D Company, 554th Engineer Battalion, Barracks Standard Operating Procedures and Soldier Handbook
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Section I.  General
I-1.  Applicability.  This Standard Operating Procedure (SOP) applies to all soldiers assigned, attached or detailed to D Company, 554th Engineer Battalion.

I-2.  Responsibility.  

1. The First Sergeant assumes responsibility to ensure that the health and welfare of all soldiers in the barracks meet the Command's standard.  

2. The Drill Sergeants are charged to ensure the soldiers in the barracks comply with the

guidelines set forth in this standard operating procedure.

3. All cadre are responsible to enforce the standards set forth in this SOP.

4. The Charge of Quarters (CQ) and Assistant Charge of Quarters (ACQ) are the commander’s representatives during non-duty hours.  

5. Soldiers are responsible for adhering to the standards set forth in this SOP.

I-3.  References.  AR 600-20, Army Command Policy; TRADOC Reg 350-6; FLW Reg 350-13; Delta Company, 554th Engineer Battalion Policy Letters.

I-4.  Scope.  The scope of this document extends to all members assigned or attached to D Company, 554th Engineer Battalion while on the Fort Belvoir installation or during unit sponsored activities.  The provisions of this SOP extend to unit personnel while on or off the installation, whether in a Permissive TDY status for Hometown Recruiting or on Leave (IET soldiers).

I-5.  Purpose.  The purpose of this SOP is to set forth the minimal acceptable standards of behavior in the barracks or while performing duties for the unit's mission.  It is a guide and the standard, where applicable.  Any question regarding this SOP will be addressed to the Drill Sergeant or cadre members. 

I-6  Punitive.  Soldiers in training are subject to additional restrictions from the Chain of Command, Fort Belvoir Regulations, FLW Regulation 350-6, FLW Reg 350-13, and TRADOC Regulation 350-6.  This Standard Operating Procedures manual contains items that are punitive in nature if violated. Violations of the punitive provisions contained herein may subject the offender to administrative action under the Uniform Code of Military Justice.  


Merrill P. Sharpton


CPT EN 


Commanding

Section II.  About the Unit

II-1.  Chain of Leadership.  D Company, 554th Engineer Battalion’s Chain of Leadership extends to the students appointed as class leaders and squad leaders.  Student leaders are responsible for organizing, communicating instructions, and supervising the AIT soldiers assigned to the company in the absence of drill sergeants and cadre.  Lawful instructions given by a student leader must be obeyed just as if the order came from a cadre member.  Student leaders are also responsible for accountability of their squad/class and must be aware of students who are absent from class or mandatory formations (regardless of who authorized the absence).  The chain of command and NCO support channel is posted inside the each wall locker according to Annex B figure 5 

II-2.  D Company’s Parent Unit.  D Company is unique.  The 554th Engineer Battalion Headquarters is located at Fort Leonard Wood, Missouri.  There are four companies in the battalion.  Alpha and Bravo Company train officers as part of the Engineer Officer Basic Course (EOBC.)  Charlie Company trains Captains at the Captains Career Course and several Warrant Officer Courses.  Charlie Company also provides administrative control of the battalion’s headquarters element.  At Fort Belvoir D Company falls under Headquarters Battalion, U.S. Army Garrison for administrative and UCMJ purposes.  

***Problems should be handled at the lowest possible level.  If the problem needs to be escalated further than the Drill Sergeant, he/she will direct you to the right person within the Chain of Command or make the correct appointments outside the unit.

Section III.  Administrative

III-1  Orderly Room  Soldiers only enter the orderly room when told to do so by Cadre members or when performing duties as duty squad.  Soldiers enter/exit the Headquarters building from the rear entrance only.

III-2  Military Courtesy   Only the highest standards of military courtesy will be displayed in this unit.

1.  Soldiers will salute all officers to include officers riding in vehicles.  While talking with officers, soldiers will stand at “Attention” (unless otherwise instructed) and address the officer as “Sir” or “Ma’am”.

-Shout “Attention” when the commanding officer enters the barracks or orderly room 

-Shout “Attention” when the commander or Acting Commander departs for the evening 

-At all other times the appropriate command for the commander or other officer entering the area is “Attention”; this command is intended for the immediate area and not shouted

-**The company will be called to “Attention” whenever an officer senior in rank to the commander enters the building

-If more than one officer is in the area, call attention and render the greeting of the day, i.e.  – (two male officers at 0930) the greeting is:  good morning, gentlemen 

--(two or more female officers at 1430) the greeting is:  good afternoon, ladies

-If a combination of officers is present, direct the greeting to the senior officer; if they are the same rank, greet the female officer first. 

2.  While talking with NCO’s, soldiers will stand at “Parade Rest” unless otherwise instructed.

-Address the NCO by their title (rank); Sergeants are addressed as “Sergeant”

-A First Sergeant is addressed as “First Sergeant”

-A Sergeant Major or Command Sergeant Major is addressed as “Sergeant Major”

3.  “At Ease” will be called when a cadre member (except officers) enters the area.  All soldiers present will stand at parade rest when speaking with a Drill Sergeant or a NCO and at attention when speaking with an officer.

4.  Disrespect to unit cadre, other officers or NCOs is a violation of the UCMJ. This type of behavior will not be tolerated by this command and will result in disciplinary action.

5.  Respect to the colors.

a. When in formation and the “National Anthem,” “Reveille,” or “Retreat is played, or when the flag is passing in parade, all soldiers will render the proper hand salute.  When “To the Colors” is played prior to “Retreat” all soldiers will go to “Parade Rest” and await “Retreat.”

b. When not in formation soldiers will stand at the position of “Attention” when “To the Colors” is played.  On the first note or sound of “Retreat” soldiers will render the hand salute until the music is complete.

III-3  Charge of Quarters  

1.  Soldiers are required to perform Assistant Charge of Quarters (ACQ) duty.  The First Sergeant will generate and manage the duty roster.  The roster will be posted on the Company bulletin board and on the bulletin boards on each floor.  It is the soldier’s duty to read this roster daily for any changes.  The ACQ will be thoroughly briefed by the Drill Sergeant on their duties and responsibilities.

