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Secretary of the Army 

MEMORANDUM
 that established Civilian Army Corps
FOREWORD


This handbook is intended to serve as a resource containing guidance for you as a vital member of the Army Civilian Corps and the U.S. Army Team.  It does not replace the New Employee Orientation you will receive at your individual activity when you report to duty.  That orientation will cover local procedures and requirements.  The information in this guide provides a general overview of key areas and links to resources from which you can obtain more detailed information. 

There are three distinct sections in this handbook.  The first section (Chapters 1-5.) is an introduction to the history, customs and traditions of the Army.  The second section (Chapters 6-8) describes the Army’s organization and structure.  The final section (Chapters 9-13) contains general information on civilian employee training, benefits, entitlements, values, standards of conduct and extremism.  Useful websites, acronyms, reading resources and references are found in Appendices A through D.

Establishment of the Army Civilian Corps

The Army Civilian Corps was established on June 19, 2006, by the Honorable Francis J. Harvey, Former Secretary of the Army and General Peter J. Schoomaker, Former Chief of Staff of the Army.  In the announcement memorandum to our Army force, they said, “The name unifies the Army civilian service and embodies the commitment of these dedicated individuals who serve as an integral part of our Army team.”  They added, “Army civilians have a 230-year record of service and are a critical component of the Total Army Force Structure.”
According to the 2006 Posture Statement, the United States Army exists “to serve the American people, to protect vital national interests, and to fulfill national military responsibilities.”   The Army Civilian Corps exists to support the Constitution of the United States, the nation, the Army and its Soldiers, in war and peace. The Army Training and Leader Development Panel – Civilian (ATLDP-C) Study, conducted in 2002 recommended the use of the phrase “Army Civilian Corps.”


The Army Civilian Corps, by definition, is an experienced professional cadre of individuals committed to serve our nation with the goal of providing mission-essential capability, stability, and continuity during war and peace in support of our Soldiers. 

The Army Civilian Corps establishes and institutionalizes the development of an identity for Army Civilians similar to the Corp identities given to Army Soldiers. ALL civilian employees are members of the Army Civilian Corps.

  
The formal establishment of the Army Civilian Corps offers new avenues for the transformation, identification and integration of our Army Civilians as full partners with Army Soldiers.  


The Army Civilian Corps is supported by an Army Civilian Corps Creed.  The Civilian Corps Creed is defined as a brief authoritative, doctrinal formulation of the principles, rules, opinions and precepts formally expressed and seriously added to and maintained.  The Civilian Corps Creed reflects the war fighting spirit, commitment and ethos of our Civilian Soldiers to our Army and our Nation.  It also helps to provide a level of purpose for the Army Civilian Corps.  

For more information on the Army Civilian Corps and to download the text of the Civilian Corps Creed go to the Civilian Personnel On-Line homepage at www.cpol.army.mil and look under “Top Army Initiatives”.    
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T am dedicated to our Army, its Soldiers and Civilians

T will always support the mission

I provide stability and continuity during war and peace

T support and defend the Constitution of the United States

and consider it an honor to serve our Nation and our Army.

Flive the Army values of Loyalty, Duty, Respeet, Selfless Service,

Honor, Intearity, and Personal Coura





CHAPTER 1 
HISTORY OF CIVILIANS SERVING IN THE ARMED FORCES

IN THE BEGINNING


The first Army civilians worked as clerks, skilled tradesmen or craftsmen, physicians, teamsters, and unskilled laborers.  Just as the Army’s missions and demands have grown more complex, so too have the positions that civilians occupy in performing vital military functions.  Without them, the ability to accomplish the mission would be seriously impaired, and by extension, national interests would not be served.   


Wherever the Army has Soldiers, odds are Army Civilians are there too.  Without them, the Army would be required to assign Soldiers to perform various support functions.  Army civilians in the U.S. Army Corps of Engineering provided direct support in Haiti, Bosnia, Afghanistan and Iraq.  Civilians even deploy with military units during times of national emergency.  Their story and sterling history of loyal and patriotic support and service is remarkable.  And they swear, upon entering office, “…to defend against all enemies, foreign and domestic.”    


The Army civilian of yesterday, today, and tomorrow, is and remains an integral part of the Army team, one of four separate but vitally linked components or, as Army terms them, cohorts.   These cohorts are: commissioned officers, warrant officers, noncommissioned officers and civilians.
“The bonding of Soldiers, civilians, and quality equipment will give Army leaders the decisive edge on the battlefield and in the work place.”

General Richard H. Thompson, Commander AMC, 1985


Civilians have been working alongside Soldiers since the Revolutionary War when they were hired as skilled tradesmen, laborers and transportation workers or served as wagoners and drivers to move supplies, artillery, and weapons.  Normally, they filled jobs that were non-military in nature.  However, sometimes the jobs were interchangeable with those of military personnel, and that often created a morale problem – not only because the enlisted Soldiers received lower pay than the Civilians, but also because many Soldiers thought the work to be degrading.  Hampered by poor working conditions and uncertainty over tenure and wages, civilians were not always reliable.  In fact, the inability to recruit adequate numbers of reliable civilian drivers contributed to the massive supply shortages suffered by the Continental Army at Valley Forge, Pa., and Morristown, N.J.  


James A. Huston, in his book The Sinews of War: Army Logistician 1775-1953, documents perhaps the most comprehensive accounts of early civilian contributions as logisticians.  He reports that over 5,000 civilian mechanics, teamsters and laborers were deployed in central Mexico during the Mexican War of 1846-47.  During the Civil War, 25,000 civilian trainmen, dispatchers and superintendents ran the military railroads that transported supplies to armies in the field.  Union hospitals were staffed by more than 
12,000 civilians and more than half the surgeons in the Army were civilians.  The U.S.
Military Telegraph and several engineer construction corps contributed significantly and 
were exclusively or predominantly civilian outfits.  In the late 19th century, civilians

HISTORY OF CIVILIANS SERVING IN THE ARMED FORCES, continued
assisted the Army in settling the West by delivering supplies to frontier posts.  They also 
aided the Corps of Engineers by mapping out and developing transportation routes. In the nation’s defense, Soldier and Civilian teamwork is evident in these early histories.


During World War I and World War II, Army civilians made significant contributions.  Though documentation is sparse leading up to WWI, during World War I, Quartermaster Corps reports showed civilian employment increased by more than 300% after the outbreak of the war.  Similarly, while the Ordnance Corps reported having 96 civilians on board prior to the war, that number grew to 1,600 Army civilians by 1917.  Again, the Soldier/Civilian teamwork prevailed, especially during wartime.  Incidentally, early in the war, the Army introduced a “personnel classification” scheme, the first of its kind that attempted to match the capabilities of its individual members with appropriate civilian jobs.  

 
Army civilian strength steadily rose during World War II from 137,000 in the prewar year of 1940 to 1,188,000 in 1945.  Those civilians served with distinction in research and development, intelligence, logistics, communications, and medicine, as well as many other areas.


In 1948, the Secretary of the Army’s annual report recognized the importance of Army civilians.  The report stated: 

In every phase of its operations, the Army is dependent to a great extent upon the support of its corps of civilian workers.  From manufacturing to the highest levels of policy-making, these men and women – ‘Soldiers without uniform’ – are engaged in fundamental tasks of the Army. 


The report further expressed concerns over the difficulty of obtaining qualified and loyal personnel to perform the diverse tasks required to support the Army.


After World War II, the Army built a strong, highly regarded, civilian personnel management program in the federal government.  As the corps of civilian workers grew, the need for progressive and sequential leadership training escalated. The first two civilian career programs, Civilian Personnel Administration and Comptroller, were established in 1959.  The Army was a federal service pioneer in creating a structured career management system, and subsequent programs served as forerunners for Defense-wide programs and information sources for other federal agencies.


By the 1970s, the Army’s historical records made a positive shift in giving increased attention to Army civilians.  The Army’s annual historical summaries generally focus on administrative and personnel management data such as personnel strength, new personnel policies and programs, civilianization of military positions, high grade controls, etc.  Starting in 1976, however, statements on the importance of Army civilians began to appear.

HISTORY OF CIVILIANS SERVING IN THE ARMED FORCES, continued

By 1991, civilian manpower strength was at 435,195 (23 percent of the total force) with over 3,000 Army civilians deployed to Southwest Asia in support of Operation Desert Shield/Storm.  Deployed civilians maintained and repaired Army equipment on the ground.  
 
Hundreds of other Army civilians performed a myriad of duties in support of the Gulf War such as buying, transporting, and maintaining supplies, combat material and spare parts to providing expert technical assistance on weapons and equipment operation.  Army civilians ultimately proved to be an integral part of the largest logistical support operation undertaken by United States Forces since World War II, and ensured success beyond initial expectations.


Since the signing of the Dayton Peace Accords in 1995, Army civilians have participated in many deployments – Bosnia, Hungary, Macedonia, Kosovo, Kuwait, Iraq and Afghanistan – in support of the nation’s defense commitments.  While deployed, they performed:  equipment maintenance; engineering; auditing; morale, welfare, and recreation activities; safety, human resources and personnel management; and other sustainment related functions.  From applying armor kits to Army wheeled vehicles, to installing electronic devices and tracking systems for logistical vehicles, to issuing new individual equipment to Soldiers, the continuing operations in Afghanistan and Iraq could not be sustained without the support of Army Civilians.  The message is clear - the Army is committed to doing all it can to support the deployed Soldier, and Army Civilians are doing all they can to meet that commitment.


Civilian employees have deployed in support of military operations on many occasions throughout history but never to the degree that is occurring today.  With the drawdown of our military force in recent years, the role of Army civilians has become increasingly critical to our ability to successfully accomplish our missions.  It has become necessary to develop ways to do more with less, and the traditional image of Army civilians as strictly support personnel located at the rear of ongoing military operations is continually changing.  Army Civilians, as well as civilian contractor personnel, are being deployed with our Soldiers in military, humanitarian and restoration efforts.


Civilian employees deployed worldwide continue to provide critical technical, logistical, and maintenance support to military units.  Many of these civilians are equipment, supply, telecommunications, and quality assurance specialists.  Besides these functions, civilians fill other very important roles in forward support of our military troops.  Some of those areas of support include intelligence gathering, realty services, physical and personnel security, general contracting, automation support and engineering.  Army Civilians are also being deployed in support of morale and welfare programs that provide recreational activities, sports, and continuing education opportunities for our deployed Soldiers.


As the Army becomes smaller and more dependent on technology, dedicated civilians support America's Army superbly -- at home, with overseas forces, and in contingency operations across the globe.  Army civilians possess skills that are critical to the Army's success and make vital contributions to the nation's defense. They are irreplaceable players on the Army team.  Army civilians continue to write a proud and lasting legacy in support of our nation’s defense.
CHAPTER 2
ARMY CUSTOMS, TRADITIONS, AND OBSERVANCES


The Army is rich in tradition that instills pride in its members because of the history, mission, capabilities, and the respect it has earned in the service of the nation.  A reflection of that pride is visible in the customs, traditions, and observances the Army holds.  This chapter introduces you to some examples of those customs, traditions, and observances which are held in high esteem by Army.   

As a new employee, we highly recommend registration in the Foundation Course of the Civilian Education System (CES).  This course covers the traditions and culture of the Army in more detail. Topics covered in this distributed learning, on-line, course include an orientation to the Army, its structure, culture, and values; group dynamics; communication techniques; managing your career in the civilian personnel system; physical well-being; learning strategies; and administrative requirements.  

To register for the Foundation Course go to the Civilian Human Resources Training application System (CHRTAS) https://www.atrrs.army.mil/channels/chrtas/ .
Our Flag


The flag of the United States, called the American Flag, consists of 13 horizontal stripes, seven red stripes alternating with six white, and in the upper corner near the staff, a rectangular blue field, or canton, containing 50 five-pointed white stars.  The stripes symbolize the 13 colonies that originally constituted the United States of America, while the stars represent the 50 states of the Union.  In the language of the Continental Congress, which defined the symbolic meaning of the colors red, white, and blue, as used in the flag, “White signifies Purity and Innocence; Red, Hardiness and Valor; and Blue, Vigilance, Perseverance and Justice.”  The American Flag is frequently called the Star-Spangled Banner; Stars and Stripes; the Red, White, and Blue; or Old Glory.   


The daily ceremony of reveille and retreat constitutes a dignified homage to the American flag at the beginning of the day, when it is raised, and at the end of the day, when it is lowered.  Installation commanders direct the time of sounding reveille and retreat.


At every installation garrisoned by troops other than caretaking detachments, the flag is hoisted at the first note of reveille.  At the last note of retreat, a gun will be fired if the ceremony is on a military reservation (post, camp, or fort), at which time the band or field music will play the national anthem or sound To the Colors and the flag will be lowered.  The lowering of the flag is regulated and timed to coincide with the flag being completely lowered on the last note.   


If assigned to a military reservation for duty, become familiar with that installation’s policy regarding the observance of reveille and retreat.  Normally, if walking on the reservation during these ceremonies, a person is required to stop, face the flag, or if the flag is not in view, face the direction of the music, and stand at attention until the ceremony is complete.  If in a vehicle, stop the vehicle and sit at attention until the ceremony is over.

ARMY CUSTOMS, TRADITIONS, AND OBSERVANCES, continued


When the flag is passing in a parade or in review on a military reservation, all persons present, except those in uniform, should face the flag and stand at attention with the right hand over the heart.   Those present in uniform should render the appropriate military salute.  Men not in uniform should remove their headdress with their right hand and hold it at the left shoulder, the hand over the heart.  Men and women not in uniform and not wearing a headdress should place their right hand over the heart.  

Flag Honor


When folded, the flag takes on the appearance of a cocked hat, ever reminding us of the Soldiers who served under General George Washington, and the Sailors and Marines who served under Captain John Paul Jones, who were followed by their comrades and shipmates in the Armed Forces of the United States, preserving for us the rights, privileges and freedoms we enjoy today.

Our National Anthem


In 1931, the Congress of the United States of America enacted legislation that made The Star-Spangled Banner, the official national anthem.


During any rendition of the national anthem when the flag is displayed, all persons present, except those in uniform, should stand at attention facing the flag with the right hand over the heart.  Persons not in uniform should remove their headdress with their right hand and hold it at the left shoulder, the hand being over the heart.  Persons in uniform should render the appropriate military salute at the first note of the anthem and retain this position until the last note.  When the flag is not displayed, those present should face toward the music and act in the same manner they would if the flag were displayed there.
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Soldier’s Creed

As the Army Civilian Army Corps has its own creed so does the Army Soldier.  This creed embodies a system of principles and beliefs.  The text of the Soldier’s Creed is as follows:

“I am an American Soldier.  I am a warrior and a member of a team.  I serve the people of the United States and live the Army Values.  I will always place the mission first.  I will never accept defeat.  I will never quit.  I will never leave a fallen comrade.  I am disciplined, physically and mentally tough, trained and proficient in my warrior tasks and drills.  I always maintain my arms, my equipment and myself.  I am an expert and I am professional.  I stand ready to deploy, engage, and destroy the enemies of the United States of America in close combat.  I am a guardian of freedom and the American way of life.  I am an American Soldier.”

Hail and Farewell


Hail and Farewell ceremonies provide an opportunity for military and civilian personnel to welcome new employees to their organization and say goodbye to others.  The Hail and Farewell ceremonies vary in length and intensity from organization to organization.  These harmonious activities encourage relationships, building camaraderie within the organization.

