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SOP Handbook
Note: Hero2Hired (H2H) has transitioned its online capabilities to the Department of Veterans Affairs (VA) Veterans Employment Center (VEC). This transition supports the White House initiative to combine Federal efforts to hire Veterans under one web portal and strengthens interagency collaboration among the VA, Department of Defense, and Department of Labor. H2H Employment Coordinators continue to provide quality career readiness assistance to Reserve Component Service Members preparing for their next civilian career (e.g., resume assistance, interviewing skills, etc.). Each state, territory, and the District of Columbia has an H2H Employment Coordinator assigned who can assist with VEC enrollment and local employment resources. References to the H2H.jobs website in this resource, can now be accessed at www.ebenefits.va.gov/jobs.


Our Mission
The Joint Transition Assistance Program empowers Service Members, Veterans, Commands and Families with tools for transition. We will assist with transitions in careers, education and health care to strengthen individuals and their communities. We will achieve this with innovative outreach through partnerships in Oregon, and other areas as needed.

Key Themes of the J-9
It’s an art, not a science

· Team Building
· Trust and Transparency
· Focus on the Field
· Affirmation and Encouragement
· ARNG/ANG Integration
· Media – Telling our Story
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1. General
1-1 Purpose - The purpose of this Handbook is to establish Standard Operating Procedures (SOP) for members of the Joint Transition Assistance Program (JTAP). This SOP will ensure consistency in the execution of duties for the vast array of situations that present themselves. 
1-2 Chain of Command
1. J9 Director
2. J9 Outreach Director
3. JTAP Program Manager
4. JTAP Team Member
2. Joint Transition Assistance Program Duties and Responsibilities
[bookmark: OLE_LINK7][bookmark: OLE_LINK8][bookmark: OLE_LINK9]2-1 JTAP Program Manager
1. Directly responsible for the supervision, training and management of JTAP personnel and assigned brigade and battalion Project Officers throughout Oregon.
2. Responsible for the operation of contract personnel assigned and/or attached to the program.
3. Schedules and monitors all JTAP training and certification including: Health Insurance Portability and Accountability Act (HIPAA), Applied Suicide Intervention Skills Training (ASIST), Hero 2 Hired (H2H), Accident Avoidance, and Resilience Training Assistant (RTA).
4. Will testify before State and Federal legislatures on topics concerning Veterans and ongoing reintegration efforts as requested by senior leadership and elected officials.
5. Manage staffing of a 24-hour telephone helpline (1 888 688 2264) for Service Members in need.
6. Establish and continually update a Standard Operating Procedure (SOP) for the JTAP Staff.
7. Establish and maintain a reporting system for the Joint Transition Assistance Program. Confirm weekly reports are submitted by staff.
8. Conducts weekly conference call training meetings to discuss the latest updates and concerns surrounding the program and the implementation of duties.
9. Will spot check one Armory per week “unannounced” to ensure communication between J9 and units.
10.  Manages all JTAP activities though out the State of Oregon by the use of regionally placed JTAP personnel.
11. Assists with development, submission and maintenance of JTAP annual budget.
12. Coordinate and assist in activity planning of the demobilization process with the Mobilization Office.
13. Supervise coordination, facilitation, marketing and hosting of Career Fairs/Service Member Enhancement Days.
14. Solicitation of prospective employers for submission into the Hero2Hired/Employment Initiative Program (H2H/EIP).
15. Travel to and meet with Reserve Component Career Counselors at major commands to ensure they have the latest information concerning the Oregon job market and opportunities within the state.
16. Continue to develop partnerships with external agencies (i.e., Hire Oregon Veterans, Hire a Hero, Oregon Employment Department, US Department of Labor, US Veterans’ Administration, Oregon Department of Veterans’ Affairs, ESGR, state and federal Legislators, etc.)
17. Function as Advisor to the Recruiting and Retention Mgr/Cdr for purposes of recruiting and retention initiatives that may affect the organization.
18. Will approve all JTAP event itineraries prior to submission to Command.
19. Facilitates the incorporation and ongoing coordination of Joining Community Forces in but not limited to, eight regional areas in the state of Oregon.
20. Ensure team submits weekly JTAP report by 1500hrs each Friday. 
2-2 JTAP Personnel 
1. JTAP personnel are prepared to quickly react to a wide variety of Service Member and Veteran situations at any time. 
2. Available during scheduled phone duty assignment 24 hours a day 7 days per week. Available to assist Service Members during scheduled and nonscheduled duty hours. BPSI Contractors will utilize flex time in the event of work performed during nonscheduled duty hours in accordance with BPSI regulations.
3. Maintain a presence with units, Service Members, and Veterans in assigned areas.
4. Maintain and/or establish communication, coordination, and teamwork between community working groups that assist Veterans, including all major organizations in demographic areas willing to contribute.
5. Maintain a detailed log of situations encountered, report numbers on situations to JTAP report located on G9 shared drive for use by Command. Record weekly activity to the share-drive JTAP report by 1500hrs each Friday. 
6. Maintain a professional working relationship and connections with all service organizations set to assist Veterans in each demographic area, to ensure Veterans and Service Members receive immediate care for Post-Traumatic Stress and/or any life-threatening medical conditions (see Annex A). Work with agencies to ensure documentation for later claim with ODVA, CVSO or VSO.
7. As needed, conduct meetings and briefings with the Oregon state legislature and national legislative staff personnel concerning the reintegration of Service Members and Veterans.
8. Make contact with two separate units/full time staff per week.
9. Conduct employer outreach to follow-up on new positions and encourage employers to sign up on H2H for available job listings specific to the assigned area. 
10. Maintain a by-name list of employment referrals and successful job placement results to JTAP report.
11. Provide employment database job listing to all full-time staff and selected personnel on a weekly basis.
12. Field phone calls from employers and/or prospective applicants.
13. Conduct initial interview to determine the Veteran’s or Service Member’s needs, ensuring the individual signs a Release of Information Form as needed.
14. Assist in all mobilization phase briefings as requested by JTAP Program Manager.
15. Assist with Integrated Transition Assistance Program (ITAP) Workshops.
16. Keep program manager updated about new resources available in demographic areas and nationwide.
17. Fulfill other duties as assigned by Program Manager.
18. Provide direct support to Oregon National Guard personnel and spouses with employment opportunities and resume preparation. 
19. Facilitate the incorporation and ongoing coordination of Joining Community Forces in but not limited to, all County’s in their regional working area.
20. Submit all JTAP event itineraries to JTAP Manager prior to submission to Command. 

