HUBBARD COMMUNICATIONS OFFICH
Saint Hill Manor, sast Grinstead, Sussex

Rerimeo HCO POLICY LETTER OF 1 MAY 1965
Staff Member
Hats
Oxecutive Hats
STAFF MEMBER REPORTS

Staff Members must personally make certain reports in writing,

Failurce tc make those roports involves the executive or staff ncmber
not making a report in any offence committed by a junior under him, or,
in case of job endangerment, by a scnior over him,

These reports are made to the Ethics Section of the Departument of
Inspection and Reportse

The report form is simple. One uses a clip board with a packet of
his divisions colour flash paper on it. This includes a picec of pencil
carbon paper. This is the same clip board and carbon one uses for his
routine orders,

It is a despatch form addresscd simply to the Bthics Section. It is
dateds It has undor the address and in the centre of the page the person
or vortion of the org's nome. It then states what kind of a report it is
(scc below).

The original goos to Ethics by drawing an arrow pointing to ®uthics!
and the carbon goes to the person or portion of the org being reported on
by channels (B routing).

The following arc the reports roquired:

1o Damage Report. /iny damoge to anything noted with the name of the
person in charge of it or in charge of cleaning it,.

2¢ Misusc Report. The misuse or abusc of eny equipment, matericl or
quoarters, meaning using it wrongly or for a purpose not intcnded,

3e« VWaste Reports The waste of org materiel,

L, Idle Reporte The idlcness of equipment or personnel which should
be in actIons ~

S5e¢ Alter-Is Report. The alteration of design, policy, technology or
errors being made in construction,

6. Loss or Theft Report. The disappearance of anything that should be
there giving anything known obout its disappearance such as when it was scon
lost,

7+ A Found Reporte. Anything found, sending the article with the
despatch or saying where it is,.

8. Non-Compliance Report. Non Compliance with legal orders.

9¢ Dov T Report. Stating whether Off-Line, Off-Policy or Off-Origin
and from whom to whom and subject.

10, Error Reporte 4Any crror mades

11, Misdemcanor Report. Jny misdemeanor noteds

12, L Crime Report. Any crime noted or suspected but if suspicion
only it must be so stated,

13 4 High Crime Report. fny high crime noted or suspected but if
only suspected must be so statoed,

14, 4 No-Report Reporte fLiny failure to receive a report or an illegible
rceport or folder,

15. A False Report Reporte Any report received that turned out to be
falsge
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16, A False Attestation Report. liny false attestation noted, but in
this case the document is attached to the report.

17. An Annoyance Reporte Anything about which onc is annoyed, giving
the person or rortion of an org or org one is annoyed with, but the Deport-
ment of Inspection and Reports and a senior org are exempt and may not be
raported on.

18, A JOB Endangerment Roports Reporting any order received from a
supcrior that endangered ono's job by demanding one alter or depart from
known policy, the orders of a person senior to one's immediate supcrior .
altered or countermnnded by one's immediate superior, or advice from oncls
immediate superior not to comply with orders or pelicy.

19. Techrical Alter-Is Report. /4ny ordered alteration of technology
not given in an HCOB, book or LRH tape.

20s Technical Non-Compliance Report. finy failure to apply the correct
technical procedure. '

21, Knowledge Reporte On noting some investigation is in progress
and having data on it of value to Ethies.

These reports are simply written and sent. One does not expect an
exxecutive to front up to personnel who erre One does expect an exccutive
to make a report routincly on the matter, no matter what the executive nlso
does,

Only in this way can bod spots in the organization be recognized and
corracteds For reports other than one's own collect and point out bad
conditions before thosc cuan harm the org.

These reports are filed by Lthics in the Ethics files in the staff
member's folder or in the folder of the portion of the orge A folder ic
only mwade if Ethies receives an Ethics report.

Unless the staff memboer is part of a portion or an org that is under
a state of Emervency, FIVE such reports can accurmlate before Zthics takes
any actions Buti if the report is deemed very serious, Sthics may toke action
at once by investigating,

If a Statc of tmergency existed in that portion of the org or org, ON=
report con bring about & Court of Ethics as there is no leeway in an umergeacy
Condition,

The most serious rcports, which are the only ones taken up at once,
arc technical alter-is, non-compliance, any false reports, false attestations,
no roports, misdemeanours, crimes and high crimes. The others are left to
accumulate (except in Emergency when all reports on that portion or org
arc taken up at once,)

.CLEANING THE FILES

an amnesty for a portion or an org or a general amnesty can be declared
by the Office of LRH Saint Hill. /in amnesty will be effective up to a date
three months before it is issucde The Zthics files are therefore nullificd
previous to the date declared in the fLmnesty.

An amnesty sighalizes a feat of considerable moment by a portion of an
org or an org or Scicntology.

fin HCO Executive Letter can compliment a portion of an org or an org
and wipe out the Ethics Files of the portion of an org or the org compli-
menteds An aword isusually added for the persons responsible,
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An agsignment of a Statc of Normal Oporation after an Emergency (but
not assigning afflucncc) cleans the portion of an org or the org's Lthics
Files.

An individual may clean his own file by approaching Ethics and offering
to make aucnds.

The person mny be shown but may not touch his Ethics files which are
always kept locked when the office is enmpty. The person should prosent a
written and signed finends Projcct Petition to Bthicse HEthics attaches the
porson't file to it and scnds it safely to the Office of LRH "Ethics
luthority Section.! If accepted as adcquate amends by the Office of IRH
it is authorized by the “Xthics Authority Scction” and returned to Ethics
which places it on its 'Projects Time Machine."

When accomplished the funends Project is taken off the Time Machine
and forwarded to the Inspections Section which inspects and verifics it is
donc and sends all to the Officc of LRH "Bthics Authority Section' which
then authorizes the retirement of the reports on the person.

If the project comoes off the Time Machine without being doncy the
matter goes at once to a Court of Ethicse

Any Amends Project must bencfit the org and be beyond routine duticse
It way not only benefit the individuale Offers to get audited at owvn
expense in Revicew! arc acceptable as auditing will benefit everyone,

"To get traincd at own cipense up to and serve the org two yeors
aftorwards' is acceptable amends. But the peri person's staff pay is also sug-
peaded entirely during any cuditing or training undertaken as amends., “To
get another departuent's filus in order on my own timo" would bo acceptuble
amendse Getting a celebrity into Scientology would be acceptable cuends,
o work one would normally do himself on post is acceptable amends. A
denation or fine would not be acceptable amends. Doing what one should do
anyway is not amends, it is the uxpectuds No org funds may be employed
in an fimends Project.

No amends are thercafter nccepted if the person has failed to comnplete
an amends project since the oifective dnte of the last amnesty applying to
the personts portion or org.

xny bonus specifically ziven by the person's name also cleans tho
person's Ethics rilcs without comment,

The responsibility for handling the cleaning of files is that of the
Zthics Section of thc Departiment of Inspection and Reports which notes
amncsties, coupliments and speocific bonus awards and handles its Bthics
files accordingly.

No /umends Projects may be accepted except through the Oifice of IIH
and a superior may not bring a junior who wishes his files clezned by
~uends into Ethics and assist him to make the proper project applications.
It must be veluntarily done by the junior.

No Amnesties, compliments or bonuscs may be made or declared except
by the Office of LRH and authorized also from Saint Hill.

L. RON HUBBARD
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