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Welcome to the JTF CapMed,   

This guide provides basic information on an array of topics—from commonly used acronyms, to parking, to voicemail basics— these are what your fellow employees have identified as “things you need to know” when coming to work in the JTF.  

I hope you find this tool a valuable resource and that it helps you in navigating the JTF during your onboarding here.  Let us know how we can make the transition better for new employees desiring to quickly contribute to the vital mission of this command. 

							D. Stewart
COL,USA
J1 Director, Manpower and Personnel
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Introduction to the JTF
The JTF CapMed was Established …
In September 2007, the JTF CapMed was established as a fully functional Standing Joint Task Force.  Located on the Walter Reed National Military Medical Center (WRNMMC) campus and reporting directly to the Secretary of Defense through the Deputy Secretary of Defense, the newly formed Command was charged with leading the way for the effective and efficient consolidation and realignment of military healthcare in the NCR (National Capital Region).   Rear Admiral John Mateczun was appointed to lead the mission.
To accomplish this unified medical mission, the medical services of the Army, Navy, and Air Force in the NCR integrated to ensure the best utilization of resources available which will eliminate redundancies, enhance clinical care, promote health professions education and joint training, and enhance military medical research opportunities. This integration furthered the growth of transformative efforts with government, community and private sector partners. The following chart shows how JTF CapMed is currently organized to accomplish its mission.


Other documents detailing JTF history may be found on the JTF CapMed site, http://www.jtfcapmed.mil , and on the JTF intranet site at https://nnmcintra/SiteDirectory/jtf  under JTF Staff Shared Documents (left menu).
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WRNMMC SITE & PARKING MAP

[image: ]
WRNMMC GATE SCHEDULE & SHUTTLE SERVICE
[image: C:\Documents and Settings\Leslie.Ridenour\My Documents\NSA-Base-Map 100311 (2)_Page_2.jpg]
*For more information, please visit http://www.bethesda.med.navy.mil/visitor/get_here_and_park/index.aspx
Security Telephone Number:  (301) 295-1246
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Parking Information
WRNMMC no longer uses parking stickers and open parking; only those employees with an assigned parking placard will be able to park at WRNMMC. 

The following groups are eligible to receive a parking placard:
· Medical center staff will be issued red placards that correspond to red parking lots: Building 54 (Liberty Parking Deck) Building 55 (Arrowhead Parking Deck), the "MUPS" (Multi-Use Parking Structure), some of the spots in the Consolidated Administrative Building (Building 17), and some surface parking. 
· Members of the senior hospital leadership teams responsible for keeping the hospital running.  
· Certain other specific groups (i.e., staff members with children in the Child Development Center).
· Parking lot enforcement stops at 3:00pm daily and resumes the following morning.

Health care support personnel, directorates, and departments will receive a limited of numbers of placards for distribution; they will decide on how to distribute the placards amongst their staff.  


























TRANSPORTATION OPTIONS
I. Ridesharing
a. How to find a Rideshare match:  To find a carpool match try these options:
1. Communicate with fellow staff members, family, or friends to see if a carpool match is possible.
2. Create a Commuter Connections account to search a database of other commuters looking for a car pool match: http://www.mwcog.org/commuter2 
3. Attend an upcoming Zip Code Get Together workshop at WRNMMC Bethesda. These workshops bring staff members together by home zip code to see if a match can be made. Workshops are announced via Postmaster/All Hands messages.
b. How to apply:  To apply, complete the Pass & ID documents which are posted on the WRNMMC website. Return to your Chain of Command who will in turn forward to the NSA Bethesda Pass & ID office. When you arrive on Day One at the new facility you will receive your new parking decals after providing proof of insurance, registration, and driver’s license.
c. When to apply: If you check-in before your carpool partner does, you will act as the primary member of the carpool and will receive the hanging decal and a parking sticker. When your partner(s) checks in, they will receive a parking sticker as well. 
d. Carpool parking:  Carpool parking is currently available in Building 55 on the second floor off of Brown Drive. Spaces are available for cars with appropriate carpool parking stickers and a hanging placard. The vehicle that parks in the designated carpool space must have the hanging placard on the rearview mirror, a parking sticker and minimum two staff members in each vehicle each day. Carpool spaces are reserved for group members from 0500-0900, Monday- Friday. Additional spaces will be added as interest in the program dictates. 
II. Bicycling
a. Bike rack locations:  Bike rack locations include: NICoE, Medical Swing Space, Basement level of Building 71 (USU), AFRRI, Building 55 entry level, Building 54 entry level, America Garage, Temporary Fitness Center, Building 27, Building 11, basement parking at Building 60 & 61. Additional bike racks will be added to accommodate new construction.
b. There are 185 bicycle parking spaces on campus and counting!  Additional construction projects will complete in the near future, providing even more bicycle parking. Shower and locker facilities are located throughout the campus.
III. Walking
Pedestrian entry points hours of operation (as of May 2011)
North Gate = 24/7  	              South Gate = 24/7
NEX Gate = 0500-1900 	USU Gate = 0500-0930
IV. Information Resources
       a.   Brochure Racks: Mass Transit schedules and maps are located at eleven locations throughout the
campus. Three of these locations are within the hospital center itself: Two in Bldg 9, ground level (across from the escalators leading to the Pharmacy and adjacent to The Wedge) and one in Bldg 2 (adjacent to Main Street).




TRANSIT SUBSIDY (for Military/DoD Civilian employees)

“Federal Workforce Transportation in the National Capital Region (NCR)”, Executive Order 13150, allows qualified employees to participate in a transportation fringe benefit program.   Any civilian, military, or NAF employee paid and employed by the DoD who is permanently stationed and working in the National Capital Region (NCR) is eligible for the program.  (Contractors are not eligible.)  
Under this program, participating employees will receive, in addition to their current compensation, "transit passes" in amounts equal to their personal commuting costs.   Parking costs will not be used in establishing commuter costs.   
Transit subsidy funds may be used for:
· Metro bus 
· City and County bus lines in the capitol region (ex. RideOn for Montgomery County, CUE for Fairfax City, etc) 
· Commuter buses (ex. Eyre Bus Service in Glenelg, MD) 
· Metrorail 
· MARC Train 
· VRE (Virginia Railway Express) 
· Vanpool service
Employees with subsidized parking must relinquish their parking permits to receive the transit pass.   Similarly, employees who receive transit passes may not be counted as part of a DoD carpool for purposes of qualifying for a parking pass.        
To apply for the subsidy, or for more information, use this link: http://www.whs.mil/dfd/PSD%20Services/Applying.cfm












[image: ]
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CAC (Common Access Card) HELP

You will receive instructions during your orientation and check-in process on how to obtain a CAC for accessing DOD computer systems.  Should you have any problems using the CAC once you receive it, please contact a JTF Help Desk Tech at (301) 655-9257.

If after logging into your computer you get a message saying your account has expired, it’s likely you have not completed training required of all employees.  Please see the topic that immediately follows. 

COMPUTER BASICS

Important!  Training Required to Maintain Computer Access 

All computer users must complete two on-line training courses within 30 days of coming onboard:  the DoD Information Assurance Awareness course (https://wwwa.nko.navy.mil/portal/home/ ) and the MHS Learn Health Insurance Portability Accountability Act (HIPPA) course.  If these training requirements are not met, your computer account will expire.   

If your account has already expired, you will need to complete the training (you can use a computer in the Staff Education and Training (SEAT) Office, building 1, 5th floor, room 5145).  Print out your training certificates and make copies for the JTF Help Desk tech (desk is on 2nd floor of bldg 27).  If a tech is not at the desk, leave copies of the certificates there and email the tech to let them know you’ve done so.  The tech will acknowledge your certificates and extend your computer access.

Thereafter, the training will be required annually; the HIPPAA training must be taken within your birth month.

How to add a printer

1) Click “start “(bottom bar, far left)
2) Click “run” (bottom, right menu)
3) Type in:  \\nnmc-prt-01 and click OK
4) Click on first entry in printer list, then type J to bring up list of JTF printers (JTF1 through JTF14)
5) Double Click the printer you wish to add (printers are labeled with numbers*)
6) Exit out of dialog boxes.  When you choose print, the printer will now be listed in the printer name box. 

*major printer locations:  JTF-1, 3rd floor- adjacent to command suite, color printer/copier
                                                      JTF-6, 2nd floor- outside of kitchen area, color printer/copier
                                                      JTF-13, 2nd floor- to the right of kitchen area, color printer
COMPUTER BASICS (cont.)

How to Update Your Directory Information in Outlook

Use this link to access and edit your phone number and other information contained in Outlook’s Active Directory:  http://nnmc-noc-gwi/custom/ContentPages/MyAdinfo.aspx


Technical Assistance

For help with IT related technical issues, contact the JTF Help Desk Tech at Jtf.tech@med.navy.mil  or (301) 655-9257.    (An email is preferred as it creates a record of your request.)   When emailing, provide contact information including your location (office, cubicle number).


TELEPHONE AND VOICE MAIL BASICS

Telephone basics

Dialing Out

Internal calls (numbers beginning with 295 or 319), dial directly by entering the 7 digit number.
Tempo call (numbers within the DOD National Capital Region, e.g.  FT. Belvoir, WRNMMC, the Pentagon, USU), dial 93 + the 7 digit number.
DSN Calls (DOD numbers outside the National Capital Region), dial 94 + 7 digit number.
Local calls (includes BlackBerry (BB) numbers), dial 99 + area code + 7 digit number.
Long distance calls, dial 99 + 1 + area code + 7 digit number (requires long distance PIN)

Receiving Calls
Your telephone number appears in the right hand corner of the display window on your telephone.    It will start with either 295 or 319.
Your DSN telephone number, if your number starts with 295, will be the same as your regular telephone number, 295-XXXX.  If your number begins with 319, your DSN will be 285-XXXX.   DSN allows other DOD personnel outside the National Capital Region to reach you without having to dial long distance.
A suggested greeting when answering a call is:  “Good Morning (Afternoon), JTF CapMed, (your name) speaking.  May I help you?”
TELEPHONE AND VOICE MAIL BASICS (cont.)

Guidelines for Making a DSN Call
The DSN system is provided as a primary non-secure means of communication between DoD Services, Agencies, and Components.  The DSN system is used only for official business or in the interest of the government.
Command/Hospital telephones can access a DSN line by using the following process:
· Pickup phone and listen for the dial tone.
· Dial the DSN access number 94.
· Listen for the DSN dial tone (this may take several seconds).
· Dial the desired DSN phone number with any of the below desired area codes.

Example:  94 – DSN AREA CODE – PHONE NUMBER

Area codes to use when making a DSN phone call:

· Europe:  314
· Pacific:  315
· Alaska:  317
· Central Command (Southwest Asia):  318
· Canada:  319

Visit:  http://www.disa.mil/dsn/directory/dsn_gateways.html for a complete DSN directory and additional information.

If you have any questions, please contact the Telecommunications Branch at (301) 319-4615.

Telephone User Guide
A complete telephone user guide, with instructions on how to use various features on your phone, may be found at the JTF Intranet site:  https://nnmcintra/SiteDirectory/jtf .  Once on the site, select “JTF Staff Shared Documents” from the Documents menu (on the left), then select “JTF Administrative Documents” from the main list, then “Telephone User Guide Oct 07”.


Voicemail basics

Listening toVoicemail: 

1) Log into your mailbox by dialing the CallPilot Messaging access number 301-319-8353, or if at your own telephone, press the message key.  

TELEPHONE AND VOICE MAIL BASICS (cont.)