2-3 Recommended Training:
1. Applied Suicide Intervention Skills Training (ASIST) 
2. Resilience Training Assistant (MRT)
3. Defense Travel System (DTS)
4. Anti-Terrorism Training 
5. Accident Avoidance Training
6. Health Insurance Portability and Accountability Act (HIPAA)
3. Regional Areas - JTAP personnel are placed at strategic points across the state of Oregon. 
All areas require close management and coordination to ensure that the unit leadership knows what resources are available to them to resolve situations. It is essential that these individuals know exactly what is available to them through J9 efforts. Joining Community Forces will enable JTAP and Family Assistance Specialists (FAS) personnel to utilize resources within communities to support Veterans and Service Members.


Region 1
Region 4
Region 6
Region 7
Region 8
Region 5
Region 3
Region 2

4. Communication - Each member of the JTAP Team will be issued a cell phone (as needed) and a network computer. They will be responsible for accountability and serviceability of equipment. Any issues with equipment will be reported immediately. It is the user’s responsibility to coordinate with supply for replacement or repair of any equipment. JTAP personnel will keep Outlook calendar updated with battle rhythm, appointments, and events. The calendar must be shared with the JTAP Program Manager. 
4-1 Computer Use
1. All staff members are required to have a current and active CAC card.

2. All staff members are required to keep an active AKO e-mail account.

3. All staff will ensure compliance with all State and Federal computer use policies.

5. Service Member Support
5-1 Procedure - Annex J is the checklist provided to focus JTAP personnel in their initial contact with any Service Member or Veteran. This checklist provides a step by step process to capture contact information and focus the JTAP personnel on the issue with the individual requesting assistance. This gives the JTAP personnel a working document, the Service Member a plan to follow, and the ability to follow-up to ensure that the individual has been taken care of.  
5-2 Service Member Support Coordination – See Annex A
6. Reintegration Briefings
6-1 Background of Group to be Briefed – See Annex B
7. Employment Assistance Checklist
7-1 General - The Oregon National Guard Employment Initiative Program (EIP) utilizes the Hero2Hired (H2H) employment website and other resources to assist Service Members and families to find employment. DoD established the H2H website to serve as a central location for Service Members and families to find jobs with military-friendly employers. Employers may post job listings on the website and Service Members may post information indicating they are seeking employment. See Annex C.
1. Commanders will ensure all Service Members seeking employment register on the H2H Employment website. Family members seeking employment may also register on the website. The H2H website is located at, . See Annex D.
2. The Employment Coordinator (EC) or a Joint Transition Assistance Program (JTAP) employment coach provides quality career-readiness assistance to Reserve Component Service members preparing for their next civilian career. Each State, Territory, and the District of Columbia has an H2H Employment Coordinator assigned who can assist with eBenefits enrollment and finding local employment resources. In partnership with the eBenefits Employment Center, H2H offers career exploration tools, military-to-civilian skills translations, education, and training resources. eBenefits and H2H are no-cost resources for employers and job seekers, and they are committed to help guide individuals every step of the way.
 Joining Community Forces (JCF)
8-1 JCF Presentation – The JTAP Program Manager is responsible for presenting the JCF Recognition program to various Centers of Influence within the County.

8-2 Centers of Influence – The JTAP staff will assist the Program Manager in identifying Centers of Influence within the County, and with ongoing communication/coordination with the JTAP program manager. 

