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WELCOME TO FORT DRUM!




The Family Housing Division staff welcomes you to Fort Drum, your new home in the North Country.  We hope your stay here is happy and productive for both you and your family.

This Residents’ Guide will provide you with necessary information to make your stay as pleasant and comfortable as possible.  The information it contains is in compliance with the policies and regulations of the United States Army and the Fort Drum Public Works.  Your adherence to the policies and regulations is expected if you desire to live in Army Family or Army Community Housing. 

Now that you are in your new home, please take the time to familiarize yourself with the information presented here.  Remember, the sponsor is ultimately responsible for any damage or loss to the property.  All residents are responsible for giving their full cooperation to the Housing staff.  You are also responsible for the behavior of your family members and visitors, regardless of age.

If you have a complaint or problem, you may call or visit the Housing Office.  A Housing Complaint/Problem Form (Appendix E, page 46, located in the back of this guide) should be filled out to insure resolution.  Please do not hesitate to call the Family Housing Office should you have any questions. 

Community living requires mutual cooperation and consideration by every resident.  Every effort must be made by the residents to avoid interpersonal conflicts that may lead to unpleasant situations; please keep this in mind at all times.

LIABILITY FOR DAMAGE IN FAMILY HOUSING
Members of the Armed Forces who occupy military family housing shall be held liable and accountable for loss or damage to family housing, equipment or furnishings caused by the abuse or negligence of the member, the member’s dependents, the member’s guests or the member’s pets.  Under Federal Law (10 U.S.C. 2775) charges must be assessed for damages. Therefore, it is extremely important that each resident read this guide carefully.  Our hope is that the ideas, suggestions and guidance provided will minimize any damages you may have assessed when you get ready to leave Fort Drum.

EMERGENCY PHONE NUMBERS FOR GOVERNMENT HOUSING RESIDENTS


FIRE
POLICE
MAINTENANCE

CLAYTON (100 AREA)
911
911

788-9314

non - emergency                     
686-3131      
686-3222


ACADEMY (200 AREA)
911
911

788-9314

non - emergency      
782-3211 
782-2233

PHILADELPHIA (300 AREA)
911
911

788-9314

non - emergency                                     
788-1313      
788-1441                                                                                                                  

782-2112 (State Police)

EASTERN (400 AREA)
911
911

788-9314                             non - emergency
782-3211
782-2233



GOUVERNEUR (500 AREA)
911
911                        
788-9314                                              non - emergency
287-2350
287-2121


ARSENAL (600 AREA)
911
911

788-9314                                                                        non - emergency
782-3211
782-2233

COPENHAGEN (700 AREA)
911
911

non - emergency
376-2511
376-3511

788-9314
          

WEST CARTHAGE (800 AREA)
911
911

493-4026
          non - emergency
788-1313
788-1441


CARTHAGE (900 AREA)
911
911

493-4026
           non - emergency
493-3411
493-1141


LOWVILLE (1000 AREA)
911
911

non – emergency                           1 800 364 0232
376-6511

493-4026 
            

GOUVERNEUR (1100 AREA)
911
911

493-4026
          non – emergency                           1 800 364 0232
287-2121


LERAY (3000 AREA)
911
911

772-5495
           non - emergency
788-1313
788-1441


CALCIUM (7000 AREA)
911
911

629-4999
          non -emergency
788-1313
788-1441


ALL ON POST
911
911

772-5495
          non - emergency
773-2611
772-5157


All of these work order numbers are accessible 24-hour, seven-days per week.  Residents living outside local calling range may call collect when requesting service.

IMPORTANT PHONE NUMBERS
Fort Drum (Toll Free)
 


1-800-468-0053

Public Works
          


 772-5371

Housing Division
          


 772-6895

Assignments and Terminations
           

772-6380

CHRRS (Community Homefinding Relocation       

772-8665

              and Referral Services)

Unaccompanied Personnel Housing

     

772-5435

Facilities Branch (ACH Contract)

         

772-7721

Property Book (Furnishings Management Office)        

 772-5132

Work Orders (On-Post and LeRay)
          


 772-5495

The Inn at Fort Drum
           

773-7777

Property Managers
          


772-6668

DEFINITIONS AND ABBREVIATIONS

ARMY COMMUNITY HOUSING (ACH) areas are off post Government leased housing areas, also known as “801” housing.

ARMY FAMILY HOUSING  (AFH) areas are housing areas located on post. 

LeRay Heights - AFH for Maintenance/Repairs and trash pickup only.

             
    -ACH for Emergency Services and structural repairs by contractor.

ASSIGNMENT CLASS

Shortly after you have signed for quarters, you will be required to attend an assignment briefing.  At that time, the following items will be covered with you.

· Housing Resident’s Guide (i.e. rules and regulations)

· Demonstrate use of appliances, windows, smoke detectors, etc.

· Refuse and Recycling,  (Appendices L – O) 

· Fire Safety

· Pet policies

· Other rules and regulations

· During this briefing, you should ask any questions that you have.

CHANGE OF STATUS
It is important that you notify the Housing Office, Clark Hall with any change of status.  Bring a copy of orders showing changes in rank, duty station (unit), status, number of dependents and telephone numbers.

FIRE OCCURRENCE
Anyone who discovers a fire, smoke, leaking fuel (oil, gas) or other hazardous condition will:

· Immediately alert all occupants and help them leave the premises.  Close all doors when leaving.

· Notify the fire department promptly by use of the nearest, safe telephone.

· Wait a safe distance from the problem so that you can direct the fire department.

NOTE:  After the emergency number has been called, ensure that all fires are reported to the Housing Office at 772-6668, even if they have been extinguished!
FIRE PREVENTION RULES
Please make sure that your family members comply with the fire regulations.




1.  Keep matches and lighters out of the reach of children.

2.  Always properly dispose of cigarettes, etc. using nonflammable ashtrays or containers.

3.  Do not leave cooking unattended, to include incense, candles and potpourri.  If you are distracted, remove cooking from the heat source and turn off the heat source until you return.

4.  Do not work on a vehicle in your garage.  This type of work often leads to structural fires.

5.  Do not operate outdoor cooking grills within fifteen feet of any structure.   Also, do not store or operate the grill on your second story balcony.

6.  It is forbidden to operate kerosene or electrical heaters in housing or garage units.

7.  Do not block utility room or furnace vents.  Proper airflow is critical to the efficient and safe operation of your furnace; this also prevents Carbon Monoxide build-up.

8.  Practice a fire escape plan with your family.  Plan a meeting place so you will know that everyone got out safely.  Teach your family to vacate the quarters each and every time a fire alarm goes off.  Do not fan a smoke detector to shut off the alarm.  Do not take precious seconds getting dressed or gathering possessions.

9.  Insure that nothing is stored within a minimum of three feet of the furnace or water heater.  Rags, old newspapers, paint and cleaning supplies can all be extremely flammable.

10. Open fires are prohibited except in outdoor cooking grills.  Fireworks are not to be stored, handled or used within Family Housing and the surrounding areas.

11. Trash and yard debris must not be stored or allowed to accumulate within 10 feet of any building.  Make sure hallways are kept clear at all times.

12. Do not move gas cooking ranges or their connections unless an approved 36” flex tube is attached to the gas valve.  If the flex tube is present there will be enough length 

to pull the range out far enough to clean behind it.  Do not disconnect gas flex tubes at any time.

13. Keep your storage areas clean and orderly at all times.  Do not store combustible materials in your residence or attached storage area.  Combustible materials should not be placed within three feet of light bulbs or other heat generating electrical appliances.  Do not store charcoal, lighter fluid, gasoline, kerosene, etc. outside in the sun.

SMOKE DETECTORS

The most important factor in helping your family survive a fire is having a workable smoke detector.  Your chances of survival with a workable smoke detector are 50% greater than without one.

Steps to insure proper operation of your-smoke detector are:

1) Test the smoke detector at least once a month.

2) Clean the outside cover of your smoke detector a minimum of once a year (vacuum or dust it, and remove grease that may have built up).

3) Each quarters has hard-wired (electric) smoke detectors on each floor level.  A small light should be visible on the bottom of the detector.  The light will be on constantly or flash intermittently to indicate the unit has power to it.  To test the detector, press in on the test button, usually located on the bottom of the detector.  Hold it in until it sounds; then release it.

4) There may also be battery-operated detectors in your quarters.  If you have battery-operated detectors, replace the battery every year.  A battery-operated detector should send out an alert or beeping sound when the battery is low.  For battery replacement, follow the instructions on the detector.

Note:  If you discover any smoke detector that is not working, call in a service order immediately.

DRYER VENTS MUST BE CONNECTED
It is very important to know that dryer lint is extremely combustible.  The dryer should be periodically disconnected from the electrical outlet and from the vent pipe.  Vacuum thoroughly behind the dryer and into the vent pipe.  Make certain that you remove all lint from the dryer screens after every load of laundry.  If you have an older dryer, or an unusual model, it may be more difficult to find your lint trap.  If you don’t know where it 

is, look in the instruction manual or call an appliance service company and ask their advice.  Never assume that a fire will not happen to you.  If you notice an increase in drying time, this may be an indication that your dryer vent is obstructed.
Note:  It is important to know that if a fire results in extensive damage and is the result of occupant negligence or carelessness, the occupant can be held liable and charged for the damage.  Don’t let this happen to you.  Take the time to clean all the dryer vents and screens, and never leave the dryer on when you are not at home.
HOLIDAY FIRE SAFETY
To prevent a home fire during holidays, we all need to be extremely cautious.  Almost without exception, we hear of at least one fire that sweeps through a home, taking with it an entire family’s possessions.

There are several common sense, easy approaches to preventing fires at this time year:

    1.  Use extension cords cautiously.  Make sure they are UL approved and in good repair.  Ensure they are not strung under carpets or rugs.  Don’t overload your circuits.

    2.  Make sure that the tree you bring into your house is fresh.  It should have a fresh scent.  Give it a mild shake.  If it loses more that a handful of needles, don’t buy it.  It has already started to dry out.  Make certain that it is given plenty of water daily.  When it no longer uses water, it’s time to get rid of the tree.

    3.  While candles may be lovely to look at, never use live fire on or near the tree.  This is inviting disaster.  Be especially cautious with candles.  Don’t use them where a child could drag a sleeve through the fire or knock the candle over.

    4.  Don’t let packages under the tree rest against a light.  The heat from the light can ignite the package, and that flame will quickly spread to the tree.

    5.  Double check your smoke detector and make sure it is operating correctly.  Practice a fire exit drill with every member of the family and ensure that there is a single designated meeting place outside.

The holidays are a time to enjoy with friends and family, to reflect on past gatherings and to look forward to future ones.  Don’t let a fire ruin this time together.

A recipe that is recommended by many tree experts to keep your tree fresh longer is:

    1 gallon hot water

    2 cups Karo syrup

    2 pinches Epsom salt

    2 ounces liquid bleach

    Add one charcoal briquette to the tree-watering holder, add liquid solution and keep well filled.

