The Policy Letter


Issue  # 2�
This document  supersedes all Policy Letters formerly published by Headquarters Battalion, 11th Infantry Division, HHC, 11th Infantry Division, and HHC, USAG prior to May, 1996.  It is not all inclusive, but addresses matters of frequent importance to Soldiers assigned to HHC, USAG.   See reference list of other HHC, USAG pubs at end. �
25 Dec, 1996�
�



Command Philosophy.  Almost all soldiers want to work hard, and do a good, professional job.  The biggest impediments they have are those we have built into our SOPs, procedures, policies, rules and regulations in order to direct, regulate and motivate the remaining few.  I believe in targeting our efforts toward the majority.  If we can trust you to shoot live ammunition, drive powerful and expensive combat vehicles, and handle highly classified documents, then we should be able to trust you to do the right thing in less critical situations.  You are members of the deadliest and most professional army in world history.  I expect you to be able to think and act for yourself with minimal guidance from your superiors.  The policies, guidelines and references below are provided to help you make the right decisions, and presented in a brief format to permit the widest distribution and use.  Although some are very specific in wording, I will ALWAYS apply them in the fairest and most equitable manner I can, and will always take special circumstances into consideration.   Please feel free to ask your supervisor, the company Point of Contact, or myself if you have any questions...we are here to help!





�
Awards.  Ensure retiring soldiers receive an award that corresponds with their quality of service over the past 10 years; they will not be permitted to participate in the retirement ceremony without an award.  Also ensure PCSing soldiers are suitably rewarded for their service.  Use the HHC USAG Turbo Award Form, and remember that the stated award lead times are the minimum! 





AWOL prevention.   Soldiers go AWOL for numerous reasons.  Often it is because the soldier faces an urgent situation and a perception that the leadership will be unresponsive.  It is the responsibility of leaders to take positive action to resolve soldiers’ problem, and to maintain a climate that makes it easier for a soldier to turn to his leadership for solutions to life’s tough problems instead of running away from the Army.   If you are considering AWOL, DON’T!!   It will only complicate your life further.   Call your supervisor, First Sergeant, or the Commander for help.





Barracks Life Rules: 1) Do unto others as you would have them do unto you;  2) You break it, you pay for it;   3) Clean up after yourself;  4) Keep pornography out of public view; 5) NO weapons; 6) Keep it Locked and Secure; 7) No matter how cool the music, if it can be heard outside your room it’s Too Loud.   8) If you share a room with a non-smoker, don’t smoke there;   9) Don’t smoke in bed, either!   Clearing the Barracks.   Notify supply when you are at least 5 working days from final outprocessing so the Repairmen can inspect your refrigerator for damage.  See 2) above.  Going on Leave, TDY, Pass?   You must sign a statement indicating whether or not you want to store your belongings in the barracks storage room (each building has one).  See Supply for details.





Chaplain:  Any soldier can make an appointment at any time to see the Chaplain.   Call Chaplain Franzese at 239-6597 in the Main Post Chapel (Bldg #5) during duty hours, or 239-HELP 24 hrs a day for the Duty Chaplain.  





Counseling (performance)  Consists of  1) MONTHLY counseling of all soldiers, Specialist and below, by their supervisors, as part of payday activities; and  2) QUARTERLY counseling of all NCOs by their supervisors.  Keep it simple: tell the soldier what they did right, what they did wrong, and how to fix it. 





Crime Prevention.   If you own it, and it is stolen on post, and there is no evidence that it had been secured,  then YOU MAY NOT GET REIMBURSED for the loss.  Therefore, keep your possessions locked up and, if valuable, out of sight.  In the barracks, register items over $50 in value with the company physical security NCO (or you cannot hope to be reimbursed for their theft).  The company can TEMPORARILY store high-dollar valuables/cash in the company safe until you can secure them elsewhere.  POC is SSG Lloyd (Supply).  Ref: AR 735-5, ch 12.





Dependent Care Plans.   If you have kids, and are single or married to a service member, you will need a Dependent Care Packet.   Operations will schedule an appointment with the commander to complete this.    The commander will interview you and review the requirements for completing the packet.   Once completed, ensure you keep the packet current as circumstances change, and return each year during your birth month to update your packet.   POC is SSG Bass (3358).  References are AR 600-20 (Sep 86) and DA Pam 600-8 (Feb 86).





Dining Facility Dress. You must wear Shoes and a Shirt for sanitation purposes.  Your clothing must be in good repair and in good taste,  reflecting  your high status as a Soldier in the United States Army.  I won’t dictate the details of your wardrobe.  If  you are not sure what is meant by “Shoes”, “Shirt”, “Good Repair” or “Good Taste”, ask your NCOIC.





