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COMNAVREGSWINST 1601.1

Subj:  AREA CHAPLAIN DUTY AND WATCH STANDING

Encl:  (1) Consolidated Area Duty Chaplain Watch/Standard 

 Operating Procedures

       (2) Statement of Understanding

Ref:   (a) OPNAVINST 3120.32C Articles 400-404

       (b) COMNAVMILPERSINST 1770.1 series

1. Purpose.  To promulgate Commander, Navy Region, Southwest area Chaplain duty requirements and watch standing procedures.

2. Scope.  This instruction explains the organization and functions of the area chaplain watch and indicates responsibilities and procedures for the efficient operation and administration of the consolidated area chaplain duty.

3. Applicability.  The regulations in this instruction are issued for use by all chaplains in shore duty billets in the San Diego area.  It gives procedures that should be adhered to by all chaplains in the performance of their watch standing duties.  Duty Chaplains shall exercise initiative and sound judgment in special cases of circumstances that may not be covered by these regulations. 
M. R. STAHL

Distribution
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CONSOLIDATED AREA DUTY CHAPLAIN WATCH

STANDARD OPERATING PROCEDURES

1.  Duty Chaplain Defined/Authority  

a.   The Duty Chaplain is the representative of Commander, Navy Region, Southwest, charged with coordinating or initiating action for COMNAVREGSW after normal working hours.  The Duty Chaplain will be fully informed as to existing situations, the policies of the Commander and the usual and proper manner of taking action on all matters that may arise.  It is equally important for off going Duty Chaplains to have a proper turnover to keep the on-coming Duty Chaplain informed.

b.  Unless, exempted by the Regional Chaplain, all chaplains shall stand duty as duty chaplain per the watchbill prepared by the Watchbill Coordinator.

2.  Senior Watch Officer (SWO)  The Regional Chaplain is designated the Senior Watch Officer.  In addition to being responsible for all area watch requirements, the SWO will:

a.  Review and approve the duty chaplain watch list.

b.  Set the watch procedures.

c.  Review the duty chaplain instruction folders.

d.  Supervise the duty chaplain in the performance of his/her duties.

e.  Instruct personnel in their watch duties.  Accordingly, newly reporting eligible officers will be assigned two “under instruction” watches during the next watchbill period to familiarize themselves with watch standing procedures.  These watches will terminate at the discretion of the primary duty chaplain.  The second under instruction watch will require the break-in person to actively stand the watch with the primary duty chaplain to maintain a phone watch at his/her residence, 
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providing support as required.  Upon satisfactory completion of  “under instruction” watches, and an interview with the Senior Watch Officer, assignment as Duty Chaplain will follow.  All “under instruction” watches will be completed within 30 days of reporting aboard.

3.  Watchbill Coordinator.  The Regional Chaplain is designated the Watchbill Coordinator.  The Watchbill Coordinator will:


a.  Promulgate the watchbill on a quarterly basis. 


b.  Coordinate dates of non-availability, leave and TAD with the watch standers.

4.  Chaplain Duties.  As the representative of Commander, Navy Region Southwest, responsiveness by the Duty Chaplain to the requirements of the Commander is of the utmost importance.  In addition to the normal duties, special attention shall be given to matters in which the Commander has expressed his/her personal interest.  Actions in these areas are the sole responsibility of the Duty Chaplain when so directed and he/she will follow them through to complete satisfactory conclusion.  In standing the watch, the Duty Chaplain will:

a.  Be guided by the spirit of reference (a) pertaining to the standard Navy watchstanding procedures.

b.  Be familiar with communication MDS, message writing procedures, etc.

c.  Perform a person to person duty turnover.  It is the responsibility of the off going duty chaplain to arrange the turnover. 

d.  Conduct an inventory, with the checklist provided, of the duty kit material during each change of duty personnel.  The on-coming Duty Chaplain will make an annotation in the duty log.

e.  Turnover any non-emergent pending cases or issues to the cognizant command or ISIC chaplain.  The off-going duty chaplain will also inform the on-coming duty chaplain of any 
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pending or pertinent issues, that have been turned over to the cognizant command or ISIC chaplain.

f.  Keep the OOD informed of his/her whereabouts and be able to answer a page immediately and be on site, if requested, within 60 minutes.

g.  Familiarize themselves with the duty book and emergency action in paragraph 4.e.; review the procedures upon relieving the watch for new instructions.

h.  Contact cognizant officers by telephone on matters requiring immediate action.  If this cannot be done and immediate action is necessary, the Duty Chaplain will determine the best course of action and will proceed accordingly, notifying the cognizant officer at the earliest opportunity.

i.  Take prompt action as required.