2) After hearing “CallPilot from Nortel Networks, Mailbox”; enter your mailbox number (your seven digit telephone number), then press #; or if at your own telephone, just press #.  
3) Enter your password, and then press #.


Changing your password:  

1) While logged in to your mailbox, press 8 4.
2) Enter your current password, and then press #. *If your mailbox has just been set up, or if the password has been reset by the Telecommunications Department, use the password   that was sent to you as the current password.*
3) Enter your new password, and then press #. *The new password must be '6' digits or longer. It cannot be your telephone number.
4) Enter your new password again, and then press #.


 Recording Greetings

1) While logged in to your mailbox, press 8 2.
2) Press 1 for your External Greeting, 2 for your Internal Greeting, 3 for your Temporary Greeting, or 9 for your Personal Verification.   If you prefer to have just one greeting, record only your external greeting.
3) Press 5 to begin recording, and then # to end your recording.
4) To review your recorded greeting, press 2.
5) To delete and re-record your greeting, press 7 6 and then 5.
6) Press 4 to return to your messages.



SUPPLIES

Please see an administrative assistant within your directorate (J code) to order office supplies.    Paper for the shared printers/copiers is stocked by Mike Jeffries; please contact him at Michael.jeffries@med.navy.mil, or BB (301) 547-1158, if more paper is needed.







CONFERENCE ROOMS

There are four conference rooms available at the JTF, building 27:
a) Commander’s Conference Room, 3rd floor:  Seats 15 at the table (40 total), equipped with Video Teleconferencing (VTC), networked computer with large display monitor, and PolyCom speakerphone.
b) Chief of Staff (CoS) Conference Room, 3rd floor:  Seats 8 at the table (16 total), equipped with networked computer with large display monitor, and PolyCom speakerphone.
c) Second Floor Conference Room:  Seats 8, equipped with standard telephone with speakerphone.
d) First Floor Conference Room:  Seats 10, equipped with Video Teleconferencing (VTC), networked computer with large display monitor, and PolyCom speakerphone.
e) WRNMMC Joint Conference Room, adjacent to lobby.
To reserve these rooms, access the JTF intranet site at: https://nnmcintra/SiteDirectory/jtf  , select “JTF CapMed Master Calendar” from the Lists menu (on the left).    Once in the calendar, look at the date and time you would like to reserve to see what rooms are free (that have no reservation listed).   When entering your meeting title, list a POC.
You may reserve this room through the JTF intranet:  https://nnmcintra/SiteDirectory/jtf  by selecting “J7 Education & Training” under the Links menu (on the right).  Once you are in the J7 site, select “141 Conference Room” from the Lists menu (on the left).  Check the calendar for the date and time you would like to reserve the room, and if it is available, enter the meeting information.

DOCUMENT TEMPLATES
Standard forms such as JTF letterhead, fax cover sheet, JTF logo, etc. are available at the JTF intranet site https://nnmcintra/SiteDirectory/jtf .  Select “JTF Staff Shared Documents” under the Documents menu (on the left), then select “JTF Administrative Documents” to access these files.





TRAINING

Service Specific Annual Training Requirements

When coming to work at the JTF, all employees receive a list of training they must complete by the end of the fiscal year (30 Sep).  A current listing is provided on pages 17-21.  Note, these training requirements change yearly.  For more information on these annual training requirements, contact J7 staff at (301) 295-0668.

JTF Sponsored Training

The following training is conducted by the JTF (J7).  Phone numbers for more information are listed alongside the program areas.
	Action Officer Course			(301) 319-4093
	Joint Senior Enlisted Orientation 	(301) 295-0668
	Joint Officer Orientation Course	(301) 319-4201
Professional Development		(301) 319-8921




























ANNUAL TRAINING


	WHO
	SUBJECT
	FREQUENCY
	TRAINING METHOD

	AF
	Free Exercise of Religion 
	Every 2 years
	https://golearn.csd.disa.mil

	AF
	CBRNE
	Once and /or Prior to Deployment
	https://afms.csd.disa.mil or https://golearn.csd.disa.mil

	AF
	Force Protection (Anti-Terrorism, Level 1)
	Annually
	ADLS via AF Portal or  https://golearn.csd.disa.mil/kc/login/login.asp

	AF
	HIPAA &  Privacy Act  
	Annually
	https://mhslearn.csd.disa.mil/ilearn/en/learner/mhs/portal/home.jsp

	AF
	Human Relations (Awareness Trng of Combating Trafficking in Persons & Violence Awareness)
	Annually
	ADLS via AF Portal or  https://golearn.csd.disa.mil/kc/login/login.asp

	AF
	Suicide Prevention
	Annually
	ADLS via AF Portal or  https://golearn.csd.disa.mil/kc/login/login.asp

	AF
	Information Protection (Information Security/OPSEC/ Records Mgt/Privacy Act Trng/FOIA)
	Annually
	ADLS via AF Portal or  https://golearn.csd.disa.mil/kc/login/login.asp

	AF
	Information Assurance
	Annually
	ADLS via AF Portal or  https://golearn.csd.disa.mil/kc/login/login.asp

	AF
	SERE 100 Level B
	Once
	ADLS via AF Portal or  https://golearn.csd.disa.mil/kc/login/login.asp

	AF
	Sexual Assault (First Responder)


	Annually
	https://afms.csd.disa.mil/kc/login/login.asp

	WHO
	SUBJECT
	FREQUENCY
	TRAINING METHOD

	AF
	BIT Bystander Intervention (initial) 
	Once
	Classroom

	AF
	Ethics Orientation and Training
	Only for those required to submit Form OGE 450
	See Ethics Counselor

	AF
	Introduction to Incident Command System /IS-100HCb
	Once
	http://training.fema.gov/IS/crslist.asp

	DOD CIV/ CTR
	DOD Information Assurance Awareness Trng
	Annually
	http://iase.disa.mil/eta/iaav10/iaa_v10/index.htm


	DOD CIV/ CTR
	ATFP Level 1 Awareness Training
	Annually
	https://atlevel1.dtic.mil/at/

	DOD CIV/ CTR
	Combating Trafficking In Persons (CTIP)
	Annually
	https://golearn.csd.disa.mil or https://www.nko.navy.mil/portal/home/ or http://ako.ahp.us.Army.mil/ (NOTE: If you are unable to access NKO or AKO, set up an account in “golearn”.  For command training POC use Gregory.Argyros@med.navy.mil.  Select “sister services”, then “Navy” as the component.  The course
can be found under “Annual Total Force Awareness Training,  Human Relations”. )

	DOD CIV/ CTR
	HIPAA &  Privacy Act  
	Annually (Birth Month)
	https://mhslearn.csd.disa.mil/ilearn/en/learner/mhs/portal/home.jsp

	DOD CIV/ CTR
	Prevention of Sexual Harassment/ EEO
	Annually
	Classroom

	DOD CIV/ CTR
	No Fear Act
	Annually 
	https://golearn.csd.disa.mil or https://www.nko.navy.mil/portal/home/ or http://ako.ahp.us.Army.mil/ NOTE: If you are unable to access NKO or AKO, set up an account in “golearn”.  For command training  POC use Gregory.Argyros@med.navy.mil.  Select “sister services”, then “Navy” as the component.  The course can be found under “Selected Force Training”)

	DOD CIV/ CTR
	Ethics Orientation and Training
	Only for those required to submit Form OGE 450

	See Ethics Counselor

	WHO
	SUBJECT
	FREQUENCY
	TRAINING METHOD

	ARMY
	ATFP Level 1 Antiterrorism Awareness Training
	Annually
	https://atlevel1.dtic.mil/at/

	ARMY
	Chemical, Biological, Radiation, Nuclear and Explosive Incidents (CBRNE)
	Required every 3 years
	http://www.train.army.mil/

	ARMY
	Army Substance Abuse Program (ASAP)
	Annually
	http://www.samhouston.army.mil/hra/asap/Training/login.asp

	ARMY
	Sexual Harassment/Assault Prevention and Response Program (SHARP)
	Annually
	Classroom

	ARMY
	OPSEC
	Annually
	https://cdsetrain.dtic.mil/opsec/demo_launcher.html

	ARMY
	DOD Information Assurance Training
	Annually
	https://ia.signal.army.mil

	ARMY
	Combating Trafficking in Persons
	Annually
	www.combat-trafficking.army.mil

	ARMY
	HIPAA & Privacy Act
	Annually
	https://mhslearn.csd.disa.mil/ilearn/en/learner/mhs/portal/home.jsp

	ARMY
	Army Fraternization Policy
	Annually
	http://www.atsc.army.mil/crc/DA%20Frat%20POLICY%20grn.pdf

	ARMY
	Threat Awareness Reporting Program/formerly Subversion & Espionage Directed Army (SAEDA)
	Annually
	Complete SAEDA using http://samhouston.army.mil/saeda/login2.asp   Until TARP classroom training developed

	ARMY
	No Fear Act
	Annually
	PowerPoint NoFearActTraining06.ppt

	WHO
	SUBJECT
	FREQUENCY
	TRAINING METHOD

	ARMY
	Information Security Initial/Refresher Training
	Annually
	http://www.robins.af.mil/shared/media/document/AFD-071029-060.ppt

	ARMY
	Ethics Orientation and Training
	Only for those required to submit Form OGE 450
	See Ethics Counselor

	ARMY
	Suicide Prevention Awareness Training
	Annually
	http://www.armyg1.army.mil/hr/suicide/training.asp

	ARMY
	EO 
	Semi-Annually
	Classroom

	ARMY
	Introduction to Incident Command System IS.100.a/IS-100HC
	Once
	http://training.fema.gov/IS/crslist.asp

	NAVY
	Introduction to Incident Command System IS.100.a/IS-100HC
	Once
	http://training.fema.gov/IS/crslist.asp

	NAVY
	DOD Information Assurance Awareness Trng
	Annually
	https://www.nko.navy.mil/portal/home/

	NAVY
	Combating Trafficking in Persons (CTIP) Awareness Training
	Annually
	https://www.nko.navy.mil/portal/home/

	NAVY
	ATFP Level 1 Awareness Training
	Annually
	https://www.nko.navy.mil/portal/home/

	NAVY
	HIPAA & Privacy Act 
	Annually (Birth Month)
	https://mhslearn.csd.disa.mil/ilearn/en/learner/mhs/portal/home.jsp

	NAVY
	No Fear Act
	Annually
	https://www.nko.navy.mil/portal/home/

	NAVY
	CBRNE
	Once
	https://www.nko.navy.mil/portal/home/

	NAVY
	Diversity All-Hands Training
	Annually
	https://www.nko.navy.mil/portal/home/

	WHO
	SUBJECT
	FREQUENCY
	TRAINING METHOD

	NAVY
	Preventing Workplace Harassment
	GMT
	All Hands Training - training will be done in classroom setting

	NAVY
	Alcohol Misuse Enabling CPPD-GMT09-023
	GMT 
	All Hands Training - training will be done in classroom setting

	NAVY
	EO, Sexual Harassment, Grievance Procedures CPD-GMT07-031
	GMT 
	All Hands Training - training will be done in classroom setting

	NAVY
	Sexual Assault Victim Intervention (SAVI) CPPD-GMT10-025
	GMT 
	All Hands Training - training will be done in classroom setting

	NAVY
	Introduction to Suicide Prevention CPPD-GMT08-013



	GMT
	All Hands Training - training will be done in classroom setting

	NAVY
	Personal Financial Management - Money Management CPPD-GMT10-026
	GMT 
	All Hands Training - training will be done in classroom setting

	NAVY
	Operational Stress Control
	GMT 
	All Hands Training - training will be done in classroom setting

	NAVY
	Ethics Orientation and Training
	Annually
	https://donogc.navy.mil/Ethics/
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LEAVE (for military personnel)

Army

Leave for Army personnel is processed through the JTF CapMed J1.  To take ordinary leave, fill out and submit the DA 31, Leave Request Authorization Form at least 14 days in advance.

