DEPARTWENT OF THE NAVY
NAVY RECRUITING DISTRICT. PORTLAND
7028 N.E. 79TH COURT
PORTLAND, DREGON ST216-281%

NAVCRUITDISTPORPTLANDINST 1601.1F
OISR
31 Dec 13

NAVCRUITDISTPORTLAND INSTRUCTION 1601.1E

Subj: NRD PORTLAND WATCHSTANDING GUIDANCE

OPNAVINST 3100.6J

Ref: (a)
{b) OPNAVINST 5530.14E
(c) COMNAVCRUITCOMINST 3300.12
(d) NAVCRUITDISTPORTLANDINST 3000.1S
{g] USNORTHCOM FORCE PROTECTION DIRECTIVE 11-047
Encl: (1) CDO Daily Checklist
{2) Navy Recruiting District Portland Command Duty
Officer Qualification Card
1. Purposz. Tc defihe the duties of hesadguarters watchstanders,
Z. Cancellation. NAEVCRUITDISTRPORTLENDINGST 1601.1D.
z Backoarsund he watch crganizezion shall consiss of <hs
aricr Waztoh r {SWG), Watchkill CToordinator (WBCY, and
Commangd Dutw r (CDO: Changss “n watcthstandine prozadu
as 3=t fcrin T LnEtruction ghzll not bz mads withons st
aroroval oI cmmznding TIfizer (C0
& The senior lieutenant or lisutenant commander assigned to
headguarters will functicon a&s the 3SWO The 5WO xs responsible
for training and SUpPErvising all weatchstanders

b. The CDO watchbill will be composed of approved ES and
senicr personnel assigned to headquarters with the following
exceptions: CO, Executive Officer (X0), Command Master Chief
(CMC), SWO, Chief Recruiter (CR), Officer Assistant Chief
Recruiter (OACR), Enlisted Assistant Chief Recruiter (EACR)

WBC. Eligible watch-standers will qualify through completion of
enclosure (2). Any gualiflied CDO may train and sign off a CDO
under instruction.

4. Responsibilities. The CDO watch period will run f
Monday to the Ifollowing Monday at 0800. Deviations are
re

i

asg deemed necessary by the S5WO (2.g. holidays, regui
Watchstanders are responsikle for the execution of al
duties.

Officer shall:
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NAVCRUITDISTPORTLANDINST 1601.1E
31 Dec 13

(1) Conduct watchstander training monthly.
(2} Review CDO daily checklists weekly.

(3) Review the proposed watchblill and forward to the XO
for approval.

b. The Watchbill Coordinator shall:
(1} Coordinate a watchbill for review by the SWO.
c. The Command Duty Officer shall:

(1) Assume the duty by conducting.a face-to-face turnover
with the off-going CDO. After receiving a thorough pass down,
the oncoming CDO will take custody of the CDO briefcase.

{2) Report turnover to the X0 or SWO NLT 0845,
accompanied by the off-going CDO. CDBC’s turnover report will
include an update of events of the previous watch period. This
report will be made on duty-turnover days and on any day, to
include weekends and holidays, warranted by unusual
circumnstances. Turnover wWwill be reported to the most senior
person present, 1f X0 or SWO are unavailable.

{3) Be responsible Zor the physical security cf the
headguarters building, grounds, and CDRO briefcase. The CDO
briefcase consists of the CDO phone and charger, the CDO binder,
and four building keys. At close of business each working day,
CDC shall conduct an inspection of the bullding using enclosure
(1). The checklist will be kept on a clipboard located next to
the posted CDQ watchbill. The CDO briefcase will be kept secure
at all times.

(4) Monitor local and national news and keep the CO, XO,
CMC and any affected department heads informed of any potential
problems or situations (e.g. severe weather, civil disturbances)
that may arise during the duty period for NRD Portland’'s area of
responsibility.

{5) Act as the coordinator and mustering official for
any reguired musters. The CDO will report musters to an NEARS
representative for online reporting. Be accessible 24 hours a
day via the duty cellular phone.



NEAVCRUITDISTPORTLANDINST 1601.1E
21 Dec 13

{6} In the evant of incliement weather, malks a
recommendation to the X0 NLT 0600 based on weather reports. I
warranted, the CDC shall notify zll department heads as to the

.
(o
workday decision from the CO. Refer to reference (h) .

(7) Be the principal point of contact (POC) for Force
Protection Conditiorn (FPCON) reporting.

(8} In the svent of severe inclement weather in which
the national ensign could be damaged, lower the ensign and secure
it. During days when the ensign iz to be flown at half mast, the
CDO will ensure that it is properly raissd/lowered to the
appropriate height by 0800. Otherwiss, as a lighted national
ensign, 1t will remain flving 24 hours =a day.