HOLIDAY LIGHTING TIPS BRIGHTEN THE SEASON

Christmas decorations are encouraged throughout the Army Family and Army Community Housing areas.  Public Works has established a policy to make your holiday lighting safe, and of course, to prevent damage to homes.

    *Make sure that any lights or other holiday decorations are not stapled or nailed to any part of the housing structure.

    *Exterior lights should be designed for outdoor use and contain a factory label indicating UL approval.

    *Extension cords should be heavy duty, designed for outdoor use and UL approved.  Make sure that plug-in connections are elevated from the ground and shielded from the weather.

    *Routing extension cords through windows or doors is prohibited.

    *Exterior lights should be plugged into existing outdoor outlets, which are equipped with Ground Fault Circuit Interrupters (GFCI).

    *To conserve energy, holiday lights will be lit only from dusk till 10 p.m. and should be removed by the second week in January.

SELF HELP CENTER
Fort Drum’s Self Help Center, Building T-2150, 772-7968, offers residents of government housing quality service along with a state of the art facility.  The main part of the Center contains a large store stocked with such items as light fixtures, kitchen 

repair items, plumbing needs, child protection devices, and pesticides.  The Center is fully automated to help you identify the proper items to fit your home.

If you wish to paint your quarters, a variety of paint colors are available.  Please be advised that you may be required to return the quarters to their original condition (color) before you are allowed to clear them.  Also available is material to repair existing fencing and there is a screen repair shop for your use.

Hours of Operation  -
Sunday/Monday



CLOSED

                                       
Tuesday/Wednesday      


8:30 - 4:15

                                       
Thursday/Friday            


11:30 - 5:45

Saturday                          


8:00 – 11:45

Self Help Classes  -

Tuesday, Thursday, Friday, Saturday
9:00

Snow Blower Classes -
Beginning in the fall through winter

                                      
Wednesday      



9:00

                                         
Saturday          



10:30    


[image: image1.wmf]
The Center also has a variety of tools and videotapes that can be signed out for a variety of self help projects.  In addition, a landscaping section carries seasonal items such as bark chips, grass seed, and fertilizer.

* Self-help cards will be issued to all housing residents after attendance at a mandatory instruction class.  

* Your safety, however, is our main concern.  Therefore, do not work on electrical and hot water heating systems, ranges, refrigerators, garbage disposals, or anything that may prove hazardous.  Instead, these items should be repaired by calling in a service order.  For further information, contact the Self Help Center at 772-7968.

HOME IMPROVEMENT REQUEST PROGRAM
The Home Improvement Request Program has been developed to enhance “pride in ownership” by allowing residents some degree of flexibility in performing minor self help projects in and around their home.

To help protect the structure’s integrity and the interest of future families, each Home Improvement Request (Appendix A) will be reviewed for feasibility and how it will impact on long term care and maintenance of the quarters.  Residents must keep in mind that they may be required to return their home to the original condition prior to clearing quarters.

Some typical projects that are often approved are:

* wall paper border (not full wall paper)


* painting (interior)

* fencing






* additional cable/telephone jacks

* ceiling fans






* satellite dish

* storm doors






* trampolines

* gardens 






* kennels

* shelving






* door bell

* overhead garage door opener



* towel racks

* water beds (liability insurance required)

FAMILY HOUSING FENCES
Each fence must be approved, via a Home Improvement Request (Appendix A), before installation.  Some of our ACH contractors have separate rules for the installation of fences on their sites.  Before you spend money and time on a fence, make sure you have the proper approval.  Occupants must submit complete drawings to the Facilities Management Office, Housing, Clark Hall.  Applications will be reviewed for clarity of drawings, easements, and accessibility to utilities and compliance with 10th Mountain Division (LI) and Fort Drum Supplement 1 to AR 420-70.  The Facilities Support Branch, prior to installation, will review the Home Improvement Request Form for easement and accessibility to existing utilities.

Specifications (Appendix U):

Occupants are allowed to install fences only in back yards and at their expense.  There can be no wire or electrically charged fences.  Chain link fencing is authorized by exception only.  The family housing manager is the approval authority for exceptions.  Wood is the only approved fencing material authorized for installation in family housing areas.  Where wood fencing currently exists, new fencing must either match or be compatible with existing fence styles.  The Chief, Army Family Housing, is the approval authority for determining compatibility.  

Decorative type fencing is authorized; however, the Chief, Army Family Housing must approve the style, type and location.  The resident, to ensure a pleasing appearance and to ensure the fence does not create a safety hazard, must properly maintain all fences.  A resident may be required to remove the fence upon clearing quarters.  The minimum height of the fence must be four feet and the maximum height is six feet.  No manholes, common use faucets or electrical guy wires can be within the perimeter of the fence.

Fencing will be approved on a case-by-case basis for garden style apartments.

Areas totally enclosed by fencing must have a minimum of two access/egress gates, one of which must be from a location other than the building.

Fences will not be painted.  Only oil base solid color wood stains or clear sealers may be used to treat or finish fencing.  The Chief, Army Family Housing must approve the color of wood stains to be used.  Fences are to be free standing, unattached to housing units or accessory structures.

The fence may not extend more than twenty-five feet in any direction.  The Chief, Army Family Housing reserves the authority to order the removal of any resident’s fence not maintained properly or in compliance with Fort Drum standards.

MAINTENANCE AND REPAIR
For maintenance and repair work that is needed in your quarters, you will need to call the appropriate work order number, listed on page 6 of this handbook.

When calling in a work order request, the resident should record the following information:

1.  The date and time the call was made.

2.  The name of the person receiving the call.

3.  The service order number assigned to the work.

This information will be useful if there is a need to follow up on the status of your work request.

Your call will be classified into one of three priorities, depending on the nature and urgency of the work needed.  The following is a definition of each priority, examples of work and expected response time for completion of work.

Emergency Call (Priority One):

An emergency call is defined as a request for service or maintenance that is an immediate danger to an occupant or threatens to damage property.  Expected response time is 1 hour.

Examples:  -no heat when the temperature is below 32 degrees Fahrenheit

                   -unscheduled power outage

                   -flooding within the set of quarters

                   -gas leak

                   -toilet inoperable with no other operable toilet in the quarters

                   -replacement of broken window; where glass has fallen out 

Urgent Call (Priority Two):

An urgent call is defined as a request for service or maintenance, which does not immediately post a danger to the occupant, or threatens to damage property, but would soon affect the health or well-being of occupants.  Expected response time is 24 hours.  

Examples:   -an inoperable refrigerator

                    -two or more burners on the stove inoperable

                    -toilet inoperable with other operable toilets

                    -no hot water

Routine:

A routine call is defined as a request for service or maintenance that doesn’t immediately impact on the health or well-being of occupants or threaten to damage property.  The response time for routine calls is dependent of funding available, the amount of overall work order requests, and whether the work is normally considered an occupant’s responsibility by utilizing the Self Help Center.  Expected response time is 2-3 weeks.

Examples:  -inoperable dishwasher

                   -inoperable garbage disposal

                   -replace cracked window with glass intact

APPLIANCES

Ranges, refrigerators, dishwashers, garbage disposals are government furnished and serviced on post.  Off post, they are furnished and serviced by ACH contractors.  These appliances are assigned by serial number.  If you have problems, do not attempt repairs or adjustments; call the appropriate work order (page 6).  Do not use sharp objects to remove the ice from the freezer section of your refrigerator.  It is easy to damage the cooling coils and that can lead to a charge for repairs.  Vacuum the cooling coils in the back of the refrigerator and air vents at the bottom of the front frequently.  Build up of dust and grease can prevent your refrigerator from properly cooling your food.  Always use cold water when operating your garbage disposal.  Clean stove/oven frequently to avoid food and grease build up which could cause a fire.

REFUSE/RECYCLE COLLECTION
Garbage collection is scheduled on a weekly basis.  The PW Refuse/Recycle Shop collects garbage and recyclables for all on-post housing (including LeRay Heights), while a private contractor collects garbage in the off-post housing areas.  You should place your garbage in clear disposable bags before placing it in the containers.  (garbage placed in dark colored bags will not be picked up).  Also, drain and wrap your wet garbage so that it won’t attract bugs and rodents.

On the day of collection, place your garbage containers on the curbside.  Do not place your garbage out the night before.  This will attract pests, and in the winter, the container can end up frozen to the ground.

After the garbage has been collected, place your garbage containers inside your garage by the end of the day.  Secure the lids tightly.

Recycling is mandatory; collection is on a scheduled weekly or bi-weekly basis, depending on where you live.  Recyclables should be rinsed, properly separated and placed in either recycle containers or clear plastic bags.  Recyclables must be placed in individual containers by category.  See Appendices K-O for area that applies.

Please take advantage of hand-outs concerning procedures and pick up dates for Recycling/Refuse collection located at the Self Help Center, Building T-2150, Nash Boulevard, or call the Refuse/Recycle Shop at 772-6445, or your ACH contractor.

Bulk item pick up is scheduled quarterly on post, call the refuse/recycle shop at 772-6445 for additional information.  Off-post can call the appropriate contractor maintenance phone number.

Tips to Help Ensure Collection

1.  Always recycle.  Not doing so will result in your trash being tagged and not picked up.


[image: image2.wmf] 


2.  Place collection cans out the morning of pickup and not the night before.  This will help prevent stray dogs, wild animals, and sea gulls from getting into your garbage and strewing it around the neighborhood.

3.  Use garbage cans with rollers, if available, and tie the cover to the can to keep it from being blown away.

4.  Mark your trashcans with your house number.

AFH BULK TRASH PICK UP

Are you confused over the difference between regular trash items and bulk items?  In addition to normal household refuse, regular trash items include mops, brooms, shovels, lumber under 4’ in length, baby crib mattress and small appliances to include VCR’s, portable TV’s and vacuum cleaners.  Bulk items include major appliances (washers and dryers), console TVs, cabinet stereos, large furniture items, mattresses and box springs, microwave ovens and playpens.  Regular trash will not be picked up on bulk trash days and bulk trash will not be picked up on regular trash days.  Call the Refuse and Recycle Section at 772-6445 for additional information and scheduled pick up dates.  Off post can call the appropriate contractor maintenance phone number.

ROLES OF MAYORS, AREA COORDINATORS, BUILDING COORDINATORS, AND PROPERTY MANAGERS
Are you confused about the difference between your Mayor, your Area Coordinator and your Property Manager?

The Mayor of your community promotes Quality of Life programs for the residents.  The Mayoral program falls under the Directorate of Community Activities (DCA), and is headed by the Community Life Officer.  Mayors help to greet new residents, and answer questions.  They help new residents feel welcome to the area.  The Mayor may have several programs actively working within the community, from craft classes to activities for teenagers to mom and tot playgroups.  Mayors are not involved in the enforcement of regulations and rules within a community.  That job falls to the area and building coordinators.  A mayor’s role is to help solve problems that affect the quality of everyone’s life within a community.