8-3 JCF Support – The JCF program is a community program, not a National Guard program. The National Guard has a role to play, but the JCF program is designed to continue operating to serve Service Members and families in the event the JTAP program terminates. JTAP staff will help guide the steering committee, but are not responsible for the overall success of the program. The local FAS will be invited to participate in JCF functions, as this represents a tremendous resource for their work.
9. Employment Events
9-1 Staffing - Commonly, no more than two JTAP staff will attend Employment Events (i.e., job fairs, etc.). Attendance must be approved in advance. JTAP staff attending the event will provide a list of employers/job seekers that register on H2H as a direct result of JTAP attendance at the event to determine cost effectiveness. 
9-2 Event Reports - Reports are mandatory following employment events. These reports are brief emails to the PM consisting of the (approximate) number of attendees, the number of employers contacted, and the number of Service Members hired (broken down between Air and Army Guard). Reports will be used for the weekly TAG bullets. See Appendix E

10. Suicide Interventions
10-1 Responsibilities - Individuals involved with suicide interventions will follow Appendix F to connect the Service Member with professional help. JTAP personnel are not to put themselves in dangerous or life-threatening positions. They will use the proper authorities and resources to arrange help for individuals in emergency situations. JTAP personnel will assist in providing emergency personnel and the proper subject matter experts, support to handle the situation, ensuring the safety of the Service Member. 
10-2 Suicide Intervention Reporting Procedures – Use the 7-Line Situation Report (SITREP) format: Annex G
11. Release of Information Form
11-1 PII -Safeguarding the Personally Identifiable Information (PII) of the Service Members and Families is of paramount importance. For this reason, JTAP members will be trained to handle PII in accordance with the Health Insurance Portability and Accountability Act (HIPAA) standards. 
11-2 Release of PII - Coordinating care for Service Members and families often requires the controlled release of PII to appropriate parties. The Release of Information Form allows the limited release of PII within HIPAA guidelines. - See Annex G
12. Community Event/ Service Organization Attendance
12-1 Staffing – Whenever possible or practical, JTAP members will coordinate with the local FAS prior to attending public coordinating/information meetings i.e., Veterans organizations, county, state, local, and other type meetings. 
12-2 Staffing Intent – The intent of coordination with the FAS is to foster a spirit of mutual trust, cooperation and collaboration between the JTAP and FAS program.
13. Vehicles 
13-1 Responsibilities - JTAP Personnel will be responsible for the maintenance of all equipment assigned to the team. Team members will follow regulations posted in (ORARNGR 55-1 (GSA), Oregon Administrative Rule Chapter 125.155 (State Vehicle Use) when maintenance is required to vehicles individuals will follow protocol required for that piece of equipment, phone number is posted on back of GSA fuel card or DAS window sticker. After usage, vehicles will be policed of trash and all non-necessary items to ensure fleet maintains a professional appearance to the public. All vehicles will be parked and stored at the nearest military facility. If vehicle is on or below ¾ tank of fuel, that vehicle will be topped off before being parked. Accidents are a CCIR and will be reported thru proper GSA, and Program Manager. Individuals will only be allowed to use equipment they are qualified to operate.
13-2 Licensing and Use - All individuals are required to have a valid civilian driver’s license and accident avoidance training posted on (GKO/AKO) to operate any vehicle in or out of the State of Oregon. Monthly mileage used will be updated on the shared drive Mileage Report. 
14. Contractor Travel
14-1 References - BPSI Travel Procedures; BPSI Travel Reimbursement System; BPSI Travel Request Form; Contract Performance Work Statement (PWS); BPSI Travel Expense Report; Joint Travel Regulations (JTR).
14-2 Background and Policy
1. The PWS may require some local and long distance travel to support and provide services in support of tasks described in the PWS. All reimbursable travel, including privately owned conveyance (POC) mileage reimbursement, must be pre-approved by the Federal Program Manager (PM). If it has not been pre-approved or otherwise coordinated with the PM, the travel is not reimbursable.
2. Staff member travel supports activities including but not limited to: providing pre, during and post mobilized Service Members with career, education and healthcare resource information. They may travel to assist in Before They Leave (BTL), While They are Gone (WTAG), Before the Welcome Home (BTWH), and for planning and supporting 30, 60, and 90 day Yellow Ribbon events in their geographic area. They may need to travel to assist Service Members transitioning back to their families, careers, school, and community.
3. Staff members are responsible and accountable as “good stewards” of travel funds, and must follow procedures with exactness. The PM is the only person that can approve exceptions to procedures. Staff members must be vigilant about what travel is necessary and consider alternatives to travel such as conference calls. They will also look for cost-saving measures such as car-pooling, rental car if the total cost is less than potential mileage, and staying overnight only when required. Staff members must inform the PM if they cancel or change any approved travel. Failure to adhere to travel procedures may result in non-reimbursement.
14-3 Procedures
1. The following procedures outline the steps for obtaining approval for travel, traveling, and receiving reimbursement:
a. Staff members identify the need for travel and determine if the requirement is in accordance with the PWS. They consider if the benefit outweighs the cost and if the travel is necessary to complete the task or activity planned.
b. Explore all attempts to reduce costs. Estimates should represent expected costs as closely as possible. Use the following guidance for cost determination:

I. Refer to www.defensetravel.dod.mil/site/perdiem.cfm to determine per diem rates for meals and lodging. A direct link to this site is located on the BPSI Travel Request Form.
II. Meals will be reimbursed in accordance with the JTR.
III. Lodging will be reimbursed in accordance with the JTR.
IV. Mileage:
i. The BPSI Travel Request Form automatically calculates the government rate for mileage. Use an online mapping program (such as MapQuest) to determine travel mileage. This is the mileage receipt for expense reports, so print the search.
ii. See Appendix H (below) for additional guidance on mileage reimbursement.
iii. Consider using a Government (GSA) Vehicle to eliminate mileage. JTAP personnel need to check with the PM.
iv. In some cases, the PM may authorize the use of a rental car if the total cost is less than expected mileage expense.
2. Complete the most current BPSI Travel Request Form. Make requests for travel at least two weeks prior to the travel date to allow sufficient time for review and approval. There may be exceptions to this rule which prevent a two-week notice. These exceptions must include an explanation when submitting the Travel Estimation Worksheet.
3. Staff member sends the BPSI Travel Request Form for all reimbursable travel to the PM ng.or.orarng.list.j9-budget-and-contracting@mail.mil.
4. The PM verifies the travel is necessary, in accordance with the PWS, and funds are available to support the request. The PM then approves/disapproves the travel request via e-mail. Travel requests over $500 also needs prior approval from BPSI.
5. The staff member travels, maintaining applicable receipts based on BPSI’s travel requirements. JTAP personnel are responsible for understanding BPSI’s procedures.
6. The staff member completes and submits the travel reimbursement to the PM. The PM then submits the complete travel reimbursement request to BPSI with a copy to the staff member. The complete travel requests must have receipts for all expenses except Per Diem attached. This includes a mileage receipt in the form of a MapQuest or other online mapping program.
7. BPSI processes the request and reimburses contract staff member according to BPSI procedures and timelines.
15 Managing the Travel Budget
15-1 Travel Budget Procedures
1. Each JTAP team member has a personal Travel Expense spreadsheet located in their shared folder under their name. The spreadsheet is pre-loaded with that team member’s total annual budget for travel.
2. Enter the type of expense in the “Expense Name” column. There are only three acceptable entries: Travel, Lodging, or Per Diem.
3. Enter a brief description in the second column.
4. Enter the Date of Request (i.e. the date the expense is supposed to occur) in the third column.
5. Enter the expected amount of the request in the fourth column. All this information is contained on the contracting company’s travel expense request form.
6. The Contracting Officer’s Representative or designate will then enter the actual amount of travel, the date that amount was paid.
7. The JTAP Program Manager will review the spreadsheet monthly and place a checkmark in the “Paid” column when complete.
[image: ]8. All JTAP personnel are encouraged to enter planned travel information for the entire year as early as possible to facilitate budget forecasting. Placing the travel information on the spreadsheet is for forecasting and tracking purposes only, and does not substitute for the normal travel request procedures. A detailed flow chart of the travel budget is below:




Annex A. Service Member Support Coordination Checklist 
	Event
	Notes
	Initials

	Identify SM
a) Name/contact info (phone #, email)
b) Military/Veterans status (180 days =VA
c) Unit/Location
d) Location/residence
	
	

	Assess the situation
a) Education
b) Employment
c) Healthcare
d) Benefits
e) Family Situation
f) Legal 
	
	

	Develop Plan of action/ connect SM with provider
a) CVSO/State education officer
b) Oregon WorkSource
c) Financial Assistance
d) VHA/TriCare
e) Military One Source/VBA/ Veteran Service Organizations/ODVA
f) Vet Center/ Chaplain/ JFSAP/ FRG/ MFLC/FAS
	
	

	Brief back plan of action with SM
	
	

	Follow up (one week or as needed) with applicable documentation/actions
	
	



Notes: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________






Annex B. Reintegration Briefing Checklist
	Event
	Notes
	POC

	Location/map
	
	

	Handouts, Pamphlets to include JTAP, Business cards and Pamphlets on hand
	
	

	Briefing topics (J9 slides available on shared drive)
	
	

	Venue logistics availability
	
	

	Audience background (service oriented, career oriented)
	
	

	Organization POC
	
	

	Agenda set (keep to 20 minutes)
	
	

	AV Support kit
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






Annex C. Employment Assistance Checklist
	Event
	Notes
	Initials

	IMatch Profile Established and Updated
	
	

	Entered into Job Email Distribution List
	
	

	Work Source LVER/DVOP POC Information
	
	

	Identify Career/Educational Goals
	
	

