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DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion (TSB) Personnel

SUBJECT: Policy Memorandum #1 — Training Supportt Battalion Policy Memoranda

1. Policy memoranda formalize important basic operating principles and provide members of
the Battalion with a common understanding of our operations —~ thus standardizing behavior and
simplifying our work. They should not duplicate existing guidance found in regulations or other
publications, unless required to amplify the importance of the particular policy.

2. Approved published policies apply to all permanent party and student personnel
assigned/attached to the Battalion, and are punitive in nature. Violators are subject to
prosecution under Article 92 of the Uniform Code of Military Justice and/or adverse
administrative action. Civilian personnel violating a policy are subject to disciplinary action as
appropriate. Published policies should be posted on unit/activity bulletin boards or electromic
mediums. Further, commanders must ensure newly assigned personnel understand these
policies, preferably through training at their new arrival orientation program.

3. Policies may be revised, rescinded or established over time. Recommendations for new
memoranda or revisions to existing policies will be submitted for my review and approval,

4. One Team, One Mission!

Qups €020

SULA L. IRISH
LTC, AG
Commanding







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion Personnel

SUBJECT: Policy Memorandum #11 - Processing of Officer Evaluation Reports (OERs)
Noncommissioned Officer Evaluation Reports (NCOER) and Officer/NCO Rating Schemes.

1. This memorandum establishes policies and timelines for the initiation, submission, and
processing of Officer and Enlisted evaluations. This policy letter is not intended as a supplement
to AR 623-3 or DA Pam 623-3, but addresses the Training Support Battalion’s unique processing
requirements and timelines.

2. Evaluations for all Soldiers assigned or attached to the TSB (includes CMD GRP, AGS, FMS,
RRS, TDD, and TSB Proper) will be processed, and/or routed, through the TSB S1. Reports will
not be submitted directly to the Fort Jackson Military Personnel Division (MPD) or to Human
Resource Command (HRC).

3. Effective 1 April 2008 all Officer Evaluation Reports (OER) and Non-Commissioned Officer
Evaluation Reports (NCOER), except Army National Guard (ARNG) NCOER must be
electronically submitted to Headquarters Department of the Army (HQDA) via Army
Knowledge Online (AKO)} My Forms for processing into an Official Military Personnel File
(OMPF) :

a. Evaluations - All Soldier evaluations will route to the TSB NLT 15 days after the thru date
of the report. This includes officer and enlisted evaluations. Evaluations are due to the Soldier
Support Institute G1 no later than the 20" day of the following month. Evaluations submitted to
the TSB on the 16™ day or later require a memorandum of lateness signed by the Commander or
18G as appropriate, with an explanation for the delay.

b. Electronic submission in My Forms requires that evaluations be prepared with digital
signatures. Classified evaluations will be submitted in paper format. In order to be submitted
electronically in My Forms, OER must be version 4.00 or higher and NCOER must be version
6.00 and higher. Units are advised to stop using the older versions immediately. Always initiate
evaluations from the Army Publishing Directorate website or within My Forms to ensure you are
using the latest version.

¢. All personnel moves or actions which require the submission of a report other than annual
will be reported to the TSB S1 by memorandum or email to ensure S1 can track and log the
evaluations. Information to be provided is the Soldier’s name, the rating period, and the type of
report.






ATSG-SB
SUBJECT: Policy Memorandum # 11 - Processing of Officer Evaluation Reports (OERs)
Noncommissioned Officer Evaluation Reports (NCOER) and Officer/NCO Rating Schemes

4. Transitioning to electronic evaluations program requires evaluations to be routed
electronically to the S1 for tracking. The senior rater will submit completed evaluations
electronically directly to HRC.

5. All Soldiers will out process Fort Jackson with a completed evaluation. No exceptions.

6. Rating Schemes will be submitted to the Soldier Support Institute G1 by the fourth working
day of each month.

7. One Team, One Mission!

30,2002

SULA L. IRISH
LTC, AG
Commanding







DEPARTMENT OF THE ARMY
U. S. ARMY SOLDIER SUPPORT INSTITUTE
TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Assigned and Attached Personnel

SUBJECT: Policy Memorandum #12 — Safety Award Program

1. Effective immediately, I am implementing the Safety Award Program in order to encourage
and improve safe practices throughout the battalion. The safety award will be given quarterly to
the companies that meet the criteria set forth in this policy memorandum.