ACQ Tour of Duty:

Monday-Thursday
1730-0700

Friday
1730-0700

Saturday
 0800-0700

Sunday
 0800-0700

Holidays
 as specified

2.  There will be no changes to the ACQ roster unless approval is given by the First Sergeant.

III-4  Post Facility Hours of Operation

1.  Dining Facility: All IET soldiers assigned to Delta Company will dine at the North Post Consolidated Dining Facility. Soldiers on Day Pass privileges are only required to eat breakfast in the dining facility on Sat and Sun. Soldiers on Overnight pass are not required to eat in the dining facility on weekends. 

	
	Weekdays
	Weekend/ Holiday

	Breakfast
	0630-0800
	0730-0900

	Lunch
	1130-1300
	1130-1300

	Dinner
	1630-1800
	1600-1730


2.  Worship Activities at Bevloir Chapel

	Protestant
	Sunday at 0800 & 1100

	Catholic
	Sat @ 1730 and Sunday @ 0930 & 1230

	Jewish
	Friday @ 2000

	Chaplain Duty Hours
 806-4316
	After Duty Hours MP Desk 806-3104


3.  AAFES and MWR Services/ Facilities

	Facility
	Hours of Operation
	Phone

	Main Post Exchange
	Mon-Sat 0900-2000; Sun 1000-1800
	806-5800

	Dry Cleaners (PX)
	M-F 0800-1900; SAT 0900-1700; SUN 1100-1500
	780-0088

	Military Clothing Sales
	MWF 0900-1800; T&TH 0900-1830; SAT 0900-1700
	805-2574

	Post Theater
	Th-Sat 1830 (Start @ 1900); Cost $3.00
	806-5237

	Library
	M-W 1130-2000; TH 1130-1800; SAT 0900-1700
	806-3323

	Graves Fitness Center
	M-F 0530-2100 Sa-Su 0900-1700
	806-5368

	Body Shop
	M-F 0530-2000 Sa-Su 0900-1700
	806-3100

	Benyaurd Indoor Pool*
	M-F 0500-1300, 1530-2030 Sa-Su 1200-1700
	

	ACS
	M-F 0730-1630
	805-3413

	SOSA Comm Center
	M-SAT 
0800-2200;  SUN 0800-2000
	

	Bowling Center
	M-TH 1000-2200; Fri 1000-2300 Sa 0900-2400 Su 1000-2100
	



*(Phase 4 PT’s, 5a and 5b only one piece bathing suits or PT’s) Bldg 182

III-5 Bulletin Boards/CQ Boards All Soldiers are required to check the bulletin boards and CQ Board on a daily basis for new information. 

III-6  Duty Squad  Duty squad is responsible for police call around the company area after PT and before breakfast formation, cleaning the HQ building after the dinner meal, linen exchange on Thursdays, and any other details that may arise.

III-7 Finance  Personnel with pay and/or administrative problems will notify their Drill Sergeant for assistance.  Soldiers will not go to any office or agency without an appointment or without prior notification to the drill sergeant.  

Section IV.  Procedures

IV-1  Victims.  Anyone who is the victim of or witness to any security violation(s)/crime(s) equal opportunity or sexual harassment must report the incident to the nearest Drill Sergeant/Cadre member immediately.  This requirement extends to soldiers on pass in the local area or on leave.  A call to the unit at the earliest opportunity is required.

IV-2  Visitors  No visitors are allowed in the barracks except in the ground floor day room.  The only authorized personnel in the barracks are IET soldiers, Cadre members, and Facility Repairmen accompanied by the CQ or ACQ.  Immediate family members visiting soldiers may visit the soldier during the duty week in the company area between 1800 and 1900 or on the weekends when the soldier is on pass. NOTE:  to ride in the vehicle of a relative a POV pass must be approved prior to arrival of relatives.  Proof of relationship must be presented to a Drill Sergeant upon arrival. 

IV-3  Telephone Usage   Soldiers may use the pay phones in the barracks.  Phone calls will be limited to 10 minutes per call if others are waiting so that all soldiers have the opportunity to use the phone.  The Assistant CQ telephone is not for personal use.  Incoming calls will be limited to 5 minutes.  Unit telephone numbers are as follows.

	CQ
	703-805-9253
	Operations
	703-805-9232

	Pay Phones (CQ Area)
	703-781-9781/9580
	Pay Phone (2d Floor)
	703-781-9512


Cell phones are authorized for soldiers who are in phase V (a or b.)  Soldiers in phase IV are prohibited from possessing cell phones.  The following guidelines apply to authorized cell phone users:

(1)  Cell phones must be declared on high value item sheets IAW SOP.

(2)  Cell phones must be secured as a high value item.

(3)  Cell phones may not be in a soldier’s possession during the performance of official military duties.  In other words, do not have your cell phone with you while in formations, at class, or in the performance of other details or training.  During these times the phone should be secured in your wall locker.

(4)  Use of a cell phone, regardless of location, does not preclude the execution of military customs and courtesies.  

(5)  The use of cell phones should be construed essentially the same as the use of the phones in the barracks with the exception of the type of phone.  Do not use your phone after lights out (or within 30 minutes of lights out), while you should be performing other duties, outside of the company area while on the installation, or at the school house (cell phones may never even be at the school house.)

(6)  The possession and use of cell phones is considered a privilege.  As such, failure to comply with the above guidelines may result in immediate confiscation.  The intent of this order is clear.  Any questions should be directed to the chain of command.  

IV-4  Laundry  

1.  Individuals washing and/or drying laundry will be present at all times.  Unsecured items are subject to confiscation and secured in either the Drill Sergeant’s office or in the company Supply Room.

2. The following days are set aside for the gender of soldiers indicated for washing laundry.  This schedule is set up in this manner based on the number of soldiers of one gender occupying the barracks, i.e. more males equals more days.  The First Sergeant may alter this schedule as required based on the number of soldiers in one gender occupying the barracks.