	Hero2Hired Registration (www.ebenefits.va.gov/jobs)
	
	

	Resume Development and Preparation
TAP Supplement “Create an Effective Résumé”
	
	

	Research Job Market
	
	

	ITAP Workshop Registration (JSS)
	
	

	Career and Benefits Fair Registration (JSS)
	
	

	Scheduled Follow Up 
	
	

	Military Training Transcripts
• Army: http://aarts.army.mil
• Navy and Marine Corps: https://www.navycollege.navy.mil/nta.cfm.
• Air Force: http://www.au.af.mil/au/ccaf/
• Coast Guard: http://www.uscg.mil/hq/cgi/forms/CG_Form_1561.pd
	
	

	
	
	

	
	
	



Notes: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Annex D: H2H Registration Guide
To register for the H2H program, first go to https://h2h.jobs/ and sign up. Signing up is easy, simply click the “Sign Up” button and then fill in the required fields.
[image: ]Simply click the “Sign Up” button…


[image: ]…and fill in the required fields.
H2H will guide you through the rest.


Annex E: Employment Event Report
	Event (Name/Location)
	

	Date
	

	JTAPs Attending (Names)
	

	
	

	
	

	Employers Contacted 
(Number / Names)


	

	
	

	
	

	
	

	
	

	
	

	
	

	(Approx.) Number Attending
	

	Personnel Hired ( Total Number)
	

	Army Guard (Number)
	

	Air Guard (Number)
	

	Other Service (Number)
	

	Family Members (Number)
	

	
	

	
	



Notes: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Annex F. Suicide Intervention Checklist
	Event
	Notes/DTG
	JTAP initials
	NCOIC initials

	Assess the Situation
a) Name
b) Location/phone #
c) Ref ASIST (Suicide First Aide Card)
d) Ask about completion plan
e) Promise to not commit suicide/ Safety Plan
	
	
	

	Assess the Individual
a) Married/Kids
b) # of Deployments
c) Disposition/WPN’s, drugs/medications, alcohol
d) Previous interventions? 
e) Branch of service?
f) Employed (Y/N)
	
	
	

	Take Action
a) Maintain contact
b) 911/Chaplain
c) Contact director of psychological health per service branch (see Appendix 1)
d) Emergency room, coordination
e) For Service Member, contact    appropriate chain of command (see Appendix 1)
	
	
	

	Support Director of Psychological Health plan of action
	
	
	

	Continue to network care and logistical support
	
	
	



Notes: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________


Annex G: Suicide Situation Report (SITREP) Format 
Line 1 - Date/time Group: Self Explanatory
Line 2 - Personnel Involved: Do NOT use the individual’s name or any other Personally Identifiable Information (PII). DO use the individual’s unit (if they are an Army/Air Guardsman) or Branch of Service (i.e. Marine Corps Reserve – retired, or family member… etc.)
Line 3 - Location of Incident: Self Explanatory
Line 4 - Incident overview: Is this a suicide ideation? A suicide attempt? Is this an initial contact or a follow up?
Line 5 - Actions Taken: Be brief.
Line 6 - Next course of action: Safety Plan?
Line 7 – Point of Contact: This would be the responding JTAP’s name, email and phone number.
* This information will be forwarded to the JOC and become an official record. Do NOT use any PII because this is not a secure format like the Serious Incident Report (SIR).
* This information will be forwarded to the Suicide Prevention Program Manager, for tracking purposes. 
* This information will be forwarded to the Directors of Psychological Health.
* At all times the individual’s privacy will be safeguarded. 



Annex H: Release of Information Form
 
I, ______________________________, hereby authorize _____________________________
of the Oregon National Guard Joint Transition Assistance Program to speak with the following persons:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
 
for the purpose of _______coordination of services and resources;______________________ 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
 
I understand that authorization shall remain valid from the date of my signature below and ending on _____________________________.
 
I have been informed that I may revoke this authorization by written or oral communication to the Oregon National Guard Joint Transition Assistance Program. I certify that this form has been fully explained to me and that I understand its contents.
 