2. To be eligible for the Safety Award, Soldiers in each company must operate an entire quarter
without a safety violation. Violations include: '

a. Accidents resulting in lost man-hours, hospitalization or property/equipment damage over
$100.00

b. Training injuries that result in lost man-hours or hospitalization

¢. Any alcohol-related incidents

d. Avoidable motor vehicle accidents

3. Companies winning the Safety Award will be presented with a safety streamer for their
guidon. The battalion commander and battalion command sergeant major will present the
streamer during the battalion awards ceremony after the completion of a violation-free quarter.
Soldiers from the company will attend and be recognized for their teamwork and safe practices.
In addition, company commanders will implement their own incentives subject to the battalion
commander’s approval.

4, Companies will retain the streamer until the next accident or unsafe act. At that time, the
streamer will be turned in to the battalion XO until the company is eligible.

5. The point of contact for this policy is the Battalion Safety Officer at 803-751-7437.

6. One Team, One Mission!

Sp eflL

SULA L. IRISH
LTC, AG
Commanding







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion (TSB) Personnel

SUBJECT: Policy Memorandum # 13 — Victory Block Leave and Pass Policy

1. This memorandum establishes guidance and policy for submission of pass and leave requests
during the holiday period, including four day weekends. The primary purpose is force
protection during travel while ensuring accountability of all Soldiers. All Soldiers will conduct 2
risk assessment using the Travel Risk Planning System (TRiPS) website. The risk assessment,
signed by the Soldier and their supervisor, will be enclosed with the leave and/or pass request
and a copy maintained on file IAW Army Records Information Management System (ARIMS).

2. A loss by accident is an unacceptable obstacle to mission, readiness, morale and resources.
Commanders and [eaders at every level will conduct safety briefings and vehicle inspections
before releasing Soldiers for the holidays or long weekends. While the focus is on privately
owned vehicles, including motorcycles and ATVs, safety briefings will also include winter sports,
hot weather injuries, cold weather injuries, and fire prevention. First line supervisors and cadre
will augment the safety briefings by conducting face to face counseling with each of their
Soldiers prior to their release. Counseling will address route and rest plan, wearing seat belts,
driving sober and obeying all traffic laws. A sample safety contract is enclosed to facilitate the
counseling session.

3. Soldiers will continue to follow the leaves and pass procedures outlined in the TSB Policy
Memorandum # 6: Leave/Permissive Temporary Duty Processing and Control dated 10 July
2008, to process their requests. Pursuant to AR 600-8-10, Leaves and Passes, Soldiers may be
permitted to take a regular pass together with leave as long as the pass/leave meets the following
guidelines:

a. Pass begins and terminates on post, at the duty location, or at the location from where
Soldier normally commutes to duty before a pass begins.

b. Leave begins and terminates on post, at the duty location, or location from where
Soldier normally commutes to duty before leave begins.

c¢. Soldiers must be physically present in the local area at the beginning and ending of
the approved pass period prior to signing out on leave. A regular pass period includes
official holidays such as Christmas and New Year. The local area consists of the
Installation/post, duty location or the Soldier’s place of residence.






ATSG-SB
SUBJECT: Policy Memorandum # 13 — Victory Block Leave and Pass Policy

Example: Soldier has an approved four-day pass for Myrtle Beach, SC, from 24-27 Dec
09; and, regular leave for Houston, TX, from 28 Dec 09 to 2 Jan 10. Soldier will sign out on the
four-day pass at their duty station on Thursday, 24 Dec 09 to go to Myrtle Beach, SC, and signs
back in on Sunday, 27 Dec 09 upon returning to their duty station. Soldier then signs out on
leave Monday morning, 28 Dec 09, to travel to Houston, TX, and signs back in on 3 Jan 10,
again when physically at their duty station.