Army Birthday


The U.S. Army celebrates the day that General George Washington assumed command over a unified Army on June 14, 1775, now recognized as the U.S. Army Birthday.  The single objective of the Army was to secure independence for the people of America.  Today, celebrations of the founding of the Army differ at each location.  Traditionally, the oldest and youngest Soldier present cut the cake.  The Army Birthday Ball is one formal expression of how the Army celebrates its birthday.  It is an annual celebration recognizing the Army’s history, traditions, and service to the nation.  
Change of Command

The change of command ceremony is a clear, legal, and symbolic passing of authority and responsibility from one commander to the next.  The official orders are read while the unit guidon (or colors) is passed from the outgoing commander to the incoming commander.  The senior noncommissioned officer (NCO) also participates in the passing of the colors.  At the conclusion of the ceremony, the new commander normally goes to the reception area while the outgoing commander usually does not attend the reception.   A "Change of Responsibility" ceremony is used when a Command Sergeant Major or First Sergeant changes positions.  The passing of the NCO sword is symbolically powerful--like the passing of the colors in a Change of Command.  The ceremony helps to reinforce NCO authority in the Army and highlights the support NCOs provide to the chain of command
ARMY CUSTOMS, TRADITIONS, AND OBSERVANCES, continued
Hooah   

Hooah is a slang or informal word, originally used by infantry, airborne and rangers, referring to or meaning anything and everything except “No”.  The Soldier that utters that sound understands his/her task and will not quit until it is completed.  
 Military Dining-In and Dining-Out


The Dining-In is a formal dinner held by a military unit or organization.  The dinner may be held to welcome new arrivals or to bid farewell to departing personnel; to recognize achievements; to build and maintain esprit de corps among the members of the command; or to take advantage of the availability of a distinguished guest to speak.  When spouses are included, the dinner is referred to as a Dining-Out.  This is an excellent opportunity to introduce the spouses to the Army’s history, customs, and traditions, and their attendance often stimulates greater interest and participation in the event.
Staff Ride

Staff rides represent a unique and persuasive method of conveying the lessons of the past to the present-day Army leadership for current application.  These exercises, on the very terrain where historic encounters took place, bring to life examples of leadership, tactics and strategy, communications, use of terrain, and, above all, the psychology of battle.   

Twilight Tattoo

A "tattoo" as a military tradition can be traced from the early 17th century. Most historical accounts say the phrase originated during the 30 Years' War, when the sounding of a bugle signaled Soldiers to return to their quarters. It was then that tavern owners would call for the taps on the kegs to be turned off by announcing "tattoo."  With time, a "tattoo" referred to the rhythmic beating of a drum and eventually to the outdoor military exercise performed by troops as evening entertainment.

Presentation of the Army Coin


The practice of a Soldier presenting a coin or medallion to an individual actually goes back about 100 years to the British Army.  During this time the officers were the only ones authorized to receive medals.  Whenever an enlisted Soldier did a good job, the officer would receive the award.  The Sergeant Major would then sneak into the officer’s tent, cut the medal from the ribbon, then call everyone together to formally shake the hand of the exceptional Soldier and would “palm the medal” in the Soldier’s hand without anyone knowing.  As time went on the coin recognition was eventually extended to the American forces in World War I.  The coin turned into a recognition piece which was specially struck with the unit’s crest on it.  Senior NCOs presented them as their form of recognition, since 

they were not authorized to present any medals or awards.  Today, the coin is widely used throughout all of the military forces in the world, as a form of recognition.
ARMY CUSTOMS, TRADITIONS, AND OBSERVANCES continued
Constitution Day and Citizenship Day 


While July 4th celebrates the founding of our Nation, September 17th celebrates the founding of our government, the date in 1787 on which the delegates of the Philadelphia Convention completed and signed the United States Constitution.  To commemorate this important date in American history, Congress has designated September 17th as Constitution Day and Citizenship Day.

The ideas on which America was founded, commitments to the rule of law, limited government and the ideals of liberty, equality and justice, are embodied in the Constitution. Constitution Day is intended to celebrate not only the birthday of our government, but the ideas that make us Americans. 


Citizenship Day provides an opportunity to honor those people who have become U.S. citizens. In addition, it is an important reminder of the rights and responsibilities associated with U.S. citizenship.  Citizenship Day has been celebrated in some form since 1940, when Congress designated the third Sunday in May as “I am an American Day.”  In 1952, President Harry Truman signed a bill formalizing the celebration of Citizenship Day on September 17th. 

Senator Robert C. Byrd (D-WV) fathered the new law that President George W. Bush signed on December 8, 2004.  Section 111 of Public Law 108-447 (36 USC Section 106) designated September 17 of each year as Constitution Day and Citizenship Day to commemorate the U. S. Constitution.  In a ceremony at the National Archives’ McGowan Theater in July 2005, Senator Byrd said,


“Our Constitution is not a mere dry piece of dead parchment, but a revered and living document that has helped inspire our nation to achieve seemingly impossible goals and to keep alive irrepressible hope, even in the face of unanticipated and sometimes unbearable adversity.”

“Honor to the Soldier and Sailor everywhere, who bravely bears his country’s cause.  Honor to also the citizen who cares for his brother in the field, and serves, as best he (she) can, the same cause.”

Abraham Lincoln, President of the United States, December 2, 1863

Armed Forces Day

President Truman led the effort to establish a single holiday for citizens to come together and thank our military members for their patriotic service in support of our country.  We celebrate Armed Forces Day on the third Saturday in May. 


On August 31, 1949, Secretary of Defense Louis Johnson announced the creation of an Armed Forces Day to replace separate Army, Navy, Marine Corps and Air Force Days. The single-day celebration stemmed from the unification of the Armed Forces under one department -- the Department of Defense.
CHAPTER 3

MILITARY AND CIVILIAN SENIOR EXECUTIVE SERVICE INSIGNIA 


In the simplest terms, the Army has three categories of Soldiers:  commissioned officers, warrant officers and enlisted personnel.  Each has its own specialized training, responsibilities and areas of expertise.  This chapter provides the roles and insignia for Soldiers and information on the Civilian Senior Executive Service and their insignia.

U.S. Army Commissioned Officer

The Army’s commissioned officers are leaders above all else, problem-solvers, key influencers and planners who lead enlisted Soldiers.  They have the skills, the training and the character needed to inspire and encourage others.  They serve as commanders and perform duty in a variety of assignments throughout their careers.  


The Commissioned Officers' primary role is to command and establish policy and to , plan and program the work of the Army; concentrate on collective training, which will enable the unit to accomplish its mission; be involved with unit operations, training and related activities; concentrate on unit effectiveness and unit readiness; and, pay particular attention to the standards of performance, training and professional development of officers as well as NCOs.  They create conditions – make the time and other resources available so the NCO can do the job and support the NCO. 


An Army commissioned officer embraces and embodies the core Army Values and applies them to every decision they make and every action they take.  Officers are direct representatives of the President of the United States.  Their rank can range from second Lieutenant to General of the Army.  A useful website for more information is: www.army.mil/symbols/armyranks.html 
U.S. Army Warrant Officer

Warrant officers are highly specialized experts and trainers in their career fields. Warrant officers remain single-specialty officers whose career track is oriented toward progressing within their career field rather than focusing on increased levels of command and staff duty positions like their commissioned officer counterparts.  

The Warrant officer gains progressive levels of expertise and leadership to execute policy and manage the Army’s systems; command special-purpose units and tasks-organized operational elements; focus on collective, leader and individual training; operate, maintain, administer and manage the Army’s equipment; support activities and technical system; concentrate on unit effectiveness and readiness; and support the NCO.  His/her authority is received from the Secretary of the Army upon initial appointment.  A warrant officer’s rank can range from warrant officer (WO) 1 to chief warrant (CW) officer 5.
U.S. Army Enlisted Soldier
Enlisted Soldiers put plans into action.  Much like employees at a company, enlisted Soldiers perform specific job functions.  They have the knowledge that ensures the success of their unit’s current mission within the Army. 
MILITARY AND CIVILIAN SENIOR EXECUTIVE SERVICE INSIGNIA, continued
Noncommissioned officers (NCO) E-5 through E-9 are the "backbone of the Army".  They conduct the daily business of the Army within established orders, directives and policies; focus on individual training, which develops the capability to accomplish the mission; and are primarily involved with training and leading Soldiers and teams.  They ensure each subordinate team and Soldiers are prepared to function as an effective unit and each team member is well trained, highly motivated and ready to accomplish the mission.  The NCOs concentrate on standards of performance, training, and professional development of enlisted Soldiers E-1 through E-4.  They follow orders of officers in the support channel to get the job done.  An enlisted Soldier’s rank can range from private to Sergeant Major of the Army.
Senior Executive Service (SES)
The only Army Civilian Corps category that has an established insignia is that of the SES.


The SES was created by the Civil Service Reform Act of 1978.  Congress designed the SES to be an elite corps of managers charged with operating the federal government, distinct from the competitive and excepted services and whose positions are classified above the GS-15 level of the general schedule. 


The SES is a cadre of senior civilian leaders holding ranks equivalent to that of military General Officers.  Specific statutes and regulations govern the SES. The Office of Personnel Management (OPM), through Department of Defense (DOD), provides SES quotas that the Secretary of the Army (SecArmy) then distributes across the Army.  The Army may fill SES positions only within these quota limits.  Like general officers, they are found mainly in policy-making positions, or in technical areas such as acquisition, research and development, logistics, intelligence and civil works.  Some occupy the Army’s top civilian management jobs or serve in positions within the sustaining base that would otherwise be filled by general officers.  Others are the scientific and technical experts on whom the Army depends to achieve and sustain technical supremacy.


The Secretary of the Army establishes and classifies SES positions; appoints or approves appointment of individuals to the positions; and, effects placement, separation, and other actions involved in staffing and managing the Army’s SES positions. 


The Secretary of the Army centrally manages all senior executive resources through the Civilian Senior Leader Management Office (CSLMO).  CSLMO reports directly to the Undersecretary of the Army, while day-to-day oversight of the office is the responsibility of the Deputy Undersecretary of the Army.  CSLMO establishes policy based on guidance from the SA, and designs and executes succession planning and talent pool management, as well as all aspects of staffing, performance management, and executive development. 
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U.S. ARMY COMMISSIONED OFFICER RANKINGS
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U.S. ARMY WARRANT OFFICER RANKINGS
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U.S. ARMY ENLISTED SOLDIER RANKINGS
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Note:  A Private E-1 has no insignia.
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CHAPTER 4
THE ARMY Team


Civilian employees are an indispensable part of the Army’s team. Only through the integrated efforts of Army Civilians and Soldiers can the Army accomplish its assigned missions and make the most effective use of resources.


The employment of the Army Civilian Corps permits Soldiers to perform military duties because Army Civilians possess critical or unavailable skills and ensure continuity of operations.


Army Civilian Corps members often fill positions in staff and sustaining base operations that would otherwise have to be filled by officers and noncommissioned officers.  When taking the oath of office, Civilians accept the same demands now that American Soldiers and Army Civilians have embodied since the Revolutionary War.


The basic role of the Army Civilian Corps is to support the military and share full responsibility for mission accomplishment except to perform combat; apply technical, conceptual, and interpersonal skills to accomplish missions for which Soldiers are not trained ; ensure continuity of administrative, logistical and or other non-combat operations; and allow military personnel to concentrate their efforts primarily on military duties and functions, particularly during times of war or conflict.  

Employment of the Army Civilian Corps


Civilian employees hold a multitude of positions except those that require military incumbents, either by law, or for reasons of security, maintenance of military morale and discipline, combat readiness, or military training.  Army Civilian employees support Soldiers and family members during peacetime and hostilities in preparation for, and delivery of, combat support and combat service support.  They also serve the Nation in a myriad of non-combat Army missions such as waterways and flood control, domestic emergency response, and scientific research.  They work in over 550 different occupations with the highest concentrations in logistics, research and development, and base operations functions. 

The Federal Civil Service System


The vast majority of Army civilian employees are hired within the Federal civil service system.  These employees are managed within a structure of Federal civil service rules to include those emanating from Federal statute, Executive Orders (EO), the Office of Personnel Management (OPM), DOD, other Federal agencies, and HQDA. 


The Federal civil service includes all appointive civilian positions in the Executive, Judicial, and Legislative branches of the Federal Government.  The Army is a component of the DOD, an agency of the Executive Branch.  The broad term “civil service” is commonly used  to refer to the Federal civilian employment system in its entirety.  Civil service employees are paid from Appropriated Funds (AF) by the Congress. Within the broad civil service system, there are three specific services - the competitive service, the 
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excepted service, and the Senior Executive Service (SES) - plus various alternative systems established by law or operated as demonstration projects.  Uniformed military service, Non-Appropriated Fund (NAF) and local national (LN) employment are not considered Federal civil service.

Competitive service

Positions in the Executive Branch are in the competitive service unless specifically excluded by laws or regulations.  Positions in the competitive service must be filled through personnel procedures that ensure open competition for appointments and most career progression opportunities.  The competitive service provides employees with certain appeal rights and job protections in adverse situations such as disciplinary action or reduction-in-force (RIF).  Employees in the excepted service usually are not afforded those same rights.


“Competitive status” is conferred to an employee and not to a position, by virtue of the type of appointing authority under which the individual was hired.  Competitive status affords basic eligibility for assignment to another position in the competitive service (e.g., by transfer, promotion, reassignment, demotion, or reinstatement) without competition with members of the general public in an open examination.  Technically, an employee does not have competitive status until he or she has completed a probationary period on a career-conditional or career appointment or was appointed under an authority that did not require probation.  An employee whose appointment does not confer status (because it is excepted, or is designated as “temporary,” “term,” or “indefinite”) does not gain status merely because he or she occupies a position in the competitive service.


The terms “competitive status,” “status,” or “status candidate” are used interchangeably to describe employees and some former employees if they have completed their probationary periods.  In practice, an employee gains eligibility for noncompetitive movement, subject to meeting time-in-grade, time-after competitive appointment, and merit promotion requirements, as soon as he or she enters on duty on a career or career-conditional appointment. 

Excepted Service
The excepted service includes all positions in the Executive Branch of the Federal government that are specifically excepted from the competitive service by statute, the President, or administrative action of the Office of Personnel Management (OPM).  “Excepted” means that the position is not filled under the competitive examination requirements of the OPM.


Examples of positions excepted by statute include those in the Defense Civilian Intelligence Personnel System (DCIPS), Army and Air Force National Guard technicians, and specified positions in the U.S. Military Academy, the Defense Language Institute, The Army War College, the U.S. Army Command and General Staff College, and the U.S. Military Academy Preparatory School.
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The OPM may administratively exempt positions from the competitive service upon determination that examination is impractical (referred to as Schedule A or B positions) or 
that the positions would properly be filled by political appointment (referred to as Schedule C positions).  Chaplains and Attorneys are examples of positions exempted because examination for them is impractical.  Those employed holding family member appointments in the overseas area serve in the excepted service as well.


Provisions in Title 5, USC govern benefits such as leave, workers compensation, retirement, health and life insurance that generally apply to employees in the excepted service as well as to those in the competitive service.  Specific statutes; however, may exempt excepted employees from some of these provisions.  For example, excepted service positions covered under DCIPS are excluded from Title 5 provisions for pay and position classification purposes.  