Navy

Leave for Navy personnel is processed through the JTF CapMed J1. To take ordinary leave, fill out and submit the NAVCOMPT From 3065, Leave Request Authorization Form at least 14 days in advance.

Air Force

Leave for Air Force personnel is processed through leave web with the following specifications: Obtain supervisor approval for taking leave; requests for ordinary leave should be submitted at least 14 days in advance.    Use leave web to submit leave request; list the Chief of Personnel as your supervisor in leave web.  Use the following as the supervisor’s email address: Nnmc-jtfcapmed-j1@med.navy.mil .  Please do not work outside of this process as your duty status may not be captured correctly if you are not routing your request properly.  


 






















PERSONNEL GUIDANCE FOR DOD CIVILIAN EMPLOYEES

Business Hours & Work Schedules


Business Hours

Normal work hours are between 0600 and 1800.  For example, an employee working 8 hours per day could start as early as 0600, take a half hour for lunch, and leave at 1430.  Another employee, also working 8 hours per day, could start as late as 0930, take a half hour lunch, and leave at 1800.


Work Schedules

Standard Work Schedule

The standard workweek is 40 hours, normally 8 hours a day, Monday through Friday.  The workday will normally include a meal period (nonpaid) of 30-60 minutes.  This meal period may not be considered duty time and must be scheduled outside the hours established for the daily tour of duty.   For example, the daily tour of duty may be 0800 to 1200 and 1230 to 1630 with a half hour lunch break from 1200 to 1230.


Alternative Work Schedule (AWS)

Under an alternative work schedule, employees complete the entire 80 hour, biweekly work requirement in fewer than 10 work days.  Two schedules offered through JTF’s AWS program include:

5-4-9 Compressed Work Schedule (CWS):  This plan compresses 80-hours of work into nine days.  Under this program, employees work one five day week, and one four day week in each pay period.  They will work a total of eight nine-hour days, one eight- hour day, and have one day off every pay period.

4-10 Compressed Work Schedule:  This plan compresses 80 hours of work into eight days.  Employees will work four ten-hour days and have one day off each week.

Employees must indicate their interest in working one of these alternative schedules by completing and submitting to their supervisors JTF CAPMED Form 2 of the JTF Commander’s AWS policy statement found at this link   http://www.jtfcapmed.mil/jtf-capmed-issuances/ .




PERSONNEL GUIDANCE FOR DOD CIVILIAN EMPLOYEES (cont.)
Leave
Annual Leave
Annual leave may be used for vacations, rest and recreation, personal business, community service work and legitimate emergency situations.  It is an employee’s absolute right to use accrued leave subject to their supervisor’s approval as to when the leave will be used.    

Accrual:  Full-time employees with less than 3 years of service earn 104 hours (13 days) of annual leave a year; those with 3-15 years earn 160 hours (20 days); those with 15 or more earn 208 hours (26 days).   

Employees request annual leave (in ¼ hour increments) in advance through SLCADA (a time and attendance application).    If you need to request emergency leave, notify your supervisor within 2 hours of the start of your workday.  Remember that the decision to approve emergency leave rests with management. 
    
Don’t assume your leave is approved because you have entered your time in to SLDCADA.  Remember, your leave is to be approved in advance of it being taken.


Advanced Annual Leave
An employee may request advanced annual leave through SLDCADA.   The amount of annual leave that may be advanced cannot exceed that which an employee could be expected to earn during the remainder of the leave year.


Sick Leave

Sick leave may be authorized for two main purposes:

Personal purposes:
· For medical, dental or optical examinations or treatment, for an operation(s); or when incapacitated by illness, injury or pregnancy;
· To care for someone who has a contagious condition if a healthcare provider certifies the employee could infect others by going back to work;
· For any activity related to adopting a child.

“Family Friendly” purposes:
· To care for a family member in cases of physical or mental illness, injury, pregnancy or childbirth;
· To accompany family members to dental, medical or optical examinations or treatments;
PERSONNEL GUIDANCE FOR DOD CIVILIAN EMPLOYEES (cont.)

· For purposes related to the death of a family member to include travel, making arrangements for or attending the funeral or memorial service, pre-funeral gatherings, reading of the will, etc.
Full time employees may use up to five days of sick leave each year for these “family friendly” purposes.  Those with a balance of at least 80 hours can use up to 13 days of sick leave.
Accrual:  Full-time employees earn 4 hours sick leave for each full bi-weekly pay period, 13 days a year.
Sick leave to be used for routine medical, dental or optical appointments should be requested through SLDCADA (the time and attendance system) as far in advance as possible.  In cases of illness or injury, the supervisor must be notified as soon as possible but not later than 2 hours after the start of the employee’s duty day; or if the employee becomes ill at work, prior to leaving the work area.

Advanced Sick Leave 

Employees may be granted up to 240 hours (30 days) advanced sick leave in connection with serious illness, injury, or disability when the employee has exhausted all his/her sick leave and intends to continue employment with the JTF following recovery.   Requests for advanced sick leave will not be approved if the employee has or intends to apply for disability retirement since s/he has no intention of continuing employment with the organization.


Overtime and Compensatory Time 
If officially ordered and approved in advance, all employees must be compensated for overtime work that they perform, i.e., hours worked in excess of 8 hours a day or 40 hours per administrative workweek, or above the basic work requirements for employees on a compressed schedule.
Compensation may be in the form of pay at the overtime rate or compensatory time off from the tour of duty equal to the amount of time spent in irregular or occasional overtime work.  
In order to receive payment for overtime, all requests must be submitted and approved electronically in SLDCADA (a time and attendance application).  All overtime must be electronically approved and adjusted in the timecard in order to be processed through payroll.
Compensatory time is earned and used on the basis of 1 hour off for each overtime hour worked, and not on a time-and-one-half basis.  Every effort should be made to schedule the compensatory time off before the end of the pay period following the one during which the overtime was worked.
PERSONNEL GUIDANCE FOR DOD CIVILIAN EMPLOYEES (cont.)


Telework

JTF CapMed supports this “alternate work site” option as a way to leverage technology while improving workforce efficiency and supporting the command’s mission.  With approval from their supervisors, employees may work at home or alternate site on a regular, recurring or ad hoc basis.  

Personnel who work a Telework schedule (other than on an ad hoc basis), must sign a Telework Agreement prior to commencing the Telework schedule.  Policy describing JTF’s telework program, along with required forms, may be found at this address:
https://nnmcintra/SiteDirectory/jtf/Commanders%20Policy%20Memos/Forms/AllItems.aspx .


Time and Attendance – SLDCADA 

Employees submit requests for leave and overtime electronically using SLDCADA, a time and attendance application.  Employees also use SLDCADA to access their timecards and record hours worked and leave used.  SLDCADA may be accessed through the JTF intranet site, https://nnmcintra/SiteDirectory/jtf  ; select “SLDCADA” under the Links menu on the right.   Questions regarding time and attendance may be directed to J8 staff at (301) 319-8505 or marlon.martin @med.navy. mil  .


















CIVILIAN WORK SCHEDULE FORM
MEMORANDUM FOR _______________________________________________                                                                                                                                                                                                                                  
                                                                             (Supervisor)
1. I, ________________________________, ________________ request the following 
                     (Print Name)                                      (Last four of SSN)
work schedule under the JTF CapMed Headquarters Civilian Work Schedule or the Personnel Alternative Work Schedule Program:
	   10/8 workday may begin as early as 0600 or end as late as 1800 (to include 1 hour for lunch).  This schedule is 10 eight hour days for a total of eighty hours.  Schedule must include the core hours 0800-1500.
                4/4/9 and 1/8 workday may begin as early as 0600 or end as late as 1800.  This schedule is 8 nine hour days, 1 eight hour day, and one designated day off per pay period for a total of eighty hours.  Schedule must include the core hours 0800-1500.
                4/10 workday may begin as early as 0600 or end as late as 1800.  This schedule is eight ten hour days, and two designated day off per pay period for a total of eighty hours.  Schedule must include the hours 0800-1500.
Proposed Work Schedule:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Mon
	Tues
	Wed
	Thurs
	Fri

	Arrival
Time
	
	
	
	
	
	
	
	
	
	

	Departure
Time
	
	
	
	
	
	
	
	
	
	

	Total
Hours
	
	
	
	
	
	
	
	
	
	



Note:  It may be necessary for management to adjust the approved Schedule to meet specific operational requirements.  The effective date must be at the beginning of the pay period.
_____________________________
Signature and Date of Employee
2. Directors certification of employee’s work schedule:

Approved           		Disapproved			
___________________________________
(Approving Official signature and date)	                                                                     FORM 2
Telework Agreement
Approval for Telework Schedule & Alternative Work Site
Name/Title:	_________________________________________________________________
J Directorate: _______________________________________________________________ 
Alternative Location (Full Address) :__________________________________________
_____________________________________________________________________________
Phone Number:	___________________________________________________________ 
Email Address:	___________________________________________________________
Set Work Schedule
                  First Week                                  Second Week
	
	Mon        Tues        Wed       Thurs        Fri          Mon       Tues       Wed       Thurs        Fri

	Arrival Time
	
	
	
	
	
	
	
	
	
	

	Departure Time
	
	
	
	
	
	
	
	
	
	

	Total Hours
	
	
	
	
	
	
	
	
	
	



T with a number next to it indicates the time authorized in the pay period for hours of Telework.
	Alternate Location
	Total Telework Hours (pay period)

	 
	



	
	Yes (initial) 
	No (initial)

	Regular and Recurring Telework
	
	



	
	Yes (initial)
	No (initial)

	Ad Hoc Telework
	
	




1.  I have read & completely understand the JTF CapMed HQ Telework policy.
2.  Voluntary Participation.  I voluntarily agree to work at the approved alternative work site during the approved Telework schedule as indicated above and agree to follow all applicable policies and procedures.  I recognize the arrangement is not a right but an additional method by which to accomplish work.  I shall complete all assigned work according to procedures my supervisor and I mutually agree to and according to guidelines and standards in my performance plan.
3.  Security.  I will comply with DoD security policies and protect all DoD resources, including DoD data and information from unauthorized disclosure or damage at the alternate work site.  I will comply with requirements of the Privacy and Freedom of Information Act.  I will not store, gain access to, or use classified information at a home work site.
4.  Standards of Conduct.  I understand the standards of conduct continue to apply to me during my Telework schedule.
5.  Cancellation.  After appropriate notice to my Director, I may resume working my regular schedule at my official work location.  After appropriate notice to me, my Director may instruct me to resume working my regular schedule at my official work location, if my performance declines, the project fails to benefit organizational needs, the need for in-office interaction between me and my coworkers or customers arises, or for other work-related reasons.
Employee Signature and Date:
______________________________________________
Director Signature and Date:
______________________________________________ 			
If this agreement is canceled please indicate date of cancellation below:
Cancellation Date: ____________________________________________
Employee Acknowledgement: ___________________________________
Director Signature and Date: ___________________________________
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DINING OPTIONS
	[image: MC900323720[1]]
	Main Street Café                               Building 2, Main Street Corridor
Breakfast 0600-0930, M-F                              (301) 295-5360
Continental Breakfast 0930-1100, M-F
Lunch 1100-1430, M-F
Snacks 1430-1500
Sat/Sun Closed

