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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION M1300.1K

Subj:   DUTY SECTION ORGANIZATION, RESPONSIBILITIES AND QUALIFICATIONS 

1. PURPOSE.    To promulgate the roles and responsibilities of the Integrated Support Command (ISC) duty watchstanders.

2. ACTION.    The contents of this instruction shall be widely disseminated, and duty section personnel shall comply with the assigned responsibilities.

3. DIRECTIVES AFFECTED.    ISC Portsmouth Instruction M1300.1J is cancelled.

4.    DISCUSSION.    ISC Portsmouth is one of the Coast Guard’s largest support facilities.  It has a variety of important functions and responsibilities to itself, tenant commands, and the Coast Guard as a whole.  This instruction sets forth the basic watch organization and responsibilities, and provides a ready reference to assist duty personnel.  This instruction is not intended to be all-inclusive or to override the authority and policy set forth in other existing instructions and notices.  Provided herein are substantial additional details as to the duties of watchstanding personnel during various evolutions.


R. D. GIBSON
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ADMINISTRATION AND STANDING ORDERS

All ISC active duty personnel are subject to recall in support of mobilization in the event of a natural disaster or Force Protection (FPCON) level increases.   Therefore, all ISC active duty personnel are required to have a reasonable means for contact by land line, cell phone or pager at the member’s main residence by which the member can be recalled.

A. Workday Duty Organization.    During the normal workday, the OOD, JOOD and General Watchstanders shall muster and relieve at 0730 (0800 on weekends and holidays) at the Unaccompanied Personnel Housing (UPH).  Normally, the watch is activated at 1545 Monday through Friday and 0800 on weekends and holidays.  The duty section consists of the Officer Of The Day (OOD), Junior Officer Of The Day (JOOD), General Watchstanders, Duty Engineer, Medical and Morale, Well-Being and Recreation (MWR) watchstanders.  The duty section is on duty for 24 hours.  In case of emergency during the workday, the OOD shall utilize the duty section as needed.  Integrated Support Command (ISC) Portsmouth will always have OOD, JOOD and a minimum of two general watchstanders for base wide activities.

B. Workday Duty Organization During Force Protection Condition (FPCON) BRAVO, CHARLIE and DELTA    During threat condition CHARLIE and DELTA and in certain threats in BRAVO there will be a 24 live watch in the UPH.  In case of emergency during the workday, the OOD shall utilize the duty section as needed.  Personnel standing the Mid-watch shall report to work at 1000, following their duty day.  Watchstanders assigned the 4-8 watch may, at their department head’s discretion, be authorized liberty at 1230 that workday.

C. Watch Organization.

1. Officer of the Day (OOD).    The OOD is the direct, onboard representative of the ISC Commanding Officer (CO) and is responsible for maintaining good order and discipline, security of all property, carrying out command policies and procedures and, in general, handling whatever situation may arise during the course of the watch.  The OOD has authority over all personnel assigned to the various ISC duty sections, and is responsible to the ISC CO through the ISC Executive Officer (XO).  All watchstanders assigned to the ISC are subordinate to the OOD in the official performance of his/her duties.  In the event of a full recall of the ISC, OODs may continue their duties as directed by the ISC CO or ISC XO.
2. Junior Officer Of The Day (JOOD).    The JOOD is the primary assistant to the OOD.  In the absence of the OOD, the JOOD shall be responsible for any situations involving overall security, good order and discipline, and command policies.  Work assignments for the watch shall be made by the JOOD.  The JOOD serves as an assistant to the OOD in carrying out policy affecting the watch, and is directly responsible for the effective operation of the duty section.  

3. General Duty Watchstanders.    The General Duty Section is assigned directly to the OOD to perform work routines as administered by the JOOD.

4. Morale, Well-Being and Recreation (MWR) Watchstanders.    An MWR Watchstander is assigned to the Gymnasium and to the Hobby Shop to provide continuing recreational services.  The Swimming Pool (seasonal) is normally operated by civilian MWR employees, but its operation may be augmented by military MWR watchstanders.

5. Medical Watchstanders.    Medical Health Services Technician (HS) watchstanders provide after hours medical emergency services and a security watch for the clinic.  HS personnel will be qualified to stand this watch upon completion of a watch qualification program administered by the Clinic Supervisor.

6. Electronic Support Detachment (ESD) Telephone Services Watchstander.    The duty ESD Telephone Technician (TT) will be on call to provide immediate telephone casualty repair service.

7. Duty Engineer Watchstander.    The Duty Engineer will be on call to provide immediate casualty repair service.

8. Security Watchstanders.    Security of the ISC is principally provided by a contracted (civilian) security service.  The Security Force is subordinate to, and assists the OOD.  The OOD shall ensure the Security Force enforces all regulations pertaining to the safety and protection of ISC personnel and property.

D. General Duties/Responsibilities.

1. Officer of the Day (OOD).

a. The OOD is the direct representative of the ISC CO, and is responsible for the security and safety of all personnel on board the command, the preservation of order and discipline, keeping abreast of all incoming message traffic, the protection of government property and outside normal working hours, supervises the delivery of ISC support services.  The OOD is responsible for executing and enforcing command policies and procedures, maintaining the security of all property and, in general, handling whatever situations may arise during the watch.  Many situations encountered and the actions taken will be routine.  Others will be completely unique, requiring sound decision making and judgment.

b. When necessary, the OOD shall act as liaison with the District Office, other Coast Guard Units, other military commands and civilian agencies.  The OOD shall act for the ISC CO or the ISC XO in their absence and shall advise them as rapidly as possible of any unusual incidents, circumstances or conditions of which they should be aware.

c. The ISC OOD shall make a security round of the facility at least once every two hours.  The OOD may stagger rounds with the JOOD; rounds will be made by driving the entire facility at varied times so that rounds do not become predictable.  Generally speaking, the purpose of this security/safety round is to ensure that unsafe or unlawful activities are not taking place on the facility.  The rounds also serve to demonstrate a command presence for those persons on board the facility after hours.  The following general guidelines shall be utilized:

(1) Prior to departing on a round, the OOD shall advise the JOOD and the Security watch commander of the round.

(2) Conduct a radio check with JOOD and security.

(3) Drive the piers and wharfs (if safe to do so).  Observe and take action on the following:

(a) Illegally parked cars.

(b) Any unauthorized transfers involving drums, plastic containers, or tank trucks.

(c) Oil sheen emulation, or fuel smell in the water.

(d) Stragglers on the pier when ships are not moored there.

(e) Unattended 55-gallon drums.

(f) Unattended batteries.

(g) Unsafe practices (not using hard hats in areas of crane ops, etc.) 

(h) Unmanned vessels and barges improperly moored.

(4) Be attentive to any after hours work anywhere on the facility.

(5) Contact the Senior Officer Present Afloat (SOPA) for the removal of any materials that are found outside the Ships Storage Locker or the Flammable Storage Locker.

(6) Be attentive to open doors and open windows.  If found open, secure and log in electronic OOD Log.

(7) Determine if there are any problems with either customers or equipment when making rounds at the Wheelhouse.  The OOD will be responsible to remove intoxicated or unruly patrons, if requested by the bartender or if deemed necessary.  Security may be called to assist the OOD.

(8) Observe the MWR watchstanders.  Determine if any problems exist with customers or equipment.

(9) Make rounds to the Exchange and Credit Union during hours of operations.

(10) Conduct a radio check with the clinic watchstander and determine if all is secure (0900, 1600). 

(11) Maintain a written (electronic) log of all rounds as well as any out of place equipment or any inappropriate activity.

(12) Make a round of the base every 2 hours until 2200.  This final round shall be reported to the security Watch Commander to ensure pertinent information is passed and the OOD is safe.

(13) Supervise extra duty personnel and ensure their compliance with restriction orders.

(14) Ensure the proper flags are displayed in front of the command building.  Ensure colors are observed at 0800 and sunset.  The OOD will directly observe evening colors and the JOOD will observe morning colors.  The Holiday flag is posted on Sundays and Holidays.

(15) After normal work hours, meet visiting vessels and vessels returning from patrols.  Ensure safety of visitors on piers and ship’s needs are met.

d. If, after careful consideration of all options, the OOD is ever in doubt as to what course of action to take, the matter shall be referred to the ISC XO.  The ISC XO shall be kept informed of all matters that impact the operation of the command, or that may be considered controversial.

e. All situations that might be encountered are not covered in this directive.  OODs are expected to use good judgment when making decisions based on available information.

f. Recall the Duty ESD TT when necessary.  The OOD shall adhere to the following guidelines to affect the recall:

(1) ET/TT primary duty after hours:  (757) 483-8699, leave a message and the watchstander will be paged.

(2) For computer support: (757) 483-8457 (24-hours), after hours select the appropriate area, leave a message and the technician will be paged.

g. When responding to an engineering problem, the ISC OOD shall:

(1) Check the duty section for an MK or DC to assist in investigating any problem involving the failure of plumbing, heating, air conditioning or refrigeration systems.

(a) Do not attempt to reset, adjust or override boiler controls.  It is possible to flood the firebox with fuel that can cause an explosion or damage the system.  Contact the duty Engineer (757) 670-4008.

(b) The OOD should perform preliminary checks and action to correct minor problems before contacting Duty Engineer.

(c) Contact the Facilities Engineering Officer (FEO), Deputy FEO or appropriate Facilities Engineering Division (FED) Shop Supervisor in that order, if the situation warrants immediate attention.  The FEO, or designated representative, will recall military or civilian personnel as required.

(2) Obtain as much information as possible about electrical problems before calling the Duty Engineer beeper number (757) 670-4008.  Many times, the Duty Engineer can troubleshoot minor problems without actually responding on scene.  The OOD shall immediately contact the Command and Control Engineering Center (C2CEN) Command Duty Officer (CDO) or watchstander to notify of an anticipated or actual power failure or fluctuation onboard the ISC.

If no response is received in a timely manner, contact the Electrical Supervisor for further action.

(3) Make electronic OOD Log entries to document all engineering problems.

2. Junior Officer of the Day (JOOD).

The JOOD is the principal assistant to the OOD.  The JOOD is responsible for base security in the event the OOD is tasked elsewhere.  The following responsibilities are designed to ensure compliance with ISC Instructions, but are not intended to be all-inclusive: 

a. Maintain positive control of all keys, including JOOD keys as well as room keys.

b. Properly maintain JOOD (General Duty) logs.

c. Assist in evacuation of buildings in case of fire or bomb threats.

d. Indoctrinate new duty section personnel to proper watchstanding procedures and responsibilities.

e. Make rounds of the UPH between 0600 and 2200 (Sunday thru Thursday) and 2300 on Friday thru Saturday and Holidays every two hours.

f. Make rounds of the ISC as deemed necessary by the OOD.

g. Ensure military and civilian personnel are in compliance with Uniform Regulations in the UPH and the Dining Facility.

h. Assign duty drivers as required.  Ensure qualified and appropriate prisoner escort drivers are assigned.  Receive training and be qualified for prisoner escort duty.

i. Read and keep abreast of all ISC Instructions as well as all standing and written orders.  The JOOD must be familiar with various aspects of the OOD’s duties, and be prepared to fill in for the OOD as needed.

j. The JOOD is directly responsible for the effective operation of the watch section.  The following responsibilities are designed to ensure compliance with ISC Instructions, but are not intended to be all-inclusive: 

(1) Assign watches and fire billets to duty sections.  As a minimum, two General Duty Watchstanders should be assigned as fire/security watch in UPH.

(2) Assign UPH rooms and issue linen as required.

(3) Conduct musters for duty section and restricted personnel per ISC Portsmouth Instruction 5530.1 (Series) ROUTINE OF THE DAY.

(4) Ensure the proper flags are displayed in front of the command building.  Directly observe morning colors at 0800.  The Holiday flag is posted on Sundays and Holidays.

(5) On weekends and Holidays contact HazMat checks of base fuel tanks.  Ensure this is logged in the OOD electronic log.

3. General Duty Watchstanders are to provide a watch at the UPH after the normal workday, on weekends and holidays.  The location of this watch shall be at the front desk of the UPH.  The following responsibilities are designed to ensure compliance with ISC Instructions, but are not intended to be all-inclusive: 

a. Check ID cards for everyone entering the UPH.

b. Ensure all guests are properly logged in and out of the UPH.

c. Take necessary messages and post on board for incoming phone calls as well as visitors to the UPH. 

d. Assist with fire/bomb threat evacuations of the UPH.

e. Perform cleanups as assigned by the JOOD.

f. Perform other duties (duty driver runs, etc.) as assigned by the OOD or the JOOD.

g. Receive training and be qualified for Prisoner escort duty.

h. Maintain proper General Duty (JOOD) log.

i. Report prohibited conduct immediately to the JOOD.

j. Read and keep abreast of all ISC Instructions as well as all standing and written orders.

4. Morale, Well-Being and Recreation (MWR) Watchstanders.

a. MWR watchstanders are to provide services for eligible users of the Gym and Hobby Shop.  The watchstander is the frontline official, on whom patrons depend, to inform them of available services and facilities.  The watchstander must be able to deal with the public on a daily basis to control access and to provide retail sales and services.  He/she will check to see that rental equipment is in good condition when signed out and when returned.  He/she must be able to act when called upon for all situations that may occur.  The prime responsibility of the watchstander is the safety and security of all patrons.

b. The Hobby Shop watchstander is also responsible for the safe operation of all equipment and to ensure that all patrons using the equipment are aware of and observing all safety practices.  The Hobby Shop watchstander will make rounds every two hours.

