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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                              IN REPLY REFER TO:

                                                            BaseO 1601.16C

                                                                          ADJ

                                                                          22 Jan 03 

BASE ORDER 1601.16C

From:  Commander, Marine Corps Base Hawaii 

To:    Distribution List

Subj:  COMMAND DUTY

Ref:   (a) MARCORMAN, Chap. 1, par. 1007

Encl:  (1) Orders for the Command Duty Officer

       (2) Orders for the Duty Clerk

       (3) Special Incident Reporting Procedure

       (4) Duty Check List

1.  Purpose.  To promulgate orders for personnel required to stand the Command Duty for Marine Corps Base Hawaii.

2.  Cancellation.  BaseO 1601.16B.

3.  Concept of Operation.  The Duty Section is established to provide command and control, safety of personnel, and security of facilities and equipment, specifically during but not limited to non-working hours.  The Command Duty Officer assists the Commanding General in executing command responsibilities outlined in reference (a) and enclosures (1) through (4), and to initiate immediate action in the case of emergency or serious incidents.  The duty section consists of the following personnel:

    a.  Command Duty Officer (CDO).  The CDO is the direct representative of the Commanding General, and therefore is vested with the authority of the Commanding General, except as limited by law, regulations, or instructions issued by the Commanding General.  The CDO is responsible for initiating and coordinating necessary action when the Commanding General is not immediately available.  Company grade officers, including Warrant Officers (W-1) through Chief Warrant Officer-3's (CWO-3), Headquarters Battalion, Marine Corps Base Hawaii (MCBH), are assigned to this duty by a monthly bulletin prepared by the Adjutant.  Enclosures (1) and (2) are applicable.  Only the Aide-De-Camp is authorized to be exempted from standing duty.

    b. Duty Non-Commissioned Officer (DNCO).  This watch is primarily for the purpose of providing security for the MCBH Headquarters, Building 216, ensuring that a person in a duty status is present at all times, and rendering necessary administrative assistance to the CDO.  The person assigned as duty NCO will hold the rank of Corporal (CPL) or Sergeant (SGT).  Lance Corporals and below will NOT stand Base Duty NCO.

4.  Action
    a.  Adjutant.  The Adjutant is the Guard Officer.  Duties follow:

        (1)
 Assign officers as CDO (including supernumeraries).

        (2) Coordinate changes to the duty roster, as required; be point of contact for specific corrections to duty officer roster.
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        (3) Promulgate changes to watch standing procedures.

        (4) Conduct CDO training and information meetings no less than quarterly.

        (5) Publish Base Bulletin by the 22nd day of each month listing officers as CDO.

        (6) Maintain Instruction binders for use by the CDO/Duty NCO containing pertinent, up-to-date information necessary for smooth functioning of the Base after normal working hours, weekends and holidays.

        (7) Ensure recall rosters for each department within the administrative chain of command are forwarded by the 1st of each month.

    b.  Commanding Officer, Headquarters Battalion (HQBN) shall:

        (1) Ensure the Headquarters Company First Sergeant publishes the Base Duty NCO Roster by the 22nd of each month.

        (2)
 Ensure that ONLY NCO's are assigned to this post.

        (3) Ensure an updated recall roster is submitted to the adjutant quarterly.

    c.  Staff Secretary (SSEC).  The SSEC is responsible for relaying any special instructions on the whereabouts of the Commanding General or the Deputy Commander before close of business each day.

    d.  Adjutant Administration Chief
        (1) The Adjutant Administrative Chief will post and relieve the Duty NCO's daily.  The Adjutant Administrative Chief will post the weekend/holiday duties with the Friday Duty, or last working day prior to a holiday weekend.

        (2) The Adjutant Administrative Chief will conduct training to Duty NCO's who have not stood this duty before on all specific duties pertaining to this post (i.e.. colors, music etc.).

                                        
    R. C. ROTEN


 Deputy Commander
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ORDERS OF THE COMMAND DUTY OFFICER

1.  Tour.  The tour of duty id from 0730 – 0730 the following day.  On working days the off-going and on coming CDOs will report to the Adjutant at 0730 for relief and posting.  On working days the CDO reports to the Adjutant Commander at 1600 for any special instructions.  Saturday, Sunday and holiday, CDO’s report to the Adjutant at 0730 on the last working day prior to the duty for special instructions.  In the absence of the Deputy Commander, the CDO’s post with the AC/S G-3.  In the absence of the Deputy Commander and AC/S G-3; the CDO’s post with the Base Inspector.  In circumstances where none of aforementioned individuals are present, the CDO’s post with the Staff Secretary.

