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CHAPTER 12 – Religious Support
12-1.  General.  The Division Chaplain section provides personnel, administrative, 

and logistical support for all 2ID Unit Ministry Teams (UMTs).  The Division Chaplain section provides direct religious support to the Division Commander and Division staff and synchronizes religious support to subordinate units.  The Division UMT maintains a trained and motivated religious support team of U.S. and Korean chaplains, U.S. and KATUSA chaplain assistants and civilian employee providing competent and comprehensive ministry to all personnel in 2ID.

12-2.   Responsibilities.  

a.  Division Chaplain: Provides advice on matters of religion, morals and morale.   Assign religious support assets throughout the 2ID to ensure comprehensive religious support to all commanders, staff members, soldiers, authorized civilians and military family members.  Manages the religious support plan for 2ID.  Maintains liaison with USFK and 8th U.S. Army Command Chaplains’ Offices.  Ensures that all 2ID chaplains maximize opportunities to meet ecclesiastical obligations.  Manages the overall administration operation of the Division Chaplain’s Office.  Monitors and serves as chairperson for the 2ID Chaplains Program Budget and Advisory Committee (CPBAC).  Supervises 2ID personnel administration for chaplains.  Serves as Division Chaplain Historian.  Coordinates with USFK and 8th U.S. Army Command Chaplains’ offices for requisition, assignments and special actions.  Updates UMT personnel rosters, biography sheets and sends out welcome letters.  Provides pastoral care and counseling.  Conducts worship and religious education IAW AR 165-1.

b.  Deputy Division Chaplain: Serves as training manager for 2ID UMTs.  Functions as Executive Officer with 2ID UMTs.  Prepares Division Chaplain input for 2ID OPLANs and OPORDs.  Supervises the office taskings and priorities for the Division Chaplain.  Provides oversight and supervision for the Command Inspection Program (CIP) in matters pertaining to the UMTs.  Monitors AFKN publicity for religious activities and coordinates daily devotions during 2ID period of responsibility.  Tracks all paperwork of Denominational Service Leaders to ensure timely approval.  Facilitates training for Division-wide programs on Suicide Prevention and Moral Leadership.  Provides pastoral care and counseling for 2ID Headquarters and conducts worship services and religious education IAW AR 165-1.  Serves as member and alternate chairperson for the 2ID CPBAC.   Coordinates publicity for religious support activities and manages UMT-related events.


c.  Republic of Korea Army (ROKA) Chaplain: Provides religious support to all KATUSAs in 2ID.  Serves as liaison officer to local pastors in the civilian community.  Advises the Division Chaplain on all matters of religion that affect KATUSAs.  Manages all religious programs for KATUSAs.  Conducts quarterly character building classes for all KATUSAs.

           d.  Religious Affairs Specialist: Serves as liaison with civilian employees and community for the Division Chaplain.  Acts as purchasing and contracting representative for the Division Chaplain.  Manages the Appropriated Fund (APF) Budget for the Division Chaplain.  Maintains an inventory of appropriated items to support statutory worship requirements for the Division.  Coordinates and executes all APF purchases for the Division Chaplain.  Manages and maintains all non-personnel services contracts effecting religious support in the Division.  Sends monthly GPC statement reports to the 2ID Resource Manager.  

           e.  Master UMT NCO (MSG): Serves as senior enlisted staff member and advisor to the Division Chaplain on all chaplain assistant issues in the Division.  Assists in preparation of the Division’s Command Master Religious Plan (CMRP).  Coordinates and advises G-1 on all Divisional chaplain assistant assignments.  Acts as the primary inspector for the 2ID CIP in matters pertaining to UMTs and religious support.  Serves as hand receipt holder for the Division Chaplain’s office.  Trains and mentors the Division’s chaplain assistants.  Conducts annual validation training course KATUSA chaplain assistants.

