
Subj: NAVY RESERVE OFFICER TRAINING COMMAND – THE CITADEL STANDARD ORGANIZATION AND REGULATION MANUAL (SORM)
Ref: (a) OPNAVINST 3120.23B

Encl: Navy Reserve Officer Training Command – The Citadel Standard Organization and Regulation Manual (SORM)

1. Purpose. To issue regulations and guidance governing the specific duties, responsibilities and authority of the Navy Battalion. This instruction is a complete revision and should be read in its entirety 

2. Cancellation. Naval Battalion INST 1530.1. 

3. Background. The Navy Battalion organization manual is the official compilation of charts and functional statements depicting the approved organizational structure and assigned mission and functions of the NROTC Navy Battalion. This instruction is issued per reference (a). 

4. Compliance. A basic knowledge of this manual by all officers, enlisted personnel, and civilian personnel is essential for the proper understanding of responsibilities and execution of duties. The Navy Battalion Staff is encouraged to indoctrinate all personnel in accordance with the provisions contained herein. 

5. Action. The organizational manual will be maintained on a current basis. Revisions or changes will be approved by the Battalion Commanding Officer. The Battalion Staff will provide guidance, advice and assistance in developing changes, and will publish and distribute this manual and all approved changes. 
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BATTALION STUDY HALL POLICY
CHAPTER 1
Subj: ORGANIZATION OF THE NAVY BATTALION
A. GENERAL. The Navy Battalion is organized in up to six divisions and one pre-navy seal division. In general, the organization conforms to the organization of a naval vessel.

B. PURPOSE. The purpose of the Navy Battalion is:


1. To provide a military structure in which the officer candidates and midshipmen function, thereby gaining practical experience in the operation of a military organization.


2. To expose officer candidates and midshipmen to real time leadership situations; to provide a forum for the practical application of leadership skills addressed in the classroom; and to obtain experience in the area of leadership skills.


3. To provide a situation in which the officer candidate’s and midshipmen's leadership potential can be evaluated.


4. To allow the quick and accurate dissemination of information throughout the battalion chain of command.

C. MISSION. The mission of the Navy Battalion is:


1. To provide experience for Officer Candidates and Midshipmen in 
the development, participation, and execution of various Battalion level exercises.


2. To develop a sequence of social activities that enhance the morale of the Battalion as well as expose Officer Candidates and Midshipmen to the types of formal social activities that can be expected to be encountered by officers of the Naval Services.


3. To establish and administer such organizations as will enhance the professional development of the Officer Candidates and Midshipman and organizations, which recognize academic achievement and service to the Unit.


4. To establish an organization that is capable of coordinating 
and administering all professional/academic organizations within the Battalion to include budgeting and accounting of funds received by the Battalion.


5. To develop leadership skills and other military skills that are required for successful service as a commissioned officer.

D. ASSIGNMENT OF BATTALION OFFICERS. Battalion officers are selected from the senior class within the Battalion. Selections are made to allow officer candidates and midshipmen to progress in leadership and staff billets, building on each to progress to a more senior billet. Every opportunity will be made available to allow all officer candidates and midshipmen the opportunity for command positions.

E. BATTALION ORGANIZATION The Navy Battalion is organized into six divisions and a pre-navy seal division.
F. DUTIES OF BATTALION OFFICERS. Duties and responsibilities of battalion officers in general parallel those prescribed for commissioned officers as outlined in appropriate sections of Navy Regulations. Specific adaptations and local deviations will be authorized and published in separate instructions. Battalion officers should bear in mind that a two-fold objective is sought in creation of officer billets within the Battalion organization. Primarily the occupation of these positions of responsibility is a valuable method for training future officers of the naval service. Secondly, the appointment of some officer candidates and midshipmen as battalion officers serves as a mark of achievement and recognition of leadership ability. Recommendations for all rank insignia and billet nominations will be reviewed by the Senior Naval Instructor. All Battalion Staff members shall maintain an accurate turnover file.
G. DESCRIPTION OF BATTALION BILLETS. The following is a list of specific duties, responsibilities and administrative duties for battalion billet holders. A description of the rank insignia for battalion officers is located in chapter six of the United States Navy Uniform regulations.


1. Battalion Commanding Officer, (6 stripes/Midshipman CAPT) The Battalion Commanding Officer is responsible for the smooth and efficient operations of the Battalion in the performance of its stated mission. As such, he or she is responsible for the establishment and implementation of a training schedule, which will achieve the stated Battalion mission objectives. Additionally, he or she is responsible for the determination and implementation of those activities that enhance the morale of the Battalion.  The Battalion Commanding Officer is specifically charged with the following administrative duties.



(a) Review and approve all documents relative to 

the training of the Battalion.



(b) Continually monitor and promote the morale 

and welfare of the Battalion.



(c) Review and approve all documents relative to 

Battalion ceremonies and special events.



(d) Supervise the administration of the Officer 

Candidates and Midshipmen Performance Evaluation 
System.


2. Battalion Executive Officer, (5 stripes/Midshipman CDR) The Battalion Executive Officer is the principal assistant to the Battalion Commanding Officer and is charged with the following responsibilities:



(a) To coordinate the activities of the Battalion 
Staff to provide for the smooth and efficient 
operation of the Battalion.



(b) To perform the duties of the Battalion 
Commanding Officer in his absence.



(c) To monitor the activities of all Battalion 
divisions.



(d) To act as liaison and coordinator between the 
Battalion Staff and the Battalion Commanding 
Officer.



(e) To collect and review the Midshipmen 
Performance Evaluations.


3. Battalion Operations Officer, (4 stripes/Midshipman LCDR) The Battalion Operations Officer is charged with the following duties and responsibilities: 



(a) To provide written direction, in the form of 

operation orders, for all Battalion evolutions and 

ceremonies.



(b) The Battalion Operations Officer is 
specifically charged with the following administrative 
duties:




(1) The provision and publication of weekly 


operations, outline areas of training to be 



covered, and the sequence of events for guest 


presenters.

 


(2) The provision and publication of 



"Letters of Instruction" for all Unit ceremonies, 

to cover the sequence of events and the duties to 

be performed as well as all other pertinent data.




(3) The provision of personnel for special 


duties and ceremonies as required and directed.




(4) To supervise the planning for and 



execution of all events for the Battalion as set 


forth in the training schedule.




(5) To maintain a file of past Operation 


Orders, Letters Of Instruction (LOI), and 



Training schedules.


4. Battalion Supply Officer, (3 stripes/Midshipman LT) The Battalion Supply Officer is responsible for the following duties:



(a) To ensure efficient handling of all matters 
relating to the material requirements of the Battalion.



(b) To provide and ensure the installation of all 
speakers, microphones, flags, field markers, etc., for 
Battalion Ceremonies.



(c) To perform such administrative action necessary 
to support the funding of Battalion activities and to 
account for all funds entrusted to the Battalion.



(d) To report regularly to the Battalion Executive 
Officer the status of Battalion funds.



(e) To prepare battalion inputs to the annual budget, 
and to prepare the Battalion Annual Budget.



(f) Ensure the Battalion accounts are audited semi-
annually and prior to Supply Officer turnover.



(h) To reserve classrooms and facilities for Battalion 
activities.



(i) To arrange transportation for any ROTC event.


5. Athletics Officer, (3 stripes/Midshipman LT) The Battalion athletics officer is charged with the following duties and responsibilities:



(a) Post dates of PRT screening, weigh-in, makeup PRT 
and PRT a minimum of ten weeks prior to each event.



(b) Assist the Command Fitness Coordinator to conduct 
the Battalion PRT and swim qualification.



(c) Tabulate and publish PRT and swim qualification 
scores.


6. Battalion Public Affairs Officer,  

(3 stripes/Midshipman LT) The Battalion Public Affairs Officer is charged with the following duties:



(a) Supervise Battalion Mentorship program IAW Navy 
Battalion SORM CH 7.



(b) Develop and Coordinate Recruiting Missions for the 
Navy Battalion.



(c) Provide inputs to Unit World-Wide Web homepage.



(d) Report directly to the Battalion Commanding 
Officer. 


7. Battalion Division Officer (2 stripes/Midshipman LTjg) The Battalion Division Officer is charged with the following duties and responsibilities: 



(a) To provide and maintain the muster and 
counseling sheets, and to function as the administrative 
assistant to the battalion Executive 
Officer.



(b) To provide the Battalion Commanding Officer 

and Executive Officer, with an accurate muster of 
division personnel.



(c) The smooth and efficient operation of his or her 
division.



(d) The direct training of his or her division to 
achieve those training objectives established by 
the 
Battalion Operations Officer.



(e) The overall well being of his or her division 
members.



(f) The development of military discipline and 
courtesy within the division.



(g) To evaluate subordinates and complete 
Performance Evaluations as required by appropriate 
directive.

8. Academics Officer, (1 stripe/Midshipman ENS) The Battalion academics officer is charged with the following duties and responsibilities:



(a) Ensure all criteria for unit academic awards are 
met.



(b) Ensure all officer candidates and midshipmen are 
well trained in proper study habits.



(c) Ensure proper battalion climate for academic 
effectiveness.


9. Battalion Administration Officer, (1 Stripe/Midshipman ENS) The Battalion Administration Officer is charged with the following duties and responsibilities:



(a) Coordinate with the BXO to perform periodic 
Division Officer Binder Inspections.


(b) Record staff meeting minutes and provide this 
document to the BXO by close of business on the following 
work day.

CHAPTER 2

Subj: GOOD ORDER AND DISCIPLINE POLICY FOR NAVAL BATTALION 

Ref: (a) MANUAL FOR COURTS-MARTIAL, UNITED STATES, 2002 (MCM)

(b) UNIFORM CODE OF MILITARY JUSTICE

(c) JAGINST 5800.7D

(d) OPNAVINST 3120.32C

(e) CNETINST 1533.12G

(f) CNETINST 1533.15D

Encl:(1) Record of Counseling, NAVPERS 1616/25 (5-90)

(2) Extra Military Instruction Order

(3) Notification of Mast

1. Purpose.  To provide guidelines for the proper use of non-punitive measures and proceedings, which are necessary for the student chain of command to effectively regulate the good order and discipline of Navy Option Midshipmen and Officer Candidates that are assigned to the Citadel’s NROTC Naval Battalion.

2. Discussion.  All disciplinary actions will be conducted in a timely manner and at the lowest level possible.  Resorting to extra military instruction should only occur when counseling and normal training fail to accomplish the necessary objective.  Such actions must be balanced by recognition of exemplary behavior and performance. 

3. Non-Punitive Corrective Measures. The term “Non-Punitive Corrective Measures” is used to refer to various leadership techniques, which can be used to help develop acceptable behavioral standards in members of a command.  Non-punitive corrective measures generally fall into two areas: 1) Non-punitive censure 2) Extra military instruction (EMI).  Battalion Leadership is authorized and expected to use non-punitive measures to further the efficiency of the command.  Non-punitive measures may never be used as a means of informal punishment for any military offense.  Furthermore, whatever means of non-punitive measure is applied, it must further the efficiency of the command.

a. Non-Punitive Censure.  Non-punitive censure is nothing more than criticism of a subordinate’s conduct or performance of  duty by a superior.  This form of criticism may be oral, in writing, or both.

   
  (1) Verbal Counseling. Verbal performance counseling is generally given for first time minor infractions of Battalion or Command policy.  Verbal counseling will be informative and professional.  The individual being counseled will be made aware of the specific disciplinary infraction and guidance will be provided to help prevent any further infractions.

(2) Written Counseling.  Written performance counseling is generally given for repeated minor infractions of Battalion or Command policy using enclosure (1).  All written counseling will be conducted using enclosure (1) as guidance and will be documented with the offender present.

b. Extra Military Instruction (EMI):

  (1) Definition.  Extra military instruction is instruction in a particular phase of military duty in which an individual is deficient, and is intended for and directed towards the correction of the identified deficiency.  It is a bona fide training technique to be used for improving the efficiency of a command or a unit and must, therefore, be genuinely intended as such.  EMI is neither a punishment nor a substitute for punishment.  It is not to be used as a substitute for judicial action (court martial) or non-judicial punishment (NJP), and must be logically related to the deficiency in performance for which it was assigned.
(2) Implementation. Extra military instruction shall be implemented, when required, within the following limitations:

(a) EMI will not be assigned for more than 2 hours per day.

(b) EMI will be assigned at a reasonable time, in an attempt to not interfere with other military or Citadel obligations.   

(c) EMI will not be conducted over a period that is longer than necessary to correct the performance deficiency.

(d) EMI should not be assigned on a member’s Sabbath.

 (3) Authority.  The authority to assign EMI is held by the Division Officers and Battalion Staff in connection with the duties and responsibilities assigned to them.  Superiors in the battalion chain of command, as part of their normal supervisory duties, will monitor EMI.  Delegation of authority to monitor EMI to responsible battalion officers and battalion seniors is encouraged.  This authority to monitor EMI should not be delegated below the lowest level of competence.  EMI will be assigned in person using enclosure (2).  All EMI assigned by battalion members will be approved by a Naval staff officer.  EMI will not start until it has received approval from a Naval staff officer on enclosure (2). 

(4) Examples:

     (a) Repeated Offense    

EMI Assigned


(b) Unauthorized Absence     
Muster at a certain 

                                   time each day, for 







a specified period.               



     (c) Uniform Appearance       
Inspection at a 









certain time, in 









certain uniform,    






          for a specified 









period.

4. Proceedings:


a. Battalion Executive Officer Inquiry (XOI).  All disciplinary or performance infractions by Battalion staff will be sent directly to the Battalion Executive Officer (BXO) for review. The BXO has the authority to implement any combination of the non-punitive measures outlined in paragraph 3 in order to correct an individual’s deficiency and increase the efficiency of the command.  If deemed necessary the BXO will refer individual/s to Battalion Mast.  


b. Battalion Mast.  Any student can be referred to Battalion Mast at the discretion of the BXO or BCO.  Battalion Mast is presided over by four Senior Naval students and the BCO.  The BCO can implement any combination of the non-punitive measures outlined in paragraph 3 in order to correct an individual’s deficiency and increase the efficiency of the command.  If deemed necessary by the BCO and/or the Battalion Staff Officers, a PRB will be recommended instead of Battalion Mast.     

