29 August 2007

From:
Director of Athletics

To:
Officer Representatives of Intercollegiate Sports Teams

Subj:
INSTRUCTIONS FOR OFFICER REPRESENTATIVES 


OF VARSITY AND JUNIOR VARSITY SPORTS
Encl:
(1) Guidance for Officer Representatives

1.  Purpose.  To provide guidance and instructions to Officer Representatives to varsity and junior varsity athletic teams.

2.  Discussion.  The Senior Associate Athletic Director/Physical Mission will assist the Director of Athletics in all issues pertaining to the selection and training of Officer Representatives and serve as a liaison/mentor for the Officer Representatives and the Naval Academy Athletic Department on issues concerning the execution of Officer Representative duties.

3.  Requirements.  Officer Representatives will be permanently assigned officers to USNA, 0-3 and above.

4.  Actions.

a.  Report directly to the Commandant of Midshipmen and Director of Athletics on all matters, issues or concerns pertaining to violations of U.S. Naval Academy and/or varsity athletic program policies or procedures.

b.  Notify the Sr. Associate AD/Physical Mission and Associate/Assistant Director of Athletics for the assigned sport team on any issues that are deemed relevant to the proper administration of his/her responsibilities as outlined in enclosure (1).

c.  Once selected, all Officer Representatives should familiarize themselves with the job responsibilities and guidance outlined in enclosure (1).  Supplemental guidance is given in the Officer Representative notebook that will be provided to each Officer Representative at the annual orientation meeting of all Officer Representatives prior to the start of the academic year.

d.  The Officer Representative and Head Coach of each sport will serve as the Advisory Committee on awards and letters for their sport.  At the end of the season, the Officer Representative, with recommendations from the Head Coach, will submit in writing to the Director of Athletics recommendations for these awards.

e.  Officer Representatives of varsity sports are members of the Athletic Council of the Athletic Association, and as such, attend the meetings of the full Athletic Council when called by the Chairman of the Board of Control of the Naval Academy Athletic Association.

Chet Gladchuk

Director of Athletics
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       Return of team athletic gear

1.  HOME CONTESTS / VISITING TEAMS 
Officer Representatives should ensure a team representative meets visiting teams.  The Officer or Faculty Representative, a Coach, or a Manager could perform this function. The key is to provide varsity teams support, useful information, and to help make their visits more pleasant.

The Officer Representative and the Head Coach should meet all Army and Air Force athletic teams.
The Officer Representative must ensure that after a sports event their team Manager submits a completed report to the Sports Information Office, as soon as possible.  When records are equaled or broken, ensure the report includes supporting information about the events.

The Officer Representative shall ensure that team guarantees and officials’ fees are picked up the day before each event from the Business Office in Ricketts Hall.

The Officer Representative shall ensure that the necessary personnel are available to operate the scoreboard and public address system for each scheduled contest.  Coordinate this function with the Scheduling Officer in the Physical Education Department (ext. 3-5239).

A copy of the information sheet on the visit of athletic teams, advising of arrivals and departures, will be forwarded to you for your information.

2.  AWAY CONTESTS / TRIPS
Officer Representatives travel with the team to away contests and assist the Head Coach in travel coordination and administration.  They are accountable for monitoring the military and academic performance of all team members.  They work through the Faculty Representative in maintaining liaison with the Academic Departments.

Newly appointed Officer Representatives should conduct a “pre-sail” brief with Carl Tamulevich (3-8727), the Senior Associate Director of Athletics for Scheduling and Team Support, prior to commencing his or her team’s first road trip.

The Officer Representative is considered in a “duty status” while on trips with athletic teams.  He or she will remain in uniform and with the squad at all times when it is assembled as a group.
All Coaches and an Officer Representative must travel with their teams unless excused by the Director of Athletics.  Officer Representatives cannot select substitutes without approval of the Director of Athletics.

