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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 1330.2C
Subj:
EXECUTIVE OFFICER REQUEST/COMPLAINT MAST

Ref:
(a) Coast Guard Regulations, COMDTINST M5000.3B, Article 9-2-3

(b) CG ISC PORTS VA INST 1330.1 (series)

1.
PURPOSE. To provide a mechanism for personnel not covered by the Union Agreement to address individual problems or concerns that might not otherwise receive command attention.

2.
ACTION. Division Officer and Branch Chiefs shall ensure all personnel are aware of the contents of this instruction.

3.
DIRECTIVES AFFECTED. INTSUPRTCOM PORTSVA Instruction 1330.2B is cancelled.

4.
DISCUSSION.

a.
Reference (a) establishes the right of any person in the Coast Guard to communicate directly with the Commanding Officer and reference (b) implements that policy at Integrated Support Command (ISC) Portsmouth. Most personal situations and difficulties, however, do not require the direct involvement of the Commanding Officer.

b.
An Executive Officer Request/Complaint Mast provides an effective way to bring problems not resolved at lower levels in the chain of command to the command’s attention for resolution.

c.
It is also the policy of this command that all newly reporting permanent party personnel have an interview with the Executive Officer.

5.
PROCEDURES.

a.
An Executive Officer Request/Complaint Mast will be held from 1300 to 1500 on the second and fourth Mondays of each month.

b.
New arrivals to the Integrated Support Command will schedule a “New Reports” interview with the Executive Officer through the Command Secretary when completing their official check-in sheet. A Special Request Chit is not necessary for these individuals.
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c.
Other individuals desiring an audience with the Executive Officer shall submit a Special Request Chit, via their chain of command, to arrive in the Command Office no later than the Friday proceeding the next scheduled mast date. Personnel in the chain of command will not delay the forwarding of these requests.

(1)
Although not required, it is very helpful and time saving for the individual to include a brief statement on the Request Chit of the topic or area of concern to be discussed.

(2)
The Executive Officer will review all requests received and the Command Secretary will provide a specific appointment time, usually by 1000 on the day of the mast.

d.
If the number of mast requests received are more than can be scheduled within the allotted time, a special additional mast period may be scheduled for the following week.

e.
Requests of an emergency nature will be handled on a case-by-case basis.
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