	[image: subway]
	Subway                                                     Building 2, Main Street Corridor
M-F 0900-2000
Sat. 0900-1500
Sun. 0900-1400


	[image: dunkin-donuts]
	Dunkin’ Donuts                                 Building 2, Main Street Corridor
M-F 0600-2000
Sat. 0700-1500
Sun. 0700-1400

	[image: MC900233362[1]]
	Dining Hall (Galley)                                           Building 9, Basement
Breakfast 0600-0800, Daily                                      (301) 295-5360
Lunch 1100-1300, Daily	
Dinner 1600-1800, M-F
Grab-n-Go service 0830-1030 & 1330-1600, M-F
Sat/Sun Breakfast 0630-0800, Lunch 1130-1300, Dinner 1630-1800

	[image: MC900389376[1]]
	The Wedge                                                             Building 9, 1st Floor
M-F Breakfast 0600-1530                                          (301) 986-5170
Sat/Sun Closed


	[image: williamIII]
	William III Coffee Bar                            Building 10, Hospital Lobby
M-Th 0600-1530                                                  (301) 295-5387
Fri. 0600-1500
Sat/Sun Closed
William III Coffee Bar                            America Building, 1st Floor
M-F 0630-1400 
Sat/Sun Closed
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University (USUHS ) Café                             Bldg 70 on Palmer Rd
Breakfast 0630-1000 daily                                     (301) 493-6554
Lunch 1100-1400 daily




WRNMMC HOSPITAL MAP[image: ]
                           
Building Themes
America Zone: 
The America Zone includes the new parking garage and the new Building 19. This zone’s imagery of mountains and rivers represents various landscapes in America to celebrate scenery from all 50 states. With the majority of all outpatient clinics, the America Zone is the primary destination of the largest number of patients.
Arrowhead Zone: 
Buildings 9, 55 (patient parking garage), and 9A form the Arrowhead Zone. A tribute to the U.S. National Parks, the arrowhead was chosen as this zone’s icon because it has been the symbol of the National Parks Service since 1952. Our National Parks are made up of nearly 400 natural, cultural, and recreational sites which are a preserved, protected, and shared legacy for our country. 

Eagle Zone: 
Building 10 is known as the Eagle Zone. The eagle has been a symbol of the U.S. since June 20th, 1782, when the Great Seal, our national emblem, was adopted by Congress. The bald eagle was chosen to be on the Great Seal because of its long life, strength, majestic looks and because it was then believed to exist only on this continent. The Eagle Zone features imagery of America’s wildlife. 

Heroes Zone: 
Buildings 3 and 5 are the primary entrance point for patients and visitors. Named the Heroes Zone, the icon for this area features a 5 point star as a symbol of heroism and valor, with a larger star echoing the design of the Medal of Honor, used in all branches of the military.
Liberty Zone: 
Buildings 2, 4, 6, 7, and 8 form the Liberty Zone and feature the Statue of Liberty as the zone icon. The Statue of Liberty was a gift of friendship from the people of France to the people of the United States and is a universal symbol of freedom, democracy, and diversity. Containing a mixture of clinical and administrative activities, the Liberty Zone theme complements the surrounding military and nature themes. The diverse uses of these spaces highlight our country’s diversity and symbolize our liberty, as a nation. 

President Zone: 
Building 1 is the President Zone and features the White House as the icon. Deemed a national historical landmark in March of 1973, Building 1’s design concept came from President Franklin D Roosevelt.
SHOPS AND SERVICES AT WRNMMC

The Bethesda Navy Exchange (NEX) operates their main store (building 57) as well as other services on base including the Quick Mart & Citgo Station and the Laundry/Dry Cleaners.  These services are provided for military beneficiaries only.  The phone number for NEX Bethesda is (301) 295-6365.
Main Street Shops
"Main Street" is a corridor in Building 2 of the hospital complex; it is located on the first floor. The area hosts a number of eateries as listed on page 30 (under “Dining Options”) and services listed below.
Directions to Main Street: 
1. From Garage 55, enter Outpatient Center, Bldg 9. At bottom of escalators, turn right and proceed through this corridor to Main Street.
2. From entrance to Bldg 7 near Family Health Clinic, proceed through this corridor to Main Street.
	[image: ps]
	Post Office
M-F 0800-1600
Closed 1300-1400 for Lunch
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	Navy Federal Credit Union
M-F 0730-1600
Sat/Sun Closed
ATM
24 hours
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	The Barber Shop
M-F 0730-1600
Sat/Sun Closed
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	The Uniform Shop
M-F 0800-1800
Sat. 0900-1800
Sun. 1100-1800
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	The Tailor Shop
M-F 0800-1800
Sat. 0900-1800
Sun. 1100-1800


	[image: MC900191595[1]]
	The Dry Dock
(Convenience Store)
M-F 0700-1700
Sat/Sun Closed


The Bethesda Navy Exchange (NEX) operates their main store (building 57) as well as other services on base including the Quick Mart & Citgo Station and the Laundry/Dry Cleaners.  These services are provided for military beneficiaries only.  The phone number for NEX Bethesda is (301) 295-6365.
MORALE, WELFARE AND RECREATION (MWR)
The MWR at WRNMMC administers a varied program of recreation, social and community support activities for military, dependents, and WRNMMC (and its tenant commands) civilian personnel.  Contract personnel may use all services with the exception of the Comfort Zone fitness center.  Services include:
· Tickets to cultural, sporting and recreational events.  Liberty bound events are open to active military enlisted E1-E6.  Adventure bound events are open to all other military and civilian personnel.
· Comfort Zone Fitness Complex:  Bldg 17, (301) 295-0031
· Bowling  Center:  Bldg 56, Stokes Road, (301) 295-2060/2034
· Child Development Center (CDC):  Bldg 26 on Stokes Road, (301) 295-0167/0014
Full-time child care facility for children ages 6 weeks – 5 years.
MWR Information Center:  Across from Dunkin Donuts in Main Street, (301) 295-0434 http://www.cnic.navy.mil/Bethesda/FleetAndFamilyReadiness/index.htm .  






























Child Development Center
· Location - Building 26 on Stokes Road, behind the Bowling Center. 
· Hours - Monday-Friday, 6:00 a.m.-6:00 p.m. Closed federal holidays.
Phone - (301) 295-0167/0014
· Meals - Breakfast, lunch, and an afternoon snack, in accordance with the Child and Adult Food Programs. 
· Fees 
· Based on total family income. 
· Income is verified from recent Leave and Earnings Statement. 
· Fees will not be pro-rated. Weeks that include a federal holiday will be at the same rate. 
· Registration fee - $35 paid in advance and credited towards first weekly payment.
· Ages – Child of ages six (6) weeks – to five (5) years can enroll.
· Application – Please contact the Child Development Center (CDC) at (301) 295-0167/0014 for an application.
· Application Process - For questions regarding the application information, please call CDC at 301-295-0167. 
· Civilians: Civilians can apply for Child Care once they are assigned to WRNMMC and have begun work at the new hospital.
· Military: Military members can apply for Child Care now to reserve a slot on the wait list; once they have received their orders, military members need to send a copy to the CDC to include in their application (please call the CDC for an email of the fax number).
· Waiting List – The CDC at WRNMMC currently has a waiting list for all ages; please contact the CDC at 301-295-0167 for further information. 


Fitness Center

· Location - Bldg. 17 
· Hours M-F  – 0500-2100
·             Sat- Sun & Holidays – 0900-1800 
· Phone - (301) 295-2450 
· Services/Facilities – Fitness studio with various classes, spinning classes, equipment check out, Weight Zone, indoor track, basketball courts, racquetball courts, Olympic-size swimming pool, full locker rooms. 

	HELPFUL TELEPHONE NUMBERS & LINKS

	Emergency
	777
	

	Air Force
	
	www.airforce.mil

	Army
	
	www.army.mil

	BENEFEDS – dental and vision benefits for federal employees
	
	https://www.benefeds.com

	Bethesda Chamber of Commerce
	
	http://www.bccchamber.org

	BlackBerry Device Technical Assistance
     Decker Winfield
     Michael Pantoja
	

(301) 295-0547, BB (301) 547-1170
(301) 319-8180, BB (301) 642-2945
	

	Civilian Benefits Information Center – health benefits, life insurance, Thrift Savings Plan, and retirement for federal employees
	
(888)320-2917
	
https://www.civilianbenefits.hroc.navy.mil/

	Department of Defense Overview
	
	www.defenselink.mil

	DSN Directory
	
	http://www.disa.mil/dsn/directory/dsn_gateways.html

	Flexible Spending Account (FSA) – tax-favored program for federal employees for healthcare and dependent care expenses
	
	
https://www.fsafeds.com

	IT Related Issues:
     General (J6)
     JTF Help Desk Tech
     ITS One Stop Shop (ITCS) (for computer accounts)
	(301) 319-8503                                                        BB (301) 655-9257                                                   (301) 295-6300
	

Jtf.tech@med.navy.mil


	JTF CapMed Website
	
	http://www.capmed.mil

	Military Health System (MHS)
	
	www.health.mil

	MHS Blog
	
	www.health.mil/MHSBlog/Default.aspx
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HELPFUL TELEPHONE NUMBERS & LINKS

	MHS Learn-Military Health System Learning Portal
	
	https://mhslearn.csd.disa.mil

	MHS Service Desk (MHS Learn hotline)
	(800) 600-9332
	

	Morale, Welfare and Recreation (MWR) Info Center:
     NNMC MWR
     Military4Life
     Army
     Navy
	
(301) 295-0434
	

http://www.bethesda.med.navy.mil/Visitor/Morale_Welfare_Recreation
http://www.military4life.com/mwr
http://www.armymwr.com
http://www.mwr.navy.mil

	MyBiz (employment information for federal employees, including SP-50; requires CAC
	
	
https://compo.dcpds.cpms.osd.mil

	 MyPay (pay information and Leave Earnings Statement (LES) for federal employees   
	
	
https://mypay.dfas.mil/mypay.aspx

	Navy
	
	www.navy.mil

	Navy Federal Credit Union (WRNMMC – Main Street)
	(888) 842-6328
	https://www.navyfederal.org
www.nfcu.org

	Navy Knowledge Online (NKO)
	
	https://www.nko.navy.mil

	Navy Safe Harbor
	
	http://www.public.navy.mil/bupersnpc/ support/safe_harbor/Pages/default.aspx

	NEX Bethesda
	(301) 295-6365
	http://www.bethesda.med.navy.mil/business/navy_exchange.aspx 

	NNMC BRAC Website
	
	https://nnmcintra/SiteDirectory/MCI/default.aspx

	NNMC Website
	
	https://nnmcintra/Pages/Default.aspx

	Pass & I.D. Office
	(301) 295-4607
	

	Personnel Support Detachment (PSD) at WRNMMC (issue CACs)
	
(301) 295-0103
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	Post Office-WRNMMC Mainstreet
	(301) 941-2786
	

	Printer/Copier Supplies (JTF)
	BB (301) 547-1158
	michael.jeffries@med.navy.mil

	Public Transportation/Carpool Options
	
	http://www.bethesda.med.navy.mil/Professional/
Public_Affairs/BRAC/BRAC_Headlines/comm.