Notify the NAAA if the Faculty Representative intends to travel with the team.  Faculty Representatives should be encouraged to attend away contests as tutors or academic counselors, when necessary.  It is important that this information be forwarded well in advance to accommodate sufficient time to make room reservations and other travel arrangements.
On away trips, the Officer Representative will report the team’s departure from the Academy and its return to the Academy to the Officer of the Watch, Bancroft Hall (410.293.5001/2/3).  If a late return is anticipated, advise the Officer of the Watch, Bancroft Hall, as soon as possible.  

The uniform for trips authorized for team travel, whether it is an in-season scheduled contest or special out-of-season team movement, is always prescribed on the movement order.  Midshipmen departing the Naval Academy on an athletic team movement order are required to stand inspection by the Officer Representative prior to departure.  Location will be the Rotunda unless otherwise indicated on the movement order.  Inspection will be in the uniform of the day. 

Only the Midshipmen listed on the movement order are permitted to travel with the squad to and from athletic events held away from the Naval Academy.

Every attempt should be made to follow the times listed on the movement order.  Excessive delays after the contest for whatever reason (e.g., post-game tailgate) are not permitted.  Movement order itineraries may not be changed without permission from the Director of Athletics.

Prior to any trip, get directions.  Know the way to events to assist drivers and facilitate travel time.  For away trips with teams cash advances are made and expense statements are required. Return of these statements within five days after your return is necessary to facilitate office handling.  Strict accounting is required.  Prohibited expenses are magazines, movies, alcoholic beverages, personal convenience items, etc.  Phone calls by the Officer Representative for official NAAA business (report results, injuries, etc.) may be placed on the hotel bill.  All other phone calls will be the responsibility of the Officer Representative.

Meals should be selected from the regular breakfast, lunch and dinner menus rather than ala carte.  When possible, it is recommended to pre-arrange team meals to facilitate service and keep costs within budget.  Team meals arranged prior to departure may be directly billed with hotel rooms.  There are many occasions when giving a flat rate to each midshipman to cover meal expenses is not only convenient, but also necessary.  If an outside group or parent provides a free meal, per diem for that meal may not be given also.  Additionally, under no circumstances may you give a parent/booster group cash to reimburse them for a meal.  All receipts must be returned to the NAAA for reimbursement.  If in doubt as to what to do on a specific trip, check with Carl Tamulevich before departing on the trip.  Following are suggested prices for individual meals, exclusive of tips (it is recommended that the Officer Representative handle the money and not distribute it to the team):  

Breakfast............. $ 5.00

Lunch................. $10.00

Dinner................ $15.00

Prices may be higher in some locations and the Officer Representatives will have to use his or her judgment under these circumstances.  Officer Representatives should do the tipping for the entire group.  Fifteen percent (15%) of the bill is considered adequate.

When on the road, Officer Representatives should ascertain whether Coaches’ meals are gratis. Some restaurants provide gratis meals or reduced prices to coaches traveling with athletic teams. Officer Representative should return that portion of meal money allotted.

Officer Representatives and Coaches should handle all official financial transactions for the Midshipmen of the squad.  Incidentals, such as long distance telephone calls, pay TV, valet services, etc., shall not be charged to the Midshipmen's rooms and are the responsibility of the individual.  Upon hotel check out, the Officer Representative will review the bill to ensure that incidentals charged against the rooms are paid by the individuals responsible prior to departure.  In addition, he/she should review banquet/meal charges for appropriateness.  When signing any bill, clearly indicate the appropriate team.

Officer Representatives and Coaches are not authorized to furnish individuals or groups of Midshipmen with funds for any purpose other than those specifically approved by the NAAA in advance.

Transportation (airline/train) tickets shall not be distributed among the individual Midshipmen on the trip, but shall remain in the possession of the Officer Representative.  The only exception is in the case of Midshipmen having authorized weekend liberty and returning to Annapolis independent of the main party. No Midshipman on an athletic team may leave the team travel party, with one exception:  Midshipmen who are granted weekend privileges for that particular weekend may, upon prior approval of the Officer Representative and the Coach, leave the team party after completion of the last athletic event. Midshipmen may not leave the team travel party prior to the competition.  As a general policy, Midshipmen 1/C and 2/C should be encouraged to take their weekend privileges on weekends other than those on which their squad is scheduled to compete.  Team members should be advised of this policy at the very outset of the sports season and carefully guided by it throughout the season.  It is the responsibility of the Officer Representative and the Coach to ensure that the Midshipmen desiring to take these privileges during the season obtain their consent prior to submitting their requests in accordance with the USNA Regulations and sign a Release of Liability prior to departing from the stipulation delineated in the Movement Order.

