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Executive Summary
Overview
Auxiliary Members who are familiar with the customs, traditions and history of the Coast
Guard Auxiliary, understand our Missions and Programs, the organizational structure, the
policies and regulations that guide us, and understand the protocols and proper uniform
wear will be far better prepared to serve the Coast Guard than less knowledgeable
Members. All this information is contained in the 790 page Auxiliary Manual
(AUXMAN) located here:
http://www.uscg.mil/auxiliary/publications/auxman.pdf
It is this manual you would go to for specific information on virtually all aspects of the
Auxiliary. But, just as you wouldn’t read a dictionary to learn a language, you wouldn’t
read the AUXMAN to learn about the auxiliary. The BQC II is a method of getting the
basic information you need as an Auxiliarist that is easily reviewable, understandable,
and reasonable in complexity.
With this in mind, the BQC II has broken the AUXMAN into 7 independent modules
with each model related to one or two chapters of AUXMAN. They have been developed
to allow for self-paced study which will ensure that you have the necessary tools to
navigate your way through the core concepts of becoming a competent and valuable
member of the U.S. Coast Guard Auxiliary. The modules are numbered in the order that
most Auxiliarists will need the information although they can be taken in any order. At
the end of each module there is a 20 questions open book exam on the National Testing
Center (NTC) website. The results of each exam are stored in AUXDATA. Each module
should take on the order of 2 hours to complete.
Module Goals
The goals of the seven Module units are to provide you with a basic level of knowledge
upon which you can build your volunteer “career” in the Auxiliary and effectively work
with active duty members of the Coast Guard. Upon completion of all seven modules,
you will have a strong basis of knowledge about the key aspects of working with the
Coast Guard as an Auxiliarist. The modules include:
 Module 1 = CH1: U.S. Coast Guard Core Values, History, Purpose and
Administration of the U.S. Coast Guard Auxiliary, CH2: Mission and Programs of
the USCG Auxiliary,
 Module 2 = CH 3: Membership Requirements, CH 4: Structure
 Module 3 = CH 8:Member Training and Qualifications, CH10: Uniforms and
their Proper Wear, Guide to Customs,
 Module 4 = CH 7: Personnel Management [Human Resources], CH 11:
Auxiliarist Recognition and Awards
 Module 5 = CH 5:Auxiliary Regulations and Policies
 Module 6 = CH 6:Support and Basic Materials, CH 9: Reimbursement
 Module 7 = CH 12: Courtesy, and Protocols for Auxiliary Units and Auxiliarists
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 Modular Progress
Each module is a self-contained unit of study. The modules can be taken at any time and
may be completed out of sequential order. Upon completion of a module the relevant
assessment may be accessed at the National Test Center. Passing of this module is 90%.
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Shipmates,
The Coast Guard Auxiliary is proud to provide the seven Basic Qualification Course II
Modular units to our experienced members and new recruits. This program will help a
new generation of Auxiliarists prepare for service to our nation.
The Auxiliary Manual (COMDTINST M16790.1 series) remains the primary policy
guide for the administration and management of the Auxiliary. It outlines the duties,
responsibilities, and expectations of Auxiliarists as they continue to deliver vital services
and assist the Coast Guard in the 21st century.
The BQC II modules are not intended to replace or supplant the Auxiliary Manual, but
rather serve as a self-paced methodology of study for new members to gain a
comprehensive orientation to the Auxiliary. In the event of any discrepancy, the
Auxiliary Manual is the governing document.
As a new member, you will learn about the rich history and traditions, as well as the
policies, of the Coast Guard and Auxiliary. In fact, we expect the information found in
these modules to be useful to all Auxiliarists, regardless of their experience level. At the
completion of these units, you will be ready to begin your Auxiliary career with a strong
foundation on which to begin your service to your community, your nation, your Coast
Guard and your Coast Guard Auxiliary.
We are pleased to have you on board. Semper Paratus!

Mark Simoni
National Commodore
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Human Resources

Diversity
Auxiliarists serve in communities throughout the country, come from different social,
religious, ethnic, and economic backgrounds, and join together to contribute their time
and talents toward the common cause of supporting Coast Guard missions.
They recognize diversity and strive to remove all barriers, real or perceived, so that
current and potential Auxiliarists feel an increased pride and honor in their membership.
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The Coast Guard Auxiliary has established three goals and several related objectives to
support and promote diversity:
 Positive environment.
 Value all Auxiliarists.
 Promote individual success.