Alternative Personnel Systems

The civil service personnel system, prescribed in Title 5, USC, was developed in the 1930’s and was last substantially reformed in 1978.  It is a seniority-based system that operated without significant criticism in the years following World War II.  In recent decades, the system has continually been under fire despite various revisions since the 1970’s.  Critics argue that it is still too complex and is unresponsive to needs of employees and leaders.  Some people charged with recruiting and retaining a quality workforce say the system is too cumbersome for the Federal government to effectively compete for high quality candidates in today’s dynamic job market.  


In recent years, the Congress and OPM have attempted to bring reform to the system by authorizing establishment of alternative personnel systems that are more flexible, provide improved capabilities for managing workforce quality, and more directly support specific mission needs.  There are many alternative personnel system designs, including unique demonstration projects sanctioned by OPM to test specific changes to Title 5.  Congress has also authorized the development of personnel systems applicable to specific categories of employees or specific departments.  These systems allow agencies to propose, develop, test, and evaluate their own special program interventions, thus giving agencies more control in shaping the future of their overall human capital programs.  Currently, portions of the Army Civilian Corps are managed under the following alternative or demonstration-project (DEMO) CHR systems: 

a) Aviation Research Development and Engineering Center (DEMO)

b) Engineer Research and Development Center (DEMO)

c) Medical Research and Materiel Command (DEMO)

d) Missile Research, Development and Engineering Center (DEMO)  

e) U.S. Army Missile Command (DEMO

THE ARMY TEAM, continued

f) Army Research Laboratory (DEMO)

g) Department of Defense Acquisition Workforce (DEMO)

.
h) DCIPS, a system authorized under Title 10 USC, is an excepted service system created for the Intelligence communities within DOD.  Civilians are employed under he DCIPS in commands having intelligence and security elements.  The Office of the SecDef provides system oversight and direction.

Title 38, USC, Section 7403(g), authorizes use of Department of Veterans Affairs authorities for appointment of new civil servants into certain civilian health care professional occupations without competition.


The National Defense Authorization Act for Fiscal Year 2004 enabled establishment of the National Security Personnel System (NSPS) in DOD.  This reform effort is expected to bring essential change to DOD and Army personnel policies and processes while preserving the core and enduring values of the civil service.  It is anticipated that NSPS will streamline and accelerate the hiring process, provide a framework for moving towards market sensitive pay, facilitate performance and contributions-based compensation, facilitate resolution of labor disputes, simplify workforce reduction actions, and simplify the personnel actions appeals process.  NSPS is discussed in more detail in Chapter 8 – Army Transformation.

The Non-Appropriated Fund (NAF) System


NAF employees generally work in positions associated with morale, welfare and recreation activities such as Army clubs, bowling centers, and child care centers.  They are paid from funds generated from sales, fees, and charges to authorized patrons.


The Army provides uniform policies governing personnel management and administration of a total HR program for employees of non-appropriated fund instrumentalities (NAFI) in Army Regulation 215-3, “Non-appropriated Funds Personnel Policy.”  The NAF system incorporates DOD policies and OPM instructions that specifically address NAFI employees


NAF personnel are not deemed to be Federal employees for purposes of most OPM-administered laws and regulations.  Thus, the policies, procedures, and entitlements relating to NAF employees are different than those for other employees.  The NAF system empowers leaders to recruit, develop, reward and retain high quality employees at a cost that is competitive with the labor market, without the constraint of excessive regulation or systemic impediments.  As with civil service system employees, leaders are responsible for NAF Civilian Human Resources Management (CHRM).  NAF Human Resources Offices (NAF HRO) located in designated Civilian Personnel Advisory Centers (CPACs) provide CHR advisory services and operational support functions for NAFI leaders. 

Foreign National Employment System


In overseas areas, there is a mix of U.S. citizen employees, recruited from CONUS or within the overseas area, and LN employees.  DOD hires Local Nationals (LNs) under 
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authority of the Foreign Service Act of 1980.  The act requires that a single system for all DOD components and agencies be established in each country with significant numbers of U.S. - employed LNs.  Where more than one DOD component is present, the system is developed jointly under the guidance of the joint command with geographical responsibility for the country.  LN employment systems must be designed to follow prevailing practices and laws of the host country and are subject to a country-to-country agreement.


LN employees may be hired either directly by U.S. forces within the host country or indirectly by the host country itself.  Agreements governing LN employment may provide for reimbursement to host countries when LNs are hired indirectly.  

The Army Civilian Corps and Soldiers 


The Army Civilian Corps and Soldiers have individual responsibilities.  However, successful mission accomplishment requires Soldiers and Civilians to work together; advise, assist, and learn from each other.  The Army Civilian Corps has skilled, unskilled, administrative, and technical support positions.  The military holds combat arms, combat support and combat service support leadership positions.  The team dynamic also includes the military holding positions typically filled by civilians.  The Army Civilian Corps is excluded by law from positions requiring Soldiers, due to security considerations, military discipline, morale maintenance, combat readiness, or military training reasons.

Similarities between the Army Civilian Corps and the Military 


There are many similarities in the way we lead and manage Soldiers and Civilians.  It is this common ground that provides an opportunity for all Army leaders to improve their leadership capabilities and to create an organizational climate in which Soldiers and Civilians inherently know they are important members of the Army team.


There are important similarities between civilians and military in the Army.  Both are managed under systems based on legislative and congressionally imposed size limitations.  The Army Civilian Corps and military working relationships are both based on a supervisor/employee concept.  The Army Civilian Corps and military management functions address the same issues, such as policy making, planning, budgeting, and evaluating; leading and caring for employees are paramount to both management systems and military and the Army Civilian Corps adhere to the same Army values (Loyalty, Duty, Respect, Selfless Service, Honor, Integrity, and Personal Courage).

Differences between the Army Civilian Corps and Military

There are also fundamental differences between the military and civilian workforce. These differences are primarily based on law and mission requirements.  Military life is distinctly different from civilian life, in that the military community exists as a specialized society characterized by its own rules, customs, and traditions.  


The standard Rules of Conduct for members of the Armed Forces regulate a member’s life 24 hours a day, seven days a week.  Those standards of conduct, including the Uniform Code of Military Justice, apply to a member of the armed forces at all times that the member has a military status, whether the member is on or off a military 
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installation and whether the member is on or off duty.  Army Corps Civilians are governed by the Joint Ethics Regulation while in pay status (performing work in the office or on travel).


The Army Civilian Corps and the military function under two different personnel systems.  The military personnel system is governed by Title 10 of the United States Code (USC).  While 10 USC contains some DOD and Army specific civilian personnel provisions, 5 USC is the primary statutory base for civilian employment.


Soldiers carry their rank with them regardless of assignment.  The pay grade of a civilian employee is based on the job held at any particular time.  During their careers, civilian employees are reassigned within a pay grade, promoted to a higher grade, or changed to a lower grade, depending on the grade classification of the new assignment. For employees under the new National Security Personnel System (NSPS), pay bands replace grade designations.

Soldiers are recruited at entry levels to fill the military force structure and subsequent promotions occur within the force.  The U.S. Army Human Resources Command centrally manages their assignments.    In contrast, civilian positions are filled on a decentralized basis to authorized budget and manpower employment levels.  While many civilian employees are recruited at entry levels, recruitment from outside the work force may occur for vacancies at any grade level depending on local leader decisions.


Soldiers are subject to mandatory mobility.  While some civilian employees sign mobility agreements in instances in which mobility is an essential factor, most apply for and accept new assignments on a voluntary basis.


Soldiers are trained primarily for leadership and military skills.  Training for civilian employees is occupationally oriented and to provide leadership skills.


The officer evaluation report (OER) is a paramount factor in retention and progression within the military system.  The civilian performance appraisal is a required, but not necessarily, a paramount factor in promotion consideration.  Civilian employees may remain in their positions so long as they perform at a fully successful level or above - there is no “up or out” rule. Employees under NSPS, however, are rated on a new 5 level performance rating scale that includes designations of Role Model for level 5 and Valued Performer as level 3.
CHAPTER 5

OATH OF OFFICE


Article VI of the United States Constitution stipulates, “The senators and representatives… and the members of the several state legislatures, and all (emphasis added) executive and judicial officers, both of the United States and of the several states, shall be bound by oath or affirmation, to support this Constitution…” 

 
Becoming an employee of the federal government, within any of the civilian employment systems, brings with it special responsibilities.  Civilian employees are part of the executive branch of the federal government and work for the American people.  Their loyalty to the government is a fundamental requirement of federal employment.  Federal employees also have an obligation to the public, as they are often entrusted with work that is financed by taxpayers’ dollars.  Swearing or affirming an oath of office demonstrates a clear understanding of that sense of loyalty, as well as an acceptance of the trust bestowed by the public.


They are identical for congressional persons and United States Civilians, with only slight differences for U.S. military officers and enlisted Soldiers.   Accepting this oath is a serious matter; it demands that all appointees fully recognize they are undertaking a solemn obligation and pledge their utmost loyalty to the United States.  The oath is legally binding – violations can serve as a basis for criminal prosecution.


Graduation from Army leadership schools and promotions provide an excellent opportunity to publicly renew the oath of office.  The oath of office is the guiding tenet for Army civilians in the service of our country and should be recited at every opportunity as a reminder of all those who have come before us to serve and as an example to those who will serve this great nation of ours in the future.


The oath may only be administered by United States citizens who are specifically delegated this authority.

Congressional and Civilian Oath Of Office

“I, _ _ _ _ _ _, do solemnly swear (or affirm) that I will support and defend the Constitution of the United States against all enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that I take this obligation freely, without any mental reservation or purpose of evasion; and that I will well and faithfully discharge the duties of the office on which I am about to enter
.  So help me God.”

United States Army Officer’s Oath

“I, _ _ _ _ _ _, having been appointed an officer in the Army of the United States, as indicated above in the grade of _ _ _ _ _ _ do solemnly swear (or affirm) that I will support and defend the Constitution of the United States against all enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that I take this obligation freely, without any mental reservation or purpose of evasion, and that I will well and faithfully discharge the duties of the office upon which I am about to enter.  So help me God.”
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United States Armed Forces Oath of Enlistment

 “I, _ _ _ _ _ _, do solemnly swear (or affirm) that I will support and defend the Constitution of the United States against all enemies, foreign and domestic; that I will bear true faith and allegiance to the same; and that I will obey the orders of the President of the United States and the orders of the officers appointed over me, according to regulations and the Uniform Code of Military Justice. So help me God.”

United States Armed Forces Oath of the National Guard

''I, _ _ _ _ _ _ _ _, do solemnly swear (or affirm) that I will support and defend the Constitution of the United States and of the State of _ _ _ _ _ _ against all enemies, foreign and domestic; that I will bear true faith and allegiance to them; and that I will obey the orders of the President of the United States and the Governor of _ _ _ _ _ _ and the orders of the officers appointed over me, according to law and regulations.  So help me God.''

.

…First we believe in commitment.  That begins with your oath…Commitments you must always remember are those you have made to your nation, your service, your leaders, and those you lead…”

Brig. Gen. S.L.A. Marshall at the ROTC commissioning speech,

Loyola College, May 1984
……..
CHAPTER 6
NATIONAL STRATEGIES


The Army is a full-spectrum force that provides a rapidly deployable force capable of deterring aggression and conducting combat operations worldwide.  We are a combat-ready ground forces for crisis response, sustained land combat and other immediate requirements; forward presence forces strategically positioned to support friendly nations through peacekeeping, security assistance, and army-to-army initiatives.  Active and reserve component forces are capable of rapid expansion to meet myriad global contingencies such as disaster relief and emergency assistance and to aid in the interdiction of illicit drug traffic.  The basic national security objective is to preserve the United States as a free nation with our fundamental institutions and values intact.

National Defense Strategy


The National Defense Strategy (NDS) establishes a set of overarching defense objectives that guide the department’s security activities and provide direction for the National Military   Strategy.  The NDS objectives serve as links between military activities and those of other government agencies in pursuit of national goals.


There are four defense objectives that guide DoD security activities: secure the United States from direct attack; secure strategic access and retain global freedom of action; establish security conditions conducive to a favorable international order; and strengthen alliances and partnerships to contend with common challenges.

The National Defense Strategy is located at:

http://www.defenselink.mil/news/Mar2005/d20050318nds1.pdf  

National Military Strategy


Current National Military Strategy serves to focus the armed forces on maintaining United States leadership in a global community that is challenged on many fronts – from countering the threat of terrorism to fostering the growth of emerging democracies.


The objectives of the Armed Forces are: to protect the United States against external attacks and aggression; prevent conflict and surprise attack; and prevail against adversaries.  An inherent part of the strategy is the military success criterion, which requires U.S. forces to apply decisive force to win swiftly and with minimum casualties.

The National Military Strategy is located at:

http://www.defenselink.mil/news/Mar2005/d20050318nms.pdf
Army Posture Statement


The Army Posture Statement (APS) is a summary of Army roles, missions, accomplishment, plans, and programs which is updated on an annual basis.  It reinforces the Secretary and Chief of the Staff of the Army posture and budget statements before Congress.  The APS serves as a basic reference on the state of the Army and can be 
found at http://www.army.mil/aps/07  or http://www.army.mil/institution/leaders/posturestatement 
CHAPTER 7
ORGANIZATION OF THE ARMY


As an Army civilian employee, it is important to understand the Army's organization and structure.  The President has delegated authority to agency heads under Executive Order (EO) 9830 to act in civilian personnel matters in accordance with statute, policies, program requirements, standards and instructions.  

Department Of Defense (DOD) 
The major elements within the DoD are the:

a) Office of the Secretary of Defense (OSD)

b) Joint Chiefs of Staff (JCS)

c) Three military departments, (Army, Navy and Air Force)

d) Unified combatant commands 

e) Agencies the Secretary establishes to meet specific requirements


Each military department (Army, Navy and Air Force) operates under its civilian Secretary who is responsible to the Secretary of Defense (SECDEF).

The Secretary of the Army (SA)

The SA represents the Army at the congressional level and operates under the authority, direction, and control of the Secretary of Defense. This is a civilian appointment.  The SA has delegated personnel management authority to commanders and directors of major commands, field operating agencies, and other Army agencies that report directly to HQDA.  This authority may be further delegated to commanders and directors at lower levels.  Thus, the responsibility for providing day-to-day leadership and management of Army civilians resides primarily at installation and activity level.  


Department of the Army (DA): The DA is separately organized under the Secretary of the Army. It operates under the authority, direction, and control of the Secretary of Defense. The Secretary of the Army is the head of the Department of the Army.

 Army Staff (ARSTAF)


To view a detailed diagram of the Headquarters, Department of the Army, click on: http://www.army.mil/institution/organization/headquarters/hqda 
 Department of Army, Assistant Secretary of the Army (Manpower and Reserve Affairs) (ASA (M&RA))

The ASA (M&RA) has principal responsibility for setting the strategic direction and providing the overall supervision for manpower, personnel, and reserve affairs across all the Army components (Active, Guard, Reserve, civilian and contractor).  The organizational structure is shown above.  The responsibilities of the ASA (M&RA) include:
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a) Advising the Secretary of the Army (SA) on all matters relating to human resources and reserve affairs.  

b) Policy and oversight for the civilian work force (Appropriated and No-appropriated Fund) including civilian accession programs, employment, compensation, benefits, employee development and training, employee and labor relations and awards.

c) Administration of the civilian personnel program through regional centers, including merit promotion, pay setting, classification, training, and maintenance of official personnel folders.

d) Civilian career management policy, civilian leader development, and the Army Civilian Training, Education and Development System (ACTEDS).

e) Overseeing the current and future personnel readiness and well-being of the Army through the development and integration of human resource policies and programs across all components (Active, Guard, Reserve, civilian and contractor).  