Prior to leaving the team party, Midshipmen must check out with the Officer Representative.  Liberty in the immediate vicinity of the place of the athletic event may be granted at the discretion of the Officer Representative and Coach.  However, all hands, with the exception of those mentioned above, will return with the team.

The Officer Representative must make his or her decisions on the spot as to handling the

routine of, or special situations regarding, Midshipmen on trips, giving due regard to Naval Academy Regulations, training, time of departure, etc.

Midshipmen student-athletes shall present an appearance in keeping with the highest traditions of the Naval Academy.  The uniform of the day shall be the expected attire for all team travel. If the Officer Representative for a team would like to request travel in team warm-ups, the following process will be utilized:

1. The O’Rep will e-mail the Senior Associate AD/Physical Mission (Dr. Tom Virgets)  and Senior Associate AD for Scheduling and Team Support (Mr. Carl Tamulevich) requesting team travel in warm-ups.  The e-mail will be cc’ed to Brigade Operations Officer (CAPT Gary Williams).  Request will provide reason and detail as to why travel warrants team warm-ups vice uniform of the day.

2. The Sr. Associate AD/Physical Mission (or Sr, Associate AD for Scheduling and Team Support) will forward recommendation to the Brigade Operations Officer. 

3. Brigade Operations Officer will make a recommendation and/or forward the request to the Deputy Commandant for final determination.

4. Once approved/disapproved by the Deputy Commandant, the Sr. Associate AD/Physical Mission (or Sr. Associate AD for Scheduling and Team Support) will notify the O’Rep and Head Coach of the decision.

Team warm-ups are the only alternative to traveling in the uniform of the day.  No other options (civilian clothes, “blue-over-khaki”) will be worn.

On MOVORDS, the Officer Representative and Head Coach may impose liberty hour restrictions as they see fit.  On evenings when there is no scheduled contest the next day, the Officer Representative and the Head Coach will take into account the size of the city, functions to which Midshipmen may have been invited, effect of liberty on physical condition of team members, and any other factors which may be present before setting liberty restrictions.  

Officer Representatives and Coaches of all sports will act as official representative of the Naval Academy while visiting other institutions for intercollegiate competition, and take necessary steps that the Midshipmen of their squads utilize the facilities of the host institutions in the same manner visiting teams are expected to use the facilities at the Academy. 

In some cases, host colleges and universities extend such courtesies as dinner parties, dances, etc., to Officer Representatives, Coaches, and the team.  Care should be taken that the Naval Academy is properly represented on these occasions and that the correct uniform is worn.

Upon completion of the contest, the Officer Representative should make a station-to-station telephone call, using the Coach's NAAA credit card, to the Naval Academy telephone operator (410.293.1000) and ask to be connected with the Midshipman-in-Charge, Main Office,
Bancroft Hall (ext. 3-5001/2/3).  Give the Midshipman the score of your contest and ask him to call the Officer of the Watch and relay the score to him/her.

As soon as possible after returning to the Naval Academy, the Officer Representative should complete the trip report covering the details of the trip.  This form will be provided to the Officer Representative by the Office of the Director of Athletics prior to his departure from Annapolis.

Officer Representatives are expected to report any serious injuries to team members to the Bancroft Hall Medical Department Duty Officer, Bancroft Hall OOW, and NAAA upon

returning to the Naval Academy.  Additionally, any hospitalization will be reported immediately 
to the same three agencies:  Bancroft Hall Medical Duty Officer, Bancroft Hall OOW, and NAAA.
3.  SPOUSES ON TRIPS WITH ATHLETIC TEAMS
All Officer Representatives, who are NAAA members, and their spouses will be invited to attend the Army-Navy football game as guests of the NAAA.  In addition, when it is his or her team's year to participate against Army at West Point, the Officer Representative and spouse will be invited to attend as guests of the NAAA.  On all other athletic trips, spouses, friends, guests, or dependents will not travel with the team.