5. Medical Watchstanders.    Medical watchstanders provide emergency first aid after normal working hours.  With the exception of emergency medical treatment situations, one HS watchstander will remain in the dispensary at all times.  They are also responsible for the internal security of the dispensary.  The duty HS is supported by a Duty Medical Officer (DMO) and Duty Dental Officer (DDO).  The DMO and DDO are on-call watches to provide guidance and advice to the duty HS when requested.  The DMO shall be available to the duty HS via telephone or pager.  Medical watchstanders normally remain in the dispensary with the following exceptions:

a. Performance of first responder elsewhere on base.

b. Transporting non-emergency patients to other medical treatment facilities with the exception of tenant command psychiatric patients.  The parent command is responsible for their transportation and escorts.

c. Taking meals in the Dining Facility.

d. All departures of personnel in the HS duty section shall be logged in the Medical Watch Log.  

6. ESD Telephone Services Watchstanders.

a. The ESD Telephone Shop provides 24-hour support responsibilities for teletype, telephone, public address systems, intercoms, and communications cable services for vessels and shore stations at ISC Portsmouth, and tenant commands.

b. Units requesting after-hours assistance shall contact the ISC OOD at (757) 483-8540 or Cell (757) 646-2815.

7. Duty Engineer Watchstander.

a. The Duty Engineer provides support responsibilities for electrical systems for vessels and shore units at ISC Portsmouth.  This support includes vessels losing shore power, circuit breakers tripping off and trouble indications on fire panels that will not clear.

b. Units requesting after hours assistance shall contact the ISC OOD at (757) 483-8540 or Cell (757) 646-2815.  Only the ISC OOD and the FED Supervisor have the authority to recall the Duty Engineer.

c. If the Duty Engineer does not respond to the OOD’s call or page, the OOD shall contact the Deputy FEO or FEO to either:

(1)
Respond himself/herself, or

(2)
Arrange for another suitable engineer to respond.

d. The Duty Engineer shall:

(1) Be available by telephone or beeper.

(2) Know and be within the range of his/her beeper.

(3) Respond to a request for assistance as soon as possible (within 30 minutes of the time of contact).

(4) Contact the OOD before responding to a request for assistance from someone other than the OOD.

(5) Notify the OOD upon completing the response.

E. Watch Composition/Rotation. 

1. Officer of the Day (OOD).    The OOD rotation will consist of all First Class Petty Officers (PO1), with the exception of personnel assigned to MWR (Hobby Shop), Honor Guard, Medical, and selected E-5s.  FED personnel will provide one PO1 for the Wednesday OOD duty; usually the Regular duty will be assigned on a straight rotation basis.  The senior PO1 is responsible for the quarterly review of the ISC Instructions located in the OOD’s office.  The senior PO1 is responsible for completing the duty list and submitting it for review and approval to the Security Chief. 

2. Junior Officer of the Day (JOOD).    The JOOD rotation will consist of Second Class Petty Officers (PO2), with the exception of personnel assigned to MWR, Medical and the Honor Guard.  The senior PO1 is responsible for completing the Duty List and submitting it for review and approval to the Security Chief.  JOODs will be assigned on a straight rotation basis. 

3. General Duty Watchstanders.    The General Duty Watchstander will be made up of PO2s and Third Class Petty Officers (PO3) and below, with the exception of personnel assigned to MWR, Medical and the Honor Guard.  Prospective Watchstanders shall complete the Watchstanders Qualification Check-off list (enclosure 3).  Items on the Watchstander Check-off list shall be signed off by the Division Officer, Qualified OOD, JOOD or a designated person.  Once completed, the check-off list shall be forwarded to the senior PO1.  The General Duty Watchstanders will normally be organized as follows:

a. The watchstander sections will consist of a minimum of two personnel (E5 or below).

b. Watch sections will fluctuate as personnel levels increase/decrease.

c. Watches will be coordinated by the JOOD.

4. Morale, Well-Being and Recreation (MWR) Watch.    The MWR Watch rotation will include all personnel assigned to MWR.  The rotation will be as directed by the Assistant MWR Officer.  The watches required in MWR are:  Gymnasium, Hobby Shop and Pool.

5. Medical Watch.    Medical Watch will be stood by all HS personnel.  Two HSs will be assigned to each duty section and a DMO will be on call at all times.  The senior HS1 in the Medical Division is responsible for developing the watch rotation.

6. Duty ESD Telephone Technician (TT).    ESD Portsmouth is responsible for developing the Duty TT watch rotation list.

7. Duty Engineer Watchstander.    The Port Operations Chief is responsible for developing the Duty Engineer rotation list that will run Monday through Sunday.  Four PO1s assigned to FED will be in the duty engineer rotation, all other PO1s in FED will stand regular OOD rotation duty.  The Duty Engineer will also stand Wednesday OOD on the week of their assigned duty.

8. Transient and Administratively Assigned (T&A) Personnel.    All T&A personnel are subject to assignment within the normal ISC watchstanding routine.

F. Exchanging Duty/Standbys.

1. Requests for exchange of duty shall be made by e-mail a minimum of one week in advance.  Confirmation will be made by the watch coordinator.  No switches will be allowed after the weekly duty list is published.

2. Personnel not fit for duty, restricted or already in the duty section, are not authorized to standby or exchange duty.  Limited duty personnel must be able to fulfill all duties of the person for whom they are standing by.  This determination will be made by Medical.

3. To ensure timely completion/distribution of the watch list, standby or exchange of duty requests shall be e-mailed to the senior PO1 at least one week in advance of the duty day or, in case of extreme emergencies, the same day as the request. 

4. In the case of a genuine personal emergency, the Duty Watchstander may submit “Exchange of Duty” chits to the OOD on weekends/holidays up to the time their duty is scheduled to commence.  The OOD will evaluate and approve at his/her discretion.  If approved, an entry should be made in the OOD Log.  Duty sections will have a minimum of four people in each section, including the OOD.

G. Standby Policy.

1. One OOD per month will be designated as Standby.  If the Standby is used, the person that was covered will stand that person’s duty the following month. 

2. Standbys shall normally stand duty when one of the following situations occurs with a scheduled watchstander:  unscheduled TAD, Sick In Quarters (SIQ) (with medical slip) and Emergency Leave (verified by the American Red Cross).

H. Break-Ins.

1. Upon reporting to the ISC, prospective OODs and JOODs will have 30 days to complete their Personnel Qualification Standards (PQS).  OODs, JOODs and watchstanders will stand a one in four rotation until qualified.  Prospective OODs shall complete the OOD Watchstanders Qualification Check-off list (enclosure 1).  Prospective OOD will stand a straight one in four until qualified.  Items on the OOD Watchstander Check-off List shall be signed off by the Division Officer or a designated person.  Once completed, the check-off list shall be forwarded to the Security Chief, via the senior PO1, for scheduling of an OOD board.  Upon the board’s approval, the check-off lists and letter of designation as OOD signed by the ISC CO will be retained by the senior PO1.  Prospective OODs must stand a minimum of four break-in watches; one of these watches must be on a weekend and spend 4 hours at security.  Prospective JOODs shall complete the JOOD Watchstanders Qualification Check-off list (enclosure 2).  Prospective JOODs will stand a straight one in four until qualified.  Items on the JOOD Watchstander Check-off List shall be signed off by the Qualified OOD, Division Officer or a designated person.  Once completed, the check-off list shall be forwarded to the senior PO1.  JOODs stand two break-in watches.  Watchstanders have 14 days to complete their PQS and are required to stand two break-in watches.  

2. Break-in watches will be stood on a 24-hour basis.  Members will not be allowed to go home on their break-in duty day, and are required to remain in the UPH throughout the duty night.

3. If a member fails to qualify in the 30-day period (14 days for watchstanders), they will stand a 1 in 3 rotation for two weeks.  If they fail to qualify in that time frame, they will stand port and starboard until such time as they are qualified.  

4. OODs in training will undergo a qualification board prior to being added to the watch list.  Scheduling for boards will be done by the break-in OOD through the senior PO1 or Security Chief.

5. Qualification letters are issued by the ISC CO and will be given to the member with copies to the Unit PDR and Watch Coordinator.

6. The qualification process for other members of the watch is the same as the OOD with the exception of the OOD’s oral board.  TAD and T&A personnel (assignments greater than 30 days) will not be exempt from the above criteria, and, barring exceptional circumstances, will be expected to become qualified members of the watch rotation.

I. Leave Policy.

Because of the straight rotation of duty, standbys during planned leave is the normal way to cover scheduled duty days.

J. Weekend and Holiday Policy
1. Duty sections that are scheduled for weekend duty are authorized sliding weekends at their division officer’s discretion.  If Monday or Friday is a Holiday no additional day of compensation is authorized.  

a. Saturday duty – Monday off

b.  Sunday duty – Friday off

2. Any days off are based upon approval of your supervisor.  If it is critical that you have to be at work on your slider, your day off may be approved for another day.  It is your responsibility to keep your supervisor informed.  

K. Uniform for Duty Sections.

1. The OOD will be in either Service Dress Blue Bravo or Tropical Blue Long while standing OOD duties.

2. The JOOD and General watchstanders will be in Undress Blue.

3. Restricted personnel will be in a clean and presentable working uniform for all musters.

GUIDELINES FOR ROUTINE EVENTS

No watch or duty day should be considered routine or slow.  Anticipated events will occur, as will the unexpected, and events may not proceed as planned.  The following summary provides a ready reference for the OOD.  It should not be used for detailed guidance on current policy and direction.  When in doubt, or in need of further guidance, refer to the referenced instruction.

A. Relieving/Assuming The Watch (ISC INST 5530.1 (Series))
1. The command duty section is on duty for 24 hours.  The command duty section shall muster and relieve at 0730 during normal workdays (0800 on weekends and holidays) at the UPH.  Actual watches will commence at 1545 Monday through Friday, and 0800 on weekends and holidays.  Prior to assuming the watch on normal workdays, the oncoming OOD will report to the Security Office at 1515 for basic instructions and to receive the Night Orders.  On weekends and holidays, the oncoming OOD will report to the off-going OOD at 0745.  The OOD should thoroughly understand these instructions.  If not understood, or if the OOD has any questions, contact the Security Officer or Security Chief.

2. The duty section shall muster in the UPH Master-At-Arms (MAA) office at 1545, 2200, and 0700 prior to relief of the section on weekends, and at 0800, 1600, 2000 and 0800 prior to relief of the section on weekends and holidays.  At 0700 (weekdays) and 0800 (weekends) muster, the JOOD shall make cleanup assignments for the UPH’s common areas.

3. Any absences noted at musters, either for the Duty Section or for restricted members, will be reported to the OOD and entered in the OOD Log.

4. Off-duty section personnel shall remain in the UPH unless granted permission to leave by the JOOD.

5. Personnel shall not consume alcoholic beverages on a duty day.

6. At the commencement of the normal workday, the OOD shall return two radios, cell phone, palm pilot, OOD and JOOD key rings, OOD Badge and security vehicle.  The OOD will brief the security officer or security chief of any activities that may affect the security or operations of the base.

7. The OOD will send the OOD log via E-mail to the following positions at ISC:  XO, Personnel Services Division (PSD) Chief, Security Chief, and Security Officer.

B. Classified Material Handling.  (ISC INST 5511.1 (Series))
1. All ISC classified material is stored in the Security Office.  If a classified/unclassified container or safe is found open follow the procedures listed:  

a. Post a guard.

b. Notify Duty Officer (OOD), ext. 8540.

c. Notify Custodian listed on the inside of safe door.  Also notify the Security Officer or Security Chief.

d. DO NOT touch container or contents.

2. ISC has safes throughout the compound that may contain sensitive material, valuables or money.  If any contents are found outside an unsecured/secured safe, follow the above action.

3. Upon notification from Group Hampton Roads Communications Center (COMCEN) that ISC Portsmouth has classified message traffic, during normal working hours, notify the Security Officer or Security Chief.

a. After hours and on weekends, OODs must report to Group COMCEN and read the message traffic.  If it is a message from Postal command don't call the ISC XO, Security will take care of it during normal working hours.

b. After reading the classified message traffic, you are to contact the ISC XO and advise him/her of the subject of the message (if unclassified) and any pertinent unclassified sections.  (You may not pass classified contents over non-secure phone lines.)

c. Follow any guidance the ISC XO may give you.

d. The Security Officer or Security Chief are the only two with control of the classified safe.  If unable to contact the Security Officer or Security Chief the message must be left at Group COMCEN.

C. Observing Colors.  (ISC INST 5060.1 (Series))     The OOD shall observe evening colors and the JOOD will observe morning colors.  Personnel conducting colors will be in the uniform of the day.

D. Conflicts in Instructions.     On occasion there may be a conflict between various written and verbal instructions.  To avoid confusion, the following precedence is established for instructions and orders:

1. Written and/or verbal instructions that have been passed by the ISC CO or XO take precedence in all situations.

2. OOD Standing Orders.

E. Mail Operations.  (ISC INST 5112.1 (Series))    If previous arrangements have been made, the OOD may allow access to the mailroom for Mail Orderlies from cutters that arrive after normal mailroom working hours.  Only the cutter’s Mail Orderlies may pick up mail.  Only ISC Mailroom personnel may issue mail that is not in the unit’s Mail Box.  No mail will be handled outside of normal working hours unless previous arrangements have been made.  A key to the mailroom for emergencies is located in the Security Office.

