DEPARTMENT OF THE ARMY

Echo Company 187th Medical Battalion, Center Brigade

United States Army Medical Department Center and School

Fort Sam Houston, Texas 78234-6112

MCCS-ABE  (310-2d)




         
15 May 2003

MEMORANDUM FOR All Personnel Assigned/Attached to E Company, 187th Medical Battalion, Center Brigade

SUBJECT:  Policy Letter #26, (Access Control Guard)

1.  PURPOSE.  To provide a safe and secure environment. To establish and enforce measures that will prevent vandalism of personal and government property. To prevent co-mingling of male and female personnel within the barracks. To ensure proper tracking of phase IV and V soldiers, and to prevent injury or loss of property as a result of fire or theft.

2.  PROCEDURES.  

a.  Access Control Guards are required to be present at each access control point 24 hours a day on weekends (from 1830 on Friday until 0430 on Monday) and holidays. On weekdays, access control guards will be present from 1830-0430.

b.  Both Access Control Guards will be present at their post the entire shift.  Buddy teams will not split up or take half the shift each etc.  

c.  A Drill Sergeant will maintain the Access Control Guards duty roster.  Drill Sergeants may delegate authority but not responsibility.  Drill Sergeants will distribute duty fairly and equitably by use of a DA6.  No soldier will be exempted from the DA6 unless a memo requesting a particular exemption is submitted to the 1SG and approved.  Examples would be twenty four hour rotating duties at AMEDDC&S.  Duty rosters will be posted in each bay and in the Charge of Quarters (CQ) book NLT 1500 Wednesday and cover the period from that Thursday at 1800 through the next Wednesday at 1800.  There will be no changes or exchanges of duties without the verbal approval of a Drill Sergeant who must initial the change on the CQ copy of the roster.  Duty may not be traded or sold.  Student Access Control Guards duty will be two hours in duration from Sunday 1800 to Friday at 0430 and three hours in duration from Friday at 1800 through Sunday at 1800.  Weekend and holiday duties will be three hours in duration.  
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SUBJECT: 
Policy Letter #26 (Access Control Guards Instructions)

d.  The oncoming Access Control Guards are responsible for reporting to duty on time, in the proper uniform BDU's, shaven, polished boots. The Access Control Guards will not leave their post until they are properly relieved.  When not properly relieved on time, soldiers will report to the CQ within 5 minutes of their relief not showing up.

e.  Full BDU is the uniform for all Access Control Guards with the exception of the last shift just prior to PT, which will be dressed in PT uniform.  The CQ will check all Access Control Guard points at least every two hours (between shift changes) to ensure the guards are at their posts and in the proper uniform.  This may be accomplished with use of the camera system after bed check. This will be annotated on the duty log.

3. 
RESPONSIBILITIES.

a. Access Control Guards will control entry by checking a proper military identification card.  Exit will only be out the back breezeway exits to the CQ desk to sign out after 1800 hours.  Access Control Guards will report all personnel violating curfew restrictions, gender entry restrictions, and any soldier attempting unauthorized entry or departure from the barracks after 2100 hours.  Report violations immediately to the CQ.  Phase four soldiers may never leave the barracks after lights out.  If a pass has been issued, phase V soldiers may be out after bed check on Saturday night.  Phase V+ may be out on holiday and weekend nights to include Fridays.  Check the Phase badge as well as the roster for phase verification.  Remember that you are acting on the Commander’s behalf.  This is a very important responsibility. 

1)  All soldiers in the barracks at bed check will remain in the barracks at bed check.  Remember bed check is conducted seven days a week due to soldiers being in Phase IV.  Quiet time is in effect seven days a week.

2)  Soldiers may return at any time but must sign in through the CQ and be quiet when entering after quiet hours.
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SUBJECT: 
Policy Letter #26 (Security/Fireguard Instructions)

b. After duty hours (2000 hrs M-F and 0001-2400 hrs weekends and holidays), all cadre personnel including Drill Sergeants will physically sign-in with the unit CQ.  The CQ will conduct a 100 percent ID card check.

c. Cadre personnel will never enter the bay areas after 2000 hrs. without a battle buddy/escort, i.e. CQ, another Drill Sergeant, etc.

d. Access Control Guards will not be utilized as messenger personnel.  They will remain at their post until properly relieved, and make security checks with the CQ.

e. Access Control Guards are responsible for ensuring all doors are secure leading outside on the first floor as well as that all bay doors in their stairwell remains secure.    Access Control Guards will ensure that exits are not blocked in any manner that would prevent immediate exit in the event of an emergency.

f. Access Control Guards will maintain security and good order in their area of responsibility.  Area of responsibility includes the entire stairwell from the first through the third floor although the Access Control Guards will remain at their post unless they detect a violation occurring within their area

g. All incidents involving theft, vandalism, fire, assault, rape, suicide, drugs, alcohol, violations of these special orders or any criminal activity will be reported immediately to the CQ.  

h. In the event the access control guard detects a fire or a fire alarm sounds immediately move to the CQ desk and inform the CQ.  You will be directed on actions to take from there. 

i. Access Control Guards will be awake, alert, at their post, and in the proper uniform at all times. Proper uniform includes being shaved and properly wearing combat boots as well as BDU’s. Access Control Guards will not allow soldiers to “hang out” in their area.

j. Access Control Guards will not have radios, TV’s, or recreational material in their possession while on duty. He/she will enforce all company policies to include the quiet time/study time policies.  Study materiel related to their MOS training is authorized.
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SUBJECT: 
Policy Letter #26 (Access Control Guards Instructions)

k. Access Control Guards will not allow personnel to congregate in the front.  All entry and exit to and from building 2791 will be through the CQ office door where soldiers are required to sign in and out. Do not allow soldiers to exit your doors after 1830 hours.
l. In the event unauthorized personnel attempt to enter or exit the bay, the Access Control Guards will direct them to the CQ.  Soldiers entering after hours will need to sign in the CQ office and proceed out the back stairwell and to the proper stairwell.  Once at the proper stairwell they will knock loudly.  The fireguard for that stairwell will go to the stairwell door and allow the soldier access after verifying that they belong to the company and that they signed in.  

m.  A disturbing number of Access Control Guards are not reading and complying with these instructions.  Violators found within areas under your control will be directly attributed to you and you will be held responsible accordingly.  

n.  You will keep your area in a neat and orderly fashion at all times.  Last shift will push the desk neatly against the wall and stack the chairs neatly on the desk, back against the wall.  A thorough police of your area will be conducted during your shift and at the end of your duties.

4.  Violators of the above instructions may receive disciplinary action under the Uniform Code of Military Justice (UCMJ).  All soldiers have the responsibility to report violations to the CQ, Duty DS, Bay DS, and /or Class DS.






TODD L. McNIESH







CPT, MS
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