The Building and Area coordinators are an extension of the “chain of command.”  Since they are active duty, and appointed by the Garrison Commander, these people have the authority to enforce the rules and ensure neighbors get along peacefully with each other.  These people can issue lawful orders to enforce compliance with the regulations.  Some of the duties of the building and area coordinators are:

· Ensure that occupants maintain an area in an acceptable manner at all times, such as grass is cut and trimmed regularly, grounds are policed of all trash and toys, etc.

· Ensure that common hallways are kept clear of personal articles - common hallways are not to be used for storage.

· Ensure that common hallways and stairways are kept clean.

· Aid in promoting peace and harmony among residents.

· Resolve problems related to parking vehicles and utilization of shared areas and equipment.

· Ensure that residents comply with all housing policies and regulations.  Report repeated violations to the property manager.

At no time is the spouse of the building/area coordinator to assume these duties in the absence of the service member.  If service member is going to be away for an extended period of time he/she should appoint the next senior ranking soldier within the building to assume duties while the coordinator is way.

The Property Manager’s job is to manage the property or site that she/he is assigned.  They brief new residents on their responsibilities while living in quarters, explain the Self Help Program, do pre-inspections and final inspections of the quarters, authorize work to be done on quarters, and figure a statement of charges for damages beyond “fair wear and tear.’’  The Property Manager should be contacted if you have trouble getting work performed after you have called in a work order.

If the Area Coordinator is having difficulty with a particular resident, he may seek advice and support from Housing, through the Property Manager, before he goes to the Garrison Commander.

The Property Manager and Area Coordinator may issue discrepancy notices if you do not follow the regulations, such as cutting your grass, or policing up after your pet.  To summarize, if you have ideas for youth activities, call your mayor.  If you are having trouble with a neighbor, call your area coordinator.  If you called in a work order and no one responds, call your Property Manager.

BUS AND TRAFFIC SAFETY




Newcomers to the state of New York may be surprised to learn that it is illegal to pass a stopped school bus when the flashing red lights are on, regardless of what direction you are traveling or how many lanes away from the bus you may be.  If the bus is stopped in the outer northbound lane of a 4-lane highway, and you are in the outer southbound lane, you must still come to a complete stop.  It never hurts to be reminded that children will be crowded around bus stops.  Make sure you are in control of your vehicle and can stop without skidding.  Caution your children to look both ways.  Take turns escorting and supervising children around bus stops.  Slow down and be cautious around children’s play areas.

ACCIDENT PREVENTION

The safety and well being of housing residents is of great concern to the Family Housing staff.  We urge you to take every safety precaution whenever possible.  As a prime example of accident prevention, do not place flowerpots, planters, or other ornaments on the railing of your balcony.  This prevents objects from accidentally falling off and endangering anyone who might be standing below.  Throughout this resident’s guide you will find many other safety precautions that you should heed.

AIR CONDITIONERS AND HEATING

Since the temperature and humidity here rarely combine to make unbearable conditions, air conditioners are not authorized in government housing.  They can be installed only with a medical exception to policy.  The Facilities Management Section, Housing, must approve it.  You must request an air conditioner on a Home Improvement Request Form, located at Appendix A of this book.

Once approval is received, the resident, at their expense, purchases the air conditioner.  Air conditioners must be 110 volt only.  Installation is also at occupant’s expense.

Your heating system must be used properly in order for it to provide adequate heat.  Under no circumstances are you allowed to use a space heater (electrical, kerosene, etc.) in your quarters or garage.  The following guidelines should be followed:

1.  Never place furniture closer than 6 inches to the baseboard heat runs or the radiators.

2.  Close windows to include the storm windows.  It’s surprising how many people complain their units are cold and, at the same time, they have windows wide open. 

3.  Never block or obstruct the area around the vents or cold air returns.

4.  Keep shades and thermal curtains closed at night to prevent heat loss.

5.  Do not install curtains or drapes so long they cover baseboard heat runs or radiators.

6.  Open baseboard air diverter to allow for heat flow.

7.  Do not block the area within three feet of gas boilers, furnaces or hot water heater.  The need for a free flow of air is critical to the efficient operation of your furnace.

8.  Allow sunlight to enter windows to gain solar heat.

9.  Change furnace filters at least every other month.  A dirty filter will slow down airflow reducing the efficient operation of the furnace.  Filters are available at the Self Help Center.

10. Never tamper with your heating system.  If it is not working properly, call your appropriate work order desk for help.

TELEVISION AND RADIO

All family housing areas are serviced by cable television.  The resident obtains Cable T.V. services from the cable company on a monthly basis.  Television antennas and dishes are authorized with approval through the Facilities Management Section, Housing, Clark Hall.  At no time may antennas or satellite dishes be attached to any part of the structure, i.e. roof or siding.

CITIZEN BAND AND HAM RADIOS

Citizen band and ham radios are allowed.  Antennas must be free standing and cannot be attached to trees or any part of the quarters.  If you desire to install a CB or Ham radio antenna, you must submit a Home Improvement Request with a description and specification to the Facilities Management Section at Housing, Clark Hall.  Installation will be at the resident’s expense.  Approval may be rescinded if interference with other communications occurs.  Radio owners may be required to provide filters to prevent interference with neighbor’s electronic equipment.

LOCKOUTS

If you are locked out of your quarters between the hours of 0730 and 1600, you may drive to Housing, Clark Hall and obtain an extra key or call the Housing Division’s Scheduling Section at 772-4813.   After duty hours, please call the work order desk at 772-5495.  In ACH, call the contractor (page 6).  You will be charged for damages if you break into your own quarters.

GROUNDS MAINTENANCE

All residents are responsible for ground maintenance in their front yard, behind quarters, and side of the building 50 feet either direction or halfway between buildings if less than 50 feet, to maintain a neat appearance of the grounds.  This can be accomplished by a work schedule developed by the Building Coordinator or any of the residents themselves.

Note:  Residents that are going to be away are required to make arrangements for grass mowing or snow removal tasks to be performed in their absence.  Not insuring these tasks are performed may delay the response time of emergency services.  Residents will perform the following tasks that include, but are not limited to:

Summer Months:
Mowing:  Grass will be cut frequently enough to maintain grass below four inches in height and to prevent a buildup of grass clippings.

Policing:  Grounds around building will be kept free of litter, debris and clutter that might post an eyesore to others.  Dog droppings will be removed daily.

Shrub beds:  Shrub beds will be maintained free of weeds.  Grass and mulch will be replaced as needed.  Shrubs should be pruned annually.  A video to help you understand how to prune them is available at the Self Help Center, Building T-2150.

Lawns:  Bare spots on lawns will be reseeded and holes filled in when needed to include the repair of any pet damage, etc.  Supplies are available at the Self Help Center, Building T-2150.

Lawn mowers:  Lawn mowers are not issued to individuals.  The Furnishings Management Office issues them to the Area Coordinator, with a set number per area.  When lawn mowers require maintenance, the Area Coordinator should contact the Furnishings Management Office at 772-5132.  They will make arrangements to repair/replace the lawn mower.  Area Coordinators are encouraged to share the lawn mower with any area resident that needs one.  Residents may also rent lawn mowers from the DCA Outdoor Recreation Division.

Winter Months:

Snow/Ice removal:  Daily remove any accumulation of snow/ice on exterior stairs, sidewalks, driveways, around fire hydrants, mailboxes, and bus shelter areas.  Snow shovels, sand and salt can be obtained at the Self Help Center, Building T-2150.

Snow blowers:  Snow blowers are available for SHARED USE to family housing quarters.  Cooperation in the use of these snow blowers is essential.  For safety and fire reasons, snow blowers will not be stored in common hallways.  When a snow blower requires maintenance, contact the Furnishings Management Office, 772-5132.  They will make arrangements to repair and/or exchange the snow blower.  See Appendix H for the Snow Blower Policy.

Water Hoses:  All water hoses must be detached from outside faucets from 1 Nov to 1 Apr.  Failure to do this could easily result in broken water lines and flooding caused by freezing water pipes.  These damages could be charged to responsible residents.

HEALTH AND SANITATION
The Army is extremely concerned that the health and sanitation standards of Army Family Housing are maintained.  The Chief of the Housing Division, his designee, or the Command reserves the right to conduct inspections of family housing in order to ensure a healthy, sanitary environment.  Inspections may be conducted or scheduled based upon complaints of alleged health and sanitation violations.  Some factors, which substantiate unsatisfactory standards, are:

· Unsightly or smelly garbage

· Floors stained or dirty with grease, food, or pet droppings 

· Grease, dust, and stain build-up on appliances

· Excessively dirty walls, doors and bathrooms

· Odorous and/or unsightly build up of pet feces in the yard

ROUTINE CARE/DISCREPANCY OF QUARTERS
While we do expect a normal amount of wear and tear, we also expect you to keep it in good condition.  If you fail to maintain your quarters, you will receive a Quarters Discrepancy Notice.  An example of this form is at Appendix D of this book.  These routine chores are your responsibility:

1.  Grounds maintenance as defined under that section of this guide.

2.  Cleaning inside and outside of windows and screens.

3.  Cleaning garages, storage spaces, steps, walks and driveways.  Do not store garbage for any length of time in your garage.

4.  Cleaning interior walls, ceilings and woodwork.

5.  Cleaning floors, vacuuming and steam cleaning carpets.

6.  Cleaning light fixtures and shades.

7.  Cleaning stoves, ovens, refrigerators, sinks, tubs, toilets, and similar equipment.

HOUSEHOLD CARE TIPS
1.  Avoid drinking red Kool-Aid in carpeted areas.  Red Kool-Aid will almost always produce a permanent stain on carpeting; spills should be blotted up and cleaned immediately to help prevent staining.

2.  Place a flattened cardboard box under your car in the garage to protect the garage floor from stains.

3.  Shampoo carpet a minimum of every six months to maintain appearance and prolong carpet life.  Shampoo machines are available at the Self Help Center, Building T-2150 or can be rented through the PX.  

4.  Use cutting boards during food preparation to protect counter tops.

5.  Do not use any type of adhesive on walls or doors.  Adhesive will damage the finish when removed which can result in a charge to the resident.

6.  Do not use large nails to hang pictures or put an excessive amount of nail holes in any given wall.  Free J-hook hangers are available at the Self-Help Center, Building T-2150.

7.  Do not leave pets alone (dogs/cats) in the house for extended periods of time.  This will reduce the risk of being charged for any resulting pet damages.

A copy of Minimum Cleaning Standards is located at Appendix X to use a guideline for housing upkeep.

RENTER’S INSURANCE

The Housing Division recommends that all residents of government housing and people in rental leases obtain renter’s insurance.  This insurance is for the personal property (furniture, clothing, stereos, etc.) that every family owns.  Neither the Government nor the owner of the apartment insures these items, although they do insure the structure.

