TRANSIENT PERSONNEL UNIT (TPU) INSPECTION GUIDELINES


TPU Inspected:
Dates of Inspection:
Inspector(s):

Reference:  (a) BUPERSINST 1306.77C 31OCT2012
            (b) DOD 4165.63-M 28OCT2010
            (c) MILPERSMAN

            (d) EPMACINST 5000.3F MAY2005
            (e) MANMED

            (f) DODI 5505.14 27MAY2010
            (g) SECNAVINST 5800.11B 5Jan2006
            (h) OPNAVINST 5800.7A 04MAR2008
I.
POLICY
001
Are local policies published to implement an efficient and effective TPU program?  Reference (a), 105.

002
Does the TPU accept only legitimate transient personnel?  Reference (a), 405.

003
Are transient personnel retained on board to fill gapped or non-existant billets?  Reference (a), 511.b.

004
Are all transient personnel in the geographic area assigned to the TPU?  Reference (a), 101.

005
Does the CO/OIC of the TPU report to the CO of the station where the TPU is located or a Regional Commander?  Reference (a), 104.

006
Does the TPU provide all required program responsibilities for all transients assigned to the unit?  Reference (a), 106.

006A
Indoctrination

006B
Messing and Billeting

006C
Accountability

006D
Administrative Functions

006E
Work Assignments

006F
Legal/Disciplinary Processing

007
Does the TPU provide required [monthly] reports to Major Claimant and PERS-00D?  Reference (a), 107.

II.
PHYSICAL PLANT
001
Is the TPU facility capable of supporting surge situations?  What is the commander's assessment?  Reference (a) 107, 204.

002
Are adequate support facilities provided to the TPU by the station and or region?  Reference (a), Chapter 2.

003
Are disciplinary transient personnel berthed separately from regular transient personnel?  Reference (a), 206.b, 404.c, and 404.d(2).
004
Are regular transient personnel berthed IAW provisions of Reference (b), Table C5.T1.?

005
Do disciplinary transient personnel use separate head facilities from regular transient personnel?  Reference (a), 206.b.

006
Are personnel serving punitive restriction berthed separately from other disciplinary transient personnel?  Reference (a), 206.b.

007
The TPU is not equipped with extraordinary security devices (e.g., enclosed by a locked security fence, barred windows, barred doors, etc.)?  Reference (a), 207.

008
Are exits in disciplinary transient berthing areas blocked ingress and alarmed accessible egress?  Reference (a), 207.

009
Is a secure storage area available to store personal property confiscated from disciplinary transient personnel?  Reference (a), 208.

010
Are daily/weekly/quarterly inspections of the unit conducted, documented, and properly maintained?  Reference (a), 209.

011
Does the TPU log contain entries to indicate various inspections were conducted?  Reference (a), 209.
III.
STAFFING AND ORGANIZATION
001
Does the TPU CO/OIC exercise NJP authority over TPU staff and all transient personnel?  Reference (a), 302.

002
Are policies and procedures implemented to preclude staff members from observing transient personnel of the opposite gender in the nude under normal circumstances?  Reference (a), 305.

003
Is the TPU organizational structure consistent with the Activity Manning Document (AMD)?  Reference, TPU AMD.

TPU AUTHORIZED BILLET ALLOWANCE

Officer:        Enlisted:      Civilian:

TPU STAFF ONBOARD AT TIME OF INSPECTION

Officer:        Enlisted:      Civilian:

004
Are TPU staff appropriately screened?  Reference (c), 1306-900 and 1306-931

005
Does the regional command have adequate resourcing of a chaplain and a staff Judge Advocate to the TPU?  Reference (a), 307.
006
Are measures in place to ensure TPU staff treat all transient personnel fairly and with respect?  Reference (a), 308.
IV.
ASSIGNMENT AND PROCESSING OF TRANSIENT PERSONNEL

001
Are transient personnel assigned to the TPU awaiting separation from the service under honorable conditions received from commands located outside the continental limits of the U.S. or from ships or mobile units scheduled to deploy outside of CONUS?  Reference (a), 402.  Reference (c), 1910-812.
002
Are transient personnel assigned to the TPU awaiting separation from the service under honorable conditions separated or placed on separation leave within 7 days of arrival at the TPU?  Reference (c), 1910-812.
003
Are procedures in place for servicemembers to receive a separation physical prior to separation?  Reference (a), 402.a.  Reference (e), 15-1.

004
Are procedures in place for servicemembers to have a blood test conducted within 45 days of their separation date prior to transfer to the TPU?  Reference (a), 402.a.  Reference (e), 15-1.