F. Log Entries.    The OOD shall be the only one to make entries and maintain the OOD Log.  The log should be used to record actions and events that occur onboard the ISC.  IF IN DOUBT LOG IT!  At a minimum, the following events shall be logged:

1. Unusual events (e.g., Alarms, Disturbances, Portside Functions, etc.).

2. Special Interest Personnel check-ins or check-outs.

3. Cutter movements.

4. Duty section muster.

5. Restricted person musters.

6. The commencement and completion of any Extra Duty performed and who performed the Extra Duty.

7. Commencement and completion of each Security Round and results of round.

8. Approval of any changes to the Duty List.

9. Recall of Duty TT, Duty Engineer or other non-duty section personnel.

10. Completion of Hazmat Checks of the fuel tanks on board ISC.

G. Release of Public Information.  (ISC INST 5260.1 (Series))     All disclosure of information to the public regarding operational matters shall be referred to the PSD Chief.  Further guidance on release of non-operational information concerning individuals may be found in the Public Affairs Manual, COMDTINST M5728.2 (Series), Page 1-7 and 1-8.  Advise the ISC XO of all media inquiries.

H. Security Rounds.    The OOD shall make, or ensure that, periodic rounds every two hours of the entire ISC to ensure that all is secure and that all ISC regulations are complied with.  The JOOD will ensure rounds of the UPH are made every two hours during the hours the front desk is manned.

I.    Use of Telephone (OOD/JOOD).    The OOD/JOOD telephones are for “Official Use Only”.  Pay phones are available for personal use.

J. Vehicle, Radios, Duty Keys.    A vehicle is provided for the OOD.  It is picked up at the beginning of the watch at the Security Office or the Motor Pool and returned upon completion of the watch.  Two radios are provided to the OOD.  The OOD shall maintain communications with Security and the JOOD.  Two sets of keys will be provided to the OOD.

Set #1

1.  Base Grand Master (GM)

2.  Portside (N2-2)

3.  Mail Room (M65)

4.  Barracks Room # E-111 (13-3)

5.  Dining Facility (G1)

6.  Fire alarm boxes (cat-30)

7.  Vehicle Key Box (WS93)

Set #2  (for issue to the JOOD)

1.  UPH Master (13M)

2.  Mechanical Space (9C1)

3.  UPH MAA Office (GM3-3)

4.  Portside (N2-2)

5.  Fire Alarm Boxes (Cat-30)

6.  Overnight Room Key Box

IMPORTANT!!    KEY SETS #1 and #2 ARE NOT TO BE GIVEN TO ANYONE OTHER THAN THE OOD OR THE JOOD!!

GUIDELINES FOR NON-ROUTINE EVENTS

The following summary contains non-routine situational events, often requiring immediate action by the OOD.  This summary is compiled from existing ISC Instructions, and provides a ready reference.  It is not intended to be all-inclusive, and is provided for reference only.  Detailed guidance and direction is provided in the referenced instruction, which should be reviewed periodically by all watchstanders.

A. Atlantic AREA Armory Portsmouth VA.   (ISC INST 8370.2 (Series))    No OOD shall issue, or receive any AREA Armory equipment.  The following procedures have been established for the notification of entry at the AREA Armory or magazines:

1. All alarms are to be considered actual.

2. In the event of an alarm (AREA Armory) Security will respond.

3. At no time will the alarm system be disabled or tampered with except by the authorized alarm company or AREA Armory personnel.

4. AREA Armory personnel are the only personnel authorized to disable the AREA Armory alarm, found in the Security Office.

5. The OOD will respond to all alarms when notified by the Security Watch Commander.

6. The OOD shall ensure the Security Watch Commander recalls the Duty Gunner’s Mate (GM) as required.  A list of AREA Armory personnel and recall numbers is located in the Security Office.

7. The Duty GM's Pager Number is (757) 629-1754.

8. Log all events in the OOD’s Electronic Log.
B. Bomb Threats.   (ISC INST 8150.1  (Series)).    ALL BOMB THREATS MUST BE TAKEN SERIOUSLY TO ENSURE THE SAFETY OF PERSONNEL AND COAST GUARD PROPERTY.

1. When receiving a bomb threat by telephone, remain calm and keep the caller on the line as long as possible.

2. Try to complete the Bomb Threat Report (enclosure (4)) while the caller is on the line.  If unable to do so, complete the report immediately thereafter.

3. The OOD must decide whether or not to evacuate the building in question, or even the entire ISC.

4. When a bomb threat is received, the OOD shall contact the following:

a. Security

b. Security Officer

c. Police & Fire Department (911)

d. CCGD5 (opc) 398-6231/2/3/390/391

e. Aole 398-6268

f. ISC CO

5. If the OOD is reacting to the threat, the OOD may direct Security to make the appropriate telephone calls.

6. Other commands and outside Agencies that may be called:

a. CG Group Hampton Roads (Operations Center)
(757)-483-8567

b. CG National Command Center
(202)-267-2100

c. Commander, Atlantic Area
(757)-398-6231

d. Portsmouth Police
911 or (757)-393-5300

e. Virginia State Police Bomb Unit
(757)-424-6800

f. F.B.I. (Norfolk)
(757)-455-0100

g. Verizon
(757)-954-2222


1-800-997-3287 Option#3 Live traces


1-800-286-3553 Emergency


1-212-395-0542 Listing Request

h. COMNAVREGMIDLANT (regional public safety)
(757)-444-2324 Business


(757)-444-3333 Emergency

Note: All requests for Explosive Ordnance Disposal (EOD) assistance shall be made through the COMNAVREGMIDLANT

   Sewells Point Kennel
(757)-322-2505

   Norfolk EOD
(757)-445-1179

C. Emergency Notification.

1. After working hours, the OOD shall notify the ISC CO/ISC XO, CO/XO, or other command representative in the event of the following:   (This applies to all tenant commands within the ISC.)

(a) Death or serious injury of service member, dependent spouse, son, daughter, or parent; fiancée; civilian employee or any person aboard ISC property.

(b) Threatened or implied suicide by service member, dependent, or close family member.

(c) Family crisis such as spouse abuse, child abuse, parent abuse, etc..

(d) Any time there is evidence of forced entry or unauthorized personnel in any facility after normal working hours.

2. In death imminent cases, contact the CG National Command Center 202-267-2100.

3. LANT/D5 COMCEN at 398-6390 for Naval Engineering Support Unit (NESU).

4. Any time a civilian contractor who may be performing work on one of the pier-side vessels is refused access to the base (i.e. crane, fuel truck, etc.), the OOD shall contact the vessel’s Engineering Officer to verify work is to be performed.

5. If CASREP parts or equipment are delivered after working hours without advance notification to the ISC OOD, the OOD shall contact NESU personnel.  Use the notification numbers for NESU located in the ISC’s Recall Log.  The delivery could be critical to a vessel’s operational readiness and giving advance delivery notice might not have been possible.

6. The OOD shall log all information in the OOD Log.

7. FOR EMERGENCY NOTIFICATION OF FIFTH DISTRICT CHAPLAIN AFTER WORKING HOURS.  In the event of an emergency after hours which requires notification of the Chaplain, the OOD shall contact the Chaplain either by phone or pager (757) 636-1913 (cell) 800 418-1602.

After notifying the Chaplain, the OOD shall log in the OOD Log:

a. Name of caller.

b. Status of caller (i.e., military, civilian, dependent spouse, etc.).

c. Telephone number.

d. Command (if applicable).

e. Time of call.

f. Date of call.

g. Nature of emergency (i.e., death of service member, spouse, child; spouse abuse, etc.).

h. Disposition of call (i.e., notified Chaplain; referred to work life staff, etc.).

i. After receiving notification of an emergency call from the OOD, the Chaplain shall get in touch with the caller.

j. If circumstances/situation fit any of the criteria listed below, it shall be considered an emergency situation which requires notification of the Chaplain:

(1) Death of service member, dependent spouse, son, daughter, or parent; fiancée; girl/boy friend.

(2) Threatened or implied suicide by service member, dependent or close family member.

(3) Family crisis such as spouse abuse, child abuse, parent abuse, etc..

NOTE:    If the caller presents a situation that causes the OOD to feel uncertain as to whether the caller can wait until the next day, the OOD shall notify the Chaplain and allow the Chaplain to make the determination.  In the event the Fifth District Chaplain cannot be reached by telephone or pager, the OOD will call Work Life Staff.  The OOD shall inform the ISC XO or CO.  (Note:  The OOD should allow 15-30 minutes for the Chaplain to respond before calling Work Life Staff).

D. Dewatering Small Boats.    On discovering any substantial quantity of water in the bilges of a small boat in Industrial Division’s custody, assistance shall be requested from SOPA or Group Hampton Roads, ext. 8566.
E. Discipline and the UCMJ.  (ISC INST 5810.1 (Series))    Maintenance of good order and discipline aboard the ISC is paramount at all times.  In the course of enforcing Coast Guard or ISC policies and regulations, the OOD may apply provisions of the Uniform Code of Military Justice (UCMJ).

SEARCHES:    All individuals and their possessions are subject to search onboard the ISC.  If you have probable cause to search an individual and/or any of their possessions for contraband, every effort must be made to obtain specific permission from the ISC CO or the individual.  Detain the individual, if possible, and keep him/her under surveillance while obtaining permission.  If you cannot obtain permission in a reasonable amount of time, search the individual and confiscate any contraband items.  If you search, it must be because you have good reason to believe the suspect will destroy, or have the evidence destroyed.  The search must be conducted in the presence of another person.  Without permission to conduct the search, it is unlikely that the individual can be convicted of an offense although the confiscation should have a deterrent effect on any such illegal acts in the future.  Ensure that a receipt is given for any confiscated items.  See Chapter IX of the Military Justice Manual and Section III of the Manual for Courts Martial. 

F. Exchange and Wheelhouse Activities.   (ISC INST 4061.4/5)    As a general rule, the OOD has little direct dealings with the Exchange or Wheelhouse.  The OOD will make rounds through the Wheelhouse and Exchange during the watch.  This is particularly important on payday, weekends and when ships return from a patrol.  When called for assistance by Exchange personnel or Wheelhouse bartender, the OOD should be ready to respond and take action as necessary to restore order.  This may require simply calming people or closing the facility.  It is up to the OOD to evaluate the situation and handle it as best as possible.  Use whatever resources are available.  Should you feel that an individual needs to be restrained, call Security or, as a last resort, the Portsmouth Police Department.  The OOD keys do not allow access to CGES activities.  Keys to Portside are on the OOD keyring.  To get into the Wheelhouse, contact the Wheelhouse Manager.  To get into the Exchange, contact the retail store manager.  (Wheelhouse Manager/store manager numbers are located in MWR Recall List).  Emergency access to CGES spaces may be gained by using the keys in the Security Office.

G. GSA Vehicles.   (ISC INST 11240.1 (Series))    GSA vehicles are normally not dispatched after working hours unless the OOD receives prior notification from the Motor Pool dispatcher.  The OOD may issue a vehicle to a tenant command in unusual circumstances provided:  (1) there is an urgent need for the vehicle,  (2) it is used for official business, (3) the driver is qualified to drive that class of vehicle, and (4) if the request is from a floating unit, they have first checked with SOPA who has vehicles for that purpose.  The OOD is the ISC vehicle dispatcher after normal working hours.  It is particularly important that the OOD ensure that returned vehicles are parked and locked in the East end of the ISC Command parking lot, the keys and credit card are locked in the Logistics Branch Shipping & Receiving office in the Supply Building Warehouse, the vehicle is inspected before acceptance, and, except in an emergency, is not reissued until it has been inspected by the dispatcher the next working day.  The OOD shall complete the Dispatcher’s Log in the Logistics Branch Shipping & Receiving office Building Warehouse Motor Pool office when dispatching vehicles during his/her watch.

H. UPH Fire Bill.   (ISC INST M5530.3 (Series) and ISC INST M11320.1 (Series))
1. The OOD is the designated Fire Marshal during non-working hours.  If a fire is reported by any means, the OOD should ensure he/she had the OOD keys, radio and flashlight, proceed to the site of the reported fire and follow the below listed procedures:

a. Evacuation:    The OOD is in charge of muster and will receive a report of evacuation from the JOOD.

b. Investigation:    After the JOOD reports on evacuation, the OOD shall:

(1) Determine if there is any evidence of an actual fire.  If there is no immediate evidence of fire, check all interior spaces.  DO NOT PROCEED ALONE!

(a) Investigate which sensor was activated by looking at the control panel.

(b) Proceed to the location of the activated sensor.

(2) If there is no fire, reset the alarm.

c. Actual Fire:  If there is a fire, the OOD shall:

(1) Immediately notify the Security Watch Commander and instruct him/her to call the Portsmouth Fire Department.

(2) If the fire is small, attempt to extinguish it with portable fire extinguishers, or try to contain it until the Fire Department arrives.

(3) DO NOT PROCEED ALONE! 

(4) Notify the JOOD to secure power to the building, and take charge of the muster.

(5) Assist the Fire Department as directed when they arrive.

d. Report:    Complete the Fire Marshal’s report contained in the Fire Protection and Inspection instruction (ISC INST M11320.1 (Series)) for all false alarms and fires.  When complete, route to the Fire Marshal via the FEO.