5.  Watchbill Procedures.    All Duty Chaplains will review the watchbill to determine assigned duty.  The Duty Chaplain will be available during the 7-day duty period.  

a.  Recall.  Each chaplain assigned on this watchbill, will provide and keep current, recall information including after-hours phone numbers with the Regional Chaplain.  Chaplains should verify their recall information upon assuming the duty and make corrections with the Regional Chaplain’s Office.

b.  Periods of Non-availability.  Personnel intending to request leave or receive TAD orders or who will be underway/ deployed are responsible for providing a relief unless written notification is received by the watchbill coordinator 30 days prior to the promulgation of the quarterly watchbill.  A copy of the request will be attached to the written notification or send an e-mail to notify the watchbill coordinator.  Emergency leave or short-notice TAD/underway periods will be handled on a case by case basis.
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c.  Exchanges of Duty.  To ensure exchange of duty is properly controlled and appropriate changes to the watchbill are made in a timely manner, requests for exchange of duty are submitted in writing to the watchbill coordinator at least three days prior to the day of duty to be exchanged. 

d.  Statement of Understanding.  All watch standers are required to sign the “Statement of Understanding” (enclosure  (3)), acknowledging an understanding of special watch standing procedures.  Copies of the statement are available from the watchbill coordinator.  Watchbill coordinators will maintain completed statement forms.

e.  Uniform.  The majority of your work will take place at home responding to a pager or telephone call. You must respond to the OOD within 10 minutes. If you have to make a Casualty Assistance Calls Officer (CACO) assist visit you must wear the prescribed uniform of the season, either Dress Blues or Summer Whites.  All other visits to home, office, or hospital, you will be in the uniform of the day.

f.  Sickness or Emergency.  Should any member be unable to stand his/her assigned duty because of sickness or emergency, notify the Senior Watch Officer, as early as practicable.  Personnel going on emergency leave after hours should notify the SWO.  The supernumerary assigned for the day will assume the duty in place of the normally assigned person.

6.  Watchstanding Procedures.  In addition to the procedures promulgated in paragraph 4, the following procedures are established:

a.  The Naval Station, San Diego and Naval Base Coronado 

OOD’s.  The OODs are your primary source of calls and will provide you with the caller’s phone number and name.  The OOD is not required to gather background information on the caller, this is your responsibility. 

b.  Turnover.  Conduct face-to-face turnover at a location convenient to the off-going and on-coming chaplain. The on-coming duty chaplain will call the OOD (619) 556-1246/7 after
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turn-over to ensure they know whom you are and where you can be reached. The Duty Chaplain is not relieved until the face-to-face turnover is complete.

c.  Contacts. Enter all phone conversations with the OOD, contact personnel, and individuals spoken to during each duty call. Enter date, time, name of individual, short description of request/problem.

d.  Cell Phones/Long Distance Calls.  The cellular phone is provided for ease of communications when you are away from home.  To call simply dial the seven digit number and press send.  Difficulties with the phone should be reported using the procedures in the Duty Book. All AT&T/MCI telephone calls must be logged with full justification.  See appropriate section in the Duty Book for calling card instructions.

e.  Emergency/Disaster Plan.  In the event of an Emergency or Disaster affecting a SURFPAC ship (for example, multiple deaths), or an emergency impacting families in San Diego County (for example, a major earthquake), the Regional Chaplain, will

be among the first to be notified.  In the event that the Regional Chaplain cannot be reached you will notify the Director of Operational Ministries at SURFPAC.  Please familiarize yourself with the information in Section 3 of the Duty Book.

h.  Home Visits.  Do not make any type of visit without command escort or duty personnel alongside.  Suicidal ideation, domestic violence, or abuse is handled by calling 911.  If the command will not support request for accompaniment contact the Program Manager.   
i.  OMBUDSMAN and CO/XO WIVES Network.  Work in tandem to resolve issues and problems.  Maintain open lines of communication, keeping each other informed and information passed to commands.

j.  Calling Ships on local OPS.  Contact COMPHIBGRU THREE, COMNAVSURFPAC, COMNAVAIRPAC or RSO to contact ships underway.  