Male

Odd Days
M-F 1730-2100   

Female

Even Days
Sat   0800-2330  Sun    0800-2100

In the event the 31st day of a month falls on a Saturday and the 1st  on a Sunday the Males will get the Saturday and the Females the Sunday.  The normal schedule will then resume on Monday with the Females. If the 31st falls on any other day the Males get the 31st and the 1st.

**No laundry is to be left unattended to include over night.


IV-5  Linen Exchange  

1.  Linen exchange is a mandatory part of good personal hygiene and is extremely important in the prevention of illness and disease.  Linen items also require close management and accountability at every level from the individual to the Commander.  Therefore, in order to promote good hygiene and prevent unnecessary loss of linen items, it is essential that a high priority be placed on ensuring linen issue and turn-in procedures are strictly adhered to.

2.  Unless otherwise coordinated, the entire company will turn in linen at the same time, which is every Thursday at 1815 formation at BLDG 802.  Clean linen will be issued at the same time the dirty linen is turned in.  At a minimum, soldiers will turn in two sheets and a pillowcase every week.  Blankets and mattress covers are optional; soldiers should turn in these items if they are dirty or torn, or instructed to do so by a Cadre member.

3.  Soldiers must inspect the linen picked up at linen exchange and return it immediately if soiled or musty.

4.  If an individual is unable to exchange linen at the scheduled time, coordination will be accomplished between the Drill Sergeant and Supply Sergeant to arrange an alternate time for linen exchange.

5. Excess linen is not authorized.  Soldiers with excess linen must turn it in to the supply sergeant immediately.  Failure to turn in excess linen may be construed as a violation of Article 121, Larceny, UCMJ.

IV-6 Leaves

1.  Leave is not normally authorized while in training.  Exceptions for this policy are during Christmas Holiday and, if necessary, for emergency reasons.  

             2.  Emergency leave is granted only at the discretion of the commander if a member of the soldier’s immediate family (parents, guardian, and siblings) requires the soldier’s presence at home.  Should an emergency arise concerning a soldiers immediate family member, the solider should advise his/her family to contact the American Red Cross and give the soldiers name, address, social security number, duty station and company telephone number.  This will enable the Red Cross to verify the emergency and notify the Company Commander or First Sergeant.  The Company Commander authorizes all leave.  If a soldier knows of a situation at home that is likely to result in a Red Cross message, the soldier will notify the chain of command immediately.  This may facilitate expediting the notification/approval process.

IV-7 Sick Call.  Sick Call hours are Monday through Friday 0630-0830 and is held at DeWitt Army Community hospital.  

1. Emergency.  If the injury is of a nature that cannot wait until normal sick call hours, the soldier will report to the Drill Sergeant or Assistant CQ for a sick call slip to go to the Emergency Room.  Sick Call Slips are in the forms box in the hallway of the ground floor.  

2.  Routine.  Soldiers must fill out sick call slips and a “return to class slip” no later than 2000 the night prior.  Report to the orderly room the next morning NLT 0450 to sign out in the Sick Call log.  The soldier will then go to PT formation.  Immediately after PT the soldier will pick up their sick call slip in the sick call out box in the DS hallway.  Soldiers will sign in at the Family Health Clinic by 0630.  They will eat breakfast in the hospital dining facility only after being seen by medical personnel.  The sick call slip will allow the soldier to eat at the hospital (the dining facility is open until 1000.)  After eating breakfast the soldier will sign back in (leaving a copy of the sick slip with the 1SG) and report to a Drill Sergeant that he/she is back from sick call.

3. Appointments.  The Drill Sergeant will make appointments if the soldier does not get an appointment from sick call or the Doctor of a current appointment.  Soldiers with appointments need to fill out a sick call slip and a return to class form so that they can eat at the hospital and get back into class. NOTE:  Soldiers with appointments at Rader Clinic, Fort Meyer, or Walter Reed Army Medical Center will take the Belvoir Shuttle if their appointments are at 1000 or after.  The shuttle leaves from Dewitt Hospital at 0815 arrives at Ft. Meyer at 0850 and WRAMC at 0940 Departing WRAMC at 1500 Fort Meyer at 1530 and arriving back at Fort Belvoir at 1625.

IV-8  Mail Call  

1.  Mail Call will be conducted daily no later than the dinner meal.  Only unit cadre will distribute mail. Soldiers will be notified when insured or certified mail has arrived and may be required to pick it up from the post office.

2.  Outgoing mail must have a complete return address in the upper left-hand corner of the envelope.  The mailing address is as follows:

PVT (Soldier’s name)

D CO, 554th ENGR BN, CLASS #

FORT BELVOIR, VA 22060

3.  Receipt of packages through the mail.

To eliminate the possibility of packages containing food or drugs entering the barracks, all packages will be opened in the presence of a Drill Sergeant or cadre member.  All food will be eaten at that time or thrown away.  Unit cadre will confiscate any unauthorized or illegal items immediately.  Any unauthorized items will be secured in the company supply room.  These items will be given back to the soldier prior to the start of the next weekend to mail immediately back home.  This policy is not designed to discourage packages from home but to keep the barracks rodent free and prevent old friends from getting soldiers in trouble.

4.  Soldiers are not authorized magazine subscriptions. 

IV-9  Reporting Procedures

1.  When reporting to a Drill Sergeant:  


1-Stop at the hallway entrance and execute Parade Rest



2-Sound off with:  “PVT (or appropriate rank)   last name   requests permission to see Drill Sergeant   on duty drill sergeant’s name   .”  Wait for a response and execute as directed.

2.  When reporting to an officer:



1-Knock 3 times loudly on the door, if indoors, and enter when instructed



2-Go directly to a position three paces in front of the officer (execute facing movements when necessary)



3-Face the officer (at the position of “attention”)


4-Salute and state: “PVT (or appropriate rank)   your name   reports as directed.”  Wait for a response and execute as directed

Section V.  Policy (PUNITIVE)

V-1  Policy Letters

1.  Policy Letters take precedence over this SOP.

2.  All soldiers are required to read and comply with all of the Policy Letters

3.  If there is a discrepancy between the SOP and a Policy Letter the Policy Letter is to be    followed. Bring the discrepancy to the attention of a Drill Sergeant.  