2. The JOOD shall follow these steps if an alarm is sounded in the UPH:

a. Notify the OOD at once.

b. Call Security (Ext. 333) and report alarm condition.

c. Check the fire panel and note the trouble zone indicated.

d. Dispatch 2 runners to ensure evacuation of the following:

(1)  Priority 1 – the trouble zone indicated.

(2) Priority 2 – upper floor and each successive lower floor of the appropriate wing.

(3) Priority 3 -  Dining Facility and other wing beginning at the top floor.

e. Report completion of evacuation and any findings to the OOD.

3. In the event of an actual fire, the OOD shall direct the JOOD to:

a. Secure electrical power to the building or wing.

b. Report on scene with the duty section and take charge of muster.

c. Prevent access to the building until the Fire Department arrives.

4. Contract Security personnel shall:

a. Respond to all alarms and assist in directing traffic.

b. Call Fire Department as directed by the OOD.

c. Meet Fire Department at the gate and lead them to the fire.

d. Call the ISC CO, XO and the FEO.

5. The Medical Watch will respond with a first aid kit to all fire alarms and station themselves at pre-selected positions to assist with personnel casualties.

I. Base Fire Bill.  (Except UPH).  (ISC INST M11320.1 (Series))
1. The OOD is the designated Fire Marshal during non-working hours.  If a fire is reported by any means, the OOD should ensure he/she has the OOD keys, radio and flashlight, proceed to the site of the reported fire and follow the below listed procedures:

a. Ensure evacuation of the building and get a report from the senior member present at the muster point.

b. Investigate the situation and determine:

(1) If there is any indication or evidence of fire, follow the steps in paragraph I.1.c. below.

(2) If there is no immediate evidence of fire, check all interior spaces.  DO NOT PROCEED ALONE!

(3) If there is no fire, reset the alarm.

c. If there is a fire, proceed with the following steps:

(1) Immediately notify Security and instruct them to call the Portsmouth Fire Department.

(2) Notify the JOOD to secure power to the building, and then respond on scene to take charge of the muster.

(3) If the fire is small, attempt to extinguish it with portable fire extinguishers, or try to contain it until the Fire Department arrives.  DO NOT PROCEED ALONE!

(4) Assist the Fire Department as directed when they arrive.

(5) Call the ISC CO, XO and the FEO.

d. Report:    Complete the Fire Marshal’s report contained in the Fire Protection and Inspection instruction (ISC INST M11320.1 (Series)) for all false alarms and fires.  When complete, route to the Fire Marshal via the FEO.

2. The JOOD shall follow the following steps if an alarm is sounded in other than the UPH:

a. Muster the duty section at the JOOD office.

b. Detail members to assist on scene as required by the OOD.

3. In the event of an actual fire, the JOOD, as directed by the OOD shall:

a. Secure electrical power to the building.

b. Report on scene with the duty section.

c. Prevent access to the building until the Fire Department arrives.

4. Security shall:

a. Respond to all alarms and assist with traffic.

b. Call Fire Department as directed by the OOD.

c. Meet Fire Department at the gate and escort them to the fire.

5. Medical will respond with a first aid kit to all fire alarms and station themselves at pre-selected positions.

J. Evacuation of Occupied Buildings.

Senior personnel or watchstander in all occupied buildings onboard ISC shall notify OOD on evacuation of building.

K. Policy For Fishing Onboard ISC Portsmouth (ISC INST 11410.3)  This instruction establishes rules and policy for fishing onboard ISC Portsmouth.  Fishing from a military facility is a privilege that can be revoked at any time.  Security and safety concerns are paramount and ISC fishing policy is based upon rules and regulations that provide a minimum of disturbance to operations.  Persons fishing must follow and carry a copy of the enclosure to the fishing instruction at all times.  Failure to follow ISC Portsmouth fishing regulations may result in a loss of fishing and other administrative privileges.  Concerns and questions about ISC fishing policy should be addressed to the ISC Security Officer or Security Chief by calling 483-8586.

L. Shipboard Fires.    If notified of a shipboard fire by Security, telephone, alarm or the ship, the OOD must:

1. Determine if the ship requires the Fire Department to respond.  If so, notify Security at ext. 333 to call Portsmouth Fire Department (Dial 911).

2. Notify Medical at ext. 666.

3. Have Security direct the Fire Department to the ship.

4. Clear pier and wharf area for Fire Department.

5. Have JOOD muster the duty section for assistance.

6. Notify Group Hampton Roads.

7. Inform the ISC XO.

M. Small Boat Fires.    If notified of a small boat fire by either Security or telephone, the OOD shall:

1. Notify Security at ext. 333.  Direct Security to call the Portsmouth Fire Department (dial 911).

2. Call Station Portsmouth for assistance at ext. 8526 or 8527.

3. Notify Medical at ext. 666.

4. Have Security escort the Fire Department on scene.

5. Notify the JOOD to have duty section prepared to assist if necessary.

6. Notify Group Hampton Roads and SOPA.

7. Notify the ISC XO.

N. Hazardous Material/Oil Spill.  (ISC INST 16478.2 and ISC INST 3010.2 (Series))
1. Immediately locate and secure the source of the spill.  Safety is our first concern, followed by preventing/minimizing environmental damage.

2. A detailed spill response Checklist is included in ISC INST 3010.2 (Series). This checklist and other requirements shall be followed explicitly.

O. High Wind.    In case of high winds, or when high winds are forecast, check the mooring lines on all boats in the custody of the ISC.  Inspect them for any loose material, which could become missile hazards.  Inspect the ISC grounds for missile hazards and other problems that may cause damage or injuries and secure them.

P. Hurricane or Storm Conditions.  (ISC INST M3440.1 (Series))

1. Whenever a major storm or hurricane threatens the Hampton Roads area, Commander, Atlantic Area will set the appropriate hurricane or storm condition by message.  Upon receipt of the message, immediately notify the ISC XO and draft an acknowledgement message in accordance with Appendix M, CCGD5 SOP.  Situation reports (SITREPs) must also be sent as directed in Appendix II to Annex L, to the SOP.  SITREPs drafted in accordance with the ISC Hurricane Bill will meet the requirements of the D5 SOP.

2. ISC Instruction M3440.1 (Series)) contains specific actions to be taken upon setting the various conditions.  OODs should be familiar with both Annex L of the CCGD5 SOP and ISC Instructions.

Q. Snow.    If snowfall/icy conditions are predicted, the OOD shall alert the duty section to be ready to fall out and start deicing and shoveling sidewalks by 0500.  Shovels and salt are available at the Port Services Building.  Monitor and close roads if unsafe conditions exist.

1. Primary areas to clear are:

a. Medical (Front/back and Command circle, sidewalks, out to the parking lot).

b. Exchange/Community Services Building (Front and side entries out to the parking lot).

c. Wheelhouse (Front entry).

d. UPH (Front entry and service entrance out to the parking lot).
2. Assist the Port Services personnel as needed when the above listed areas are clear.  Pass information to the ISC XO.  Do not issue salt or other materials to any tenant commands.  Only the Port Services Supervisor is to authorize issuance of salt and deicing materials.

3. ISC will normally follow the lead of LantArea/D5 regarding closure or delayed employee reporting times.  Contact the LantArea/D5 operation center (398-6246) to determine their intentions or listen to the LantArea/D5 foul weather hotline (398-6441).  Pattern ISC’s hotline message on LantArea/D5 unless otherwise directed by the ISC CO.  Place the delay, closure or normal work schedule message on the ISC hotline.  All tenant commands should be notified of ISC’s delay, closure or normal work schedule intentions.  Other organizations that can provide weather information include:

NAVLANTMETOCCEN
444-7750

National Weather Service
1-800-697-3373

4. Notify the following TV/radio stations to broadcast the public announcement regarding delays, closure or normal work schedule:

WTKR-TV  (CH 3)
446-1302

WVEC-TV  (CH 13)
628-5800

WAVY-TV  (CH 10)
673-5396/396-6180

WCMS Radio  (100.5 FM)
424-3333   After hours -424-1412

To preclude the introduction of false information, the TV/radio stations require specific codes through their automated system or verbally to verify the validity of the call.  The closure instructions for each station are in the procedures binder.

R. Mooring Non-Government Vessels At the ISC.    Requests will occasionally be made by private boats to moor at the ISC overnight or for short periods of time.  As a general rule, such requests should be disapproved due to diminished unit security and the liability of the Coast Guard in the event of accident or casualty.  Consideration may be given to such factors as safety of the vessel, etc.  Under highly unusual conditions (casualties/extreme weather), the ISC CO may authorize a private vessel to tie up at the ISC for a limited time.  It must be pointed out to the operator/owner of the vessel that the Coast Guard assumes no responsibility for the vessel and that better facilities are available locally.  Precise identification of the owner/operator must be obtained in the event it is necessary to contact him/her later.

S. Personnel Actions.   (ISC INST 1050.2 (Series))
1. Emergency Leave.    When personnel request emergency leave, make every effort to determine that a genuine emergency exists in the person’s immediate family, and contact the individual’s Division Officer and the ISC XO for determination on the matter.  In the event both the Division Officer and the ISC XO are unavailable, the OOD may approve or disapprove emergency leave requests.  If you are unable to prepare leave papers, obtain the individual’s leave address and telephone number.  Give the information to the Personnel Officer the next working day.  ISC INST 1050.2 (Series) contains procedures for leave.

2. Sick Leave.    When an individual returns from a medical appointment after normal working hours, the member shall check in with the medical watchstanders.  If Medical recommends the member be placed on sick leave, the OOD shall contact the ISC XO or the member’s Division Officer for approval.  When these individuals are unavailable, the OOD is empowered to take any necessary action in accordance with his own good judgment.  Special liberty may be granted to the member until the next working day, then the member should report to Medical for evaluation.  Notify Medical of action taken. 

3. Exchange of Duty.    See Chapter 1, Section F.

4. Standbys.    See Chapter 1, Section G.

5. Personnel Reporting Aboard.    Personnel reporting in after hours to the ISC or a tenant command without a 24-hour watch shall be checked into the UPH by the JOOD.  If necessary, the JOOD or shall assign the individual a UPH overnight room and issue linen.  Personnel reporting to the ISC or to underway cutters shall be directed to report at 0730 to the Customer Service Center.  Personnel assigned to tenant commands shall be instructed to report to their command.  Unless otherwise instructed, liberty may be granted until the next working day.

T. Personnel Injury.  (ISC INST 6000.1/6230.1 (Series))    Guidance is contained in the cited references.  ISC Medical will be the “first call” unit for all medical emergencies onboard the ISC.  The number for Medical is ext. 666.

U. Physical Plant Emergencies.    Any and all emergencies and correction of all other mechanical failures in the Central Mechanical Plant (CMP) will be handled through the Duty Engineer.  Be sure to consult the appropriate Division Officer prior to recalling any ISC civilian employees.

V. Readiness Exercises.    Messages relating to readiness exercises are received periodically.  These messages generally have an immediate precedence (O) and require a rapid response on the part of each unit receiving them.  On receiving such a message, immediately contact the Security Officer, ISC XO, and PSD Chief.  The referenced SOP is in the Classified Material Safe in the Security Office.

W. Supply Matters.  ISC INST 4451.2 (Series).  After-hours emergency procurement matters should be directed to the Supply Officer.

X. Tool Room Access.    The OOD should access the Industrial Tool Room only if an employee working overtime needs a tool to complete his/her work.  Before entering the Tool Room, the OOD shall contact the Industrial Officer or the Industrial Engineering Officer for approval.  When approval is granted, the OOD may then open the Tool Room and check out the necessary equipment, ensuring all items are listed on a Tool Room Request Form.  Tools must be returned to the Tool Room upon completion of the overtime work.  Under no circumstances is the OOD to leave the Tool Room unattended while another person is in it.

Y. Logistical Requests (LOGREQ) Bill.  (ISC INST 11400.2 (Series))
1. Vessels may arrive at the ISC at any time.  In most cases, they have been given a berthing assignment prior to their arrival.  Upon receipt of a vessel’s estimated time of arrival (ETA), or a message requesting berthing assignment, the OOD shall inform SOPA of the need to provide line handlers, ensure the brow area is clear, and that the assigned berth is open and clear of debris, (cranes, floats, etc.).  If no ships are in, the OOD shall assign line handlers from the duty section and contact the duty TT to provide telephone service support.

2. All LOGREQs are normally handled by Port Services Branch of FED.  If conditions warrant that the OOD send a reply to a LOGREQ, you must work with FED to ensure that all logistics requirements are arranged as requested.

3. Arranging Logs and Notifications:  If requested in the LOGREQ, call Customs at 441-6534, after hours at 441-6741 and the Department of Agriculture at 441-3212 and notify them of the ship’s arrival time.  If the ship is homeported at ISC, be sure to call the ship’s Ombudsman and all persons specified on the LOGREQ.  Keep trying to contact the persons until you do make contact.