005
Do servicemembers transferred from ships or mobile units scheduled to deploy arrive at the TPU 7 to 10 days prior to separation or commencement of separation leave?  Reference (a) 403.a.

006
Does the TPU only accept personnel in a TEMDU status who are pending processing from ships or mobile units who are deploying?  Reference (a), 402.b.

007
Does the TPU ensure the PSD submits initial availability reports immediately upon receipt of servicemembers received at the TPU for further assignment (e.g., hospital releases, NAVETS/OSVETS, etc.)?  Reference (d), 5.012.

008
Does the TPU ensure the PSD submits tracer reports in cases where orders are not received within 2 weeks of initial availability report submission?  Reference (d), 5.013.

009
Does the TPU ensure that the PSD submits initial availability report immediately for personnel received at the TPU awaiting limited duty assignment?  Reference (a), 402.d,  Reference (c), 1301-010 (officer availability).

010
Does the TPU ensure the PSD submits tracer reports on servicemembers awaiting limited duty orders wherein orders have not been received within 2 weeks of submission of initial availability report?  Reference (a), 402.d.

011
Are all personnel received at the TPU from an MTF pending Departmental Review or PEB proceedings fully ambulatory, and not in need of nursing procedures, dietary care, and/or special treatment not available outside an MTF?  Reference (a), 403.e.

012
Do servicemembers being processed by an Outpatient Medical Board (servicemember not being admitted to an MTF in a TAD/TEMDU status) meet the following conditions prior to being transferred to the TPU by the MTF:  Reference (a), 403.e.  Reference (d), Chapter 7.

012A
Medical Board states servicemember not fit for full duty;
012B
Servicemember is permanently attached to a command classified as Arduous Sea Duty (Type 2) or Accompanied/Unaccompanied Non-Rotated Sea Duty (Type 4);
012C
Servicemember is ambulatory and not in need of nursing procedures, dietary care, or special treatment not normally available outside of the MTF; and
012D
The servicemember’s condition does not warrant convalescent leave?

013
In cases where the servicemember reported to the MTF with funded TAD orders for the purpose of travel reimbursement, does the MTF prepare a memorandum endorsement to the orders prior to transferring the servicemember to the TPU?  Reference (a), 403.e.(2)(d).

014
Does the MTF notify the servicemember’s parent command that servicemember has been transferred to the TPU and direct the parent command to forward the servicemember’s records, accounts, and TEMDU orders to PSD servicing the TPU?  Reference (a), 403.e.(2)(d).
015
Are all Navy prisoners confined in Waterfront Brigs who were awarded confinement of 31 days or more, or who received a punitive discharge as part of the courts-martial sentences, transferred to the TPU in a TEMDU status?  Reference (a), 404.a.  Reference (c), 1640-070.

016
Are prisoners assigned to the TPU in a TEMDU status who are returning to duty upon completion of confinement made available for orders at least 3 weeks prior to their scheduled date of release from confinement?  Reference (a), 404.a.(1).

017
If orders are not received within 2 weeks of initial availability report, does the TPU ensure the PSD submits ADTAKE requests?  Reference (a), 404.a.(1).

018
Are prisoners confined at Waterfront Brigs who have punitive discharges that have not been approved by the Convening Authority as part of their court-martial sentence offered the option of going on voluntary appellate leave upon completion of confinement?  Reference (a), 404.a.(2)(a).  Reference (c), 1050-320.

019
Are prisoners who have a punitive discharge as part of their court-martial sentence wherein their sentence has been approved by the Convening Authority placed on mandatory appellate leave?  Reference (a), 404.a.(2)(b).  Reference (c), 1050-330.

020
Does the TPU monitor and follow-up tracking (if required) on the status of Convening Authority actions for prisoners confined in the Waterfront Brig?  Reference (a), 404.a.(2)(b).
021
Are follow-up messages on Convening Authority actions submitted every 30 days after the initial message is sent (with info copy to OJAG and major claimant of the brig and TPU)?  Reference (a), 404.a.(2)(b).
022
Are Letters of Notification (LON) issued in Administrative Separation processing cases within 5 working days of determination?  Reference (a), 404.b.(4)(a).

023
Are discharges effected within 15 days wherein the Commanding Officer is the administrative discharge authority?  Reference (a), 404.b.(4)(b).

024
In cases where NPC is administrative discharge authority and no administrative discharge board is required, are cases forwarded to NPC within 10 working days of issuance of the LON?  Reference (a), 404.b.(4)(c).