Department of Army, Deputy Chief of Staff, G-1 (DCS, G-1)

The Secretary of Defense to the Secretary of the Army (SA) delegates authority for civilian personnel management.  The Office of the DCS, G-1 mission is to serve as the Army’s single Human Resource provider.  It guides, directs and provides the full spectrum of HR programs, policies, and systems that shape and enable the manning and well being of the force and enhance the readiness and institutional strength of the Army.  


Staff relationships are somewhat different than operating level relationships, but the same imperative exists for partnering.  More latitude exists at staff levels for system design.  Civilian Human Resources (CHR) professionals at staff levels must partner with commanders and senior staff officials to be able to design system modifications and initiatives that complement and even complete the organization’s strategy.  Additionally, HQDA has the ultimate responsibility to lead, model, encourage and support partnerships with all CHR organizations.


The G–1, as responsible official to the ASA (M&RA), provides advice and assistance to the ASA (MR&A), in addition to carrying out responsibilities and authorities as Deputy Chief of Staff, G–1 on the Army Staff.  The Assistant G-1 for Civilian Personnel (AG-1 (CP)) has the following responsibilities in relation to the civilian work force:

a. Sets long-range strategic direction and policy governing the management and utilization of Army civilian employees and their integration in Army strategic and operational plans.  
b. Responsible for management and oversight of program and policy development to ensure effective management of the Army’s civilian work force, the effective management and operation of the regional Civilian Personnel Operations Centers (CPOCs) and Civilian Personnel Advisory Centers (CPACs) and for the evaluation and administration of the civilian HR program.
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c. Determines where and how Army civilian HR functions will be executed and determines the number of spaces to be allocated based on the size of the serviced population.

d. Provides Army-wide direction for the civilian HR mission and functions and the supporting organizational structure.

e. Provides staff policy and program development advice and assistance to all elements of the Headquarters, Department of the Army.

f. Serves as the Functional Chief Representative (FCR) for the Civilian Human Resource Career Program (CP-10) responsible for the career management program for all career program personnel to include, developing career patterns, identifying sequential and progressive career development needs, delivering CP-10 training and identifying knowledge/skills/abilities required for specific job categories.

Chief of Staff of the Army (CSA)

The CSA is the senior military officer in charge of the Army staff.  The CSA is appointed by the President for a period of four years and is subject to the authority and direction of the Secretary of the Army. The CSA has the authority to transmit and provide advice on the plans and recommendations of the Army staff to the Secretary; act as the agent of the Secretary in the execution of approved plans and recommendations; exercise supervision over members and organizations of the Army as directed by the Secretary; and perform the duties prescribed as a member of the Joint Chiefs of Staff.

For additional information, go to http://www.army.mil/institution/leaders 
Army Organization
     The Army is generally organized into combat arms, combat support and combat service support units. In addition, there is a supporting structure that performs a wide range of Army activities. 

     This supporting structure, manned by both military and civilian personnel, provides the following functional services for the Army:

· Command and control

· Training and military education

· Medical, transportation, supply and maintenance

· Recruiting

· Research and development

· Engineering and base support

Combat Organizations
Some examples of the combat organizations of the Army include: 
· Corps headquarters
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· Separate brigades/regiments

· Air defense and aviation brigades

· Special forces and ranger groups

· Combat engineers 
· Divisions

· Artillery

· Infantry

· Armor

· Cavalry

Combat Support & Combat Service Support

A variety of units provide engineer, chemical, civil affairs, intelligence, communication, medical, transportation, supply, maintenance and other types of support essential to the conduct of combat operations.

U. S. Army Components


There are three components of the U.S. Army: the active Army, the Army Reserve, and the Army National Guard. Civilian employees provide support in each component.
Active Army


The active Army component provides the forces to support forward presence and provides initial forces for rapid deployments worldwide. The graphic below provides an example of the different elements with its size and associated symbols. 

CURRENT GENERAL STRUCTURING OF ARMY FORCES

	ELEMENT 


	SYMBOL & SIZE


	Squad/Section - is the smallest unit and led by a noncommissioned officer. 


	•/••

8-12 Soldiers

	Platoon - made up of 3 or 4 squads/sections and led by a lieutenant.


	•••

16-44 Soldiers

	Company/Battery/Troop - made up of 2 or more platoons and commanded by a captain.

 
	(

62-190 Soldiers

	Battalion/Squadron - made up of 5 companies and commanded by a lieutenant colonel.


	( (

300-1,000 Soldiers


	Brigade/Regiment/Group - commanded by a colonel and includes 3 battalions/squadrons.


	X/ ( ( (
3,000-5,000 Soldiers

	Division - commanded by a major general and includes 3 brigades.


	XX

10,000-15,000    

                          Soldiers

	Corps - commanded by a lieutenant general. 

2 or more divisions constitute a Corps.


	XXX

20,000-45,000     

                          Soldiers

	Army - Two or more corps form an Army.

	XXXX 
          50,000+ Soldiers

	NOTE: Modularity will transform the structure of Army Forces over the next several years.  Modularity is discussed in Chapter 8.


Reserve Components 


The Reserve Components (RC) include the Army National Guard and the Army Reserve.  Ready Reserve, Standby Reserve and Retired Reserve are the Reserve Components.    Each of the reserve components is ready and prepared to be called to active duty if necessary.

Ready Reserve:   The Ready Reserve is comprised of Army National Guard and Army Reserve units, Individual Mobilization Augmentees, Active Guard/Reservist, Individual Ready Reservist, and Inactive Army National Guard.  Army National Guard and Army Reserve units are required to participate in 48 Unit Training Assemblies (UTAs) and two weeks of active duty training per year.  Individual Mobilization Augmentees are assigned to wartime positions in units or headquarters.  Individual Ready Reservists are prior military officers and enlisted Soldiers completing their eight-year military service obligation.

Standby Reserve:  The Standby Reserve consists of individuals who have completed their active duty and reserve training requirements, or who are unable to maintain membership in units.
Retired Reserve:  The Retired Reserve is composed of individuals who have completed 20 years of qualifying service for retirement.

Army Command Structure


In 2006, the Secretary of the Army and Chief of Staff, Army directed the realignment of the Army headquarters, Major Army Commands (MACOM), Field Operating Agencies (FOA) and Staff Support Agencies (SSA) to transform the Army into a more agile and adaptable service.  The decision created three categories of headquarters:  Army Command (ACOM), Army Service Component Command (ASCC), and Direct Report Unit (DRU).  

Three Army Command (ACOM):

· U.S. Army Forces Command (FORSCOM)

· U.S. Army Training and Doctrine Command (TRADOC)

· U.S. Army Materiel Command (AMC)
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Nine Army Service Component Commands (ASCC):
· U.S. Army Central (USARCENT)

· U.S. Army North (USARNORTH)

· U.S. Army South (USARSO)

· U.S. Army Europe (USAREUR)

· U.S. Army Pacific (USARPAC)

· Eighth Army (EUSA)

· U.S. Army Special Operations Command (USASOC)

· Military Surface Deployment and Distribution Command (SDDC)

· U.S. Army Space and Missile Defense Command/Army  Strategic Command (USASMDC/ARSTRAT)
Eleven Direct Reporting Units:
· U.S. Army Network Enterprise Technology Command/9th Signal Command (Army) (NETCOM/9th SC(A)
· U.S. Army Medical Command (MEDCOM)

· U.S. Army Intelligence and Security Command (INSCOM)

· U.S. Army Criminal Investigation Command (USACIDC)

· U.S. Army Corps of Engineers (USACE)

· U.S. Army Military District of Washington (MDW)

· U.S. Army Test and Evaluation Command (ATEC)

· United States Military Academy (USMA)

· U.S. Army Reserve Command (USARC)

· U.S. Army Acquisition Support Center (USAASC)
· U.S. Army Installation Management Command (IMCOM)


The decision accomplishes three objectives: recognizes the global role and multi-disciplined functions of the three Army Commands; establishes the Theater Army as an Army Service Component Command reporting directly to the Department while serving as the Army’s single point of contact for a unified combatant or functional component commands, and acknowledges Direct Reporting Units as the functional proponent at the Department of the Army levels.  


Depicted below is a world map from the Unified Command Plan, showing the geographic responsibilities of the combatant commanders. To view an interactive version of this map click on: http://www.army.mil/institution/organization 
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CHAPTER 8
ARMY TRANSFORMATION 


Security of our homeland, the Global War on Terrorism and sustained engagement around the world define today’s complex and uncertain operating environment.  We must prepare now to meet the challenges of tomorrow.  Rather than focusing on a single, well-defined threat or geographic region, we must develop a range of complementary and interdependent capabilities that will enable future Joint Force commanders to dominate any adversarial situation.  A capabilities-based approach to concept and force development is the major focus of defense and personnel transformation.


The Army’s transformation strategy has three components:  the transformation of Army culture; the transformation of processes – priorities adjudication; and the development of inherently joint transformational capabilities.


The first component is the transformation of Army culture through leadership and adaptive institutions.  The complexity and uncertainty envisioned in the future operational environment require that Army personnel and institutions possess superiority in adaptation, innovation, and learning.  Leaders shape behavioral change, and this is the first step to cultural change.  A cultural shift or change will then carry over into other areas.


The second component is the transformation of processes – priorities adjudication using the current to future force construct.   The current force is the operational Army of today, trained and equipped to conduct operations as part of today’s joint force.  The future force is the operational force the Army continually seeks to become. 


The third component is the building of transformational capabilities to develop the joint forces.  Joint forces must be integrated, expeditionary, networked, decentralized, adaptable, decision superior, and lethal.  As the Army develops enhanced operational capabilities over time and integrates those capabilities in the current and future forces, it creates synergies that support the joint operating concepts.     

MODULARITY


Operating within an uncertain, unpredictable environment, the Army must be prepared to sustain operations during a period of persistent conflict.  To improve our ability to provide forces and capabilities to combatant commanders, the Army is undertaking its most ambitious restructuring project since World War II: Modularity.


Modularity is a major restructuring of the entire Army, involving the creation of brigade combat teams that will have a common design and will increase the pool of available units for deployment. The Army is undertaking this initiative at the same time it is supporting the Global War on Terrorism, and developing transformational capabilities such as the Army Future Combat Systems.


Modularity will increase combat power generated by the Active Component by 30 percent, and the Army’s overall pool of available combat forces (including the Reserve 
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Component) will increase by nearly 60 percent.  Modularity will enable the Army to better meet the near-term demand for forces and improve its capabilities to conduct full-spectrum operations in any particular situation, without the tremendous overhead and support requirements previously provided by higher commands.  


Modularity will require many changes, such as new equipment and facilities, a different mix of skills among Army personnel, and significant changes to training and doctrine. By the end of fiscal year 2006, the Army plans to reorganize its 10 active divisions, expanding from 33 brigades to 43 modular brigade combat teams  (self-sufficient, stand-alone tactical forces consisting of 3,500 to 4,500 Soldiers), and perhaps as many as 48, as the total number will be decided by the Army in later years.  


As part of this major restructuring initiative, 60,000 Soldiers will transfer from overseas locations to the United States by the end of the current decade, with the majority of those Soldiers coming from Europe.


Modularity is already underway, and for most units, the conversion begins when they return from supporting the Global War on Terrorism.


Detailed information on Army transformation and modularity can be found in the 2007 Army Posture Statement located at http://www.army.mil/aps/07  and in addendum A of the Posture statement located at http://www.army.mil/aps/07/addendum/a.html  The Executive Summary of the Posture Statement contains a useful snapshot of the Army direction that also includes these topics http://www.army.mil/aps/07/execSummary.html 
NATIONAL SECURITY PERSONNEL SYSTEM (NSPS)


The National Defense Authorization Act, Public Law 108-136, authorized the Department of Defense (DoD) to create a new personnel system for its civilian employees, the National Security Personnel System (NSPS).  NSPS is designed to value talent, reward contribution and promote excellence.  The system offers a contemporary pay-banding construct, where salaries are adjusted and based not only on performance but also on factors such as labor market conditions and changes in duties.  NSPS will move the Department into the 21st century and position DoD as an employer of choice, increasing the ability to retain and recruit highly skilled personnel.


NSPS will give us a performance management system that values performance and contribution; encourages communication; supports broader skill development and promotes excellence.  The Hiring process will be streamlined and more responsive.   Assigning work will offer flexibility.  It will provide tools to shape a more effective and efficient workforce.   Employee benefits, rights and protections will be preserved as well as their rights to join a union and bargain collectively.
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What are the changes?
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	Current System
No Change from TITLE V


	NSPS Concept
Changes



	· Merit System principles

· Prohibited Personnel Practices

· Veterans’ Preference
· Benefits 

· Title VII (EEO)

· Training

· Leave 

· Travel


	· Labor Relations

· Appeals Process

· Human Resources                
· Classification

· Pay/Compensation  
· Performance Management


· Hiring 

· Reductions-in-Force              
· Adverse Actions

	



NSPS does not change basic merit system principles that form the foundation for the federal civil service; rules against prohibited personnel practices; Veterans Preference, Benefits (retirement, health, life, etc.); protections for whistleblowers; Anti-discrimination laws; fundamental due process; allowances and travel/subsistence expenses; training; leave and work schedules; other personnel systems in law.
“As we have seen throughout our history, and as has been dramatically underscored by DESERT SHIELD, our civilians fulfill a vital role in our trained and ready Army.”  
General Carl Vuono, Chief of Staff, Army, November 2, 1990 

CHAPTER 9
CIVILIAN TRAINING, CAREER AND LEADER DEVELOPMENT


Civilian employees have technical skills that are critical and are often in short supply in the uniformed service.  They also provide stability and continuity as military personnel relocate much more frequently than do civilian employees.  But the most important role they play is in freeing military personnel to carry out the military functions that only they can perform.   To successfully perform these responsibilities, Army civilians must be thoroughly trained, educated and prepared for the jobs they perform.  This training must continue throughout employment to ensure the newest techniques, tools, and equipment is mastered.


The Army training vision is to support total force readiness and mission accomplishment by providing and empowering commanders and managers with the resources necessary to accomplish the training, education and development of a technically competent, high-performing civilian workforce.  

Training, Education and Development


Training, education and development programs are important tools in achieving the Army’s mission and performance objectives by improving individual and organizational performance.  There are courses offered as computer-based training, on-site training, resident, non-resident and correspondence courses.  

 Training

Training is a team effort and most often involves obtaining a specific set of skills.  The entire Army, including institutional training bases, units, combat training centers, and each individual Soldier or Civilian has a role that contributes to total force readiness.  Army Civilians and Soldiers alike are responsible for training themselves through education and personal self-development.  

Education
Information on education resources, which most often is available from a college, university or technical school, can be found by reviewing CPOL On-Line or through personal research to educational websites.   Your supervisor may also have recommendations on specific educational programs.
Development
Development is a process of enhancing an employee's skills and experience in a way that increases the value of that employee.  Employee development is achieved through a variety of methods, such as formal training and education, work assignments (short and long term), cross training and various forms of self-development.