4. If a Policy Letter is not understood clearly ask a Drill Sergeant for clarification.
V-2  Noise Policy, Lights Out. 

1.  Any noise heard from the next room (through the walls) or outside the door is considered excessive and the equipment (i.e. walkman/clock radio) will be confiscated.  The student Chain of Command, CQ and cadre will be responsible to ensure an appropriate noise level in the barracks is maintained.

             2.  Lights Out/Bed check will be at 2130 hours on Sunday thru Thursday, 2230 hours on Fridays and 2400 hours on Saturdays.  At this time all equipment will be turned off as to not disturb personnel trying to sleep.  Wall-lockers will be secured.  The PT uniform is the only authorized sleeping attire. Soldiers will be in their rooms 30 minutes prior to bed check.  Soldiers will not leave their rooms after lights out/ bed check for any reason other than an emergency that requires immediate notification to a Drill Sergeant

V-3  Study Hour.  Quiet/Study hour is between 1930-2030. A designated area is established for each 

type of study. 

V-4  Drill Sergeant Time  is from 1730-1930 

V-5  Personal Time.  Personal time is between 2030-2130.  This time should be used to prepare for bed and the next day.

V-6  Security of Wall Lockers and Personal Items. 

1.  All wall lockers will be secured with a combination or key lock unless the individual is working with, and can see, his/her entire wall locker.  

2.  Personal items will be secured within the wall locker when not in use.  When personal items are in use, they will be under the direct supervisory control of the owner only and WILL NOT be loaned to anyone.

3.  All personnel are required to mark personal items with their name and social security number upon arrival at Delta Company, 554th Engineer Battalion.  Items that have monetary value of $20.00 or more will be marked immediately upon purchase with name and SSN.  These items will be recorded on four copies of DA Form 4986.  One copy of the form will be placed in the following locations:

1-posted inside the soldier’s wall locker on the left door

2-filed by their Drill Sergeant

3-filed in the company supply file

4.  Each time a purchase is made which requires an update, the soldier is responsible to initiate and update the form.

5.  Unannounced security checks will be made periodically by the First Sergeant and Commander to ensure the forms are properly filled out and maintained.

6.  Individuals in violation of this policy will be held accountable for their own property and may be subject to UCMJ action for failure to obey an order or regulation.

a.  The individual will pay for any loss or destruction, through neglect, of government property, entrusted to that individual.  The responsibility for securing personal and issued government property rests with the individual.

b.  TA-50 gear will not be left out of the soldier’s wall locker, unsecured at any time except the PT mat

7.  No more than $50.00 in cash is allowed to be kept on their person by any soldier.  Any amount over $50.00 will be converted into money orders or travelers checks.  Security of personal items is the responsibility of each individual.  The safest place to store large amounts of money is in the bank.  

a.  Bank debit/ATM and credit cards are considered money for the purposes of this unit and will be secured inside the soldier’s wall-locker or on the person at all times.  DO NOT LEAVE BANK CARDS IN THE TWO-DRAWER CHEST.

b.  Stamps are easily taken and will be safeguarded like cash.

c.  All prescription medication will be secured inside the wall locker.

V-7  Physical Training Program.

1.  Unit Physical Training.  Physical Training (PT) is conducted Monday-Friday from 0500 to 0600 IAW FLW Regulation 350-6 and FM 21-20.

2.  Diagnostic APFT.  Soldiers will take a diagnostic APFT monthly, usually the second Friday or Saturday of the month.  Soldiers who do not pass (60 points per event) all three events on the diagnostic APFT will be placed in the remedial PT program and is grounds for not receiving maximum pass privileges. ( Unless the soldier is on profile or recovery period and has passed his/her last APFT before going on profile)

3.  Record APFT.  Soldiers will take a record APFT between the 8th and 12th week of training.  Soldiers who fail the final APFT will be given a second opportunity to pass a record APFT.  Soldiers who fail to pass a second time period will be processed for separation IAW AR 635-200, Chapter 13, for unsatisfactory performance.

4.  Remedial Physical Training.  Soldiers identified for additional physical training or those who fail a diagnostic or record APFT or fail the Army body fat standards will participate in Remedial PT.  Remedial PT will be conducted during the following times: 1845-1930 hours on weekdays, and 0530-0630 hours on Saturdays.  

V-8  Profiles.

1.  Profiles are a medical recommendation to the commander as to the activities a soldier may perform based on stated injuries.  Soldiers on profile will be monitored to ensure they train in accordance with (IAW) their profile.  Soldiers on profile are required to take the monthly diagnostic APFT with the company within the limits of their profile. 

2.  Soldiers who misuse the medical system to maintain a profile while assigned to D Company will be subject to the UCMJ, Article 115, and Malingering

V-9  Extra Duty/Restriction Personnel.
1.  Personnel on extra duty/restriction will be briefed daily on the details they must perform.  Extra duty hours are:  weekdays (Monday-Friday):  1800 until 2030; weekends (Saturday and Sunday, Holidays):  0800 until one hour prior to bed check.. 

2.  Personnel on extra duty/restriction will be restricted in accordance to UCMJ action imposed.  All other areas are OFF LIMITS unless written permission is given by the 1SG or Company Commander.   

3.  The “Company Area” is defined in Policy Letter # 11
4.  The Charge of Quarters / Assistant Charge of Quarters (ACQ) will record in the duty log all soldiers who violate the above instructions.

5.  See Company Policy Letter #11 for further detailed instructions reference phases/passes/restriction; and for definitions.