2.  Post.  The post is located in Room 2 of the Headquarters, Marine Corps Base Hawaii (MCBH), Kaneohe Bay, Building 216.  The location of the Duty NCO will be known by the CDO at all times.

    a.  The CDO is no longer authorized to sleep at home.  Even if the CDO

resides in Base Quarters.  The only approved sleeping post is in building 216 room 37.

    b.  This is a non-sleeping post.  Either the CDO or the Duty NCO will be awake during the entire duty.  Split sleeping shifts between the CDO and the Duty NCO is authorized.  

    c.  The CDO’s appointed place of duty is Room 2, building 216 when not otherwise engaged in official designated tours of duty.

3.  Uniform.  The uniform for Marine Officers is camouflage utilities with the CDO identification tag unless otherwise directed.  The uniform for the Navy officers is working khaki with CDO identification tag.

4.  Duty Vehicle.  A permanent duty vehicle is provided for use by the Base Motor Pool.  This vehicle is for official use only.

5.  Log Entries  

    a.  The CDO will open the log wit the following entry: “I have the duties as CDO.  I have read and understand BaseO 1601.16C.”

    b.  The CDO will log results of all inspection tours required by paragraph 6 below and unusual events and emergencies occurring during the tour of duty.  

    c.  All log book entries must be neatly printed.

    d.  One log book will be maintained.  The Duty NCO will not keep a log book.  All entries are made by the CDO in the CDO log book only.  

6.  Specific Duties
    a.  Supervise morning and evening colors to ensure they are properly executed.  CDO's should position themselves on the south side of the driveway, centered 1 or 2 feet from the red curb.

                                                                           ENCLOSURE (1)

BaseO 1601.16C

    b.  Check the Base for overall cleanliness, paying particular attention. to Club parking lots, baseball fields and the area around the Base Theater. During working hours, if any discrepancies are noted, call 257-2403 and a working party will be sent out.  After hours contact the tenant Duty Officer if any discrepancies are noted in and around tenant activities.  All other discrepancies will be entered to the CDO log and delivered in writing to building 218 following work day.  The CDO shall ensure that the working party maintains periodic contact with the CDO.  After a magistrate hearing, Community Service personnel are assigned by the Base Inspector to the CDO for service from 0800-1200 Saturdays.

    c.  Visit Anderson Hall during dining hours, shown below, and personally sample at least one meal served during each tour of duty.  Additionally, the orderliness, cleanliness, and efficiency of the operation of the dining facility shall be observed.  Ensure cognizant mess personnel are made aware of all discrepancies.

Monday – Friday




Saturday ‑ Sunday

            0530 ‑ 0715
                                 0800 ‑ 1100

            1100 ‑ 1300
                                 1600 ‑ 1800

            1600 ‑ 1800

    d.  Inspect the Headquarters Battalion Duty Section at least once on working days and twice on non-working days.  At least one of these inspections shall be made during the hours of 1800‑2200.

    e.  Inspect Barracks 1633 after 2000 daily.

    f.  Visit large spectator events at least once and record the state of police.  If the need arises, appoint a POC at the event to ensure a thorough field day is conducted.

    g.  Ensure outdoor recreational lighting (e.g., ball fields, tennis courts) is secured after 2200.  On non-working days, inspect twice, once prior to 2200 and once after 2200.

    h.  Inspect the security of the Base Armory, Building 4055, at least once every day after 2200.

        (1) Ensure that the gate to the fence surrounding the Base Armory is locked.  Discrepancies shall be immediately reported to the Military Police who will recall the duty armorer.

        (2) Verify that standing lights are operating.  Lighting problems shall be entered in the CDO's log.  Contact the emergency facilities duty officer immediately upon discovering lighting problems.

    i.  Visit the Enlisted Club at least once during the evening and after 2200 to check on patronage and operation.  Ensure proper identification and age checks are being accomplished.
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    j.  After normal working hours, cite all immediate and above precedence messages received at the Communication Center.  Make a log book entry to include only originator, date-time-group, subject classification, and directed disposition.  The CDO is authorized to sight but not receipt for classified messages.

    k.  Conduct a general tour of the entire Base, including Base housing, and log any discrepancies.