Self-development
Self-development is a continual process – taking place during institutional based training, continuing education, and during operational or rotational assignments – that 
CIVILIAN TRAINING, CAREER AND LEADER DEVELOPMENT, continued
should stretch and broaden the individual beyond the job or training.  It’s a lifelong endeavor that ensures continued readiness to meet the future needs of the force.  It starts with an honest self-assessment of individual strengths, weaknesses, potential, and developmental needs, and the focus may broaden as individuals learn their strengths and weaknesses, determine needs, and become more independent.  Self-development actions may include self study, reading programs, advanced civil schooling, or community leadership positions that support development goals.


Self-development efforts are initiated and generally funded by the employee and are normally completed during non-duty hours.  In some cases, however, accommodations may be made if an employee wishes to attend an education, training or development activity on duty time, especially if it has the potential of increasing the employee’s contributions to the mission.  For example, the employee’s hours of duty, work schedule or lunch period may be changed temporarily to allow for self-development activities.  


More than ever before, the Army of the 21st Century will rely on top quality civilians in professional, technical and leadership positions to provide a continuity of operations and expertise essential to national defense.  Army Civilian Training and Education System (ACTEDS) currently support the acquisition and training of a technically proficient professional workforce.  The Army’s leader development program provides for the progressive and sequential development of competent, confident leaders who are critical to a high performing workforce.  Visit the following Web site to review career program information, if applicable: http://cpol.army.mil/library/train/acteds/

An employee’s supervisor should be an active participant in identifying job-related training needs and leader development opportunities, and can assist with information on training sources and enrollment requirements.

Individual Development Plan (IDP)

An Individual Development Plan (IDP) is a document used to track one's progress toward career growth and development.  It is a personal tool for recording developmental goals, plans for taking advantage of developmental opportunities, and the outcome of investing in these activities.  It is a document on which you can record, as well as update your progress in taking personal initiative in your career growth.


Completing the IDP is a joint effort between you and your supervisor with the primary responsibility on the employee.  The IDP also serves as a framework for career guidance discussions with your supervisor.  These discussions should be focused on enhancing job skills in your current position and obtaining skills and abilities to broaden individual capabilities.  They should address such issues as specific skills and knowledge required, training needs, and on-the-job work assignments in your field.  The IDP also serves as a guide or roadmap to assist you in better preparing for future demands and opportunities, but does not guarantee a new position, a promotion, more responsibility, or training.  The entire Army Civilian Corps should have an IDP.  


Over time, your career will grow at various rates and be influenced by a variety of factors.  Although the completion of an IDP in no way guarantees an individual of a new 
CIVILIAN TRAINING, CAREER AND LEADER DEVELOPMENT, continued

position, more responsibility, a promotion, or training, active development planning will increase the probability of achieving your goals.


Creating an IDP serves as a commitment to work towards specific goals and is  a mechanism to communicate goals.  It is a means to monitor progress in achieving them.  Your goals will be more focused when your training and development opportunities are more aligned, and your partnership with your supervisor is enhanced.


From the Army point of view, we must invest in the development of our civilians to meet the demands of the future.  By serving as a framework for dialogue regarding developmental issues, supervisors and managers will be better able to plan and match work assignments with individual goals, to identify and plan for training needs, to collaborate with employees toward increasing their capability to serve the Army, and to tap into employees' motivations.  Thus, Individual Development Planning increases the effectiveness of the Army’s training and development efforts and the capacity to meet its goals and challenges.

In order for you to reap full benefit from your planned activities, you must apply the knowledge and skills you develop.  Then feedback from your supervisor, your customers, and your peers will be key to gaining a clear indication of your increased capability to reach your goals.

Army civilians are responsible for their career and for identifying their development goals and opportunities.  

Supervisors are responsible for assisting employees through career guidance discussions as part of their annual, mid-year performance planning, and for identifying opportunities consistent with the individual and Army’s objectives.  Supervisors will retain a copy of each employee's IDP to use for planning.

For additional information, go to:  http://cpol.army.mil/library/permiss/75c.html
Civilian Education System 


Transformation of the Army begins with educating the Army’s leaders.  Army civilians will assume a greater number of leadership roles and responsibilities to support Army operations at war.  The Civilian Education System (CES) is a new progressive and sequential leader development program that provides enhanced leader development and educational opportunities for Army civilians throughout their careers comparable to that provided to officers, warrant officers, and noncommissioned officers. CES includes four courses delivered via distributed learning and resident instruction—Foundation (FC), Basic (BC), Intermediate (IC), and Advanced (AC). In addition, three civilian leader development on-line courses - Action Officer Development Course (AODC), Supervisor Development Course (SDC) and Manager Development Course (MDC) have been revised and updated for civilian use as mandatory or self-development courses. 


This training is based on the leadership competencies identified by the Office of Personnel Management and in FM 6-22, Army Leadership. The Command and General Staff College and the Army Management Staff College directed the development and piloting of these courses during FY07. The CES Civilian Human Resources Training 
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Application System (CHRTAS) was fielded in June 2007 to support employee leadership development through CES.  CHRTAS will manage the training and education application process for potential students and provide notification of application status to applicants and supervisors.  The Army will continue to address policy issues as the new CES evolves and will publish periodic updates.  The latest policy will be published in the next revision of Army Regulation 350-1, Army Training and Leader Development.  A fully implemented CES will help the Secretary of the Army’s vision to develop leaders who are multi-skilled and possess the attributes of the 21st Century Army Pentathlete.

a) Foundation Course (FC):  Much of the history and organization of the Army in this handbook is explained in greater detail in the Foundation Course.  It is highly recommended that all new Army Civilian Corps members take the FC course to gain basic understanding of our role as partner with our uniformed counterparts.  This course is offered in the Distributed Learning (DL) format only. Distributed Learning refers to on-line training rather than a residential training program.
b) Basic Course (BC):  The Basic Course is designed to provide civilian team leaders, supervisors, and managers with the tools necessary to effectively mentor and coach their teams.  It offers fundamentals in fostering interpersonal skills and self-awareness.  The BC includes a DL phase and a two week resident phase.
c) Intermediate Course (IC):  The Intermediate Course is designed for civilians in supervisory or managerial positions.  This target population is by necessity more adaptive, innovative, self-aware, and prepared to effectively lead and care for personnel and manage assigned resources.  Training and developmental exercises focus on “mission” planning, team building, establishing command climate, and stewardship of resources.  It is composed of a DL phase and three week resident phase.
d) Advanced Course (AC):  The Advanced Course is designed for civilian leaders who exercise predominately indirect supervision and who are adaptive, innovative, self-aware, and capable of effectively leading a complex organization, guiding programs, and managing associated resources.  The training focus is on strategic thinking and assessment, change management, developing a cohesive organization, managing a diverse workplace, and management of resources.  AC consists of a DL phase and four week resident phase.
Civilian Human Resources Training Application System (CHRTAS) – CES Application


Army Civilian Corps employees apply for Civilian Education Courses (CES) through the Civilian Human Resources Training Application System (CHRTAS).  Historically, registration for civilian leader development legacy courses was decentralized.  CHRTAS leverages technology as the web-based portal for Army civilian employees to apply for CES courses, along with existing National Security Personnel System (NSPS) training through a single source.




The enhanced CHRTAS approach to registering for civilian leader development training streamlines and automates the current process in keeping with the Army’s Lean 
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Six Sigma initiative.  The CHRTAS link interfaces with the Army Training Requirements and Resources System (ATRRS) to systematically transfer the employee’s training record to their profile in the Defense Civilian Personnel Data System (DCPDS).


To apply on-line for CES training go to the Civilian Human Resources Training application System (CHRTAS) https://www.atrrs.army.mil/channels/chrtas/ 



Information on CES and available courses can be found on the Army Management Staff College (AMSC) website at http://www.amsc.belvoir.army.mil/ces
For additional training and leader development information, visit:  http://cpol.army.mil/library/train/catalog/ch02gen.html 
Army Leaders for the 21st Century (AL21)

Army Leaders for the 21st Century is an initiative to improve the Army leader development process.  It responds to the Secretary of the Army (SA) and Chief of Staff of the Army (CSA) directive to review education, training and assignments for leaders (RETAL) and determine how to best develop leaders  to serve in operational and institutional  capacities, as “pentathletes” needed to operate and win in the contemporary operating environment.  Approved in June 2006, AL21 supersedes the Army Training and Leader Development program, implemented in November 2003.

Due to the dynamic changes in the 21st century national security environment, precipitated by the terrorist attacks of September 11, 2001, the SA and the CSA determined the need for multi-skilled leaders, who are more relevant to the contemporary operating environment.  In October 2006, the Army G-3/5/7 published the AL21 Implementation Guidance to achieve the RETAL Task Force recommendations listed below.  Currently tasks associated with those recommendations are being implemented and progress tracked.  AL21 was integrated into the Army Campaign Plan (Change 5)
RETAL Task Force Recommendations

Civilians – CREATE

· Establish a civilian identity – Create a Civilian Corps Enterprise System (CCES)

· Establish a Civilian Corps Development System (CCDS) and a Civilian Corps Management System

· Invest in Civilian Leader Development

NCOs – Exploit (Leverage)

· Conduct a study to determine how the Army can maximize the utilization of the NCO while retaining the NCO Pentathlete
· Develop a comprehensive learning strategy with a life-long learning approach

· Integrate and synchronize distributed learning under a virtual “Warrior University”

Officers – ADJUST

· Expand competency to full spectrum - equally adept at non-kinetic competencies

· Broaden to a full spectrum culture
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· Address gaps:  mental agility, cultural awareness, governance, enterprise management and strategic leadership

Pentathletes  

The Secretary of the Army and the Chief of Staff of the Army envision 21st Century “Pentathlete” leaders (military and civilian) who will master their military or civilian core career field tasks; develop skills in the broader, more complex, politico-military arena; and be prepared to operate within the increasing complexity of the 21st Century security environment.

The “Pentathlete” leader will be well versed in a range of specialty areas and not just one discipline.  Army leaders, both military and civilian, must be equally proficient in the skills they will need to be successful amidst the complexities inherent to current and future challenges.  The Army Pentathlete leader construct for civilians is portrayed in the following graphic display.

[image: image35].
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Defense Leadership and Management Program (DLAMP)

The Department of Defense’s (DoD) DLAMP focus is to strengthen Executive Core Qualifications (ECQ) which is essential for the development of Defense Senior Executive Service (SES) candidates.


DLAMP is the premier executive development program for senior Defense civilians and a key component of the Department of Defense’s (DoD) succession planning strategy.  DLAMP provides the means to mature a cadre of highly capable senior civilian leaders with a joint perspective on managing the Department’s workforce and programs.


DLAMP participants are placed on varied tracks for leadership development that may include applying and securing a graduate degree or graduate roundout courses, attending Professional Military Education schools (PME), OPM’s leadership I and II resident courses and national security foundation courses.   The program requirements are projected for duration that span over  a minimum of  5 years.  DLAMP is centrally funded through DoD.
For additional information, go to: http://www.cpms.osd.mil/jldd/dlamp_index.aspx  or http://cpol.army.mil/library/train/catalog/ch04dlamp.html 

Senior Service College (SSC)



SSC is at the apex of the civilian education system and prepares civilians for positions of greatest responsibility in the Department of Defense.  SSC provides advanced level educational opportunities for those who have completed CES training through the Advanced Course or equivalent training.  Leaders who attend must have an understanding of complex policy and operational challenges and increased knowledge of the national security mission.  Attendance is a competitive process and a HQDA Secretariat Board makes selections.  Like the Officer Corps, civilians graduating from SSC are centrally placed in a position of greater responsibility in another assignment or organization where they can apply acquired knowledge from the advanced education they received.

Mentorship
The President of the United States, George W. Bush recently called upon the people of the United States to recognize the importance of mentoring and to seek mentoring opportunities.  In a proclamation, he stated, “The teachers, coaches, religious leaders, relatives, and other caring adults who mentor contribute to a culture of good citizenship. Their efforts strengthen our country and demonstrate the great influence of one person's kindness and its ability to touch a life.

CIVILIAN TRAINING, CAREER AND LEADER DEVELOPMENT, continued
Army’s Mentorship definition is the voluntary, developmental relationship that exists between a person of greater experience and a person of lesser experience that is characterized by mutual trust and respect.
 

Mentoring is not a new practice.  It has been used for years as a building block for the professional development of our Army family.  Mentoring is an important part of leadership, and developing a mentee can be rewarding and ensures the continuation of a strong line of leaders.  In a mentor/mentee relationship, a mentor and a mentee have many opportunities to expand on their technical, interpersonal, and leadership skills 
through the mentorship relationship.  Mentoring builds confidence and encourages us all to grow beyond our normal expectations.  

Mentorship can be a force multiplier for the Army.  Mentoring increases how one understands and accepts Army goals, Army values and Warrior Ethos.  Mentors helps mentees feel that they are part of the Army and mentors serve as role models to foster a better understanding of what is required to succeed and advance.  Mentors can also help mentees identify and prepare for positions which suit their skills and interests which in turn benefits the Army by enabling it to fill positions with the most capable, motivated, and mentored personnel.  


Since its inception, the Army has emphasized the importance of passing on professional knowledge to those we are privileged to lead.  A mentoring connection is a professional career development association whose success is solely the responsibility of the mentor and mentee.


The Army’s mentorship resource center, www.armyg1.army.mil/hr/mrc.asp, is a great resource available to help facilitate mentorship.  Visit the Web site for a wealth of information and link to the AKO mentorship community and knowledge collaboration center.


All Army Civilian Corps should be familiar with the Army Mentorship Handbook prior to establishing a mentoring relationship.  The handbook will address Q&A, stages of mentoring, meeting criteria, listening techniques, coaching styles and many more valuable tips, directions and guidance for building strong mentoring relationships.  Our Army Mentorship Handbook can be downloaded from the Mentorship Resource Center.   Another great reference and guidance tool is the DA Pamphlet 690- 46 Mentoring for Civilian Members of the Force.  The DA Pam 690-46 can be downloaded from the Army Publishing Directorate at http://www.apd.army.mil
Career Programs (CP)

The Army has established 23 civilian career programs, comprised of occupational series and functional fields grouped together on the basis of population, occupational structure, grade range, and commonality of job and qualification characteristics.  Career programs were established to ensure there is an adequate base of qualified and trained professional, technical, and administrative personnel to meet Army's current and future needs.  The system does this through effective career program leadership, identified progression levels, recruitment and career development as fully described in Army regulation AR 690-950.  Additional information is located at http://cpol.army.mil/library/permiss/6328.html  

CHAPTER 10
ARMY CIVILIAN BENEFITS AND ENTITLEMENTS


As a government employee you are eligible for many benefits and entitlements.   Whether entering Federal service for the first time or progressing through your career with the Army, understanding your benefit options will help you identify what you can expect from the Army.  This chapter is an overview of those benefits and entitlements to the Army Civilian Corps.

Army Benefits Center Civilian (ABC-C)


The ABC-C functions as a division within the Southwest Civilian Personnel Operations Center located at Fort Riley, Kansas.  It is composed of professional benefits counselors responsible for providing a full range of benefit services to Army Federal civilian employees, worldwide.  The ABC-C also provides Thrift Savings Plan (TSP) support to Army’s Uniformed Service Members.  