5. Action.  Good order and discipline is the responsibility of every student that is assigned to the Citadel NROTC Battalion, regardless of their organizational authority.  All Counseling Chits and EMI assignments will be kept on record by the counselees Division Officer for one Academic year (fall and spring semester).  All Battalion Mast documentation will be kept on file by the Division Officer and the Battalion Executive Officer until the student graduates or is no longer a member of the Battalion.

a. Battalion Executive Officer.  Ensure proper implementation of this instruction and maintain an accurate record of all disciplinary documentation pertaining to personnel within the Battalion.

	PLAN (DEVELOPED BY THE MEMBER AND COUNSELOR) TO CONTINUE SUPERIOR PERFORMANCE OR TO OVERCOME PROBLEM(S) AND PRECLUDE FUTURE INVOLVEMENT (Outline all resolutions discussed and indicate which actions the member has personally ‘elected’ to pursue.)

	

	Signature of member/Date 
	                                                     
	

	Signature of Counselor/Date
	                                                    
	

	I do/do not desire to make a statement.

 Signature of Member /Date                   


	

	NAVPERS 1616/25 (5-90)


KEY COUNSELING POINTS

* Point out to counselee that serious flaws in performance/ behavior must be corrected.

* Counseling is performed to solve a problem or to fulfill a need.

* Determine objectives prior to meeting with counselee, review available records, and arrange office seating for best results.

* It may be advisable for the counselee’s immediate supervisor to be in attendance during the counseling session so that each will know exactly what is expected.

* Give the individual the facts, whether they are unpleasant or pleasant.

* Be a good listener -Be fair.

* Refer individual to more professional personnel if the problem can be better resolved.

* Follow-up on any new information brought to light during interview.

* Keep the individual’s problem CONFIDENTIAL.

* Help the person to grow in self-understanding.

* DO NOT lose your self-control. The results could be disastrous.

* DO NOT make promises you can not keep.

* DO NOT make snap decisions.

* DO NOT forget to document the counseling and have the counselee sign the counseling sheet.

PRIVACY ACT STATEMENT

The authority to request this information is derived from 5 United States Code 301, Departmental Regulations, and Executive Order 9397. This data will be used to document non-punitive corrective measures within the Citadel NROTC Battalion. The forms will be maintained by the Battalion Division Officer. When completed, this form may or may not become a source document to support administrative or UCMJ actions. Accurate completion of the form in its entirety by the counselor, and signature by the counselee acknowledging receipt of counseling is mandatory. Disclosure of information in the counselee’s comments section is voluntary; however, failure to divulge information may not be in the counselee’s best interest in the event that further disciplinary action is required.

EMI Assignment Order                                       Date:

Citadel Battalion ________________________________________________________________________

From: ______________________________________________

To:     ______________________________________________

Subj: ASSIGNMENT OF EXTRA MILITARY INSTRUCTION (EMI)

Ref: (a) Good Order and Discipline instruction

1. Your performance indicates the following deficiencies:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. These performance deficiencies stem from:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Per the reference, the following extra military instruction is assigned to assist you in overcoming these deficiencies (Document start/stop time and date

YYYY/MM/DD):

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature and Date of Person Imposing EMI: 
________________________________

1. I hereby acknowledge notification of the above EMI. I have read and understand reference (a) and am aware that failure to perform said EMI in the manner set out therein is a violation under Article 92, UCMJ, which is punishable by either non-judicial punishment, court martial, or disenrollment from the program.

_________________________________________

Signature and Date of Person Assigned EMI

_________________________________________

Signature and Date of Approving Naval Officer

Copy maintained by: 

Division Officer

Enclosure (2)
Mast Notification




Date:
NROTCU The Citadel, Naval Battalion

From: ________________________________________

To:     ________________________________________

Ref:   (a) Good Order and Discipline instruction

Subj:  NOTIFICATION OF MAST

1. Pursuant to reference (a), a Disciplinary Review Board will be convened at ___________ on _____________________ at the _________________________________.

2. This Mast will address your deficiency as described below:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. You have the following rights with regard to these proceedings:

a. The right to request a performance review board in lieu of disciplinary review board.

b. The right to submit a statement on your own behalf.

c. The right to present documents or witnesses on your own behalf.

d. The right to review your personnel record with your class advisor prior to the DRB.

4. The uniform for the Mast is __________________________

______________________

Signature and Date

__________________________     _______________________

Signature and Date of BCO                       Signature and Date SNI

Copy maintained by: 

Battalion Executive Officer
CHAPTER 3
Subj: ACCOUNTABILITY PROGRAM

Encl: (1) Event Muster Form 

1.
Purpose:



a.
To train Midshipmen/Officer Candidates in:



(1)  Importance of accountability



(2)  Organization of Navy units



(3)  Use of standard Navy forms


b.
To build esprit-de-corps within the Navy Battalion.

c.
To codify procedures for disciplining Midshipmen/Officer Candidates who fail to meet their obligations to the Navy.  

2.
Cancellation:  Any previous accountability or attendance instruction for NROTCU, Citadel.

3.
Discussion:  Refer all questions concerning the accountability program to the chain of command.

4.
General Instructions:


a.
Battalion Organization and Administration:

(1)  Command Authority:  The Battalion Commanding Officer is the command authority for the accountability program.  In the absence of the Battalion Commanding Officer, the Battalion Executive Officer shall act as the Battalion Commanding Officer’s direct representative.


(2)  Navy Battalion Leadership:  The BXO is responsible for successful implication of the Accountability Instruction within the Navy Battalion.  


(3)  Division Officer:  Division Officers will be responsible for overall execution of the Accountability Program.  

b.
Required Attendance:


(1)  Navy Battalion-sponsored Events.  Unless a student has received prior approval to be absent (see 4.c), attendance is required at all battalion-sponsored events.  This includes, but may not be limited to, Naval Science class, Monday PT, Wednesday PT, Thursday lab, Fitness Enhancement Program PT, and weekend Training Exercises.  


(2)  Accountability Procedure.  Division Officers will take accountability of their divisions at all Navy Battalion functions and report their strength and status to the BXO.  Personnel status shall be marked on the semester accountability form and individual event forms.  Individual event forms will be delivered to the BXO before each muster.  Personnel without approved chits must receive permission from the BCO or BXO to miss required functions.


c.
Authorized Absence:

(1)  General:  Successful implementation of the accountability program will require consistent procedures governing authorized absences.  The goal is not to limit students’ participation in non-battalion activities, but to ensure they follow proper navy procedures for acquiring approval to be absent.

(2)  Acceptable Activities:  Virtually any event may be considered an acceptable reason for missing a navy battalion-sponsored event, provided students follow proper procedures.  

(3)  Special Request Chits:  Requests to miss navy battalion-sponsored events will be made in writing using a standard navy special request chit.  This must be submitted no later than one week prior to the battalion-sponsored event that will be missed.  

(4)  Routing of Special Request Chits:  Special request chits will receive tentative approval from the Division Officer.  Division Officer approval may be indicated by a direct signature.  Final approval will be granted by the Battalion Commanding Officer.  (Note: The BCO may only approve one absence per individual per semester.  After an individual has received one approval from the BCO to miss an event, further approvals must be approved by the SNI)  

(5)  Emergency Absence:  Personnel without approved leave or special request chit must receive approval by the BCO or BXO prior to missing any required battalion event.


d.
Disciplinary Procedures:


(1)  Unauthorized Absence:  An unauthorized absence is any absence (to include lateness) for which official approval has not been granted.  

(2)  Corrective Measures. Personnel, upon being marked UA for an event shall be dealt with in the following manner:


1st UA: Counseling session with DIVO, BAO, & BXO
2nd UA: Counseling session with BCO & SNI and possible EMI.

3rd UA: Counseling and EMI and/or possible Battalion Commander’s Mast and/or Performance Review Board. 

(3)  Counseling:  Each instance of unauthorized absence will require a counseling chit.  Counseling will be used to reinforce the importance of timeliness and accountability, and also to discover mitigating circumstances.  The counseling sheets will be placed in the respective Division Officer's binder.  Standard Navy counseling chits will be used.  If a student is unavailable to sign their counseling chit due to habitual absences, another staff officer may sign as a witness. (Note: The DIVO must have all counseling chits signed and reviewed by the SNI)    

CHAPTER 4
Subj:  LOCAL DESTRUCTIVE WEATHER PLAN (DWP)NROTC CITNOTE 3140

Ref:   (a) OPNAVINST 3440.16C

  (b) WPNSTACHASINST 3440.2C

       (c) The Citadel Hurricane Operations Plan (OPLAN)

Encl:  (1) Conditions of Readiness Actions


  (2) Citadel IT Hurricane guidance

  (3) The Citadel’s Tropical Storm/Hurricane Operational          Conditions (OPCONs)
 
  (4) Destructive Weather Preparedness Form for Active Duty 

 Personnel


  (5) Destructive Weather Preparedness Form for Midshipmen


  (6) Hurricane Planning Guidance

  (7) Charleston Evacuation Routes


  (8) Local Emergency Shelters

  (9) Contact Information

  (10) Installation Profile

  (11) Navy Section Call Tree

  (12) Marine Corps Section Call Tree

1.  Purpose.  To establish a local destructive weather plan for safeguarding active duty military, staff personnel and government equipment located at The Citadel Naval ROTC Unit in accordance with reference (a).

2. Cancellation.  NROTC CITNOTE 3140

3. Background.  The local destructive weather plan is published for planning purposes and provides instructions for NROTC staff and assigned personnel in the event of destructive weather.  This order pertains to active duty and civilian personnel assigned to the NROTC unit. 

    a.  Although the Charleston area can be affected by numerous types of destructive weather to include tornadoes, floods, severe freezes and other natural phenomena, the most common and most destructive is the threat of hurricanes.  However, due to the likelihood of advanced warning, there is usually sufficient

time to plan and prepare for the arrival of this type of destructive weather.  

    b. During destructive weather emergencies, the following activities may provide assistance.  The assigned Destructive Weather Officer (DWO) will provide close coordination with those activities necessary to effect the safe and efficient compliance with all directed measures.


   (1) Naval Weapons Station Charleston

        (2) Federal, State, and Local law enforcement


   (3) Citadel Officials


   (4) Marine Support Group/Navy League


   (5) Navy-Marine Corps Relief Society

    c. Students of The Citadel that are members of the NROTC Unit, but are not active duty military will be encouraged to participate in The Citadel’s emergency weather procedures as applicable.  NROTC Staff and faculty will always put priority on ensuring that students and attached personnel receive the most up to date information and guidance as possible.  However, the decision for non-active duty NROTC students to evacuate in the event of a destructive weather emergency rests with the student and with The Citadel.

    d. The first priority of any effort will be the safeguarding of NROTC students and staff in accordance with Citadel regulations and military guidelines.  The second priority will be the safeguarding of government and Citadel property.

4.  Non-critical/Nonessential personnel.  All personnel located at or assigned to The Citadel NROTC Unit are considered non-critical and nonessential during a destructive weather emergency.  The Commanding Officer may order all active duty personnel to evacuate the area and seek safe shelter in the event of an emergency.

5.  Task Organization  

    a. The Commanding Officer has the overall responsibility for the safe execution of the destructive weather plan.

    b. The Commanding Officer will appoint a DWO to directly supervise the execution of the destructive weather plan.  The DWO will report directly to the Commanding Officer or other designated person in the absence of the Commanding Officer.

    c. Class advisors will assist in the dissemination of information to students.  Additionally, each staff member will ensure they conduct the appropriate measures for each condition of readiness to include those measures associated with their regular or additional assigned duties.

    d. Alternate Command Post (ACP).  Should evacuation occur, The Citadel Naval ROTC Unit ACP will be located in Columbia the NROTC Unit, USC.  The ACP will remain the primary contact for information flow throughout a hurricane once and evacuation is ordered.  The ACP phone number is (803) 777-3454.

e. Emergency Operation Center (EOC).  The primary Navy Regional EOC is located in building 48, Naval Weapons Station Charleston.  The EOC will be activated (manned) in response to any significant disaster and can be reached by calling (843) 764-7901.  The Citadel’s EOC is located in the Public Safety Office and will use phone numbers (843) 953-7023/4/5.  The Citadel’s AEOC will be located in Coward Hall.

6.  Action.  Follow measures as outlined in Enclosure (1).  Upon Notification by the Commanding Officer, Citadel NROTC Unit or the Commanding Officer Naval Weapons Station Charleston, the DWO will set the appropriate destructive weather Condition of Readiness (COR), and assist in supervising the actions outlined in Enclosure (1).

7.  Evacuation Procedures.  The evacuation of Citadel NROTC personnel begins on order of the Commanding Officer.  The CO may choose to authorize a voluntary evacuation or order a complete evacuation of all active duty personnel.  Once the Commanding Officer gives the order to evacuate, unit personnel will ensure all designated actions from the Conditions of Readiness action list located in Enclosure (1) will be completed.  When ordered to evacuate, the following actions will be taken:

    a. Order of evacuation of NROTC Unit personnel.

    b. Transfer of Command to the Alternate Command Post (ACP) or other appointee as directed by the Commanding Officer.

     c. All military and government personnel are required to inform the chain of command of their location, regardless of whether they evacuated to a new location or not, no later than 24 hours after the issue of the evacuation order.  The DWO will notify the Commanding Officer of any changes to initial evacuation plans of all personnel.


d. Executive Officer (XO) will contact NSTC to inform them of the ACP phone number and update them on the evacuation situation.


e. The XO, along with the DWO, is responsible for coordinating the accountability of all personnel.  Prior to departing the Charleston area, ensure the CO, XO, and DWO have an updated recall roster.


f. The following Conditions of Readiness (COR) exist.  Action items for each COR are contained in Enclosure (1).


(1) Condition Of Readiness Five (COR 5).  The normal Hurricane Season is from 1 June to 30 November.  Destructive winds could reach this area within 96 hours.

        
(2) Condition Of Readiness Four (COR 4).  Destructive winds forecast to reach the area within 72 hours.

        
(3) Condition Of Readiness Three (COR 3).  Destructive winds forecast to reach this area within 48 hours.

