Martial Checklists

Introduction These checklists have been provided as ajob aid to assist the unit/HRS/SPO
in completing all necessary tasks required after a courts-martial. Thisjob aid
is designed to be reproduced locally.

Reference (& MM,
Section 5-G, Courts-Martial Action and Review
Section 5-E, Suspension of Sentence

Summary Follow these procedures after the convening authority has acted on a
courtsmartial  summary courts-martial where the member was found guilty.

Step | Action Reference Date

1 | Forward to the servicing HRS/SPO: MIM
» Copy of DD-Form 2329

« Acknowledgment of Rights

» Copy of Supplementary Promulgating Order

2 | Complete an Enlisted Employee Review in Direct Access. | PERSMAN, 10-B-2
Use “Discipline” for the review type and enter remarksin
the comments section for the conduct competency. Direct Access
Enlisted Employee
Review Instructions

3 |Initiate report to COMDT (G-CFI). PERSEC, 2-V

Continued on next page
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Section B
DISCIPLINE

Courts-Martial Checklists, continued

Special or Follow these procedures after the convening authority has acted on a special
general courts-  or general courts-martial.
martial
Step | Action Reference Date
1 | Forward copy of promulgating order to servicing MIM
HRS/SPO

2 | Notify servicing HRS/SPO of member’s fine repayment MIM
intentions (if fine imposed)

3 | Complete an Enlisted Employee Review in Direct Access. | PERSMAN,
Use “Discipline” for the review type and enter remarksin | 10-B-2

the comments section for the conduct competency.
Direct Access
Enlisted Employee
Review
Instructions

4 | Initiate report to COMDT (G-CFl). PERSEC, 2-V
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Section B
DISCIPLINE

Unauthorized Absence

Introduction

References

UA for less
than 24 hours

UA for over 24
hours

This has been provided as ajob aid in determining the procedures when a
member isin an unauthorized absence (UA) status.

(@) PERSMAN , CG Personnel Manual
Article 8-C-1, Unauthorized Absence of Officers
Article 8-C-2, Unauthorized Absence of Enlisted Personnel

When amember has been UA for less than 24 hours, the unit is responsible
for initiating any and all disciplinary action.

Use this table when a member fails to report and is placed in unauthorized
absence status.

When M ember

Thenthe... |DoesThis...

Failstoreportin
PCS

Receiving e Contacts unit from which transferred to determine if

unit orders were amended or canceled

e NotifiesHRS/SPO

e Notifiesand directs the Unit Travel Charge Card
Coordinator to immediately suspend the account pending
investigation

Failsto report
TDY to unit or
enters UA while
TDY

TDY unit e Notifies permanent unit

Permanent |e  Notifies HRS/SPO that maintains PDR

unit e Notifiesand directs the Unit Travel Charge Card
Coordinator to immediately suspend the account pending
investigation

Failsto report
for normal duty

Permanent |e  Notifies HRS/'SPO
unit e Notifiesand directs the Unit Travel Charge Card
Coordinator to immediately suspend the account pending

investigation

Note: If member isan officer also notify CGPC (opm).

Continued on next page
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Section B
DISCIPLINE

Unauthorized Absence, Continued

UA for 10days  When the member has been UA or 10 days, notify the next of kin by letter as
follows:

| regret the necessity of informing you that your (son/daughter/other relationship
as appropriate), (insert full name and rate), who enlisted in the Coast Guard on
(date of enlistment) and was attached to this unit has been on unauthorized
absence since (date). Should you know the whereabouts of your
(son/daughter/other relationship), | suggest that you urge your
(son/daughter/other relationship) to surrender to the nearest Coast Guard or
other military activity immediately since the gravity of the military offense
increases with each day of absence. Should your (son/daughter/other
relationship) remain absent for 30 days, your (son/daughter/other relationship)
will be declared a deserter, and a federal warrant will be issued. Additionally,
information concerning the unauthorized absence will be provided to the
National Crime Information Center. This information will be available to all law
enforcement agencies throughout the country.