The ABC-C administers the Federal Employees’ Group Life Insurance (FEGLI), Federal Employees’ Health Benefits Program (FEHBP) and TSP programs using a centralized automated system.  The ABC-C also provides Army civilian employees and family members with retirement counseling, annuity estimates, and survivorship benefit counseling.   In addition, they provide TSP support for the total Army Force (Guard, Reserve, and Active components) that includes counseling on contributions, allocations and lost earnings claim adjudication.


ABC-C  benefit services are accessible 24 hours a day, 7 days a week through the Employee Benefits Information System (EBIS), a web based application and the Interactive Voice Response System (IVERS), an automated self-service program accessed from a touch-tone telephone system.  Dedicated and trained counselors are available to assist employees, telephonically or electronically, Monday through Friday, 6 a.m. to 6 p.m., central time.  Visit the ABC-C at:  https://www.abc.army.mil or call 1-877-276-9287.

Federal Employees’ Group Life Insurance (FEGLI)
 
FEGLI provides group term life insurance.  Eligible employees are automatically covered by basic life insurance upon their appointment or on the date of eligibility. The Payroll Office automatically deducts premiums from the employee’s pay unless coverage was waived.  For current information refer to the  FEGLI Booklet – Current Employees (RI 76-21) available at www.opm.gov/insure/life
Federal Employees’ Health Benefits Program (FEHBP)
 
Eligible employees must make an election to the FEHBP within 60 days from the date they become eligible.  Many health plans participate in the FEHB program and this coverage protects against the cost of illness and accidents.  A physical examination is not required for FEHB enrollment.  The Department of Army makes a substantial contribution for the cost of the insurance, while the employee pays the rest through payroll withholding.  For more information see http://www.opm.gov/insure/health/index.asp 
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Thrift Savings Plan (TSP)
 
The TSP offers the same type of savings and tax benefits that many private corporations offer their employees under 401 (k) plans.  Contributions are made voluntarily by payroll deduction and the money that is contributed, along with interest, is tax-deferred.  Visit the TSP Web site at www.tsp.gov.

On-line Information


The ABC-C automated systems allow you to obtain benefits information or to conduct personal business on specific benefits and entitlements.  However, there are many additional topics mentioned in this chapter that are not handled by the ABC-C.  Find this information on-line at one of the following sources:  The Army Civilian Personnel On-Line/Personnel Management and Information Support System (PERMISS) web page, http://www.cpol.army.mil/permiss for Army regulations go to the U.S. Army Publishing Directorate, www.apd.army.mil; for personnel benefits refer to the U.S. Office of Personnel Management, www.opm.gov.

Federal Employees Dental and Vision Insurance Program (FEDVIP)

Employees may elect to enroll in plans offering dental and vision coverage under the FEDVIP.  As with any insurance plan, premiums will vary based on carrier, benefits and geographical location.  For additional information go to http://www.opm.gov/insure/index.asp. 

Flexible Spending Accounts (FSAs)
 
Employees may open a FSA for out-of-pocket medical and/or dependent care expenses.  FSA allows the employee to set aside funds, deducted on a pre-taxed basis from pay, for the purpose of paying for, or obtaining reimbursement for certain expenses that are not otherwise covered by insurance (e.g. co-pays, over-the-counter drugs, etc.).  To learn more go to http://www.opm.gov/insure/pretax/fsa/index.asp
Leave

Leave entitlements are an important part of the total compensation package.  Leave allows employees to take time off work for illness, vacation or personal matters with or without pay.  The two most common categories of leave are annual and sick leave.  Full-time employees earn annual leave at a rate of 13, 20, or 26 days per leave year, depending on their length of service.  Part-time employees earn annual leave at a rate of one hour per 20, 13, or 10 hours of work in pay status, depending on their length of service.  This leave may be scheduled by employees and approved by their supervisor for use at any time during the year.  Annual leave accumulates and may be carried from year-to-year up to a maximum of 30 days for most full-time employees. Leave without pay may be used instead of paid leave for various purposes with supervisory approval.  

     Sick leave is earned by full-time employees at rate of 13 days per year and accumulates without limitation. Sick leave may be used when the employee cannot work 
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due to illness, injury, pregnancy, or childbirth or one of his or her family members has a medical, dental or optical examination. Additional authorized circumstances qualify for sick leave usage under current policy. Sick leave becomes available as soon as it is earned.   Sick leave may be advanced in certain circumstances, however, substantial amounts of accrued sick leave is a valuable safety net for employees who may encounter long term illnesses or serious disability.  


There are several other categories of leave or administrative excusal which document an employee’s participation in such events as jury duty, military duty, attending training, and under certain circumstances, voting. In addition, employees may use leave or leave without pay (LWOP) to engage in a host of family related events.  The OPM Form 71 Request for Leave or Approved Absence is available electronically from your FormFlow application located on your desktop.  For additional  information on the administration of leave go to http://cpol.army.mil/library/permiss/5010.html.
Leave and Earnings Statement (LES)

The LES is one of your most important employment documents.  All withholdings and allotments from your wages, open season information and other time-sensitive information are reflected on your LES.  Employees may make certain updates to their payroll account through the Defense Finance and Accounting Service’s (DFAS) MyPay system.  The system permits updates for items such as: address changes, tax withholding, bonds, allotments, etc. Paydays are usually every other Thursday.  There is a time lag of 12 days between the end of a pay period and the issuance of payment.  The DoD pay period covers a two-week period, extending from Sunday through Saturday.  Paychecks are electronically deposited in a financial institution designated by you.

Visit the MyPay Web site at https://mypay.dfas.mil/mypay.aspx. 

Living and Working Overseas

Positions located in overseas areas are commonly referred to as Outside the Continental United States or “OCONUS” positions and may be entitled to additional benefits.  Employees hired in the states of Alaska and Hawaii and the territories of Guam, Puerto Rico and the Virgin Islands are entitled to receive non-foreign area costs of living allowances.  Positions in foreign OCONUS locations may be entitled to additional benefits such as Post Allowance, Living Quarter Allowances, Temporary Subsistence Allowance, Separate Maintenance Allowances and Danger Pay.  


Each Installation is serviced by a Civilian Personnel Advisory Center (CPAC), and the CPACs are the best source of information on employment-related issues such as benefits and entitlements, tour lengths, and return placement options.  Questions should be directed to the servicing CPAC.  For additional information concerning overseas allowances, refer to the Web site at http://cpol.army.mil/library/permiss/2801g.html 
Long Term Care (LTC) Insurance

LTC insurance provides coverage for assisted-living or “custodial care” situations such as for a nursing home, adult care or hospice.  This type of care can be costly and normally not covered by health insurance or Medicare.  Unlike FEHB, LTC is available to 
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eligible extended family including adult children, parents, and parents-in-law, whether or not the employee is enrolled.  For more information, visit http://www.ltc.com/ and https://www.opm.gov/insure/ltc/index.asp
My Biz and My Workplace    


The Department of Defense and all of the service components have launched two new Self-Service modules, which provide an exciting new capability that brings information from your official personnel records to your desktop.  My Biz and My Workplace are two modules that revolutionize the way employees and managers view personnel information about themselves and their staff members.  These modules are secure, real-time and on-line – keeping you informed about your personnel information and giving you the option to update limited personnel data.  If you are an Army appropriated fund civilian employee, an email was sent to your AKO email address during the first half of 2006 when My Biz was deployed.  The email contained a link to the web site with My Biz login and usage guidance.  If you didn’t receive this important email message or have lost track of it, it’s not too late! To access go to http://www.cpol.army.mil Click on the Employee tab then Employee Data.  Follow the guidance here if you need to create a password to access the system.
My Biz

Through My Biz you can view information about your current appointment, position, salary, benefits, awards and bonuses, and performance. You can also use My Biz to update your telephone number and email address, disability codes, Ethnicity and Race Identification, and foreign language proficiency. My Biz brings your information to you!
My Workplace

My Workplace brings key information to managers and supervisors about their employees together in one place, streamlining the human resources decision-making process and helping to balance managerial tasks with day-to-day demands more easily.  With quick and easy access to employees’ personnel information, managers remain informed about employees’ personnel actions and make budget decisions, staffing plans, and work distributions more efficiently. 

Retirement Benefits
 
Unless law or regulations specifically exclude them, all Federal employees in the Department of the Army are covered by one of three following retirement system plans: the Civil Service Retirement System (CSRS); the CSRS-Offset; or the Federal Employees Retirement System (FERS). Excluded employees not in a retirement system are covered by the Federal Insurance Compensation Act (FICA) under the Social Security program.  

The Federal Employees Retirement Coverage Correction Act was created to "make whole" federal employees erroneously placed in the wrong retirement system. Most of these erroneous actions involved employees who were initially hired in the mid-1980s.  If you believe that you are in the wrong retirement system, contact the ABC-C and discuss your concerns with a benefits counselor.
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Civil Service Retirement System (CSRS)

The CSRS is closed  to employees hired after January 1, 1984, however, about half of the Department of Army civilian workforce are still under this system. This includes employees who were first hired in a covered position or were “vested” before January 1, 1984.  CSRS is a traditional, defined, benefit retirement plan.  
Civil Service Retirement System (CSRS) Offset
 
Employees under CSRS, (unless covered under CSRS Offset), are exempt from paying Social Security FICA taxes.  Because employees covered under CSRS do not pay into Social Security from earnings from which CSRS deductions are made, two Social Security penalties may apply if you become eligible for a Social Security benefit. Generally, employees who had a break in full CSRS covered service of more than 1 year and had at least 5 years of creditable civilian service by the end of 1986 are covered by CSRS Offset. 

Federal Employees Retirement System (FERS)

The Federal Employees Retirement System (FERS) covers all new Federal civilian employees first hired after 1983.  It is a three-tiered retirement plan consisting of Social Security benefits, the FERS basic benefit - a defined benefit retirement plan, and the Thrift Savings Plan (TSP) a type of 401(k) tax deferred defined contribution savings plan.  These three components work together to give you a strong financial foundation for your retirement years.

Employees may apply for optional retirement benefits upon reaching the age and service requirements for their type of retirement.  Federal retirement includes the option of retaining health and life insurance benefits as a retiree, if the coverage was in effect for at least the five years prior to retirement or if the employee carried the coverage since the first opportunity to elect coverage.


If you are a rehired employee, you have six-months from the date of rehire to elect FERS.  Employees serving on a temporary or intermittent appointment are not eligible to elect FERS. If you have fewer than 30 years of substantial Social Security coverage and become eligible for a Social Security benefit, this provision will reduce your earned Social Security benefits because Social Security will use a modified benefit formula.

For assistance in determining the best retirement plan for you, visit the FERS 

Transfer web site at http://www.opm.gov/fers_election/ or contact a Benefits Counselor at the ABC-C (1-877-276-9287).
Military Service
 
All employees in a retirement system, whether CSRS or FERS, may make a deposit to the civilian retirement system for any active duty military service and receive credit 
towards the civilian retirement for that service.  Each employee has a two-year, interest free period to make the deposit.  After that time the deposit will include with compounded interest.  Specific restrictions apply to those who are retired military.
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See https://www.abc.army.mil/ and select retirement, Post-56 military deposits for detailed information.
Non Appropriated Fund Instrumentality (NAFI)
 
If you were previously employed by a Non-Appropriated Fund Instrumentality (NAFI), were covered under a NAFI retirement system, and had 5 years of such coverage, you may be entitled to make an election to keep your NAFI retirement plan or switch to FERS or CSRS, as appropriate. For assistance in determining your eligibility, visit the DoD, Civilian Personnel Management Service NAF Policy website http://www.cpms.osd.mil/nafppo/index.html and select Civil Service/NAF Benefit Portability.  This website provides a reference guide with the latest information about portability, using NAF service for credit towards an Appropriated Fund retirement system.   Appropriated fund (APF) Army civilian employees should contact the Army Benefits Center – Civilian (ABC-C) for counseling and information regarding this benefit. 

Social Security
 
CSRS Offset and FERS employees are covered by their Federal retirement system and Social Security.  Employees who are not eligible to participate in any Federal retirement system are also covered by Social Security and subject to the Federal Insurance Compensation Act (FICA) taxes. These taxes form the basis for Social Security benefits. The Social Security Administration (SSA) produces several publications that are easy to read (and available in Spanish) and explain different aspects of the program.  These publications are available on the SSA website, www.ssa.gov.

 Specific information on each topic can be found at one of the following sources: Army regulations at the U.S. Army Publishing Directorate home page, http://www.apd.army.mil/ or the U.S. Office of Personnel Management, www.opm.gov
CHAPTER 11
ARMY VALUES, STANDARDS OF CONDUCT, EXTREMISM 


As federal employees we are governed by numerous regulations that outline our standards of conduct and describe the values we must strive to uphold.  Always be mindful that you are a representative of the federal government and conduct yourself accordingly.  

ARMY VALUES

A core of Army values, the acronym “LDRSHIP”, formed by taking the first letter of each of the Army values, is found throughout Army training manuals and literature.  Leadership is exercised by everyone, not simply by those who hold defined supervisory or leadership positions; at the very least, each and every Army civilian should lead by example.   The Army values can also be found at the end of this handbook.

· Loyalty:  Bear true faith and allegiance to the U.S. Constitution, the Army, your unit, and other Soldiers.  Loyalty is the faithful adherence to a person, unit, or Army.   It is the thread that binds our actions together and causes us to support each other, our superiors, our family, and our country.
· Duty:  Fulfill your obligations.  Duty is the legal or moral obligation to accomplish all assigned or implied tasks to the fullest of your ability.  Every Soldier must do what needs to be done without having to be told to do it.
· Respect:  Treat people as they should be treated.  Respect is treating others with consideration and honor. It is the ability to accept and value other individuals.
· Selfless-Service:  Put the welfare of the Nation, the Army, and your subordinates before your own.  Selfless service is placing your duty before your personal desires.  It is the ability to endure hardships and insurmountable odds because of love of fellow Soldiers and our country.
· Honor:  Live up to all the Army values.  Honor is living up to the Army values.  It starts with being honest with one’s self and being truthful and sincere in all of our actions.
· Integrity:  Do what’s right, legally, and morally.   Integrity means to firmly adhere to a code of moral and ethical principles.  Every Soldier must possess high personal moral standards and be honest in word and deed.
· Personal Courage:  Face fear, danger or adversity (physical or moral).  Physical courage is overcoming fears of bodily harm while performing your duty.  Moral courage is overcoming fears of other than bodily harm while doing what is right even if unpopular.

STANDARDS OF CONDUCT 


We have identified a few key points of the DoD Directive 5500.7-R, Joint Ethics Regulation (JER).  Additional guidance and procedures are located at: 
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http://www.DoD.mil/DoDgc/defense_ethics/ethics_regulation/ and http://cpol.army.mil/library/permiss/12.html
Code of Ethics
The public expects us to conduct our mission honestly and with integrity.  To ensure we do not betray or violate this public trust, we must adhere to the principles of the Code of Ethics.  


Integrity is the basis for the trust and confidence that exists among members of the Army.  Army civilian employees hold their positions as public trusts.  The citizens of the United States have confidence that we will do our part to preserve the security and well being of this Nation by placing loyalty to the Constitution, laws, and ethical principles above private gain.  We uphold the Standards of Official Conduct expected of all government employees of the Executive Branch and remain committed to the highest standards of integrity.