4.  NCAA FUNDED TRIPS
For all NCAA Championship funded trips, the NCAA puts a limit on the size of the traveling party.  Normally, this limit is reached with Midshipmen members of the squad and coaches.  The NAAA does not budget for any travel to NCAA competition and normally will not allow additional travelers above the NCAA limit.  Exceptions to this policy will be on a case-by-case basis as determined by the Director of Athletics.

5.  GASOLINE FOR NAAA VEHICLES
Gasoline for all NAAA vehicles is to be obtained from commercial sources and costs submitted with the trip voucher.  Use of a government source of gasoline is not authorized for NAAA vehicles.

6.  GOVERNMENT BUS DRIVERS
By Interstate Commerce Commission regulation, bus drivers are limited to a 15-hour duty day, of which they can drive a maximum of 10 hours.  Furthermore, a Union agreement dictates that USNA drivers are assigned to standard working shift hours.  All drivers are assigned to a 0730-1530 shift, 0830-1630 shift, and a 0930-1730 shift.  Workweeks run Monday through Friday, Tuesday through Saturday, or Wednesday through Sunday, respectively, depending upon the driver.  All of this is done in an attempt to balance the requirements of the drivers supporting the Academy during the week (they drive more than buses) and supporting the Academy's teams.  Drivers begin their workday just prior to picking up a team in the morning or at the start of their normal workday, whichever is earlier, even if it's their normal "off" day, e.g., Sunday.  Similarly, they go "off the clock" shortly after dropping a team off at night or at the end of their regular workday, whichever is later.  Upon return to the Academy, the driver goes off the clock shortly after arriving.  On the road, if a driver does not need to be retained during the day, he/she should be released to rest up for the return trip.  Repairs for mechanical problems of government buses are the responsibility of Public Works.  If a major breakdown occurs, notify the NAAA to discuss alternatives.  Don't obligate additional NAAA funds without checking first.
USNA drivers receive a per diem allowance for personal room and board expenses incurred during away athletic contests.  Don't pay any of these type expenses for them.  Instruct bus 

drivers to pay for their hotel rooms when they check in.  Do not charge the cost of hotel rooms or incidentals of bus drivers to the NAAA when checking out.

DOD regulations and most state laws limit the speed of vehicles to a maximum of 65 MPH.  Please don't request drivers to drive any faster than the posted speed limit.  Transit times are determined based on a 65-MPH speed limit, as applicable enroute.

The Officer Representative should ensure that the buses are reasonably clean, especially upon return.  Have all trash placed in receptacles provided by the driver.  Buses are not to be used for sightseeing or "night on the town" affairs.

Upon return to the Naval Academy, the Officer Representative is to verify the driver's trip ticket for the entire trip.  Supplemental instructions regarding government buses will be issued to all Officer Representatives.

7.  SCHEDULING
All matters pertaining to schedules and all arrangements for practice contests must be approved by the Director of Athletics.  Officer Representatives and Coaches should not obligate the Naval Academy or the Athletic Department in any way with regard to the scheduling of any sport contests, practice, or otherwise.

8.  ACADEMIC RESPONSIBILITIES
In addition to coordinating registration for athletes, the Senior Associate Director of Athletics for Admissions/Academics/Compliance (Dave Davis) and the Academic Liaison Officer (TBD) are available to help each Officer Representative and Coach with any academic problems that might arise, such as scheduling, exam conflicts, changes of major, etc.  Their offices are located in Ricketts Hall, and they can be reached through e-mail or at ext. 3-8741, 3-8743 or 3-2238.  Officer Representatives are encouraged to maintain constant dialog with the assigned Faculty Representative.