        
(4) Condition Of Readiness Two (COR 2).  Destructive winds forecast to reach this area within 24 hours.

        
(5) Condition Of Readiness One (COR 1).  Destructive winds forecast to reach this area within 12 hours.

8.  Recovery Procedures:  The Commanding Officer, based on information gathered from all available sources, will decide when NROTC Unit personnel will return to the Charleston area.  All personnel will be informed of the recovery via the chain of command.

9. Information Flow:  All active duty students will use the chain of command for reporting and information passing purposes.  There will be designated section leaders for both the Navy Battalion and the Marine Corps Company, which will be the senior Officer Candidate and MECEP.

    
a. Once ordered to evacuate, all word will be passed via the CO to the SNI, MOI and the section leaders.  Section leaders will then pass word to their assigned sections, per Enclosures (11) and (12).  The DWO will ensure that all NROTC staff members have been contacted.  Information should be passed up the chain of command in the order below.  If one member in the chain of command cannot be contacted, move to the next member up the chain.

1. Contact Platoon Sgt/Division Officer

2. Contact the Battalion Ops/Company GySgt

3. Contact the Battalion CO/Company CO

4. Contact the Alternate Command Post (ACP): 

5. (803) 777-3454

6. Contact the DWO

7. Contact the SNI/MOI

8. Contact the XO

9. Contact the CO

10. Contact NSTC at 1-800-622-9437 / 9569

11. Contact the Naval Personnel Command (NPC) Watch Team at 1-877-414-5358


b. Cell phone networks could be extremely busy following a natural disaster.  If unable to call, try sending text messages.


c. If the ACP cannot be contacted, use email as an additional means of mustering.  An email muster should be used in conjunction with a phone muster by sending an email and continuing to call up the chain of command.  Email muster by emailing nrotcmuster@yahoo.com.


d. When mustering, positive two-way communications should be established. Thus, phone messages and email messages must be returned in order to be valid as a proper muster.

    
e. All hands are required to check in within 24 hours of an evacuation order.  Following the initial check-in, all hands will check in once a day by 1000 unless otherwise directed.

    
f. The ACP will pass on the unit muster to the CO, XO, NSTC, the Regional Commander populate the BOL Disaster Muster Tool.

    
g. Upon order from the CO, the DWO will notify Naval Weapons Station Charleston regarding the unit’s recovery plan.  The Section Leaders will initiate the recall procedures to ensure everyone is aware of the recovery order.  Midshipmen will return only upon direction by The Citadel. 


h. If an evacuation is ordered, the Admin Officer will produce orders on all evacuated personnel and will process all travel claims of evacuated personnel.  Travel will be reimbursed for travel up to the distance of the Safe Haven designated by the Regional Commander.

8.  Distribution.  This instruction should be made available to all active duty and government personnel that are members of the NROTC Unit and is to remain in effect until superceded.

Upon setting Condition of Readiness Five, the following actions will be taken:

Commanding Officer

5A. Assign Destructive Weather Officer (DWO).

5B. Issue specific guidance

Executive Officer

None.

Destructive Weather Officer

5C. Review all pertinent orders and directives.

5D. Make liaison with:


a. Alternate Command Post (ACP) provider (NROTC USC)

b. The Citadel Commandants Office and Physical Plant 

c. Naval Weapons Station Charleston DWO

5E. Ensure the Destructive Weather Plan and Recall Roster are updated.

5F. Be prepared to track storms that may impact the area.

5G. Advise the CO and XO of current weather conditions.

5H. Ensure all hands are aware of their responsibilities during conditions of readiness for destructive weather.

5I. Report attainment of COR 5 to Naval Weapons Station Emergency Management Coordinator (EMC).  Include the following in the report:

    a. DWO primary, secondary, and tertiary point of contact information

        1) Name


   2) Work phone

        3) Home phone

        4) Mobile phone


   5) Email address(s)

    b. Primary and secondary point of contact for post-evacuation notifications.

1) Name

2) Phone number

3) Fax number

5J. Complete full page installation report and submit to Naval Weapons Station(EMC) [Enclosure (10)].

Administrative Officer

5K. Verify accuracy and test the unit recall bill.

5L. Verify accuracy of post-evacuation recall bill.

5M. Coordinate with the Destructive Weather Officer to ensure transportation requirements are met for all unit personnel.

5N. Stage supplies for necessary administrative processing in case of destructive weather.

Supply Officer

5O. Review procedures to prepare all computers and other electronic equipment located on first deck for transfer to third deck.

5P. Conduct inspection of GSA vehicles and ensure they are in good working order.

Upon setting Condition of Readiness Four, the following actions will be taken:

Commanding Officer

4A. Modify general operations as appropriate.

4B. Issue specific guidance.

4C. Conduct special staff meeting as appropriate with necessary personnel.

4D. Ensure all personnel are allocated appropriate time to prepare families and homes for evacuation and possible destructive weather.

Executive Officer

4E. Prepare sensitive materials for storage or transfer.

Provide NSTC with points of contact information for the command during destructive weather.

4F. Ensure all military personnel are aware of evacuation and post-evacuation procedures.

4G. Ensure off-duty personnel and personnel on leave are notified to standby for possible evacuation.

4H. Ensure to remove, secure, and properly store all loose items or any debris that could become a missile hazard and damage property or injure personnel.

Destructive Weather Officer

4I. Track destructive weather and update CO, XO

4J. Keep all hands abreast of latest information regarding destructive weather.

4K. Notify Naval Weapons Station CDO of attainment of COR 4.

Administrative Officer

4L. Distribute up to date unit recall bill and post-evacuation recall bill to all hands.

4M. Relocate necessary supplies for necessary administrative processing in case of destructive weather.

Supply Officer

4N. Review procedures to prepare all computers and other electronic equipment located on first deck for transfer to second deck.

4O. Conduct inspection of GSA vehicles and ensure they are in good working order.

4P. Fuel all government vehicles to capacity.

Upon setting Condition of Readiness Three the following actions will be taken:

Commanding Officer

3A. Modify general operations as appropriate.

3B. Issue specific guidance.

3C. Conduct special staff meeting as appropriate with necessary personnel.

3D. Liaison with Naval Weapons Station, NSTC, and Citadel leadership to determine the need to evacuate the area or cease operations. If evacuation is to take place, send a team to man the ACP.  Set COR 1 prior to evacuating.

Executive Officer

3E. Ensure important materials are stored as required for expected weather conditions.

3F. Ensure off-duty personnel and personnel on leave are notified to standby for possible evacuation or to begin preparations of their homes for destructive weather.

3G. Be prepared to execute evacuation procedures. 

Destructive Weather Officer

3H. Track destructive weather and update CO, XO

3I. Keep all hands abreast of latest information regarding destructive weather.

3J. Notify Naval Weapons Station CDO of attainment of COR 3 as appropriate.

3K. Ensure the ACP is fully prepared with recall rosters and all appropriate information.

Administrative Officer

3L. Prepare all pertinent administrative records for safe storage.

3M. Provide NSTC with up to date recall information for CO and XO.

Supply Officer

3N. Prepare all computers and other electronic equipment located on first deck for transfer to third deck.

3O. Ensure backups are made of essential information stored on computer hard drives and backups are relocated to a safe location.

Advisors and AMOI

3P. Assist in preparing office equipment for destructive weather in accordance with Enclosure (2).

3Q. Waterproof and tape windows and doors or assigned spaces

3R. Assist with supervising the preparations of your assigned Midshipmen classes.

Upon setting Condition of Readiness Two the following actions will be taken:

Commanding Officer

2A. Modify general operations as appropriate.

2B. Curtail non-essential operations.

2C. Conduct special staff meeting as appropriate with necessary personnel.

2D. Liaison with Naval Weapons Station, NSTC, and Citadel leadership to determine need to evacuate the area or cease operations. Set COR 1 prior to evacuating.

2F. Designate a primary and secondary POC to maintain communications with Naval Weapons Station during an evacuation. 

Executive Officer

2G. Ensure important materials are stored as required for expected weather conditions.

2H. Ensure off-duty personnel and personnel on leave are notified of current condition of readiness.

2I. Be prepared to execute evacuation procedures. 

Destructive Weather Officer

2J. Track destructive weather and update CO, XO

2K. Keep all hands abreast of latest information regarding destructive weather.

2L. Notify Naval Weapons Station CDO of attainment of COR 2 as appropriate.

2M. Forward post-evacuation primary and secondary POC to Naval Weapons Station.

Administrative Officer

2N. Protect and store all pertinent administrative.

Supply Officer

2O. Protect computers and other electronic equipment by covering them with plastic, mark with location of equipment, and relocate them to the second deck of the building away from flood, rain, and debris hazards.

2P. Assist as necessary to set COR 2.

Advisors and AMOI

2Q. Clear all desktops and store items and materials in desks, files, or cabinets.

2R. Secure all doors, windows, and openings.  Close all drapes and blinds.

2S. Unplug all electrical devices.  Turn off all lights and electric equipment.

2T. Assist with supervising the preparations of your assigned Midshipmen classes.

Upon setting Condition of Readiness One the following actions will be taken:

Commanding Officer

1A. Modify general operations as appropriate. Consider limiting the number of personnel required to report to work to a minimum.  Consider location of domicile, driving conditions, and mission.

1B. Curtail non-essential operations.

1C. Conduct special staff meeting as appropriate with necessary personnel.

1D. Liaison with Naval Weapons Station, NSTC, and Citadel leadership to determine need to evacuate the area or cease operations.

Executive Officer

1E. Make final inspections of all areas to ensure proper preparedness preparations are complete.

1F. Ensure off-duty personnel and personnel on leave are notified of current condition of readiness.  If ordered to evacuate, ensure accurate post-evacuation contact information is available.

1G. Be prepared to execute evacuation procedures. 

Destructive Weather Officer

1H. Track destructive weather and update CO, XO

1I. Keep all hands abreast of latest information regarding destructive weather.

1J. Notify Naval Weapons Station CDO of attainment of COR 1 and order to evacuate as appropriate.

Administrative Officer

1K.  Make final inspections of all areas to ensure proper preparedness preparations are complete.

Supply Officer

1L. Make final inspections of all areas to ensure proper preparedness preparations are complete.

Advisors and AMOI

1M. Make final inspections of all areas to ensure proper preparedness preparations are complete.

1N. Assist with supervising the preparations of your assigned Midshipmen classes.


Commanding Officer

P1. Liaison with Naval Weapons Station, NSTC, and Citadel leadership to determine the need to continue evacuation or recover personnel

P2. Ensure that the Weapons Station Regional Commander is kept informed of unit muster

P3. Ensure that the BOL disaster muster tool is used to report muster to CNPC when it is available at HTTPS:/WWW.BOL.NAVY.MIL

P4. If unable to pass information to the Regional Commander, pass information directly to CNPC.

Executive Officer

P5. Assist the CO in passing word to all hands concerning recall order and work schedule.

P6. Ensure off-duty personnel and personnel on leave are notified of current condition of readiness.  

P7. Act as one Section Leader for post-evacuation information processing.

Destructive Weather Officer

P8. Act as one Section Leader for post-evacuation information processing.

P9. Maintain contact with Naval Weapons Station CDO and University information sources and keep the CO and XO informed of recall orders and information.

P10. Track destructive weather and update CO and XO

P11. Keep all hands abreast of latest information regarding destructive weather.

P12. Upon order from CO, notify Naval Weapons Station CDO of recall order.  Report casualties and available assets.  Continue to update Naval Weapons Station CDO of recall progress.

P13. Prioritize recovery actions and take necessary steps to recommence essential functions.

P14. Replenish and store hurricane gear as soon as possible following completion of post-hurricane operations.

1. Close and lock windows and close blinds or curtains.

2. Computers, monitors, other electronic equipment, as well as your computer power strip should be shutdown, unplugged, and covered with plastic.  All power cords (NOT the phone or network data cord) should be disconnected before you cover your equipment!  Limited supplies of large plastic bags are available from ITS Bond Hall room 253.

3. Small equipment should be stored inside cabinets, drawers, or desks.  You should back up important files/documents on your computer.  An example would be files in your "My Documents" folder.  If the backup you make is on a CD or removable media (zip, floppy, etc.) take the backup with you.

4. To limit damage from flooding, consider elevating certain items 1-2 feet above the ground on the 1st floor of each building, or move equipment to the third floor (Room 309).  Plastic garbage cans or recycle bins can be used to help protect items from water damage.

5. For lecture rooms with a multimedia equipped podium and projector:  Multimedia Services will provide a hurricane kit, which will contain a bag to cover the podium, tape, and a checklist of instructions.  The Destructive Weather Officer is responsible for turning off all equipment, unplugging the podium's main power cord from the wall, covering the podium with a bag, and taping the bag to secure it to the podium.

6. Once evacuation is announced, the College's computing services (all ITS servers) will be shutdown to protect data integrity.

Note that the Citadel’s OPCON’s are roughly analogous too the Conditions of Readiness (COR’s).

OPCON 5 Hurricane Season Start

• OPCON 5 starts on 1 June unless an early season storm places us in this condition earlier.

• All storm plans and SOPs should be reviewed including Home Plans.

• Points of Contact and Telephone Numbers verified.

• All storms are tracked and monitored.

OPCON 4: Notification and Alert

• Local officials notified that a storm could possibly be a threat to South Carolina.

• EOC will be under a "Limited Activation", primarily staffed by EPD personnel.

• All county departments, public safety agencies, hospitals, and response organizations notified.

• 800 Radio Pager Warning Network activated for this and subsequent OPCON upgrades

OPCON 3: Stand-By

• Storm poses a significant threat to South Carolina.

• EOCs "Partially Activated" with EPD staff and Key Agency representatives.

• Pre-evacuation conferences held with Police, Shelter teams and other agencies impacted.

• Emergency Council Meeting conducted to discuss Voluntary Relocation, County Evacuation, as well as a Governor-ordered mandatory evacuation.

• Key personnel Not Activated at this time will complete personal preparation for duty and keep their location and phone number known.

OPCON 2: Full Alert and Preparation

• Decision to evacuate automatically moves response teams to OPCON 2.