025
In cases where NPC is administrative discharge authority and an administrative discharge board is required, are completed administrative discharge board results forwarded to NPC within 60 days of issuance of the LON?  Reference (a), 404.b.(4)(d).

026
In administrative separation cases requiring SECNAV approval, are cases forwarded to NPC within 60 days of issuance of the LON?  Reference (a), 404.b.(4)(e).

027
Does the CO/OIC approve receipt of transients on a case-by-case basis before the servicemember is accepted at the TPU?  Reference (a), 405.

028
TPU does not act as a disciplinary barracks for area commands.  Reference (a), 406.a.

029
TPU does not act as a Medical Holding Company for personnel receiving outpatient care at an MTF.  Reference (a), 406.b.

030
TPU does not act as a holding company for student dropouts.  Reference (a), 406.c.

V.
OPERATIONS

001
Is there a central processing point where all transient personnel are required to report?  Reference (a), 501.

002
Is the central processing point staffed at all times and supervised by at least one staff member, augmented by regular transient personnel not on disciplinary status?  Reference (a), 501.

003
Disciplinary transient personnel are not assigned duties via central processing?  Reference (a), 501.
004
Does central processing maintain a real-time count of all transient personnel assigned to the TPU including room/dormitory and bunk assignments?  Reference (a), 502.

005
Are all transient personnel required to check-in/check-out with PSD on a check-in/check-out sheet?  Reference (a), 502.

006
Does central processing provide a roster of all transient personnel who checked into the facility during the regular workday to the CO/OIC, each division, work supervisors, and PERSUPPDET prior to muster the next workday?  Reference (a), 502.a.

007
Does central processing maintain accountability over all regular transient personnel reporting after normal working hours until after muster on the next regular work day?  Reference (a), 502.b.

008
Are disciplinary transient personnel assigned to appropriate department/division immediately upon receipt, regardless of time of day?  Reference (a), 502.c.

009
Does central processing maintain a roster of all disciplinary personnel who report after normal working hours?  Reference (a), 502.c.
010
Does Central Processing provide the CO/OIC and appropriate disciplinary department/division personnel with a roster of all disciplinary transients who reported after normal working hours prior to 0800 hrs on the next normal working day?  Reference (a), 502.c.

011
Do all regular transients who are authorized to live ashore provide the TPU with local address and phone number where they can be reached?  Reference (a), 502.c.

012
Does central processing provide a roster of all personnel who check out of the TPU each day and provide a copy of this roster to the CO/OIC and department and divisions prior to muster on the next working day?  Reference (a), 502.d.
013
Do TPU/PSD scrub TPTS Alpha Roster listing against PSD "Transient Monitor Tracking Report" list at least weekly?  Reference (a), 503.

014
Is explanation provided in cases wherein transient personnel have been on board past target departure dates during scrub of TPU/PSD rosters?  Reference (a), 503.

015
Do all transient personnel muster daily?  Reference (a), 504.

016
At least once a week are all personnel mustered on-site at the TPU?  Reference (a), 504.

017
Are muster reports submitted to central processing by 0800 hrs daily?  Reference (a), 504.
018
Does central processing notify the PSD of any personnel in an unauthorized absence status upon completion of muster?  Reference (a), 504.

019
Do central processing or TPU process managers initiate action to account for missing transients?  Reference (a), 504.

020
Is a daily personnel inspection of disciplinary transients conducted at quarters?  Reference (a), 505.
021
Are unannounced random spot check inspections of regular transient personnel conducted weekly at quarters?  Reference (a), 505.
022
Does the TPU have a Disturbance Bill published?  Reference (a), 506a.
023
Does the TPU have a Fire Bill published?  Reference (a), 506.b.

024
Does the TPU have a Natural Disaster Bill published?  Reference (a), 506.c.

025
Are disciplinary transient personnel in either a punitive restriction or restriction in lieu of arrest status provided with a properly completed written copy of restriction papers signed by the CO/OIC imposing the restriction?  Reference (a), 508.a.

026
Do members on restriction work a normal workday?  Reference (a), 508.c.

027
Is a walking chit system used for members on restriction to go to appointments (e.g. PSD, Medical, legal, etc.)?  Reference (a), 508.d.

028
Military identification cards are not confiscated from personnel in a restricted status?  Reference (a), 508.e.

029
Do all transient personnel attend TPU indoctrination within 3 working days of reporting to the TPU?  Reference (a), 511.a.