           f.  Operations NCO (SGT): Serves as the Training NCO for the Division Chaplain’s Office.  Provides religious support to the soldiers in 2ID.  Supervises 3 Separate battalion chaplain assistants and 2 KATUSA chaplain assistants.  Trains KATUSAs and prepares them for MOS certification.  Publishes a six-week training calendar and a schedule of recurring events that forecasts requirements 90 days out.  Prepares monthly performance counseling for subordinate soldiers.  Serves as primary driver for the Deputy Division Chaplain.  Serves as hand receipt holder for MTOE items.  Performs other duties as assigned, including Key Control Custodian, Camp Red Cloud Warrior Chapel NCOIC, Safety NCO, Security Manager, Transportation Coordinator, and Information Management Officer (IMO)

           g.  ROKA Chaplain Assistant (SGT): Serves as the Senior Chaplain Assistant for the ROKA Chaplain.  Provides religious support to the soldiers in the 2ID.  Assists Operations NCO in training subordinate KATUSAs and assists in the preparation for their MOS certification.  Performs other duties as assigned.


h.  Senior KATUSA Chaplain Assistant (CPL-SGT): Provides religious support to the soldiers in the 2ID.  Provides primary Chaplain Assistant support to the Division Chaplain.  Prepares logistical support for the Division Chaplain’s staff.  Maintains accountability of office expendable supplies, including consumable items purchased with money from the Non-appropriated Fund (NAF).  Serves as interpreter for the Division Chaplain’s office staff.  Conducts cyclic inventories, as required.  Performs other duties as assigned.

 
           i.  KATUSA Chaplain Assistant (PVT-CPL): Performs on-the-job training in religious support for garrison operations.  Performs administrative support functions with an emphasis on honing English speaking and writing skills.  Learns basic computer skills to include word processing, database, e-mail, and spreadsheet skills.  Gains proficiency at basic soldier skills.  Trains for KATUSA Certification within first six months of arrival to the unit.  Performs other duties as assigned.


12-3.  Administration.
a.  Staff members will use the Incoming Suspense Sheet to record and monitor 

taskings entering the office.  Once the tracking sheet is filled out and staffed, the Operations NCO logs the appropriate information in the suspense control log.  The suspensed task is filed with the control sheet attached to the back.  

           b.  Staff members use the Outgoing Suspense Sheet for all suspenses sent from this office.  When a suspensed action is completed, it is filed with the control sheet attached to the back.  

      
c.  Office files are maintained IAW AR 25-400-2 and DA PAM 25-400-2.  The approved files list receives annual updates and maintenance as prescribed within the noted publications.

       
d.  Reports:

(1) Daily Reports: The Operations NCO sends the Daily Status Report to HHC, 2X PAC NLT 0900.

      

(2) Weekly Reports: The Operations NCO provides Training Status to HHC, 2X Training NCO and attends the Training Meeting each Wednesday at 0930.

      

(3) Monthly Reports: 


(a) Brigade-level UMTs forward Religious Activity Reports (379-R) to the Senior KATUSA NLT the 8th day of each month.  The Senior KATUSA prepares the consolidated Division Religious Activity Report (379-R) and forwards it to the Division Chaplain NLT than the 12th day of each month.  With the approval of the Division Chaplain, the Deputy Division Chaplain forwards the consolidated 379-R to the 8th U. S. Army Command Chaplain’s Office NLT COB on the 12th day of the month.

(b) The Senior KATUSA compiles the PERSTEMPO Report from all Division UMTs in 1st week of each month.

(c) The Operations NCO forwards the updated Division Chaplain section Alert Roster to HHC, 2X and to the DTOC NLT the 15th day of each month.

(d) The Senior KATUSA will update the 2ID UMT Telephone roster during the last week of each month and forward the updated roster to brigade-level UMTs on the last working day of each month.

(e) The Operations NCO will conduct all required performance counseling with subordinate soldiers and KATUSAs NLT the last working day of each month.
 (4) Quarterly Reports:


(a) The Senior KATUSA will forward an updated 2ID UMT telephone roster to 8th US Army Chaplain’s office by the 20th day of JAN, APR, AUG, and OCT.

(b) The Operations NCO will forward the chaplains’ and NCOs’ Rating schemes to the HHC, 2X PAC and to the G1 on the 1st day of every quarter.

(c) The Senior KATUSA will prepare the quarterly consolidated 2ID Religious Activities Report (379-R) on the 15th day of each month.

(5) Leaves and Passes.

(a) All personnel assigned or attached to the Division Chaplain’s office will submit leave requests no less than 60 days in advance for the Division Chaplain’s approval.