• EOC will be at "Full Activation" with necessary personnel to effect Evacuation,

Sheltering, Response and Initial Recovery.

• Moving to OPCON 2 commits substantial amounts of local and state monies to the storm effort.

• Evacuation preparation for Law Enforcement and Shelter Teams requires approximately five hours.

OPCON 1: Evacuation

• Once Decision to Evacuate is Announced, OPCON 1 will be established and maintained until an All-Clear is announced.

Name: 
_____________________________________

Address: _____________________________________


_____________________________________


_____________________________________

In the event of an evacuation:  

I plan on leaving via (Circle One):  

AIR



CAR  

I plan on traveling to: Address __________________________________________

City _________________________ State _______________

Contact Phone # ____________________________________

Number of Dependents (not including yourself):  _____




Please list all dependents that will be evacuating the area with you.

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

Comments:  Are there any special circumstances that the command needs to be aware of.

________________________________________________________________________________________________________________________________________________________________________________________________________________________

I understand that in the event of foul weather or an emergency of any kind that requires evacuation, that I must notify my chain of command of my travel plans and my contact information.







________________________________________






(Signature)

Contact Information for the NROTC staff will be updated and provided to all hands prior to an evacuation

___________________________________________________

Name ___________________________

In the event of an evacuation:  

I plan on leaving via (Circle One):  
AIR



CAR  

I plan on traveling to: ______________________________________________________________________________________________________________________________________________________

(List up to three cities to which you plan to evacuate.)

Fill in the questions below regardless of your travel plans.  For those traveling via AIR, the airports may be shut down and a vehicle may be your only evacuation option.  

I own a vehicle (Circle One):   

YES



NO


If YES:  Are you willing to transport other midshipmen in the event of an evacuation (Circle One):  

YES



NO


If YES:  I can transport (Circle One): 
1   2   3   4   5
 midshipmen.


If NO:  Would you be willing to evacuate with another midshipman in their POV (personally owned vehicle) (Circle One):   
YES



NO

If you would not evacuate with another midshipman, what is your intended course of action?  (Remaining in the city is not an option; this questionnaire is intended to prepare you for a mandatory evacuation of the city.)

I understand that in the event of foul weather or an emergency of any kind that requires evacuation, that I must notify my chain of command of my travel plans and my contact information.







________________________________________






(signature)

Preparing Your Kit
Review the checklist below. Gather the supplies that are listed. You may need them if your family is confined at home. Place the supplies you would most likely need for an evacuation in an easy-to-carry container.
Storing your Disaster Supplies Kit
Store your kit in a convenient place known to all family members.
Keep a smaller version of the Disaster Supplies Kit in the trunk of
your car. Keep items in airtight plastic bags. Change your stored water supply every six months so it stays fresh. Replace your stored food every six months. Re-think your kit and family needs at least once a year.  Replace batteries, update clothes, etc. Ask your physician or pharmacist about storing prescription medications.

Things to have in you Disaster Supply Kit

•If you stay, plan to be 'on your own' for >96 hours.

•Water - >1 gallon daily per person for 3 to 7 days

•Food - at least enough for 3 to 7 days

        — non-perishable packaged or canned 


    — foods for infants or the elderly

        — non-electric can opener

        — cooking tools / fuel

        — paper plates / plastic utensils 

•Blankets / Pillows, etc.

•Clothing - seasonal / rain gear/ sturdy shoes

•First Aid Kit / Medicines / Prescription Drugs

•Special Items - for babies and the elderly

•Toiletries / Hygiene items / Moisture wipes

•Flashlight / Batteries

•Radio - Battery operated and NOAA weather radio  

•Cash (with small bills) - Banks and ATMs not open or available for extended periods.

•Keys

•Toys, Books, and Games

•Important documents - in waterproof container or watertight resealable plastic bag: insurance, medical records, bank account numbers, Social Security card

•Tools - available during storm

• Vehicle fuel tanks filled

•Know vulnerability to storm surge, flooding, wind.

•Locate a safe room or safest areas for each hazard. 

•Determine escape routes and places to meet.

•Have an out-of-state family contact.

•Pet evacuation plan.

•Post emergency telephone numbers and make sure children know how and when to call 911.

•Check insurance coverage - flood damage is not usually covered by homeowners insurance.

•Stock non-perishable emergency supplies. 

•Use a NOAA weather radio. Remember to replace its battery every 6 months, as with smoke detectors.

•Take First Aid, CPR, disaster preparedness classes.

For Pets
DURING THE DISASTER

•Pets brought to shelter require ID collar, rabies tag, carrier or cage, leash, ample food, water and food bowls, necessary medications, care instructions, news papers or trash bags for clean-up. 

•Pet shelters filled on first come, first served basis.  Call ahead. 

AFTER THE DISASTER

•Walk pets on a leash until re-oriented - familiar scents and landmarks may be altered and pets could be confused and become lost.  Also, downed power lines, reptiles brought in with high water and debris can all pose a threat for animals after a disaster. 

•If pets cannot be found after a disaster, contact the local animal control office.  Bring along a picture if possible. 

•Animals can become aggressive or defensive - be cautious. 

PET DISASTER SUPPLY KIT

•Proper identification including immunization records.

•Ample supply of food and water.

•Carrier or cage.

•Medications.

•Muzzle, collar and leash .
Blue hurricane evacuation signs mark evacuation routes that lead inland.  Up to date information should be obtained by tuning in to local media.

· City of Charleston:  Evacuees from the West Ashley area will use SC 61 to US 78. US 78 will take them to Aiken and eventually to Augusta.  Evacuees from the downtown Charleston areas will use the normal westbound lanes of I-26.
  

· North Charleston:  Evacuees from North Charleston will take US 52 (Rivers Avenue). They may take US 78 to US 178 to Orangeburg or they may stay on US 52 northbound to Goose Creek. 

At Goose Creek, traffic in the right lane of US 52 will continue on to Moncks Corner. In Moncks Corner, it will be directed onto SC 6, which will take evacuees to Columbia.

Traffic in the left lane of US 52 at Goose Creek will be directed onto US 176 to Columbia.

Evacuees traveling west on SC 642 (Dorchester Road) will go to Old Orangeburg Road (Secondary 22) to US 78.

· East Cooper:  Evacuees leaving Mt. Pleasant may take I-526 to I-26 or US 17 north to SC 41. 

Evacuees leaving Sullivan’s Island will use SC 703 to I-526 Business to access I-526 then I-26.

Evacuees from the Isle of Palms would use the Isle of Palms Connector (SC 517) to go to US 17. The right lane will turn north on US 17, then proceed to SC 41, to SC 402, then to US 52 to SC 375, then to US 521, to SC 261 to US 378 to Columbia.

Evacuees using the left lanes of the Isle of Palms Connector would turn left to go to I-526 then on to I-26.  Evacuees in the right lane on I-526 approaching I-26 from the East Cooper area will be directed to the normal lanes of I-26. Evacuees in the left lane on I-526 will be directed into the reversed lanes of I-26.

Evacuees traveling on I-26 in the normal westbound lanes of travel will be allowed to exit at all interchanges between Charleston and Columbia. Evacuees traveling in the reversed lanes of travel will be allowed to exit at most, but not all, interchanges. 

Re-entry to I-26 will be permitted at all interchanges, but only into the normal, not the reversed, lanes of travel.

No motorists in the reversed lanes of travel will be allowed directly from I-26 onto I-95. However, they will be able to access I-95 via exit 165. They will take SC 210 north to US 176 east to I-95.  I-26 westbound traffic in the normal travel lanes that does not exit prior to reaching Columbia will be routed onto I-77 north.  Law enforcement officers will direct I-26 westbound traffic in the reversed travel lanes that does not exit prior to reaching Columbia across the interstate median into the normal lanes of travel.  Motorists are cautioned not to cross any roadway median unless directed to do so by a law enforcement officer.

· James Island and Folly Beach:  Evacuees from James Island and Folly Beach will take SC 171 to US 17.  They will then travel south on US 17 to I-526 to the reversed lanes of I-26.

In the event of an emergency, stay tuned to your local television and/or radio stations for a complete listing of Emergency Shelter openings.  If you are not able to find openings on either the television or radio, always call the Red Cross office [(843) 764-2323, ext. 373] to ensure that the shelters are open.


Berkeley County 
If evacuation is voluntary the following shelters will be opened:
Berkeley Intermediate

777 Stoney Landing/ Moncks Corner, SC  29461
Cainhoy Elem./Middle

2424 Cainhoy Rd/ Huger, SC  29450
Goose Creek High

1136 Red Bank Rd/ Goose Creek, SC   29445 
Hanahan High

6015 Muray Drive/ Hanahan, SC 29406
St. Stephen Middle

225 Carolina Ave/ Stephen, SC   29479
Berkeley High School

406 West Main St/ Moncks Corner, SC 29461
If evacuation is mandatory the following additional shelters will be opened:
Cross High School

1293 Old Highway 6/ Cross, SC 29436
Macedonia Middle

200 Macedonia Foxes Circle/ Moncks Corner, SC  29461
Sangaree Elementary

1460 Royal Rd/ Summerville, SC 29483
Stratford High

951 Crowfield Blvd/ Goose Creek, SC  29445
Westview Primary

104 Westview Blvd/ Goose Creek, SC 29445

Charleston County 
If evacuation is voluntary the following shelters will be opened:
Stall High School

7749 Pinehurst St/ North Charleston, SC 29420
Midland Park Elem.

2415 Midland Park Rd/ North Charleston, SC 29405
N. Charleston High

1087 Montague Ave/ North Charleston, SC  29405
RD Schroder Middle

7224 Hwy 162/ Hollywood, SC  29449
If evacuation is mandatory the following additional shelters will be opened:

Pepperhill Elem.

3300 E. Creola Rd/ North Charleston, SC 29420
CC Blaney Elem.

7184 Hwy 162/ Hollywood, SC  29449
A.C. Corcoran Elem.

8585 Vistavia Rd/ North Charleston, SC 29418
Garrett Academy of Tech.

2731 Gordon Street/ North Charleston, SC 29405
Ron McNair Elem.

3795 Spruill Ave/ North Charleston, SC  29405

Dorchester County 
If evacuation is voluntary the following shelters will be opened:

Fort Dorchester High    

8500 Patriot Blvd/ North Charleston,  SC  29420
Harleyville/Ridgeville Elem. 

1650 E. Main St/ Dorchester, SC 29437
Summerville High              

1101 Boone Hill Rd/ Summerville, SC 29483 

If evacuation is mandatory the following additional shelters will be opened:
Alston Middle School    

500 Bryan St/ Summerville,  SC  29483
Beech Hill Elementary   

1001 Beech Hill Rd/ Summerville,  SC  29485
Woodland High          

4128 Highway 78/ Dorchester, SC  29437 
Citadel:

Naval ROTC:  (843) 953-5193

President’s Office:  (843) 953-5012

Citadel Physical Plant:  (843) 953-5093

Public Safety:  (843) 953-5114

Risk management:  (843) 953-4816

Emergency Operations Center (EOC):(843) 953-7023 / 7024 / 7025

DAWG Line:  (843) 953-3294

Naval Weapons Station Charleston:

Quarterdeck:  (843) 764-7000

Emergency Operations Center (EOC):  (843) 764-7901

Emergency Management Coordinator, Ken Harrell: 
Office (843) 764-7821 x 16 


Cell (843) 297-0982


ken.harrell.ctr@navy.mil
Naval Service Training Command (NSTC) – NROTC Office

NSTC mustering number: 1-800-622-9437 / 9569

Citadel NROTC muster email:

nrotcmuster@yahoo.com
Commander, Navy Personnel Command (CNPC):

Toll free Emergency Call Center: 1-877-414-5358

Email:  npc.cat.captain@navy.mil
BUPERS Online, BOL Disaster Muster Tool: https://www.bol.navy.mil
Charleston:

Charleston County Emergency Preparedness Division:  
(843) 202-7400 / 7100

American Red Cross (Carolina Lowcountry Chapter):  
(843) 764-2323, ext. 373

Useful Websites:

Naval Atlantic Meteorology And Oceanography Facility: https://www.nlmof.navy.mil/
Berkeley County Emergency Management: http://gis.co.berkeley.sc.us/ema/#
National Hurricane Center: http://www.nhc.noaa.gov/
South Carolina American Red Cross: http://chapters.redcross.org/sc/central/index.html
Red Cross: http://www.redcross.org
Federal Emergency Management Agency (FEMA): http://www.fema.gov
National Oceanic and Atmospheric Administration (NOAA): http://www.nws.noaa.gov
Center for Disease Control (CDC):
http://www.cdc.gov/nceh/emergency/flood/default.htm
CHAPTER 5

NROTC UNIT THE CITADEL NOTICE 3065
Subj: LEAVE AND LIBERTY POLICY FOR MECEP AND STA-21 PERSONNEL

Ref:
(a) OPNAVINST 5100.12G

(b) MILPERSMAN 1050 (Series)

     (c) MCO 1050.3G


(d) BUPERSINST 1050.11G

1.  Purpose.  To implement a leave and liberty policy for MECEP and STA-21 students assigned to NROTC Unit, The Citadel.

2.  Policy.

a. If personnel plan to leave the local area (defined as the State of South Carolina) by vehicle, he or she will submit a Driving Mishap Indicator (Enclosure 1).  If the total points on the Driving Mishap Indicator exceed 8 points, personnel will submit a map of their route and a detailed driving itinerary.

b. When personnel plan to exceed the liberty limits for liberty less then 96 hours, he or she will submit a Special Liberty Chit.

c. In accordance with reference (a), for liberty requests in excess of 96 hours, personnel will submit a Leave Request.

d. For personnel desiring to travel with school athletic teams or clubs activities, they are required to submit a request for PTAD.

e. STA-21 personnel must have leave/liberty requests approved by the STA-21 Advisor prior to submitting to the SNI.  

f. Personnel will be physically present at the unit and in the uniform of the day when
checking-out and checking-in from leave or liberty, unless returning on a weekend at which time, personnel will contact their chain of command to check-in. 

g. Personnel checking-out on leave during a weekend will obtain their leave papers on Friday afternoon at 1600 from either the SNI, Admin Officer or designated Duty Officer. 