	Recycling (JTF)
	BB (301) 547-1158
	michael.jeffries@med.navy.mil

	TriCare Online (Health Information)
	
	www.tricareonline.com

	The Regional Child Care Resource and Referral Office
	
	
http://www.guilfordchilddev.org/index.php?option=
com_content&view+article&id=400&ltemid=30

	Security (WRNMMC)
	(301) 295-1246
	

	Security Manager (JTF)
	(301) 319-8683
	

	Staff Education and Training (WRNMMC)
	(301) 319-5209
	

	Training (JTF J7)
	(301) 319-8921/4336
	

	Uniformed Services University of the Health Sciences (USUHS)
	
	www.usuhs.mil

	United States Public Health Service (USPHS)
	
	www.usphs.gov


	Warrior Transition Brigade
	
	http://www.defense.gov/news/newsarticle.aspx?id=32950

	WRAMC BRAC Website
	
	https://intranet.wramc.amedd.army.mil/hospital/i/Pages/WRAMCBRAC.aspx
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Main Phone Numbers
	Assistance Numbers

	National Naval Medical Center
	301 - 295-4611; toll-free 1-800-526-7101

	Front Desk ER
	301-295-4810

	Command Duty Office (CDO Desk)
	301-295-4611

	Base Police (Non-Emergency Line)
	301-295-1246/1247

	Patient Escort
	301-295-4010

	Pharmacy (Building 9)
	301-295-2123

	Main Lab (Building 9)
	301-295-0250

	Emergency Numbers

	Fire
	777

	Code Blue Response
	Inpatient 666

	Hazardous Materials Spill
	777

	Priority Action Team Contacts

	
	Primary
	Secondary

	PC and Network Access/Configuration
	301-295-6300 Press 3
	

	Phones/Communications
	301-295-6300 Press 3
	

	Facilities
	301-295-1070
	301-295-2484

	Housekeeping (debris removal, bulk waste, bulk recycling, clean-up)
	301-295-1050
	301-295-2500

	Logistics (supply)
	301-295-4117
	301-295-4067











Appendix 2
First 30 Days Checklist
This table provides a list of recommended tasks to complete within your first 30 days at WRNMMC. The corresponding contacts and resources will help you accomplish these tasks, integrate with your team, and become familiar with your new work location. 
	 Transitioning Employee Activities

	Activity
	POC/Resource

	Before the End of Your First Week

	· Meet your supervisor and new coworkers
	Supervisor/coworkers

	· Complete all in-processing requirements and paperwork
	Transition Toolkit/Welcome Center/Supervisor

	· Familiarize yourself with key wayfinding information including the location of your department and nearby lifesaving equipment, Main Street services, and evacuation routes in case of emergency
	Supervisor/coworkers/facility signs 

	· Register for childcare (if applicable)
	Child Development Center @ 301-295-0014; http://www.bethesda.med.navy.mil/Visitor/Child_Development_Center.aspx 

	· Change your National Provider Identifier (NPI) address (from WRAMC address to WRNMMC address)
	https://nppes.cms.hhs.gov 
WRNMMC Address: 8901 Wisconsin Avenue, Bethesda MD, 20889

	· Familiarize yourself with department rules and cultural norms (e.g., dress code, reporting structure, unwritten policies, etc.)
	Supervisor/coworkers

	· Set up office phone voicemail (if applicable)
	Supervisor/Department Administrator

	· Update Outlook contact information and set up email signature line (if applicable)
	Supervisor/Department Administrator

	· Order business cards (if applicable)
	Supervisor/Department Administrator

	On or Before Day 10 (within two weeks)

	· Meet with your Supervisor and discuss your role within the department 
	Supervisor

	· Review department forms/policies/ standard operating procedures (SOPs) and discuss as needed
	Supervisor/coworkers/department resources –hard copy and electronic

	· Update information or register for a Defense Travel System (DTS)  Travel Card (if applicable) 
	DTS Administrator 

	· Request an update of clinic information on the MTF website (if applicable)
	Department Administrator/Web Services

	· Post a copy of emergency phone numbers in your workspace (if applicable)
	

	· Review time reporting guidelines and confirm your assigned timekeeper
	Supervisor

	
On or Before Day 30 (within first month)

	· Review workplace safety guidelines and assess workspace for injury prevention (including ergonomics)
	Supervisor/Department safety officer

	· Register for recommended and mandatory training courses
	Supervisor/Department training coordinator

	· Review available resources for new/transitioning employees developed by the MTF
	Supervisor/Human Resources Liaison Office/MTF communications

	· Take advantage of installation amenities, such as the fitness center, the bowling center, and MWR tickets and events
	Morale, Welfare, and Recreation Office, 
http://www.bethesda.med.navy.mil/Visitor/Morale_Welfare_Recreation/index.aspx
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ACRONYMS COMMONLY USED AT THE JTF

BRAC			Base Realignment and Closure
BUMED		Bureau of Medicine and Surgery   
CJCS			Chairman, Joint Chiefs of Staff
CJTF			Commander, Joint Task Force
COA			Course of Action
COCOM		Combatant Command
CONOPS		Concept of Operations
CONPLAN		Contingency Plan
COOP			Continuity of Operations Program
CoS			Chief of Staff
DACH			DeWitt Army Community Hospital
DCA			Deputy Commander of Administration
DCI			Deputy Commander for Integration
DCJTF			Deputy Commander, JTF CAPMED
DEPSECDEF		Deputy Secretary of Defense
DFAS	 		Defense Finance and Accounting Service
DMHRSi		Defense Medical Human Resources System Internet
DoD			Department of Defense
DRRS			Defense Readiness Reporting System
EEO			Equal Employment Opportunity
FBCH			Fort Belvoir Community Hospital
FOC			Full Operational Capability
GPP			Guaranteed Placement Program
HRD			Human Resources Department
IM/IT			Information Management/Information Technology
IMS			Integrated Management Schedule
IOC			Initial Operational Capability
J1			JTF CAPMED Manpower and Personnel Directorate
J3			JTF CAPMED Operations
J4			JTF CAPMED Logistics and Facilities
J5			JTF CAPMED Plans and Policy
J6			JTF CAPMED Communications Support
J7			JTF CAPMED Education, Training and Research
J8			JTF CAPMED Resources
JCS			Joint Chiefs of Staff
JFCOM		Joint Forces Command
JOA			Joint Operations Area
JTD			Joint Table of Distribution
JTF CAPMED		Joint Task Force National Capital Region Medical
JTPB                 	Joint Transition Planning Board (JTPB)
KM			Knowledge Management
LMS			Learning Management System
Appendix 4
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MCIT			Medical Center Integration Team
MGMC		Malcolm Grow Medical Center
MHS			Military Health System
MILCON		Military Construction
MILPER		Military Personnel
MOA			Memorandum of Agreement
MOU			Memorandum of Understanding
MTF			Medical Treatment Facility
NRMC			Northern Regional Medical Command 
NAVFAC		Naval Facilities Engineering Command
NCR			National Capital Region
NDAA			National Defense Authorization Act
NKO			Navy Knowledge Online
NSPS			National Security Personnel System
OASD/HA		Office of the Assistant Secretary of Defense/ Health Affairs
OPCON		Operational Control
OPORD		Operation/Operational Order
OTSG			Office of the Surgeon General
PMO			Program Management Office
POC			Point of Contact
POM			Program Objective Memorandum
PSD			Personnel Services Division
SA			Situational Awareness
SECDEF		Secretary of Defense
SEL			Senior Enlisted Leaders
SERMC		Southeastern Regional Medical Command
SME			Subject Matter Expert
SOP			Standard Operating Procedure
STRATCOMM	Strategic Communication
TMA			TRICARE Management Activity
USAMEDCOM	United States Army Medical Department
USU			Uniformed Services University
WRAMC		Walter Reed Army Medical Center
WRNMMC		Walter Reed National Military Medical Center
WT			Warrior Transition
WW			Wounded Warriors

acronym link:
DOD Dictionary of Military & Associated Terms:  http://www.dtic.mil/doctrine/dod_dictionary/

Appendix 4
Military Insignia
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Military Insignia
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VISITOR REQUEST PROCEDURES

Staff members requesting base access for personnel who otherwise do not have access to WRNMMC are to follow these steps: 
1.  Send an E-Mail to NNMC – ACCESS (on the global directory) at least 48 hours in advance of the visit. 
2.  Include in your E-Mail: 
    a. Date and approximate arrival time of requested access. 
    b. Name of personnel. 
    c. Name and phone number of staff member who will be sponsoring the visitor. 
If you have any questions or require additional information, please contact the Pass and ID staff at 295-4607.

Visitors will need to show identification (valid state driver’s license or other photo identification) at the gate and state that they are visiting the JTF.   

Call your guests in advance to make sure they have proper identification, know the sponsor’s contact information, and how to get to the JTF.  Staff should be available to escort visitor(s) from the lobby once they arrive.

Parking for visitors is limited and subject to change due to construction on the grounds.  Staff should contact Mike Jeffries at Michael.jeffries@med.navy.mil  , or BB (301) 457-1158, to arrange for visitor parking.
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Rosslyn Plaza North - 1777 North Kent Street, Arlington, VA 22209
Rosslyn Plaza North is strategically located just two blocks from Metro, with direct access to the Key Bridge, I-66, Route 110, Route 50, and Wilson Boulevard. The building is surrounded by extensive amenities including restaurants, shops, and hotels. The new Artisphere is directly across the street and Georgetown is just a short walk away. Rosslyn Plaza North features spectacular views of the Washington skyline, plus a landscaped courtyard and convenient on-site services including an ATM.
If coming by Metro:

· Metro to Rosslyn.  
· Take Skyway/Skywalk.  
· Swing to left on Skywalk at the International Building and follow signs to Kent Street.
· In hallway there is a choice of East Plaza or Wilson Blvd.
· Take East Plaza
· Turn right before going into the garage 
· Take elevator to Lobby (you will be on 2)
· 1777 North Kent is across the street when exiting to the right from the elevator

Rosslyn is the closest Metro stop and can be easily accessed by either the Blue or Orange Lines 
· Parking for the RPN building is contracted to PMI 
· Monthly Parking is set at $140 
· Daily Prices are as follows: 
· Early bird special (before 0900) - $9.50 
· After 0900 - $13.00 
· Parking is free on weekends with a Kastle Card 
• Email all visitor information for persons traveling via Government or Personal Operated vehicle, to the Facility Manager, 24 hours in advance and Parking passes can be obtained.
Appendix 8
Directions to Rosslyn Plaza North

From Washington DC (1-95 South)
· If you are traveling south on 1-95, head east on Ellipse Road NW (restricted usage road) 
· Turn left onto 16th Street NW (partial restricted usage road)
· Turn right onto Constitution Avenue NW
· Slight right onto Virginia Avenue NW
· Slight right toward 23rd Street NW 
· Take the 1st left onto 23rd Street NW
· Turn right onto the ramp to Interstate 66 W
· Merge onto US-50 W
· Continue onto I-66 W
· Exit onto US-50 W/Arlington Blvd (entering Virginia)
· Take the exit toward Rosslyn/Key Bridge
· Turn right onto N Lynn Street
· Take the 2nd right onto Wilson Blvd
· Take the 1st left onto N Kent Street (destination will be on the right) 
From Richmond (1-95 North)
· Head northwest on E Grace Street toward N 7th Street 
· Take the 1st right onto N 7th Street
· Slight right onto the I-64 W/I-95 N/I-64 E ramp
· Keep right at the fork and merge onto I-95 N
· Merge onto I-95 N
· Slight right onto Interstate 395 Connector N/Interstate 95 Connector N (signs for I-395 N/I-495 N/ Washington/Tysons Corner)
· Continue onto I-395 N
· Take exit 8B to merge onto VA-27 N/S Washington Blvd toward Pentagon/Arlington Cemetery/Rosslyn
· Take the ramp to VA-110/Pentagon North Parking
· Keep right at the fork and merge onto VA-110 N
· Continue onto Wilson Blvd
· Turn right onto N Kent Street (destination will be on the right)





Appendix 8
Rick Palmer -Facilities Manager & Building POC 
· Office is located on the 6th floor in room 103 
· Desk Number -(703) 588-1213
· Blackberry (24/7) -(301) 275-4805 
· Email-henryk.palmer@med.navy.mil

          As facilities Manager, I promise to provide you with the highest level of customer service possible. Let me know of anything you need to assist with doing your job more efficiently and I will do my best to provide it or coordinate with someone who can.