4. Canceling leave at the last minute to avoid pulling duty while on block leave will not be
tolerated. All cancelations will go through the Battalion Commander and Command Sergeant
Major for approval. If not approved you will still be charged leave. Failure to sign in and off
leave will result in you being charged your entire leave period.

5. An updated DD 93 is required before anybody signs out on block leave; Your DD 93 expires
on your birthday. If your birthday falls within the dates for Victory Block Leave you must
complete an updated copy prior to going on leave.

6. Holidays are especially dangerous times on our roads and highways. Be smart and plan -
power driving to get somewhere sooner can end in deadly results. Remember accident

prevention and mission effectiveness are inseparable!

7. One Team, One Mission!

WY,

Encl SULA L. IRISH
as LTC, AG
Commanding







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR DISTRIBUTION

SUBJECT: Command Policy Memorandum #14: Physical Training Incentive Policy

1. PURPOSE: To establish a policy that promotes physical fitness and enhances cohesion
within the Training Support Battalion. This policy is effective second quarter, FY09, and
supersedes any other PT incentive program within the battalion. '

2. GENERAIL: A disciplined unit is one that is physically and mentally fit. Combat and our
duty as Soldiers demand for us to be tough, agile, and meet height and weight standards. A
vigorous but balanced physical training program enhances productivity and mental alertness
while reducing sick call.

3. The Army Physical Fitness Test (APFT) is the standard that measures each Soldier’s physical
readiness. All Soldiers should strive to surpass the minimum established standards. We will
recognize Soldiers who attain physical excellence as measured against the APFT, height and
weight, and body fat standards IAW AR 600-9. In addition, the company with the highest
average for the quarter, which exceeds the battalion APFT goal of 250, will be awarded a PT
Streamer.

4, To encourage exceptional high levels of physical fitness, the following incentives are
established:

Action Incentive/Reward

Company with highest average PT Streamer

Soldiers scoring 270 (90 points or higher in Battalion Certificate of Achievement

each event) Physical Fitness Excellence Patch

Soldiers scoring between 290-299 Battalion Certificate of Achievement
Physical Fitness Excellence Patch
Three Day Pass

Soldiers scoring 300 or higher Battalion Certificate of Achievement
Physical Fitness Excellence Patch
Battalion Coin of Excellence
Four Day Pass

Soldier who scores the highest in their Battalion Certificate of Achievement Four

company during a 6 month window Day Pass






ATSG-SB
SUBIJECT: Command Policy Memorandum #14: Physical Training Incentive Policy

5. Soldiers with valid profiles, which preclude them from taking certain events, will still be
cligible to compete for passes. Soldiers attaining 90-99 points for the events taken will receive a
3-day pass. Those attaining 100 points for the events taken will receive a 4-day pass. Soldiers
who earn a pass will coordinate with their supervisors before taking it.

6. Organized runs including the battalion and SSI, are great for building esprit de corps and
displaying unit pride to our sister units. These runs are generally 3 miles long with a pace of 8 to
9 minutes per mile. Although not a graded event, it is an opportunity to display our enhanced
physical fitness. Therefore, any company that completes any SSI organized run with zero fallout
will receive a 3-day pass within the quarter.

7. Point of contact is the S3 at (803) 751-3604/3605.

8. One Team, One Mission!

S, 42

SULA L. IRISH
LTC, AG
Commanding

DISTRIBUTION:
S1

S3

HHC

A, Co

B, Co

C, Co







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON SC 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR ALL Training Support Battalion {TSB) Personnel

SUBJECT: Policy Memorandum #15 - Sexual Assault Prevention and Response (SAPR)

1. Reference AR 600-20, Army Command Policy, 18 March 2008, paragraph 8-50.

2. Sexual Assault is a crime that is incompatible with Army Values and the Warrior Ethos.
Sexual assault directly and negatively impacts readiness across the force. The Training Support
Battalion Sexual Assault Prevention and Response Program will minimize sexual assault through
training, education and awareness. The program will reinforce a commitment to Army Values.
This policy applies to all Soldiers, on and off post, during duty and non-duty hours.

3. Sexual assault (rape, sodomy, and indecent assault) is defined as intentional sexual contact,
characterized by use of force, physical threat, or abuse of authority or when the victim does not
or cannot consent. Sexual assault can occur without regard to gender, spousal relationship or age
of victim.