3.  The Executive Officer is the approving authority for all liberty requests and TAD orders.  Requests should be complete and to the Executive Officer through the chain of command no later than five working days prior to the first day of the requested liberty.

CHAPTER 6
Subj: MAINTAINING OF BATTALION FUNDS

Encl:(1) Navy Battalion Transaction Form.

1.  Responsibilities:

a. Battalion Staff: Develop events to raise funds for the Battalion as well as events that may require the use of Battalion funds.

b. Battalion Supply Officer: Maintain a binder with an updated copy of all Navy Battalion Transaction Forms.  Verify sufficient funds for all withdrawal requests, disburses approved funds and complete deposit transactions in the Battalion Fund.

c. Senior Naval Instructor: Makes the final decision to approve or disapprove the release of money from the Battalion Fund.  Spend Battalion funds in a manner that benefits the Entire Battalion. Battalion funds shall not be used to purchase alcohol at anytime.

d. NROTC Staff Supply Officer: Supervises the Battalion Funds and ensures the responsible use of Battalion funds.

2.  Execution: 

a. Encl (1) will be completed and submitted for approval one week prior to the event date.  Encl (1) will be completed and submitted for approval as soon as possible for incoming funds. 

Procedure:

a) Insert Date (MM/DD/YYYY). The transaction number is controlled by the supply officer.

b) Circle the transaction type (Debit/Credit).

c) Insert the transaction amount.

d) Description of Transaction:


i)  List the quantity of each item.


ii) List the individual cost of the item.


iii) Give a brief description of each item.  


iv) Multiply the quantity by the individual price and 
list the product in the amount’s column.


v)  Add the amount for each item and fill in the 
‘total’ box.


vi) List the business contact information.

e)
Sign the applicant box.

(2)
Submission:


a) Encl (1) is submitted to the Battalion Supply Officer who verifies sufficient funds for the request.


b) Battalion Commanding Officer(BCO)/Battalion Executive Officer (BXO) makes his or her recommendations (as necessary).


c) Senior Naval Instructor (SNI) makes the final decision on (dis)approval. 

(3) Purchases Made: Based on SNI’s approval, the Supply Officer releases funds for the event:


a) The applicant or applicant’s designated assistant makes the purchases listed on Encl (1).  The applicant is ultimately responsible for distributed funds.

(4)
Post Event:


a) Return the transaction form and all receipts to the Battalion Supply Officer.


b) The Battalion Supply Officer updates the treasury records as follows:



i)
List date of transaction.



ii)
List transaction description, including the 
transaction number 
from Encl (1).



iii)
List amount of funds debited or credited.



iv)
Staple all receipts to the treasury records 
and files it the Supply binder.



iv)
Update account balance.


c)
The Battalion Supply Officer will brief the 
Battalion monthly on the status of the Battalion Fund.

	Navy Battalion Transaction Form

	

	Transaction Number:
	 
	Date:
	/     /

	
	
	
	

	 
	 
	 
	 

	Out (Debit)   /   In (Credit)
	Amount:
	$

	
	
	

	 
	 
	 
	 

	Description of Transaction
	Quantity/Unit Cost
	Description
	Amount

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	 
	 

	
	 
	Total
	 

	
	Business Contact Information

	
	Address
	 

	
	Phone Number
	 

	Applicant                           (signature/Date):
	 

	Battalion Supply Officer (approval/signature/Date):
	Yes/No

	BCO                   (approval/signature/Date):
	Yes/No

	Staff Supply Officer (approval/signature/Date):
	Yes/No


CHAPTER 7

Subj: MENTORING PROGRAM

Ref:  NAVSEA/PROGRAM 29

Encl: (1) Mentoring Handbook


 (2) Individual Development Plan (IDP)

1. Purpose. To implement a standard mentoring program at The Citadel NROTC Unit; however, this program is not intended to replace the chain of command under any circumstance. This mentoring program is intended to provide new students with an experienced member of the battalion in order to help create well informed, knowledgeable, and capable leaders of the future. Moreover, this program should be used by the mentor and protégé as an ongoing education and retention tool. The contents of this notice should be read in there entirety by all personnel.

2. Acknowledgement. This program was adapted from the Navy Mentor Program. More information about mentoring can be found at Navy Knowledge Online, which can be located at https://wwwa.nko.navy.mil.

3. Discussion. New students undergo an extreme makeover during their first year aboard NROTC Unit-The Citadel, which has also proven historically to be particularly demanding. At many times throughout this period questions may go unanswered. Although the chain of command is available to answer these questions, at times it is better to have direct access to someone that we can easily communicate with. This mentoring program will assist those personnel who do not have convenient and direct access to an experienced and knowledgeable mentor. Furthermore, having an effective mentoring program will ensure that every Midshipman is provided with the tools necessary to be successful not only at this command, but as a Naval Officer in the fleet. In order to have an effective Mentoring Program, mentors must be high quality personnel that represent the Navy and Battalion in a good way. For that reason, mentors who are not performing adequately in all areas of their known personal and professional responsibilities will not be eligible to participate in the Mentoring Program.

4. Definitions:


a. Mentor. A mentor is a trusted counselor or guide. Mentoring, therefore, is a desirable relationship in which a person with greater knowledge and wisdom guides another person to develop both personally and professionally.


b. Protégé. A protégé is somebody under patronage of another. A Protégé is a person who receives help, guidance, training, and support from somebody who is older and has more experience or 
influence.

5. Benefits. There are many benefits of having an effective mentoring program for the mentor, protégé, and the command. Studies have found that employees who engage in a mentoring relationship are more likely to move ahead faster than employees without mentors. Some examples of these rewards include, but are not limited to, the following:

a. Mentor:



(1) Increased self-esteem and status in the organization. Others will respect the role you have in instilling the values of the Navy to your protégé.



(2) A chance to work on management, leadership, and interpersonal skills. These skills are refined by delegating challenging work to your protégé and by giving constructive feedback.



(3) Greater influence on the mission and direction of the organization.



(4) Learning from your protégé. Mentors and protégé’s can learn from each other.


b. Protégé:



(1) Increased awareness of the organization, its mission, and the individual’s importance to success.



(2) Self-confidence leads to increased likelihood of job success.



(3) Greater job satisfaction and higher productivity by targeting the development of necessary skills.



(4) Allows for a smoother transition into the organization.

5. Action:


a. The Battalion Public Affairs Officer will:



(1) Oversee the mentoring program.


(2) Report directly to the Battalion Commanding Officer with matters pertaining to the mentoring program.



(3) Train mentors on their duties and 


responsibilities.



(4) Closely evaluate the success of the mentoring 
program.



(5) Coordinate assignment of mentors to protégés.



(6) Coordinate the presence of mentors at all 
academic, disciplinary or professional review boards 
that directly involve their assigned protégé’s.

b. Mentors. Officer Candidates will be designated as mentors by the Battalion Public Affairs Officer.  This mentoring relationship will continue for at least two academic years. Officer Candidates must make every attempt to interact socially, and provide support to their assigned protégé to ensure their success in academically and militarily.


c. Protégé. All Fourth Class Midshipmen will be selected and mentored by a Naval Officer Candidate. This mentoring relationship will continue for at least two academic years. 


d. Division Officers. Provide support as necessary.

6. Command and Control. All questions pertaining to the mentoring program should be addressed to the Battalion Public Affairs Officer.

Mentoring Handbook

1. Purpose. The purpose of this handbook is to provide a map to guide you to successful mentoring, which is a road that is becoming far more traveled.  This handbook will guide you through the mentoring process- what it means to be a mentor, the roles and responsibilities during your tutelage, and the different styles that you can adopt to meet the unique demands of a mentoring relationship. The mentor-protégé relationship is charted from the beginning to end by tips on how to identify a protégé, cultivate the relationship, and avoid obstacles that can detour a mentor-protégé relationship. Finally, this handbook outlines the positive effects of traveling this road; effects that

are shared by the mentor, the protégé, and the organization.

2. Recommendations for Use. This handbook is a job aide that contains comprehensive information on mentoring, with tips, suggestions, and examples to supplement this information. It is recommended that you read all sections of the handbook at least once. Whether you are a mentor-to-be who stands at the crossroads of mentoring, or an experienced mentor who is miles down the road, there is information to learn. Once you have read the material, refer to the handbook whenever necessary. You may find that you refer to some sections more than others. Remember, this handbook is the map that guides you on the road to successful mentoring. You need to decide how to best use this tool.

3. What is Mentoring? One usually charts unfamiliar territory when attempting to define mentoring. Mentoring is not an easy term to define because it is a process that is always changing. The mentoring process links an experienced person (mentor) with a less experienced person (protégé) to help foster the career development and growth of the protégé. The mentoring process requires that the mentor and protégé work together to reach specific goals and to provide each other with sufficient feedback to ensure that the goals are reached. Many define a mentor as a teacher who assigns task and reviews performance, but a mentor is more than a teacher. A mentor facilitates personal and professional growth in an individual by sharing the knowledge and insights that have been learned throughout the years. The desire to want to share these life experiences is characteristic of a mentor.

A successful mentor is also characterized as the following:

a. Supportive. A mentor is one who supports the needs and aspirations of a protégé. This supportive attitude is critical to the successful development of the protégé. A mentor must encourage the protégé to accept challenges and overcome difficulties.

b. Patient. A mentor is patient and willing to spend time performing mentoring responsibilities. A mentor provides adequate time to interact with the protégé. The time requirements are defined by both the mentor and the protégé.

c. Respected. A mentor is someone who has earned the respect of peers, the Navy, and the community. It is important that this person be someone to whom others can look at as a positive role model.  

Just as the mentor is more than a teacher, a protégé is more than a student.  A protégé, as a bright and motivated individual, is the future of the Navy; the insurance that a well trained, high quality workforce will exist to meet a long term demands. Protégé’s represent a wide range of individuals in terms of age and work experience. A protégé is an achiever who is groomed for advancement by being provided opportunities to excel beyond the limits of his or her position. Most people imagine a protégé to be new to the working world; however, there are two types of protégé’s. The first type is the person new to the Navy; the junior colleague needs to be taught everything about surviving in the workplace. The second type of protégé is the seasoned, politically sophisticated person who may have been promoted or transferred to a new assignment. Together, the mentor and protégé share mentoring experiences that will build a successful and enriching relationship. Of course, the success of this relationship depends on both the mentor and the protégé. Both must want the relationship to work. You must cooperate with each other to make the most of the experience. The success of the mentoring relationship also depends on how well the mentoring relationship is defined. You need to know each others expectations. Once you have a clear understanding of these expectations you will be able to ensure that each other’s expectations are being met. Finally, you must be concerned with the overall development of your protégé. You should be the influencing force behind your protégé’s professional growth by providing on the job guidance, promoting participation in the organization, and assisting in career decisions in order to cultivate overall development.

4. Mentor Roles and Responsibilities. As a mentor you may assume many roles depending on the needs of your protégé and the relationship you have with them.

a. Teacher. As a teacher, you may need to teach the protégé the skills and knowledge required to perform the job successfully. This role requires you to outline the specifics of the position and to share your experiences as a seasoned professional. To teach the fundamental of the position, you first need to determine what knowledge and skills are necessary to successfully meet the requirements of the position. Once you have identified the knowledge and the skills that the position requires, you need to identify what knowledge and skills the protégé already has and what knowledge and skills require development. Then concentrate your efforts on helping your protégé develop his or her knowledge and skills. It is in your best interest to ensure that your protégé develops professionally. There are many different ways you can help you protégé develop. You should make a point of explaining, in detail, what you expect from your protégé. If you are helping your protégé develop critical job tasks, provide examples or samples when possible for the protégé to follow. The most important tool you can use is to answer questions from your protégé. Keep in mind that you are not required to be an expert on everything. A good mentor knows when to direct the protégé to a knowledgeable source. Knowledgeable sources can be people or materials. As a teacher it is important that you share the wisdom of past mistakes. A protégé cannot only learn from your errors, but also can realize that no one is perfect. Make a point to relate these learning experiences and anecdotes whenever appropriate. It is the sharing of information that will strengthen the mentor-protégé relationship.

b. Guide. As a guide, you help navigate through the inner workings of the organization and decipher the unwritten rules for your protégé. This information is usually knowledge that is acquired over a period of time. The inner workings of the organization are simply the behind the scenes dynamics, or office politics, that are not always apparent, but crucial to know. The unwritten rules can include the special procedures that your office follows, the guidelines that are not always documented, and policies under consideration. As a mentor, it is important that you explain the inner workings and unwritten rules to your protégé. Brief your protégé on who does what, and the critical responsibilities that each performs.

c. Counselor. The role of counselor requires you establish a trusting and open relationship. In order to create a trusting relationship, you need to stress confidentiality and show respect for the protégé. You can promote confidentiality by not disclosing personal information that the protégé shares with you. Show respect by listening carefully and attentively to the protégé and by not interrupting while your protégé is talking. The counselor role also encourages a protégé to develop problem-solving skills. A protégé must be able to think through problems rather that always depending on you to provide a solution. You can develop the protégé’s problem-solving skills by advising the protégé to attempt to solve the problem before seeking assistance.

d. Motivator. As a motivator, you may at times need to generate motivation in your protégé. Motivation is an inner drive that compels a person to succeed. It is not often that you will find an unmotivated protégé. In general, most protégé’s will be enthusiastic about the Navy.  Protégé’s tend to be characterized as highly motivated individuals with a thirst for success. You usually perform the role of motivator only when you need to motivate your protégé to complete a difficult assignment or to pursue an ambitious goal. Through encouragement, support, and incentives, you can motivate you protégé to succeed! One of the most effective ways to encourage your protégé is to provide frequent positive feedback during an assigned task or while the protégé strives toward goal. Positive feedback is a great morale booster that removes doubt, builds self esteem, and results in your protégé feeling a sense of accomplishment. Concentrate on what the protégé is doing well and tell your protégé about these successes.

e. Advisor. The role requires you to help the protégé develop professional interests and set realistic career goals. As the old saying goes, “If you do not know where you are going, you will not know how to get there.” This saying holds true for protégés professional development. In the role of advisor, you need to think about where the protégé wants to go professionally. That is, you need to help the protégé set career goals. Several factors must be considered when setting career goals:

(1) Goals should be specific.