Conflict of Interest

We must refrain from any private business, professional activity or from having direct or indirect financial interest which would place us in a position where there is a conflict between our private interests, and the public interests of the United States Government, particularly those related to our duties and responsibilities as Army personnel.  Even though a technical conflict may not exist, we must avoid even the appearance of such a conflict from a public confidence point-of-view.  We may not engage in any private business, professional activity, or financial transaction that involves the direct or indirect use or the appearance of such use, of inside information gained through an Army position.  This includes any teaching, lecturing, or writing that is dependent on information obtained as a result of Government employment, unless that information has been published or is available to the public.

Off Duty Employment


As Army personnel we must not engage in outside employment that  interferes with our ability to perform our government duties; appears to create conflicts of interest involving the Army or the United States Government; may reasonably be expected to bring discredit or criticism against the employees or the Army.


This restriction further disallows canvassing, soliciting and peddling of goods and products by employees during working hours.


Civilian employees must normally obtain official permission before engaging in off-duty employment if the prospective employer transacts or is proposing to transact business with the Department of Defense or its Departments.  Employee or supervisor inquiries regarding the appropriateness of off-duty employment should be directed to the Judge Advocate General or legal staff.
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Gifts
Federal employees may not solicit or accept anything of monetary value, including gifts, gratuities, favors, entertainment or loans from any individual or business who has or is seeking to obtain contractual or other business or financial relations with the Department of Defense; conducts operations or activities that are regulated by the Army or Department of Defense; has interests that may be substantially affected by the performance or nonperformance of an employee’s official duties.


Furthermore, Federal employees are restricted from giving money for a gift to any supervisor or official in our office, nor shall any management official receive any gift offered by employees receiving lesser salaries.  This does not apply to a voluntary gift of nominal amount or a donation of nominal amount made on a special occasion such as marriage, illness, transfer or retirement.

Nepotism

A management official with authority to take a personnel action may not select a relative for a position anywhere in the organization under his/her jurisdiction or control.  Also, management officials, or other public officials having the authority to appoint, employ, promote, or advance persons or to recommend this action, may not advocate or recommend a relative for a position in the Department of Defense.  It is Army’s policy that assignments may not be made which result in a supervisory relationship between relatives, unless the Major Army Commander approves an exception.  When a supervisor marries a subordinate, the appointing authority must establish procedures to ensure appropriate personnel actions.  A supervisory relationship is one involving day-to-day work direction, performance appraisal, and leave approval.  Even when there will be a non-supervisory relationship, assignment of relatives in the same organizational unit will be avoided if an equivalent assignment is available in another unit.  [See the Code of Federal Regulations: Title 5 for the definition of relatives.]

Financial and Legal Obligations

Federal employees are required to meet their financial obligations in a proper and timely manner.  Failure to do so reflects adversely on the Army, and the Government, and is considered improper conduct.  Failure to honor valid debts or legal obligations may result in disciplinary action.  We can be counseled when complaints of indebtedness are received, especially when there are repeated instances or it impacts on the ability to our duties.

Use of Government Property
As Army personnel, we have a duty to protect and conserve federal property, including equipment, supplies and other property entrusted to us.  We cannot directly or indirectly use or allow the use of government property for other than official approved activities (this includes property leased to the government.)  Loss of, damage to, unauthorized use or destruction of Army or Department of Defense property may be subject to disciplinary action.
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Dress and Appearance
Civilian employees are expected to comply with reasonable dress and grooming standards based on comfort, productivity, health, safety, and type of position occupied.  When clothing such as coats and ties create discomfort during the hot weather and in places where cooling is minimized to conserve energy, the requirements should be modified or eliminated.  Employees who wear standard uniforms (firefighters, guards, etc.) may be expected to comply with grooming and appearance standards that are more stringent than those required of other employees in line with job requirements and with like standards for employees in similar occupations employed by other Federal, state, or municipal governments.

Political Activity

As Federal employees we face restrictions on political activity.  Since the penalties are severe for violating the Hatch Act, refer to the political activity information posted in our Internet CPOL http://cpol.army.mil .  Employees with questions about the appropriateness of certain activities may contact the servicing Civilian Personnel Advisory Center (CPAC), local legal office, or OSC directly at 1-800-85-HATCH.

Ethics Training
It is a mandatory requirement for ALL Army personnel to receive annual ethics training.    It is each individual’s responsibility to attend the course and then let the training officer know they have attended.  Contact your servicing CPAC for registration, dates and location.  

EXTREMISM   

     Actions or expressions espousing extremist philosophies or causes, including statements or non-verbal expressions, clothing, or tattoos that suggest or convey extremist views have no place at work.  They diminish work-place cohesion, create an atmosphere of intimidation and hostility, and interfere with productivity, morale, and esprit de corps.

Extremist Organizations:  Extremist organizations and activities advocate racial, gender, or ethnic hatred or intolerance; promote, create or engage in illegal discrimination based on race, color, gender, religion, physical/mental disability, age, and national origin; and/or support the use of force to deprive individuals, by unlawful means, of their rights under the Constitution or the laws of the United States, or any state.

     Extremist Activities are prohibited while on government property and/or during official duty time.  An employee cannot sponsor or publicize an extremist demonstration or rally; knowingly attend a meeting or activity while on duty or otherwise appearing to represent the Army or the government; conduct fund raising activities, recruit or train members of an extremist group, organize or lead such a group and distribute or post literature in support of extremist activities.  By participating in any of these activities, you are in violation of regulations and constitute a breach of law and order, or are likely to result in violence.
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Involvement with or in an extremist organization or activity, such as membership or presence at an event, could threaten an employee’s ability to successfully perform his/her duties.  Moreover, when connected with government employment, participation in extremist organizations and activities by Army employees is inconsistent with the oath of office civilians take upon entering government service.

Participation in extremist organizations and activities by Army employees is also inconsistent with Army values and the responsibilities of employment with the federal government.  

“Always do the right thing.  It will gratify most people, and astonish the rest.”

Mark Twain (Samuel Clemens), Novelist, 1835-1910

CHAPTER 12
EMPLOYEE ASSISTANCE PROGRAM (EAP)


We all have concerns or issues that impact our daily lives.  Many we manage to resolve on our own.  Others weigh heavily on our minds and are with us round-the-clock.  Personal problems can adversely affect our relationships, home life and job performance.


The overall well being of the Army Civilian Corps is very important.   DA also realizes the importance of handling problems before they become insurmountable.  Intervening before an employee is unable to physically or emotionally handle their job or cope with day-to-day living is a priority. 

When you are experiencing ongoing or overwhelming problems related to stress, family, emotional, alcohol or drug use, financial or other concerns, EAP can help.  Talking things over with a professional counselor can often give you the direction you need to resolve issues that are hindering you from being productive and growing individually.


There is no charge for counseling with your employee assistance counselor.  Often a personal problem can be resolved in a few visits.  If your particular concern requires more specialized assistance, the counselor can refer you to the most appropriate resource.  Insurance or medical programs can cover most referral options.  For those that are not covered, the counselor can refer you to a resource whose fees are based on an individual’s ability to pay.


Services may include diagnostic and short-term counseling, referral to area resources for treatment and assistance, comprehensive resource inventor, client follow-up and aftercare, supervisory consultation, crisis intervention, and training and education.   


Army Civilian Corps job status or promotion opportunity will not be endangered by a request for assistance.  Federal and state law guarantees the confidentiality of client identity and records.  The primary concern is that you receive the assistance you need.

You or any member of your family can contact your local EAP office directly.  An appointment will be made for you with one of the counselors at your convenience.

· FOR CONFIDENTIAL INFORMATION AND ASSISTANCE, CALL YOUR EMPLOYEE ASSISTANCE PROGRAM (EAP). 

CHAPTER 13
EQUAL EMPLOYMENT OPPORTUNITY


The Army is an equal opportunity employer and is committed to attaining a diverse civilian workforce that reflects American society.  Employees of the Department of the Army are guaranteed equal employment opportunity without regard to race, color, religion, sex, national origin, age, or mental or physical handicap.   Employees will be uniformly and fairly treated under the Equal Employment Opportunity (EEO) Program. They will receive full and impartial consideration for initial employment and subsequent promotions. They will possess equitable standing and security as an employee of the Federal Government, and they will enjoy equal opportunity to receive training, to develop skills and to advance in their chosen occupation and career, subject only to job requirements prescribed by higher authority.  Anyone who believes that they have been discriminated against or denied equal opportunity in employment should contact a representative of the Directorate of Equal Employment.

Guidelines

In 1978, the Uniform Guidelines on Employee Selection Procedures (UGESP) were issued.  These guidelines establish a uniform basis of selection procedure criteria in the federal sector and imposes on employers the criteria by which the Equal Employment Opportunity Commission (EEOC) evaluates hiring practices to ensure adherence to merit principles.  The guidelines apply to both in-service placement actions and external hiring practices and seeks to eliminate practices that have an adverse effect on individuals or groups of individuals because of their race, color, religion, sex, national origin, age, or handicap.  They ensure applicants will receive appropriate consideration without regard to non-merit factors such as race, color, religion, sex, national origin, marital status, sexual orientation (except where specifically authorized by law), age, existing policies or disabilities which do not relate to successful performance of the duties of a position.
Director of EEO
The Assistant Secretary of the Army for Manpower and Reserve Affairs (ASA (M&RA)) is designated as the Director of EEO for the Army. The ASA (M&RA) has overall responsibility for establishing and maintaining an Army-wide EEO and affirmative employment policy and commitment.

EEO Counselors

In compliance with AR 690-600, EEO counselors are trained and certified to advise complainants and management officials of their rights, inquire into allegations of discrimination, attempt to resolve discrimination complaints at the pre-complaint stage and advise individuals on the process of filing a complaint and to work with management officials to help resolve issues.  Employees, former employees, and applicants for employment may contact the EEO office to be referred to an EEO counselor.  These individuals may remain anonymous at their request.
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Complaints

Complaints are processed with due regard for the rights of the complainant and persons against whom allegations have been made. 


Generally, federal employees, former employees and applicants must exhaust the administrative process before pursuing their complaints in court.  They must seek counseling at the agency EEO office, file a complaint with the agency and, after receiving the investigation results, request a hearing before an EEO Commission administrative judge or ask for a final agency decision.  After the agency's final decision, a civil suit may be filed in the U.S. Court District where an employee lives.  
Alternative Dispute Resolution (ADR)
One of the many methods available to resolve complaints is the alternative dispute resolution (ADR) process.


The purpose of ADR is to offer disputing parties an opportunity to openly express their positions and interests with the goal of resolving the dispute in a mutually satisfactory manner.  The ADR process is  confidential and information discussed during mediation will not be disclosed, except as required by law. 


During ADR, if a resolution is achieved, the terms will be documented in a written negotiated settlement agreement that will be binding on both parties. 


ADR may not be available in every case but when possible its use is encouraged as it can achieve better employee relations, cut administrative costs and avoid protracted litigation.  In compliance with 29 Code of Federal Regulation 1614 and Executive Order 12871, ADR mediators are trained and certified in conflict resolution, for early resolution of EEO pre-complaints.
Informal Pre-Complaint Counseling
If an employee believes they have been discriminated against because of race, color, religion, sex, national origin, age, physical or mental disability, or because of reprisal, they must contact the EEO Office within 45 calendar days of the action or practice alleged to be discriminatory and exhibit an intent to proceed with the EEO complaint.  This will trigger involvement in the pre-complaint process.  If an employee is undecided as to what action they want to take on the complaint they may still contact an EEO official or counselor for information.  This meeting will be recorded as an information inquiry and will not trigger the pre-complaint process until they decide to so proceed.


Once the EEO counselor becomes aware of an employee’s intent to proceed in the EEO process they will attempt to resolve the complaint within 30 calendar days.  After this time the counselor will advise of options in a final interview.

If the employee’s complaint is not resolved to their satisfaction, they will be notified of their rights and responsibilities to file a formal complaint. The servicing EEO office will 
EQUAL EMPLOYMENT OPPORTUNITY continued

discuss the avenues of redress available to employees who believe they have been discriminated against.

Formal Complaint Procedures
· Formal complaints must be filed within 15 calendar days after the complainant receives written Notice of Right to File a Formal Complaint of Discrimination. 

· The formal complaint must be filed in writing on DA Form 2590 (Formal Complaint of Discrimination).

Grievance Procedures

Grievances may be filed on an action or event under the appropriate locally negotiated grievance procedure within the time specified in the negotiated agreement. 

     For assistance contact your respective union representative at your installation.

Policy on Sexual Harassment

Sexual harassment in the workplace will not be tolerated in the Army.   Sexual harassment is defined as a form of gender discrimination that involves unwelcome sexual advances; requests for sexual favors; and other verbal or physical conduct of a sexual nature when made a condition of a person’s job, used for employment decisions affecting that person, creates an intimidating, hostile or offensive work environment, or interferes with employee performance.

· Prevention of Sexual Harassment Training is mandatory every two years.  Contact your servicing CPAC for registration procedures, dates and locations.
Notification and Federal Employee Anti-discrimination and Retaliation Act of 2002

(No FEAR Act)


On May 15, 2002, Congress enacted the ``Notification and Federal Employee Antidiscrimination and Retaliation Act of 2002,'' now known as the No FEAR Act, which requires that Federal agencies be accountable for violations of antidiscrimination and whistleblower protection laws. 


The No FEAR Act generally provides that a federal agency cannot discriminate against an employee with respect to the terms, conditions or privileges of employment on the basis of race, color, religion, sex, national origin, age, disability, marital status or political affiliation.


A federal employee must not use their position of authority to take, or not take, any action against an employee because that employee disclosed information believed to be evidence of a violation of law, rule or regulation; gross mismanagement; gross waste of funds; an abuse of authority; or a substantial and specific danger to public health or safety.
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A federal agency cannot retaliate against an employee or applicant because that individual exercises his or her rights under any of the federal anti-discrimination or whistleblower protections.


For further information regarding the No FEAR Act regulations, refer to 5 CFR 724, as well as the appropriate offices within your agency (e.g., EEO/civil rights office, human resources office or legal office). Additional information regarding federal anti-discrimination, whistleblower protection and retaliation laws can be found at the EEOC Web site--www.eeoc.gov and the U.S. Office of Special Counsel (OSC) Web site-- www.osc.gov.

APPENDIX A.

USEFUL WEB SITES

Listed here are some common Web sites that may prove useful for the Army Civilian Corps.