V-10  Phase/Pass Privileges.   A pass is a privilege, not a right.  Performance will determine whether a soldier will receive a pass.  Any soldier leaving or coming back to the barracks area must “sign in and out” with the CQ for accountability purposes (i.e. Body Shop, Clothing and Sales, PX, etc). Soldiers in Phase Va must make first and last formation on Sat and Sun. Soldiers in Phase Vb do not have to make any formations until recall on Sunday.  If a soldier does not earn maximum privileges then the soldier must make appropriate formations.  If a soldier is on a post, company, or brigade area pass the soldier must make all formations

V-11 POV Pass


1. See policy letter # 10

2.  To receive a POV pass it must be requested through and approved by the chain of command.  The vehicle must be operated by a relative and proof of registration and insurance must be provided.  


3. Boyfriends, girlfriends and fiancées are not relatives

V-12   Buddy System


The Buddy System is in full effect.  Although soldiers are not assigned to a permanent Battle Buddy all soldiers are required to have a Buddy of the same gender when reporting or addressing a Drill Sergeant or Instructor.  It is also your right to have a Buddy for Medical appointments if you feel uncomfortable being alone with a Doctor.  It is also highly advised that a soldier have a buddy when going off post for any reason to include passes in the local area.

V-13  Sexual Harassment/Misconduct.  See Policy Letter #6 

Sexual Harassment is a form of sexual discrimination that involves unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature, when any of the following occur:


A. Submission to or rejection of such conduct is made either explicitly or implicitly a term of condition of a persons job, pay or career.


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


C. Such conduct interferes with an individual’s performance or creates an intimidating, hostile, or offensive environment.


D. The regulation also states: 

1. In a supervisory or command position who uses or condones implicit or explicit behavior to control influence or affect career, pay or job of another soldier or civilian employee is engaging in sexual harassment.

2. Who makes deliberate or repeated unwelcome verbal comments, gestures or physical contact of a sexual nature is engaging in sexual harassment.

Sexual Harassment is defined as any unwelcome gestures, touching, comments, whistles, touching, looks or anything else considered as offensive to an individual.  Advanced Individual Training (AIT) and sexual activity / harassment are incompatible.   The rigors of AIT demand each soldier’s full attention.  Furthermore, gender integrated living conditions require that soldiers feel a sense of security and freedom from sexual misconduct.  Therefore, sexual activity or harassment between IET soldiers is prohibited and will not be tolerated.

Sexual Misconduct is defined as any action that involves a nonprofessional, social relationship of a personal nature between IET soldiers during AIT.  This includes, but is not limited to:

Dating

Any type of sexual activity

Sexual activity with any member of the cadre or drill sergeants

Any touching of a sexual nature

Hugging and Kissing

Intimate hand-holding or physical caressing

Meeting privately and intimately with another trainee

Entering the sleeping area of trainees of the opposite sex

Entering latrines designated for members of the opposite sex

Exchanging “love” letters of a personal or sexual nature

Sexual misconduct, whether consensual or nonconsensual, and sexual harassment between IET soldiers are punishable under the Uniform Code of Military Justice (UCMJ).  Violations will result in punitive measures.

* See also Policy Letter # 2

V-14  Absent Without Leave (AWOL).  

1.  Being AWOL is inexcusable.

2.  If an individual has a problem he/she will tell their Drill Sergeant, who will assist the soldier with the problem or refer the soldier to a person or agency that can further assist the soldier.

3.  Any and all soldiers that go AWOL in this unit will be subject to UCMJ actions.

V-15  Off Limits Areas/Activities. 

1.  Any barracks other then IET barracks (Bennett Barracks, Bldg 801.)

2.  Residential Housing.

3.  The North Post Class Six Store.

4.  Swimming and boating in Tompkins Basin, Dogue Creek and the Potomac River.

5.  Unlit areas during hours of darkness.  Such areas specifically include the Amphitheater and all wooded areas.

6.  Crossing US Highway 1, other than on Gunston Road as a pedestrian or cyclist.

7.  Skating or cycling without safety helmet and gear.  No skating is allowed on major traffic routes.

8.  Floors and rooms of the opposite sex except on official duty.  You will be equally responsible if you have knowledge of an opposite sex soldier in the barracks and fail to demand they leave and  report the incident to the Assistant CQ and/or Drill Sergeant.

9.  Post Billeting/ temporary Lodging (unless approved by the commander.)

V-16  Prohibited Items and Practices  

1.  Trainees are prohibited from operating a privately owned motor vehicle at any time on or off the installation.

2.  Gambling.

3.  Lending/ borrowing money.

4.  Soliciting/ purchasing of items not authorized.

5.  Harassment or abusive language.

6.  Sleeping in class or any other training.

7.  Wearing headphones while in duty uniform or while performing individual physical training.

8.  Unsafe acts.

9.  The items listed below are prohibited in this unit.  Soldiers are forbidden from possessing any of the listed items.

a.  Military Substitutes of any kind (i.e. Jungle/Jump/Hi-tech boots, Gore-Tex, etc.)

b.  Knives of any kind, to include scissors greater than 4” in length.

c.  Racist materials (i.e. paraphernalia, literature, tattoos.)

d.  Tobacco products of any kind including cigarettes, cigars, snuff, chew tobacco, pipes, etc or their empty packages / cartons and cigarette lighters (See Tobacco Cessation Policy for details.)

e.  Alcoholic beverages (including beer, wine or distilled spirits) and their empty containers.

f.  Drugs, legal and illegal, prescription and nonprescription, vitamins and nutritional supplements not prescribed to them by medical personnel, unless expressly approved by the company commander.  Included are expired medications.

g.  Storing, carrying, or having access to weapons or pyrotechnics of any type not issued to them for the purpose of training.  This includes fireworks, shell casings, brass, martial arts equipment, and items of a similar nature.

h.  Pornographic materials that are expressly marketed as adult in nature.  

i.  Animals/ pets of any kind.

j.  Food or drink with the exception of water in the canteen

k.  Electronic items to include  pagers, stereos, personal televisions, VCR’s, video games, speakers, etc.  The only authorized electronic musical items are a CD/cassette walkman with headphones and an AM/FM alarm clock radio.  Soldiers may also possess hand-held video games and cartridges.

l.  Any item which will result in a negative or detrimental attitude or reaction from soldiers in the unit.