(2) Goals need to be clearly explained. Use details to explain what the protégé wants to achieve.

(3) Goals must be time framed. Both the mentor and protégé need to plan an overall time frame for the goals with interim deadlines to ensure that the protégé is moving toward these goals.

(4) Goals should not be too future orientated. Most mentors recommend that you should keep your goal time frames within a three year range.

(5) Goals must be results orientated. You need to concentrate on the results of you efforts, not so much on the activities that are required to accomplish them. An activity provides a way of reaching the goal, but the end result (the goal) should not be neglected.

 (6) Goals must be relevant. The goals must be appropriate and in tune with the Navy, while moving the protégé closer to the type of work that he or she finds challenging and enjoyable.

(7) Goals must be reachable. The goals must be within the reach of the protégé. The protégé needs to feel challenged, but not incapable of reaching the goals.

(8) You must consider the special talents of your protégé and weigh these talents with the requirements of the goal for which your protégé strives.

(9) You need to create the right career fit for your protégé. You may want to create several career goals to eliminate the possibility of your protégé feeling trapped. However, goals should be limited in number. You need to avoid setting too many goals at once. Concentrate first on setting goals that will help your protégé accomplish what needs to be done. Keep in mind that set goals must be flexible enough to accommodate changes in the workplace and changes in your protégés interests. Goals should not be so rigid that adjustments can’t be made.

f. Referral Agent. Once career goals are set, you are likely to assume the role of referral agent. As a referral agent, work with your protégé to develop an action plan that outlines what knowledge, skills, and abilities a protégé needs to meet his or her career goals. There are several steps that you and your protégé should follow when developing a career action plan.

(1) Target the areas that require development. To target developmental areas, know the requirements of the future position, or perhaps talk to people who hold the position. You should identify the critical knowledge, skills, and abilities that are required of the future position. Weigh these against the knowledge, skills, and abilities that your mentor already possesses. Are there any that require developments? What knowledge needs to be acquired and skills honed to meet the demands of the future position?

(2) Select developmental activities. Choose or recommend activities that your protégé can undertake to develop the critical knowledge, skills, and abilities required of the future position.

5. Protégé Roles. Mentoring creates a partnership between two individuals- the mentor and the protégé. In a previous paragraph, you learned the roles of the mentor, but a mentor is not the only one that must wear many hats. A protégé must also perform several roles.

a. Gauge. A protégé is a gauge to measure how interactive a mentoring partnership will be. This means that a protégé determines the capacity of the mentoring relationship. Your protégé decides upon the amount of dependence and guidance he or she needs. A protégé should take the initiative to ask for help or advice and to tackle more challenging work.

b. Student. A protégé is a student who needs to absorb the mentor’s knowledge and have the ambition to know what to do with this knowledge. As a student, the protégé needs to be proactive and demonstrate what has been learned.

c. Trainee. A protégé is also a trainee who should blend mentoring with other training approaches. The protégé must participate in command training programs, in addition to seeking professional advice. By participating in other programs, the protégé becomes a more well rounded and versatile individual.

6. Mentor and Protégé Characteristics:

a. Mentor. To successfully assume the different roles of a mentor, you need to display certain characteristics. As previously mentioned, a successful mentor is characterized as supportive, patient, and respected.  There are other characteristics that a successful mentor should possess. A successful mentor should be:

(1) People Oriented. A mentor is one who is genuinely interested in people and has a desire to help others. A successful mentor is one who has good people skills; that is, knows how to effectively communicate and actively listen. A mentor must also be able to resolve conflicts and give appropriate feedback.

(2) Good Motivator. A mentor is someone who inspires a protégé to do better. A mentor needs to be able to motivate a protégé through encouraging feedback and challenging work assignments. A mentor once described this characteristic by saying, “a mentor needs to stretch the protégés potential, setting new limits for what the protégé can do.”

(3) Effective Teacher. A mentor must thoroughly understand skills required by the protégés position and goals, and be able to effectively teach these skills to his or her protégé. This means that a mentor must actively try to recognize and use teaching opportunities.

(4) Secure in Position. A mentor must be confident in his or her career so that pride for the protégés accomplishments can be genuinely expressed. A mentor should appreciate a protégés developing strengths and abilities, without viewing these accomplishments as a threat. A secure mentor delights in a protégé’s discoveries and welcomes his or her protégés achievements. In truth, a mentor enjoys being a part of the protégé’s growth and expansion.

(5) An Achiever. A mentor is usually a professional achiever-one who sets lofty goals, continually evaluates these goals, and strives to reach them. A successful mentor is usually one who takes on more responsibility than is required, volunteers for more activities, and tends to climb the proverbial career ladder at a quick pace. A mentor attempts to inspire a protégé with the same drive for achievement. This attempt at achievement is the flint that sparks a protégés desire for career success. In this way, a mentor helps a protégé to set, evaluate, and reach career goals.

(6) Values the Navy and Work. A mentor takes pride in the Navy and relishes the every day challenges that typically arise. A mentor understands the mission, vision, and values of the Navy and supports the Navy’s initiatives. A mentor should be well versed in policies and procedures.  Keep in mind that a protégé looks to his or her mentor for guidance on interpreting policies and procedures. In order to provide this guidance, you need to know and understand this information.

(7) Respects Others. A mentor is one shows regard for an others well being. Every person, including the mentor, has certain vulnerabilities and imperfections that must be accepted. A mentor should learn to accept a protégés weaknesses and minor flaws, just as the protégé must learn to accept the weaknesses and flaws of the mentor. Mentors can, in fact, help a protégé explore his or her vulnerabilities and imperfections. Without passing judgment, a mentor must also recognize that differences in opinions, values, and interests will exist. By accepting such differences, a mentor projects openness to others. Not all of theses characteristics are equally found in everyone. If you fall short in one or several of these characteristics, it does not mean that you can’t be a successful mentor. It just means that you need to strengthen those characteristics that you think are a bit weak.

b. Protégé. A successful mentoring relationship not only depends on the characteristics of the mentor, but also on the characteristics of the protégé. Remember that these are desired characteristics of an ideal protégé. If your protégé has only two or three of these characteristics, this does not mean that the mentoring relationship will fail. It may, however, take extra effort to overcome possible obstacles that could arise from lacking one or several of these characteristics. The following list  outlines the characteristics of an ideal protégé. 

(1) Eagerness to Learn. A protégé has a strong desire to learn new skills and abilities, or a desire to develop existing skills and abilities.  A protégé seeks educational and training opportunities whenever possible to broaden his or her capabilities. A protégé strives to elevate his or her level of technical skill and professional expertise to gain a greater mastery of the job.

(2) Ability to Work as a Team Player. A protégé usually must interact with many others as a part of the requirement of his or her position. Therefore, it is important that the protégé cooperate and communicate with these individuals. A Protégé must learn how to be a team player in order to contribute as much as possible t the mentoring relationship. To do this a protégé should:

(a) Initiate and participate in discussions.

(b) Seek information and opinions.

(c) Suggest a plan for reaching goals.

(d) Clarify or elaborate on ideas.

(e) Try to ease tension between parties.

(f) Resolve differences.

(g) Be fair with praise and criticism.

(h) Accept praise and criticism.

(3) Patient. A protégé must be willing to put time and effort in the mentoring relationship. A protégé must preserve through the difficulties that arise during the learning process. Many protégés, at one time or another, feel frustrated because they feel confined in their current job.  A protégé should be realistic enough to know that career advancement does not happen overnight.

(4) Risk Taker. As a risk taker, a protégé must be willing to travel from “safe harbor,” to the seas of uncertainty. This means that a protégé must move beyond the tasks that he or she has already mastered and accept new and more challenging experiences. This can be difficult for a protégé because this means giving up the known for the unknown. With each new assigned task, a protégé may ask, “Can I really do this?” Tasks are never easy for a protégé. A protégé must realize that, to grow professionally, it is necessary to assess one self, to acquire needed skills, to develop new skills, and to make contact with others. A protégé must be willing to take chances! In fact, a mentor should encourage risk taking.

(5) Positive Attitude. This is the most important trait for a protégé to possess because it is a bright and hopeful attitude that can help a protégé succeed. A protégé with a poor, defeatist, or pessimistic attitude will not move ahead. The first bump in the road will throw this person off course. An optimistic protégé is more likely to tackle difficulties and stay on course. A protégé should not be afraid to fail.

7. Mentoring Skills. Skills such as listening, counseling, and career advising are crucial skills for a mentor. Read this section to learn more about these basic mentoring skills.

a. Listening Skills:

(1) Styles of listening:

(a) One-way listening. Also know as passive listening, one-way listening occurs when the listener tries to understand the speaker’s remarks without actively trying to provide feedback. The listener may be deliberately, or unintentionally, sending non-verbal messages such as eye contact, smiles, yawns, or nods. However, there is no verbal response to indicate how the message is being received. Sometimes one-way listening is an appropriate way to listen. If your protégé wants to air a gripe, vent frustration, or express an opinion, you may want to practice one-way listening. Your protégé may not want or need a verbal response, but may only want you to serve as a sounding board. One way listening is also appropriate when you want to ease back mentally and be entertained. It would be a mistake to interrupt your protégé as he or she relates a good joke or a story!

(b) Two-way listening. This listening skill involves verbal feedback. There are two types of feedback that you can use as a listener.

1. Questioning response is one type of verbal feedback.  You ask for additional information to clarify your idea of the protégés message. For instance, you may want to ask, “What do you mean?” By asking this type of question, you are asking your protégé to elaborate on information already given.

2. Paraphrasing is another type of verbal feedback. In this type of feedback, you need to demonstrate that you have understood your protégés concerns. You need to rephrase your protégés ideas in your own words. If you concentrate on restating your protégés words, you can avoid selective listening which is responding only to parts of the conversation that interest you. You can summarize your protégés points by saying, “Let me make sure I’m with you so far,” or “the way you see the problem is…”

(2) Listening Improvement. A key to improving your listening skills is to improve your concentration. You can improve your concentration by:

(a) Holding your fire. Learn not to get too excited or too angry about the individual’s point until you are sure you understand it. Do not immediately draw conclusions whether the meaning is good or bad. Reduce your emotional reactions.

(b) Listening for the main points. When listening to your protégé, focus on the main ideas. Make a mental outline of his or her most important points. Look at your protégé to understand what is being communicated.

(c) Resisting distractions. While listening to your protégé, try to ignore surroundings, outside noises, or others. Try to concentrate on your protégés facial expressions, or his or her emphasis on certain words.

(d) Capitalization upon thought speed. On an average, you speak 125 works a minute. You think, and therefore listen, at almost four times that speed. You need to remember not to let your mind stray while you are waiting for the person’s next thought. Instead, try to “listen between the lines.” You can do this by interrupting you protégés non-verbal messages.

(e) Listening for the whole meaning. Listen for feeling as well as fact. In other words, try to get inside the other person’s head.

b. Counseling. During the course of the mentoring relationship, you may be required to counsel your protégé on problems that can stem from conditions outside of work, or from conflicts at work. You may also counsel your protégé on how to make certain decisions. As a mentor, you should be familiar with a non-directive approach to counseling. The focus of this approach is to let your protégé discover problems and work out solutions that best fit his or her value system. This kind of approach avoids the need for making a diagnosis. One role you do not want to assume is that of a psychoanalyst. Never try to diagnose a protégés problem. A non directive counseling approach requires you to use active listening skills. While listening to your protégé, refrain from passing judgment. You should accept the different values and opinions of your protégé without imposing your own values and opinions. Make your protégé feel comfortable and at ease and show a genuine interest in your protégés welfare. Attempt to get your protégé to open up with phrases such as: “Would you like to tell me about it?” “Would you help me to better understand?” “Why do you feel that way?” “OK…what happened?” As a part of the non-directive approach, you should learn how to reflect on what has been said by your protégé. A non directive approach does NOT mean that you are passive through the discussion. Any discussion, if it is to be productive, requires give and take. You should reflect on your protégés statement by restating the key points. Make sure you really know what your protégé is trying to tell you. It is not unusual for a person to stop talking during a conversation to organize thoughts, focus opinions, and interpret feelings, or simply catch his or her breath. You may feel great pressure to break the silence by saying something. However, it is better to let your protégé restart the conversation and continue the conversation at his or her own pace. This eliminates putting too much of your own feelings and biases in the conversation. If your protégé becomes emotional during your conversation, let him or her work through their feelings. After an emotional release, it is not unusual for a person to feel shame and guilt. If your protégé wants to discuss this emotional release, you should allow him or her to talk about it freely. With a non-directive approach, it is better to let your protégé arrive at his or her own solutions, which will also help your protégé sharpen his or her problem solving abilities. Of course you can give advice to your protégé, but you need to emphasize that this advice comes from your own perspective or experience. If you are asked for advice, preface your statements with, “from my experience…,” or “the way I view the situation…,” or “If I were in your situation, I would consider…” These statements help your protégé understand that this advice is from your perspective. It is the protégés choice and responsibility to decide whether or not to apply it. Remember, the more serious and personal your protégés problem, the more cautious you should be about giving advice. It goes without saying that confidences should be maintained. You should use considerable discretion in handling sensitive or confidential information. Realize that your protégé may be feeling anxiety, apprehension, or fear about disclosing this information to you. Your protégé may wonder how this information is going to be interpreted or acted upon. This is where trust is really a factor. When you counsel your protégé, you can learn to better understand how your protégé thinks, feels, acts, or reacts. In fact, counseling can effectively stimulate your protégés problem solving ability.

c. Career Advising. Mentoring requires you to help your protégé set career goals and to meet these career goals within a specified time frame.

(1) First, you need to determine your protégé’s interests. To help your protégé determine his or her interests, begin by asking questions such as: What activities do you enjoy or find satisfying in your work? What did you like best about your last or present job? What outside activities or organizations do you enjoy? In what volunteer programs are you active? Keep in mind that your protégé may have difficulty in identifying his or her skills and abilities for three reasons. People tend to be modest and not want to toot their own horns. People tend to recall only those skills necessary for the current job and discount skills learned in previous jobs or non-work experiences. People tend to diminish their thinking skills by thinking the skills are common to everyone.

