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PRE-MOBILIZATION
Departing Units/Service Members
     Service members departing on mobilization orders and their families should be contacted and provided ESGR services prior to their departure from home station.  Each one should complete a Civilian Employment Information (CEI) form (see Tab 5).
     To keep abreast of the unit activity, you must contact the Unit Commander and the Unit Personnel Sergeant on a regular basis (at least once a month).  No service member should be mobilized without receiving a briefing regarding their rights, protections, and obligations.  No returning veteran of mobilization should have civilian job difficulties because ESGR did not perform our labors.


The messages to be provided are:



1.  There is a law (USERRA) which provides employment protections upon your return.



2.  Service members have an obligation to inform their employer that you are departing on military duty, and that you intend to return to work upon your return.



3.  Be wise concerning insurances (particularly health care) so as to be protected (covered) upon your return.



4.  If you anticipate employment problems there are people who can help.  Provide name and phone number of POC for ESGR ombudsman services.


NCESGR has provided "Mobilization Packets.  Each departing service member should receive this packet.  (A sample packet is provided.)

This packet contains:



1.  NCESGR fact sheet, Questions and Answers for Employers and their Employees Who Participate in the National Guard and Reserve



2.  Luggage tags.



3.  USERRA Information card



4.  "My Boss Is a Patriot" award nomination form
     Provide to each departing service member a Pre-Mobilization Employer Support Checklist (attached).  Instruct them to use it as they process themselves out of their civilian employment.  There is one for employed service persons and a different one for students.
PRE-MOBILIZATION EMPLOYER SUPPORT CHECKLIST
BEFORE YOU LEAVE:  Communicate with your employer.  You must provide prior notice to your employer that you will be absent from your employment due to military service.  Notice should be given as early as you have information of your departure.

Your job is protected.  As a uniformed service member, you have rights under the Uniformed Services Employment and Reemployment Rights Act (USERRA).  You must serve under honorable conditions for USERRA to apply.

     Following is a checklist of items to do or check into prior to your departure:

❒ Review Uniformed Services Employment and Reemployment Rights Act (USERRA)
❒ Complete an ESGR Civilian Employment Information (CEI) Form.
❒ Notify your employer, in person if possible that you will be /have been activated.  When orders become available, present a copy to the appropriate supervisor and Human Resources (HR) representative.

❒ Review military and company policy with supervisor and HR personnel.
❒ Plan/Schedule your “military leave” and/or vacation time prior to mobilization.  Do not request “military leave” (if authorized by your employer) until you have your orders and can verify dates.

❒ Update beneficiaries and family information.
❒ Resolve pay and compensation issues.
❒ Review status of sick leave, dental and health care benefits and coverage.
❒ Review Thrift Savings Plan, 401K or other pension plan contributions.
❒ Review retirement and life insurance benefits.
❒ Provide forwarding address, telephone numbers, and e-mail address.
❒ Clear all employers owned supplies and equipment.
❒ Consider with your employer your projected return to work date.
❒ Keep a record of names, dates, and a brief summary of your conversations with your employer.

❒ Thank your employer and supervisor for their support and cooperation - nominate them for a “Patriot Award” at www.esgr.mil, select “Award Your Employer,” and fill out the form.

For more information on Employer Support of the Guard and Reserve (ESGR) and USERRA go to www.esgr.mil.
STUDENT PRE-MOBILIZATION CHECKLIST

Do not withdraw from school until you have your orders.  To ensure proper credit and to prevent any financial loss, follow these steps prior to departure.

❒ Notify the school and your professor(s)/instructor(s) that you have been activated and

present the appropriate administrator with a copy of your orders.  Be sure to make positive contact, either in person or via telephone, leaving a voicemail or e-mail message is insufficient.  Positive contact protects you – then you know the message got through.  Additionally, more information may be needed by the school or instructor.
❒ Notify your school's VA counselor that you have been activated and present your activation orders.  Discuss the appropriate course of action with the VA Counselor.

❒ Contact your student loan lending institution and/or scholarship organization.  It is your responsibility to follow through with any procedure the lender indicates.

❒ Call your Education Office. If you encounter any problems resolving your academic status, request assistance from your Education coordinator.
❒ Keep a record of names, dates, and a brief summary of your conversations with the school and lending institution.
❒ If needed the Service members Opportunity Colleges (SOC) organization is prepared to intercede for members experiencing problems, such as loss of credit in school courses due to call-up. If a student called to active duty is experiencing problems related to course credit, tuition, fees or re-enrollment in a program of study, he/she can call, toll free, 1-800-368-5622.