For member in paygrade E-4 (less than 4 years service) or more junior, with
dependents add the following paragraph in letters to the dependents.

If your (appropriate relationship) remains in an unauthorized absence status for
more than 29 days, you may be entitled to Basic Allowance for Housing (BAH),
not to exceed 2 months. To be eligible for BAH you must not be assigned to
Government Quarters, and cannot be residing with the member. Your request
for BAH must be submitted within 3 months of the date that your (appropriate
relationship)’s absence commenced. Please include a statement indicating that
you are not residing with your (appropriate relationship).

Submit your request to:

COMMANDING OFFICER (MAS)

COAST GUARD PERSONNEL SERVICE CENTER
444 S. E. QUINCY STREET

TOPEKA, KS 66683-3591

If you have any questions, contact (local unit) for assistance.

o If the member is E-4 (less than 4 years service) or more junior and
dependents are residing with a guardian, send a separate letter to the
guardian.

Continued on next page
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Section B
DISCIPLINE

Unauthorized Absence, Continued

UA at time of Follow these procedures when a member is UA at time of sailing.

sailing

Step

Action

1

Complete the following CG-3307 entry (P& D-5)

Missed sailing of this vessel from (place of sailing) on (date) on route to
(destination). Member had knowledge of the time movement was
scheduled.

Note: Make anotation on the sailing list.

If the vessel deploys for 10 or more days:

o Administratively transfer the absentee TDY to the nearest
HRS/SPO ashore

o Complete a CG-3307 (P& D-5) showing unit transferred to and
disposition of records and personal effects

» Forward original CG-3307 immediately to CGPC (adm-3), copy to
HRS/SPO and unit file

Inventory absentee’ s personal effects and coordinate with the
Transportation Officer for shipment of absentee’ s personal effects

Note: Shipment will be charged against the member’s pay.

If member is absent while the vessel isin aforeign port, report
absence to the nearest US consulate. Include instructions for
disposition of the absentee if apprehended.

Notify and direct the Unit Travel Charge Card Coordinator to
immediately suspend the account pending investigation.

Performance and Discipline CH-10 10-B-7



Section B
DISCIPLINE

Desertion

Introduction This has been provided to assist you through the procedures for declaring a
member to be a deserter.

Reference (8) PERSMAN,
Article 8-A-2b, Deserter
Article 8-A-7, Disposition of Personnel Effects of Absentees or Deserters

Procedure for Use this procedure when declaring a member to be a deserter.
declaring a

member a

deserter

Step |Action
1 |Issue DD Form 553 normally the 31st day of absence.

 You may declare the member a deserter before the 31st days when
the member’ sintentions are known.

Note: In cases where amember was declared a deserter early, issue
DD Form 553 on the day member was declared a deserter.

2 | Sendorigina DD Form 553 to CGPC (adm-3)

Distribute signed copies of DD Form 553 to:

o Member’'sHRS/SPO

« District Commander (0) of the district that the member is absent
from

« District Commander (0) of the district of the absentee’ s home of
record

o Commandant (G-O) if home of record iswithin 30 miles of the
District of Columbia

« Recruiting office nearest to the home of record

« Next of kin viacertified mail, return receipt requested, deliver to
addressee only

« Mayor (or chief of police) of the home of record and of any town to
which the absentee may have proceeded

Continued on next page
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Section B
DISCIPLINE

Desertion, Continued

Procedurefor
declaring a
member a
deserter
(continued)

Action

KQ
2oocS—~300 N3

o Commanding Officer of the Coast Guard unit and the Armed Forces
Police establishment nearest the home of record and any areathe
absentee may have proceeded to

« Inthe case of an alien believed to be in aforeign country:

DEPARTMENT OF STATE
ATTN VISA OFFICER-SCA/VO
STATE ANNEX NO 2,
WASHINGTON, DC 20520

e Inthe case of an U.S. citizen believed to be in aforeign country:

DEPARTMENT OF STATE
PASSPORT OFFICE/PTLS
1425 K STREET NW
WASHINGTON, DC 20524

w

Forward PDR’ s to the HRS/PERSRU within 2 days

IS

Inventory and transfer deserter’s personal effects

62

If member is mentally irresponsible at the time of absence from a
hospital, inform CGPC (epm), via chain-of-command, by letter