4. Pier Assignment:  Coordinate recommended berth assignment with SOPA before sending a message reply.  In making the pier assignment, first try to contact the Port Services Supervisor or the FEO at home for their input.  If they are unavailable, make the assignment as follows:

a. If a vessel requests a specific pier space, it’s usually for a good reason.  Try to accommodate that request.  If you cannot, inform SOPA of the situation and explain why not in the message.

b. If a ship needs to pass any other moored ships as they make their approach, say so in your reply.  Also, info copy any already moored ships on the LOGREQ reply message of the incoming vessel.

c. SOPA is always an info copy on a LOGREQ.  It is the responsibility of the OOD to ensure that the FEO and the Port Services Supervisor receive copies of the LOGREQ message immediately at the start of the normal workday.  If you replied to the LOGREQ, then also provide the LOGREQ reply message. 

5. Always refer to the above listed instructions and ISC INST 11400.2 (Series) when replying to LOGREQs.

6. The OOD shall provide each visiting ship (CO, XO, or OOD) with a copy of the ISC Handbook of Environmental Instructions upon arrival at the ISC.  Make a log entry to this effect.  Ensure the vessel is advised to return the Handbook to the OOD or Port Services upon departure from the ISC.

Z. Visitors.  (ISC INST 5050.1 (Series)) and M4069.2/4 (Series))  ISC policy regarding all visitors is covered in ISC INST 5050.1 (Series).

AA. Warehouse Access.  (ISC INST 4451.1/4451.3 (Series))    No one may be allowed access to the ISC warehouse after hours without first checking with the Warehouse Foreman or Supply Officer.  This applies to both ISC and tenant command personnel.  All deliveries should be made during working hours.  Prior arrangements must be made for deliveries after normal working hours.

AB. Transfer of Small Boats.  (ISC INST 9000.4 (Series))    Many times during non-working hours, small boats are picked up or delivered.  Procedures and required documentation for the proper transfer of these boats is described in referenced instruction.  If any questions, contact the Industrial Manager.
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APPENDIX A :  OOD CHECKLISTS

FIRE BILL

Ref:
(a)  ISC PORTSVA INST M11320.1 (Series), Fire Prevention and Inspection

The OOD is the Fire Official in charge during non-working hours.


TAKE INITIAL ACTION:

___
a.
Ensure you have the OOD keys, radio, and flashlight.

___
b.
Evacuate the location of the alarm.  The OOD is in charge of muster and will receive an evacuation report from the JOOD. 

___
c.
Determine if there is no immediate evidence of fire, check all interior spaces.  DO NOT PROCEED ALONE.

___
d.
If there is no fire, reset the alarm.  Log the discrepancy and report it to FED the next day.

___
e.
In the event of an actual fire, the OOD will:


___
Immediately notify the Security Watch Commander and instruct him/her to call the Portsmouth Fire Department.


___
Notify the JOOD to secure power to the building, and then respond on scene to take charge of the muster.


___
If the fire is small, attempt to extinguish it with portable fire extinguishers, or try to contain it until the Fire Department arrives.



DO NOT PROCEED ALONE.


___
Assist the Fire Department as directed when they arrive.

___
f.
Complete the Fire Marshal’s report contained in reference (a), for all false alarms and fires.  When complete, route to the Fire Marshal via the Facilities Engineering Officer.

___
g.
Call the ISC CO, XO, and the Facilities Engineering Officer.

___
h.
Log all information in the OOD Log.

EMERGENCY NOTIFICATION

1. TAKE INITIAL ACTION:

After working hours, the OOD shall notify the CO/XO or other command representative in the event of the following:  (This applies to all tenant commands within the ISC).

___
a.
Death/Serious Injury of a service member; dependent spouse, child or parent; fiancée; civilian employee or any person while onboard ISC Portsmouth.

___
b.
Threatened or implied suicide by service member, dependent, or close family member.

___
c.
Family crisis such as spouse abuse, child abuse, etc.

___
d.
Any time there is evidence of forced entry or unauthorized personnel in any facility after normal working hours.

2. FOR NAVAL ENGINEERING SUPPORT UNIT (NESU)

___
a.
Any time a civilian contractor who may be performing work on one of the pier side vessels is refused access to the base (i.e. crane), contact the Engineering Officer to verify that work is to be performed. 

___
b.
Delivery of CASREP parts or Government Furnished Equipment (GFE) in support of an ongoing availability or casualty correction.  On certain occasions, critical parts will be delivered after hours and on weekends and holidays.  Many times these parts are crucial to maintaining the operational readiness of the vessels supported by NESU.  Routine arrangements are made in advance with the ISC OOD.  However, on occasion the parts may show up early and notification of NESU personnel is essential.  (Notification numbers are located in the NESU’s recall roster).

___
c.
The OOD shall log all information in the OOD Log.

UPH FIRE BILL

Ref:
(a)
ISC PORTSVA INST M11320.1 (Series), Fire Prevention and Inspection

TAKE INITIAL ACTION:
___
a.
Call Security (ext. 333) and report alarm condition.

___
b.
Check the fire panel and note the trouble zone indicated.

___
c.
Dispatch runner to trouble zone to determine cause.  (Runner needs to have radio)


___
d.
Dispatch 2 runners to ensure evacuation of the following:

(1)  Priority 1 – the trouble zone indicated


(2)  Priority 2 – upper floor and each successive lower floor of the appropriate wing


(3)  Priority 3 -  Dining Facility and other wing beginning at the top floor

___
e.
Report the completion of evacuation and any findings to the OOD.

___
f.
In the event of an actual fire, the JOOD, as directed by the OOD shall:

___
Secure electrical power to the building, in the main electrical box behind the Dining Facility.  The grand master key is necessary to do this.

___
Report on scene with the duty section and take charge of muster in front of UPH in the parking lot.

___
Prevent access to the building until the Fire Department arrives.

___
g.
OOD will have Security personnel:

___
Respond to all alarms and assist with traffic.

___
Call the Fire Department.

___
Meet Fire Department at the gate and escort them to the fire.

___
Call the ISC CO, Security Officer, and the Facilities Engineering Officer.

___
h.
Ensure that the Medical Watch responds to all fire alarms and station themselves at pre-selected positions to assist with personnel casualties.

___
i.
Complete the Fire Marshal’s report contained in reference (a), for all false alarms and fires.  When complete, route to the Fire marshal via the FEO.

___
j.
The OOD shall log all information in the OOD Log.

___
k.
Notify ISC XO.

PERSONNEL INJURY

Ref:
(a)  ISC PORTSVA INST 6230.1 (Series), Integrated Support Command Health Services Treatment Policy

TAKE INITIAL ACTION:

___
a.
Call the ISC Medical Clinic (ext. 666) to ensure their response.  Medical will be the “first call” for all medical emergencies onboard the ISC (reference (a)).

___
b.
Call ISC Security (ext. 333).  If medical cannot be contacted, Security will call for outside support (i.e., 911) based on the caller’s assessment.

___
c.
In all cases ensure Security is notified to provide vehicle escort for arriving emergency vehicles to the base.

___
d.
Notify ISC XO.

CUTTER AND SMALL BOAT ARRIVALS & DEPARTURES

Ref:
(a)
ISC PORTSVA INST 11410.1(Series), Cutter and Small Boat Berthing Assignments 

(b) ISC PORTSVA INST 11400.2(Series), Handling of Logistics Requests (LOGREQ)

Upon receipt of Logistics Request (LOGREQ):

___
a.
During normal working hours, all LOGREQs will be handled by Facilities Engineering, Port Services Branch X8695.

___
b.
After hours or on weekend, if a cutter or small boat will arrive prior to 1600 the following workday, the OOD must comply with all requests on the LOGREQ which may include the following:

___
1.
Notify U. S. Customs (757) 441-6748 or (757) 441-3212 (after hours).

___
2.
Notify U. S. Department of Agriculture (757) 441-3212.

___

Note:  If the cutter or small boat’s last port of call was not in the continental United States both agencies must be notified.

___
3.
Notify the arriving unit’s OMBUDSMAN.

___
4.
Contact Comptroller for mail delivery instructions.

___
5.
Contact NESU or Industrial for crane usage in accordance with current directives contained in the OOD QRCs.

___
6.
Contact Duty Engineer and duty ESD person with ship’s requests.

___
7.
Notify SOPA for linehandlers.

___
8.
Contact Port Services Branch personnel to assign a berth.  If unavailable, the OOD will assign a berth in accordance with reference (a).

___
9.
Send a reply LOGREQ to the ship.  An example is included in reference (b).

___
10.
Log all actions and contact the Port Services Branch at first available chance to inform them of your actions.

___
c.
Notify ISC XO.

CALLING THE CASUALTY ASSISTANCE TEAM (CAT)

A loss of life incident at a unit may call for technical assistance from a variety of specialists (i.e. Legal, CASO, Finance, Chaplain, CEA, Ombudsman) under the direction and leadership of the Decedent Affairs Officer (DAO).  When a casualty occurs which is beyond a unit’s ability to handle administratively, the CAT team may be requested to do so.

TAKE INITIAL ACTION:

___
Be sensitive to incidents that may fall into this category.  If you feel the CAT may be beneficial contact:

Decedent/Retired Affairs Officer
686-4032




Beeper: 1-800-418-0773
 

Worklife Supervisor
686-4020



Beeper: 1-800-418-0981

PERSONNEL CASUALTIES/DECEDENT AFFAIRS

Ref:
(a)
MLCLANT Casualty Assistance Calls Officer (CACO) Guide

1. OBTAIN AND EVALUATE INITIAL INFORMATION:

___
a.
Determine member’s service status.  (All members of the CG, including retired, cadets, reservists, and dependents).

___
b.
Determine if a casualty has occurred.  (Whenever a person’s services are lost due to:  (1) illness, injury or wound of a critical and serious nature, (2) being missing, or (3) death from any cause).

___
c.
Determine type of casualty (death, casualty not involving death, or death imminent).

___
d.
Obtain the following info:


___Name


___Rank/Rate


___Duty Status


___Date, time and circumstances of casualty


___Location and disposition of person


___Name, address, and telephone number of primary and secondary Next Of Kin (NOK)

___Whether or not NOK has been notified


___Who can be contacted for further information (Usually the notifier)

2. TAKE INITIAL ACTION:

___
a.
During normal working hours, transfer the caller to one of the following:


Primary: Decedent/Retired Affairs Officer
686-4032



Beeper:  1-800-418-0773


Assistant: Decedent/Retired Affairs Officer
686-4033


Secondary: Worklife Supervisor
686-4020



Beeper:  1-800-418-0981


___
b.
If after normal working hours, take above information and inform caller that information will be passed to a responsible person and that person will contact the caller.

___
c.
Call the ISC Decedent Affairs Officer (DAO), the Assistant DAO, or the Work Life Supervisor.

___
d.
Ensure provisions for notifying NOK are made:



___
Within D5 boundaries, ISC DAO designates notifier.



___
Outside D5 boundaries, appropriate district command center in which NOK resides is responsible.

PERSONNEL CASUALTIES (CONTINUED)

___
e.
Ensure CO of member’s unit understands responsibility to appoint Casualty Assistance Control Officer (CACO). (Reference (a))

___
f.
Send Personnel Casualty Report message (PROFORMA PERSONNEL.CAS.RPT) within 4 hours of notification (ASAP if casualty involves hospitalization).



Sample message included.

___
g.
If death imminent, also…..



___
Notify the LANT/D5 Command Center at 757-398-6231 and advise that a death is imminent.  The Command Center will follow Quick Response Cards Instructions and pass to COMDT(G-WPM), Central Physical Evaluation Board, or CG National Command Center after hours.  From that point on follow COMDT(G-WPM)’s instructions.

3. BRIEF THE FOLLOWING:

___
a.
ISC Decedent Affairs Officer

___
b.
ISC XO

___
c.
Unit CO or branch chief

___
d.
HQS FLAGPLOT

___
e.
LANTAREA (Aole) at 398-6268 if situation may require investigation (suicide, murder, etc.)

___
f.
District where NOK resides

___
g.
Chaplain

___
h.
For death or death imminent cases:  LANTAREA (ACS) MLC (LEGAL, HQS FLAGPLOT (G-OFP)

4. Also see Critical Incident Stress Management or CISM (A-15).

CLASSIFIED MESSAGE TRAFFIC

Upon notification from Group Hampton Roads COMCEN that ISC Portsmouth has classified message traffic, either by phone or immediate message, OODs should follow the guidelines below:

___
a.
During normal working hours, notify Security Officer or Security Chief.

___
b.
After hours and on weekends, OODs must go over to the Group COMCEN and read the message traffic.  

___
c.
After reading the classified message traffic, you are to contact the ISC XO and advise her/him of the subject of the message (if unclassified) and any pertinent unclassified sections.  (You may not pass classified contents over non-secure phone lines.)

___
d.
Follow any guidance the ISC XO may give you.

PERSONNEL ARRESTED

Ref:  
(a)
COMDTINST M1000.6 (Series), Personnel Manual

1. OBTAIN AND EVALUATE INITIAL INFORMATION:

___
From the reporting police official or shore patrol, determine the following :


___
Name of the official


___
Police Department or Shore Patrol calling


___
Where is the member being held


___
Call – back phone number


___
Name/rate/rank of the arrested person


___
Social Security Number


___
Member’s unit


___
Charges; nature of the alleged offense(s)


___
Requirements for release; pickup, bond, bail, etc.


___
Member’s condition

2. TAKE INITIAL ACTION:

___
a.
Verify that the member is assigned to the ISC or tenant command; check the recall roster or data base roster located in OOD’s recall log.  If the member is not assigned to ISC or tenant command, call FLAGPLOT to determine member’s unit, then refer to that unit.  FLAGPLOT (202) 267-2100. (Reference (a))



NOTE:  If non-ISC or tenant command personnel arrested, advise reporting name and phone number for the point of contact.

