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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

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

                                                                                BaseO 5700.3

                                                                                CPAO

                                                                                14 NOV 1996

BASE ORDER 5700.3

From:  Commanding General

To:    Distribution List

Subj:  MARINE CORPS BASE HAWAII (MCBH) PUBLIC AFFAIRS POLICY AND PROCEDURES

Ref:   (a) SECNAVINST 5720.44A

       (b) MARFORPACO 5700.1M

1.  Purpose.  To provide basic policy and procedures for the conduct of public affairs activities by MCBH, and subordinate and tenant units in accordance with reference (a) and (b).

2.  Cancellation.  ASO P5700.1E.

3.  General
    a.  The public affairs mission of this command is to provide the general public and the internal audience (Marines, Sailors, and their families; retirees and civilian employees) with the most complete, timely and accurate information (consistent with the national security, operations security, and the Privacy Act), about activities and operations of MCBH and its tenant organizations.  In addition, the command has the public affairs responsibility to initiate and support activities contributing to good relations with the neighboring civilian communities.

    b.  The Marine Corps public affairs program is divided into three primary functional areas:  Internal information, external information, and community relations.

4.  Policy.  It is the policy of the Department of the Defense to make available timely and accurate information so that the public, Congress, and the news media may assess and understand the facts about national security and defense strategy.  Requests for information from organizations and private citizens will be answered in a timely manner.  In carrying out this policy the following principles of information will apply:

    a.  Information will be made fully and readily available, consistence with statutory requirements, unless its release is precluded by current and valid security classification.  The provisions of the Freedom of Information Act will be supported in both letter and spirit.

    b.  A free flow of general and military information will be made available, without censorship or propaganda, to men and women of the Armed Forces and their dependents.

    c.  Information will not be classified or otherwise withheld to protect the government from criticism or embarrassment.
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    d.  Information ill be withheld only when disclosure would adversely affect national security or threaten the safety or privacy of the men and women of the Armed Forces.

    e.  The DoD’s Obligation to provide the public with information on major programs may require detailed public affairs planning and coordination within the Do and with other government agencies.  The sole purpose of such activity is to expedite the flow of information to the public; propaganda has no place in DoD public affairs programs.

5.  Responsibilities
    a.  The Commanding General is responsible for public affairs matters concerning MCBH and its tenant organizations.

    b.  As a member of the special staff, the Director of the Consolidated Public Affairs Office (CPAO) provides advice and assistance to the Commanding General and subordinate commanders on disseminating information to the American public, the internal audience, and providing liaison with the news media representatives, local community leaders and groups, and with public affairs offices of the commands.  Specific duties include:

        (1) Acting as sole command spokesperson and releasing authority for information provided to news media;

        (2) Acting as the command releasing authority for official MCBH material and information uploaded to the World Wide Web (WWW), and coordination and design of the MCBH and tenant organization WWW sites;

        (3) Providing security review and clearance of manuscripts for radio and television appearances, and articles submitted for publication to civilian print media outlets;

        (4) Reviewing, releasing and disseminating all print, photographic and broadcast news releases;

        (5) Coordinating the activities of civilian news media representatives who are command guests’

        (6) Collecting, reviewing, and analyzing news stories concerning the command;

        (7) Forwarding to CMC (Code PA) news and feature material for national dissemination;

        (8) Coordinating interviews with MCBH personnel with local print and broadcast media;

         (9) Supervising the Fleet Home Town News (FHTN) program;

        (10) Coordinating requests for MCBH speakers;

        (11) Coordinating the participation of units and command representatives in local community group meetings as well as other civic ceremonies, parades and other special events;
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        (12) Preparing public affairs annexes for operations plans and orders; 

        (13) Supervising the production, publication, and distribution of the Hawaii Marine;

        (14) Arranging media, civic, and other official command tours and events, as required; and,

        (15) Coordinating the Unit Information Officer (UIO) Program.

    c.  In addition, vigorous public affairs programs are encouraged at all levels of command.  Troop indoctrination and leadership training should include instruction on handling news media, and supporting internal information, and community relations programs.  The CPAO will provide materials and personnel to conduct this type of training.