(b) Pass Requirements.  All personnel assigned or attached to the Division Chaplain’s office will submit routine pass requests to the Master UMT NCO no less than 10 working days before the effective dates of the pass.  Personnel will submit a DA 31 for all pass requests.  The DA 31 will require the signatures of both the Deputy Division Chaplain and the Commander, HHC, 2X. 


                                (c) Warrior Pass Requirements.  All personnel assigned or attached to the Division Chaplain’s office will submit requests for Warrior Passes to the Master UMT NCO no less than 4 working days before they expect to use the pass.  To be eligible for the pass individuals must qualify on their individual weapon, have a current APFT passing score and no derogatory counseling in the past 30 calendar days.



(6) Continuity Books.  Continuity Books provide a tool for passing critical duty information and mission requirements to replacement personnel.  Continuity Books are not a substitute for SOPs and should not duplicate information contained within SOPs. 

(a) All UMT members will maintain Continuity Books in both hard copy and digital formats, IAW 2ID SOPs.  Continuity Books remain subject to inspection during all CIPs.

(b) All individuals assigned to the 2ID Division Chaplain’s Office will maintain Continuity Books in prominent and accessible locations in their respective offices.



(7) Requests for Denominational Support.

(a) Subordinate units will request denominational religious support (e.g., Catholic, Muslim, etc.) through S3/G3 channels to the Division Chaplain.  

(b) Upon receipt of the religious support request from G3Taskings, the Deputy Division Chaplain will designate the major subordinate command (MSC) that will be responsible for providing the necessary support.    

(c) Once G3 Taskings has issued a formal tasking to the designated MSC, the subordinate unit chaplain should conduct direct coordination with the chaplain providing the denominational support.  The two should refine the details of the support request, such as exact location, specific date, time, etc.

12-4.  Personnel.
a.  The Division Chaplain is responsible for managing all chaplain assignments and all associated chaplain personnel issues within 2ID.   When making assignments, the Division Chaplain will consider individual qualifications, denominational coverage considerations, and unit requirements.  Units having priority for fill are 4/7 CAV, 1st BDE, 2nd BDE, DIVARTY, ENG BDE, AVN BDE, DISCOM, and Separate battalions. 

b.  The Division NCOIC is responsible for managing all chaplain assistant assignments and associated chaplain assistant personnel matters within 2ID.  Units with priority for fill are 1st BDE, 2nd BDE, DIVARTY, 4/7 CAV, ENG BDE, AVN BDE, and DISCOM, Separate battalions.  Incoming chaplain assistants are assigned according to unit needs, grade/rank authorization, and level of professional development.

            c.  Responsibilities.

(1) Sponsorship.

(a) The Division Chaplain assigns a sponsor from the gaining unit.  The gaining UMT retains the responsibility for following their parent unit's sponsorship SOP, incorporating additional sponsorship requirements that the Division Chaplain may prescribe.

(b) The Division Chaplain NCOIC informs the gaining unit of the name and address of incoming personnel.  The gaining unit’s UMT retains the responsibility to follow their parent unit's sponsorship SOP, incorporating additional requirements that the Division Chaplain may prescribe.


(2) Integration.
(a) The Deputy Division Chaplain is responsible for that ensuring all new UMT members attend the 8th US Army Chaplain’s “Introduction to Ministry Training” on the prescribed dates.

(b) All newly arrived chaplains will schedule an office call with the Division Chaplain within 10 days of their arrival in the Division AO.  The chaplain's sponsor coordinates this office call with the Deputy Division Chaplain.


(c) All newly arrived chaplain assistants will meet the Division NCOIC within 15 days of their arrival in the Division AO.  The BDE NCOIC coordinates the appointment with Division NCOIC.

12-5.  Property and Facilities.

a.  Property.

(1) Changes to Hand Receipts involving installation property will be conducted IAW the IBPO SOP.
(2) Changes to Hand Receipts involving HHC, 2X, property will be conducted.  IAW HHC, 2X SOP.  

(3) All Hand Receipt inventories will be conducted IAW the IPBO SOP for Area 1 (dtd May 1996).

(4) All Lateral Transfers of property will be accomplished IAW the IBPO SOP for Area 1 (dtd May 1996) and the only by the Hand Receipt Holder.

(5) Hand Receipt holders will update signature cards annually.  The Division NCOIC will approve all signature cards. 