The type of policy that would suit most needs is called renter’s insurance and can be obtained for a fairly low fee.  The fee and type of coverage will vary depending on your needs, the value of your property, proximity to the fire department, and several other factors.  Usually, a renter’s insurance policy also provides liability coverage.  This means that if someone is injured in your apartment most of the costs will be paid by your policy.  However, you must request this coverage, and as in all things, you need to inspect your policy to make certain that the coverage you wish is there.

Occupants are not required by any regulation or law to purchase insurance, but it is a wise idea.  If your waterbed leaks and soaks your belongings, or if a fire breaks out, unless you have insurance, there is little you can do to recover damages.

If you decide to purchase this insurance, be sure to shop around to get the best price to meet your individual needs.  There can be a significant difference in price from one company to another.

WATERBED INSURANCE

Written permission from the Facilities Management Section, Housing, Clark Hall is required before you install a waterbed in government quarters.  You are required to have Renter’s Insurance, which includes liability coverage on waterbeds.  Submit a copy of your insurance policy along with the Home Improvement Request form used to obtain permission.

ENERGY CONSERVATION

As a family housing occupant, we need your assistance in conserving energy.  Fewer dollars for housing and rising utility costs demand that we all use common sense and do everything possible to conserve all energy.  All residents must make a concerted effort to conserve energy. The money spent for utilities means there is less money available to improve and operate the family housing you live in.  If residents do not make a serious attempt to conserve energy, the day may come when the resident is billed directly for their usage.  Each unit’s energy usage is tracked and monitored, and families using excess energy may be contacted.  Some practical ways to save on energy are:

1.  Have leaky faucets repaired immediately so energy is not used to heat wasted water.

2.  Use cold water to run your garbage disposal.

3.  Lower the thermostat setting.  A one degree Fahrenheit decrease saves 3% in fuel!  Instead, put on a sweater.

4.  Keep windows and doors closed during the winter months.  There is no need to have a window open and the furnace running.

5.  Don’t block heat registers or radiators with furniture.  Often, both the ACH contractors and the PW work force get “no heat” calls when, in fact, the quarters are at 68-75 degrees, but the residents are in shorts and T-shirts, or the radiators are blocked and the heat is not dispersing throughout quarters.

6.  Run your dishwasher only with a full load and let them air dry rather than going through the drying cycle.  

7.  Don’t leave lights on or appliances running when they are not in use.  Clean the light bulbs and lamp shades at least monthly.  Dust accumulates and decreases the amount of light given off by the bulb.

8.  Wash only full loads of clothes.

9.  Use the Self Help Center to obtain caulking to seal around leaky windows and doors.

10. Regularly defrost manual-defrost refrigerators and freezers.  Don’t let the frost build up to more than one-quarter inch.

11. Keep the lint screen on your dryer clean; it can decrease the efficiency of the appliance and be a fire hazard.

12. Keep the cooling coils on the back of your refrigerator dust free.  Vacuum them with the brush attachment or wipe gently with a soft cloth.

13. Repair leaky toilet tanks, or call in a work order.

14. Use thermostat timers to lower temperature at night or while you are away.

15. Replace worn weather stripping around doors and windows (available at the Self Help Center).

16. Furnace filters should be checked monthly and changed as needed.  They are available at the Self Help Center for on-post residents, and through the contractor for ACH residents.

17.  Install flow restrictor showerheads.

18.  Keep garage overhead door closed when not in use.

19.  Microwave meals when possible.

20.  Set hot water heater at a temperature that will not scald your children.  Anything higher is not necessary, and could cause serious burns.

By following these guidelines, the money saved on energy for the Installation could be significant.  Additionally, the AFH or ACH work force won’t be called out unnecessarily.

FIRE ARMS

It is a crime in New York to have a privately owned handgun on your person, in your car, or in your home, without a New York State license.   In AFH, ALL firearms must be registered with the Military Police.  If you do not have a license, you must store your handgun in your Unit Arms Room or arrange for a registered firearms dealer or 

gunsmith to pick up your handgun.  You can obtain a license application at the Military Police Station or, depending, upon your residence location, at the following county registration departments:
     (1) Sheriff, Jefferson County, 753 City Center Drive, West, Watertown, NY 13601


(2) Sheriff, Lewis County, P.O. Box 233, Outer Stowe Street, Lowville, NY 13367


(3) Pistol License Section, St Lawrence County Clerk's Office, Canton, NY 13617

Refer to paragraph 6 and Appendix A of Fort Drum Regulation 190-6, Control of Firearms, Ammunition and other Dangerous Weapons, for further specific information. All Fort Drum regulations can be obtained from the Fort Drum Intranet.

Firearms, to include B-B guns and air guns, will not be discharged in or around family housing areas.

LIGHT BULBS
Residents should not use more than 60-watt bulbs in the permanent fixtures in your quarters.  Doing so may cause your light bulbs to burn out prematurely and may pose a risk of fire due to excessive heat buildup within your light fixture.

ENVIRONMENT
Each person has a responsibility to protect the environment.  No engine oils, engine coolants, car grease, paint, paint thinner, etc. will be poured into the sewers or on the ground.  Burning of leaves and garbage is also prohibited.  See Appendix O, Waste Disposal.

GOOD NEIGHBORS
Military Family Housing residents are close neighbors.  Full support and cooperation with each other is vital to making the community a pleasant place to live.  Each person needs to accept the individual responsibility of helping to create a climate of respect and mutual cooperation.

NOISE
While most communities do not have regulatory “quiet hours”, it is generally accepted that common courtesy and consideration for one’s neighbors shall prevail.  From the hours of 2200 to 0600, when most people are trying to sleep, loud noises and music should be restricted.  Please be a considerate neighbor.  Excessive noise is detrimental 

to the physical, mental, and social well being of people within the community.  Noise in quarters, and emitting from automobiles has been a problem more evident during warmer weather.  The following guidelines are included in Fort Drum Pamphlet 600-5:  

Radio, phonographs, or other sound producing devices operated in a manner that disturbs the peace, quiet, and comfort of neighbors is prohibited.

· Individuals will not play radios, stereos, tape players, and other audio equipment loudly enough to be heard more than 30 feet away.

· Any audio device emitting music containing lewd, indecent, sexist or racist lyrics is prohibited.

· Operational use of equipment (including, but not limited to, washers, dryers, power tools, lawn mowers, etc.) causing loud or unusual noise between the hours of 2100  and 0800 is prohibited.

· This prohibition does not apply to musical performances or other entertainment events authorized by the Garrison Commander.

· Snow blowers may be operated at any time for snow removal purposes.

CONTROL OF CHILDREN
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Children are our most valuable asset, and deserve to be cared for properly.  They need rules and guidance to protect them and keep them safe.  Do not allow them to play in the street.  Play areas are available for their use.  The guidelines for the supervision of children are outlined in Appendix I and are based on New York State Law and are taken very seriously by the Fort Drum Community.  Children under the age of 12 must be supervised.  “Supervised,” means being cared for by a parent, guardian, a sibling aged 12 or more, a person outside the family 13 or over who has completed an approved baby-sitter’s training course, or another person 15 years old or older.  Children may not be left in the care of persons 12-17 for more than 18 hours. 

Parents are responsible for their children even when they hire a baby-sitter to come to their home.  They should exercise care in selecting a baby-sitter to insure that the sitter is mature and experienced enough to adequately supervise their children.

The minimum guidelines for supervision of children are outlined in Appendix I.  Parents may be held liable for destruction of property caused by their children.

SWIMMING POOLS
Swimming/wading pools are allowed.  However, there are some exceptions.  Pools are permitted only in locations designated by the Housing office.  Swimming pools that contain more than 200 gallons (kiddy-pool size) are not permitted.  Use the Home Improvement Request Form at the back of this guide for an approval of your swimming pool.

BIKE HELMETS

The Department of Defense mandates that all bicycle riders and passengers, regardless of age, must wear an approved helmet, properly fastened, when riding on the installation.  New York State requires all bicyclists less than fourteen years of age to wear an approved helmet when they are operators or passengers on a bicycle 

anywhere.  Headgear must conform to standards set by the American Standard Institute or the Snell Memorial Foundation.  An approved helmet can be identified by the safety seal/label on the helmet.  A child under five years of age must wear an approved helmet and be in a seat attached to the bicycle when riding as a passenger.

OVER FLOW PARKING
Control of overflow parking areas is delegated to the Area Coordinator.  The Area Coordinator has the authority to control what is parked in the overflow parking lots and for how long.  RV’s, boats, and trailers are not to be parked in overflow lots (see Appendix AA).

MOTORIZED RECREATIONAL VEHICLES

Operation of motorized recreational vehicles in the cantonment area, which includes on-post housing areas, is strictly prohibited.  Motorized recreational vehicles include such things as snowmobiles, All-Terrain Vehicles (ATVs), dirt bikes, go carts, etc.  Fort Drum Regulation 420-3 and Fort Drum Hunting, Fishing, Trapping, and Camping and Fort Drum Supplement to AR 210-9 further outline the authorized use of snowmobiles outside the cantonment area.

Off post housing area residents should check with local Police Departments for city/town and village ordinances/laws pertaining to the use of motorized recreational vehicles within your village.  These vehicles will not be operated off roads within any off-post housing area.

REPAIR WORK ON AUTOMOBILES, RV’s, ETC.
Repair work on vehicles is not authorized in any of the Housing sites.  The DCA Auto Crafts Center has bays for your use.  This includes changing oil, antifreeze, painting, welding, brake replacement, muffler replacement, bodywork, etc.  At no time will a vehicle be left unattended resting on a jack, jack stand or supports.  Minor preventive maintenance may be performed on your vehicle to include changing a flat tire, adding engine oil, brake fluid, etc.  Several garage fires have resulted from occupants working on their vehicle in their garage.  Please do not put yourself in a position of being held liable for damages.

Running your vehicle in the garage may lead to a buildup of carbon monoxide.  This can pose a severe health hazard or even death to you, your family, and neighbors.  Simply do not do it.  If you must warm the car before driving, back it into the driveway.

ABANDONED VEHICLES
The control of abandoned privately owned vehicles (POV’s) is necessary to prevent vandalism and the creation of eyesores.  A POV found in on or off-post housing will be subject to the abandoned vehicle procedure under the following circumstances:

· License plates are not affixed to the vehicle.

· Registration has expired.

· Stands disabled upon or unattended adjacent to a roadway or trail more than 72 hours (excepting safety hazards, which will be removed sooner).

The vehicle will be tagged, and you will be allowed time to remove it.  You will be charged a towing and storage fee to retrieve the vehicle, so make sure you don’t violate the rules defined above.

VEHICLE REGULATIONS
The posted speed limit is 20 MPH for On Post Housing and as designated by the various communities supporting the ACH housing sites.  These limits apply to all vehicles.  If you own a motorcycle or motorbike, we urge you to be particularly careful to obey the laws.  All drivers should keep in mind that there are many children within the housing areas.  They are liable to dart into the path of your car.  Please observe all posted speed limits, traffic laws, and drive carefully.  There is no parking on the streets from 1 November – 1 April.  There is no parking on the grass/lawns at any time.  You are not allowed to perform any vehicle maintenance in the garage or driveway, to include oil changes in ACH sites.  Vehicle maintenance may be done at the Auto Craft Shop on Fort Drum, Building P-11120.