6.  Organization and Staffing
    a.  The MCBH CPAO will be staffed by all personnel in MOS 4300 assigned to MCBH and its tenant organizations.  The senior officer will serve as Director, CPAO; the second senior officer (if more than one officer is assigned) will serve as the deputy Director, CPAO; the senior will serve as the Public Affairs Chief.

    b.  Commanders of subordinate and tenant organizations will screen members of their units for possible lateral move to the public affairs field.  Applicants who have experience in appear suited for, and are interested in the public affairs field should be referred to the Director, CPAO, for screening, interviewing, and testing.

        (1) Recommended applicants who desire a lateral move into the public affairs field should submit requests through their unit career planner.  Minimum requirements include a 110 GT, demonstrated ability to write well, a score of at least 75 on the English Diagnostic Test, and the ability to type at least 30 words per minute.

        (2) Marines accepted for a lateral move into the 4300 field from an MCBH tenant command will normally be assigned to CPAO for 6 months of on-the-job training (OJT) prior to being assigned to formal school training at the Defense Information School, Fort George Meade, Maryland.

    c.  The CPAO is organized into an External Media Section, an Internal Media Section, a Community Relations Section, and an Administration Section.  

7.  External Media Relations.  DoD and Marine Corps policy is to keep the public fully informed of its activities, consistent with the military security considerations.  The Commanding General is the sole authority for release of information concerning MCBH units and tenant organizations to the news media.  This authority is delegated to the Director, CPAO, in compliance with the Privacy Act of 1974.

    a.  Establishing personal liaison with the news media representatives (NMR) has proven invaluable in accomplishing the public affairs mission.  NMRs shall be provided every opportunity to visit MCBH, observe unit activities, and meet individual Marines.
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    b.  Subordinate unit commanders are encouraged to provide maximum assistance to NMRs, coordinating such contact through the CPAO.  The CPAO will provide an escort for each NMR while aboard MCBH.  Unit commanders and gate sentries must notify the CPAO immediately wherever NMRs arrive unannounced.

    c.  Request for government transportation, including air transportation, will be evaluated on case-by-case basis by the Director, CPAO, before being forwarded to higher headquarters (in the case of air transportation requests).

    d.  During operations, exercises, accidents, or incidents likely to generate a high level of public interest, it may become necessary to establish a command information bureau (CIB) to support a large influx of NMRs.

        (1) When the command deems it necessary, or is directed, to establish a CIB, subordinate units will cooperate fully with the Director, CPAO, in furnishing the CIB with furniture, communications equipment, transportation, billeting, messing, and office supplies as required.

        (2) In certain cases, the DoD may elect to activate the National Media Pool (NMP).  If the NMP is activated and sent to MCBH, the CPAO will act as the hosting agency.  Tenant unit commanders will provide required logistical assistance to CPAO in hosting the NMP.

        (3) When an MCBH CIB is activated, NMRs will be accredited by CPAO and required to wear a media pass at all times while aboard the Base.

        (4) When an MCBH CIB is activated, tenant unit commanders will provide, as requested, Marines to augment CPAO staff in handling large numbers of NMRs.  Duties of augmentees will include, but are not restricted to, administrative and escort functions.

    e.  All media queries will be handled expeditiously.  Under no circumstances will media queries be ignored or go unanswered.  For this reason, the Director, CPAO, must be kept fully informed of all significant activities by each MCBH and tenant unit, and immediately informed of any incident requiring a Serious Incident Report (SIR).  Queries to units by CPAO personnel will be answered expeditiously.

    f.  When aircraft/equipment accidents occur off Base, i.e., in the public domain, Marines have no authority to deny NMRs or civil authorities access to the site, thus making prompt notification of the CPAO, and transportation to the site, a necessity.  If classified equipment is visible at the site, it should be covered or removed (with the approval of the senior investigator at the scene).  The help of civilian police should be sought to help avoid photography of injured or deceased victims.  