10.  IET soldiers are forbidden from entering or using the Commissary and all AAFES facilities during the duty day.  This includes the Main PX, Food Court, the Bowling Alley, the shoppettes and all concessions such as Dunkin’ Donuts.

11.  Trainees are prohibited from wearing civilian clothing, either on or off of the installation, except as specifically authorized by the commander.

Section VI. Soldiers (PUNITIVE)

VI-1.  Personal Conduct:  soldiers will display professional, soldierly conduct at all times on and off the installation and adhere to military customs and courtesies.  Soldiers of Delta Company represent the Company and the United States Army at all times.

VI-2.  Personal Appearance:  as a soldier is in the United States Army, it is your duty to take pride in your appearance.  Only the highest standards of appearance will be accepted in this unit.  The following requirements will be met:

a.  Shower.  Soldiers will shower, brush teeth, change socks and underwear daily.

b.  Shaving.  Soldiers (male) will be clean-shaven at all times including prior to the first morning formation.

c.  Uniform.  Soldiers will wear a clean, pressed and serviceable uniform. Starch is authorized. Professionally pressed BDUs are authorized, but not required, only two pair of BDUs will be turned in at any one time.  The receipt will be displayed in the wall locker on top of the garrison cap.  Class A and B will be professionally cleaned and pressed for graduation ceremonies.

d.  Boots.  Soldiers will wear highly shined boots daily. Boots will be “spit-shined” and have an even shine over the whole boot

e.  Hair.  Soldiers’ hair will be neatly cut or styled IAW AR 670-1.

f.  Make-up.  Soldiers WILL NOT wear makeup or cosmetics, to include lipstick, rouge, blush, eye-liner, or eye shadow.  A non-perfumed/non-flavored lip balm, i.e. Chap-stick, Carmex, Blistex, or Campho-phonique, is authorized/recommended for cold weather and cold sores.

g.  Perfume.  Soldiers WILL NOT wear or have in their possession perfume or cologne to include body lotion containing perfume.

h.  Mustaches.  Mustaches ARE NOT permitted. Personnel with shaving profiles will maintain their beard according to their profile which must be carried by the soldier at all times.

VI-3.  Collective Conduct.  

Any time three or more soldiers are on foot and moving to or from any location on post, one soldier (usually the senior soldier) will be in charge and ensure all other soldiers are in an orderly military formation.  The senior soldier will ensure road guards are posted as necessary and the military courtesies are rendered to all officers and vehicles displaying officer insignia. 

VI-4   Place of Duty

No soldier in training will leave their appointed place of duty or stop en route to appointments/ sick call unless specifically authorized by unit cadre.  

ANNEX A   BARRACKS STANDARDS

I.  Barracks Living Area:  (the following requirements will be met)

1.  Bunks.  Bunks will be tightly made in a military fashion, with “hospital” 45-degree corners each morning and will remain so during the day (weekends included).

2.  Civilian Linen.  Civilian bed linen IS NOT authorized.

3.  Mattress Covers.  Mattress covers will be in place, i.e. on the mattress, when issued.

4.  Bed Spread.  The wool blanket used as the “bed spread” will be made with 45 degree corners at the foot of the bed.   When making the bed the pillow will be placed on the bed prior to the bedspread being fitted.  The wool blanket will be pulled up to at least half of the pillow.  This will prevent an inspector from touching the pillow of the soldier during an inspection.

5.  Dust Cover.  The wool blanket used as the “dust cover” will be pulled tight over the pillow to ensure no flying insects are able to get under the dust cover.  The dust cover will have 45 degree corners at the head of the bed.

6.  Civilian Shoes.  Will be placed in accordance with the Wall Locker display Figure 6

7.  Wall-Lockers.  Wall lockers will be prepared for inspection daily and secured at all times.  Soldiers are required to furnish a securable key or combination lock.

8.  Soiled/Dirty Clothing.  Dirty clothing will be stored inside the laundry bag.  The bag will be tied to the end of the bed facing the door on the top rung on the farthest full section from the wall.  Dirty clothing will be washed weekly.  Soldiers will plan their free time to include cleaning up their living space and clothing.

9.  Footgear.  Military footgear will be displayed on top of the wall locker and will be highly shined, laced and tucked as worn.  Bottoms of shoes will be cleaned and footwear will be displayed from the left edge of the wall-locker, as standing looking towards the wall-locker

10.  Towels.  Will be folded in half vertically with sides flush and draped over the towel rack with ends flush at the bottom.  Open end will be toward the sink. Wash cloth will be displayed in the same manner draped over and centered on the towel.

11.  PT uniforms.  The PT uniform designated for the day by the chain of command will be worn during PT.  No extra gear is to be worn under the PT uniform.  This includes long underwear such as poly propylene


The PT shorts and shirt worn that day be hanging on a hanger, centered on the left door of the wall locker.  The trunks will be single folded centered on the hanger, with tag to the left.  The T-shirt will be hung as worn, over the trunks, with the word ARMY to the front.


PT Jacket/pants.  The Jacket and pants, black, will be hung on a hanger, centered on the right door of the wall locker.  The black pants will be centered folded over the hanger with the string to the left.  The Jacket will be hung as worn over the pants, with the sleeves tucked into the pockets, and the word ARMY to the front.

* All hangers will be bent on the ends to allow air to circulate around the wet item.
 II. Furniture/ Room Appearance

The room commander is responsible for the appearance of the room.  The room commander is the senior ranking person in the room determined by rank and then time in service. All occupants are responsible for their own assigned area within the room and the common latrine area.

1.  Clocks.  Clocks will not be left on floors. Two clocks are authorized per room and displayed in accordance with this SOP figure 1.  Problems arising from the usage of the music generating appliances will be grounds for confiscation. 

2.  Blinds.  Blinds will be left down, opened at a 90 degree angle, and dusted daily.  Windows and windowsills will be cleaned daily (to include screens). Windows will be washed regularly and free of spots or dust buildup.  Windows will be left opened no more than five (5) inches to obtain a fresh scent in the room and facilitate drying of the PT uniforms.  Windows will be left open while soldiers are in class during winter or inclement weather.