(6) No property will leave the Division Chaplain’s office without the prior approval of the Hand Receipt holder.


(7) The Hand Receipt holder must clear all hand receipts 30 days prior to DEROs date in order to PCS

b.  Facilities.

(1) The Operations NCO will submit all work orders and requests for work through the Deputy Division Chaplain to the Religious Affairs Specialist.  The Operations NCO, in concert with the Religious Affairs Specialist, tracks all work orders until each one is complete.

(2) The Deputy Division Chaplain retains the responsibility for all facility upgrade and work projects.  The Deputy Division Chaplain receives work status reports and bids each week.

(3) The Operations NCO will serve as the NCOIC for CRC Warrior Chapel.  He will publish the duty rosters no less that six weeks in advance.   The operations NCO will retain responsibility for scheduling all activities within the chapel proper and its outlying buildings.

12-6.  Training.  The Division Chaplain conducts monthly UMT training for all Division UMT members IAW with AR 165-1 and directives from the Chief of Chaplains.  UMT training occurs on the second Thursday of each month.

a.  Monthly training attendance is not optional.  Therefore, the Division Chaplain expects all UMT members, including KATUSAs, to be present for monthly training.  

b.  UMT members may gain the Division Chaplain’s approval to be absent from training in coordination with their respective MSC supervisor.  MSC supervisors will coordinate directly with the Division Chaplain to obtain an excused absence for a subordinate UMT member

c.  Sergeant’s Time Training.  Sergeant’s Time training occurs every Thursday from 0730-1130.  With input from the Master UMT NCO, the Operations NCO publishes quarterly training objective and a monthly training schedule.  The Operations NCO will conduct weekly MOS-related Sergeant’s Time Training to chaplain assistants assigned to separate battalions.

      
d.  KATUSA Training.  KATUSA training occurs every Tuesday from 0900-1130.  If a KATUSA is unable to attend training, the Operations NCO will submit a memo to the Senior KATUSA at HHC, 2X, explaining the reason for the absence.  English class for KATUSAs occurs every Thursday from 1300-1600.  The Division Chaplain will sponsor an annual KATUSA Validation Course.  The Master UMT NCO retains the responsibility for planning, organizing, and conducting the KATUSA Validation Course.

      
e.  Unit Training Requirements.  All UMT members will participate in annual, semi-annual, quarterly and monthly unit training.  UMT members may gain authorization to conduct decentralized training after submitting a request in memorandum format to Operations NCO.

           f.  The Operations NCO provides to the Deputy Division Chaplain a quarterly training calendar for the Division Chaplain’s section.  The calendar will accurately reflect training that is forecasted a minimum of six weeks out. 

12-7.  Memorials.  This SOP establishes uniform procedures and designates responsibilities for rendering honors to deceased 2ID soldiers via memorial ceremonies and memorial services, so that fallen Warriors will be honored in a fitting manner.   Memorial honors, ceremonies and services remain a command responsibility.  Units will render memorial honors to each soldier who dies while assigned or attached to a 2ID unit.  Commanders may request an exception in the case of a soldier who dies in a manner deemed less than honorable (e. g., death during the commission of a heinous crime, etc).  Units in 2ID will conduct memorial ceremonies, emphasizing honor, the service of the fallen Warrior and associated patriotic themes.  Memorial services emphasizing religious themes will only occur when a specific chapel community believes a worship service is needed as an expression of the faith of the soldier who died.

a.  Memorial Ceremony.  A memorial ceremony is a patriotic military ceremony, stressing patriotic themes, and as such, it is not a religious service.  Units may conduct memorial ceremonies in a chapel, as an outdoor formation or in an auditorium.  If commanders choose to use a chapel, it must be "faith group neutral", with all religious symbols either removed or covered.  The fallen soldier's chain of command provides ceremony leadership.  The chaplain should advise the commander in planning the memorial ceremony, and may assist in planning the event.  The elements of the ceremony will emphasize a patriotic theme. The chaplain may participate in the ceremony, but the chaplain will not wear full vestments.  The chaplain may wear the Army Chaplain black stole.  Because memorial ceremonies are not religious services, commanders can require soldiers to attend.