4. Commanders will be mindful of the sensitive nature and protect the privacy of sexual assault
victims. Ensure victims receive appropriate assistance and counseling; hold those who commit
sexual assault offenses accountable; and foliow written procedures for reporting sexual assault.
Commanders will ensure all victims of sexual assault are protected and treated with dignity,
fairness, and respect. Commanders will ensure that sexual assault victims are provided support,
advocacy and care. Assuring privacy and providing a confidential disclosure option for sexual
assault victims is critical,

5. Commanders will ensure that victims of sexual assault have the option of restricted or
unrestricted reporting options. Commanders will integrate sexual assault awareness into their in
processing briefings, and ensure all Soldiers are familiar with the procedures for reporting sexual

assault.

a. Restricted reporting allows sexual assault victims the confidentiality to disclose the details
of the assault to specifically identified individuals and receive medical treatment and counseling
without triggering the investigative process. Civilians and family members do not have the
option of restricted reporting at this time. Victims of sexual assault can disclose details of the
assault on a confidential basis only to the following individuals:

(1) The Sexual Assault Prevention Coordinator (SARC)
{2) Their Unit Victim Advocate (UVA)

(3) The Chaplain

(4) Healthcare Provider






ATSG-SB
SUBJECT: Policy Memorandum #15 - Sexual Assault Prevention and Response (SAPR)

" Restricted reporting sources are: Sexual Assault Response Coordinator (SARC), 751-6335;
Victim Advocate assistance line, 803-429-4870 (24/7); Unit Victim Advocate (UVA) 751-3605;
chaplain or healthcare provider.

b. Unrestricted reporting allows the victim who is sexually assaulted and desires to receive
medical treatment to include a forensic examination, counseling, and the ability to inform the
appropriate legal/command authority. Unrestricted reporting sources are the Chain of
Command, the SARC, 751-6335, or the Victim Advocate assistance line, 803-429-4870 and the
Unit Victim Advocate (UVA) 751-3605. Details regarding the incident will be limited to only
those personnel who have a legitimate need to know. The advantage of the unrestricted reporting
option is that notification of law enforcement and the chain of command allows actions to be
taken to protect the victim.

6. Sexual assault prevention is key to the success of this program. We must not allow sexual
assault to hinder our Soldiers, our personnel and our family well-being families, destroy our
professional values, or compromise readiness.

6. PQC for this memorandum is the TSB Unit Victim Advocate at 751-3605.

Q02147

SULA L. IRISH
LTC, AG
Commanding







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB . 12 July 2010

MEMORANDUM FOR All Training Support Battalion (TSB) Personnel

SUBIECT: Policy Memorandum #2 - Open Door Policy

1. My door is open to any member of this command, military or civilian, who has an issue or
problem that cannot be satisfactorily resolved by their respective chain of command.
Subordinate commanders in the Training Support Battalion have established similar open door
policies, but on occasion it may be necessary to bring matters to my attention.

2. To ensure my availability and to best utilize the hours within your duty day, coordination is to
be made through the Battalion Executive Officer or Battalion Command Sergeant Major.

3." Units will display this memorandum on all unit bulletin boards and will announce provisions
of the open door policy to Soldiers on a periodic basis.

4. One Team, One Mission!

A A0
SULA L. IRISH

LTC, AG
Commanding







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion (TSB) Personnel

SUBJECT: Policy Memorandum #3 - Prevention of Sexual Harassment (POSH)

1. Tam totally committed to the Army’s Sexual Harassment Policy, which demands respect for
the human dignity of all Soldiers, family members, and Department of the Army civilians.
Sexual harassment is a violation of professional ethics and integrity. It is unacceptable conduct
and is not tolerated. Sexual harassment destroys teamwork and negatively affects command
readiness. Prevention of sexual harassment is everyone’s responsibility. All leaders must set the
standard for Soldiers and civilian personnel.