Early Alert – Officer Representatives must be pro active in identifying students who are struggling as early as possible, even prior to the six-week grades.  For some students with serious academic difficulty, six weeks (first marking period) may be too late for effective academic assistance.  Active intervention must be used to insure that extra instruction is being utilized.  Officer Representatives and Faculty Representatives should monitor grades on a weekly basis for the first two marking periods at a minimum.  If extra instruction fails to remedy the situation, the Athletic Department will assist in requesting intervention from the Academic Center.  Your squad’s grades are accessible via MIDS.  If you experience any difficulty in attaining your squad’s grades, please contact the Academic Liaison Officer at 3-8743.
 9.  MILITARY PERFORMANCE EVALUATION REPORTS
Military performance comprises almost 18% of a midshipman’s overall Order of Merit.  Military performance is reflective of the grades that the Company Officer assigns midshipman on their Fitness Report (FITREP) or Evaluation (EVAL).  To allow coaches and Officer Representatives the ability to provide input to the performance grades, you will have the opportunity to submit 
performance information to the Brigade Performance Officer, who will in turn forward the information to the Company Officers.
The Commandant will disseminate periodic Notices related to the FITREP system used by the Company Officers in evaluating all Midshipmen.  Officer Representatives are to be familiar with these Notices and follow the appropriate reporting periods.

Unless otherwise directed, all feeder input FITREPS are to be submitted twice a year for all Midshipmen assigned to your team.  Due dates are 1 November and 1 April, regardless of sport season.

10.  REQUESTS PERTAINING TO ATHLETIC SQUADS
To improve and clarify communication between the Naval Academy Athletic Department and the Office of the Commandant, all requests concerning matters pertaining to athletic squads, such as meetings, excusals, etc., must be made in writing via the Sr. Associate AD/Physical Mission.

11.  MEMORIAL TROPHIES OR AWARDS
Any inquiries received by the Officer Representatives and Coaches of the various sports concerning the establishment of memorial awards or trophies for former members of the Naval Academy teams, shall be referred to the Director of Athletics for resolution.  Make no commitment yourself.

12.  RECOMMENDATIONS FOR ATHLETIC AWARDS
IAW COMDTMIDNINST 1650.1 Series, at the end of your sport=s regular season the Officer Representative shall make written recommendations to the Director of Athletics for the proper athletic awards (Letters).  A special form will be provided for this purpose.  When submitting this form, you are required to attach appropriate justification.  The justification should leave no doubt as to the Midshipman=s meeting the criteria.  We recommend you submit the worksheet (grid or chart) you used in determining qualification.  As stated in COMDTMIDNINST 1650.1 Series, recommendations for waivers can be submitted for special circumstances by memo to the Athletic Director, via Carl Tamulevich.
13.  ELECTION OF TEAM CAPTAIN
The election of team captain shall take place immediately after the season is completed.  The Sr. Associate AD/Physical Mission will provide separate election instructions at the end of your 

season.  The Officer Representatives for Spring Sports must be particularly attentive to electing team captains prior to the Brigade departing for summer programs.

14.  ALCOHOLIC  BEVERAGES / TOBACCO  AND  DIP
Alcoholic beverages are strictly prohibited by all personnel while on a movement order and will not be carried in any vehicle associated with the team or coaches’ travel.  No alcoholic beverages are to be purchased with Naval Academy Athletic Association funds during team trips.  This pertains to pre-meal cocktails, as well as beverages with meals, and applies equally to Officers, Coaches, and Midshipmen.  All personnel associated with athletic teams are forbidden to use chewing tobacco/dip.  This includes Officer and Faculty Representatives, Coaches, managers, and student-athletes.  Any violation of this policy will be reported to the Director of Athletics, immediately. 

15.  TATTOOS

MidRegs state “Midshipmen shall not get tattoos, body piercing, or brands while assigned to USNA.  Preexisting tattoos, piercings, or brands shall not be visible in uniform, PE gear, or while representing USNA in athletic competitions.”

For Midshipmen with preexisting tattoos our Head Athletic Trainer, Dr. Jeff Fair (3-8717), has information on an over the counter cosmetic cover-up that is available for purchase by Midshipmen.

16.  MORNING/EVENING COLORS
Morning Colors (0800) and Evening Colors (Sunset) are observed at three locations on the yard - Administration Bldg, Bancroft Hall and Medical Clinic.  Midshipmen who are participating in outside practices and/or meetings are expected to stop, stand at attention, and face the nearest flag during the playing of Colors.  Midshipmen participating in intercollegiate competition are excused from observance of colors.