Our IT helpdesk support staff can also be reached through the facilities department. Phone numbers for the tech on duty will be posted on the front of my office door.
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Fort Belvoir Site Map
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The yellow “P” boxes represent staff parking for FBCH staff.










*To download this map, please visit http://www.belvoirmwr.com/Features/Maps 
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Fort Belvoir Map

From Washington DC (1-95 South)
· If you are traveling south on 1-95, take the Fairfax Parkway/Backlick Road (7100) exit 166 A. 
· Take the Fairfax County Parkway to its end at U.S. Rt. 1 (Richmond Highway.) 
· Turn left. 
· At the first light, on the right, is the entrance for Tulley Gate on to Fort Belvoir. 
· This is the main entrance to the post and is open 24 hours a day, 7 days a week. 
· All visitors to Fort Belvoir without DOD decals on their vehicles must use Tulley Gate. For information about Department of Defense decals, click here or call the VPOC at (703) 806-4892. 
From Richmond (1-95 North)
· If you are traveling north on 1-95 North, take the Fort Belvoir Exit 161 B. (U.S. Rt 1 -- Richmond Highway) 
· You will travel five miles to Fort Belvoir. 
· Continue through the light at the Fairfax County Parkway (VA 7100). At the next stop light, on the right side you will see the entrance for Tulley Gate, turn right. 



Appendix 9
Fort Belvoir Gate Schedule
	GATE
	LOCATION
	DAYS
	TIMES
	STATUS
	DECALS
	PEDESTRIAN

	Tulley Gate
	Intersection of Route 1 and Pohick Rd
	Daily
(Holidays included) 
	24 hours
	Open

	Not Required
	Open to pedestrians.

	Telegraph Gate
	Intersection of Telegraph Rd and Beulah St
	Mon. - Fri.
	5:00 a.m. – 9:00 p.m.
	Open
	Required
	Closed to pedestrians.

	
	
	
	9:00 p.m. – 5:00 a.m.
	Closed
	
	

	
	
	Weekends
	24 hours
	Closed
	
	

	J.J. Kingman Gate
	Intersection of Fairfax Country Pkwy (Route 7100) and John J Kingman Rd
	Daily
(Holidays included)
	5:00 a.m. - 9:00 p.m.
	Open
	Required
	Closed to pedestrians.

	
	
	
	9:00 p.m. – 5:00 a.m.
	Closed
	
	

	Pence Gate
	Intersection of Route 1 and Belvoir Rd
	Daily
(Holidays included)
	24 hours
	Open

	Required
	Open to pedestrians.

	Walker Gate
	Intersection of Mt. Vernon Rd and Mt. Vernon Pkwy
	Daily
(Holidays included)
	5:00 a.m. – 9:00 p.m.
	Open
	Required
	Closed to pedestrians.

	
	
	
	9:00 p.m. – 5:00 a.m.
	Closed
	
	

	Woodlawn Village
	Intersection of Pole Rd and Plantation Dr
	Daily
(Holidays included)
	24 hours
	Open
	Required
	Closed to pedestrians.

	Farrar Gate
	Intersection of Farrar Rd and Sanjer Rd
	Daily
(Holidays included)
	24 hours
	Open
	Required
	Closed to pedestrians.



Gate Procedure: 
· Visitors who wish to enter Fort Belvoir and do not have a vehicle with a Department of Defense decal must use Tulley Gate. 
· Vehicles with decals, but without a DoD identification card holder on board must use Tulley Gate and enter the installation under existing visitor access policies. 
· At least one occupant of a vehicle with decals must present valid DOD identification in order to access gates other than Tulley Gate
Visitor Processing Operations Center
· All visitors in vehicles without Department of Defense decals must enter Fort Belvoir through Tulley Gate. Tulley is a 24-hour gate. 

Map: For a map of the gates, please visit: http://www.belvoirmwr.com/Features/Maps/#gateMap  
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Fort Belvoir Site Map of Hospitals
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Appendix 9

Hospital Building Themes


Meadows
Many fields and open areas on the site have low vegetation and flowers. This building’s colors—various shades of green with rose tones—its art and other design features will recognize the flora and fauna of the meadows.

Sunrise
This building was themed to recognize the importance of natural light in a healthcare setting. All the Fort Belvoir Hospital buildings will have an abundance of floor-to-ceiling windows in all public spaces, allowing the sunlight to filter into waiting areas, the galleries connecting the buildings, inpatient rooms, and corridors. Specifically, the color scheme of this building will contain various shades of soft golds, warm beiges, and accents of spice and warm brown. Art and signage will contain images of the rising sun, bringing hope and inspiration.

Oaks
The symbol of the oak tree will be used in the Oak building, the largest of the five buildings, which actually comprises three buildings, including the seven-story patient tower. This symbol was chosen because the facility is being built on a former golf course, and many large oak trees had to be removed. Some trees are being preserved and will be made into benches for the public areas. The oak leaf will be present in carpet patterns in cut-outs in the sheet rubber flooring, and embedded in the resin panels on nurses’ stations and waiting room divider walls. The art and displays will not only be of the mighty oak trees, but of many other species of trees found in the surrounding wooded areas.

Eagle
Elements in this building will recognize the hundreds of species of birds, including the bald eagle, which has become the overall symbol for the project through art and educational displays. The color scheme will incorporate rich clay (earthy) colors, spice and shrimp tones, and warm grays and golds.

River
Recognition of the many bodies of water in and around the campus will be included in this scheme. Colors include various shades of teal, earth tones, and neutrals.
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	  Meadows
	Sunrise
	Oaks
	Oaks
	Eagle
	River

	Floor 2
Ophthalmology
Pulmonology
Refractive Eye Surgery Center
Respiration Therapy
Vascular Surgery
Floor 1
Dermatology
Endocrinology
Infectious Disease
Optometry
Rheumatology 
Vaccine Healthcare Center


	Floor 3
Clinical Staff Services/ Credentials
General Administration
Medical Management
Neurology & DVBIC
Floor 2
Audiology & Speech Pathology
ENT
Surgery and Specialty Surgery Clinics
· General Surgery
· Thoracic Surgery
· Plastic Surgery
· Neurosurgery
Urology
Floor 1
Breast Care Center
Mammography
Radiation Oncology
VA Clinic
	Floor 7
Medical
07.208 - 07.248
07.304 - 07.346
Floor 6
Pediatrics and Surgical
06.208 - 06.248
06.304 - 06.346
Floor 5
Ante Partum Testing Center
Labor & Delivery
Mother Baby Unit
Newborn Nursery
Floor 4
Inpatient Behavioral Health
Floor 3
Café
Endoscopy
Floor 2
Diagnostic Radiology
ICU
Main Reception Radiology
Multidisciplinary Interventional Radiology
Nuclear Medicine 
Pain Clinic
	Floor 2
Surgical Services
Floor 1
Chapel
Command Group
Concessions
Emergency Department
Hematology Oncology
Laboratory/Blood Draw
Main Lobby
Medical Library
Nutrition Clinic
Oral Maxillofacial Surgery
Patient Administration
Patient Advocacy
Pharmacy
Red Cross
Tricare Service Center
Women’s Health Clinic
Lower Level
Blood Donor Center
Patient Administration 

	Floor 3
Orthopedics & Podiatry
Physical Medicine Rehabilitation 
Sports Medicine
Physical Therapy 
Floor 2
Anticoagulation Clinic
Cardiac Procedural Clinic
Cardio-Pulmonary Rehab Clinic
Cardiology Outpatient Clinic
Gastroenterology
Occupational Health 
Floor 1
Allergy & Immunology
Family Medicine


	Floor 2
Adult Outpatient
Behavioral Health
Orthopedics
· Chiropractic Service
· Occupational Therapy
Orthopedics
· Prosthetic Service
Pediatric Outpatient
Behavioral Health
Family Advocacy Program
Substance Abuse 
Floor 1
Internal Medicine
Pediatrics
General & Sub-Specialty
Pediatrics
Therapy Pool
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Parking Information	
Two parking garages (Meadows and River) are located on both sides of the new Fort Belvoir community hospital. Starting on the third floor, FBCH employees may use the parking garages (the first two levels of the parking garages are reserved for patients). 
Additionally, satellite parking will be made available for FBCH staff at the Dewitt Army Community Hospital (DACH) once it’s closed. DACH is located at 9501 Farrell Road (see page 23 for a site map). The parking plan for the DACH site is notated below.

[image: New DeWitt Parking Overview]
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				DiLorenzo TRICARE Health Clinic Layout
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	Clinic Location




		The DiLorenzo TRICARE Health Clinic is located just inside the entrance of Corridor 8 in the Pentagon.  

From Maryland, navigate to 395 South. From Virginia, navigate to 395 North. The Pentagon can be accessed from either the North or South Parking exits. The North Parking is CLOSER to our clinic. Please see our PARKING INSTRUCTIONS page to avoid being towed. 

After parking in the North Parking Lot, follow the sidewalks leading to the Corridor 8 entrance. The sidewalks will split, so stay to the right. The POAC will be on your left, then cross the bridge. You will enter Corridor 8 and be greeted with a security checkpoint. You will need to provide two (2) forms of picture identification if you do not have a Pentagon Access Badge. As soon as you proceed through security, you will see the entrance of our clinic on the left. 
Appendix 11

After parking in the South Parking Lot, proceed to the South side and locate the bridge (can't miss it!) to bring you to the Corridor 2 entrance. You will enter Corridor 2 and be greeted with a security checkpoint. You will need to provide two (2) forms of picture identification if you do not have a Pentagon Access Badge. As soon as you proceed through security, continue down Corridor 2. At the end of Corridor 2, look for a sign that directs you to North Parking. That should then bring you through the NATO Corridor (Ring A). At the end of the NATO Corridor, look again for signs that direct you to North Parking. You should then be walking downward though another Corridor. 

At the end of the ramp, take a right onto Corridor 8 (again, the signs that direct you to North Parking). Take Corridor 8 until you reach the security checkpoint. Just before the checkpoint, the Clinic entrance will be on your right. 

If these instructions are still confusing, please give us a call at (703) 692-8810. 







			Clinic Parking




		DTHC PATIENT
TRICARE PARKING

NOTICE: If you have an assigned Pentagon Parking permit, YOU MUST park where assigned. Failure to do so will result in your car being towed. 

DTHC has designated patient parking located in North Parking. Make sure to park in lanes 41 & 42 or 57-63 ONLY. 

Prior to your healthcare visit, fill out a parking request. 

On the day of your appointment, proceed to the clinic where your appointment is located. Upon check-in, give them your completed parking request form. 