Diversity Goal #1 - Positive Environment
Create a positive volunteer environment for managing membership diversity. Objectives
to meet this goal are:
 Enlighten leaders to manage diversity as a membership retention issue.
 Achieve a diverse volunteer membership that represents all segments of the
nation’s population.
 Gain an understanding of current Auxiliary culture to enable the identification and
removal of barriers to a positive environment for Auxiliarists.
 Ensure plans, resources, and policies fully support managing diversity.

Diversity Goal #2 - Value All Auxiliarists
Be an organization that highly values its volunteers and respects their differences.
Objectives to meet this goal are:
 Ensure leaders and Auxiliarists acknowledge, understand, and value differences.
 Recognize and reward individual and group contributions to managing diversity.
 Provide fair, equal, and rapid conflict resolution.
 Communicate effectively with all Auxiliarists.

Diversity Goal #3 - Promote Individual Success
Ensure all Auxiliarists have the opportunity to reach their full potential in the
organization. Objectives to meet this goal are:
 Ensure every Auxiliarist understands task requirements and responsibilities and is
coached and encouraged to achieve success.
 Remove or reasonably attempt to remove physical barriers to participation
consistent with law, mission requirements, and safety.
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Anti-Discrimination/Harassment
The Coast Guard is committed to a workplace where no member of the workforce will be
subject to physical or verbal harassment, abuse, violence, or discrimination based on an
individual’s race, color, religion, sex, sexual orientation, national origin, age, disability,
marital status, parental status, political affiliation, or any other basis protected by law.
Simply, it is committed to an environment free of harassing and discriminatory behavior.
Harassment is generally defined as unwelcomed advances, requests for favors, and other
physical and verbal conduct when such conduct explicitly or implicitly affects an
individual’s employment, unreasonably interferes with an individual’s service
performance, or creates an intimidating, hostile, or offensive environment.
This also encompasses unwelcome display or communication of sexually offensive
materials.
Responsibilities
The Coast Guard and Auxiliary must have people serving together effectively to
accomplish missions and are responsible for enabling and ensuring this for each member.
Fair Treatment
All persons are entitled to be treated fairly and with dignity and respect. All must be
allowed to serve and to enjoy an environment free of unlawful discrimination and
harassment.
Adverse Effects of Harassment
The economic costs of harassment are significant, but more harmful are the negative
effects of harassment on productivity and readiness. These areas include increased
absenteeism, greater personnel turnover, lower morale, and decreased effectiveness.
Adverse actions also result in a loss of personal, organizational, and public trust. While
not easy to quantify, these costs are real and seriously affect the Coast Guard and
Auxiliary’s ability to accomplish missions.
Prevention Through Leadership and Commitment
The key to preventing harassment is personal leadership and commitment.
Those who serve in Auxiliary leadership and staff positions must commit themselves to
constantly and consistently promoting equitable treatment.
Auxiliary leaders must convey this commitment clearly and unequivocally to all
Auxiliarists by holding themselves and their Auxiliarists accountable.
There must be firm determination to use these tools judiciously and in timely fashion in
meeting the Commandant’s goals.
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Prevention of Gender Discrimination
Sexual harassment is a form of prohibited discrimination based upon sex or sexual
orientation. Discrimination against people based upon their gender is also a significant
problem.
Gender or sexual discrimination exists when a person is treated differently because of
gender.
Prevention of gender discrimination must be pursued with the same vigor as that for
preventing sexual harassment.
Coast Guard Policy
The Coast Guard is committed to maintaining an environment free from unlawful
discriminatory practices and inappropriate behavior. In support of this commitment, the
Coast Guard has issued a specific policy;


All Auxiliarists will receive training in the areas of identification, prevention,
resolution, and elimination of harassment.



Individuals who believe they have been harassed shall be afforded the opportunity
and venues to seek resolutions and remedy.



All leaders within the chain of leadership and management will ensure that
Auxiliarists are aware of the processes described in the AUXMAN through which
to file reports of allegations of harassment.



The Auxiliary shall not tolerate acts of reprisal, intimidation, or further acts of
harassment.



All Auxiliarists must be aware of available avenues of resolution and redress.



All reported incidents of harassment should be resolved at the lowest possible
level.



All incidents should be resolved promptly and with sensitivity.



Confidentiality will be maintained to the greatest extent possible.



Counseling support or referral services will be made available for all persons
involved in incidents of sexual harassment.

Assistance on the subject of harassment prevention is available through the Coast Guard
Auxiliary Civil Rights Coordinator (CGAUX-CRC).
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New Auxiliary enrollees shall successfully complete harassment prevention training as
part of the Auxiliary Mandated Training (AUXMT) requirements specified in section E
of Chapter 8 of the AUXMAN.