Army Benefits Center – Civilian

https://www.abc.army.mil 
Army Civilian Personnel On-Line (CPOL)

http://cpol.army.mil



Army Civilian Training, Education and Development System (ACTEDS)     http://cpol.army.mil/library/train/acteds/ 

Army Knowledge Online (AKO)
http://www.us.army.mil
Army Regulation 600-25 - Salutes, Honors and Visits of Courtesy http://www.apd.army.mil/pdffiles/r600_25.pdf 

Authorized Abbreviations, Brevity Codes, and Acronyms
http://www.apd.army.mil/pdffiles/r25_52.pdf  

Civilian Education System (CES) Registration for Courses

www.amsc.belvoir.army.mil
Department of Defense Dictionary of Military and Associated Terms

http://www.dtic.mil/doctrine/jel/new_pubs/jp1_02.pdf 

Department of Defense training on Constitution and Citizenship Day

http://constitutionday.cpms.osd.mil 

Defense Finance and Accounting Service (DFAS) 

http://www.DoD.mil/dfas/ 

Department of State Standardized Regulations
http://www.state.gov/m/a/als/c1843.htm 

Federal Employee Health Benefits Plan (FEHP)

http://opm.gov/insure/
Federal Employee’s Retirement System Election Information

www.opm.gov/fers_election/  

Federal Employee’s Group Life Insurance (FEGLI)
www.opm.gov/insure/life 

Long Term Care Insurance General Guide
http://www.ltc.com 
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Long Term Care Insurance – Federal Employee Guide

http://www.opm.gov/insure/ltc/
Medicare Information
http://www.opm.gov/insure/health/medicare/index.asp
.
National Constitution Center
http://www.constitutionday.us/   
National Defense Strategy

http://www.defenselink.mil/news/Mar2005/d20050318nds1.pdf  

National Military Strategy

http://www.defenselink.mil/news/Mar2005/d20050318nms.pdf
National Security Personnel System (NSPS)

http://www.cpms.osd.mil/nsps/
.
Personnel Management and Information Support System (PERMISS) on Army Civilian Personnel On-Line

http://cpol.army.mil/library/permiss/ 

Retirement Information for Federal Employees

http://opm.gov/retire/
Thrift Savings Plan (TSP)
www.tsp.gov 

U.S. Army Abbreviations, Brevity Codes and Acronyms  

https://www2.arims.army.mil/abbreviation/mainpage.asp 

U.S. Army Posture Statement
http://www.army.mil/aps/07 
U.S. Army Publishing Directorate (on-line regulations, pamphlets, manuals, etc.)

www.apd.army.mil
U.S. Government Official web portal for information

http://usa.gov
U.S. Office of Personnel Management

www.opm.gov
APPENDIX B.

ACRONYMS
Acronyms are an important part of Army culture.  Below is a list of some of the more commonly used acronyms.

	AAFES Army and Air Force Exchange Service

ACAB Army Civilian Advisory Board
ACAP Army Career and Alumni Program
ACS Army Community Service
ADAPCP Alcohol and Drug Abuse Prevention and Control Program
ADT Active Duty Training
AER Army Emergency Relief
AF Appropriated Funds
AFAP Army Family Action Plan
AFN Armed Forces Network
AFRTS Armed Forces Radio and Television Network
AFTB Army Family Team Building
AG Adjutant General
AGR Active Guard Reserve
AIT Advanced Individual Training
ANCOC Advanced Noncommissioned Officer Course
APFT Army Physical Fitness Test
APO Army Post Office
APOE Aerial Port of Embarkation
AR Army Reserve
AT Annual Training

ATLDP Army Training and Leader Development Program

AWOL Absent Without Leave


BAH Basic Housing Allowance
BAQ Basic Allowance for Quarters
BAS Basic Allowance for Subsistence
BCT Brigade Combat Team
BDE Brigade
BDU Battle Dress Uniform
BG Brigadier General (1-Star)
BN Battalion
BNCOC Basic Noncommissioned Officer Course
BRAC Base Realignment and Closure


CAC Common Access Cards (Identification Cards)
CCF Central Clearance Facility
CDR Commander
CG Commanding General
CGSC Command and General Staff College

CI Counter Intelligence
CID Criminal Investigation Division
CINC Commander In Chief
CO Commanding Officer
CO Company
COB Close of Business
COL Colonel
COLA Cost of Living Allowance 
	COMSEC Communications Security
CONUS Continental United States
CPL Corporal
CPAC Civilian Personnel Advisory Center
CPOC Civilian Personnel Operations Center
CPOL Civilian Personnel On Line
CPT Captain 

CQ Charge of Quarters
CSA Chief of Staff, Army
CSM Command Sergeant Major
CSRS Civil Service Retirement System
CTT Common Task Test
CWO Chief Warrant Officer DA Department of the Army


DAGO Department of the Army General Order
DCA Director of Community Affairs
DCPDS Defense Civilian Personnel Data System
DCSPER Deputy Chief of Staff for Personnel
DDP Delta Dental Plan
DEERS Defense Eligibility Enrollment Reporting System
DENTAC Dental Activity
DEROS Date of estimated return from Overseas
DFAS Defense Finance Accounting System
DI Drill Instructor
DIA Defense Intelligence Agency
DOB Date of Birth
DOD Department of Defense
DODIG Department of Defense Inspector General
DOIM Directorate of Information Management
DOR Date of Rank
DPCA Director of Personnel and Community Activities
DPW Director of Public Works
DRMO Defense Reutilization and Marketing Office
DSN Defense Switched Network

EAP Employee Assistance Program
EFMP Exceptional Family Member Program
EEO Equal Employment Opportunity
EN Enlisted
ENG Engineer
EOD Explosive Ordnance Disposal
EOM End-of-the-Month
ERP Employment Readiness Program
ETS Expiration Term of Service
EUSA Eighth United States Army


ACRONYMS, continued:

	
FA Field Artillery
FAP Family Advocacy Program
FCP Family Care Plan
FERS Federal Employees Retirement System
FOIA Freedom of Information Act
FONECON Phone Conversation
FORSCOM Forces Command
FOUO For Official Use Only
FRC Family Readiness Center
FSA Family Separation Allowance
FSB Forward Support Battalion
FTX Field Training Exercise
FY Fiscal Year
FYI For Your Information

GAO General Accounting Office
GED General Education Diploma
GEN General (4-Star)
GO General Officer
GS General Schedule
GSA General Services Administration


HHC Headquarters and Headquarters Company
HHG Household Goods
HQ Headquarters
HQDA Headquarters Department of the Army
HRC Human Resource Command


ICF Intelligence Contingency Funds
ID Identification Card
IET Initial Entry Training
IFR Individual Flight Record
IG Inspector General
IMO Information Management Officer
IN Infantry
INFO For the Information of
INSCOM Intelligence and Security Command
IRR Individual Ready Reserves
 
JAG Judge Advocate General
JROTC Junior Reserve Officer Training Corps
 
KIA Killed In Action
 
1LT First Lieutenant
2LT Second Lieutenant
LES Leave and Earnings Statement
LN Local National
LOD Line Of Duty
LOI Letter of Instruction
LTC Lieutenant Colonel
LTG Lieutenant General (3-Star)
LWOP Leave Without Pay
LZ Landing Zone
	MACOM Major Army Command
MAJ Major
MAP Military Assistance Program
MARKS Modern Army Record Keeping System
MDW Military District of Washington
MEDCOM Medical Command
MEDDAC Medical Department Activity
MEO Most Efficient Organization
METL Mission Essential Task List
MFR Memorandum for Record
MG Major General (2-Star)
MI Military Intelligence
MIA Missing In Action
MOA Memorandum of Agreement
MOS Military Occupational Specialty
MOU Memorandum of Understanding
MP Military Police
MPRJ Military Personnel Record Jacket
MRE Meals Ready to Eat
MSC Major Subordinate Command
MTF Medical Treatment Facility
MSG Master Sergeant
MWR Moral, Welfare and Recreation


NA Not Applicable
NAF Non-appropriated Funds
NATO North Atlantic Treaty Organization
NCO Noncommissioned Officer
NCOER Noncommissioned Officer Evaluation Report
NCOIC Noncommissioned Officer In Charge
NCOWC Noncommissioned Officer's Wives Club
NCR National Capital Region
NDA Non-Disclosure Agreement
NEO Noncombatant Evacuation Operation
NG National Guard
NGB National Guard Bureau
NLT Not Later Than
NSPS National Security Personnel System
NRC Nuclear Regulatory Commission
NSA National Security Agency
NSN National Stock Number

OBE Overcome By Events
OCAR Office of the Chief, Army Reserve
OCIE Organizational Clothing and Individual Equipment
OCONUS Outside Continental United States
OCS Officer Candidate School
OER Officer Evaluation Report
OIC Officer In Charge
OJT On the Job Training
OMB Office of Management and Budget
OMPF Official Military Personnel File


ACRONYMS, continued:

	OPM Office of Personnel Management
OPSEC Operations Security
OTAG Office of the Adjutant General
OTIG Office of the Inspector General
OWCP Office of Workers' Compensation Program

PAC Personnel Administration Center
PAM Pamphlet
PAO Public Affairs Office
PBG Program Budget Guidance
PBO Property Book Officer
PCS Permanent Change of Station
PFC Private First Class
PL Public Law
PM Provost Marshal
PMOS Primary Military Occupational Specialty
POC Point of Contact
POE Port of Embarkation
POI Program of Instruction
POM Program Objective Memorandum
POV Privately Owned Vehicle
POW Prisoner of War
PRP Personnel Reliability Program
PSC Personnel Service Company
PT Physical Training
PTDY Permissive Temporary Duty
PV1 Private
PV2 Private 
PVT Private
PX Post Exchange
PZ Primary Zone


RA Regular Army
RC Reserve Component
RDF Rapid Deployment Force
R&D Research and Development
REG Regulation
REGT Regiment
RET Retired
RFO Request For Orders
RIF Reduction In Force
ROTC Reserve Officer Training Corps
R&R Rest and Recreation
RSVP Reply whether or not you can attend (respondez s'il vous plait)

1SG First Sergeant
S1 Personnel
S2 Intelligence
S3 Training/Operations
S4 Supply/Logistics
SAB Same As Above
SAB Subject As Above

	SAEDA Subversion and Espionage Directed Against Army
SBP Survivor Benefit Plan
SD Staff Duty
SDNCO Staff Duty Noncommissioned Officer
SDO Staff Duty Officer
SES Senior Executive Service
SF Standard Form
SFC Sergeant First Class
SGLI Service Member's Group Life Insurance
SGM Sergeant Major
SGT Sergeant
SHAPE Supreme Headquarters Allied Powers Europe

SIGINT Signal Intelligence
SIR Serious Incident Report
SITES Standard Installation Topic Exchange Service
SJA Staff Judge Advocate
SLDR Soldier
SMA Sergeant Major of the Army
SMGT Strength Management
SOC Service Members Opportunity Colleges
SOCOM Special Operations Command
SOP Standard Operating Procedure
SOW Statement of Work
SPC Specialist
SQD Squad
SRB Selective Reenlistment Bonus
SSCRA Soldier's and Sailor's Civil Relief Act
SSG Staff Sergeant
SSN Social Security Number
SZ Secondary Zone


TAADS The Army Authorization Documents System
TAG The Adjutant General
TBA To Be Announced
TBD To Be Determined
TDA Table of Distribution and Allowances
TDY Temporary Duty
TIG Time In Grade
TJAG The Judge Advocate General
TLA Temporary Living Allowance
TMP Transportation Motor Pool
TRADOC Training and Doctrine Command
TREA The Retired Enlisted Association
TROA The Retired Officer Association
TSG The Surgeon General
TSP Thrift Savings Plan
 




ACRONYMS, continued:


USAR United States Army Reserve
USAREUR United States Army Europe
USASOC United States Army Special Operations Command
USMA United States Military Academy
USO United Services Organizations

VA Veteran Affairs
VHA Variable Housing Allowance
 
WG Wage Grade
WIA Wounded In Action
WIC Women, Infant and Children Program
WO Warrant Officer
 
XO Executive Officer 

	


“Let every nation know, whether it wishes us well or ill, that we will pay any price, bear any burden, meet any hardship, support any friend, oppose any foe, to assure the survival and success of liberty.” 

President John F. Kennedy, First Inaugural Address, January 20, 1961
APPENDIX C.
READING RESOURCES
Military publications are listed by title.
Army Regulation 600-25, Salutes, Honors and Visits of Courtesy, Oct 2004

Center for Military History, http://www.army.mil/cmh-pg/
Department of the Army Pamphlet 360-50, “Quotes for the Military/Speaker”, HQDA August 1982

Department of the Army Pamphlet 600-65, Leadership Statements and Quotes, November 1985

Department of Defense Directive 5100.1, Functions of the Department of Defense and Its Major Components, 1 August 2002.
Department of Defense Dictionary of Military and Associated Terms http://www.dtic.mil/doctrine/jel/doddict/
Field Manual No. 1, The Army, http://www.army.mil/fm1
Field Manual No. 7-0, Training the Force
https://atiam.train.army.mil/soldierPortal/atia/adlsc/view/public/8000-1/fm/7-0/fm7-0.htm
Field Manual 7-22.7, The Army Non-commissioned Officer Guide

http://www.army.mil/usapa/doctrine/Active_FM.html
How The Army Runs:  A Senior Leader Reference Handbook (25th Edition 2005-2006).  http://carlisle-www.army.mil/usawc/dclm/linkedtextchapters.htm 

Pentagon Library Reference Center, http://www.hqda.army.mil/library/homepage.htm
The Army Civilian Personnel On-Line/Personnel Management and Information Support System (PERMISS), http://cpol.army.mil/library/permiss
The Army Modular Force, Detailed information on Army transformation and modularity can be found in the 2007 Army Posture Statement located at http://www.army.mil/aps/07  and in addendum A of the Posture statement located at http://www.army.mil/aps/07/addendum/a.html  The Executive Summary of the Posture Statement contains a useful snapshot of the Army direction that also includes these topics http://www.army.mil/aps/07/execSummary.html
The Army Officers Guide, 47th Edition, 1996, Stackpole Books

The National Defense Strategy of the United States of America, Washington, DC: U.S. Government Printing Office   http://www.gpo.gov
The National Military Strategy of the United States of America, Washington, DC: U.S. Government Printing Office, http://www.gpo.gov
The National Security Strategy of the United States of America, Washington, DC: U.S. Government Printing Office, http://www.gpo.gov
The Sinews of War: Army Logistics, 1775-1953, Huston, James A., Office of Military History, United States Army, 1966

U.S. Army Posture Statement, Washington, DC: Office of the Chief of Staff, Army, 2007
http://www.army.mil/aps/07
U. S. Army Transformation Roadmap 2003, Washington, DC: Office of the Deputy Chief of Staff, Army Operations, Army Transformation Office, 2004 
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“Those who volunteer and answer the call to duty are willing to give more than they take. They are driven, I believe, by love of country, a devotion to duty, and a willingness to sacrifice everything so others might live in peace and freedom”





Former Secretary of the Army Francis J. Harvey - “the Call to duty”
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� � HYPERLINK "http://www.civilwarinteractive.com/ArticleShermanAtlanta.htm%20" ��http://www.civilwarinteractive.com/ArticleShermanAtlanta.htm� 





� The Story of the Twilight Tattoo .� HYPERLINK "http://www.mdw.army.mil/tlt/history.html" ��http://www.mdw.army.mil/tlt/history.html�


� New Law Requires Workers To Learn About Constitution, article by Christopher Lee, Washington Post Staff Writer, Wednesday, July 20, 2005


� Civilian Education System Policy, November 2006, Headquarters, Department of the Army, Deputy Chief of Staff, G-3/5/7 Training Directorate, Washington DC., page 19


� Civilian Education System Policy, November 2006, Headquarters, Department of the Army, Deputy Chief of Staff, G-3/5/7 Training Directorate, Washington D.C.,  page 18.


� � HYPERLINK "http://www.whitehouse.gov/news/releases/2005/12/20051222-13.html" ��http://www.whitehouse.gov/news/releases/2005/12/20051222-13.html� A proclamation by the President of the United States of America-National Mentoring Month 2006


� Army Mentorship Handbook, Headquarters, Department of the Army, DCS, G-1, effective 1 January 2005, page 4.





�I looked these oaths up online; each one listed so help me God as displayed, not in parenthesis.
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