b.  Memorial Service.  A memorial service offers primarily spiritual comfort and is generally conducted in a chapel.  The fallen soldier’s specific denomination or faith group will determine the elements in the order of service.  Whenever possible, a chaplain from the soldier’s denomination or faith group should play an active role in the memorial service.  The chaplain retains the primary responsibility for planning the memorial service, and the unit provides assistance.  The elements in a memorial service are similar to those of a military funeral, except no body or remains are present.  Because of the clearly religious nature of memorial services, commanders may not require soldiers to attend.  

    
c.  The intent of memorials is to place proper focus on the service of the deceased and on comfort to the grieving unit and its soldiers.  Memorials should help begin closure for the unit, enabling the unit to move forward with its collective missions.    Commanders’ remarks can and should address what may be learned from the death.  Chaplains can and should address the needs of the soldiers.  

    
d.  Unit memorials will normally not occur less than 2 days or more than 7 days after the death.

    
e.  Battalion-sized units will plan memorial honors, and company-sized units will execute them.  Memorial ceremonies conducted in unit formations may be company or battalion-sized events.

    
f.  The memorial display will represent a standardized appearance.  The display will consist of the deceased soldier’s helmet placed on top of an inverted M16 with fixed bayonet, highly-polished combat boots, and the deceased soldiers’ identification tags hung from the rifle’s pistol grip.  

g.  Battalion Commanders will designate the appropriate uniform for program participants, to include the chaplain, the firing party and the bugler.  During memorial ceremonies, chaplains may wear black military stoles.  Attendees may wear appropriate duty uniforms.

    
h.  Memorial ceremonies will include the firing of volleys and Taps.  If the unit conducts the memorial indoors, the firing party and bugler will be positioned outside the facility.

   
i.  Units may include the “Last Roll Call" in both memorial ceremonies and memorial services as an option.  

   
 j.  Normally, the MSC chaplain has contracted instrumentalists who can provide appropriate music to support memorials.  In addition, vocalists may volunteer.


k.  Units will contact the SGS to ensure the Commanding General or his designee can be present at the proposed time for the memorial.  Units will not finalize memorial ceremony and service arrangements prior to completing this coordination.

l.  For memorials conducted indoors, the front two rows of seats on the left (entering from the rear) will be reserved for the Command Group, senior commanders, their spouses and distinguished guests.  Under some circumstances, additional VIP reserved seating will require additional left side rows.    Members of the deceased soldiers’ section/platoon will occupy the front seats to the right side of the aisle.  If needed, front seats to the right side of the aisle may also be reserved for family members and escorts.

    
m.  Units will coordinate with 2ID Public Affairs Office (PAO) to videotape the memorial for historical purposes or to provide the family a record of rendered honors.  Commanders will ensure that videotaping remains as inconspicuous as possible, so as not to detract from the solemnity of the memorial.

    
n.  Family Members.

(1) It is not uncommon for family members to attend unit memorials.  However, commanders should remember with appropriate concern for the family that such ceremonies are for the benefit of the grieving unit.



(2) If family members are present, units will employ the following indoor sequence of events:

(a) The unit's family escort will assemble the family in a waiting area where the commander or his designee will brief them on the elements of the memorial.  The briefing will address will be the memorial display, the volleys, Taps, and the "Last Roll Call."  The briefing will include entry and exit from the event and the offering of condolences by members of the command group and distinguished guests.

           

(b) Five minutes before the memorial begins, the family’s escort will lead the family into their seats.   Upon completion of the program, the escort will guide the family members to a designated waiting area.  The command group will then proceed to the waiting area to pay respects to the family.  Other members of the unit may also pay their respects in the waiting area.

       
o.  The National colors will be posted prior to the honors.  Generally, unit colors and guidons will be displayed inside for ceremonies and outside for services.  General Officer (GO) flags will be displayed outside of the chapel for both ceremonies and services.

       
p.  When the fallen soldier is assigned or attached to a brigade or division HHC, separate company, or detachment, the major unit commander will determine the appropriate distribution of commander, senior commander, senior NCO and staff responsibilities and functions described in this SOP.

q.  RESPONSIBILITIES.

(1) Unit Commander.

(a) Determine the date, time, and location of the memorial.  Assume overall responsibility for planning and executing the memorial.  Coordinate date and time with SGS to ensure the availability of the Command Group.

(b) Talk personally with family of deceased soldier.  Plan and time the call and or visit to closely follow the notification, but not sooner than 3 hours from the notification.  