For further questions about parking, please contact the Pentagon Parking Office: (703) 697-6251. 
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		Hours of Operation




	 
Pentagon Clinic Hours of Operation

Monday - Friday: 0700 - 1600
Closed Weekends and Holidays
Clinic Holiday Hours
 
OPM Operating Status is observed during adverse weather conditions.
Appointments
To schedule an appointment at DTHC, call one of the following Call Centers or Online at:  http://DiLorenzo.NARMC.amedd.army.mil/pages/primaryacutecare.aspx .
	DTHC
Mon - Fri: 0700 - 1600
(703) 692-8810
	National Capital Area (NCA)
Mon - Fri: 0600 - 1800
(800) 433-3574
	TRICARE Online


All patients must bring their military ID card.
 The Pentagon access badge or state issued driver's license is not an acceptable substitute.









Appendix 11
Forest glen

[image: map]
· Store Information
· 2460 LINDEN LANE (View Map)
· SILVER SPRING, MD 20910-1231 United States
· Store Phone: 301-295-7448
· Fax: 301-295-7417
· DSN: 295-7448
· DSN FAX: 295-7417
· Email: michelle.garrard@deca.mil
· Management
· Store Director: Michelle Garrard
· Phone: 301-295-7358 ext 303 
· DSN: 295-7358 ext 303 
· Email: Michelle.garrard@deca.mil 
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Pay 

Grade

                              U.S. Army                      U.S. Air Force                      U.S. Navy             U.S. Marines

Title Insignia Title Insignia Title Insignia Title Insignia

E-1

Private (PV1) Airman Basic 

(AB)

Seaman Recruit 

(SR)

Private (Pvt)

E-2

Private 2 (PV2) Airman (Amn) Seaman 

Apprentice (SA)

Private First 

Class (Pfc)

E-3

Private First Class 

(PFC)

Airman First 

Class (A1C)

Seaman (SN) Lance 

Corporal (LCpl)

E-4

Specialist (SPC) Senior Airman 

(SrA)

Petty Officer 3rd 

Class (P03)

Corporal (Cpl)

Corporal (CPL) or Sergeant 

(Sgt)

E-5

Sergeant (SGT) Staff Sergeant 

(SSgt)

Petty Officer 2nd 

Class (P02)

Sergeant (Sgt)

E-6

Staff Sergeant 

(SSG)

Technical 

Sergeant 

(TSgt)

Petty Officer 1st 

Class (P01)

Staff Sergeant 

(SSgt)

E-7

Sergeant First 

Class (SFC)

Master 

Sergeant 

(MSgt)

Chief Petty 

Officer (CPO)

Gunnery 

Sergeant 

(GySgt)

E-8

Master Sergeant 

(MSG)

Senior Master 

Sergeant 

(SMSgt)

Senior Chief 

Petty Officer 

(SCPO)

Master 

Sergeant 

(MSgt)

First Sergeant 

(1SG)

First Sergeant 

(1stSgt)

First Sergeant 

(1stSgt)

E-9

Sergeant Major 

(SGM)

Chief Master 

Sergeant 

(CMSgt)

Master Chief 

Petty Officer 

(MCPO)

Master 

Gunnery 

Sergeant 

(MGySgt)

Command 

Sergeant Major 

(CSM)

First Sergeant 

(1stSgt)

Sergeant 

Major (SgtMaj)

E-9 

Special

Sergeant Major of 

the Army (SMA)

Chief Master 

Sergeant of 

the Air Force 

(CMSAF))

Master Chief 

Petty Officer of 

the Navy 

(MCPON)

Sergeant 

Major of the 

Marine Corps 

(SMMC)

W-1

Warrant Officer 

One (W01)

(None) (None) Warrant 

Officer One 

(WO)

W-2

Chief Warrant 

Officer  Two (CW2)

(None) Chief Warrant 

Officer (CWO2)

Warrant 

Officer 2 

(CWO2)

W-3

Chief Warrant 

Officer Three 

(CW3)

(None) Chief Warrant 

Officer (CWO3)

Warrant 

Officer Three 

(CWO3)

W-4

Chief Warrant 

Officer Four (CW4)

(None) Chief Warrant 

Officer (CWO4)

Warrant 

Officer Four 

(CWO4)

W-5

Master Warrant 

Officer Five (CW5)

(None) Chief Warrant 

Officer (CWO5)

Warrant 

Officer Five 

(CWO5)


Microsoft_Office_Excel_Worksheet2.xlsx
Sheet1

		Pay Grade		                              U.S. Army				                     U.S. Air Force				                      U.S. Navy				            U.S. Marines

				Title		Insignia		Title		Insignia		Title		Insignia		Title		Insignia

		E-1		Private (PV1)				Airman Basic (AB)				Seaman Recruit (SR)				Private (Pvt)

		E-2		Private 2 (PV2)				Airman (Amn)				Seaman Apprentice (SA)				Private First Class (Pfc)

		E-3		Private First Class (PFC)				Airman First Class (A1C)				Seaman (SN)				Lance Corporal (LCpl)

		E-4		Specialist (SPC)				Senior Airman (SrA)				Petty Officer 3rd Class (P03)				Corporal (Cpl)

				Corporal (CPL)				or Sergeant (Sgt)

		E-5		Sergeant (SGT)				Staff Sergeant (SSgt)				Petty Officer 2nd Class (P02)				Sergeant (Sgt)

		E-6		Staff Sergeant (SSG)				Technical Sergeant (TSgt)				Petty Officer 1st Class (P01)				Staff Sergeant (SSgt)

		E-7		Sergeant First Class (SFC)				Master Sergeant (MSgt)				Chief Petty Officer (CPO)				Gunnery Sergeant (GySgt)

		E-8		Master Sergeant (MSG)				Senior Master Sergeant (SMSgt)				Senior Chief Petty Officer (SCPO)				Master Sergeant (MSgt)

				First Sergeant (1SG)				First Sergeant (1stSgt)								First Sergeant (1stSgt)

		E-9		Sergeant Major (SGM)				Chief Master Sergeant (CMSgt)				Master Chief Petty Officer (MCPO)				Master Gunnery Sergeant (MGySgt)

				Command Sergeant Major (CSM)				First Sergeant (1stSgt)								Sergeant Major (SgtMaj)

		E-9 Special		Sergeant Major of the Army (SMA)				Chief Master Sergeant of the Air Force (CMSAF))				Master Chief Petty Officer of the Navy (MCPON)				Sergeant Major of the Marine Corps (SMMC)

		W-1		Warrant Officer One (W01)				(None)				(None)				Warrant Officer One (WO)

		W-2		Chief Warrant Officer  Two (CW2)				(None)				Chief Warrant Officer (CWO2)				Warrant Officer 2 (CWO2)

		W-3		Chief Warrant Officer Three (CW3)				(None)				Chief Warrant Officer (CWO3)				Warrant Officer Three (CWO3)

		W-4		Chief Warrant Officer Four (CW4)				(None)				Chief Warrant Officer (CWO4)				Warrant Officer Four (CWO4)

		W-5		Master Warrant Officer Five (CW5)				(None)				Chief Warrant Officer (CWO5)				Warrant Officer Five (CWO5)
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Pay 

Grade

                         U.S. Army            U.S. Air Force                    U.S. Navy               U.S. Marines

Title Insignia Title Insignia Title Insignia Title Insignia

O-1 Second Lieutenant 

(2LT)

Second 

Lieutenant 

(2d Lt)

Ensign (ENS) Second 

Lieutenant 

(2ndLt)

O-2 First Lieutenant 

(1LT)

First 

Lieutenant 

(1st Lt)

Lieutenant, 

Junior Grade 

(LTJG)

First 

Lieutenant 

(1stLt)

O-3 Captain (CPT) Captain 

(Capt)

Lieutenant  (LT) Captain 

(Capt)

O-4 Major (MAJ) Major (Maj) Lieutenant 

Commander 

(LCDR)

Major (Maj)

O-5 Lieutenant Colonel 

(LTC)

Lieutenant 

Colonel            

(Lt Col)

Commander 

(CDR)

Lieutenant 

Colonel 

(LtCol)

O-6 Colonel (COL) Colonel (Col) Captain (CAPT) Colonel (Col)

O-7 Brigadier General 

(BG)

Brigadier 

General                      

(Brig Gen)

Rear Admiral, 

Lower Half 

(sometimes 

Commander) 

(RDML)

Brigadier 

General 

(BGen)

O-8

Major General 

(MG)

Major 

General                           

(Maj Gen)

Rear Admiral, 

Upper Half 

(RADM)

Major 

General 

(MajGen)

O-9

Lieutenant General 

(LTG)

Lieutenant 

General                      

(Lt Gen)

Vice Admiral 

(VADM)

Lieutenant 

General 

(LtGen)

O-10

General (GEN) General 

(Gen)

Admiral (ADM) General 
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Sheet1

		Pay Grade		                         U.S. Army				           U.S. Air Force				                   U.S. Navy				              U.S. Marines

				Title		Insignia		Title		Insignia		Title		Insignia		Title		Insignia

		O-1		Second Lieutenant (2LT)				Second Lieutenant (2d Lt)				Ensign (ENS)				Second Lieutenant (2ndLt)

		O-2		First Lieutenant (1LT)				First Lieutenant (1st Lt)				Lieutenant, Junior Grade (LTJG)				First Lieutenant (1stLt)

		O-3		Captain (CPT)				Captain (Capt)				Lieutenant  (LT)				Captain (Capt)

		O-4		Major (MAJ)				Major (Maj)				Lieutenant Commander (LCDR)				Major (Maj)

		O-5		Lieutenant Colonel (LTC)				Lieutenant Colonel            (Lt Col)				Commander (CDR)				Lieutenant Colonel (LtCol)

		O-6		Colonel (COL)				Colonel (Col)				Captain (CAPT)				Colonel (Col)

		O-7		Brigadier General (BG)				Brigadier General                      (Brig Gen)				Rear Admiral, Lower Half (sometimes Commander) (RDML)				Brigadier General (BGen)

		O-8		Major General (MG)				Major General                           (Maj Gen)				Rear Admiral, Upper Half (RADM)				Major General (MajGen)

		O-9		Lieutenant General (LTG)				Lieutenant General                      (Lt Gen)				Vice Admiral (VADM)				Lieutenant General (LtGen)

		O-10		General (GEN)				General (Gen)				Admiral (ADM)				General (Gen)
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NICoE

National Intrepid
Center of Excellence

8901 WISCONSIN AVENUE, BLDG 51, BETHESDA, MD 20889 - NICOE@MED.NAVY.MIL

The National Intrepid Center of Excellence (NICoE) is an evaluation, treatment planning
and research facility located on the campus of the Walter Reed National Military Medical
Center in Bethesda, Md. Designated a center of excellence because of its diverse
capabilities and overarching mission, the NICoE is dedicated to providing care to service
members and families dealing with traumatic brain injury (TBI) and psychological health
(PH) conditions.

COMMITMENT

Built and equipped through the philanthropic contributions of the Intrepid Fallen Heroes
Fund (IFHF), the NICoE is a tribute to all who serve and a lasting legacy of the patriotic
citizens who have made its existence possible.

INNOVATION:

The NICoE provides an interdisciplinary team assessment in a holistic, patient- and family-
centered environment that also offers high-tech diagnostic capabilities. Our treatment
planning and long-term follow up for service members with combat-related TBl and PH
conditions allows us to foster physical, psychological and spiritual healing.

VISION:

Our vision is to be an institute of hope, healing, discovery and learning.