GARDEN PLOTS
There are garden plots available on post for a small fee through the DCA Outdoor Recreation Division.

PROBLEMS WITH NEIGHBORS
If you have a problem or concern about your neighbor’s conduct, we ask that you first make an attempt to address it with them.  If that fails to bring resolution, discuss it with your Building Coordinator or your Area Coordinator.  If the problem continues, fill out the Housing Complaint Form (Appendix E) and bring it to the Housing Office, Clark Hall.  See Appendix BB for additional guidance.

Solving disputes between neighbors should begin with the neighbors themselves.  If necessary, the building coordinator or area coordinator becomes involved because their position enables them to issue lawful orders.  Your first step should not be with the Housing Office or the Property Manager, since we strongly encourage resident’s to work together to make their communities pleasant places to live.

BUSINESSES IN QUARTERS
If you wish to run a business from your quarters, you must obtain a current authorization.  You can request approval of your business, or report an abuse of this privilege, by calling the Installation Solicitation Control Office at 772-8163.  This request will be staffed through the Housing Division for concurrence.  Businesses that are likely to disrupt the peaceful living conditions of a neighborhood, or will use excessive amounts of electricity or water will not be approved.

VISITORS
You are allowed to have visitors in your quarters for a reasonable amount of time.  Visits of more than 30 days require written permission from the Housing Office.  Permission is granted for visitors to stay in your quarters only.  If your visitors are coming in an RV or a mobile home, special permission must be granted for them to 

park near your quarters, or to hook into your utilities.  An example of the Visitor Request Form is located at Appendix B of this book, and may be obtained from Housing, Clark Hall.  Completed forms must be turned in to Housing.

It is important to know that quarters are to be used solely as a single-family residence for you and your dependents.  AR 210-50 prohibits use of the premises for any other purpose, including the shelter of any additional number of persons, except as temporary guests.  Rental of your quarters, or any part of them, is also prohibited.  Abuse of this regulation may result in loss of quarters.

ABSENCE FROM QUARTERS

If you plan to leave your quarters for more than 40 hours, please notify the Family Housing Facilities Management Section at 772-6668.  You can also notify us by filling out an Absence Notification Form located at Appendix C and delivering it to Housing, Clark Hall.  This will enable us to check your house in the event of any emergency.  Only in the event of an emergency will your home be entered when you are absent.  If you plan to be gone for several days, we suggest you stop the delivery of your newspaper and mail.  Ensure your house appears occupied.  Ask a neighbor to check on it daily, especially in the winter.  If the furnace goes out, the result is likely to be broken water pipes, and that can spell disaster.  You are responsible to ensure that the yard is 

maintained and that the quarters are protected from freezing during the winter.  Provisions for lawn mowing and snow removal must be made in your absence.  Any other duty normally performed by the resident to ensure the safety and integrity of your home must also be done in your absence.  It is also wise to notify your local law enforcement agency of your planned absence.  Make sure you do not leave pets alone, even for short periods of times (weekends).  Remove all perishables from the refrigerator, and make sure the doors and windows are secured.

HOUSING ABSENCE/PRE-DEPLOYMENT INFORMATION

The Fort Drum Housing Division wants you to know that we recognize how difficult it is to have a sponsor deployed.  It’s a common belief that if anything is to go wrong, it will go wrong when the sponsor is away.  While we can’t stop the deployment or bring your sponsor home, there is certain information we can provide you.  Please keep this 

information in a handy place and feel free to call any of the phone numbers for additional information.

Q.  Can I go home to be with my family while my sponsor is deployed?  What will happen to my quarters if I do so?

A.  The Housing Office does not penalize, in any way, family members who choose to go home while their sponsor is deployed.  All we ask is that you fill out an Absence Notification Form before you leave.  The form is in the back of your Residents’ Guide (Appendix C), and it also available from the Facilities Management Branch, Housing, Clark Hall.  This form allows us to enter your quarters in the event of an emergency, such as broken water pipes.  It also gives us a phone number so that we can contact you if there is an emergency.  You also need to let us know who you are leaving a quarter’s key with and who will do the snow shoveling or lawn mowing while you are away.

Q.  What if I suddenly decide to leave and I don’t have time to fill out the form and return it to Housing, Clark Hall?

A.  We can accept your absence notification over the telephone.  Call Facilities Management at 772-6668, and provide the same information as required above.

Q.  Why do I need to leave my key with someone?

A.  Your quarters should be checked on a weekly basis.  That way, minor problems can be called in for maintenance before they become major problems.   Instruct this person to check to make certain that there is heat in the quarters and that all water is turned off.

Q.  What safeguards to my quarters should I make before I leave?

A.  Make sure that you leave your thermostat set between 60 and 65 degrees.  Unplug all small appliances, clocks, etc.  Remove all perishables from your refrigerator, but do not unplug it.  Remove any trash or garbage, and make sure the garbage and recycling containers are clean so that they don’t attract pests. 

Turn off the water to your washing machine, disconnect all outside hoses, and make sure all faucets are turned off.  Make certain that you have made arrangements for any pets.  Take them with you, ask friends to care for them, or board them at a kennel.  They are not allowed to be in quarters unattended for any amount of time.  You might consider asking the person who is watching your house to turn your lights off and on in a random pattern, and to open and close drapes.
Q.  What if I decide to stay away longer that I originally planned?

A.  Simply notify the Housing Office at (315) 772-6668.  Also, please make sure the Rear Detachment knows where you are and how they can reach you.

Q.  We are on the waiting list, but have not received quarters.  How does the deployment affect me getting quarters?

A.  A spouse can sign for and accept quarters.  Your sponsor’s deployment does not affect this; however, you will need to have a current ID card and a Power of Attorney to make transportation arrangements and to receive your household goods.

Q.  I live on the economy and I am having difficulty with my landlord while my sponsor is deployed.  Who can help me?

A.  The Community Homefinding Relocation and Referral Services, (formerly HRO, now CHRRS) at Housing, Clark Hall stands ready to help you with any problems.  You can reach them at 772-8665.

Q.  I’m staying here in my set of quarters.  What things can I do to make it easier for me?

A.  Remember to be vigilant about fire safety.  Supervise children closely.  Practice fire drills.  Be cautious when cooking with grease.  Test your smoke alarm.  Report all fires and gas leaks to the appropriate fire department.

CLOTHES LINES

Request the use of clotheslines on a Home Improvement Request Form (Appendix A).  The only kind of clothesline approved is the removable, umbrella type.  This may require an Excavation Permit.

PET POLICY
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No other subject provokes more complaints and emotional reactions than the problems with pets in Government housing areas.  Ownership of a pet within Government housing is a privilege and may be revoked by the command if the owner fails to control and properly care for the pet.  Residents residing in ACH areas are additionally subject to local ordinances. A copy of the Fort Drum Regulation on control of animals is included as Appendix Z.

Pets Authorized

You are limited to no more than a combination of two cats or dogs.  Small caged animals, such as birds, hamsters, gerbils, guinea pigs, etc. are also authorized pets.  Breeding for the purpose of financial gain is unauthorized, and litters may be kept for a maximum of 90 days before they must have new homes or be properly disposed of.

Pets Not Authorized

Wild animals such as skunks, raccoons, opossums, foxes, ferrets, reptiles, monkeys and other exotic animals that are normally found in a zoo are not allowed within government housing.

Owner’s Responsibilities

The problems center around barking dogs, pets not on leashes, and pet droppings on lawns.  All are legitimate concerns.  The pet droppings on lawns pose a very real sanitation problem.  Children and adults both are likely to step in it and track it through entranceways and into individual houses.  An easy way to clean up after your pet is to pick up the droppings as they happen.  Use a plastic bag to cover your hand, pick up the droppings, and dispose of the bag and the droppings all at once.

All pets must be on leashes; this is not an option.  Your pet is not allowed outside if it is not leashed.  This is for your protection, the protection of your neighbor and for your pet’s protection.  An animal that bites or claws someone can end up costing you a great deal of money and can result in the impounding of the pet.

We realize that cats are independent animals and that it is a general belief that cats can’t be put on leashes.  However, that is not true.  One mayor reported that all the cats in her neighborhood are leashed.  Unattended cats are notorious for their attraction to playground areas.  They choose to use the sand there like a litter box; they pose as great a problem to children as dogs.  There is little doubt that a dog barking all day or all night can be a real nuisance to your neighbor.  Start training your pet early that constant barking is not permissible.  Try playing a radio quietly if you are gone so the pet does not feel alone.  Make sure the pet has plenty of food and water and is exercised regularly.  Often dogs bark out of boredom, so spend some time with your animal.

Owning a pet is a responsibility and a pleasure.  The responsibility cannot be overlooked.  When people live together as they do in government quarters, more consideration for one’s neighbors is necessary.  While it can be difficult to care for a pet properly if all adults are working, it does not eliminate the owner’s obligation to the animal and to the neighbors.  Please be a considerate pet owner.  You may be required to permanently remove the pet from the housing area or you may be required to vacate quarters if you can't handle this responsibility.

When pets are secured outside, the pet will be tethered or chained  (not to exceed 15' in length) or kept in a fenced area.  Tethered pets may not be within four feet of any common area, common doorway or sidewalk.  They are not to be secured to trees, shrubs, privacy fences or buildings. Balconies and garages are not to be used for pet holding areas or kennels.

Complaints about pets may be initiated filling out the Housing Complaint/Problem Form  (Appendix E) or by calling the Facilities Management Section at 772-6668.  Complaints may also be registered with the local animal control warden or the SPCA.  For further guidelines a copy of 10th Mtn Div (LI) & Ft Drum Reg 40-6 is located at Appendix Z.

All pets will be microchipped IAW guidance in Appendix EE.

AIR VENTS IN UTILITY ROOMS MUST NOT BE PLUGGED

Do not place objects in front of your air vents or cover them over in any way.  These vents provide air for proper combustion of gas for your furnace and hot water heater.  National Fire Prevention Association codes require the vent be operable.  With the vent plugged, your furnace does not get the proper mixture of combustible air and is less efficient and could cause unused gas to be present in your quarters.

USE OF COMMON HALLWAYS

Common hallways are not to be used for storage of any kind.  Placing items here is a temptation to thieves and has the potential to be deadly.  These areas must be kept free of clutter.  In the event of a fire, an occupant could trip over the stroller that someone stored there. Clutter could impede the progress of the fire department.

CLOGGED PIPES

All occupants are asked to be careful about what they put in their garbage disposals or flush down their toilets.  Sewer backups are frequently caused by grease and oil build-up on the walls of the sewer lines.  People are not to use disposals and sewer lines as a place to get rid of cooking grease (see Appendix R).  Please keep a can near the kitchen stove to pour grease into.  It will get hard and you can dump the grease into the garbage, and recycle the can.  Also, please teach your children to be careful with what they flush down the toilets.  DO NOT flush pens, toys, Q-tips, baby wipes, diapers, condoms or sanitary products at any time.