___
b.
If during normal working hours, refer the matter to PSD Officer.

___
c.
Determine from PSD Officer as advised by MLCLANT/D5 legal concerning whether or not to seek release of member.

3. BRIEF THE FOLLOWING;
___
a.
If during normal working hours, notify:



___
Member’s branch chief



___
MLCLANT/D5 legal



___
(AV). Special Agent on duty

___
b.
If during non-working hours, in addition to above, notify:



___
ISC XO

REQUESTS FOR EMERGENCY MUTUAL ASSISTANCE LOANS

All active duty Coast Guard personnel and dependents, regardless of the unit they are attached to, are covered by the Coast Guard Mutual Assistance (CGMA) Program in time of emergency, and may apply at any unit with a designated representative.  Personnel assigned to the FINCEN and each of the 270s should apply to their designated CGMA representative when available.

1. OBTAIN AND EVALUATE INITIAL INFORMATION:

___
a.
Name, rank/rate of person making request

___
b.
If dependent, name, rank/rate of sponsor

___
c.
Member’s unit

___
d.
Reason for request (be brief)

___
e.
Amount of request

___
f.
Urgency of request

___
g.
Phone number and location of requestor

2. TAKE INITIAL ACTION:

___
a.
During the workday, call Customer Service X4002.

___
b.
After hours, notify one of the following POCs and connect with the caller.




PSD Personnel Branch Chief




ISC CO

EMERGENCY TRAVEL REQUESTS

1. OBTAIN AND EVALUATE INITIAL INFORMATION:

___
a.
Name, rank/rate of person making request

___
b.
Member’s unit

___
c.
Reason for request, include travel specifics. (i.e., point of departure, point of return, time, etc.)

___
d.
Phone number and location of requestor

2. TAKE INITIAL ACTION:

___
a.
If during regular working hours have the unit or member contact the Customer Service Center (CSC) at ISC Portsmouth, 686-4002, to arrange the travel.

___
b.
If a ship is underway and needs to arrange for travel, orders must be done.  The ship will issue the TONO/ACCT DATA and charge it to the ISC GTA account.  They should provide INTSUPRTCOM with a message regarding the same.

___
c.
After hours and on weekends you must gather the information stated above and contact one of the customer service personnel.  You cannot contact OMEGA travel yourself.  Only ISC Portsmouth Customer Service personnel may order tickets.  These personnel currently are:

YNCS RAASCH
484-0636

YN2 BELGER
638-7145

YN2 CONLEY
399-4746
MRS. TURNER (next to last resort)
858-2373
CWO JAMISON (Last resort)
484-6140

___
d.
OOD shall log all requests and action taken.

EMERGENCY RED CROSS NOTIFICATION

1. TAKE INITIAL ACTION:

___
a.
If called by Red Cross receive the information passed

___
b.
Receive Red Cross #_________ for verification

___
c.
Name

___
d.
Rank/Rate

___
e.
Duty Status

___
f.
Date, time and of circumstances

___
g.
Location and disposition of person

___
h.
Name, address, and telephone number of primary and secondary point of contact

___
i.
Who can be contacted for further information. (Usually the notifier)
___
j.
Contact the ISC XO or PSD Officer immediately for any guidance they may give you.

2. FOLLOW UP AND EVALUATE:

___
a.
Determine member’s service status.  (All members of the Coast Guard, including retired, cadets, reservists, and dependents)

___
b.
This may turn into an Emergency Travel Request
___
c.
If unable to find the member or determine if member is attached to either a tenant command or the ISC, the OOD shall return a call to Red Cross so the process is continued.

___
d.
Log all events in the OOD E-mail Log Book.

FAMILY ADVOCACY

1. OBTAIN AND EVALUATE INITIAL INFORMATION:

___
a.
Person’s name, address, and phone number

___
b.
Sponsor’s name, rank/rate, and unit

___
c.
Nature of problem (specifically child abuse and neglect, spouse abuse, sibling abuse, parent abuse, and elder abuse and neglect)

2. TAKE INITIAL ACTION:

___
a.
Notify the following:



___
Unit CO/XO



___
Work Life Staff (FAS – see below)

Family Administrators:

Ms. Linda McClellan

1-800-418-1604 (Primary)

Mr. David King


1-800-418-0827 (Alternate)

Ms. Lillian Cockrill

1-800-418-2046 (Alternate)

CRITICAL INCIDENT STRESS MANAGEMENT OR CISM

Incidents involving traumatic injury, death, prolonged search and rescue with negative results, or injury or death to fellow crewmembers can have a dramatic impact on personnel.  To prevent the negative effects of incidents, CISM can be provided in some form.  It is Coast Guard policy to provide the appropriate assistance when requested.

1. OBTAIN AND EVALUATE INITIAL INFORMATION:

___
a.
Name, rank/rate of member

___
b.
Member’s unit

___
c.
Nature of incident


___
d.
Location and phone number of caller

2. TAKE INITIAL ACTION:

___
Contact the Work Life Employee Assistance Program Coordinator (EAPC) for assessment and activation if necessary.  If EAPC cannot be reached within twenty minutes, contact the Work Life Team Supervisor.



EAPC



(w) 686-4028








(pager) 1-800-418-0868



W/L Supervisor

(w) 686-4020








(pager) 1-800-418-0981

EMERGENCY PROCUREMENT

Emergency procurement support may be required when a unit is unable through it’s own resources, to locate or procure necessary equipment or services.

TAKE INITIAL ACTION:

___
a.
During normal working hours, direct the inquiry to:




Procurement Branch Chief (ISC) at (757) 483-8599.

___
b.
If inquiry received after normal working hours, call (757) 483-8763, press (0) in list of options & leave a brief message.  The Comptroller will automatically be paged and will contact the appropriate Comptroller Branch.

___
c.
For the emergency repair of a cutter or small boat to make it operational again, inform the Duty Officer at LANTAREA/D5 (757) 398-6246.  Inform the Duty Officer to contact LANTAREA(aof) duty personnel for emergency vessel procurement.

EMERGENCY NOTIFICATION OF FIFTH DISTRICT CHAPLAIN AFTER WORK HOURS

1. BE ADVISED OF THE FOLLOWING:

___
a.
The OOD shall contact the Chaplain either by phone or pager.

___
b.
The following circumstances/situations constitute an emergency situation which requires notification of the Chaplain:


--
Death/Serious Injury of a service member, dependent or parent; fiancée; civilian employee.


--
Threatened or implied suicide by service member, dependent, civilian employee or close family member.


--
Family Crisis such as spouse abuse, child abuse, parent abuse, etc..

___
c.
If the caller presents a situation that causes the OOD to feel uncertain as to whether the caller can wait until the next day, the OOD shall notify the Chaplain and allow the Chaplain to make the determination.

___
d.
In the event the Fifth District Chaplain can’t be reached by telephone or pager, the OOD will call Work Life Staff (page A-15).  The OOD shall always log the information in the OOD log for later follow-up by the Chaplain.  The OOD shall inform the ISC XO or CO.  (Note:  The OOD should allow 15-30 minutes for the Chaplain to respond before calling Work Life Staff).

2. TAKE INITIAL ACTION:

___
a.
Log the following information in the Chaplain’s Emergency Log Book and note this was done in the Night Orders Log:


--
Name of caller.


--
Status of caller (i.e., military, civilian, dependent, etc.).


--
Telephone number.


--
Member’s unit (if applicable).


--
Date and time of call.


--
Nature of emergency (i.e., death, spouse abuse, etc.).


--
Disposition of call (i.e., notified Chaplain, referred to Family Service Center, etc.).

___
b.
The Chaplain shall follow up the call by getting in touch with the caller.

HANDLING AN ARMORY ALARM

1. BE ADVISED OF THE FOLLOWING:

___
a.
All alarms are to be considered actual.

___
b.
In the event of an alarm (Armory/magazine) Security will respond.

___
c.
At no time will the alarm system be disabled or tampered with except by the authorized alarm company, or Atlantic AREA Armory personnel.

___
d.
AREA Armory personnel are the only personnel authorized to reset or disable the Armory alarm, found in the security office.

2. TAKE INITIAL ACTION:

___
a.
The OOD will respond to all alarms when notified by the Security Watch Commander.

___
b.
The OOD shall ensure the Security Watch commander recalls the Duty GM as required.  A list of AREA Armory personnel and recall numbers is located in the Security Office.

___
c.
Log all events in the OOD log.

HAZARDOUS MATERIAL/OIL SPILL

Ref:
(a)
ISC PORTSVA INST 16478.2 (Series), Hazardous Waste Management Plan

(b) ISC PORTSVA INST 3010.2 (Series), Spill Prevention Control and Counter Measure Plan (SPCC)

1. TAKE INITIAL ACTION:
___
a.
Immediately locate and secure the source of the spill (if possible) (reference (a)).  Personnel safety is the first concern followed by preventing/minimizing environmental damage.

___
b.
Follow the checklist and requirements as provided in reference (b).  

BOMB THREATS

Ref:
(a)
ISC PORTSVA INST 8150.1(Series), Bomb Threat Plan

1. TAKE INITIAL ACTION:

___
a.
When receiving a bomb threat by telephone, remain calm and keep the caller on the line as long as possible.

___
b.
Try to complete the Bomb Threat Report (enclosure (4)) while the caller is on the line.  If unable to do so, complete the report immediately thereafter.

___
c.
The OOD must decide whether or not to evacuate the building in question, or even the entire ISC.

___
d.
Review Reference (a)

___
e.
Contact the following:

___
Security

___
Security Officer 

___
Police & Fire Department (911)

___
CCGD5 (opc) 398-6231/2/3/390/391

___
Aole 398-6268

___
ISC CO

___
f.
If the OOD is reacting to the threat, the OOD may direct Security to make the appropriate telephone calls.

___
g.
Other commands and outside Agencies that may be called:

CG Group Hampton Roads (Operations Center)
(757)-483-8567

CG National Command Center
(202)-267-2100

Commander, Atlantic Area
(757)-398-6231

Porstmouth Police
911  or (757)-393-5300

Virginia State Police Bomb Unit
(757)-424-6800

F.B.I. (Norfolk)
455-0100

Verizon
954-2222

 
1-800-997-3287 Option#3




Live traces


1-800-286-3553 Emergency


1-212-395-0542 Listing Request

COMNAVREGMIDLANT (regional public safety)
444-2324 Business


444-3333 Emergency

Note: All requests for EOD assistance shall be made through the COMNAVREGMIDLANT

                Kennel     CPO Barton
322-2505

                EOD
445-1179

EMERGENCY SERVICES

The following guidance should be followed for obtaining services (manpower) during non-working hours:

1. CRANE SERVICES:

___
a.
Contact Industrial Division Officer (for overtime authorization for civilian personnel.)  (NOTE:  If Industrial Division Officer is not available the ISC XO may approve.)

___
b.
Contact Crane Operators.

2. HEATING AND AIR CONDITIONERS:

___
a.
Contact Duty Engineer (pager 670-4008).

___
b.
If Duty EM is unable to repair or locate problem, contact Facilities Engineering Division Officer or Facilities Engineering Division Support Assistant for overtime authorization for civilian personnel.

NOTE:  If unable to contact the above named personnel for overtime authorization, contact the ISC XO for approval.

EMERGENCY BUOY PICK-UP

The OOD should follow the below guidance upon receiving a call for an unscheduled buoy pick-up.  NESU Portsmouth arranges buoy pick up for vessels and ISC Industrial arranges the Crane Operator for buoy loading.

1. Contact one of the following NESU personnel:

___
Primary
NESU Buoy Section Beeper 1-888-913-3981

___
Secondary
NESU XO Beeper 1-888-924-8162.


(Phone numbers are in the recall roster)

2. Contact Industrial Division Officer (for overtime authorization for civilian personnel.)

(NOTE:  If Industrial Division Officer is not available the ISC XO may approve.)

3. Contact Crane Operators.

EMERGENCY CUTTER OR SMALL BOAT REPAIRS

After normal working hours, a cutter or small boats may require emergency repairs.  Each cutter or small boat is assigned a MAT Team from NESU Portsmouth and has been provided with the teams’ beeper numbers in case of emergency repair.  However, as the ISC OOD, you may be required to be involved in the emergency repair process.  The following guidance is provided in case of emergency.

1. Contact the Small Boat Maintenance Engineering Officer of NESU Portsmouth on Cell #757-472-0882.  They will coordinate emergency repair.

2.
ISC Industrial Division may be needed, depending on the type of repair.  Contact Industrial Division Officer.

EMERGENCY HOUSING REQUESTS

Occasionally, you will receive a call from a member in leased housing, requesting to be put up in a hotel for various reasons.  All leased housing residents have been given instructions on how to contact their landlords for emergency repairs.  If a repair is going to be made in a reasonable amount of time, a hotel is not necessary.  Please use common sense with these requests.  Loss of heat is only an emergency in the severest of conditions.  Air conditioning outage is NEVER a justification for this type of request.  A fire on the property, requiring extensive repair or causing long term power outage would be a good example of a justified request.