3.  Heat/Air Conditioner.  Heat/Air will be left on the lowest setting or turned off during the duty day and when the room is vacant.

4.  Barracks SOP/Soldier Handbook.  The Barracks SOP/Soldier Handbook (this item) will be placed in accordance with this SOP figure 1.

5.  Two-drawer Chest.  The two drawer chest is for storage of personal items and will be maintained in a neat at orderly fashion. No item valued in excess of $10.00 will be left in the two-drawer chest, or six-drawer chest, or otherwise be left unsecured.  All high-dollar value items will be secured inside the wall-locker.


6.  Ironing Board/Iron.  One Iron/Ironing Board per room is authorized.  Personal Irons are authorized and will be secured inside the owner’s wall locker. One iron/ironing board will be issued per room. The iron issued by the company will be displayed as follows.  The iron will be placed on the 6 drawer chest closest to the door in the back left hand corner with the cord neatly wrapped around the handle and the bottom facing the door.  The Ironing Board will be leaned against the wall as per this SOP figure 1.
7. Latrines.  LATRINES WILL BE CLEANED DAILY.  Occupants will maintain, at a minimum, the following items:

-latrine floor:  will be swept and mopped daily

-sinks will be cleaned and free of all hair; no free-standing water will be left in the room

-walls wiped

-toilets cleaned top to bottom, back to front, and flushed, with seat up

-mirrors cleaned

-soap dishes and shelves will be clean and free of soap residue

-shower walls and doors will be free of soap scum and mildew, with the shower doors pulled closed to dry

8.  Carpet.  Carpet in rooms, hallways and common areas will be vacuumed daily.

9.  Cleaning Equipment/Closet.  A minimal amount of cleaning equipment is authorized for storage under the vanity sink in individual rooms. No more than 2 of each item and organized with the tallest items in the back and smallest in the front.  Cleaning equipment WILL NOT be stored in wall-lockers (only laundry supplies may be stored inside the wall-locker in the back left hand corner).  Cleaning supplies will be stored in the cleaning supply closet on each floor.  The floor commander is responsible to ensure the cleaning supply closet is fully stocked.  The floor commander may delegate this duty to a floor occupant who is not in a leadership position. The duty must be re-assigned if the person assigned assumes a leadership position.

10.  Room Doors.  Room doors will be left UNLOCKED during the duty day.  Lights will be turned off when the room is empty.  No soldier will attempt to break into any door that is locked.  A drill sergeant (or other cadre member) must be notified if a soldier is locked out of their room.  Any soldier who breaks the lock on the room door will be charged for replacement of the lock and/or door, if required.  In emergency (life-threatening) situations a door may be forced open.

11.  Music:  Compact Discs/Cassette Tapes/Video Equipment. Compact Discs/Cassette Tapes/Video Equipment is authorized in the barracks with the following limitations:  

-All discs must be identified on the DA Form 4986 referenced above.  

-Cassette tapes fall under the same authorization.

Musical instruments:  


-non-electric musical instruments, i.e. acoustic guitars, are not authorized.


AMPLIFIERS and wind instruments are not authorized.

Video equipment:  cameras, digital cameras, video cameras, are authorized. 

Personal TV’s or other Personal video viewing equipment is not authorized 

12.  Computer/Video Games.  Computer and video game consoles and cartridges ARE NOT authorized in the barracks.  

13.  Hand-held Video Games/Cartridges.  Hand-held video games and cartridges are authorized and must be identified on DA Form 4986 as referenced in paragraph 11 above.  

14,  Pool/Billiard Equipment.  Personal pool cues and other pool equipment will be identified on DA Form 4986 as referenced in paragraph 11 above and secured in the drill sergeant’s office for use during personal time.  

ANNEX B   FIGURES AND DIAGRAMS
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1.
Top bunks will have pillow end away from the window, Bottom bunks will have pillow toward the window.

2.
PT mat is laid out flat under the bunk under the bunk at all times when not in use and is the only item authorized to be under the bunk.
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**Issue Items only in Display Drawers
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 1
Duffel Bag-folded 12x12 against the left side flush with front. Name read left to right

2
Personal Storage stacked or arranged neatly no more than 18 inches in height.  Plastic storage tubs are authorized.

Note
All uniforms are hung facing to the left, as worn (i.e. buttons buttoned) all trousers and skirts are hung with legs/bottom to the right and front to the front.  BDU trousers are on the same hanger as the jacket. I pair of trousers on the same hanger as Class A jacket. 1 pair under long sleeve shirt. Skirts are hung 1ea under short sleeve shirt. 

3
Coat all weather black

4
Class A jacket

5
Long sleeve shirt

6
Short sleeve shirt

7
Extra dress pants

8
Extra skirts

9
Field Jacket

10
BDU cold weather

11
BDU hot weather

12
PT sweatshirt and sweatpants (Basic training issue)

13
Road guard vest

14,15
Civilian clothes (if authorized) two sets only displayed in the same manner as military clothing

16
Gloves as follows, from top to bottom, dress gloves, green inserts, black shells w/ inserts inside.  Open ends facing to the right and flush with each other and against the left wall  with thumbs tucked in and toward the rear and flush with the front

17
PT Cap-Open end facing the front, folded in half with open side of fold the right and flush with the front  

18
Garrison cap-Open end to the right and flush with the front

19
BDU cap cold weather- Displayed neatly as worn flush with front

20
BDU cap hot weather- Displayed neatly as worn flush with the front

Note Items on shelf are evenly spaced

21
High dollar value items

22
Combat boots

23
Class A Shoes

24
Running Shoes

25
Civilian Shoes (2Pair)


No more than 7 pair of footgear total and no more than 2 pair of civilian shoes not including 1 pair of running shoes

Note Footgear is displayed flush with the front. The first pair is flush with the left side. All others touch the pair next to them.

