


    



                                     10 May 04

OFFICE OF THE COMMANDANT

STUDENT TRACKING WHILE ON TDY/TAD or permissive TDY/TAD

Policy #104

A. Purpose.  This policy outlines the administration of the Office of the Commandant’s student tracking while they are on rotation out of the local area and assuring their safe return.  The policy provides guidance to the Office of the Commandant Staff on how to track students and gives instruction to School of Medicine students on how to report back to their chain of command their timely and safe return to the local area.
B. References.

1.   Medical Student Handbook/Academic Planner, 2003-2004 page 133-134.

2. Office of Commandant Medical Student Leave/Pass Policy, 6 August 2003

3. AFI 36-3003, “Military Leave Program,” 14 April 2000
4. AR 600-8-10, Leaves and Passes, 1 July 1994 (Summary of Change)
5. MILPERSMAN 1320 - 100  "Travel Time in Execution of Permanent Change of Station Orders and Temporary Additional Duty Orders" 22 Aug 02
C. Applicability and Scope.  This policy applies to Army, Navy, Air Force, and Public Health Service medical students assigned to USUHS, School of Medicine.
D. Policy.  All students must report back to their military chain of command their safe return to the local area following TDY/TAD or permissive TDY/TAD.
E. Responsibilities.

1. Copies of all student travel orders, amendments to orders and revoked orders will be provided to Company Commanders Office by ASD.  A representative from the Company Commanders officer will be responsible for picking up the orders and amendments.

2. It is the student’s responsibility to provide their Commander with a copy of orders that are prepared by an outside agency prior to their departure from the local area.  

3. All students requesting extra travel time or leave in conjunction with permissive or funded TDY/TAD must coordinate this with their Company Commander or First Sergeant.

4. In the event a student has coordinated orders via phone, fax, or email with the Registrars office or other order granting entity to amend the orders while on rotation, the student will call or email the Company Commander or First Sergeant.

5.  The Company Commander’s Office will maintain an Excel spreadsheet to track all student travel.  The spreadsheet will be maintained by the Company Commanders Office on the office group drive which is password protected and can only be accessed by the staff in the Office of the Commandant.

6. Each student must notify their Company/Squadron Commander or First Sergeant upon return from temporary duty and return from clinical rotations that are outside the USUHS local area.  Notifications must be made in-person in the Company Commanders office during duty hours.  For MS IV students who are starting a new clinical rotation on the first duty day back and are unavailable to make the notification in-person, a call to their specific Company Commander or First Sergeant will be accepted.  The MS III students need only to report to their Commander when returning back to the area at the beginning of winter break.

6.  In the event a student’s specific Company Commander or First Sergeant is unavailable, any Company Commander or First Sergeant will accept notification.  The Company Commander or First Sergeant receiving notification from a student--not from their service--will be responsible for informing the appropriate service.  All responses of return will be annotated on the Excel spreadsheet in the appropriate column.

7. All students performing an OCONUS rotation are responsible for coordinating travel with his or her Company Commander or First Sergeant, to include a security briefing before departing CONUS.  Notification of return from an OCONUS rotation will also be made as described in paragraph 5

8. Students that have not informed the Company Commander office of their safe return to the local area as described in paragraph 5, will be sought out by the Company Commander office within 24 hours.  After validating the student’s safety and inquiring about the reason for delay in notification, the service specific Company Commander will use his or her judgment as to what corrective course of action is required based on the presenting scenario. 

//Signed//

LINDA L. LAWRENCE, Lt Col, USAF, MC

Commandant, School of Medicine