(c) Determine rehearsal location, date, and time.  Conduct a full dress rehearsal the day of the event.  Conduct coordination with the unit chaplain for site preparation and memorial preparation.

(d) Provide personal data regarding the deceased soldier (including personnel data card information and soldier's service data) to the chaplain for use in the memorial bulletin.  Designate speakers and prepare personal comments. Review bulletin prior to printing.  Review comments from additional speakers.

(e) Coordinate with the 2ID Band for a bugler.  Ensure that the bugler is personally present for the full dress rehearsal.

(f) Contact 2ID PAO for videotaping and for appropriate media coverage.

(g) Coordinate with 2ID Protocol for GO flag(s) and traffic control.

(h) Provide a detail for to prepare the site for the memorial and to ensure that the site is properly policed once the memorial is complete.

(i) Conduct inspection of all participants’ uniforms, and conduct final site inspection.

(j) Designate and brief ushers, firing party, and unit's family escort, if required.

(k) Continue to assess unit morale.

(l) Coordinate the use of unit guidons, battalion colors, and the memorial display.

(m) Appoint Honors NCO to coordinate timing of honors by firing party and bugler. Ensure proper positioning of firing party and bugler.

(2) Unit Chaplain.

(a) Continue to assess unit morale and provide pastoral care.

(b) Advise the unit commander regarding the nature and content of the memorial, site selection, date, and time. If the worship community conducts a memorial service in addition to the memorial ceremony, the chaplain will assume certain duties normally assumed by the unit commander.

(c) Prepare the memorial bulletin for printing in consultation with the unit commander.  Refer to information contained below (para. s, Sequence of Events) when recommending the content and order of the memorial.

(d) Coordinate for instrumentalists/musicians, as appropriate.  With the exclusion of Taps, supervise musical aspects of the ceremony.

(e) Prior to the full dress rehearsal, coach and encourage participants who will offer formal comments during the memorial.  Prepare remarks as appropriate.

(f) Review this SOP, and advise the commander accordingly.

(g) Maintain contact with the MSC chaplain and the Division Chaplains’ Office.

(h) Participate in the briefing to family members, as required.

r. Planning and Preparation.

(1) As soon as practical after confirming the soldier’s death, the battalion commander will convene a planning cell consisting of the battalion executive officer, the battalion command sergeant major, company/battery/troop commander, company/battery/troop 1SG, unit chaplain, and other key personnel, as required.   During the planning session, the commander will determine the nature of the memorial, location, date, and time of the memorial, and assign additional responsibilities, as required.

(2) Additional planning meetings and in-progress reviews (IPRs) will occur as the commander deems necessary.

(3) Units should conduct conducted a full dress rehearsal the day the day of the memorial.  Commanders will conduct additional rehearsal as necessary.

s. Sequence of Events.

(1) Memorial Ceremony.

(a) Elements in the order of events for a Memorial Ceremony should reflect the following:

        Prelude

        National Anthem

        Invocation

        Commanders Remarks/Tribute

        Memorial Tribute (Biographical Sketch and Service Record)

        Scripture Reading

        Special Music

        Unit/Command Traditions, as required

        Silent Tribute

        Last Roll Call

        Firing of Volleys

        Taps

(b) Additionally, the ceremony may include remarks or personal reflections by fellow soldiers and leaders.

 (c) Music selected for the event should reflect the patriotic nature of the ceremony.  The Armed Forces Hymnal contains several traditional selections for memorial ceremonies.

(2) Memorial Service.

(a) Elements in the order of events for a Memorial Ceremony should reflect the following:

Prelude

Welcome

Moment of Silence

Hymn

Prayer

Scripture Reading(s)

Commander's Remarks (optional)

Special Music

Meditation/Sermon

Prayer

Last Roll Call (optional)

Firing of Volleys (optional)

Taps (optional)

Postlude

(b) The circumstances surrounding the soldiers’ death, as well as the deceased’s specific denomination or faith group, should dictate what elements constitute an appropriate order of service.  

(c) Additionally, the lighting and extinguishing of altar candles, special music by a soloist or instrumentalist, reading of the biography and service record, and/or comments by commander or fellow soldiers may be included.

(d) Music selections may either reflect the honored soldier's particular religious denomination or a broader religious tradition.
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