17.  OFFICER  REPRESENTATIVE  UNIFORM
Officer Representatives are required to be in the uniform of the day during all sport contests. During inclement weather, discretion is authorized for foul weather gear.  The importance of your example to the Midshipmen of being in the proper, authorized uniform at all times, at home and on trips, is emphasized.  You are expected to maintain high standards of appearance.
18.  MEDICAL EMERGENCIES AWAY

Midshipmen should keep their TRICARE card in possession while on travel.
EMERGENCIES:  Go to emergency provider.  Tell ER staff it’s TRICARE.  Call 1.888.999.5195 (TRICARE contract administrator) after care has been provided to get the case into the system as an emergency, so that it will be documented for later payment.  You’ll need the midshipman’s military I.D., midshipman’s SSN, details of case, and the provider name and address.

URGENT CARE: Call Naval Medical Clinic, Annapolis Military Medicine (24-hour) at 410.293.1758.  Duty personnel will get the duty provider on the line who will discuss the case, either authorize care (a MUST for “the system”) at a provider in the area or indicate the case can wait for return to primary care provider at Naval Medical Clinic, Annapolis.  If out-of-area care is authorized, call 1.888.333.4522, the 24-hour health care finder, to get information on where to go “on the road.”

19.  ALUMNI FUNCTIONS AWAY CONTESTS
Please be advised that the Alumni Association and the NAAA has agreed that varsity sports teams on the road may be asked to attend or appear at local chapter events in order to represent USNA when on the road.  This is in no way a carte blanche to tie you and the respective team to a schedule simply based on an agreement, etc.  You remain, as in the instruction, in charge of ensuring that nothing is scheduled outside of your varsity event.  However, if the opportunity presents itself and it does not interfere with preparing for competition or your return to Annapolis, please consider this as a step towards improving public relations among Alums who follow all of our teams coast-to-coast.

20.  NAAA LAPTOP COMPUTERS
The Naval Academy Athletic Association has purchased laptop computers for student-athletes to take on the road trips to complete their assignments.  These computers can be checked out only by the Officer Representatives and they are for use only by the student-athletes.  When you pick up your money for the movement order from the NAAA Business Office, you can also pick up a computer in Room 264 of Ricketts Hall.  A set of guidelines will be given you at the time of the checkout, and you need to have each student-athlete who uses the laptop sign the form that acknowledges these guidelines.  The computers are due back in the NAAA offices (Room 264) the first business day following the conclusion of the movement order.

Among the guidelines: Users are not to load other software programs onto the laptops, they are not to be used for Internet access or e-mail access, and all files placed on the computer must be taken off before it is turned back in.

If you have any questions or wish to reserve a laptop contact Loretta Lamar (3-8936).
21.  CONDUCT, HONOR, PERFORMANCE CASES
Officer Representatives will be notified when one of their athletes has been forwarded to the Commandant for a conduct, honor, or performance board.  This notification will be coordinated by the NAAA Academic Liaison Officer (TBD) and the Commandant’s Staff representative.  Notification will normally be via e-mail to the Head Coach and Officer Representative.  The Head Coach shall notify his/her assigned Assoc./Ass’t AD as to the circumstances surrounding the particular issue.  The Officer Representative, working in conjunction with the Head Coach, should contact the Company Officer and effect the necessary coordination to assist in reviewing the issue.  It is vitally important that the Company Officer, Head Coach, and Officer Represen-tative and Team Captain(s) maintain effective communication regarding the case and that the 
Head Coach, Team Captain(s), and Officer Representative attend the Conduct, Honor, and/or Performance Board.  This type of relationship and information exchange is a critical responsibility of the Officer Representative.

Coaches should attend a conduct case a minimum of one time per year, preferably a non-athlete case, to familiarize themselves with conduct case procedures.

22.  RETURN OF TEAM ATHLETIC GEAR
Officer Representatives shall assist the coaching staff and NAAA personnel in ensuring all team members return all appropriate athletic gear as soon as possible following the conclusion of their season.

END
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