Continued on next page
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Section B
DISCIPLINE

Desertion, Continued

Procedurefor
declaring a
member a
deserter
(continued)

Step | Action
6 |Notify next of kin by letter with the following:

| regret the necessity of informing you that your (son/daughter/other
relationship as appropriate) (full name and rate), who enlisted in the
Coast Guard at (place of enlistment) on (date of enlistment), and was
attached to this unit, has been on unauthorized absence since (date)
and is being declared a deserter from the U. S. Coast Guard effective
(date). Should you know the whereabouts of your (son/daughter/other
relationship), | suggest that you urge your (son/daughter/other
relationship) to surrender to the nearest U. S. Coast Guard activity
immediately since the gravity of this offense increases with each day of
absence. If you have been issued a Uniformed Services Identification
and Privilege Card (DD-1173), the privileges of this card are no longer
available to you due to desertion of your (son/daughter/other
relationship). You should return this card to the nearest U. S. Coast
Guard unit.
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Section B
DISCIPLINE

Reporting Return of Absentee or Deserter

Introduction This has been provided to assist you through the procedure for reporting the
return of an absentee or deserter.

Reference (a) PERSMAN, Article 8-C-3, Return of Absentee or Deserter

Delivery by civil  Follow these procedures when reporting the return of absentee/deserter.
authorities

Step | Action
1 | Before accepting delivery by civil authorities ensure:

« that no criminal charges are pending

« if charges are pending, forward afull report to CGPC (epm/opm)

« take no action pending receipt of instructions

2 | If civil charges are made after custody has been accepted, the
provisions of the Manual for Courts-Martia apply.

3 | Givecivil authorities no assurance that an absentee or deserter will
be tried by military court for violations of Federal or State laws, or
that any individual will be retained in or discharged from the service.

Adequate Before accepting delivery of an absentee or deserter ensure your unit is
facilities for considered an adequate facility. To be considered an adequate facility for
retention retention of absentees or deserters, the facility must meet these requirements:

« Shore unit - must be equal to or exceed those of a Coast Guard station.
« Afloat unit - must be equal to or exceed those of aWLM class cutter.

Note: If your unit does not meet these requirements, you should request
instruction from district commander (0).

Continued on next page
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Section B
DISCIPLINE

Reporting Return of Absentee or Deserter, Continued

Report of If the member has been declared a deserter, prepare and distribute the
Return of DD Form 616 to each addressee who was previously sent aDD Form 553.
Absentee,

DD Form 616

Reporting Notify the proper authority as shown in the reporting return table.

return

Notification will contain:

o Name and SSN of the member
o Date, hour, and circumstances of return
o Summary of any pending civil charges

Information regarding the date and hour of absence may be obtained from the
absentee only after compliance with Article 31(b) of the Uniform Code of

Military Justice.
Reporting Notify the proper authority as shown in the table below.
return table
When returnisto | And unitis Then report to
Unit from which District commander,
absent Info: CGPC (epm) or CGPC (opm)
Unit other than under the operational Section or group commander by telephone or
from which absent | control of asectionor | other rapid means Section or group will take
group action according to the Uniform Code of
Military Justice
Unit in same not under the District commander,
district operational control of a |Info. CGPC (epm), or CGPC (opm)
Section or group Unit from which absent
Unit outside not under the District commander from which absent,
district operational control of a |Info: CGPC (epm) or CGPC (opm)
section or group Unit from which absent
Note: |f absentee was apprehended or delivered
(vs surrendered), report return to CGPC
(epm) or CGPC (opm)
Info: Local district commander
Unit from which absent

Continued on next page
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Section B
DISCIPLINE

Reporting Return of Absentee or Deserter, Continued

District
responsibility

Absentee or
deserter from

other branch of
the Armed
Forces

When notified of the return of an absentee or deserter, the district commander
for the homeport/permanent duty station from which the member is absent
will:

« Direct the return of an absentee or deserter to aunit in the district for
disciplinary action

» Request assignment instruction from CGPC (epm) or CGPC (opm) if the
member has been temporarily assigned to a unit other than the unit from
which the member is absent for disciplinary action

 Coordinate with PSC (DC) for checkage of the member’ s pay account for
travel costs

Follow these procedures for reporting the return of an absentee or deserter
from another branch of the U. S. Armed Forces.