Driving under the Influence / Alcohol and Drug Abuse Prevention and Control..   1)  If you are under 21 you may not drink alcohol.   If you drive a vehicle with a blood/alcohol content of .08%  (.02% if under 21) or more, you are Driving While Intoxicated!!  Driving under the influence of alcohol or other drugs is dangerous, shows a lack of self discipline,  and is the quickest way to destroy your career. Don’t Drive Drunk!!  If in doubt, use your Right To Life card to pay for a taxi to get you back home (First Sergeant has these cards).   2)  We will have frequent urinalysis, selecting soldiers at random, to detect drug users.  Get caught and you will receive punishment equal to the offense (usually a Field Grade Art 15), possible elimination from the Army, and enrollment in ADAPC.   Soldiers who know they have a drug/alcohol problem are highly encouraged to ask for a referral to ADAPC at no cost to their career.  I may refer soldiers involved in ANY incident involving alcohol to ADAPC for evaluation and treatment.   





Duty Rosters.  E5s/E6s (non-promotable) are on a Staff Duty NCO roster run by the Company 1SG.  E6(P)s thru O4s are on the garrison consolidated  Investigation / Report of Survey / Casualty Assistance roster run by the Company 1SG.  Approved leaves & passes are automatically applied to these two rosters.  Exemptions from duty must be approved by your section leader and validated by the commander or 1SG.  O4s are ALSO on the Post FOD Roster run by MAJ Druce of G1 (2027)...coordinate with him for Leaves, passes & exemptions.  Because O4s pull FOD, they do not pull Casualty Assistance unless an O4 is specifically required.





Equal Opportunity means that soldier decisions and policies are based on the soldier’s performance, capability, fitness and merit; and NOT on the soldier’s race, color, national origin, age, religion or sex.  Feel like you’ve been treated otherwise?  Immediately use the chain of command, come straight to me, or call the EO NCO at 239-3032.  Ref AR 600-20, chapter 6.





IN Processing.  You must sign into PAC within 2 Days of being assigned or we may have to carry you as AWOL!  PAC will explain what else must be done.





Leave/Pass.   Use the HHC USAG Turbo Leave and Pass Form.   





Open Door Policy.   The normal chain of command will solve most problems.  However, situations will arise which may require my personal attention.  If this happens to you, come see me...no appointment necessary.





OUT Processing.  You have 10 working days if you live in quarters, 7 if you live in the barracks.  See PAC for Clearing Papers and BEFORE seeing other agencies on Post.   





Physical Fitness.   Score over 300 and you become a member of the “300 Club”:  Skip Monday PT, 14 days off the Duty Roster, Certificate of Achievement, and get the Coveted 300 Club Patch!  For details, see Company PT Policy; Also  AR 350-41 (Training in Units), and FM 21-20 (Physical Readiness Training).





Pregnancy.   Notify HHC PAC (3901) that you are pregnant as soon as this is confirmed by OB/GYN.  Operations will schedule a counseling appointment with the commander.   The commander will conduct the counseling using FR FL 8 Pregnancy Counseling Form.  Following the counseling, you have up to seven days to decide to remain on active duty or request separation under Chapter 8, AR 635-200. POC is SSG Bass (3358).  References are AR 600-20 (Sep 86) and DA Pam 600-8 (Feb 86).





Privately Owned Weapons (POWs).  All soldiers living on post will register their POWs with the arms room.  POWs are not allowed on Ft Riley without proper registration and storage.  Soldiers residing in the barracks will store their POWs (including weapons which are not firearms) in the company arms room.  When transporting your POW:  The weapon must be unloaded; The ammunition must be stored away from the weapon; and the weapon must not be within arm’s reach.  POC is SPC Gari (Armorer).  Ref: AR 190-11, FR Reg 190-5, FR Reg 190-7, CG Policy Letter #23.





Promotion Board Commander’s Points.  I control 200 promotion points and award them based on your demonstrated potential to perform at the next higher rank.  These points are NOT an entitlement!   The vast majority, who are stellar performers, get all 200 points and whatever other help I can provide!!   Marginal Performers can expect to receive less than 200.  Poor performers won’t even be recommended for promotion.





Redress of Grievances.  If you have a problem with another soldier, resolve it through the chain of command; if it involves the chain of command use the open door policy above.  The Military version of the civilian lawsuit to recover damages is Article 138, UCMJ.  See AR 27-10 for the format and guidance.  The key is to act promptly, state the problem clearly and completely, and state specifically what action you desire taken.  