1.
OBTAIN AND EVALUATE INITIAL INFORMATION:

___
Name/rank of service member.

___
Number of dependents residing with member.

___
Nature of problem making leased housing unit (i.e. unlivable, unsafe, hazardous, etc.).

2.
CONTACT THE FOLLOWING:

___
Local Housing Officer

NOTE:  If the Local Housing Officer is unavailable to approve request for emergency housing, contact the Area Housing Officer or CWO in Housing.  Phone numbers are in the recall roster.  The ISC XO or CO CANNOT approve requests for emergency housing.

 FLOODING OUTSIDE MAIN GATE & BASE

Ref:
(a)
ISC PORTSVA INST M3440.1 (Series), Hurricane Bill

In the event of flooding outside the main gate and on base, please use the following procedures:

1. OBTAIN AND EVALUATE INITIAL INFORMATION:

___
a.
The level of tide affects the speed with which the water can drain off the base.  High tide can slow or stop the drainage, therefore delaying base opening.  Obtain the time of high tide for the area.  The local weather channel, the business section of the Virginia Pilot newspaper, or Group COMMCEN X8567 have this information.

___
b.
If possible, obtain the forecast for more rain. 

___
c.
Call the ISC XO with a recommendation on whether to delay base opening or not.

2. TAKE INITIAL ACTION:

___
a.
If the decision is made to close the base, or to go with a delayed opening, post a person from the duty section at the intersection of Coast Guard Boulevard and Wyatt Road to advise personnel coming to work of the following:



___
Status of base opening



___
Depth of water in road



___
Shuttle status on and off base

___
b.
Start shuttle runs on and off base with duty section personnel.  In the event of base closure, essential personnel (i.e., duty personnel, Hurricane Watch Team, etc.) will still have to get on and off base.

___
c.
Update the foul weather hotline at 686-4233.  Follow instructions listed in “Updating Weather Information Line Quick Reference Card”.

___
c.
Follow guidance in reference (a) to inform local radio and television stations of base closure or late opening.

___
d.
Stay abreast of all current flooding conditions.  This information, if not estimated, can be obtained from Group Hampton Roads or radio broadcast.

___
d.
Notify the ISC XO of all actions taken.

UPDATING WEATHER INFORMATION LINE

Ref:
(a)
ISC PORTSVA INST M3440.1 (Series), Hurricane Bill

In the event of base closure or late opening due to foul weather conditions you may be required to update the weather information line.  This is the number given to all active duty, civilians and dependents for the status of hurricane/foul weather conditions on the base.  The ISC CAC will have this responsibility once stood up in accordance with reference (a).  The following are procedures for updating the message:

TAKE ACTION:

___
a.
Dial the base voice mail system, X8563. 

___
b.
When you start hearing options, dial 9 4233.

___
c.
Wait for the prompt “Do you want to change your personal greeting?”

___
d.
Follow the instructions for changing your personal greeting to update the weather information line.  Hit #1 for yes and #2 for no.  Remember that the ISC CO or XO have control over what is posted, so ensure you confer with them prior to changing the message.

HELO OPERATIONS

Upon notification from Group Hampton Roads COMMCEN, Phoncon or message that ISC Portsmouth will have a helicopter landing on the ISC helo pad or a parking lot, the OOD should follow the guidelines below:

___
a.
During normal working hours, notify the Security Officer or Security Chief.

___
b.
After hours and on weekends, OODs must notify the Watch Commander.

___
c.
Patrol is primarily responsible to ensure the area of the helo pad or parking lot is secured from people, equipment and vehicles.

___
d.
Patrol will note the number of people departing or boarding the helicopter.  Watch Commander will make a log entry to the chronological log noting the number of people transferred on or off the helicopter and the tail number.

___
e.
If the helicopter is landing in a parking lot, the OOD or duty section will ensure the area is secured and cleared of foreign objects, debris and vehicles.

INTEGRATED SUPPORT COMMAND

RECORD OF OOD QUALIFICATIONS

INSTRUCTIONS

This Record of OOD Qualification shall be completed by all incoming First Class Petty Officers and as directed by the XO for personnel attached PCS to ISC Portsmouth for duty.  As each qualification is demonstrated, the DATE and INITIALS column shall be completed by the cognizant Division Officer or an authorized division representative. Once completed, the original of this document shall be placed in the member's Training Record.  A signed copy of the OOD designation letter shall be placed in member’s local service record.

BEGIN DATE: _____________________

OOD BOARD DATE: ________________

PERSONNEL ON OOD BOARD:

____________________________                   _________________________

____________________________                   _________________________

____________________________                   _________________________

______________________________________            __________________________

NAME    (Last, First, Middle Initial)                                     Social Security Number

	OOD WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	A.
PERSONNEL SERVICES DIVISION.  To be signed by Division Officer or authorized agent. 

1.
Explain the ISC Organization Structure.


Explain the mission of the ISC and its Values & Vision.


  (ISC INST 5224.1 & 5000.1 (Series))

2.
In accordance with ISC INST M1300.1 (Series), Explain the after hours watch structure & the function of the OOD, JOOD, Watchstander.


What is the function of the duty TT, EM, RSM?


- When does the watch begin/end?


- What is the uniform of the watch?  (ISC INST 1020.1)


- When/Where does the watch muster?


- How often do restricted persons muster?

3.
How often should you make a security round?


What areas should your security rounds consist of, and what should you be looking for on these rounds?


  (ISC INST M1300.1 (Series))

4.
Explain the ISC Recall Policy and procedures (military & civilian).


Where are the Recall Lists kept?


Who is responsible for updating the lists?

5.
In accordance with ISC INST 1050.2 (Series), explain the Leave & Liberty policy of the ISC.

6.
Explain the daily routine on non-working days/holidays.


  (ISC INST 5530.1 (Series))

7.
Define Emergency Leave. (COMDTINST M1000.6 (Series) & ISC INST M1300.1 (Series))

8.
Explain Freedom & Information requests and to whom they should be referred.  (What Officer?)


  (ISC INST 5260.1 (Series))

9.
Explain the inclement weather procedures.


How is the decision made on work commencement or termination? 


  (ISC INST M3440.1 (Series) & OOD Recall Book)

10.
Explain prohibited conduct in the UPH.


Explain your responsibility for the enforcement of the UPH regulations.  (ISC INST 11100.2 (Series))
	
	

	OOD WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	A.
PERSONNEL SERVICES DIVISION.  (Continued) 

11. In accordance with ISC INST 1700.2 (Series), explain the admin privileges & which ISC personnel are authorized to withhold such privileges.

12. Identify the command’s Collateral Duty Alddictions Representative (CDAR) & explain his/her duties.


  (ISC INST 5350.2 (Series)).


What is the OOD’s responsibility for an observed or reported alcohol incident?

13.
Identify the command's Family Advocacy Specialists (FAS) and determine the OOD's role in responding by reporting all family violence related issues promptly to the proper FAS accordingly.  (ISC INST 1750.1 (Series))

13a.
Identify the command's Employee Assistance Program Coordinator (EAPC) and determine the OOD's role in responding by reporting any rape or suicide (or threat) related incident to the EAPC accordingly.


  (ISC INST 1750.1 (Series))

14.
As an OOD, what actions should you take in the event of notification of death/serious injury of an ISC active duty member or their dependents or a civilian employee?


  (COMDTINST M1000.6 & OOD QRC p14 & p7)

15. Demonstrate message-drafting procedure. 


Where are the procedures located?


  (ISC INST 2300.1 (Series) & OOD Computer Desk)

16.
Demonstrate Phone Procedures (Call Forwarding, Hold, Transfers, Answering, Conference Calls & Piping).


What Phone(s) can be used to call an INMARSAT Number?


  (ISC INST M1300.1 (Series) & PSD Admin Assistant)

17.
As an OOD, what are your responsibilities involving Colors?  Where are Flags and Pennants located?


  (ISC INST 5060.1 (Series))

18.
Explain SOPA & what it represents to the OOD.


  (COMDTINST M5800.3 (Series))

19. Explain the Disaster Control Plan & identify who is responsible for implementing the plan.


  (ISC INST 3440.1 (Series))


	
	

	OOD WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	A.  PERSONNEL SERVICES DIVISION.  (Continued) 

20.
Area familiarization


- Location of NORFOLK AIRPORT


- Location of LANTAREA/D5


- Location of MLCLANT


- Location of NAVAL BRIG


- Location of MAC Flight Terminal


- Location of Portsmouth NAVAL HOSPITAL


- Accident Reporting


- Chesapeake Bridge Tunnel Toll Tickets 


(Distribution, Location and Replacement)


(ISC INST 11240.1 (Series) Customer Service, OOD Board 



  & Local Area Maps)

21.
What action is to be taken by the OOD in the event of a power outage?  (ISC INST 1300.1 (Series))

22.
Explain action in the event of a personnel casualty, security breach, or unscheduled delivery to C2CEN.


  (ISC INST M1300.1 (Series))

23.
What actions should you take in the event of a Class A &/or Class B Mishap?  (ISC INST 5100.5 (Series))

24.
Describe the contents of the visiting vessel bags and the actions of the OOD in the arrival of a visiting vessel.

25. Explain the procedures for standby personnel. 

A.1. – SECURITY

26.
Describe duties & responsibilities of the ISC’s security force.  (SECURITY GUARD DESK MANUAL)
27.
What action is to be taken by the OOD in executing an administrative inspection, search or seizure?



  (COMDTINST M5800.1 (Series) & ISC INST 16244.1 (Series))

28. Explain the ISC’s policy on visitors.

  (ISC INST 5050.1 (Series))

29.
Explain the ISC’s Arrest & Detention Policy.


(ISC INST 16244.1 Series))

30.
Explain the ISC’s policy for granting access to Media Reps.  

(ISC INST 5050.1 (Series))

31.
Explain the OOD’s action in the event of a Bomb Threat.


  (ISC INST 8150.1 (Series))


	
	

	OOD WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	B.
COMPTROLLER DIVISION.  To be signed off by the Division Officer or authorized agent.

32.
What are the OOD’s responsibilities for the Wheelhouse and Portside?  What are the hours of operation and who is the current manager(s) of these activities?


  (ISC INST 4061.4 (Series) & 4061.5 (Series))

33.
What are the activities and functions of the ISC MWR and who has the day to day operational responsibility?


  (ISC INST 4069.3 (Series))

34.
Identify procedures for after hour access to the Mailroom & Warehouse.  (ISC INST 4451.3 (Series))

C.
FACILITY ENGINEERING DIVISION.  To be signed off by the Division Officer or authorized agent.

35. What actions should you take as an OOD in the event of an oil or pollutant spill onboard the ISC?


  (ISC INST 3010.2 (Series))

36.
As OOD, what should your course of action be in case of a fire onboard the ISC or Vessel moored at the ISC?


  (ISC INST 11320.1 (Series))

37.
As OOD, what should your course of action be in case of a LOGREQ during non-working hours?  


  (ISC INST 11400.2 (Series))

38.
Explain the procedures for issuance and use of government vehicles and use of the government credit card.  (ISC INST 11240.1 Series))

39. Explain the proper procedures for the disposal of waste oil, refuse and hazardous materials.


  (ISC INST 16480.1 (Series))

40.
Explain the ISC’s policy for storage of hazardous materials.  (ISC INST 16478.2 (Series))

41.
Explain the OOD’s responsibility for pier management (HAZMAT, Vessel Control, Parking).


  (ISC INST 11410.1 (Series) & 16478.2 (Series))

42.
Explain the proper procedures for painting operations for vessels.  (ISC INST 11410.1 (Series))


	
	

	OOD WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	C. 
FACILITY ENGINEERING DIVISION  (Continued)

43.
As an OOD, you should be able to readily locate all fire boxes & fire extinguishers.  (ISC INST 11320.1 (Series))

44.
Know the location of all main service panels for emergency action during a fire.

D.
INDUSTRIAL DIVISION.  To be signed off by Naval Engineer Officer.

45.
Describe the actions of the OOD upon arrival of a small boat at the ISC for repairs, storage or transfer.


  (ISC INST 9077.1 (Series))

46.
Discuss with the deputy-engineering officer special precautions needed while in the Industrial compound.


	
	


FOUR BREAK-IN WATCHES ARE REQUIRED
(With four different people)
One break-in must be on a weekend.
DATE OF WATCH
SIGNATURE OF OOD 

1.

2.

3.

4.

BREAK-IN WATCHES COMPLETED:________________________(DATE)

SECURITY BREAK-IN WATCH:___________________________(DATE) 

2 hours at the gate and two hours


(All break-in/security watches must be completed prior to convening of the OOD Board.)

++++++++++++++++++++++++++++++++++++++++++++++++++

The following are authorized division representatives for qualifications:

PERSONNEL SERVICES
COMPT

SECURITY OFFICER      
LOGISTICS BRANCH CHIEF

SECURITY CHIEF
MWR/DEPUTY DIRECTOR

CHIEF OF CUSTOMER SERVICE SECTION
COR (DINING FACILITY OPS/


JANITORIAL SERVICE)
FED 
IND

FIRE MARSHALL
INDUSTRIAL ENGINEER

PORT SERVICES CHIEF

MOTOR POOL

HAZARDOUS WASTE DISPOSAL
 

INTEGRATED SUPPORT COMMAND                  
RECORD OF JOOD QUALIFICATIONS

INSTRUCTIONS

This Record of JOOD Qualification shall be completed by all incoming Second Class Petty Officers attached PCS to ISC Portsmouth for duty.  As each qualification is demonstrated, the DATE and INITIALS column shall be completed by the cognizant OOD, Division Officer or an authorized division representative. Once completed, the original of this document shall be placed in the member's training record.