    g.  Photographing classified material without authorization is a violation of Title 18, United States Code, Sections 795 and 797.  If a civilian photographer persists in doing so after being so informed, the assistance of appropriate civil authorities will be requested in confiscating the film/video tape.

    h.  Pending notification of next of kin, names of persons killed or injured in any incident will not be released.  If NMRs obtain such names from
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other sources, neither CPAO or other Marines will conform their accuracy, and their publication will be discouraged.  

8.  Internal Information.  Internal, or command, information is a public affairs function through which commanders can openly and effectively communicate with Marines, Sailor, their families, retirees and civilian employees of the Marine Corps about matters that affect their motivation, morale, careers, and future within the Marine Corps.  A vigorous internal information program should be implemented at each level of command to ensure that all hands are fully and continually informed about the Marine Corps and the command, with particular emphasis on the importance of the individual Marine.

    a.  The MCBH newspaper, the Hawaii Marine, is the primary internal information program for all Marine personnel in Hawaii.  The Director, CPAO, has staff cognizance over the production and publication of the Hawaii Marine, and is responsible for its style and editorial content.

    b.  The Hawaii Marine will be published in  accordance with DoD Inst. 5120.4.  Its content and style will adhere to the Associated Press Stylebook and Libel Manual, except where superseded by local exception as determined by the Director, CPAO.

    c.  The following categories of material will not be printed in the Hawaii Marine:

        (1) Any material that detracts from the stated core values of the Marine Corps;

        (2) Ant material prohibited by DoD Inst 5120.4 and MCO P5600.31;

        (3) Material that could imply endorsement of a political party, platform, or candidate; or 

        (4) Material that would discredit a unit’s integrity or professionalism, or inspire a negative view of the command.

    d.  The Hawaii Marine is a commercial enterprise publication and the Director, CPAO, is responsible for the contract under which it is published.

    e.  Commanding officers, through their UIOs, are encouraged to take advantage of the Hawaii Marine as one means of supporting their units’ internal information program by keeping CPAO informed of newsworthy events.

    f.  Commanding officers of MCBH tenant units shall coordinate with CPAO to have sufficient copies of the Hawaii Marine sent to deployed units via Flights In Support Of Deployed Units (FISDUs), or by other means.

    g.  CPAO will schedule for broadcast topics of interest to the internal audience, script, and host “Inside MCBH Hawaii” on Base cable television Channel 2.  The Training and Audiovisual Support Center, in coordination with CPAO, will produce the show bi-weekly, and provide electronic news gathering and in-studio support for the program.

    h.  Although primarily used as an external information tool, the MCBH World Wide Web (WWW) site will serve a secondary role as a command information medium.
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9.  Community Relations.  Community relations is the public affair function concerned with the relationship between Marine Corps activities and the civilian communities tat surround the military installation.  Public understanding, acceptance, and support of the Marine Corps is dependent, in large measure, upon that relationship.

    a.  The community Relations Officer, CPAO, is responsible to the Director, CPAO, for developing and implementing an aggressive and proactive community relations plan:

        (1) To foster good relations with our local communities by building and maintaining a reputation as a good neighbor and a trusted, responsible, professional organization;

        (2) To establish a effective working relationship with local governmental and service organizations;

        (3) To maintain and improve public support for and cooperation with MCBH;

        (4) To inform the public of the state of readiness of MCBH and tenant units, and the United States Marine Corps;

        (5) To promote national security and stimulate patriotic spirit; and;

        (6) To assist recruiting.

    b.  Active participation by individual Marines And by Marine Corps units is an important factor in establishing, maintaining, and improving mutual communities.  MCBH and tenant unit commanders are encouraged to initiate community relations projects.  The CPAO is designated the staff proponent for coordination of all community relations activities undertaken by MCBH and tenant organizations.