2. Sexual harassment is a form of gender discrimination that involves unwelcome sexual
advances, request for sexual favors, and other verbal/physical conduct of a sexual nature between
the same or opposite gender when:

a. Submission to, or rejection of, such conduct is made either explicitly or implicitly a term
or condition of a person’s job, pay, or career; or

b. Submission to, or rejection of , such conduct by a person is used as a basis for career or
employment decisions affecting that person; or

¢. Such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance, or it creates an intimidating, hostile, or offensive working environment.

3. Soldiers, family members, and DA civilians should report cases of sexual harassment through
their chain of command, EO Representative, SSI EO Advisor, or one of the alternate agencies
listed in AR 600-20, Appendix E-1a(2) (Inspector General, Chaplain, Provost Marshal, Medical
Agency Personnel, Staff Judge Advocate, and/or Housing Referral Office). Depending on the
nature of the complaint, civilians may be referred to the Post EEO for further assistance.
Individuals who report sexual harassment (to include witnesses) will be protected from threats or
acts of reprisal. Report threats or acts of reprisal to the DoD IG Hotline at (800) 424-9098 or
DSN 664-8799. 1 strongly encourage you to simultaneously report such misconduct to the chain
of command and Post IG Office, 751-5580 or DSN 734-5580.

4. High standards of honesty, integrity, and conduct are essential to assuring the successful
accomplishment of our mission. Unwelcome touching, sexual jokes, innuendoes, inappropriate
e-mails, inappropriate texting, or posting of sexually revealing pictures, posters, cartoons, etc.
violate these standards.






ATSG-SB
SUBJECT: Policy Memorandum #3 - Prevention of Sexual Harassment (POSH)

5. We all share the responsibility for helping to eradicate sexual harassment. Whether we are
military or civilian, and whether or not we are in a command or supervisory position, we must
not condone or ignore this offensive and demeaning behavior. We must deal with it swiftly and
fairly whenever it occurs, so that we foster a work environment that reflects our standards of
excellence.

6. One Team, One Mission!

M, B

SULA L. IRISH
LTC, AG
Commanding







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion (TSB) Personnel

SUBJECT: Policy Memorandum #4 — Equal Opportunity (EQ)

1. It is my policy to provide equal opportunity and fair treatment for military personnel, family
members and DA civilians without regard to race, color, religion, gender, or national origin, and
provide an environment free of sexual harassment and discrimination.

2. The EO program objectives for the TSB will focus on the following:

a. Eliminating discrimination, sexual harassment, prejudice, insensitive behavior and verbal
abuse.

b. Strengthening the command climate by reinforcing the importance of dignity and respect.

c. Maximizing readiness by proactively preventing incidents from occurring in the first
place.

3. Discrimination based on race, color, gender, religion, or national origin cannot and will not be
tolerated within this command. Accordingly, each commander will serve as the EQ Officer for
his or her respective organization. This responsibility will not be delegated. Furthermore,
commanders are charged with setting the example and ensuring personne! under their direction
are given equal opportunity and are not subject to discriminatory practices. Commanders and
supervisors are prohibited from initiating disciplinary or adverse action against a Soldier or
civilian employee because the individual registered a complaint. Additionally, commanders will
establish robust EQ training programs based on the Consideration of Others philosophy. This,
and all other EO Program components will be monitored through established Affirmative Action
Plans, unit Quarterly EO training, Quarterly Narrative and Statistical Reviews (QNSRs), and
Quarterly Training Briefs (QTBs).

4. I charge all personnel of this command to report and eradicate biases and prejudices. I expect
leaders at all levels to use administrative and disciplinary tools available to take swift and
positive action to assure a healthy EO environment. Any Soldier, family member or civilian
employee who believes that they are a victim of disctimination or sexual harassment, should
immediately present their concerns to their chain of command for resolution. Detailed complaint
procedures are outlined in a separate policy (Equal Opportunity Complaint Process Policy
Memorandum # 7). They may also contact their unit/organization Equal Opportunity
Representative, TSB EO Advisor, or other altemate agencies such as the Chaplain, Inspector
General, Provost Marshall, Medical Agency Personnel, Staff Judge Advocate, and/or Housing