BEGIN DATE__________________________

COMPLETION DATE____________________

______________________________________            __________________________

NAME    (Last, First, Middle Initial)                                     Social Security Number

	JOOD WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	A. 
PERSONNEL SERVICES DIVISION.  To be signed by Division Officer or authorized agent. 

1.
Explain the ISC Organization Structure.


Explain the mission of the ISC and its Values & Vision.


  (ISC INST 5224.1 & 5000.1 (Series))

2.
In accordance with ISC INST M1300.1 (Series), Explain the after hours watch structure & the function of the OOD, JOOD, Watchstander.


What is the function of the duty TT, EM, RSM?


- When does the watch begin/end?


- What is the uniform of the watch?  (ISC INST 1020.1)


- When/Where does the watch muster?


- How often do restricted persons muster?

3.
How often should you make a security round?


What areas should your security rounds consist of, and what should you be looking for on these rounds?


(ISC INST M1300.1 (Series))

4.
Explain the ISC Recall Policy and procedures (military & civilian).  


Where are the Recall Lists kept? 


Who is responsible for updating the lists?

5.
In accordance with ISC INST 1050.2 (Series), explain the Leave & Liberty policy of the ISC.

6.
Explain the daily routine on non-working days/holidays.


  (ISC INST 5530.1 (Series))

7.
Define Emergency Leave.


  (COMDTINST M1000.6 (Series) & ISC INST M1300.1 (Series))

8.
Explain the inclement weather procedures.


How is the decision made on work commencement or termination? 


  (ISC INST M3440.1 (Series) & OOD Recall Book)

9.
Explain prohibited conduct in the UPH.

Explain your responsibility for the enforcement of the UPH regulations.  (ISC INST 11100.2 (Series))


	
	


	JOOD WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	A.
PERSONNEL SERVICES DIVISION.  (Continued) 

10.
In accordance with ISC INST 1700.2 (Series), explain the admin privileges & which ISC personnel are authorized to withhold such privileges.

11. Identify the command’s Collateral Duty Addictions Representative (CDAR) & explain his/her duties.


  (ISC INST 5350.2 (Series)).


What is the JOOD’s responsibility for an observed or reported alcohol incident?

12.
Identify the command's Family Advocacy Specialists (FAS) and determine the JOOD's role in responding by reporting all family violence related issues promptly to the proper FAS accordingly.


  (ISC INST 1750.1 (Series))

12a.
Identify the command's Employee Assistance Program Coordinator (EAPC) and determine the JOOD's role in responding by reporting any rape or suicide (or threat) related incident to the EAPC accordingly.


  (ISC INST 1750.1 (Series))

13.
Demonstrate Phone Procedures (Call Forwarding, Hold, Transfers, Answering, Conference Calls & Piping).


What Phone(s) can be used to call an INMARSAT Number?


  (ISC INST M1300.1 (Series) & PSD Admin Assistant)

14.
As a JOOD, what are your responsibilities involving Colors?  Where are Flags and Pennants located?


  (ISC INST 5060.1 (Series))

15.
Explain SOPA & what it represents to the JOOD.


  (COMDTINST M5800.3 (Series))

16.
Explain the ISC’s policy on visitors.


  (COMDTINST M5800.3 (Series))

17.
What action is to be taken by the JOOD in the event of a power outage?  (ISC INST 1300.1 (Series))


	
	

	JOOD WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	A.
PERSONNEL SERVICES DIVISION.  (Continued) 

18.
Area familiarization


- Location of NORFOLK AIRPORT


- Location of LANTAREA/D5


- Location of MLCLANT


- Location of NAVAL BRIG


- Location of MAC Flight Terminal


- Location of Portsmouth NAVAL HOSPITAL


- Accident Reporting


- Chesapeake Bridge Tunnel Toll Tickets 


  (Distribution, Location and Replacement)


  (ISC INST 11240.1 (Series) Customer Service, OOD Board 


    & Local Area Maps)

19.
Explain the JOOD’s action in the event of a Bomb Threat.


  (ISC INST 8150.1 (Series))

20.
Receive Brig escort training and have NAVPERS 1640 signed.
B.
COMPTROLLER DIVISION.  To be signed off by the Division Officer or authorized agent.

21.
Identify procedures for after hour access to the Mailroom & Warehouse.  (ISC INST 4451.3 (Series))

C.
FACILITY ENGINEERING DIVISION.  To be signed off by the Division Officer or authorized agent.

22.
As JOOD, what should your course of action be in case of a fire onboard the ISC or Vessel moored at the ISC?


  (ISC INST 11320.1 (Series))

23.
Explain the procedures for issuance and use of government vehicles and use of the government credit card.


  (ISC INST 11240.1 Series))

24.
As a JOOD, you should be able to readily locate all fire boxes & fire extinguishers.  (ISC INST 11320.1 (Series))

25.
Explain and demonstrate the JOOD’s responsibility of inspecting ISC’s fuel storage tanks on weekends and holidays.
	
	


THREE BREAK-IN WATCHES ARE REQUIRED FOR JOOD

DATE OF WATCH
SIGNATURE OF OOD 

1.  ____________________                          ________________________

2.  ____________________                           ________________________

3.  ____________________                           ________________________

BREAK-IN WATCHES COMPLETED:________________________(DATE)

++++++++++++++++++++++++++++++++++++++++++++++

All qualified OODs and authorized division representatives may sign qualifications.

The following are authorized division representatives for qualifications:

PERSONNEL SERVICES

SECURITY OFFICER

SECURITY CHIEF

CHIEF OF CUSTOMER SERVICE SECTION

COMPT

LOGISTICS BRANCH CHIEF

MWR/DEPUTY DIRECTOR

COR (DINING FACILITY OPS/JANITORIAL SERVICES)

FED 

FIRE MARSHALL 

PORT SERVICES CHIEF

MOTOR POOL 

HAZARDOUS WASTE DISPOSAL

IND

INDUSTRIAL ENGINEER

INTEGRATED SUPPORT COMMAND                   
RECORD OF WATCHSTANDER QUALIFICATIONS

INSTRUCTIONS
This Record of WATCHSTANDER Qualification shall be completed by all incoming E-4 and below personnel attached PCS to ISC Portsmouth for duty.  As each qualification is demonstrated, the DATE and INITIALS column shall be completed by the cognizant OOD, JOOD, Division Officer or an authorized division representative. Once completed, the original of this document shall be placed in the member's Unit Personnel Data Record (PDR).

BEGIN DATE__________________________

COMPLETION DATE____________________

______________________________________            __________________________

NAME    (Last, First, Middle Initial)                                      Social Security Number

	WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	1.
Explain the ISC Organization Structure.


Explain the mission of the ISC and its Values & Vision.


(ISC INST 5224.1 & 5000.1 (Series))

2.
In accordance with ISC INST M1300.1 (Series), Explain the after hours watch structure & the function of the OOD, JOOD, Watchstander.


What is the function of the duty TT, EM, RSM?


- When does the watch begin/end?


- What is the uniform of the watch?  (ISC INST 1020.1)


- When/Where does the watch muster?


- How often do restricted persons muster?

3.
Explain the ISC Recall Policy and procedures (military & civilian).


Where are the Recall Lists kept? 


Who is responsible for updating the lists?

4.
Explain the daily routine on non-working days/holidays.


(ISC INST 5530.1 (Series))

5.
Explain prohibited conduct in the UPH.


Explain your responsibility for the enforcement of the UPH regulations.  (ISC INST 11100.2 (Series))

6.
Identify the command’s Collateral Duty Addictions Representative (CDAR) & explain his/her duties.  (ISC INST 5350.2 (Series))


What is the OOD’s responsibility for an observed or reported alcohol incident?

7.
Identify the command's Family Advocacy Specialists (FAS). What is the Watchstander’s responsibility in family violence or suicide?  (ISC INST 1750.1 (Series))

8.
Demonstrate Phone Procedures (Call Forwarding, Hold, Transfers, Answering, Conference Calls & Piping).


What Phone(s) can be used to call an INMARSAT Number?


(ISC INST M1300.1 (Series) & PSD Admin Assistant)

9.
As a Watchstander, what are your responsibilities involving Colors?  Where are Flags and Pennants located?


(ISC INST 5060.1 (Series))

10.
Explain SOPA & what it represents to the Watchstander.


(COMDTINST M5800.3 (Series))
	
	

	WATCHSTANDERS QUALIFICATIONS
	DATE
	INITIALS

	11.
What action is to be taken by the Watchstander in the event of a power outage?  (ISC INST 1300.1 (Series))

12.
Area familiarization


- Location of NORFOLK AIRPORT


- Location of LANTAREA/D5


- Location of MLCLANT


- Location of NAVAL BRIG


- Location of MAC Flight Terminal


- Location of Portsmouth NAVAL HOSPITAL


- Accident Reporting


- Chesapeake Bridge Tunnel Toll Tickets 


  (Distribution, Location and Replacement)



(ISC INST 11240.1 (Series) Customer Service, OOD Board 



  & Local Area Maps)

13.
Explain the ISC’s policy on visitors.


     (ISC INST 5050.1 (Series))

14.
Explain the Watchstander’s action in the event of a Bomb Threat.  (ISC INST 8150.1 (Series))

15.
What should your course of action be in case of a fire onboard the ISC or Vessel moored at the ISC?


     (ISC INST 11320.1 (Series))

16.
Explain the procedures for issuance and use of government vehicles and use of the government credit card.


(ISC INST 11240.1 Series))

17.
As a Watchstander, you should be able to readily locate all fire boxes & fire extinguishers.  (ISC INST 11320.1 (Series)

18.
Receive Brig escort training and have NAVPERS 1640 signed.


	
	


TWO BREAK-IN WATCHS ARE REQUIRED FOR WATCHSTANDERS


(Break-in watches shall be completed within 2 weeks of receipt of these quals.)

DATE OF WATCH
SIGNATURE OF OOD OR JOOD

1.  ____________________
__________________________

2.  ____________________                      __________________________

BREAK-IN WATCHS COMPLETED:________________________(DATE)

+++++++++++++++++++++++++++++++++++++++++++++++

All qualified OODS, JOODS and authorized division representatives may sign qualifications.

The following are authorized division representatives for qualifications:

PERSONNEL SERVICES

SECURITY OFFICER

SECURITY CHIEF

CHIEF OF CUSTOMER SERVICE SECTION

MAA

COMPT

LOGISTICS BRANCH CHIEF

MWR/DEPUTY DIRECTOR

COR (DINING FACILITY OPS/JANITORIAL SERVICES)

FED 

FIRE MARSHALL

PORT SERVICES CHIEF

MOTOR POOL

HAZARDOUS WASTE DISPOSAL

IND

INDUSTRIAL ENGINEER

	TELEPHONIC BOMB THREAT REPORT

	EXACT WORDING OF THREAT:___________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

	ASK CALLER:

	1. WHEN IS THE BOMB GOING TO EXPLODE?______________________________________________

2. WHERE IS IT RIGHT NOW?_____________________________________________________________

3. WHAT DOES IT LOOK LIKE?____________________________________________________________

4. WHAT KIND OF BOMB IS IT?____________________________________________________________

5. WHAT WILL CAUSE IT TO EXPLODE?____________________________________________________

6. DID YOU PLACE THE BOMB?___________________________________________________________

7. WHAT ORGANIZATION DO YOU REPRESENT?____________________________________________

8. WHERE ARE YOU CALLING FROM?_____________________________________________________

9. WHY WAS IT PLANTED?___________________________________________________________

	CALLER’S VOICE:

	___CALM          ____SOFT             ___DISTINCT             ____LISP              ____DEEP BREATHING
___ANGRY        ____LOUD            ___SLURRED            ____RASPY          ____CRACKLING VOICE
___EXCITED      ____LAUGHTER    ___WHISPER            ____DEEP            ____DISGUISED
___SLOW         ____CRYING         ___NASAL                 ____RAGGED       ____ACCENT
___RAPID         ____NORMAL       ___STUTTER              ____FAMILIAR      ____CLEARING THROAT

	THREAT LANGUAGE:

	___FLUENT                                           ____INCOHERENT                   ____RATIONAL
___PRECISE                                         ____ARTICULATE                    ____IRRATIONAL
___BROKEN                                         ____REPEATING                      ____READING STATEMENT

	ACCENT:

	___SOUTHERN            ___NEW ENGLAND             ___BRITISH          ___MIDDLE EAST

___NORTHERN            ___EUROPEAN                   ___ORIENTAL       ___OTHER_______________

	BACKGROUND SOUNDS:

	___TRAFFIC                 ___CHILDREN             ___CLEAR                       ____OTHER
___MACHINERY           ___ANIMALS               ___STATIC                      _______________________
___OFFICE                   ___MUSIC                   ___LOCAL                      _______________________
___PA SYSTEM            ___MOTOR                 ___LONG DISTANCE      _______________________

	ADDITIONAL INFORMATION:

	______________________________________________________________________________________
______________________________________________________________________________________

	IMMEDIATELY REPORT CALL TO:________________________________________________________

RECIPIENT OF CALL:___________________________________________________________________

DATE:__________________TIME:________________AT PHONE NUMBER:__________________

	DON’T HANG UP
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