YARD SALE RULES

Here are some simple rules that need to be followed for yard sales.

1.  Yard sales are only allowed on Saturdays and Sundays (Mondays if a holiday).

2.  Each resident is required to remove all signs (to include tape and posts used to hold up signs) and to clean up the area after holding a yard sale.  The yard sale signs must be removed by sunset the last day of the sale.  The Housing Division requests your cooperation with this.  The proper posting and removal of signs will help keep the areas looking neat.

BARBECUE SAFETY

When using your grill, safety must be foremost in your mind.  Children should not be allowed near a grill.  At no time should they be cooking, serving, or playing near a grill.  Their clothing and hair are all much closer to the fire, since they are shorter.  In no case are grills, regardless of type or size, allowed to be used on a second floor balcony.  All grills are to be fifteen feet from any combustible structure.  The grill needs to be far enough away from quarters, so that the heat does not melt the siding or a spark ignite anything.  Different types of grills require different precautions.  Liquefied Petroleum Gas (LPG) when used to fire a home barbecue is contained under pressure in a steel cylinder.  The contents of a LPG cylinder vaporized and in a confined area have the explosive force of several sticks of dynamite.  Therefore, the wise user of LPG will be aware of the dangers involved and the precautions that must be taken to avoid accidents.

No LPG burner should ever be ignited until the following steps have been taken:

1.  Read the manufacturer’s instructions and ensure you understand them.

2.  If you are using a propane grill, you should check the hoses and fittings to make sure they are still in good operating order.  The hoses deteriorate over time, and the fittings loosen, so they need to be checked to ensure that the propane does not leak.  To make sure that connections are tight, apply a soapy solution to detect leaks.  If any bubbles are produced when the gas is turned on, the connections must be tightened further.  It is recommended that propane tanks are never stored in the garage or house.  Should they leak, any small spark can cause ignition and the fire will spread quickly.  Instead, buy a weather resistant cover, and store the grill and tank outside in a cool, shaded area away from the building.

3.  Make certain that your propane tank matches the manufacturer’s recommendations for size and type.  Attaching a larger tank to a grill can be very dangerous.  

4.  Never use a propane barbecue inside any structure.  Do not move it into the garage if it starts to rain.

5.  Make sure that grease is not allowed to drip on the hose or the cylinder.

If your grill uses charcoal, you are under the same fifteen-foot restriction and it cannot be used on a balcony.  These will not be used inside the garage or quarters, either.  Combustion of charcoal emits carbon monoxide gas, which - even in small quantities - can cause injury or death.  Once a fire has been started, never add starter fluid.  Fire may follow the stream of fluid back to the container, causing an explosion and scatter flaming liquid.  Instead, buy charcoal that does not require additional starter fluid.  

Once cooking is completed, extinguish the fire with water, or cover the grill with a noncombustible cover to prevent the wind from scattering hot coals.  Do not move the grill into the garage or house until it is completely cool and the ashes have been disposed of in an outdoor container.

A couple of years ago, a housing resident had a cook out.  When it was over, he moved the grill to the garage, but he did not extinguish the coals with water.  The next morning, he told his children to clean the grill.  They emptied the coals in the garbage can, cleaned the grill and went back to a Nintendo game.  Soon, the smoke detector sounded.  The father fanned the detector, trying to get it to stop.  It continued and he finally smelled smoke.  When he opened the garage door, he found it totally engulfed in flames.   The coals, he had assumed were out the night before, smoldered all night and had ignited the trash can.  The fire quickly spread.  

When having summer cookouts, please take a few minutes to think about fire safety and use common sense.  If you should need more information, please contact the Fire Prevention Office, Building T-801, at 772-4702.

INSECT CONTROL

If necessary, your house was treated for insects before you moved in.  The occupant is expected to take all measures to prevent and/or control insects.  The Self Help Center has bait and traps, along with sound advice on how to control insects.

Alternative Pest Control Methods

Rather than using a lot of environmentally dangerous pesticides that can also be harmful to you and your children, try some of these methods to rid your home of pests.

FOR FLEAS:  Vacuum regularly and empty contents of the bag into the trash outside of your house or the fleas will find their way back where you just vacuumed.  If you put a 2” piece of a flea collar in your vacuum bag it will help kill the fleas as they are vacuumed up.  Make an herb pillow for your pet containing any or all of the following herbs:  Pennyroyal, Eucalyptus, Thyme, Red Cedar, Rosemary and Winter Savory.  Strewing some of these same herbs under your rugs will also help repel fleas.  If you suspect that you have a flea infestation, fill a shallow cake pan with water, add a few

drops of detergent, and place near a wall at night.  Put a 100-watt bulb about 18” above the pan, turn it on, and leave it on all night.  If there are fleas, they will be attracted to the light, jump in the pan, and won’t be able to get out because of the detergent.  Do this in each area of the house where you suspect there are fleas.  Repeat the process in 28 days to ensure that any fleas that have hatched get caught.  Use a flea powder in your carpet to prevent re-infestation.

FOR ANTS:  Ants are repelled by lemon scented [image: image5.jpg]


cleaning products and attracted to pine scented ones.  If you have ants, switch to a lemon scented cleaner.  White vinegar is also a good ant repellent.  Sprinkle peppermint in the back of your cupboards.  Grow peppermint by your entranceways.  Ants do not like to cross over bone meal or borax, but these should not be used where pets or young children can ingest them.

FOR ROACHES:  For every roach you see, there are probably at least nine that you don’t see.  They are transferred from neighbor to neighbor in boxes of food, bags, and on clothing.  Corrugated cardboard is a major hotel for roaches.  So are videotapes.  Get rid of paper bags and boxes where they can live.  Close or caulk up all gaps and holes where they could enter your home.  Look under the sink and along the back of cupboards for gaps.  Keep all food sealed up tight.  Dirty dishes and pet food left out overnight is a major invitation for roaches to come live with you.  (It is also attractive to rodents).  Spread equal parts of baking soda and sugar around infested areas.  Spread a mixture of 1/2-cup Borax and 1/4 cup flour around baseboards and entrances - where children and pets cannot get at it.  Roaches also like to live where it is warm, moist and damp, so check under your sinks, and in the cupboards nearest your stove.  Additionally, the roach baits available at the Self Help Center work well to control roaches before they become a major problem.

FOR FLIES:  Flies enter your home through holes in screens and gaps around ill-fitting screens and doors.  Check for holes and leaks.  The Self Help Center can assist you in making necessary repairs to the screens, and can advise you on how to best seal the leaks.  Fly swatters and fly-paper are two time-proven methods of dealing with flies.  Grow Basil in window boxes and planters (water from the bottom to create a stronger fragrance).  A few drops of Lavender oil in small saucers of water placed in a sunny window will perfume the air and repel flies.  Make certain all food is sealed, and dirty dishes or pet food are not left overnight.  Thoroughly and immediately clean all food 

spills and pet accidents from carpeting or the flies will lay their eggs there, and only 7 days later you will be infested with maggots.

FOR WASPS:  In the fall, wasps congregate.  They find the warmest spot available and stay there.  If that spot is the siding on your house, you may see a lot of them sitting there sunning themselves.  If the warm spot changes during the day, they will move from your siding to another spot.  When wasps are congregating for warmth, they are 

not aggressive if left alone.  They are slowed down by the cool nights, and are close to 

a state of hibernation.  The fact that they are congregating for warmth does not mean you have a nest.  You may have a nest if you see activity in one area; several wasps going in and out of one spot frequently - around 10 wasps in two minutes.  Wasps like to build nests in gaps between the roof and the wall, or in crawl spaces.  When you are certain that there is a nest, and not just normal swarming for warmth, it is time to call in a service order.

FINAL CHECK OUT 

Notify the Family Housing Office, Clark Hall at 772-4813, upon receipt of your reassignment orders.  You can then schedule times for the preliminary and final inspections of your quarters.

Preliminary inspections (pre-inspections) are scheduled 60 days prior to final inspections, if possible.  This inspection will help identify deficiencies and give you necessary time to make corrections, so scheduling early is to your benefit.  Orders are not required to do a pre-inspection.  The Fort Drum cleaning standards are included at Appendix X of this book.

Before your final inspection, make sure all your possessions have been removed and the quarters are clean and in good repair.  A property manager will meet you at your quarters for the final inspection.

Turn in any equipment (snow blowers, lawn mowers, carpet cleaners, buffers, etc.) signed for through Property Book Office and the Self Help Center prior to your final inspection.

If the Property Manager determines the cleanliness or condition of your quarters is unsatisfactory, you will not be granted clearance.  The property manager may request your keys and give you clearance when the quarters do not meet standards.

APPENDIX A
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FROM: ____________________ RANK _______       QUARTERS #          __________

TELEPHONE (H) ________                                                                                                                                                                      
                    (W)  _______

                                                     NO. OF BEDROOMS:   GARDEN ____  TOWN_____

TO:   Chief, Housing Division                                  

SUBJECT:  Home  Improvement/Project  Request

1.  It is requested I be permitted to perform the following improvement/project at my assigned quarters.  

[image: image10.wmf]
2.  I understand and agree I must restore the unit and surrounding grounds to their original state prior to my vacating.  My failure to comply may result in a restoration charge to me.

[image: image11.bmp]
DATE ___/___/____ SIGNATURE_________________________________________
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ADMINISTRATIVE USE ONLY

    APPROVED          REMARKS: __________________________________________


    DISAPPROVED    ____________________________________________________

CHIEF, HOUSING DIVISION

APPENDIX B

VISITOR REQUEST FORM

PRIVACY ACT STATEMENT - Authority: 5 USC 5911 & 5912.  Principal Purpose:  To identify resident needs for assistance and housing requirements. Routine Use:  To initiate housing office action for visitors.  Disclosure:  Mandatory.  Failure to provide information may result in disciplinary and/or administrative action, including, but not limited to, termination of assignment to Army Housing.

FROM: ___________________________________     _________________________

                             Name/Rank                                                    Quarters Address

             ____________     ___________      _________________________________

                   Duty #                Home #                                  Unit/Company

TO:   Chief, Housing Division

SUBJ:  Request Permission to Allow Visitors to Stay in Quarters for More Than 30 Days

1.  It is requested that I be permitted to allow my visitor(s) to stay in quarters for more than 30 days.

NAME: __________________________    RELATIONSHIP:_____________________

REASON:__________________________________________________________________________________________________________________________________

LENGTH OF STAY:  FROM____________________  TO________________________

2.  I understand and agree to inform the Housing Office if my visitor(s) stay longer than the specified amount of time indicated.  I fully understand that I am responsible for the actions of my guests, as well as any damages caused by them.  I further understand that the Housing Office may revoke this approval, for cause, at any time.  I also acknowledge that a Housing representative may contact me after the NTE date to verify my guest’s departure.

