279TH BASE SUPPORT BATTALION

COMMANDER'S POLICY


POLICY NUMBER:  01-12



DATE:  16 May 2001

SUBJECT:  Civilian Employee Attendance at the Bamberg Inprocessing Training Center 


PROPONENT:  S2/3, 279th BSB (469-1530)

DISTRIBUTION:  A, B, & C

PURPOSE:  Establish procedures and requirements for civilian employee attendance at the Bamberg In-processing Training Center (ITC).

SCOPE:  Applies to all employees (AF, NAF, WG) hired to work within the 279th BSB and participating tenant units.

POLICY:

1.  In-processing Training Center:

    a.  Incorporate the Army Values and Training in Prevention of Sexual Harassment programs of instruction into the ITC training schedule.  A total time of two and a half days are allotted for in-processing beginning on Monday of every week.  If it is a holiday week, Federal holiday or USAREUR designated training holiday then a condensed schedule will be used.

    b.  Ensure all supervisors are aware of new in-processing requirements for employees.

    c.  Will not grant deferment unless extenuating circumstances exist.  A deferment is defined as but not limited to: “a postponement (not an exemption) of civilian in-processing until the next available scheduled session due to immediate job requirements or to facilitate personnel transition”.

    d.  Civilian employees who have attended ITC and are only transferring from a position inside the community are exempt from the training.

    e.  Employ the system developed by 279th BSB Civilian Personnel Advisory Center (CPAC) and ITC along with all pertinent directorates and managers that has proven to be a functionally sound, reliable, and accurate system for identifying, scheduling, tracking, and validating civilian in-processing through ITC.

2.  Civilian Personnel Advisory Center (CPAC):

    a.  Develop and maintain a system for identifying, scheduling, tracking, and validating civilian in-processing.
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b.  Provide a list of all newly hired US employees (this includes tenant unit civilian employees) on Warner Barracks to include name, work place, work phone number, report date, supervisor’s name, and work phone number to the manager of the 279th BSB ITC no later than three calendar days prior to the beginning of each orientation week.

3.  Directorates and Managers:

    a.  Assist in developing and implementing a system with 279th BSB CPAC and ITC for identifying, scheduling, tracking, and validating civilian in-processing.

    b.  Ensure that newly arriving civilian employees attend ITC in-processing no later than the week following their CPAC in-processing on Warner Barracks.

    c.  Complete the Employee Orientation Record and maintain the copy in the employee’s office records.

    d.  Requests for deferment of US civilian employees must be submitted to the ITC manager no later than three calendar days prior to beginning scheduled inprocessing.  This request will include the justification of the requested deferment.

4.  “Maximum Support - It Shall Be Done!”
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