 
______________________________________	____________________________________
Signature						Date of Authorization


Annex I: Mileage Guidance
When it comes to claiming mileage for local travel in and around the PDS location (if travel is not local and around the PDS location, standard reimbursement procedures apply); think in terms of Duty Location and Duty Day. 
Duty Location (or Work Site): Mileage to and from your duty location on a Duty Day for normal work hours is not reimbursable. Mileage incurred beyond the mileage it takes to travel to/from work or home of record (HOR) may be authorized for reimbursement. Please note the following examples, taken from the JTR.
Example 1. The traveler ordinarily commutes by POC (Personally Operated Conveyance) and the one-way commuting distance to the PDS (Permanent Duty Station—or Duty location) is 35 miles. The traveler drives from the residence to alternate work site #1 (50 miles) and then to alternate work site #2 (25 miles). The traveler returns to residence (10 miles). The traveler is authorized TDY mileage for the distance that exceeds the ordinary round trip commuting distance (70 miles). The traveler is paid TDY mileage for 15 miles (50 + 25 + 10 - 70 = 15).
Example 2. The traveler ordinarily commutes by POC and the one-way commuting distance to the PDS is 15 miles. The traveler drives from the residence to the alternate work site (5 miles). The traveler returns to the residence (5 miles). The traveler is not authorized TDY mileage for the travel performed (10 miles), since the distance traveled is less than the ordinary round trip commuting distance (30 miles) to the usual duty site.
If one drives from HOR to the duty location, then needs to drive beyond the duty location for something, and then back to the duty location; if authorized in accordance with this policy, those additional miles are reimbursable.
Bottom Line: On a Duty Day, only travel that is beyond what one normally would drive to/from work is reimbursable, if authorized in accordance with this policy. In other words, for travel on a normal Duty Day, know what the round trip mileage to/from work/home is, and subtract that amount from any claims that fit the above examples.
Flex time: When it comes to accounting for time, one is required to flex out days to make up for additional time needed to work. For example, if one normally works Monday-Friday, but then works on Saturday for a full day, one would flex this day by taking off another day to make up for it (See Time Accounting SOP for further guidelines). Then technically, on Saturday, time would be part of a normal duty day—therefore no mileage is reimbursable.
Pre-approval: Follow the SOP and pre-approval process for all travel including POC travel. If it has not been pre-approved or otherwise coordinated with the PM, it is not reimbursable.



Annex J: Hero2Hired Case Management Guidance	
1. Introduction:
a. The Joint Transition Assistance Program is an Employment Outreach Branch of the J-9 Functional Teams. It was developed to work hand in hand with the Hero2Hired Program to assist Service Members, spouses and Veterans with employment.
b. The intent of this memo is to standardize the operational process and procedures for case management procedures between the Hero2Hire Program (H2H) and the Oregon National Guard Employment Initiative Program Jobs Systems (EIP).
c. The integration of the two systems along with the support of the Employment Transition Coordinator and the JTAP coaches will be utilized to assist individuals in finding employment. See attached MOI-Employment Initiative Program. 
2. Purpose:
a. Unemployment is a command issue which is directly related to the welfare of the Service Member and their family. Unemployment has also been associated with impacting the overall readiness of the unit and the ability for the unit to complete their mission. 
b. The Oregon National Guard EIP utilizes the Department of Defense (DoD) Hero2Hired (H2H) employment website and other resources to assist service and family members find employment. DoD established the H2H website to serve as a central location for Service Members to find jobs with military-friendly employers.
3. Definitions:
a. Direct Hires: A direct hire is defined as when someone is hired based on a direct connection or act performed by his or her JTAP employment coach that leads to employment. These acts include anything from a direct referral to an employer to helping with a resume. If a client is assigned to you and is associated with your case management and becomes employed and their status is changed by you in the EIP Detail Report, they will be considered as a direct hire.
b. Indirect Hires: Anyone that obtains employment based on the indirect involvement of a JTAP employment coach. Examples include job fairs and to where the coach is supporting that event in some capacity. Indirect hires will be reported using the Activities/Event Report on the EIP Jobs System (TBP). 
[bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: _GoBack]Annex J continued:  Hero2Hired (H2H) Case Management Guidance
4. Procedures for H2H/EIP Integration
a. Individuals registered onto H2H and have indicated that they would like assistance, will be assigned a coach. 
b. Employment Coordinator (EC) or a Joint Transition Assistance Program (JTAP) employment coach will contact registered individuals and provide assistance in finding employment. The coach will provide ongoing assistance until the individual obtains satisfactory employment or indicates they no longer desire assistance.
c. All changes and activities conducted between the assigned coach and their clients will be documented H2H website under the client’s profile. 
d. Personally Identifiable information will be safeguarded and protected at all times by those that have authorized access to personal information.
4. Eligibility for H2H Case Management:
a. Case management focus will be placed on Service Members and spouses residing in Oregon that register onto the H2H website. No one will be denied employment assistance but registration onto the H2H website will be a requirement.
b. JTAP employment coaches contacted directly from someone needing assistance are to direct them to the www.ebenefits.va.gov/jobs and encourage them to establish a profile and to utilize the tools offered on the site to assist them with employment assistance. 
c. Those not registered onto the H2H will not be eligible for assistance nor will have access to the valuable tools provided on the H2H website. 
5. JTAP Manager is responsible for:  Tracking, reporting and managing the day to day operations of the JTAP Coaches and to ensure the goals and guidance of the J9 Director and are met.
6. H2H/EIP Case Administrator is responsible for: 
a. The management of information from the H2H website.
b. Identify newly registered profiles registered into H2H.
c. Assign to the appropriate JTAP Coach assignment based on geographic location of client.
d. Contact coaches to notify them that they have been assigned a new client.
e. Track daily activities of coaches assigned with clients and transfer updates to H2H client profiles. 
f. Weekly run non-started report status from EIP Job System to monitor activities.
g. Monitor contact activities to ensure that clients have been contacted in the last 10 days.
h. Conduct bi-weekly back-up operations for the EIP Job Systems access file.
Annex J continued:  Hero2Hired and EIP Jobs System Case management Guidance
7. JTAP Coaches and the EC are Responsible For: Providing employment assistance to Service Members, spouses and Veterans that have registered onto the www.ebenefits.va.gov/jobs website and have been assigned to their case load. The coaches should follow the following guidance. 
a. Case Load Management: 
1. Contacting newly assigned clients within 48 hours of assignment.
2. At initial contact gathering as much information about the individual and record it onto the individual Client EIP Detail Report. 
3. Update Client Status (ongoing).
4. Complete all fields in detailed Information Section.
5. Post resume if available.
6. Complete Unemployment (UCX) start and stop information. 
7. Enter contact notes after every conversation or attempt to contact.
8. Enter date hired and employers name when appropriate.
9. Contact between JTAP Coaches and individuals on case load should be conducted on weekly basis.
10. If contact with assigned clients is unsuccessful after 3 attempts status will be changed to “Closed - No JS Interest” (Archive) on the H2H website. 
b. Employment Assistance: 
1. Get the Service Member ready for the hiring process. Provide employment services and job referral assistance to Service Members and spouses.
2. The following list is an example of some of the services provided.
3. Resume Preparation.
4. Interviewing Techniques.
5. Dress for Success.
6. Military Skills Translation.
7. Job Referral Services.
8. Employer Outreach.
9. Develop relationships with military-friendly employers.
10. Present information about the H2H website.
11. Promote the benefits of hiring a Service Member.
22