k.  Navy Messages.  For emergencies direct the family to American Red Cross, (209) 532-4112. 
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l.  Calling Overseas using DSN.  For clarification and consultation with command, and on the approval of COMPHIBGRU THREE, COMNAVSURFPAC, COMNAVAIRPAC or RSO, use DSN.  To place a DSN Overseas call, follow the instructions on the memorandum in Section 5 of the Duty Book.  The DSN operator sometimes takes awhile to answer the phone.  You must identify yourself and request a PRIORITY call giving the authorization code.  This code is changed on a monthly basis and can be found in the Consolidated Duty Chaplain Roster.

m. Suicide Threats.  Upon receipt of a call from anyone expressing suicidal ideation, contact the police at 911.  You may offer to meet the officers if necessary at the client’s 

location.  In San Diego County suicide risks are normally taken to the County Mental Health Unit, but if requested they will be 

taken to NAVMEDCEN.  If you are dealing with a serious threat, it is important to keep the caller on the phone.  Some people agree to let the chaplain call the police with the promise that the chaplain will call back immediately.

n.  Emergency Food.  Emergency food is available from the Military Parish Visitors (South Bay 390-4324, San Diego 271-0889, North County 792-2205/338-4149).  The Navy and Marine Corps Relief Society (556-8283) offer bags of groceries to clients in need, but only during their business hours and after a counselor has interviewed them, and completes a budget.

o.  Emergency Leave to the Philippines.  Since the American Red Cross no longer serves as a verification agent for deaths/severe illness in the Philippines, the client must have information provided by a doctor or Philippine authority be sent or faxed.  With this information we can notify the command on 

the situation.  While awaiting information, work with NAVPTO on transportation options and call the Philippine Consulate (544-9085) or the Immigration Office (557-5570) to obtain information on traveling into the Philippines.
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p.  Veterans/Retirees.  Veteran/Retiree counseling is available through the Naval Station Retirement Affairs Office (619) 556-8987, the Vietnam Veterans of San Diego (295-8561), or the Office of Military Retired Affairs in Coronado (437-2780).  Retirees seeking assistance with deaths and funerals should be referred to Ms. Dorothy Hirr, at COMNAVBASE (532-1507) who can assist with arrangements, including obtaining a Chaplain and Color Guard.  She is available 0800-1600, Monday through Friday.

q.  CACO Duties.  You are to accompany, upon request, any San Diego CACO after-hours and any weekends on the initial CACO visit.  A CACO Handbook and procedures message, COMNAVBASE 102012Z MAR 92, ARE INCLUDED in the duty book for additional information.

r.  Personal Communication with Ships at Sea.  If it is determined that the case does not warrant a Naval Message, clients should be advised of alternative means to contact their 

sponsor.  This includes USOGRAMS at the USO (235-6503), as well as MARSGRAMS (272-2155, 556-8887/2053) and Western Union telegrams (1-800-325-6000).  Advise people not to use a Western Union Mailgram since they are no quicker than a 1st class letter.

s.  Electronic Mail (E-MAIL).  The most convenient method in use today for personal communication with ships at sea is through e-mail.  It is available through Command Ombudsman, Regional Chaplain’s Chaplain and RP Phone Roster and through the FSC North Island, Naval Station COMPHIBGRU THREE and RSO Chaplain’s Offices.

t.  SPRINT Team.  During mass casualties the USNH SPRINT Team is available to assist commands.  Inform Installation Commanders/Commanding Officers that they must request the service of the SPRINT Team (532-6400) via USNH.  Chaplains do not initiate the team – they recommend and refer commands to utilize the services.

u.  Critical Incident Stress Debriefing Teams.  These teams are available through Family Service Center Naval Station, San Diego and Naval Base Coronado.  Chaplains do not initiate the team – they recommend and refer commands to utilize the services.
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v.  Responding to delivering American Red Cross Messages.  Some AMCROSS messages request the assistance of a chaplain during delivery.  If your assistance is requested, ensure the following has happened:  


(1) The verification and presence of the service member is known and can be brought to a specific location or met at a designated location; 

(2) Notify the parent commands OOD/CDO who will be the command representative during the notification.  

(3) Per reference (b), notification will not be made between the hours of 2200 and 0600.

Enclosure (1)

8

COMNAVREGSWINST 1601.1

STATEMENT OF UNDERSTANDING
“I acknowledge and understand the instructions and guidelines of COMNAVREGSWINST 1601.1.  I will execute my duties to the fullest extent.”







__________________________________

                                NAME            RANK/DESIGNATOR 

Signature of Watchstander

                                            Enclosure (2)