Rape and Sexual Assault
Zero Tolerance - Rape and sexual assault will not be tolerated in the Coast Guard.
These criminal acts violate the Coast Guard’s core values.
All Auxiliarists shall foster and maintain an environment of mutual respect and trust to
ensure the safety and security of others.
Key elements of Rape and Sexual Assault awareness include:
 Mandatory annual training.
 Requirements to report allegations of rape or sexual assault to the Coast Guard
Investigative Service (CGIS) for investigation in accordance with Mandatory
Reporting of Incidents to the Coast Guard Investigative Service and Requesting
Investigative Assistance, COMDTINST 5520.5 (series).
 Steps to ensure victims are not further traumatized by any investigation.

Allegations of Rape or Sexual Assault
All allegations of rape or sexual assault by any member of the Coast Guard Auxiliary
shall be immediately reported to the servicing CGIS office and the servicing Coast Guard
legal office in accordance with Mandatory Reporting of Incidents to the Coast Guard
Investigative Service and Requesting Investigative Assistance, COMDTINST 5520.5
(series).
All allegations will be promptly investigated by CGIS.
Directors or cognizant Coast Guard commands shall take appropriate disciplinary action,
where evidence dictates, and report the action taken to the servicing CGIS and Coast
Guard legal offices.
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Civil Rights
The Coast Guard Auxiliary is committed to ensuring protection of all Auxiliarists’ civil
rights. This section describes the provisions for the Auxiliary’s Civil Rights Program.
The Commandant is responsible for providing overall leadership and direction to ensure
all policies and procedures contained in this section are in effect throughout the Coast
Guard and Auxiliary.
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Auxiliarists are otherwise excluded from all equal employment opportunity processes and
procedures administered by the Coast Guard Office of Civil Rights (CG-00H) including
program compliance evaluation, counseling, and complaint processes.
District Commanders are responsible for carrying out the spirit and intent of the Coast
Guard’s civil rights and equal opportunity programs.
Each District or region’s Coast Guard Auxiliary Civil Rights Coordinator (CGAUXCRC) will be selected from experienced Auxiliarists (preferably past Division
Commanders or higher) who possess the skills and desire to serve in such capacity.
The CGAUX-CRC is a Director’s nomination with concurrence of the DCO. The
nominee’s name and qualifications will be submitted to the District Commander for
approval.
Upon approval, the District Commander will designate the nominee, in writing, as the
CGAUX-CRC for that district or region.
The Director may support CGAUX-CRC duty-related travel as resources may allow.

Auxiliary Recognition and Awards
Uniforms, Awards, and Ceremonies
Auxiliarists in AP status are authorized to obtain and wear the Auxiliary uniform with
proper devices and insignia of the current or highest past office held.
Auxiliarists may wear ribbons and medals, as part of the uniform, as tangible evidence of
certain awards received. It is important to note that ribbons and medals are worn in a
prescribed order of precedence rather than in order of receipt. The proper sequence of
ribbons worn can be established using the Auxiliary Ribbon Checker website at this link:
http://ribbons.cgaux.info/cgi-bin/ribbons.pl
Auxiliarists who provide documentation (DD Form 214 or equivalent) for U.S. military
awards that are listed in Chapter 11 of the Auxiliary Manual, may wear the corresponding
badges, ribbons, and/or medals in accordance with Auxiliary uniform regulations.
Auxiliarists authorized foreign awards may be worn provided at least one U.S. military or
Auxiliary award is worn.
Auxiliarists in AP status may fly the Auxiliary Ensign on any currently inspected facility
that displays a current facility decal, including vessel, aircraft, or radio facilities. They
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may also fly the Auxiliary Ensign on their own vessels that are not offered/accepted for
use as long as the vessel has successfully completed a Vessel Safety Check (VSC) and
displays a current VSC decal. While underway, at least one Auxiliarist must be on board
when flying the Auxiliary Ensign. Auxiliarists in AP status may also fly the Auxiliary
Ensign on or near buildings or homes in which such facilities are located or in which the
Auxiliarist resides.
Auxiliarists in AP status may earn and wear appropriate Auxiliary and Coast Guard
awards if they meet established award criteria. Appropriate AUXDATA entries shall be
made to reflect these awards.
Auxiliarists in AP status may participate on Auxiliary committees (e.g., Flotilla Change
of Watch committee).
Auxiliarists in AP status may participate in Auxiliary ceremonial events (e.g., Emcee of a
Change of Watch; member of an Auxiliary color guard).