ATSG-SB
SUBJECT: Policy Memorandum #4 — Equal Opportunity (EQ)
Referral Office.
5. Commanders and directors will prominently display this memorandum throughout their
activities. Additionally, all commanders must publish and post the following separate written
EQ policy letters:

a.  Equal Opportunity Policy

b. Prevention of Sexual Harassment

¢. Equal Opportunity Complaint Procedures

6. One Team, One Mission!

0, 031

SULA L. IRISH
LTC, AG
Commanding







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion Personnel

SUBJECT: Policy Memorandum #5- Equal Employment Opportunity (EEO)

1. I'am a strong advocate of the Department of the Army policy to provide equal opportunity in
employment on the basis of merit, fitness, and capability without discrimination due to race,
color, gender, religion, national origin, age, physical or mental handicap or reprisal. This applies
to all employment-related actions (e.g., appointments, promotions, reassignments, discipline,
training, etc.). Iam personally committed to fully realizing this policy goal within the TSB.

2. I expect all supetvisors to demonstrate their support for EEO as part of their overall
performance. Non-supervisory personnel must accept personal responsibility for assuring that
their conduct in the workplace is free of prohibited discrimination.

3. Civilian employees who believe they are a victim of EEOQ discrimination should speak with
their supervisory chain, and consult the TSB/SSI EO Advisor or Post EEQ Office for further

guidance.

4. As we build a truly diverse work force, we must appreciate and fully use the strength of that
diversity. Iexpect full cooperation in support of affirmative employment programs and
everyone’s personal commitment to incorporate the spirit and intent of EEO into every aspect of
personnel management initiatives.

5. One Team, One Mission!

D, FUL2

SULA L. IRISH
LTC, AG
Commanding
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SUBJECT: Training Support Battalion (TSB) Policy Memorandum #5- Reenlistment Incentive

Program

DISTRIBUTION
CDR, TSB

X0, TSB

CSM, TSB

CDR, HHC, TSB
CDR, A CO, TSB
CDR, B CO, TSB
CDR, CCO, TSB
S 1, TSB

S2/3, TSB

S4, TSB







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion Personnel

SUBJECT: Policy Memorandum #7- Equal Opportunity (EO) Complaint Process

1. The EO complaints processing system addresses complaints that allege unlawful
discrimination or unfair treatment on the basis of race, color, religion, gender, and national
origin. The processing of EQO complaints through the unit chain of command is strongly
encouraged, but it is not the only channel available to Soldiers to resolve complaints. Attempts
should always be made to resolve problems at the lowest possible level within an organization.

2. Should the complainant feel uncomfortable in filing a complaint with his/her chain of
command, or should the complaint be against a member of that chain of command, a number of
alternative agencies exist through which the issues may be identified for resolution. Each of
these agencies provides expertise in very specific subject areas. Commanders will not preclude
Soldiers from using these channels in accordance with the procedures inherent/established by
these agencies:

a. Someone in a higher echelon of the complainant’s chain of command

o

. Equal Opportunity Representative (FOR)

. Equal Opportunity Advisor (EOA)

2}

d. Inspector General

. Chaplain

@

—

Provost Marshal

. Medical Agency Personnel

s

=

. Staff Judge Advocate

i. Housing Referral Office






ATSG-SB
SUBJECT: Policy Memorandum #7- Equal Opportunity (EQ) Complaint Process

3. Complaints by civilian personnel alleging discrimination should be handled in accordance
with the procedures contained in AR 690-600, or as described in DoD and Department of the
Army policy implementing 10 U.S. Code 1561, or as provided for in any applicable collective
bargaining agreement.

4. Any complaint that a Soldier, family member, or DA civilian does not wish to file in writing
is considered an informal complaint. Informal complaints may be resolved directly by the
individual, with the help of another unit member, the commander or other person in the
complainant’s chain of command. Typically, those issues that can be taken care of informally
can be resolved through discussion, problem identification; and clarification of the issues. An
informal complaint is not subject to time suspense nor is it reportable. It is recommended that
anyone working on the resolution of informal complaints prepare a memorandum of record

(MFR),

5. A formal complaint is one that a complainant files in writing and swears to the accuracy of
the information. Formal complaints require specific actions, are subject to timelines, and require
documentation of the actions taken. A brief summary of all formal EO complaints will be
provided to me through the chain of command within 72 hours of receipt by the commander or
alternate agency. In turn I will provide notification to the first General Courts-Martial
Convening Authority (the Post CG) within 72 hours after my notification. I expect the chain of
command to follow the guidelines for investigation and summary as outlined in AR 600-20,
Army Command Policy, Appendix E, Paragraph E-5.

6. Should a Soldier, civilian employee, or family member believe that they are a victim of
discrimination or sexual harassment, they should immediately present their concerns to their
chain of command or supervisory chain for resolution. They may contact the respective
organizational Equal Opportunity Representative, and/or the /SSI Equal Opportunity Advisor at
the /SST EO Hotline at 751-8110.

7. Twill not tolerate acts of reprisal, or attempts to suppress an individual who feels justified in
filing a complaint.

8. One Team, One Mission!

WSS NGy

SULA L. IRISH
LTC, AG
Commanding







DEPARTMENT OF THE ARMY
HEADQUARTERS, TRAINING SUPPORT BATTALION
3360 EARLY STREET
FORT JACKSON, SOUTH CAROLINA 29207-7025

REPLY TO
ATTENTION OF

ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion (TSB) Personnel

SUBJECT: Policy Memorandum #8- Commander’s Safety Policy

1. References:
a. AR 385-10, The Army Safety Program, 23 September 2007.
b. FM 5-19, Composite Risk Management, August 2006.
c. SSI Policy Memorandum #8, - Commander's Safety Policy, 28 July 2009.

2. SAFETY FIRST! I am the primary Battalion Safety Officer and I expect subordinate leaders
to take primary responsibility for safety within their respective commands/directorates.

3. Commanders/primary trainers will ensure the Safety Risk Management Process is
systematically applied to training events. This five-step process requires leaders to: identify
hazards; assess hazards; develop controls and make risk managements decisions; implement
controls; and to supervise and evaluate training to ensure standards and controls are enforced.
FM 5-19 provides specific details on the Safety Risk Management Process and instructs leaders
on proper completion of risk management worksheets. TSB leaders will complete a risk
management worksheet prior to each and every training event.

4. Risk management must actively be applied 24 hours a day, 7 days a week. The Army
experiences more loss of life during personal time than we do during duty hours and training
operations. Privately owned vehicle (POV) accidents claim more Soldier and civilian lives than
any other single incident. Ensure your safety program fully addresses off-duty behavior and
provides Soldiers/civilians with training and guidance to reduce the risk of death or injury from
POV accidents. Let's make safety a way of life.

5. One Team, One Mission!

SULA L. IRISH
LTC, AG
Commanding
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ATSG-SB 12 July 2010

MEMORANDUM FOR All Training Support Battalion (TSB) Personnel

SUBJECT: Policy Memorandum #9 - Reenlistment Incentive Program

1. The Army Retention Program is a Commander's Program. The program is designed to retain
onty the highest quality Soldiers in today's Active Army, Army National Guard, and Army
Reserve. All commanders are responsible for developing, implementing, and maintaining an
aggressive and independent Army Retention Incentive Program that is consistent with
established policies, directives, and governing laws.

2. Each company commander within the TSB will publish a memorandum outlining the unit's
reenlistment incentive program. The memorandum will be posted on the unit retention bulletin
board and provided to Soldiers entering a reenlistment window. Reenlistment incentives will
inchude, but are not limited to:

a. Providing the remainder of the day off following a reenlistment ceremony;

b. Awarding a 4-day pass to be taken within 30 days after reenlistment; and/or

¢. Exemption from company duty rosters for a period of 30 days from the date of
reenlistment.

3. Company commanders are further encouraged to develop and implement other appropriate
incentives and to share those incentives with their fellow commanders. The success of our
retention program depends on a positive command climate, vigorous leader involvement, and
aggressive reenlistment programs at all levels. As such, success is directly indicative of the
quality of leadership provided by our officers and noncommissioned officers. Take retention
programs seriously to ensure the growth of leaders that will secure our Army's future success.

4, One Team, One Mission!

A )

SULA L. IRISH
LTC, AG
Commanding