Step | Action

1 | Immediately notify the commanding officer of the parent organization
by message and request instructions

2 | Included the following as info addressees as appropriate:

e CGPC (epm) or CGPC (opm)

o Adjutant General, Department of the Army

o Chief of Naval Personnel

 Air Adjutant General, Department of the Air Force
o Commandant, Marine Corps

3 | Prepare astatement in triplicate that includes the following:

» Time date and place taken into CG custody

« Circumstances of return (whether surrendered, delivered, or
apprehended)

« Name and address of person or agency effecting apprehension or
delivery

4 | Provide an original and one copy of the statement to the representative
of the agency taking custody of the member
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Section B
DISCIPLINE

Reporting Civil Arrest or Conviction

Introduction The arrest or conviction of a Coast Guard member (active or reserve) by civil

authorities must be reported in accordance with the following references.

Reference (8) PERSMAN, CG Personnel Manual, Section 8-B, Civil arrest and

conviction
(b) PERSEC, CG Personnel Security Program, Paragraph 2-V
(c) PAYMAN, CG Pay Manual, Paragraphs 2-C-4,

2-C-5, and 2-C-6
Process Thisisthe process used when reporting civil arrest or conviction. Complete
Overview details and procedures can be found in the appropriate references.
Stage | Who Does |t | When What Happens References
1 |Unit Upon learning of | « Notifies cognizant Security 8-B
amember’s Officer (For units below the PERSMAN
arrest or Group level thiswill be the
detention by Group Security Officer).
civil authorities |« Notifies servicing HRS/SPO if
the member is not entitled to 2-C-4
service credit while in the PAYMAN
custody of civil authorities.
2 | Security Upon o Completes a Personnel Security | 2-V
Officer notification of Action Request (CG-5588) (The | PERSEC
member'sarrest | formisavailablein the“Forms
Menu” program).
« Sends completed CG-5588 to
COMDT (G-CFl).
 Sends copies of the report to:
CGPC (epm) or (opm) and
(adm-3).
« Sends a copy of the report to the
district or area security officer (if
not collocated).
Continued on next page
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Reporting Civil Arrest or Conviction, Continued

Process Thisisthe process used when reporting civil arrest or conviction. Complete
Overview, details and procedures can be found in the appropriate references, continued.
Continued
Stage [ Who Does |t | When What Happens References
3 | SPO/ISC Upon o Completesa“General Absence” | PAYMAN, 2-
notification of Transaction in Direct Access. C-4
member’s arrest Home>Administer Workforce>Monitor
and detention Absence (GBL)>Use>General Absence
beyond the o Upon the member’ sreturn to
normal p
- duty, completes a“General
expiration of N o
authorized leave f\bsence Tra”?m' on a,nd
or liberty Empl oyee Entitlements
transaction to start allowances.
Home>Administer Workforce>Monitor
Absence (GBL)>Use>General Absence
Home>Compensate Employees>Maintain
Entitlements>Use> Empl oyee Entitlements
4 | Security Within 60 days |e Submitsan interim report to PERSEC, 2-V
Officer of the date the COMDT (G-CFl) using form
incident CG-5588.
occurred and
every 60 days « Sends a copy of the report to the
until final district or area security officer (if
disposition of not collocated), CGPC (epm) or
the caseis (opm) and (adm-3).
known
5 | Security Upon e SubmitsaFinal report to PERSEC, 2-V
Officer notification of COMDT (G-CFl), using form
the final CG-5588.
disposition of
the case « Sends a copy of the report to the
district or area security officer (if
not collocated), CGPC (epm) or
(opm) and (adm-3).
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