______________                                    _____________________________________

            Date                                                                            Signature

INTERNAL USE:  Property Management and /or A&T recommendation/comments.

Submission date to HOUSING:___________  Response Date: ____________________

Approval/Disapproval (circle one)     Property Manager ______________________

Comment(s):  Please annotate on reverse side if necessary.

Date: _______________________

FROM:  Chief, Housing Division            TO: __________________________________

Approved/Disapproved   Approval NTE:  __________________Chief, Housing Division

APPENDIX C

ABSENCE NOTIFICATION FORM

Privacy act statement.  Authority: 5 USC 5911 & 5912.  Principal Purpose:  To assist maintenance, fire protection and security. Routine Use:  Information secured, maintained and essential for maintenance and security of resident housing.  Disclosure:  Mandatory.

DATE SUBMITTED:  _________________

QUARTERS ADDRESS:  ________________________________________________

NAME AND RANK OF RESIDENT:  ________________________________________

ADDRESS WHILE ON LEAVE:  ___________________________________________

TELEPHONE: _________________________________________________________

ON LEAVE FROM:  ____________________  TO:  ____________________________

QUARTERS KEY LEFT WITH: ____________________________________________

ADDRESS AND PHONE #: _______________________________________________

I understand that if I do not establish a POC, a Housing Division staff member will check my quarters in my absence.  I also understand that if I do not establish a POC to remove snow/ice or cut the grass PW will order the work done and may charge me back for the services.  I certify that I have followed all instructions provided by Housing for the care of my home, family, and pets prior to and during my absence.

_____________________________________

                                                                                 SIGNATURE OF RESIDENT 

_____________________________________

                                                                                   TELEPHONE NUMBER

_____________________   _______________

                                                                              UNIT                               PHONE#

______________________________________________

                                                          REAR DETACHMENT UNIT AND PHONE #

PLEASE NOTIFY THE HOUSING OFFICE AT 772-6668 UPON YOUR RETURN.  THANK YOU.                     

APPENDIX D

QUARTERS DISCREPANCY NOTICE

ADDRESS ______________________  DATE __________  TIME ________________

The indicated corrections are required to correct discrepancies that were noted at your quarters within your area of responsibility:

PETS                                                         
 SANITATION

____ Pet must be leashed/tethered

____ Remove trash

____ Control excessive barking                       
____ Remove containers from curb

____ Provide adequate food, water, shelter      
____ Clean common hallway

____ Clean up pet droppings      


____ Remove oil stains from driveway

____ Remove pet’s tether from structure,
____ Police yard

tree, utilities




____ Other:

____ Pet’s cannot be housed in garage, 

or on balcony

LAWN, SIDEWALK, DRIVEWAY

____ Mow lawn                                                  ____ Remove snow/ice from sidewalk,

____ Re-seed bare spots in lawn                                 driveway, stairs, balcony/patio

____ Water lawn                                                ____ Trim shrubs

____ Remove vehicle from lawn


____ Other: 

or road


                        

MAINTENANCE

____ Repair window screens/shades

____ Repair: _________________________________________________________

UTILITIES

____ Exterior lights left on during daylight hours

____ Doors, windows, garage door left open 

____ Excessive watering

____ Other: __________________________________________________________

OTHER DISCREPANCIES OR REMARKS: _________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

APPENDIX D (continued)

You are required to correct these discrepancies within _____________ days.  Your failure to comply with correction(s) of the above discrepancies by the date indicated will result in directing you to the Garrison Commander to show cause why your Government quarters should not be terminated.

A follow-up inspection is scheduled for  ____________________________________

Serving Official, Title, and phone #   ______________________________________

                                                                              For, Chief, Housing Division

APPENDIX E

HOUSING COMPLAINT/PROBLEM FORM

PRIVACY ACT STATEMENT.  Authority: 5 USC 5911 & 5912.  Principal Purpose:  To identify resident’s needs for assistance and housing requirements. Routine Use:  To initiate housing office action for housing complaints or problems.  Disclosure:  Mandatory.

DATE/ TIME SUBMITTED: ___________NAME/RANK: ______________________

HOME TELEPHONE #: ____________ DUTY TELEPHONE # _________________

ADDRESS: __________________________________________________________

UNIT: _______________ RELATIONSHIP/HOUSING INTEREST: _______________

PROBLEM: _____________________________________________________________________

_________________________

                                                                                                      SIGNATURE

****************THIS SECTION TO BE COMPLETED BY HOUSING STAFF***************

DIRECTED TO:  _______________________________________________________

REPLY TO CALLER NLT COB:  ___________________________________________

DIRECTED BY: ________________________________________________________

APPENDIX E (cont.)

(THIS SIDE TO BE COMPLETED BY HOUSING STAFF ONLY)

PROBLEM RESOLUTION WORK SHEET

FACILITY ID ________________

REC’D FROM __________ COMPLETED BY  ___________ DATE/TIME _________

COMPLAINANT ________________________________________________________

ADDRESS  ____________________________________________________________

RELATIONSHIP/ HOUSING INTEREST _____________________________________

INVOLVED QUARTERS _________________________________________________

ASSIGNED TO _________________________ UNIT __________________________

DUTY PHONE  __________________ HOME PHONE_________________________

ADDITIONAL DATA _____________________________________________________

RECOMMENDED SOLUTION _____________________________________________________________________

_____________________________________________________________________

HOUSING MANAGER      ___________ CONCUR   ___________ NON CONCUR

APPENDIX F

AFZS-PW-H
8 May 98

SATELLITE DISH POLICY

1.  Purchase and installation are at the owner’s expense.

2.  Dish must be 18” or less in diameter.  An exception to policy for a dish larger than 18” may be granted to accommodate a special education and/or language need.

3.  Dish must be installed within the resident’s 50’ area.

4.  Dish mounting bracket must not be nailed or screwed to the balcony’s wooden railing or post.  Nails and/or screws will not be placed into the building.  The dish can be attached to a wooden freestanding in-ground post.  A digging/excavation permit is required for in-ground post installation.  A permit application may be obtained through the Housing Office, Clark Hall, 772-6668.

5.  Safety precautions and manufacturers installation instructions must be followed.

6.  Dish must not be attached to any part of the building i.e. siding, metal or wooden trim, balcony, brickwork/stone work facade, roof, garage, etc.  Failure to follow this procedure will result in your dish being removed and a labor charge assessed to you for its removal.

7.  When installing a satellite dish on a 4x4 post in the yard, guide wires are not to be used to support the post.  The post needs to be set deep enough to handle the weight of the dish in adverse weather conditions.  Recommended depth is 3 to 4 feet in the ground.

8.  Communications wires should be secured to the pole and not loose in the wind or on top of the ground.  A flat shovel would be used to cut the sod deep enough to be able to peel back and tuck the cable underground.  The cable wire should not be exposed above the ground.

9.  Upon PCS/ETS, resident will be responsible, in all weather conditions, for the removal of satellite dish, all associated underground or overhead cabling from the dish into the quarters, removal of 4x4 in-ground post and restoration of the lawn and trenching for cable.  When the resident does not follow these directions, the Property Owner will hold them liable for associated charges assessed to the Government.

APPENDIX G

AFZS-PW 

27 January 1999

INFORMATION PAPER

SUBJECT:
Personal Snow Responsibility

1.
PURPOSE: To provide information regarding personal snow responsibility for on and off post residents of Fort Drum Family Housing Areas.

2.   INFORMATION:

a.
Background:  The responsibility for removing snow within Fort Drum Housing Areas is divided between installation/developer responsibility and personal (sponsor) responsibility. Installation/developer responsibilities include streets, intersections, storm drains, and major sidewalks parallel to streets. Installation (Public Works) for on post, and developer maintenance for off post will clear all vacant quarters during their between occupancy maintenance cycle.

b.
Personal snow responsibility requires that each sponsor of family quarters on and off post be responsible for certain aspects of snow removal which includes:

(1)
Clearing entrances (fire exits) to buildings.

(2)
Clearing garage entrances.

(3)
Clearing driveways from the garage to the street.

(4)
Clearing sidewalks from building entrances to the driveway (except those sidewalks parallel to the street).

(5)
Clearing fire hydrants, bus stops, and mailboxes. This is normally the responsibility of the residents of the building closest to the facility. Building Coordinator makes the schedule. When the facility is an equal distant between two or more buildings, the Area Coordinator makes the decision.

(6)
Entrance canopies and roof overhangs where a ladder is not required. Roof rakes are available from the Self Help Center.

Sponsors should realize that these responsibilities exist even if the sponsor is away from the quarters by deployment. In the event of absence from the quarters, the sponsor can get someone (friend, neighbor, etc.) to assist the spouse. If the spouse is
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SUBJECT:  Personal Snow Responsibility (cont.)

also away, other options, including the rear detachment, could be called on for assistance. The person selected should be identified to the Housing Office via the Absence Notification Form.



d.
The following are a number of additional actions that sponsors can take to alleviate freezing or to protect individuals and/or quarters.

(1)
Close garage doors.

(2)
Check and close windows.

(3)
Open cabinet doors under sink.

(4)
Use Self Help.

(5)
Disconnect exterior hoses and shut off valve.

(6)
Don't use portable space heaters.

(7)
Notify housing before absence.

(8)
Keep common exterior doors closed.

3. CONCLUSION:  That the actions shown in paragraph 2b above are the responsibilities of sponsors of family quarters. This information should be given widest dissemination in addition to the current briefings conducted by the Housing Office.

Director, Public Works/2-5371

APPENDIX H

Snow Blower Operation and Safety

Whether you are familiar with snow or this is the first time you ever seen snow, this information is for you.  The key is safety and you, the operator, are the key.  By following these few basic guidelines, your driveway can be cleared, safely, in no time.

What should I wear?

Warm clothing is a must; a snowmobile suit if you have one, insulated gloves, hat, safety glasses or goggles, hearing protection (use ear muffs as they will also keep your ears warm) and most importantly, safety boots or insulated rubber boots with traction.  Forget the scarf or any loose fitting clothing or you may get “wrapped up” in your work.

Do I need a license?

Yes.  A DA Form 3941 (Certificate of Proficiency) is required and can be obtained by attending a snow blower operation and safety class.  Classes will be held at the Self Help Center every Wednesday at 0900 throughout the fall and winter seasons.  While classes can be attended on a walk in basis, special accommodations can be made for large groups.  For more information about classes, contact the Self Help Center at 772-7968.

Remember, you must be 16 years or older to operate a government-issued snow blower.

Know what’s in your driveway.

It’s a good idea to check your driveway for foreign objects before the snow falls.  Remove any toys, pet chains, rocks, sticks, cans, etc.  This will save you from being hit by those objects while operating your snow blower.  In addition, make sure children, pets and neighbors are not present as they may distract you or get hit with flying debris.

Time to get started.

1.  Take your snow blower out to the driveway.  Check the oil.  Use a good grade of 10W30, but don’t overfill.  Wipe off any spills immediately.