(2) Second, once your protégé shares some of his or her interests, begin to categorize these interests. By categorizing you protégés interests, you can help your protégé focus on the types of tasks or jobs that he or she enjoys. Once you have identified your protégés interests, identify his or her knowledge, skills, and abilities within these interest areas. You need to gather this information to focus your protégés goals and his or her areas of interest. Ask your protégé questions such as: what are your work responsibilities? What knowledge, skills, and abilities do you need to meet these responsibilities? What do you believe are your strengths? Often knowledge, skills, and abilities are shown in accomplishments. Accomplishments include the successful completions of any work related assignment or task that clearly demonstrates a particular skill or combination of skills. Have your protégé think about his or her professional or personal accomplishments by asking your protégé the following questions: What would you consider to be your three most significant accomplishments? Why do you consider these to be the most significant? You can help your protégé reveal knowledge, skills, and abilities by forcing him or her to closely examine professional or personal accomplishments.

(3) Third, once you have determined your protégés interests, knowledge, skills, and abilities, help your protégé develop or isolate developmental goals. Developmental goals are desires to enhance one’s career, social interaction, and personal endeavors. Developmental goals are difficult to identify because they are more abstract than tasks. To identify developmental goals, start with a long term goal setting plan (no more than three years) and work backward. You need to work backward because it is easier to identify short term goals once you know what the long term goals are. Ask your protégé questions such as: Where would you like to be in three years (long term goals)? What series of one year goals could lead you to this objective (short term goals)? You can set a formalized career structure for your protégé by writing the long term and short term goals on an individual development plan worksheet (Enclosure 2). Keep in mind that your protégés goals must be realistic and flexible. You also should ensure that the protégés career goals coincide with the Navy’s philosophy and culture. Once you have identified the developmental goals, organize these goals in one of the following categories:

(a) Target Areas. Target areas are subtasks that a protégé needs to do to reach his or her career goals.

(b) Social Goals. Social goals are aspirations to meet other professionals to build a network of contacts.

(c) Personal Goals. Personal goals are strong desires to improve him or her.

(4) Fourth, once your protégés career goals are established, you need to meet at least every six months to evaluate them. You and your protégé may want to adjust developmental goals as your protégés interest’s change.

8. Types of Mentoring. There are three different routes one can take on the road to successful mentoring. The three routes to mentoring are traditional, planned and self-mentoring.

a. Traditional Mentoring. Traditional mentoring also referred to as informal mentoring, focuses primarily on the protégé. This type of mentoring promotes the examination of the protégés career path through goal setting.  The mentor and protégé work together to devise an action plan that sets career goals that will lead the protégé on the appropriate career path.  Traditional mentoring not only encourages the protégé to establish career goals, but also advocates setting personal goals. The overall development of the individual is the focus of traditional mentoring. Traditional mentoring is a natural process; that is, the mentor and protégé pair together by their own internal forces. Internal forces such as mutual respect, shared experiences, and common interests are the ingredients that create the relationship. With this type of mentoring, you can say that a mentor and protégé come together through a special chemistry. Generally, traditional mentoring lasts between 8 and 15 years, although friendships that are formed through this type can last a lifetime. Another characteristic of traditional mentoring is that it involves frequent social interaction between the mentor and protégé. This type of mentoring relationship usually results in the mentor and protégé spending time together outside of the office and sharing a friendly, comfortable relationship. This type of mentoring is usually successful because the two participants have a genuine concern for each other’s well being. Friendship, rather than job requirements keep the mentor and protégé together.

b. Planned Mentoring. Planned mentoring, also known as formal mentoring, primarily focuses on the goals of the organization.

Organizational goals increase productivity, eliminate turnover, and reduce absenteeism. Planned mentoring concentrates on the needs of the organization. This usually results in benefits to both the organization and the protégé. This type of mentoring promotes a formal business approach to the relationship so there is little or no social interaction. The mentor and protégé rarely see each other outside the office. The mentor and protégé are not concerned with developing a friendship as much as they are interested in meeting the organization’s needs. After all, the basis for the relationship is organizational commitment. Planned mentoring usually lasts from six to eight months. The relationship ends when the organizational goals are reached. This type of mentoring takes a systematic approach that consists of five steps:

(1) Match Participants. The protégés are matched by the organization to suitable mentors. These matches are based on similar attitudes and work assignments.

(2) Write a Formal Contract. The mentor and protégé develop a formal contract that outlines expectations and obligations. Both participants sign the contract to bind the relationship.

(3) Train Participants. The organization trains the participants to understand their roles as a mentor and protégé.

(4) Monitor the Relationship. The mentor and protégé monitor the mentoring program to ensure compliance with the formal contract.

(5) Evaluate the Program. The program is evaluated to determine the results, such as advantages, cost effectiveness, and difficulties.

NOTE: Hampton Roads NROTC Mentoring Program develops mentoring relationships by using a combination of both planned and traditional mentoring.

c. Self-Mentoring. Although self-mentoring can be considered a type of mentoring, if differs significantly from the other two mentoring types. This is because self-mentoring is more a strategy than a type. There is no mentor who promotes the development of a protégé. Rather, the individual cultivates his or her own professional growth through self-tutoring activities and resource finding techniques. Self-mentoring requires the individual to be highly motivated and self disciplined. The individual prefers to increase job effectiveness and augment professional talents by building a body of knowledge and skills without the aid of other people, such as a mentor.  There are several self-mentoring strategies that successful individuals have used. Here are five strategies that individuals have used to help advance their professional growth:

(1) Ask questions and listen carefully to the experts in your field of interest. This includes finding out who is the authority on a subject and asking detailed questions.

 (2) Read and research materials in the field. Learn new information from trade magazines, books, and periodicals.

(3) Observe people in leadership positions. Individuals can learn a lot more about the inner workings of the Navy and different leadership styles simply by watching those in authority.

(4) Attend educational programs. Educational programs may include, but are not limited to conferences, seminars, night classes, or Navy training courses.

9. Mentoring Stages. Mentoring, as a dynamic and continuously changing process, consists of different stages that provide a protégé with the opportunity to learn and grow. A mentor needs to be aware that each stage requires that different roles be assumed. There are four stages of mentoring:

a. Prescriptive. In the first stage of mentoring, the Prescriptive Stage, the protégé usually has little or no experience in the Navy. This stage is most comfortable for the novice protégé, who depends heavily on the mentor for support and direction. This is where you are prescribing, ordering, and advising your protégé. The Prescriptive Stage requires you to give a lot of praise and attention to build your protégés self-confidence. You will devote more time to your protégé on many, if not all, workplace issues and procedures. In this stage, think of the protégé as a sponge soaking up every new piece of information you provide. You will share many of your experiences, trials, and anecdotes during this stage. You can also give tips to your protégé by offering examples of how you or other people handled similar situations and what consequences resulted.

b. Persuasive. The Persuasive Stage, the second stage, requires you to take a strong approach with your protégé. In this stage, you actively persuade your protégé to find answers and seek challenges. The protégé usually has some experience, but needs firm direction to be successful.  During this stage, your protégé may need to be prodded into taking risks.  Suggest new strategies, coach, question, and push your protégé into new discoveries!

c. Collaborative. In the Collaborative Stage, the protégé has enough experience and ability that he or she can work together with the mentor to jointly solve problems and participate in more equal communication. In this stage, the protégé actively cooperates with the mentor in his of her professional development.

d. Confirmative. The Confirmative Stage is suitable for protégés with a lot of experience who have mastered the job requirements, but require your insight into Navy policies and people. In this stage, you act more as a sounding board or empathetic listener. While everyone can benefit from a mentor at any point in his or her career, the ultimate goal of the mentoring stages is to produce a well rounded, competent employee who outgrows the tutelage of a mentor. Your relationship should evolve to the point where your protégé is self motivated, confident, and polished. Ideally, you want your protégé to move on to become a mentor to another colleague. Each mentoring stage is characterized by the degree of dependence your protégé has on you as a mentor. The degree of protégé dependency is greatest at the Prescriptive Stage, with dependency decreasing with each subsequent stage. This means that a protégé who is successfully capable of working independently most of the time would be comfortable in the Confirmative Stage. As the protégé grows professionally, the amount of dependence decreases, until the protégé is shaped into an independent and competent individual.

10. Essentials of a Mentoring Relationship. When you are traveling to an unfamiliar destination, there are probably some essentials you should take to make your trip a success such as, a road map, directions and perhaps a contact’s telephone number in case you get lost. Well, as you begin your mentoring journey, there are several essentials that you should know to make your journey a success. These essential factors are respect, trust, partnership building, self esteem, and time.

a. Respect. The first essential of a successful mentoring relationship is respect. Respect is established when the protégé recognizes knowledge, skills, and abilities in the mentor that he or she would like to possess.  The protégé then attempts to acquire these much admired characteristics.  Respect usually increases over time.

b. Trust. Trust is another essential of a successful mentoring relationship. Trust is a two-way street, both mentors and protégés need to work together to build trust. There are four factors to building trust:

Communication + Availability + Predictability + Loyalty = TRUST

(1) Communication. You need to talk and actively listen to your protégé. It is important to value and listen to your protégé’s opinions and let your protégé know that he or she is being taken seriously. Your protégé can help to build trust in the relationship by honestly relaying his or her goals and concerns and by listening to your opinions.

(2) Availability. You should be willing to meet with your protégé whenever he or she needs you. Remember the open door policy, which is you should keep the door open as often as possible. Your protégé should also make time for this relationship.

(3) Predictability. Your protégé needs you to be dependable and reliable. You should make a point to give consistent feedback, direction, and advice. You should also be able to predict the needs of your protégé.  Conversely, your protégé needs to be consistent in his or her actions and behavior.  Although your protégé will grow and change during the mentoring relationship, drastic changes in behavior or attitude could signal a problem. Look for these indicators of potential trouble in your mentoring relationship:

(a) Frequent switches in direction.

(b) Frequent arguments.

(c) Frustration at lack of progress.

(d) Floundering.

(e) Excessive questioning of each decision or action taken.

(4) Loyalty. Never compromise your relationship by discussing your protégé’s problems or concerns with others. In addition, instruct your protégé not to discuss your relationship with others. Keep the information discussed between the two of you in strict confidence. Avoid criticizing or complaining about the Navy. Disloyalty to the organization may cause confusion on the part of your protégé.

c. Partnership Building. The third essential is partnership building activities. When you enter a mentoring relationship, you and your protégé become professional partners.

(1) Natural barriers. All partnerships face natural barriers that may include miscommunication or an uncertainty of each other’s expectations. Five improvement activities can help you overcome these barriers:

(a) Maintain communication.

(b) Fix obvious problems.

(c) Forecast how decisions could affect goals.

(d) Discuss progress.

(e) Monitor changes.

(2) Successful Partnerships. Partnership building activities are not only useful when building a mentoring partnership, but also are helpful to your protégé when interacting with others. You and your protégé can use the following activities to help build a successful partnership:

(a) Show enthusiasm. Create a positive atmosphere by showing enthusiasm and excitement for your protégés efforts.

(b) Create an atmosphere for emotional acceptance. Since a person can resist being changed, transformation is a campaign for the heart as well as the mind. Help your protégé feel accepted as he or she experiences professional growth.

(c) Approach change slowly. Listen to your protégé and be responsive to his or her concerns. When drastic changes occur, a person needs time to accept and experiment with these changes.

d. Self-Esteem. The fourth essential to a successful mentoring relationship is to build your protégé’s self-esteem. All people have the desire to believe that they are worthwhile and valuable. To help build your protégé’s self-esteem, encourage him or her to have realistic expectations of themselves, the mentoring relationship, and the position. Dissatisfaction can result if the protégé expects too much of him or herself, the mentoring relationship, or the position. Discuss realistic expectations together.  Encourage your protégé to have realistic self-perception. You can help define your protégé’s self-perception by identifying your protégé’s social traits, intellectual capacity, beliefs, talents, and roles. Encourage your protégé to change a poor self-perception. Changing a poor self-perception requires a good deal of commitment from your protégé. There are two main reasons for a poor self-perception: The protégé “can’t” be the person he or she would like to be, or the protégé “won’t” be the person that he or she would like to be. A protégé “can’t” change when he or she does not have the skills or ability to change. You can help your protégé change this self-perception by helping him or her develop the knowledge, skills, and abilities to become the person he or she wants to be. Often, a protégé with a poor self-perception claims he or she “won’t” be the person he or she would like to be because he or she is not willing to do what is required. You need to instill in your protégé that a poor self-perception can be changed if he or she is willing to make the effort.

NOTE: Always provide honest feedback. Your protégé deserves the truth, and honest feedback helps your protégé keep a realistic self-perception.

e. Time. The fifth essential is time. During the mentoring relationship, make time to interact with your protégé. Specifically set aside time for your protégé. Set meeting times with your protégé and do not change these times unless absolutely necessary. Meet periodically, at mutually convenient times and at times when you know you will not be interrupted. In addition to making time in your schedule, realize that you need to give your protégé adequate time to grow professionally.

11. Mentoring Process. Mentoring is a six step process; which includes, evaluating characteristics, identifying a protégé, establishing guidelines, performing roles, evaluating the relationship, and ending the relationship.

a. Evaluate Characteristics. The first step is to evaluate the characteristics of a mentor. You need to do a self evaluation. You can evaluate yourself by using the checklist below. This checklist should give you an idea of whether or not you have the characteristics to be a mentor.  Remember that these characteristics are found in successful mentors, but they are not all required. You may identify some characteristics you need to cultivate or improve. Perhaps you may even find that you are not ready to be a mentor right now.

(1) People oriented.

(2) Good motivator.

(3) Effective teacher.

(4) Secure in position.

(5) An achiever.

(6) Able to give protégé visibility.

(7) Value the Navy and work.