        (1) The CPAO will be informed of all requests and proposals for participation in community events to ensure uniform coordination and that such participation is in accordance with current regulations.

        (2) To facilitate providing Marine Corps support for community events, the Director, CPAO, has tasking authority for all MCBH and tenant units (with two exceptions: 7th Comm Bn and the MARFORPAC Band).

    c.  Speakers Bureau.  One method used by the Marine Corps to inform the public of it’s activities and accomplishments, as well as to promote a positive, a visible Marine Corps image in the community, is to provide articulate Marines for public speaking appearances.

        (1) The community Relations Officer, CPAO, is responsible for developing and coordinating the MCBH Speakers Bureau, with input from UIOs.

        (2) Requests for speakers will be coordinated by the CPAO, which will evaluate their appropriateness and nominate a suitable Marine speaker for the Commanding General’s approval.  
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        (3) UIOs will provide a list of subject matter expert sable to speak on a variety of topics from their respective units.

    d.  Tours and Visits.  It is the policy of MCBH to honor all appropriate requests for tours and visits, and it is essential to our community relations effort that the command convey the impression that its guests are welcome, within the constraints of security and operational requirements.  Forward all requests for visits to the CPAO (Attn: ComRel) for coordination.  The group requesting the visit should submit a letter to CPAO at least 1 month prior to the planned event.  It should include:

        (1) The name and type of group (senior citizens, elementary school, etc.)

        (2) The number of people in the visiting group;

        (3( The desired visit date (with two alternate dates);

        (4) The time of arrival/departure;

        (5) The purpose of the tour (historical, environmental, general, orientation, etc.);

        (6) A point of contact (with telephone number); and

        (7) Names and affiliations of any NMRs accompanying the group.

    e.  On special occasions when a visiting group desires to purchase a meal during their tour of the Base, CPAO will normally make arrangements with the MWR club system.

    f.  Cooperation with the Boy Scouts, Girl Scouts and other youth organizations is encouraged.  Visits by such groups will be conducted by CPAO as outlined in Subparagraph 5e.  However, CPAO will not be act as sponsor for youth groups that desire to conduct prolonged activities aboard MCBH, such as campouts.  Although initial requests should be submitted through CPAO, the events must be sponsored by units and individual Marines willing to undertake such an effort.

    g.  Submit requests for color Guards, marching units, firing details and similar details for ceremonies and special events within the civilian community to CPAO, which will, in coordination with the MCBH Sergeant Major, determine the Base or tenant organization to be tasked to meet the request issued during the current year.  The use of Marines as ushers, guards, parking attendants, messengers, or working parties in support of off-Base community events is not authorized.  

    h.  From time to time, community organizations may request use of military material to support special events.  Such requests must be coordinated by the CPAO to ensure concurrence with the appropriate regulations.  The loan of material to such community groups may not be in direct, or implied, competition with locally-available commercial sources, e.g., tents, PA systems, generators, water containers, vehicles, etc.
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    i.  Personnel and material support of community events will be limited to such events sponsored by bona fide, responsible, nonprofit, nonsectarian, and politically nonpartisan groups.  Marine Corps participation in such events must be incidental to normal operations and may not contribute toward any financial gain by the sponsoring organization.

    j.  Air operations aboard the Marine Corps Air Facility sometimes result in noise complaints from residents in surrounding civilian communities.  Forward all such complaints expeditiously to the CPAO (ATTN: ComRel) for investigation and response.  CPAO will maintain a log of such complaints and their resolution.

    k.  In order to maintain close and effective liaison with the neighboring civilian communities, the Community Relations Officer, CPAO, will normally attend each meeting of the Windward and Waimanalo Civilian-Military Councils; the armed Services Committee of the Chamber of Commerce of Hawaii; and the Kailua, Kaneohe, and Waimanalo Neighborhood Boards.