« HOPE: We aim to recognize currently » HEALING: Every action we perform provides a

unknown patterns of physiological and sense of healing through physical, behavioral, social

psychological processes to develop proven and spiritual care.

treatment solutions for service members and

their families, instilling hope in each who « LEARNING: We seek to be the national scientific

interact with the NICoE that healing is possible. and research information hub for service members,
families, providers, researchers, staff and our

« DISCOVERY: We strive to be a leader academic partners.

through family centric approaches to the
physical, social and spiritual wellness continuum
as well as aforum for research and promising
treatment trials.
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BACKGROUND

The National Intrepid Center of Excellence is a facility dedicated to advancing the clinical care, diagnosis, research
and education of service members and families experiencing combat TBl and PH conditions. The IFHF led the
fundraising effort for the Center, securing $65 million in private donations from the American people and
overseeing the construction and equipping of the facility. The 72,000 square foot, two-story facility is located

on the campus of the Walter Reed National Military Medical Center in Bethesda, Md. It was officially transferred

to the Department of Defense (DoD) in a dedication ceremony on June 24, 2010. The NICoE was later transferred
from TRICARE Management Activity’s Defense Centers of Excellence for Psychological Health and Traumatic Brain
Injury (DCoE) to the Department of the Navy under the National Naval Medical Center in August of 2010, which
became the Walter Reed National Military Medical Center in September of 2011.

PURPOSE

The NICoE provides interdisciplinary diagnostic evaluations of complex TBI as well as PH conditions. Treatment
plans are developed in a family-focused, collaborative environment while promoting physical, psychological and
spiritual healing. In addition to advanced diagnostic care and treatment planning, the NICoE also focuses on family
education and reintegration support. Additional key principles include: serving as a research hub that uses the
most current technical and clinical resources to initiate innovative pilot studies designed to advance medical
science in TBl and PH; and remaining dedicated to its commitment to long-term follow-up and family contact.

The NICoE is led by a skilled interdisciplinary team that harnesses the latest advances in science, therapy,
telehealth, education, research and technology while providing compassionate, family-centered care for service
members and their loved ones throughout the recovery process.

TREATMENT

The NICoE's primary patient population is comprised of active duty service members with TBl and PH conditions
who are not responding to conventional therapy. After being referred by their provider, patients come to the
NICoE with their families for a three-to-four week stay, during which time they stay in a NICoE-dedicated Fisher
House on the Bethesda campus. Upon their departure, service members return to their referring military
treatment facility and duty station with a personalized treatment plan.

ADVANCED TECHNOLOGY FOR PATIENT CARE

The NICoE's care model, while contingent on its interdisciplinary team approach, is also dependent on the
technology available within the building. The NICoE’'s Computer Assisted Rehabilitation Environment, or CAREN,
is one of only eight such machines in the world, and features a motion platform with an embedded treadmill,

a 180-degree projection screen, and customized virtual environments. Additionally, the NICoE utilizes some of
the most advanced imaging technologies in the world, including a Positron Emission Tomography-Computed
Tomography (PET-CT), 3T Magnetic Resonance Imaging (MRI) and Magnetoencephalography (MEG). These
images can then be combined and viewed in the Digital Imaging Visualization Environment (DIVE), a movie
theater styled room enabling providers to view brain scans and images utilizing 3D technology.

AMENITIES

The NICoE features the following amenities for service members and their families:
Patient rooms dedicated to art and music therapy, sleep studies and recreation therapy
Family-focused spaces such as a lounge, a playground, a café, a business center and an activity center
Conference rooms, classrooms and auditorium
An atrium known as Central Park, which serves as a peaceful, naturalistic center with plants, simulated
sounds and challenging, natural walking surfaces

THE FUTURE

The NICoE aims to be a leader in advancing traumatic brain injury and psychological health treatment,
research and education. With its dedicated staff, the NICoE seeks to be an instrument of hope, healing,
discovery, and learning for service members recovering from TBl and PH conditions.

m /NiCoEPage Q @NIiCoEPage L1 =01010) @ /NationalintrepidCenteroffxcellence
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Getting to the Pentagon

The Pentagon is located at:

Army Navy Drive and Fern Street

Arlington, VA 22202
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Directions to the Pentagon

Metrorail:  

To reach the Pentagon via the public MetroRail system, take either the yellow or blue line to the Pentagon stop. Exit 

the Metro and take the escalator up to the Pentagon entrance. For Metrorail map and more information, visit the Washington 

Metropolitan Area Transit Authority web site.

Driving Directions:  

– To or from the west: there are two main routes: I-66 and Route 50. Route 50 is four lanes (or more in places), but is not 

limited access and does have traffic lights. I-66 is four lanes from Arlington to the beltway (I-495). Important note: All 

lanes of I-66 are HOV lanes during rush hours, i.e. a minimum of 3 people per vehicle. It also becomes bumper to 

bumper during rush hour.

– To or from the south: there is one main route: I-95/395. This is the main north-south interstate route along the East 

coast of the United States, so it carries a heavy traffic load most of the time. South of the beltway (I-495) this road is 

called I-95. Between the beltway and downtown Washington, DC, this road is called I-395. When this highway crosses 

the Anacostia River several miles northeast of the Pentagon, it leads directly onto I-295.


Microsoft_Office_PowerPoint_Slide5.sldx
Directions to the Pentagon

Metrorail:  To reach the Pentagon via the public MetroRail system, take either the yellow or blue line to the Pentagon stop. Exit the Metro and take the escalator up to the Pentagon entrance. For Metrorail map and more information, visit the Washington Metropolitan Area Transit Authority web site.



Driving Directions:  

To or from the west: there are two main routes: I-66 and Route 50. Route 50 is four lanes (or more in places), but is not limited access and does have traffic lights. I-66 is four lanes from Arlington to the beltway (I-495). Important note: All lanes of I-66 are HOV lanes during rush hours, i.e. a minimum of 3 people per vehicle. It also becomes bumper to bumper during rush hour.

To or from the south: there is one main route: I-95/395. This is the main north-south interstate route along the East coast of the United States, so it carries a heavy traffic load most of the time. South of the beltway (I-495) this road is called I-95. Between the beltway and downtown Washington, DC, this road is called I-395. When this highway crosses the Anacostia River several miles northeast of the Pentagon, it leads directly onto I-295.
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Directions to the Pentagon (cont.)

Driving Directions:  

– To or from the east: take the beltway (I-495) south until you cross the Potomac River on the Woodrow Wilson Bridge. 

Then take Highway 1 north or I-395 north until you reach the Pentagon.

– To or from the north: driving through the District of Columbia during rush hour is asking for trouble. Traffic is very 

heavy and navigation is difficult. One way to go from the north is to drive the beltway to the west of the city, then take 

the George Washington Parkway to the Pentagon. The other choice is trickier: you can drive the beltway to the east 

and then take the Baltimore Washington Parkway southbound to where it simply becomes I-295. Then you have two 

tricky alternatives.

– You can get off at the Suitland Parkway westbound, then cross the Anacostia River on the Douglas Bridge, being alert 

for signs to I-395 south. You will be on city streets for a mile or so. 

– Or you may take the Suitland Parkway eastbound long enough to drive underneath I-295. Then immediately re-enter  

I-295 northbound and drive a little less than one mile to the Anacostia Bridge exit. This will take you westbound 

directly onto I-395. 

Parking at the Pentagon

– There is no public parking on the Pentagon Reservation. Parking arrangements should be made through the primary 

point of contact coordinating your visit.

– Metro is a very convenient way to reach the Pentagon and public parking is available across I-395 from the Pentagon 

at Pentagon City Mall.
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Directions to the Pentagon (cont.)

Driving Directions:  

To or from the east: take the beltway (I-495) south until you cross the Potomac River on the Woodrow Wilson Bridge. Then take Highway 1 north or I-395 north until you reach the Pentagon.

To or from the north: driving through the District of Columbia during rush hour is asking for trouble. Traffic is very heavy and navigation is difficult. One way to go from the north is to drive the beltway to the west of the city, then take the George Washington Parkway to the Pentagon. The other choice is trickier: you can drive the beltway to the east and then take the Baltimore Washington Parkway southbound to where it simply becomes I-295. Then you have two tricky alternatives.

You can get off at the Suitland Parkway westbound, then cross the Anacostia River on the Douglas Bridge, being alert for signs to I-395 south. You will be on city streets for a mile or so. 

Or you may take the Suitland Parkway eastbound long enough to drive underneath I-295. Then immediately re-enter  I-295 northbound and drive a little less than one mile to the Anacostia Bridge exit. This will take you westbound directly onto I-395. 



Parking at the Pentagon



There is no public parking on the Pentagon Reservation. Parking arrangements should be made through the primary point of contact coordinating your visit.

Metro is a very convenient way to reach the Pentagon and public parking is available across I-395 from the Pentagon at Pentagon City Mall.
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GREEN LINE:
North Campus

BLUE LINE:

Hours of Operation:
5:30 a.m. to 6:30 p.m.

Hours of Operation:

5:30 a.m. to 9:00 a.m.
2:45 p.m. to 6:30 p.m.

Stops on Route:

¢ Building 10
; , Stops on Route:
ain Hospital Lobb

(i i 2z + Building 10
+ Building 66 (Main Hospital Lobby)

(Fisher House)

* Building 8

e Navy Lodge :

(Only from * Parking I"ot.E

9:00 a.m. to 2:45 p.m.) (near Building 141)

* Medical Swing Space + Temporary Fitness Center

RED LINE:
South Campus

Hours of Operation:

5:30 am. to 9:00 a.m.
2:45 p.m. to 6:30 p.m.

Stops on Route:
« Building 10

(Main Hospital Lobby)
e AFFRI

¢ Parking Lot W
(USU Garage)

« Navy Lodge

METRO LINE: Direct
Shuttle

Hours of Operation:
5:30 a.m. to 6:30 p.m.

Stops on Route:
¢ Building 10
(Main Hospital Lobby)

¢ Metro Stop

SILVER SPRING:
Direct Shuttle

Hours of Operation:

* Building 17 * Building 27 (JTF) * Parking Lot H 5:30 a.m. to 6:30 p.m.
« Building 62 ¢ Building 60 * Parking Lot I (CDC) Stops on Route:
(BEQ / Comfort Hall) America Buildi
¢ America Building « AFFRI cL 8 SULERE
« Building 14 _ _
« Building 7 (Facilities) * Back to Building 10 * Silver Spring Metro Stop
(near Security office) (Main Hospital Lobby)
¢+ Back to Building 10
Blue Line Shuttle Takes You To: (Main Hospital Lobby)
» Executive Health
|| GATES Gate 2 (South Gate) Gate 4 (Navy Lodge Gate)

Gate 1 (North Gate)

Mon-Fri, 0500-0530 & 0730-1400: Two lanes inbound,
one lane outbound

Mon-Fri, 0530-0730; Three lanes inbound, one lane outbound
Mon-Fri, 1401-1800; One lane inbound, three lanes outbound
Mon-Fri, 1800-1900: Two lanes inbound, one lane outbound
Sat-Sun & Holidays, closed

* Pedestrians have 0500-1900 inbound/outbound access

Mon-Fri, 0500-1400: Two lanes inbound, one lane outbound
Mon-Fri, 1401-1900: One lane inbound, two lanes outbound
Mon-Fri, 1901-0459: One lane outbound

Sat-Sun: One lane outbound

* Pedestrians have 24/7 inbound/outbound access

Gate 3 (NEX Gate)
Mon-Fri, 0500-1900: One lane inbound, one lane outbound
* Pedestrian access Mon-Fri, 0500-1900

Mon-Fri, 0500-1400: Inbound commercial vehicle traffic only

Mon-Fri, 1401-1500; One lane inbound commercial vehicle
traffic, one lane outbound

Mon-Fri, 1501-1800: One lane outbound
* No pedestrian access

Gate 5 (University Gate)

Mon-Fri, 0500-1800: One lane inbound, one lane outbound.
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