(8) Respect others.

b. Identify a Protégé. The second step is to identify a protégé. It is usually recommended that your protégé not be someone you supervise. In practice, however, mentoring relationships often result from supervisor-subordinate relationships. In this situation remember to keep the mentoring relationship separate from the supervisor-subordinate relationship. You must build a trusting relationship and this involves being able to talk freely to each other. If you are the protégé’s supervisor, you need to avoid passing judgment and remember to separate the roles of supervisor and mentor. When you are identifying a protégé, remember that the person does not need to be exactly like you. Successful mentoring relationships often occur between people of different genders, ethnic backgrounds, and physical capabilities.

c. Establish Guidelines. Once you have identified your protégé, the third step is to develop mentoring guidelines. Talk to your protégé about expectations that build the foundation of the mentoring experience.  Communicate your expectations to your protégé. Ask your protégé about his or her expectations. Find out what he or she expects to learn from this relationship and how the relationship should develop. Begin by asking your protégé questions, such as: What do you expect to gain from this mentoring relationship? How should we work together to make the most of this mentoring experience? What do you expect from your position or job? Where do you want your career to go? During this step of the mentoring process, you should develop a daily or weekly schedule with your protégé to ensure enough time will be devoted to the mentoring relationship.

d. Perform Roles. The fourth step is to perform the appropriate roles.  Talk to your protégé about the different roles of a mentor and protégé. Your protégé may not aware of the roles that he or she is expected to perform.  During this step of the mentoring process, you and your protégé begin to assume your roles.

e. Evaluate Relationship. The fifth step is to informally evaluate your mentoring relationship. Meet with your protégé, from time to time, to find out if expectations are being met and if both you and your protégé are satisfied. When you evaluate your mentoring relationship, you may find that there are issues or obstacles you need to discuss. The mentor, as the senior and more experienced partner, should take the initiative for monitoring the health of the mentoring relationship. Your protégé is responsible for acknowledging and discussing problems as they arise. 

f. End Relationship. Finally, the sixth step of the mentoring process involves knowing when to end the mentoring relationship. It is healthy for a mentoring relationship to end. The following are three common reasons why the mentoring relationship has to end:

(1) Protégé “grows” beyond the boundaries of the relationship.  When a protégé begins to gain more confidence and starts to perform more independently, the mentoring relationship may begin to diminish. This is acceptable. You want your protégé to achieve independence and begin to make decisions on his or her own. Of course, you and your protégé can still remain good friends and continue professional contact.

(2) Protégé and mentor have a “falling out.” You may find that the mentoring relationship is no longer beneficial to you or your protégé.  Sometimes the mentoring relationship becomes exploitive and needs to be terminated. When a mentoring relationship ends, reflection and analysis needs to be employed to discover why. Both the mentor and his or her protégé should think carefully about whether their expectations were realistic and if their behaviors were appropriate. This reflection is beneficial if the mentor or protégé begins a new mentoring relationship with another individual.

(3) Mentor or protégé leaves position or the Navy.

12. Obstacles in a Mentoring Relationship. During the course or your mentoring relationship, you and your protégé may experience roadblocks.

Roadblocks are obstacles that could hinder a developing relationship. There are obstacles unique to a mentor and obstacles that only a protégé may encounter. These are just a few of the obstacles you and your protégé may encounter during your relationship, but with time and effort these obstacles can be overcome.

a. Obstacles for Mentor:

(1) A mentoring style that does not meet the protégé’s needs or suit you. What happens when a highly organized mentor has a protégé with a relaxed work style? What happens when an assertive mentor has a protégé with a reserved personality? What happens when a creative protégé has a mentor who practices the old school of thought? Of course you can guess what will happen in all of these scenarios…frustration! As a mentor, your style of mentoring may not always match the needs of your protégé. Your mentoring style has a lot to do with who you are and how you work. If you are a detail oriented person, you probably tend to give extensive directions or outline each step of an assignment. If you are a person who tends to see the big picture, you probably are more inclined to give looser, perhaps even vague directions to your protégé. Of course, noting these differences does not make one style better than the other. However, differences in styles between you and your protégé can pose as an obstacle. Both of you need to understand each other’s styles. Be flexible, but remember that disorganization and sloppiness warrant improvement rather than acceptance! Frustration may also occur when you do not adapt your style to meet the developing needs of your protégé. As your relationship evolves, your protégé’s confidence grows as skills develop and successes are relished. You need to adjust your mentoring techniques to keep in synchronization with your protégé’s evolution. In time, detailed directions or certain problem solving strategies may be considered stifling by your developing protégé. Consider giving less and accepting more from your protégé. Once you evaluate your protégé and discover the required amount of guidance, you can determine what style is appropriate for your protégé.

(2) Insufficient time. Another potential obstacle for mentors is insufficient time. Some mentors can’t seem to devote enough time to their protégé. Other commitments in your schedule may prevent you from spending time with your protégé. If you start to sacrifice time with your protégé because of other commitments, he or she may lose faith in you and your mentoring relationship will suffer. Another obstacle involving time occurs when a mentor expects too much progress from the protégé, in an unrealistic amount of time. You need to give your protégé time to grow professionally and to make mistakes along the way. Try not to be impatient with your protégé and expect too much too soon.

(3) A protégé’s supervisor feeling excluded. Unless you are the protégé’s supervisor, you may find that your protégé’s supervisor feels excluded from the mentoring relationship. It is imperative that you do not undermine the authority of your protégé’s supervisor.

(4) A protégé that has a hidden agenda. Another possible obstacle is protégé with a hidden agenda. A hidden agenda is an ulterior motive for forming the relationship. For instance, some protégé’s seek out high level, respected mentors with the misguided intent of only furthering their own career, thus overlooking the significant other benefits of mentoring. Hidden agendas are harmful to the relationship because the relationship is built on deceit. If you think your protégé has a hidden agenda, you may want to discuss the issue tactfully. Remember never to directly accuse your protégé.  Question your protégé, but do not push the issue.

(5) Inappropriate attitude on the part of the protégé. Another possible obstacle involves a protégé’s inappropriate attitude toward the mentoring relationship. Some protégés expect too much from their mentors, such as demanding more time and attention than they actually need. Others may expect to control their mentors. Be firm with your protégé about commitments and responsibilities. In terms of social etiquette, you must be supportive of your protégé and sensitive to cultural difference. For example, in come cultures, there is a preference towards modesty, reserve, and control. Whereas with another culture, directness or emotionally intense, dynamic, and demonstrative behavior is considered appropriate.

b. Obstacles for Protégé:

(1) Peer jealousy. One problem for a protégé is the jealousy of peers who do not have a mentor. When others see a protégé getting key assignments and advancing rapidly, professional jealousy can occur. By showing your protégé how to act as an advisor, he or she can gain leadership experience and perhaps diffuse some of the jealousy. If this does not work, advise your protégé to look at this as another opportunity for learning and to use his or her interpersonal skills to deal with the situation.

(2) Being accused of holding the coat tails of another. Another obstacle that your protégé may encounter is the attitude of others who believe that he or she got to be a protégé by practicing the holding of the coat tails of another theory. This theory suggests that your protégé is not earning respect and advancing by his or her own merit but through his or her association with you. You need to allow the capability of your protégé to show for it self. Encourage your protégé to not add fuel to the fire by divulging information about your relationship.

(3) One party overstepping professional boundaries. Another problem that the mentor and protégé could face is when one party wants the relationship to become more personal. This type of obstacle sometimes occurs in cross gender mentoring relationships. The fact that mentoring involves a close and confidential relationship between an experienced and less experienced person could result in this obstacle. This obstacle should not deter you from forming a cross gender mentoring relationship. It only means that people should be sensitive to the perceptions of each other.

(4) The mentor falling from favor. Another possible obstacle a protégé might face is a mentor falling from favor and others looking with disapproval at the mentor. This is an obstacle that calls for careful reflection when professional needs and opportunities have to be balanced against personal loyalty and integrity. If possible, the protégé should discuss the issue of contention with the mentor. Once you or your protégé evaluate the relationship, you may find yourself in a mentor-protégé relationship that cannot be salvaged. Only after all other efforts to remedy the problem have been tried should you consider ending the relationship for adverse reasons.

CHAPTER 8
NROTC Unit The Citadel Battalion Awards
Presentation of Awards

Awards are presented based on the performance of midshipmen during each semester.  The Unit Staff and outside organizations each sponsor awards for outstanding academics, physical fitness, and leadership.  

Unit Ribbons
a.  Contained below, in order of precedence, is a list of internal NROTC Unit Ribbons authorized for use. 

Unit Awarded Ribbons.

(a) All Around Performance Award

(b) Academic Excellence Award

(c) Academic Achievement Award

(d) Leadership Award

(e) Cruise Award

(f) Commendation Award

(g) Community Service Award

(h) Outstanding Physical Fitness Award

(i) Recruiting Award

(j) Sailing Ribbon

  b. Unit Awarded Ribbons.  Performance requirement criteria are listed below for each NROTC Unit internal award.  The Unit staff evaluates and determines the awardees.  For ribbons, the second and subsequent awards are designated by the addition of a gold star to the ribbon.  A silver star replaces five gold stars on the ribbon.  A ribbon, once awarded, is worn throughout the time the Midshipman is in the NROTC Unit.

(1)  All Around Performance Award - Awarded each semester to the top-rated Midshipman Of The Semester. Nominated by the Battalion Staff, reviewed by the NROTC Unit Staff and approved by the PNS.

(2) Academic Excellence Award - Awarded each semester to every midshipman who achieves a semester GPA of 3.75-4.00 (on a 4.00 scale). Nominated by the NROTC Unit Staff and approved by the PNS.

(3) Academic Achievement Award - Awarded each semester to every midshipman who achieves a semester GPA of 3.00 -3.74(on a 4.00 scale). Nominated by the NROTC Unit Staff and approved by the PNS.

(4) Leadership Award - Awarded to a midshipman for exceptionally commendable leadership performance of duty in support of Unit objectives. Nominated by the Battalion Staff, reviewed by the NROTC Unit Staff and approved by the PNS.

(5) Cruise Award - Awarded at the completion of summer training for meritorious performance as identified by the host command. Nominated by the NROTC Unit Staff and approved by the PNS.

(6) Commendation Award - Awarded to a midshipman for exceptionally commendable performance of duty in support of Unit objectives. Nominated by the Battalion Staff, reviewed by the NROTC Unit Staff and approved by the PNS.

(7) Community Service Award - Awarded to midshipmen who demonstrate selfless services to the Unit, College or community through organization of or significant participation in projects aimed towards improvement of quality of life issues.  Nominated by the Battalion Staff, reviewed by the NROTC Unit Staff and approved by the PNS.



(8) Outstanding Physical Fitness Award - Awarded each semester to every midshipman with a PFA score of “Outstanding-Low” or higher. Nominated by the NROTC Unit Staff and approved by the PNS.



(9) Recruiting Award - Awarded to a midshipman whose personal efforts result in any of the following. Nominated by the NROTC Unit Staff and approved by the PNS.

(a)  Acceptance of at least 2 students into the NROTC Unit.

(b) Sustained, significant participation in school sponsored recruiting events


(10) Sailing Ribbon - Awarded to all students who successfully complete their Skipper (B) sail qualification. Nominated by the NVSC 210 instructor and approved by the PNS.

c. Wearing of Ribbons.

(1)  Ribbons will be worn only on uniforms for which they are prescribed and will be worn on the bar centered 1/4" above the left breast pocket, arranged in order of precedence from the wearer's right to left. Unit ribbons may not be worn away from the school campus.  The Midshipmen Summer Training Manual prohibits Midshipmen from wearing Unit ribbons while on active duty, on orientation trips to military installations, and on leave.  Navy marksman awards and awards earned during previous active duty or reserve service will not be mixed with Unit ribbons and will be worn away from the campus on cruise and indoctrination trips.

(2) STA-21 students (Officer Candidates) are authorized to wear awards such as stars for academic or all-around achievement earned from NROTC in accordance with the U.S. Navy Uniform Regulations.  Mixing ribbons with fleet awards is not authorized.

NROTC Ribbons Order of Precedence
All Around Performance Award 
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CHAPTER 9
Subj: NAVY/MARINE STUDY HALL

Encl:(1) Proctor Authorization Form


(2) Electronic Funds Transfer Form 

1.  Purpose.  To promulgate guidance for the operation and management of the Navy/Marine Study Hall Program.

2.  Objective.  

a. As recipients of Navy scholarships, the midshipmen of this unit are required to maintain a certain level of academic proficiency.  At a minimum all students enrolled in the program are required to attain a 2.0 (Marine) or 2.5 (Navy) cumulative GPA in order receive a commission upon graduation.  Those students who fail to achieve this mark during their college years will be placed on academic warning (after one semester below 2.5) and academic probation (after 2 consecutive semesters under 2.5).  Further semesters below these standards may result in a Leave of Absence, dismissal from the unit, and loss of all scholarship incentives.

b. As stewards and mentors of this program NROTC Unit, The Citadel has a vested interest in the academic success of our midshipmen.  Therefore, in order to ensure our students are meeting the requirements of the program, and to ensure the growth of future Naval Service Officers, the following program is initiated.

3.  Action.  


a. Starting 1 September 2005 the NROTC Unit will sponsor 
a Navy/Marine Corps Study Hall on Tuesday and Thursday 
from 1945-2145 in the Naval Science Classrooms 
(Jenkins Hall).  The following students are required 
to attend these periods of study:

1. All freshmen scholarship midshipmen.

2. Any upperclassmen that is currently on Academic Probation or Academic Warning. 

3. Although not required, it is recommended that any student on an academic Leave of Absence also attend.
b. Navy/Marine Study Hall will be proctored by senior          midshipmen.  These students have already built their academic study habits and have proven their academic merit.  They provide examples for other students to emulate and basic tutoring for the majority of our
 freshmen students.

c. Students in need of tutoring on a specific subject should request such assistance 1-week prior to desired date and tutoring will be provided to them.  Students should notify their proctor of specific needs and they will pass the request on to MOI or SNI for formal scheduling.

d. Students that fall under the requirement to attend this program will be allowed to utilize all assets on campus during the study hall at the discretion of the student proctor.

4. Location.  Navy/Marine study hall will be held in Jenkins Hall room 309 (Marine) and 310 (Navy).

5. Point of contact.  The points of contact are the Marine Officer Instructor (MOI) at 3-5173 or the Senior Naval Instructor (SNI) at 3-5181.

6.  Cancellation Contingency.  This notice will be cancelled when superseding notice is published. 
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