030
Is the indoctrination program positive in nature and cover required topics?  Reference (a), 511.a.

031
Do CO/OIC or XO/AOIC attend indoctrination program?  Reference (a), 511.a.

032
Are transients advised of key staff and chain of command?  Reference (a), 511.a.
033
Does expeditious processing of transient personnel take precedence over any work details the transient might be assigned?  Reference (a), 511.b.
034
Where appropriate, are transient personnel not in conformance with Navy weight standards referred to medical personnel for possible placement on dietary or physical regimens?  Reference (a), 511.c.
VI.
ADMINISTRATIVE MATTERS 

001
Does the TPU maintain required records and reports?  Reference (a), 602.
002
Is a real-time running count of transient personnel assigned to the unit maintained at central processing using TPTS? Reference (a), 602.a

003
Does the TPU maintain 603.a and 603.b logs?  Reference (a), 603.a and 603.b.

004
Does the TPU have an SOP?  Reference (a), 604.

005
Is a TPU representative assigned as a member of the Brig Disposition Board?  Reference (a), 605.

006
Are adequate laundry facilities available to transients at the TPU?  Reference (a), 606.

007
Does TPU have a "Lucky Bag" available from which clothing may be issued to personnel without uniforms?  Reference (a), 607.

008
Is there a system of control for the "lucky-bag" space?  Reference (a), 607.

009
If it is necessary to confiscate personal property of transient personnel, (either disciplinary or regular transients) are all items confiscated properly inventoried and accounted for using NAVPERS 1640/17?  Reference (a), 608.

010
Is the staff Personal Property Custodian the only one who has access to personal property that is confiscated?  Reference (a), 608.

011
Is each transient berthed at the TPU assigned a locker for secure storage at the TPU?  Reference (a), 610.

012
Are all unassigned lockers secured?  Reference (a), 610.

VII.
SPECIAL INTEREST
001
DNA Collection.  Is the TPU identifying transients required to submit a DNA sample and verifying DNA collection has been completed as directed by reference (f) and making appropriate arrangements for DNA samples to be obtained if necessary?  Reference (f).

002
DNA Collection.  Are all DNA samples collected by TPU staff done by using kits provided by USACIL and per accompanying instructions?  Reference (f).

003
DNA Collection.  Are TPUs completing or forwarding, as appropriate, an administrative entry (NAVPERS 1070/613 for Navy) to appropriate unit commanders for potential inclusion into the member's service record/book?  Does the administrative entry read as follows: "DNA blood sample drawn this date per Section 5, DNA Analysis Backlog Elimination Act of 2000 (10 U.S.C. 1565), and forwarded to U.S. Army Criminal Investigation Laboratory (USACIL) on (date)"?  Reference (f).

004
DNA Collection.  Are TPUs processing and mailing the packaged DNA sample to USACIL and notifying them by phone, Comm (404) 469-7258/DSN 797 or electronic mail (codis_lab@usacil-acirs.army.mil) that the sample has been mailed?  Reference (f).

005
DNA Collection.  Are TPUs ensuring the member for whom a DNA sample has been collected is provided a card informing them of the conditions under which the member may request USACIL expunge the DNA analysis from CODIS?  Reference (f).

006
Victim Witness Assistance Program (VWAP).  Does the TPU CO, OIC, or CPOIC aggressively support VWAP policies, and ensure command compliance with DOD Instruction 1030.2 of 4 Jan 2004?  Reference (g) and (h).
007
Victim Witness Assistance Program (VWAP).  Does the TPU CO, OIC, or CPOIC ensure that personnel are trained in VWAP policies and requirements; provide crime victims and witnesses with DD 2701 and maintain the data required in paragraph SECNAVINST 5800.14A; and meet their responsibilities as described in Investigative and Law Enforcement Personnel VWAP Responsibilities?  Reference (g) and (h).

008
Victim Witness Assistance Program (VWAP).  Do TPU commanding officers, and officers in charge appoint in writing, including name, title, duty address, and telephone number, a command Victim Witness Assistance Coordinator (VWAC), an E-5 or above or civilian equivalent where possible, with responsibilities delineated in Command Victim Witness Assistance Coordinator VWAP responsibilities, and ensure the VWAC fulfills those responsibilities?  Reference (g).

009
Victim Witness Assistance Program (VWAP).  Does the TPU CO, OIC, or CPOIC educate TPU personnel as to the rights of victims and witnesses in Crime Victims’ Bill of Rights and Crime Witnesses’ Bill of Rights?  Reference (g).
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