{8) Be the principal POC for Sspacial incident reporting
)

after working hours, in accordance with reference (a), and
coordinate and assist the Administrziive Officer ac ngcessaxry
during working hours,
tha =2vent of an incident involving district
operty which could potentizlly r=sult in an
= CDT will immedizzselvw NoTiZy tThs 0o, 3G, swT,
comperetTlon of O, G, 3WO, TMT, and oOF
ubliic zffz UZflcer vwill bz zontactad ec
n oI m INTEYSET Carn be
giple TEROYLing
d. The Admiristrativs Cfficer shall ensure a monthly review
cf the CDO notebook iz conducted to confirm compisteness and
accuracy. The CDO notebook will contzin:

(1) NAVCRUITDISTPORTLANDINST 1601.1% (this instruction)

(2) OPNAVINST 3100.6J, Specizl Incident Keporting
Proceadures

() COMNEVCRUITCOMINST Z306.1xn, Navy R
Terrorism and Force Protection Guidance
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{4) District Phone List

Al

i

(5) Personnel Reczll FEoster

At
(I

{6) Future Sailor Recall List

(TR



NAVCRUITDISTPORTLANDINST 1601.1E
31 Dec 13

(7) Collegiate Recall List

(8) OPNAVINST 5530.14, Physical Security and Law
 Enforcement Program

(3) MILPERSMAN 1770-160, Casualty Assistance Calls
Program

d. Eligible watchstanders shall report professional or
personal watch conflicts to the WBC. 1In the event that a
scheduling conflict is recognized after the watchbill is
published, it is the sole responsibility of the scheduled CDO to
find a replacement and to route an exchange-of-duty chit to the

WBC for approval. & ;
) |
T. D. BODE
Distribution:
NAVCRUITDISTPORTLANDINST 5216.1U
List A

21] Watchstanders



Secure Doors to Qutside

NAVCRUITDISTPORTLANDINST 1501.1F

21 Dec 13

CDODA

LY CHECKLIST

Comments

HG Front Door
{deadbolt and cipher lock)

OrS Front Door #1
{OPLIOF deadbalt and cipher lock)

QPS Front Door #2
{(DEPCOISTATS deadboll and cipher lack)

Supply Side Door

FPAQO Back Door

Suppty Warehouse Door

{narage door and back door)

L=ALS Warehouse Door
{oarage door and training room back door)

Smoke Dack Door

CPO Mess Back Door

|Gym Back Door

Biinds drawn

HO Front Door

XO's Office

OPS Front Door £1
{GPLIOP deadbok and cipner tock)

7S Front DoDr #2
{DEPTOISTATE deadbok and cipher locks

L300 Side Door

iisc

Cofize not secured

Break room clean

Linch room olean

OPS break area clean

GOV's returnad 1o PANG

Depariments Secured

Yés

No

WMiembers stiil onboard

GO

7
Fat

CMC

OPS

ADMIN

LEADS

LSO

SYSAD

Date:

Time:

Signad:

Printed name:

Enclosure (1)



HAVCRUITDIZTEORTLAWDINGT 1601.1E
31 Dec 13

Navy Recruiting District, Portland
Command Buty Officer Qualification Card
Name : Rank: Dept: Report Date:

Duty Phone: Home Phone:

1. Demonstrate a2 thorough knowledge of the following information:

2. Headgnarters watch organization.

Qualified CDG/Date

. Command Duty Ofiicer binder.

Qualified CDO/Date

¢. Telephone card and cell phone operation.

Qualified CDO/Date

d. General CACO procedures.

Qualified CDO/Date

e. Emergency leave procedures.

Qualified CDO/Date

bh

Special reporting reguirements (Unit
SITREF/CEBREP-2 Nawvy Blue].

Qualified CDO/Dats
(1) Vehicle hccoident
{2) Loss of PII
{3} Sexual Assanlt
{4) Suicide Ideation
{3) Recruiter Misconduct
{6) DUIL

g. Demonstrate a working knowledge of all
applicable instructions in the CDO binder.

Qualified CDO/Date

h. Search and seizure - reading rights.

Legal Officer/Date

i. Mental health evaluations.

Qualifled CDO/Date

Enclaosure (2]
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- Recommended for oral bearc.
2. Comnplete an oral board comprised of
the X0, SWD and a CDO.
Recommendation: Qualified Ke~sxamine

Final CO approval:

Service Record Entry Completad:

LETZORTLANDINZT

SWOU/bate

%0/ Lazte

for WRL Fortland CDO.

CC/Date

PLE Representat

5

‘ve/Date