Reenlistment Incentives.   All who reenlist get the Day Of and the Day After reenlistment off!  Reenlist within the 8-month window and you receive a four-day pass!  First term reenlistment soldiers are exempt from the duty roster for 30 days!  Mid-career soldiers who reenlist for Ft Riley or one-year stabilization are exempt from the duty roster for 30 days!  College option soldiers with a GPA of 3.5+ may enroll in one additional class.  What are you waiting for?  POC SSG Chewning.  Ref: AR 601-80, FORSCOM Sup 1 to AR 601-80.





Separate Rations.   E6 and below, not residing with family, must have a Meal Card.  Exceptions to this are based on Duty Requirements.





Sexual Harassment.   Never treat members of the opposite sex in ways you would not like them to treat you...or your younger brother / sister!   If YOU receive treatment you find sexually offensive, you must first tell the other person you don’t like it.  If they persist, it may be sexual harassment.   I will not tolerate sexual harassment within this command.     Report violations promptly through the chain of command.    ref: AR 600-20





Sick Call Procedures.    M-F from 0700-0900 at Primary Care Clinic #2 in the Hospital: pick up your records before signing in.   From 1300-1600 use TMC 4 Mondays and Tuesdays, TMC 7 Wednesdays and Thursdays,  and TMC 8 on Fridays: no records required.    After duty hours use the Emergency Room.   You Do Not need a sick call slip to go, but do notify your  supervisor for accountability.  If you acquire a profile, the doctor will give you a sick call slip with the profile information...bring a copy of it to the company operations office.   





Suicide Prevention.  YOU are the first line of defense in identifying and helping someone considering suicide!  Danger Signals: Soldier threatens suicide;  Talks about wanting to die;  Shows changes in behavior, appearance, mood;  Abuses drugs, alcohol;  Deliberately injures themselves;  Appears depressed, sad, withdrawn.  You can help:  Stay calm and listen;  Let them talk about their feelings;  Be accepting; do not judge;  Ask if they have suicidal thoughts;  Take threats seriously;  Don’t swear secrecy,  Tell Someone!  Get Help, contact: Chaplain (239-HELP); Chain of Command; Supervisor;  Community Mental Health (239-7208);  Emergency Operator (911); or go to the emergency room.





Suggestions.  There is no “suggestion box”.  Write me a note, send me an E-Mail message, talk to me in person.  If it looks good we’ll try it!





�






�





	Company Phone Numbers				


CDR�
3342�
�
SDNCO�
3136�
�
I. B. KING�
�
XO�
3746�
�
Re Up�
3237�
�
CPT, IN�
�
1SG�
2459�
�
Arms�
3751�
�
Commanding�
�
Co CofS�
3358�
�
Mr. Brooks�
3677�
�
�
�






Office Hours of Orderly Room Sections


Office�
Phone�
M�
T�
W�
TH�
F�
Notes�
�
PAC�
3709�
0900-1645�
0800-1645�
0900-1645�
1300-1500


Clearing Only�
0900-1645�
Indiv Experts gone in morning running paperwork!  Shop will still take/give forms. �
�
SUPPLY�
3665�
0900-1700�
0800-1700�
0900-1700�
1300-1500�
0900-1700�
Arms room open as needed.�
�
TRAINING�
3685�
0900-1700�
0800-1700�
0900-1700�
1300-1500�
0900-1700�
�
�
FINANCIAL ADVISOR�
3350�
0900-1700�
0800-1700�
0900-1700�
1300-1500�
0900-1700�
Unfilled Position!   See Commander for help.�
�
Normal Duty Day�
 �
0900-1700�
0730-1700�
0900-1700�
0730-1500�
0900-1700�
PT  M-W-F  at  0630 hrs, BLDG 410�
�



Additional Company Pubs to check out...see our SHARED FOLDER at   BB-AFZNHCGA


Name�
Latest Date�
Description�
�
Turbo Leave/Pass Form  


ver 2�
25 Dec 96�
Quick Pass form plus instructions on how to fill out DA 31 for Emergency and Ordinary Leave, plus Permissive TDY.  Not a cover sheet for DA 31!�
�
Turbo Award Form


ver 2�
25 Dec 96�
Instructions and basic data for award submissions, plus transmittal letter for approval.  This IS a cover sheet for all award submissions!  Please Use!!�
�
PT Program (ver 3)�
25 Dec  96�
Explains details of  the 300 Club, Section Certificates of PT Excellence, and Army Fitness Awards!  Also covers minimum standards for qualification and has Tips for improving  Physical Training.�
�



