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DEPARTMENT OF THE ARMY


HEADQUARTERS, U.S. ARMY SIGNAL CENTER AND FORT GORDON


FORT GORDON, GEORGIA  30905-5000

USASC&FG Regulation                                                                                 20 September 1999

No. 210-2


Installations


USASC&FG OPERATIONS DURING NON-DUTY HOURS

Summary.   This regulation establishes policies, responsibilities, and procedures pertaining to the operation of the United States Army Signal Center and Fort Gordon (USASC&FG) during non-duty hours to include center duty officer/center duty noncommissioned officer (CDO/CDNCO) and staff section on-call duty officer.

Applicability.  This regulation applies to Headquarters, USASC&FG activities and tenant activities located on Fort Gordon.

Supplementation.   Supplementation of this regulation is prohibited unless specifically approved by Commander, USASC&FG, ATTN:  ATZH-DPP. 

Suggested improvements.  The proponent of this regulation is the Directorate of Plans, Training, and Mobilization (DPTM).  Users may send comments and/or suggested improvements on Department of the Army (DA) Form 2028 (Recommended Changes to Publications and Blank Forms) to Commander, USASC&FG, ATTN:  ATZH-DPP, Fort Gordon, Georgia  30905-5000 and/or submit DA Form 1045 (Army Ideas for Excellence Program (AIEP) Proposal) to the installation AIEP coordinator.   
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1.  Purpose.  This regulation establishes policies, responsibilities, and procedures pertaining to the operation of the United States Army Signal Center and Fort Gordon (USASC&FG) during non-duty hours to include center duty officer/center duty noncommissioned officer (CDO/CDNCO) and staff section on-call duty officer. 

*This regulation supersedes USASC&FG Regulation 210-2, 17 December 1990.

2.  General.  

    a.  The Center Duty Officer (CDO) is the Commanding General's representative responsible for USASC&FG operations during non-duty hours.  The CDO is authorized to take action on 

routine matters within the scope of his or her duties and all emergency matters concerning on-

post operations and activities.  If circumstances permit, contact the Secretary of the General Staff 

(SGS), or appropriate staff directorate, for guidance.  All staff directorates and activities will establish on-call procedures and provide points of contact rosters in accordance with paragraph 4a(1).

    b.  The Directorate of Public Safety/Military Police Activity (DPS/MPA) duty officer at     791-4380/4537, available 24 hours a day, is the point of contact for all military police matters.  All requirements for guards during non-duty hours will be coordinated through the DPS/MPA operations/desk sergeant.

3.  Center Duty Officer (CDO)/Center Duty Noncommissioned Officer (CDNCO).

    a. Eligibility.

       (1)  Officer personnel assigned to USASC&FG and tenants units in the grade of captain, first lieutenant, chief warrant officer three, chief warrant officer two, and warrant officer one are eligible for duty as the CDO except as follows:

       (a)  Company and detachment commanders.

       (b)  Chaplains.

       (c)  Officers assigned to the Inspector General (IG) office, Office of the Staff Judge Advocate (OSJA), DPS/MPA, and Directorate of Human Resources (DHR) for mortuary/casualty affairs duty.

       (d)  Chief warrant officers three (promotable).

       (e)  Captains (promotable)

       (2)  All noncommissioned officers assigned to the USASC&FG in the grade of sergeant first class and master sergeant are eligible for duty as the CDNCO EXCEPT as follows:

       (a)  All noncommissioned officers filling command sergeants major, first sergeants (or detachment equivalent), and drill sergeant positions.

       (b)  Sergeants first class and master sergeants assigned to DPS/MPA, IG Office, DHR for mortuary affairs.  

       (c)  Chief, Plans, Operations, and Training (PO&T) Division, Directorate of Plans, Training, and Mobilization (DPTM).

       (d)  Small group leaders for mortuary/casualty affairs.

       (e)  Bonafide Equal Opportunity counselors (with skill identifier Q).

       (f)  Retention NCOs/career counselors (MOS 79S).

       (g)  Deployed soldiers (90 days or longer only).

       (3)  Exceptions are made to these personnel details when principal assigned duties are such that they require immediate availability at unusual hours.  Exceptions are granted only after careful consideration of the merits of fully justified written requests.  Requests for exceptions are forwarded through the DPTM to the Chief of Staff for approval.  

       (4)  Due to the rank requirements of the duties listed in paragraphs 3a(1) and 3a(2),  a separate roster will be managed for officers and NCOs.

       (5)  All duty assignments will be made based on eligible unit strength for the grade required to perform the duty.  The eligible unit strength will be calculated as follows, A - B = C, where: A = Number of personnel assigned (from DHR), B = Number of personnel assigned but not eligible (from unit), C = Number of personnel assigned and eligible.

       (6)  New eligibility figures will be provided to the DPTM on the first day of the ending month of each quarter in order to reassess duty requirements for the next quarter.

       (7)  A week of assigned duties will begin on Wednesday and end on Tuesday.

       (8)  Upon official publication by the Directorate of Information Management (DOIM) of the detail to the CDO or CDNCO, it becomes the individual’s and unit’s responsibility to fulfill the detail.  

    b.  Responsibilities.

       (1)  Directorate of Plans, Training, and Mobilization.

       (a)  Appoints the PO&T Division, DPTM, as the DPTM point of contact for CDO and CDNCO.

       (b)  Assigns time periods to units, based on eligible unit strength.

       (c)  Reassesses and provides feedback to units on a quarterly basis.

       (d)  Briefs the CDO/CDNCO at the time specified in paragraph 3b(7).  

       (e)  Reviews and maintains CDO logs.

       (f)  Ensures actions and issues initiated by the CDO/CDNCO are completed or resolved.

       (g)  Ensures the offices of the Chief of Staff and the Garrison Commander have been notified of any Serious Incident Reports (SIRs), as outlined in appendix A and Army Regulation (AR) 190-40, that occurred during the tour of duty.  

       (h)  Maintains the CDO instruction book.

       (2)  Directorate of Public Safety/Military Police Activity (DPS/MPA).

 PRIVATE 

       (a)  Security Division will notify Brigade/Major commands when any security clearances are revoked or suspended to ensure that only personnel who have clearances will be scheduled for duty.

       (b)  Military Police duty officer, who is available 24 hours a day,  will ensure the military police respond to the requirements of the CDO/CDNCO in handling matters of an emergency nature.

       (c)  Has overall responsibility for the installation guard force.

       (d)  Will verify any requirements for additional guards and notify the CDO. 

       (3)  Directorate of Information Management.  Services Section, DOIM will publish by-name

duty rosters of the CDO and CDNCO in the USASC&FG Weekly Bulletin based on the unit input.

       (4)  Directorate of Public Works (DPW).  The DPW will provide an operational, fully equipped sedan for the CDO.  Normally, the sedan is provided from the resources of the Maintenance Branch; however, if a sedan is unavailable from the Transportation Motor Pool (TMP), the Maintenance Branch may dispatch a vehicle assigned to the CDO's organization, if available, or from an organization/staff section assigned a sedan.  Vehicles will be available for pick up not later than 1545, Monday through Friday, and 0715 on weekends and holidays.

       (5)  Directorate of Human Resources (DHR).  In coordination with units and on a quarterly basis, the DHR will calculate numbers of eligibles for each duty and provide to DPTM.

       (6)  Brigades/Major commands will:

       (a)  Maintain a duty roster from which to assign personnel to installation duty.

       (b)  Ensure that eligible officers/noncommissioned officers have a validated security clearance of SECRET or higher.

       (c)  Provide by name roster to DOIM Services Section not later than 14 working days prior to start of assigned week.  List will include all personnel assigned to duty for the assigned week.

       (d)  Provide a suitable substitute if an officer or NCO assigned is unable to perform duty due to a last minute emergency prior to or during tour of duty.  The PO&T Division, DPTM will be informed of the name and telephone number of the substitute CDO/CDNCO not later than 1200.

       (e)  In accordance with Red Cycle guidelines, the Red Cycle duty unit will provide a suitable duty driver for the CDO and ensure the CDO vehicle is picked up at TMP not later than 1545, Monday through Friday.  Dispatch of vehicles during weekends and holidays will be in accordance with TMP standing operating procedures.  The driver's tour of duty is from 1545 to 0730 weekdays and from 0715 to 0715 the following day on weekends and holidays.

       (7)  Center Duty Officer/Center Duty Noncommissioned Officer.

     PRIVATE 

       (a)  Officers and NCOs with duty Monday through Friday will report to Room 133, Building 29808, Signal Towers, for their briefing at 1530 on the day of duty.  All CDOs and CDNCOs assigned duty on weekends or holidays will report for their duty briefings at 1530 on the last duty day prior to the weekend/holiday.  CDOs whose duty ends on Saturdays, Sundays, and holidays are required to brief the incoming CDO regarding any unusual occurrences or on-going situations.

       (b)  The CDO ensures the Red Cycle duty unit provides a qualified driver to drive the sedan provided in accordance with paragraph 3b(6)(e).  The CDO will contact the Red Cycle duty unit S-3 on duty days to report any deficiencies with the duty driver.

       (c)  The CDO/CDNCO notifies the Command Group of any SIRs through the SGS in accordance with appendix A and AR 190-40.  The CDO/CDNCO will also notify the Post Command Sergeant Major and the on-call duty officer, PO&T Division, DPTM, of any SIRs.

   c.  Tour of Duty.

       (1)  The tour of duty on weekdays will begin at 1530 and end at 0730 the next day, when the PO&T Division, DPTM, representative relieves the CDO and CDNCO.

       (2)  On Saturdays, Sundays, and holidays, duty is from 0730 to 0730 the next day, when relieved by the next CDO or by PO&T Division, DPTM.

   d.  Duties.

       (1)  The CDO is the installation on-site representative during non-duty hours.  Specified duties are outlined in the CDO instruction book.  The CDO is assisted by the CDNCO as 

necessary.  The CDO/CDNCO are responsible for handling routine and emergency matters.  Assistance will be provided by the military police desk sergeant, commanders, directors, and on-call activities' duty officers, as required.

       (2)  The CDO will review and provide the CDO log to the PO&T Division, DPTM, on-call duty NCO during weekdays or the incoming CDO during weekends and holidays.  The PO&T Division, DPTM, will outbrief the CDO at 0730, Monday through Friday, review and pick up the CDO logs.  The CDO will ensure that all actions have been completed and/or followed up, as required.  The incoming CDO will be briefed of pending actions by the outgoing CDO.  This procedure will continue until the next normal duty day when the CDO is outbriefed by the PO&T Division, DPTM, on-call duty NCO, who will collect and review all logs from the last normal duty day.     

       (3)  The CDO/CDNCO will provide post locator service under emergency conditions only.  The CDO is not the post locator during non-duty hours.

       (4)  The CDO will secure classified documents placed in the CDO's care during non-duty hours in accordance with the CDO instructions.  The CDO will inform PO&T Division, DPTM, of receipt of classified documents prior to release from duty.PRIVATE 

       (5)  The CDO will check with the DPS/MPA office prior to 1630, Monday through Friday, or the military police desk sergeant prior to 0800 on weekends and holidays for any special center guard force/security instructions.  The CDO will also contact the military police desk sergeant not later than 0600 to find out if there were any serious incidents during the night. 

   e.  Place of Duty.  The CDO, CDNCO, and duty driver's place of duty is Room 133, Building 29808, Signal Towers, except when making checks or during meals. Only under emergency circumstances will the CDO, CDNCO, or driver leave the installation.  The CDO is authorized to eat in any dining facility without paying surcharges.

PRIVATE 

   f.  Uniform.  The uniform will be the duty uniform.

4.  Staff section on-call duty officer during non-duty hours.

   a.  General.

       (1)  To ensure necessary action on emergency matters arising during non-duty hours, each staff section, activity, and directorate will designate a single point of contact on-call duty officer. On-call duty officers must be able to take appropriate action on emergency matters pertaining to their entire staff section, activity, or directorate, or be able to contact the proper individual to effect necessary action.  Emergency matters of a unit nature will be handled through the unit's duty officers.

       (2)  Fort Gordon (FG) Form 6114-R-E (On-Call Duty Officer) will be posted in an appropriate folder/index file and kept in the CDO office, Room 133, Building 29808, Signal Towers.  DPTM is the proponent of FG Form 6114-R-E.

   b.  On-Call Duty Officers.  Key officers, warrant officers, NCOs, and civilians may be designated on-call duty officers providing they have a suitable security clearance and are capable of performing independently on behalf of their section, activity, or directorate, or be able to contact the proper individual to effect necessary action.

   c.  Requirements.  The requirement for an on-call duty officer can be met in one of two ways:

       (1)  If the staff section, activity, or directorate has a mission requirement to handle emergency matters on an immediate basis, the on-call duty officer may be designated on a rotational basis.  The rotational period will not be shorter than one week or exceed one month.  In this case, the designated duty officer must be immediately available by telephone or pager during the tour of duty and will notify the CDO where he or she can be reached if temporarily absent from the vicinity of the on-call phone.

       (2)  If the staff section, activity, or directorate does not have a mission requirement to handle immediate emergency matters or if the potential emergency is not of an immediate nature, the designated on-call duty officer may be on a permanent basis.  In this case, more than one officer must be listed, and one of the listed officers must be reasonably available at an on-call phone number.

PRIVATE 
   d.  Responsibilities.

       (1)  PO&T Division, DPTM. 

       (a)  Monitor the CDO's on-call duty officer folder/file to ensure it is properly updated.

       (b)  Maintain and post the CDO's on-call duty officer folder/file.

       (2)  Staff sections, activities, and directorates.

       (a)  Submit names of personnel designated to be on-call duty officers during off-duty hours to PO&T Division, DPTM, Room 382, Building 33720, on FG Form 6114-R-E.  Electronic form is available in FORMS directory of the network server.   Connect network drive to \\PRIVATE1\FTP.

       (b)  Update the on-call duty officer rosters monthly, not later than the 15th of the month for the following month.

       (c)  Ensure all on-call duty officers shall be immediately or reasonably available by telephone/pager as required by the staff section, activity, or directorate mission. PRIVATE 

   e.  On-call Duty Hours.

       Monday through Friday

1600-0730

       Weekends



0730 Saturday to 0730 Monday

       Holidays




0730-0730

APPENDIX A


INCIDENT REPORTING

Reference:  Memorandum, HQ USASC&FG, ATZH-CG, 27 Jul 98, subject:  Commanding General Policy Memorandum No. 2 - Commanding General’s Notification.

Serious incidents and other incidents that may cause unfavorable publicity or otherwise may be of concern to this headquarters must be reported to the Command Group in accordance with published notification procedures.  The Command Group, or the action agency in coordination with the Command Group, will be responsible for reporting the incident through the command channels to the appropriate United States Army Training and Doctrine Command (TRADOC) agency in accordance with existing guidance.  The following incidents will be reported through command channels to the Command Group, and to the action agency as required.

1.   Life-threatening accidents or deaths involving military or civilian members of the command.

2.   All incidents of murder, kidnapping, suicide, attempted suicide, rape, assault, or armed robbery involving members of the command.

3.   All fires or incidents of arson.

4.   Incidents or accidents which may become a matter of local or national news media interest.

5.   Any incident which may reflect unfavorably upon the Army.

6.   All SIRs (Category I, II, or III) regardless of the assignment of the subject or victim.

7.   Training accidents or incidents resulting in serious injury (requiring hospitalization) or death of an individual or damage in excess of $5,000 to Government or civilian property.

8.   Incidents involving alleged drill sergeant misconduct or trainee abuse.

9.   Incidents involving foreign students.

10.  United States Army Training and Doctrine Command aircraft accidents involving crashes, sabotage, hijack attempts, or overdue (mission) aircraft.  This extends to tenant or transient aircraft from other major Army commands (MACOMs), or services using Fort Gordon facilities or transmitting this geographic area of responsibility in accordance with AR 5-9.

11.   Major outages of communications services in excess of 2 hours, or outages that cannot be resolved by alternate routing or that require support from outside the command. 

APPENDIX A (Continued)

12.  Bomb threats or explosions involving USASC&FG facilities and/or munitions resulting in death, injury, or property damage.

13.  Change in threat condition (THREATCON).

14.  Any terrorist activity on the installation, threatening the installation/ activity, or any terrorist activity involving military personnel or property.

15.  Theft of weapons, ammunitions, classified materials, explosives, or other sensitive items, or loss, or other unaccountability.

16.  Threats against the President, Vice President, or other high Government official, or foreign dignitaries that occur on the installation or involve military personnel.

17.  Racially motivated criminal acts.

18.  Significant violations of standards of conduct, incidents of bribery, conflict of interest, or graft.

19.  Fires, storms, or flooding which causes damage to facilities or which affects training.

20.  On- and off-post riots, disturbances, or demonstrations involving Army personnel.

21.  Significant changes in Base Operating System (BASOPS) or deployable troop units which affect this installation or its ability to perform its assigned mission.

22.  Incidents involving nonappropriated funds or property in excess of $5,000 resulting from actual or alleged theft, negligence, irregularities, mismanagement, or conflict of interest.

23.  Malfeasance by procurement or commercial firms and their employees doing business with the United States Army.

24.  Requests for emergency assistance which originate from any headquarters or agency other than USASC&FG.

25.  Nuclear or chemical accidents or incidents.

26.  Actual assistance provided to any other headquarters, federal or civil agencies in support of natural disasters, domestic emergencies, civil disturbances, or civil defense operations.

27.  Any incident or accident occurring in the geographical support area of responsibility        (AR 5-9) which could generate requests for Army assistance.

(ATZH-DPP)

FOR THE COMMANDER:

OFFICIAL:                                                           JANET A. HICKS              

                                                                              Colonel, GS

                                                                              Chief of Staff

//SIGNED//
BARBARA M. POOLE

Acting Director, Information Management
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