[image: Statemap2]


[image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]11014




Oregon Military Assistance Helpline 800-511-6944



Oregon Director of Psychological Health 

Beth Conn
(503) 990-0926

Helping Service members Help themselves 

“This is a Problem Solvers Paradise” 
 CSM Brunk Conley, 2005 Katrina  

Our Mission
The Joint Transition Assistance Program empowers returning Service Members, Veterans, and Commands with tools for reintegration back into their communities, careers, education, health care, and families. We will achieve this with innovative outreach through partnerships in Oregon, and other areas as needed.



We are your one-stop shop for direction and resources to help you and your troops

Resources

Oregon Military Department
800.-452-7500 or (503) 584-3980
Oregon Department of Veterans’ Affairs
www.oregon.gov/ODVA/
800-828-8801
VA Hospital Portland
www.va.gov
800-949-1004
VA Hospital Walla Walla
888-687-8863
VA Roseburg
(541) 440-1000
VA SORCC White City
http://www.southernoregon.va.gov/
(541) 826-2111
United Health Care
877-988-9378
https://www.uhcmilitarywest.com/
Military One Source
800-342-9647
Employer Support of the Guard & Reserve (ESGR)
(503) 508-3362
Family Program
877-881-5181 or (503) 584-2245
Oregon Employment Department
www.employment.oregon.gov 
Hero 2 Hired
www.ebenefits.va.gov/jobs
(503) 584-2393
Regional Oregon Employment Resource Centers
www.worksource.org
Joint Services Support (JSS)
www.jointservicessupport.org


For further information visit:
www.ORNG-SMFS.org
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Joint Transition Assistance Program
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Joint Transition Assistance Program
A J9 – Service Member and Family Support Program

Chaplain (COL) Terry Larkin
Director, Service Member and Family Support
terry.m.larkin.mil@mail.mil       (503) 584-2422
Brenda Berrios
JTAP, Program Coordinator
Brenda.r.berrios.ctr@mail.mil      (503) 584-2276


Region 1
JTAP Coordinator – Forest Grove / NW Coast
2950 Taylor Way
Forest Grove, OR 97116     	     (509) 863-4298 
JTAP Coordinator – Portland
6801 NE Cornfoot Rd. 
Portland, OR 97218 Bldg 3142      (503) 335-4628
JTAP Coordinator – Clackamas
15300 SE Minuteman Way
Clackamas, OR 97015	          (541) 683-4863


Region 2
JTAP Coordinator – Pendleton / North Central Oregon 2100 NW 56th Drive		 
Pendleton, OR 97801		    (503) 884-0130

Region 3
JTAP Coordinator – Boise-Ontario / Eastern Oregon
1330 SW 4th St		 
Ontario, OR 97914 	          (503) 269-3216

Region 4
JTAP Coordinator – Mid-Valley / Salem	
3225 State Street 
Salem, OR 97309 	 	    (503) 584-2860 

JTAP Coordinator – Salem
2310 17th St. NE
Salem, OR 97309		(503) 315-7948 
JTAP Coordinator – Albany
3800 Knox Butte Rd. 
Albany, OR 97321	      (541) 791-8141 x1484


[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Joint Transition Assistance Program
A J9 – Service Member and Family Support Program

