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CHECKLIST FOR DISENROLLMENT ACTIONS

PART I

Actions by Battalion Commander/PMS (Review Paragraphs 6-1 and 6-2)

_____
Determine one or more bases for disenrollment action.

_____
Gather supporting  documentation (transcript, Privacy Act Form,

SADP statement, etc.)

_____
Provide disenrollment notification with supporting documents to cadet,

 place on LOA (Figure 6-1).

_____
Retain evidence of notification (certified mail receipt, etc.)

_____
If cadet waives rights to a board, does not dispute debt, or chooses the SADP

option, process IAW para 6-11.

_____
If cadet does not waive rights or respond to notification within 10 working days,


or if notification is undeliverable, see Part II below.

PART II

Actions of IO/Board Prior to Hearing (Review Paragraphs 6-3, 6-4 and 6-5)

_____
Appoint an investigating officer or formal board, as appropriate (Figure 6-2). 

_____
Retain a copy of the IO/board appointment in the file.

_____
Notify cadet of LOA if above Notification Memorandum was undeliverable


(Para 6-3).

_____
Notify the cadet of the board (Figure 6-3).  Retain a copy in file.

_____
Notify/secure witnesses, if appropriate (Para 6-5d and 6-5e).

_____
Notify the University Representative.  Retain a copy of notification and response


in the file (Para 6-5e).

_____
Retain documentation that shows the cadet had notice 5 days in advance of the


investigation or board, which includes:


-  mail receipt; receipt acknowledgment; MFR of phone conversation


-  If above is not available then ensure notification is sent by certified mail to last


   known address and any permanent address.  Also attempt to contact by phone


   and document efforts.

_____   FOR SCHOLARSHIP CADETS:  Request DA Form 5315-R, U.S. Army Advanced Education

              Financial Assistance Record from Cadet Command, RMD, Pay Operations Division, via e-mail

              address:  cadetpay@usaac.army.mil.  Include cadet's name, SSN, , contract

              date, current status, school FICE code, and an ROTC POC.  Allow  ten working days for receipt of

              certified form.  

_____
If cadet is to appear at hearing they must have signed a Privacy Act Statement


(ROTC Cdt Comd Fm 133-R).  Retain in the file.

Figure 6-5.  Checklist for Disenrollment Actions

PART III

Board Proceedings (Paragraphs 6-6, 6-7 and AR 15-6, Fig 3-1)

_____
Swear Board.

_____
Explain board proceedings to cadet and inform of possible outcomes to include


recoupment of scholarship funds or call to Active Duty.

_____
Inform cadet of rights against self-incrimination (AR 15-6, para 3-6c and DA Fm 3881).

_____
Provide for opening statements.

_____
Provide for evidence presentation.

_____
Swear all witnesses.

_____
Provide for closing statements.

_____
Conduct deliberations in closed session.

NOTE:  See paragraph 6-6 for guidance on informal investigation proceedings.

PART IV

Board Proceedings/Findings (Paragraph 6-8 and DA Fm 1574)

_____
Informal:  Complete Sections I, II, IIIa, IV, V and VI.

_____
Formal:  Complete all sections.

_____
Include verbatim transcript, or, 

_____
Summarize the testimony of all witnesses and cadet.

_____
Summarize evidence reviewed by board and include as an exhibit.


- May merely list exhibits reviewed.

_____
Make a recommendation for retaining or disenrolling.


- Cite paragraph of AR 145-1, para 3-43a which applies.


- State specifically how cadet failed to meet requirement of cited paragraph.

_____
Make a recommendation for recoupment or call to active duty.

- If recoupment or Active Duty not recommended, specifically state why

  (See para 6-8b).

PART V
Appointing Authority Actions after Receiving Recommendations of the Board (Paragraph 6-9)

_____
Specifically comment whether disenrollment and recoupment are approved or disapproved on DA Fm 1574.

_____
If disenrollment is recommended without recoupment or call to Active Duty,


specifically address why (See para 6-8b).

_____
Forward record to institutional representative if not previously invited.


(Retain copy of forwarding correspondence and any response in the file).

_____
Forward the record to cadet for opportunity of rebuttal as indicated below.

Rebuttal (Paragraph 6-9)

_____
Forward record and all exhibits to cadet with rebuttal notice regardless of whether or not cadet has appear or has responded to previous notifications.


- Ensure documentation includes proof of delivery.

_____
If rebuttal received, forward with packet to approving authority.


- If notice of rebuttal rights is undeliverable, attempt to forward to other


  known addresses and document all efforts.
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ADDITIONAL GUIDANCE

1. No matter how thorough an investigation is conducted, all information must be made a matter of record and included in the report of proceedings or the action may be unsupportable if challenged in a Federal court.

2. Notification to the cadet of the impending board action must be documented in the record.  The notification memorandum (Fig. 6-3) should be presented to the cadet at least 5 working days before the hearing.  The notice must always address who, what, when, where and why.

3. The cadet will be informed of his/her right to counsel, and the availability of counsel in accordance with AR 15-6, para 6-8.  

4. The cadet should have a non-lawyer military counsel appointed, unless there has been an affirmative waiver of that right or the cadet has retained other counsel (at his/her own expense). (recommended, not required)

5. The president and members of the board should always read the applicable portions of 145-1, AR 15-6, and the contract which apply to the cadet prior to the board convening to consider the case.

6. A copy of the report of proceedings must be given to the cadet after the Battalion Commander/PMS has taken action and that fact is to be documented in the record.

7. Subsistence allowance, as deemed by Congress, is not recoupable and as such, repayment is not required, unless erroneously expended.

8. For formal proceedings the cadet will be notified he/she may challenge the appointment of board members for cause (AR 15-6, para 5-7).

9. The cadet will be given a reasonable amount of time to prepare his/her case (a minimum of 15 days is recommended.  This includes granting one reasonable delay of hearing if requested.

10. All records and documents will be made available to the cadet (AR 15-6, para 5-8).  Documents will be made available to counsel through the cadet.

11. After conclusion of the hearing the voting members will meet in closed session for deliberations.  (AR 15-6, para 3-12)

12. The cadet will be allowed to be present with counsel for all open sessions of the hearing (AR 15-6, para 5-8).  

13. Recommendations must include recommendation for recoupment of scholarship funds.

14. DA Form 1574 will be used in all cases.

15. In order to avoid the appearance of undue influence, the appointing authority should not attend the hearing except if it is necessary for him/her to testify.

16. If the Battalion Commander/PMS appears as a witness, then the Battalion Commander/PMS cannot be the approving authority.

17. All counseling statements, which indicate level of performance, will be included in the record.

18. If any questions arise during the processing of a board action, refer to the region headquarters or its servicing staff judge advocate for assistance.
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