    1.  Tripler Army Medical Center Visitation.  On Wednesdays, the CDO will visit the hospital between 0900-1600.  The CDO will call the Marine Corps Liaison before he or she leaves (433-6614).  The purpose of this trip is to visit all hospitalized Marines.  The liaison will escort the CDO from patient to patient.  The CDO is authorized to drive the CDO truck to and from the hospital.

    m.  The CDO is required to make contact with the Duty SNCOIC from PMO before 1700.  PMO Duty SNCOIC will keep the CDO informed of all situations that arise throughout the evening and may require the physical presence of the CDO from time-to-time at a PMO incident site.

    n.  A CDO "duty checklist" is provided as a guide for the tour duty.  This checklist will be utilized to insure all areas are covered during the tour of duty.  Enclosure (4) applies.

    o.  Conduct a security check of the CMCC vault (located in the CDO room) and the CMS vault (located between CONAD/PSC and TLA office Bldg 216), and initial the SF 702 form (security container check sheet) once during the tour of duty.

7.  General Duties
    a.  After normal working hours, when informed of the impending arrival of a Flag or General Officer, raise the appropriate flag for the General Officer above Building 216.

    b.  Direct all requests for emergency leave received after normal working hours to the respective parent unit/organization duty officer.  Handle only the travel itinerary for the service member.  A summary of emergency leave procedures is contained in the CDO's Binder 1.

    c.  Refer all requests for information from the news media to the Joint Public Affairs Officer.  Release of information to the news media by the MCBH CDO is prohibited.  Release of routing information to aid law enforcement agencies in the apprehension of personnel assigned to MCBH is authorized. When this occurs, all serious accidents, deaths, serious crimes, and other incidents which are of interest to the news media is reported immediately to the Joint Public Affairs Officer and the Deputy Commander as soon as possible.

    d.  Calls from Base residents reporting domestic disturbances, crimes in progress, disorders and emergencies, and other requests for police services, are referred immediately to the Military Police Desk Sergeant at 257-2123 for appropriate action.

    e.  The CDO is authorized to order personnel into arrest or confinement.

    f.  Any complaint received, or other indication that a situation is developing that may have racial overtones, is reported immediately to the Deputy Commander, Military Police, AC/S G-1, Equal Opportunity Officer, Family Service Center, and the Joint Public Affairs Officer.  Phone numbers and points of contacts are found in Binder 4.  If the situation is developing to physical threat or in progress, first notify the Military 
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Police Desk Sergeant.  After notifying the Deputy Commander make a telephone report to the MARFORPAC Command Duty Officer (CDO) at the MFP Command Center (telephone 477-6241/1440/1441).

    g.  Neither the CDO nor the Duty NCO shall depart MCBH during a normal tour of duty unless authorized by the Commanding General or Deputy Commander, or an extraordinary emergency situation develops.  The CDO shall ensure that good judgment and common sense prevails in such circumstances.

    h.  Casualty Notification.  Upon receipt of notification of a serious injury (requiring hospitalization of 24 hours or more), attempted suicide, suicide gesture, or death of a Marine assigned to MCBH, immediately notify:

        (1) The Deputy Commander, AC/S G-1, Adjutant.

        (2) The Branch Medical Clinic and the Military Police.

        (3) The Staff Duty Officer of the appropriate tenant organization/unit.

        (4) The Consolidated Public Affairs Officer and the AC/S G-3.

        (5) If death or serious injury results from a traffic accident, drowning, suicide, or crime in which a MCBH Kaneohe Bay service member or dependent is involved, immediately notify the Military Police Desk Sergeant at 257-2123.  This is required so that Military Police can obtain necessary information through liaison with local police and other authorities.