10.  UIO Program.  To help accomplish the public affairs mission, regiment, battalion, squadron, and separate company commanders will designate, in writing, an officer or staff noncommissioned officer, preferably a gunnery sergeant or above, as UIO.  UIOs act as the unit’s point of contact with the CPAO and help publicize their unit and its members.  This is usually a collateral duty.  UIOs will:

    a.  Report to the CPAO for an orientation briefing within 1o working days of their assignment;

    b.  Manage the FHTN program within their units;

    c.  Maintain historical files, which will include the unit’s history, the commander’s biography and official photography, news clippings and photos pertaining to the unit or it’s members, copies of unit citations and other information of historical significance;

    d.  Notify the CPAO of upcoming newsworthy events planed by he unit;

    e.  Refer all news media and public queries to the CPAO;

    f.  Provide CPAO with updates for unit WWW pages; and 

    g.  Seek and develop motivated Marines within their units with writing talent to “string” stories and photos to the CPAO.  Stringers will receive coaching ad instruction from CPAO.

11.  FHTN Program.  The FHTN program is an excellent means of informing the American public of Marine activities and the achievement of individual Marines.  It is also a valuable recruiting aid, as FHTN releases are publicized more widely than any other type of the Marine Corps news release.

    a.  Some of the programs advantages are: 

        (1) It is a medium for providing recognition, in the local publications of the Marine’s home town, of the Marine’s accomplishment’s
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        (2) while relating favorable news about individual Marines, it is also publicizes the activities of the Marine’s units; and 

        (3) It requires limited journalistic skill on the part of the originator (the Marine’s UIO) and is prepared in a ready-made format.

    b.  Regular use of the FHTN program is a commander’s only sure means of obtaining recognition of the accomplishments f their Marines.  Therefore, the commander should ensure that UIOs establish a planned, continuous, and comprehensive FHTN program.  While there is no quota to be met, an appropriate goal can be 10 percent of a units on-board strength.

    c.  Submit FHTN forms on the following types of events:

        (1) Reporting aboard;

        (2) Promotions;

        (3) Reenlistments;

        (4) Decorations and awards (a copy of the citation should be attached to the FHTN form);

        (5) Completion of a formal military training course of at least 4 weeks duration;

        (6) Participation in any MCBH-sponsored athletic team that wins, or places second or third, in competition;

        (7) Participation in major exercises, operations or deployments; and 

        (8) Receipt of a college degree through off-duty education.

    d.  Units not deployed from MCBH will prepare and forward all FHTN forms to the CPAO.  Deployed units, unless under the operational control of another commander, should also forward all FHTN releases to the MCBH CPAO.  The CPAO will log, review, and expeditiously forward all releases to the FHTN Center, Norfolk, Virginia, for nationwide dissemination.

    e.  The MCBH UIO guidebook contains detailed instructions on completing FHTN forms.

    f.  Participation in the FHTN program is voluntary.  Requests by individual Marines that their achievements not be publicized must be honored.

12.  Public Affairs Video and Photography.  Video and still photography plays a major role in Marine Corps public affairs programs and will be used to the fullest extent possible.  Such photography is used for the direct support of the command’s public affairs mission.

    a.  CPAO personnel are trained Marine Corps combat corespondents.  They are responsible for producing photographs for external release and to support their command information products.

    b.  CPAO video and still photography are unclassified products designed for widest possible public dissemination via the Internet and other media.  
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    c.  Photographic support for reenlistments, promotions, chain of command photos, and ceremonies is not provided by CPAO.  Submit requests for such support to TAVSC.  UIOs should not submit Polaroid or instamatic photos to CPAO as these are not acceptable formats for release.  UIOs are encouraged to submit video footage, in Hi8, or higher quality, format, of dramatic events likely to be of interest to the public.  

    d.  UIOs will provide CPAO a black-and-white 5”x7” official photo of their unit commanders (battalion/squadron and larger-sized units) within 20 days of assumption of command.

                                             W. C. PEOPLES

                                             Deputy Commander

DISTRIBUTION: A 
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