26
Rucksack centered left to right top touching the back of wall locker 

27
Pistol Belt with canteen on top of rucksack buckle to the front and centered

28
Shower shoes

29 
Laundry supplies, i.e. Detergent, Fabric Softener, and Starch.

[image: image4.png]Mane Plate

Mane Plate

N\ N\

FIGURE 7
US and Rarik 112 nch from cige o, bottom an sies.

Name Pltes Ceortered, Top Nameplate 3/ Inch from top edge, 2nd Nameplats 14 Inch below, Qualication
Bacige 114 nch below. If more than one Queliicatin Bacte There wil Be 114 Inch between and certered as &
whle.





[image: image5.png]



FIGURE 8

ANNEX C  SOLDIER KNOWLEDGE

 Army Values

Leadership:  Bear true faith and allegiance to the U.S. Constitution, the Army, your unit, and other soldiers.

Duty:  Fulfill your obligations.

Respect:  Treat people as they should be treated.

Selfless Service:  Put the welfare of the nation, the Army, and your subordinates before your own.

Honor:  Live up to all the Army values.

Integrity:  Do what’s right, legally and morally.

Personal Courage:  Face fear, danger, or adversity (Physical or Moral).

General Orders

General Order Number #1:  I will guard everything within the limits of my post and quit my post only when properly relieved.

General Order Number 2:  I will obey my special orders and perform all my duties in a military manner.

General Order Number 3:  I will report violations of my special orders, emergencies, and anything not covered in my general orders to the commander of the relief.

Code of Conduct

1.  I am an American, fighting in the forces which guard my country and our way of life.  I am prepared to give my life in their defense.

2.  I will never surrender of my own free will.  If in command, I will never surrender the members of my command while they still have the means to resist.

3.  If I am captured, I will continue to resist by all means available.  I will make every effort to escape and aid others to escape.  I will accept neither parole nor special favors from the enemy.

4.  If I become a prisoner of war, I will keep faith with my fellow prisoners.  I will give no information or take part in any action which might be harmful to my comrades.  If I am senior, I will take command.  If not, I will obey the lawful order of those appointed over me and will back them up in every way.

5.  When questioned, should I become a prisoner of war, I am required to five name, rank, service number, and date of birth.  I will evade answering further question to the utmost of my ability.  I will make no oral or written statements disloyal to my country and its allies or harmful to their cause.

6.  I will never forget that I am an American, fighting for freedom, responsible for my actions, and dedicated to the principles which made my country free.  I will trust in my God and in the United States of America.

Soldier’s Code

I. I am an American soldier – a protector of the greatest nation on earth – sworn to uphold the Constitution of the United States.

II. I will treat others with dignity and respect and expect others to do the same.

III. I will honor my Country, the Army, my unit and my fellow soldiers by living the Army values.

IV. No matter what situation I am in, I will never do anything for pleasure, profit, or personal safety which will disgrace my uniform, my unit, or my Country.

V. Lastly, I am proud of my Country and its flag.  I want to look back and say that I am proud to have served my Country as a soldier.

Engineer Song

Pin the Castle on my collar

I’ve done my training for the team.

You can call me an Engineer Soldier.

The Warrior Spirit is my dream

Chorus II

Essayons, whether in  war or peace

We will bear our red and our white

Essayons We serve America

And the U.S. Army Corps of Engineers. 

Essayons

Essayons

Chain of Command & NCO Support Channel

	The President of the United States

	The Secretary of Defense

	The Secretary of the Army

	The Army Chief of Staff
	The Sergeant Major of the Army

	Commanding General, TRADOC
	CSM, TRADOC

	Commanding General, USAMANSCEN & FLW
	CSM, USAMANSCEN & FLW

	Commandant/ Assistant Commandant, USAES
	Engineer School Regimental Command Sergeant Major

	Commander, 1st Engineer Brigade
	CSM, 1st Engineer Brigade

	Commander, 554th Engineer Battalion
	CSM, 554th Engineer Battalion

	Commander, D Company, 554th Engineer Battalion
	1SG, D Company, 554th Engineer Battalion

	Drill Sergeant

	Platoon Guide

	Student Squad Leader

	Soldier


I am a Soldier

a. My basic obligations and duties are.

1. To follow orders to the best of my ability and as quickly as possible

2. To be on time for formations and duties

3. To put forth maximum effort in all training

4. To ask questions when instructions are not clear.

5. To inform my drill sergeant of any problems that I may have which need attention

6. To respect the dignity, personal property, and privacy of my fellow soldiers.

7. To cooperate with my cadre and fellow soldiers

8. To be honest in my dealings with fellow soldiers and my cadre

9. To secure and take care of my individual clothing and equipment

10. To keep me and my barracks clean and neat

11. To speak in a respectful manner without using abusive and degrading language

12. To report to my chain of command any violations of my rights or other wrong doings of which I have knowledge or observe

13. To wear my uniform correctly and with pride

14. To not lie, cheat, or steal or tolerate those that do

15. To not engage in conduct prohibited by FLW Reg. 350-13 paragraph 6

b. My basic rights are

1.  To be properly trained to perform my duties as a soldier

2.  To be treated fairly, with dignity and respect accorded to all soldiers

3.  To undergo no training or correction this is degrading or harmful

4.  To be rated on my performance and attitude, regardless of my religion, age, race, or sex

5.  To be spoken to without abusive or degrading language

6.  To be informed of the standards that I must meet and my progress toward those standards

7.  To discuss problems with my drill sergeants, first sergeant, or company commander

8.  To be free from compulsion to give money or personal service to any person except as authorized by the Army regulations regarding personal finances, just debts owed to the government or others and dependent support

9.  To talk with the Inspector General, Chaplain, legal counsel, elected government officials and my chain of command without fear of ridicule or harassment from my cadre or fellow soldiers

10.  To report any incidents of mistreatment or abuse without fear or ridicule or harassment from my cadre or fellow soldiers

11.  To go on sick call when necessary


But First Last and Always I am an American Soldier Sworn to Defend the Constitution of United States and Our Way of Life
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