8.  Instructions for Reporting Serious Events/Incidents
    a.  The Serious Incident Report is a report of any incident which has occurred or is about to occur and determined to be or could become a matter of significant military, political, or press interest.

    b.  Any serious event/incident involving Marine Corps personnel must be reported immediately to the Commanding General or Deputy Commander.  In the event neither of the above can be contacted, the CDO shall notify the AC/S G-3.  The CDO may release the subject message report; however, the concurrence of the Commanding General or Deputy Commander is necessary if time permits. The CDO remains responsible for notifying the Commanding General and/or the Deputy Commander of the event/incident after reporting the event/incident.

    c.  If the incident involves personnel of MCBH tenant organizations, make immediate liaison with the appropriate SDO.  Generally, MCBH reports on its personnel, and tenant organizations report on their personnel; however, a situation could arise when several personnel are involved in a single incident.  In such cases, if a disagreement occurs, notify the Deputy Commander and/or Commanding General, giving details of the incident as completely as possible, to enable them to determine proper reporting.

    d.  In either case, and after having determined the necessity for a Serious Incident Report, the CDO shall immediately call the MCBH Deputy Commander then the MARFORPAC CDO at the MFP Command Center (477-6241/6242/6243) and report the following:

        (1) "This is the Officer of the Day at Marine Corps Base Hawaii, Kaneohe Bay.  I am reporting a Serious Incident."

        (2) Pass available information by the format shown in the CDO's Binder 6.
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    e.  Should the MARFORPAC CDO not be available, then give the oral SIR to MFP Command Center Watch Chief or Duty Clerk.  Obtain the name of the person the SIR was given and record time of SIR in CDO log.  Call the AC/S G-1 and the Public Affairs Officer.

    f.  See MCO 5740.2F, located in Binder A, for *additional information on submitting a SIR.

9.  Emergency Action Plan for Material in the Classified Material Control Center CMCC).
In the event of terrorist action, natural disaster, civil riot or uprising which threatens the physical security of classified material in the CMS Vault, carry out the following emergency procedures:

    a.  Notify the following personnel; names and recall phone numbers are listed outside of the vault entrance in Building 216.

        (1) AC/S G-1.

        (2) Adjutant.

        (3) CMS Custodian.

        (4) Administrative Chief.

        (5) NCOIC CMCC.

        (6) Deputy Commander and/or Commanding General.

    b.  Obtain all CMCC and Communication Security Materials System (CMS) combinations from the Communications Center.  After entry into the CMCC, comply with Emergency Destruction Plan posted on the CMCC bulletin board.

10.  Emergency Maintenance Calls.  The CDO is responsible for ensuring that the Duty Clerk records all emergency maintenance calls received after normal working hours.  A Public Works Trouble Slip is filled out for each  call/request for emergency maintenance, retained overnight and delivered to the Public Works Trouble Desk first thing the next working day.  The CDO shall determine final disposition of all emergency maintenance calls and record results in log.  The CDO Binder B contains additional guidance for emergency maintenance calls.  Do not hesitate to call the Facilities Department Maintenance Officer or Facilities Officer when confronted with a facilities related emergency not covered in CDO Binder B.  Routine maintenance calls should be directed to the Public Works Trouble Desk at 257-2380 during non‑working hours.  Information given to the tape recording device at this number is also in addition to Public Works Trouble Slips

completed by the Duty NCO.

11.  Oil and Hazardous Substance Spills.  Upon receipt of a reported oil or

hazardous substance spill, the CDO or a Private First Class or Lance Corporal

shall immediately follow guidance provided in CDO Binder 7.

12.  Inclement Weather.  Use procedures in CDO Binder 1 (tab P) for handling various

storm conditions.

13.  Bomb Threat.  Use information located in CDO Binder 1 (tab M).

14.  Lock-Outs.  See CDO Binder 1 (tab G) for housing information if a resident calls

stating he or she is locked out of their house.
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ORDERS FOR THE DUTY CLERK

1.  Post.  The post of the Duty NCO is Room 2, Building 216.

2.  Tout of Duty.  The tour of duty is daily from 0730-0730.  The Duty NCO reports to his or her normal work section until 1530 during normal work days, at which time report to the MCBH Administrative Chief for posting.  Weekend Duty NCOs post at 0730.

    a.  Posting.  On working days, the Duty NCO reports to the Adjutant Administrative Chief at 0730 for special instructions and posting.  On weekends and holidays, posting and relief is effected by the CDO.  Weekend/holiday Duty NCOs report to the Adjutant Administrative Chief the last work day for postage.  All building keys must be in the Duty NCO’s possession prior to assuming post.  A joint inventory of all keys is required as par of the Duty Clerk turnover/posting.  

    b.  Uniform.  The uniform for the Duty NCO is the camouflage utilities with duty badge.