There are fourteen Joint Transition Assistance Program (JTAP) coordinators at thirteen locations throughout the state to support National Guard and Reserve members and their families with information on benefits and referrals before, during, and after deployments with emphasis in four major areas:
1. Careers:
The JTAP team maintains an extensive network of military friendly employers and assists job seekers in contacting them through the Hero2Hired (H2H) web site. 
1. Health Care:
JTAPs are experts at navigating the complexities of the VA health care system. We conduct crisis intervention, suicide intervention, and behavioral health referrals.
1. Education:
JTAPs assist service members and families with information regarding college enrollment. 
1. Outreach:
JTAPs serve as liaisons between units and service providers. We facilitate the Joining Community Forces (JCF) program, and participate in speaking events. 
The Oregon National Guard has incorporated JTAP personnel in all demographic areas of the state, with every branch of service represented. These personnel are in your area ready to assist you with all 
Pre and Post-Mobilization questions or referrals.

All staff, unless listed with rank, are contractors supporting the Oregon National Guard


Joint Transition Assistance Program
A J9 – Service Member and Family Support Program

Region 5
JTAP Coordinator – Bend / Central Oregon       
875 SW Simpson Ave
Bend, OR 97702 		(503) 381-4084

Region 6
JTAP Coordinator – Springfield
3106 Pierce Pkwy, Suite A
Springfield, OR 97477		 (541) 736-4612

JTAP Coordinator – Eugene
3106 Pierce Pkwy, Suite A
Springfield, OR 97477 		 (541) 736-4641

Region 7
JTAP Coordinator – Medford
1701 S. Pacific Hwy
Medford, OR 97501		 (541) 618-5866

Region 8
JTAP Coordinator – Klamath Falls
239 Bong St., Ste 58
 Klamath Falls, OR 97601	(541) 331-0786

Region 9
JTAP Coordinator –Roseburg
111 NW General Ave
Roseburg, OR 97470	      (541) 440-0571 x1727




image2.png




image3.png




image4.png
Merritt

ANNUAL FUNDING [annUAL FUNDING 0foafay 200000 200000 10/1/24] 5. 2,000.00 | § 2,000.00 200.00%
Travel | Yermhill County JCF Steering Mg 0joafas| 37.00 196300 0/2/24] 5 37.00 | s 1,963.00 196.30%
Travel [Roseburg Vet Net Mtg 10fazfay 6205 150005 10/14/14] 5 62.95 | s 1,900.05 190.01%
Travel [ Weshington D.C 1 Conf aajaa/as] 6737 233268 11/25/14| 5 332.68 | s 1,567.37 156.74%
Lodging D.C. Raddisson ajnajag 35000 58268 11/25/14] s 428.95 | s 1,138.42 113.84%
Per Diem [ Weshington D.C 1 Conf aajaa/as] 21025 ms 11/25/14| 5 21015 | 5 928.27 92.83%
= i oafazfas] = 60518 ajazjas| s 7735 | 8 850.92 85.00%
Travel Camp Rikea o3/27/2s 10245 59273 3l27/25] s 102.45 | 5 748.47 74-85%
Travel Medford JCF Covenant Signing o7lolas us7s 47698 7l25/25] s 748.47 74-85%
Lodging viedford Red Lion orforfas| 11400 36208 7l15/15] s 748.47 74-85%
Per Diem Medford JCF Covenant Signing o7lolas 4200 32098 7l1535 s 748.47 74-85%
32008 s 748.47 74-85%
32098 s 74847 74-85%
32008 s 748.47 74-85%
32098 s 74847 74-85%
32008 s 748.47 74-85%
32098 s 74847 74-85%
32008 s 748.47 74-85%
32098 3 748.47 74.85%





image5.emf



 


Contractor requests travel by emailing 
CPT Merritt, Michelle, or Thompson 


•Send Projected Travel Expense Report 


 


If approved proceed to next step  


If you haven't received email confirmation, 
you're not authorized travel 


reimbursement.  


 


Contractor completes travel 


BPSI travel expense report, receipts, 
time-cards , and confirmed approval 


email sent in a PDF to shared email  for 
review:  


 


NG OR ORARNG List J9 Budget and Contracting 


 


Documents reviewed by designated 
one of thee J9 Staff:   


•SGT Todosov (Primary) 


•CPT Merritt (Alternate) 


•Michelle Kochosky (Alternate) 


Approved -  CPT Merrit, SGT Todosov, 
or Michelle sends to BPSI 


Rejected - Contractor informed of 
necessary changes 


Cc:  SGT Todosov (once approved) to make 
necessary changes in budget sheet 


SGT Todosov/SFC Johnson (Alternate J9 
Staff during her absence) updates "FY14 
JTAP Balance Sheet.xsls" and uploads  


travel expense report in the 
Contractor's individual folder  located 


in the  "2013 JTAP Travel and Pay" 
folder on the shared drive 


If travel reimbursement doesn't 
occur within 30 days please notify 


CPT Merritt  


Contractor Travel 
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