Auxiliary Awards
Auxiliarists, as volunteers, receive no direct compensation for the many hours of time
and effort they donate to the Coast Guard.
The recognition of an Auxiliarist’s service, through the presentation of timely and
appropriate awards, is essential to the success of the Auxiliary program.
Medals and awards will be worn as prescribed in the Coast Guard Medals and Awards
Manual, COMDTINST M1650.25 (series).
As with any aspect of Auxiliary service records, it is the incumbent responsibility of each
Auxiliarist to ensure that timely, complete, and accurate changes are made to them.
Auxiliarists are therefore highly encouraged to provide the Director with a copy of any
award (i.e., certificate and/or citation) as soon as practicable after their receipt of such.
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Auxiliary Qualification Awards
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Auxiliary Awards Displayed
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Coast Guard Unit and Service Awards
The Coast Guard issues unit and service awards that Auxiliarists are eligible to receive
and wear.
Award eligibility criteria are described in the Coast Guard Medals and Awards Manual,
COMDTINST M1650.25 (series).

Applicable Non-Military Awards
Auxiliarists are eligible to receive and wear certain non-military awards:

Making a Recommendation
Military and Coast Guard civilian personnel are highly encouraged to make Auxiliary
award recommendations, and may submit them directly to the appropriate chain of
command.
Any Auxiliarist may make an Auxiliary award recommendation via the chain of
leadership and management to the designated Auxiliary awarding elected or appointed
leader for consideration of all listed awards [except the Auxiliary Distinguished Service
Medal (ADSM), Auxiliary Legion of Merit (ALOM), Auxiliary Plaque of Merit
(APOM), and the Flotilla Meritorious Achievement].

Procurement of Awards
Any initial award issue should be provided through the Coast Guard at no cost to the
Auxiliarist.
Auxiliarists may purchase replacement Auxiliary ribbons, medals, and devices, for all
appropriate awards and qualifications, from the AUXCEN through established district
channels.
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Replacement Coast Guard awards may be purchased through Department of
Defense/Coast Guard exchanges or through the Coast Guard Uniform Distribution Center
in Woodbine, NJ.

Manner of Wearing Miniatures and Ribbon Attachments
Most Auxiliary awards, except the Specialty Award, have a corresponding miniature
medal.
When an award has no miniature medal, Auxiliarists may not wear the ribbon alone on
dinner dress uniforms.
Auxiliarists should wear only miniature medals and devices on dinner dress uniforms.
Auxiliarists may wear the AUXOP and past officer devices on dress uniforms.
Auxiliarists are not authorized to wear anchors, the letters “X” and “V”, and
numerals on any Coast Guard or Auxiliary ribbons. Auxiliarists should remove these
attachments from any existing Coast Guard or Auxiliary ribbons.
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Auxiliary Miniature Medals
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SELF REVIEW
MODULE 4
Task: Human Resources, Auxiliary Recognition and Awards
Ref: Study Guide Basic Qualification (BQ II), Module 4
Performance Criteria: (Note: Pg. Number refers to location in the text).
1. Does the Auxiliary have a published diversity policy statement, and if so, where can it
be found? Pg. 2
2. Does the Auxiliary have a published anti-discrimination and anti-harassment policy
statement, and if so, where can it be found? Pg. 4
3. How is harassment generally defined, and who is responsible for making sure
Auxiliarists do not encounter discrimination or harassment? Pg. 5
4. What is meant by “Fair treatment”? Pg. 5
5. What is the key to preventing harassment? Pg. 5
6. Define “gender discrimination”. Pg. 6
7. At what level within the AUX organization should sexual harassment issues be
resolved? Pg. 6
8. What is the Coast Guard policy on Rape and Sexual Assault? Pg.7
9. Who is responsible for providing overall leadership and direction to ensure all policies
and procedures contained in this section are in effect throughout the Coast Guard and
Auxiliary? Pg. 9
10. Are Auxiliarists in AP status are authorized to obtain and wear the Auxiliary uniform
with proper devices and insignia of the current or highest past office held? Pg. 9
11. Medals and awards will be worn as prescribed where? Pg. 10
12. Award eligibility criteria are described where? Pg. 13
13. What documentation does a former U.S. military person need to show in order to wear
U.S. military awards received? Pg. 10

YOU MAY NOW PROCEED TO THE NTC SITE TO TAKE THE BQ II EXAM FOR MODULE 4
OR CONTINUE TO COMPLETE MORE MODULES BEFORE TAKING THE EXAMS
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