3.  Duties.  The Duty NCO shall be familiar with the contents of this Order and any special instructions which may be issued from time-to-time.  In the event that a situation or emergency not covered by these instructions arises, or when assistance is required, the Duty NCO shall contact the CDO immediately.  During the tour of duty, responsibilities include, but are not limited to, the following:

    a.  Military Personnel Locator (MPL).  Requests for phone numbers of organizations not a part of the Base will be referred to the Oahu Military Operator at 449-7110.  The locator Files are physically located in the AC/S G-1 Manpower and the MPL is manned by that office.  Occasionally, calls will be received to locate military personnel aboard MCBH.  A current alpha roster can be found on this website http://ommsc.mcbh.usmc.mil.  The below list of monitored command codes (MCC’S) are provided to identify the unit to which they are assigned.  The MCC is listed on the alpha roster next to the units name.


MCC
UNIT








RUC


091
CG MCB HAWAII/HQBN KANEOHE BAY



    
MO2301


090
MCAF KANEOHE BAY HI





      
M02303

       130
THIRD MARINES 






M13100/01


V13
FIRSTBN THIRD MARINES 





M13110


V23
SECONDBN THIRD MARINES





M13120


V33
THIRDBN THIRD MARINES





M13130


V3A
FIRSTBN TWELFTH MARINES “A” BTRY
     

   
       M13310


V3B
FIRSTBN TWELFTH MARINES “B” BTRY



       M13310


V3C
FIRSTBN TWELFTH MARINES “C” BTRY



       M13310


1JF
MAG-24                                                   
M01070


VH1
HMH THREE SIX TWO






M01362

       VHB  
HMH THREE SIX THREE                                      
M01363


VHF
HMH THREE SIX SIX
                  

         
M01366


VHG
HMH FOUR SIX THREE






M01463


1FW
CSSG THREE (OLD BSSG-1)



    

M69009


174
FIRST RADIO BATTALION





M21580


C64
4TH RECON







M87274
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    b.  Security of Administration Building.  Beginning at 1900 on workdays and 0730 on non-working days, the Duty NCO shall ensure that all doors, except those in main lobby and all windows on the first floor are secure, and that a log entry is made to the effect.  Lobby doors are secured at 2200, or after the CDO departs, whichever is later.

    c.  Additional Duties
        (1) Ensure Colors, call to quarters, tattoo, and taps are played on time.

        (2) Ensure that he floowig areas are policed:

            a.  CDO Room, including head.

            b.  Ladder well adjacent to the Quarter Deck.

            c.  Sweep and buff Quarter Deck.

            d.  Polish Flag Poll Bell.

        (3) Notify the CDO of all PMO notification, Base Communications message, and whenever Public Works Trouble Slips are filled out.

        (4) Ensure all recall rosters are current; notify Adjutant and Administrative Chief whenever rosters are out of date (more than 60 days old) or missing.

        (5)  Ensure PMO has list of sunrise/sunset hours.

        (6) Contact Facilities Department duty personnel immediately after receiving a telephone message, pay close attention to the type and location of the problem.  Provide complete and accurate information.

        (7) Ensure that the relieving Duty NCO is thoroughly indoctrinated in the performance of all phases of duties and that the relief understands all orders prior to assuming the duty.

4.  Transportation for Incoming Personnel.  Refer all calls from Hickam AFB Liaison and Honolulu International Airport regarding incoming personnel assigned to MCBH/tennt organizations to the appropriate Duty Officer.

5.  Personnel Reporting for Duty.  Personnel reporting to MCBH Kaneohe Bay, whose orders read “Marine Corps Base Hawaii, Kaneohe Bay (MCC 091)” “Marine Corps Air Facility Kaneohe Bay (MCC 090)” shall be handled in the following Manner:

    a.  Personnel Reporting with Dependents.  These personnel shall be directed to report to the Base Personnel Officer at 0730, Building 216, on the first working day following the day reporting.  Write the date and the time of reporting on the original orders and return them to the individual.  Make an entry in the log book, recording the grade, name, ssn, and date/time they reported.

    b.  If the orders have another MCC, reference the Alpha Roster to verify what tenant command personnel should report.

6.  Noise Complaints.  All Complaints received regarding aircraft noise, etc., is referred to Flight Clearance, telephone 257-2386.
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7.  Emergency Maintenance.  Upon receipt of an emergency maintenance call, either from family housing or a base facility, the Duty NCO makes a note of the problem, including the caller's name, address, and phone number.  This information will be referred to the CDO for disposition.  Under no circumstances will the Duty NCO call in emergency maintenance personnel without instructions to do so from the CDO.

8.  Oil and Hazardous Substance Spills.  Upon receipt of a reported oil or

hazardous substance spill, refer to the OIL AND HAZARDOUS CONTINGENCY PLAN Binder in the CDO room and notify the Military Police Desk Sergeant at 257-2123 and the CDO immediately.
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SPECIAL INCIDENT REPORTING PROCEDURES

1.  Special Incident Reports (STR), also called OPREP-3, are notifications to a higher authority that an incident has occurred that could be of national level interest or of high U.S. Navy interest.  The most likely STRs for MCBH are NAVY BLUE, and UNIT SITREP.  OPREP-3 NAVY BLUE reports are appropriate whenever high Department of the Navy (DON) (i.e., SecNav, CNO, CMC) interest in an event or incident is likely.  The UNIT SITREP is intended to report significant events or incidents which do not meet the OPREP-3 reporting criteria.  Incidents that are reportable include, but are riot limited to:

    a.  Terrorist acts such as bomb threats, car bombs, gate runners, etc.

    b.  Acts of violence against the Base or its members (military).

    c.  Any incident involving a death (military).

    d.  incidents involving lethal weapons (riots or individual attacks)

    e.  Suicides or attempts to commit suicide

    f.  Any incident when an aircraft is damaged or may have the potential to be damaged.

    g.  Any incident involving a building, vehicle, or aircraft fire.

2.  Notify the Deputy Commander, AC/S G-1 and Adjutant when an incident occurs that you deem a SIR is necessary.  Examples are provided as guidance, as well as a flowchart to point you in the right direction. Follow the examples provided in CDO Binder A and read the directions for each to complete the appropriate SIR.

3.  If the unit experiencing the incident is not HQBN or MCAF, then the MCBH CDO shall coordinate efforts with the respective unit's CDO.  Depending on the details of the incident, the Deputy Commander or Commanding General may have you prepare the STR for a tenant command.  Be prepared to do so.
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DUTIES CHECKLIST

TIME



INIT


TASK
0730



____


ASSUME DUTIES

0800



____


OBSERVE MORNING COLORS

ONCE DURING TOUR

____


INSPECT AND/OR SUBSIST IN CHOW HALL

1600 



____


RETURN FOR DUTY/CONTACT PMO DUTY





____


(x2123) TO CHECK IN

SUNSET


____


OBSERVE EVENING COLORS

1800-2200


____


VISIT HQBN SDO (BLDG 4009)

AFTER 2000


____


INSPECT BKS (BLDG 1633)

PRIOR TO 2200

____


VAULT CHECK, INITIAL SECURITY 








CONTAINER CARD.  VAULT 1=CDO ROOM








                 VAULT 2=CMS VAULT

PRIOR TO 2200

____


INSPECT THE ARMORY (BLDG 4055)








(THIS IS IN ADDITION TO INSPECTION








AFTER 2200)

AFTER 2200


____


INSECT THE ARMORY (BLDG 4055) 








ENSURE GATE IS LOCKED, LIGHTS ARE ON

AFTER 2200


____


CHECK OUTDOOR LIGHTING OF REC FIELDS/AREA

0730



____


STAND RELIEVED

NOT SPECIFIED

____


CHECK CLEANLINESS OF BASE

AS REQUIRED


____


VISIT LARGE SPECTATOR EVENTS

AS REQUIRED


____


SIGHT (BUT DO NOT TAKE) ALL 








IMMEDIATE AND ABOVE PRECEDENCE








MESSAGES RECEIVED AT THE COMM CTR, LOG








IN, AND NOTIFY THE SSEC IN THE MORNING
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