2.  Fill the tank with unleaded gas.  Use fresh gas to insure you don’t accidentally use old or tainted gas.  Wipe off any gas spills and never fill the snow blower while it’s running or hot.  Make sure gas is turned on (valve located under gas tank).

3.  Take a good look at the machine.  Walk around and see if you notice anything unusual (i.e. leaks, loose parts, debris in the chute, flat tires, etc.).

4.  Gasoline motors produce nasty fumes with lots of carbon monoxide.  Never start your snow blower in the garage.

5.  For snow blowers with an electric start, use the proper cord and make sure it is dry (puddles form in garages as snow melts).

6.  Note the primer button on the engine.  You will need to push the primer button about three times if the snow blower engine is cold.

7.  Choke on full.  You won’t need a full choke after the machine is warm.

8.  Place the throttle about ¾.   Place the controls in neutral.  Turn the key to the “on” position.  Make sure the chute is pointed away from people and buildings.  Pull the start rope or push the start button.  After it has started, cut the choke back to ½, then off.

9.  Always engage the auger control (right side) first, to clear snow.

10.  Set transmission control (usually 3) for height of snow.  If you stall, the snow is too deep, use a lower gear.  (Note:  4th and 5th gears are primarily used for transporting the unit).

11.  To shut off the machine, simply throttle the engine down and turn the key to off.

Don’ts

· Your snow blower will not work on slush or wet snow.  In addition, do not try to blow snow at the end of your driveway, as this area is usually filled with gravel, sticks and other debris.  Use a shovel instead.

· Never leave a snow blower unattended with it is running. 

· When it becomes necessary to clean your clogged chute, turn the snow blower off, unplug the spark plug and use a stick.  NEVER use your hands or feet.

· Do not try to repair your snow blower yourself.  Instead, call the Furnishings Management Office at 772-5132 to arrange for a replacement.

Shear Pin Problems

Shear pins are a very important safety feature.  There are two pins located in the auger shaft.  They are designed to break should the snow blower encounter something hard.  Never replace them with bolts.  Shear pins can be obtained at the Self Help Center.  Next to checking the oil and keeping the gas tank full, this is your only maintenance on the snow blower.

Clearing Quarters

If you are planning to clear quarters, make sure you contact the Home Furnishings Office if you plan to turn in your snow blower or if you plan to hand receipt it to another soldier in your building.  The Home Furnishings Management Office cannot provide summer storage.  

Storing Your Snow blower

When you store your snow blower this summer, you will need to properly drain the gas.   This is a small, but important task, to ensure more efficient operation of your snow blower in the winter.  To do so:

1.  Move the snow blower to the driveway.

2.  Wipe the machine with a rag to remove old oil and gas.

3.  Start the snow blower (make sure no one is standing by).

4.  Run the snow blower for about one minute, then shut off the gas valve (located under the gas tank) by turning it until you can’t turn it any further.

5.  Let the snow blower idle until it stops (about 30 seconds to one minute).  If the machine fails to stop after two minutes, shut it off with the key and contact Furnishing Management Office at 772-5132.

APPENDIX I

AFZS-CA 
2 February 2001

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Garrison Policy Memorandum #16, Parental Responsibilities for Children and Youth

1. References:


a.  DA CFSC memorandum, dated 11 July 2000, Subject: Out of School Supervision Requirements for Elementary and Middle School Children and Youth During Parental Duty Hours.


b.  10th Mtn Div (LI) & Ft Drum Pamphlet 210-2, The Fort Drum Resident’s Guide to Family Housing.


c.  New York Public Law 260.10, IAW Articles 3, 7 and 10 of Family Court Act 1.

2.  Children are our most valuable asset, and deserve to be cared for properly.  They need rules and guidance to protect them and keep them safe.  This policy memorandum will outline such guidance in order to:


a.  Protect the safety of children and young teens by ensuring they are not unsupervised on an ongoing basis.


b.  Safeguard others from risks associated with children and young teens unsupervised in housing/common areas, e.g., playing with matches or guns.


c.  Minimize installation property damage, e.g., vandalism that occurs when school age children and young teens are unsupervised.


d.  Reduce soldier, civilian, and family member lost duty time due to child/youth misconduct through lack of supervision.

3.  The following guidelines for supervision of children are based on New York State Law and are taken very seriously by the Fort Drum Community:


a.  Supervision of children ages 0-4 years old – A child this age requires constant direct supervision.  The person supervising must be continuously aware of the child’s actions in order to instantly protect the child from injury or harm.  Outdoor play must be constantly supervised by an adult or teen baby sitter.  Sleeping/napping children will be
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checked every thirty minutes, and the supervisor will be in the house during naptime.  Children under four years of age should never be left alone in the home.


a.  Supervision of four-year olds – Four-year old children must be in direct visual contact and within vocal range of the supervisor.  Children outside must be with a teen baby-sitter or in a fenced area, within sight of the supervisor.  The baby-sitter must be able to respond immediately to protect the child from injury or harm.


b.  Supervision of Kindergarten through First Grade – A child this age may play in a designated area in the child’s direct neighborhood if the child can understand and follow rules and restrictions that are set.  The supervisor must check the designated area (a minimum of every 20 minutes) to insure the safety and whereabouts of the child.  If the child is not mature enough to understand and follow limitations, then procedures for younger children will be followed, i.e., direct supervision by a baby-sitter.


c.  Supervision of children in grades 2 through 6.  The child must be in a designated neighborhood area established by their supervisor.  This area should be convenient for the supervisor to make regular checks on the child.  Supervisors should have the child check in if the child is changing locations.  If the child is not mature enough to check in with a supervisor, the standards for younger children will apply.


d.  Children in grades 7 through 12 may supervise themselves.  These children must be mature enough to notify the contact person in case of an emergency situation.  Parents are responsible for insuring the child knows proper emergency procedures, i.e., contact persons and phone numbers, for evacuation.

e.  Children younger than grade 7 must be “supervised” by a parent, guardian, a sibling at least grade 7 (for maximum of 2 hours), or a person outside the family grade 8 or higher.  Supervisors in grade 8 or 9 must have completed an approved baby-sitter’s training course.  Children cannot be left in the supervision of anyone from grades 8 through 12 for more than eighteen hours.


f.  Children under grade 7 will not be left alone in cars, trucks or vans for any period of time regardless of line of sight supervision.


g.  Sponsors will ensure their children do not:

(1) Damage or deface buildings, bus shelters, or signs.
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(2) Dig up or otherwise damage landscaped and seeded areas.



(3) Fire air rifles, pellet guns, BB guns, throw rocks, shoot arrows, operate motor driven planes or play with any other type of dangerous objects which may be hazardous to an occupant’s safety or property.  Use of any type of fireworks is strictly forbidden.

(4) Leave bicycles or toys in the street or on the sidewalks.

4.  The provisions of this policy memorandum do not apply to children who, for whatever reason, need closer supervision than is required by paragraphs 3c-g above.  Parents whose children, for whatever reason, need closer supervision than paragraphs 3c-g of this policy memorandum require, must take appropriate steps to ensure that their children are properly supervised.

5.  A person is guilty of endangering the welfare of a child when:


a.  He knowingly acts in the manner likely to be injurious to the physical, mental, or moral welfare of a child less than seventeen years old or directs or authorizes such child to engage in an occupation involving a substantial risk of danger to his life or health; or


b.  Being a parent, guardian or other legally charged with the care or custody of a child less than eighteen years old, he fails or refuses to exercise reasonable diligence in the control of such a child to prevent him from becoming an “abused child,” a “neglected child,” a “juvenile delinquent,” or a “person in need of supervision” as those terms are defined in Article 3, 7 and 10 f Family Court Act 1.

6.  Parents are responsible for their children’s safety even when in the care of a supervisor.  Baby-sitters should be selected carefully insuring that the baby-sitter is mature and experienced enough to adequately supervise a child.  Parents can find more information on baby-sitter qualifications or classes, baby-sitter lists, and other childcare options at CYS, Central Enrollment Registry, 772-8675/0973.

7.  Violations of this policy should be reported to the Family Advocacy Reporting point of contact at Social Work Services, 772-4069.  After duty hours, call the Military Police at 772-5156/5157.  For emergencies call 911.




Garrison Commander

Distribution:

A

APPENDIX J

INFORMATION PAPER

For:  Residents residing in the Rhicard (82/83/8400) Housing Areas

PASSIVE SOLAR HEAT

The Rhicard Housing area was built with the passive solar heat design.  This is the only housing in the area built with this design and when used properly, this system works well.  All windows in this area are Thermopane built (double glass).  All living room, dining room, and lower bedroom windows will get full day sunlight.  There is a thermostat at the top of the wall in the dining room.  This is set between 70 and 80 degrees.  When the room reaches this temperature, the system will automatically come on and circulate the warm air to the front portion of the quarters through the floor vents.  The vents in the back rooms are the intake vents, which will accumulate a lot of dust from the air.  These covers should be removed periodically and cleaned out.  In the utility room there is a filter that should be replaced every two - three months.  If these filters are not replaced they get dust build up and do not work efficiently.  Filters can be obtained through the Self Help Center.  The thermostat on the wall does not control the solar heat system, which is at eye level.

SOLAR QUILTS

The roll-down shades on all your windows are solar quilts.  These quilts are designed to help maintain the heat in the quarters at night.  The quilts should be rolled up during the day, using the pull cord.  This will allow the sun to shine through the windows and heat the quarters.  Leaving the quilts down during the day time will cause the quilts to dry rot because of the amount of heat produced through the glass, this heat will also dry out the window trim causing breakage which could cause the glass to fall out of the frames and break.  Cleaning of the quilts is fairly simple.  Vacuum the loose dust, dirt, and animal hair from the quilts as needed.  Using a spray bottle with a mixture of one part bleach and two parts water, spray the quilts and use a damp rag/sponge to wipe off.  Allow quilts to dry before rolling back up, this will reduce water stains and mildew buildup.  If you have a hand attachment to your steam cleaner this will work even better.  CAUTION:  Upstairs units should cover the carpet so that you don’t get bleach stains on the carpet.  When maintenance is required on the quilts, the Self Help Center has a model quilt to assist you on reinstallation of your quilts.  (Do not remove quilts intentionally as this will damage the edges)

SOLAR SCREENS

Solar screens are the large black meshed screens located in your garage or storage room, if not already on your windows.  These screens should be installed in the spring and removed in the fall.  The purpose of these screens is to reduce the amount of heat produced by the sun in the warmer months.  Remove screens in the fall so that the sun will provide more heat for your quarters.  Any repairs for these screens can be done at the Self Help Center.  For residents residing on the second floor or in ranch style quarters, you may obtain a ladder from the Self Help Center to hang your screens.  Screens need to be removed and cleaned prior to your clearing quarters, so the exterior of the windows can be cleaned.

HUMIDIFIERS

These quarters are designed with built in humidifiers; however, there really is no need to use this system in the North Country.  If by chance you need to raise the humidity in your quarters, set the humidistat to 20% and no higher.   Do not follow the chart on the humidistat, because it is incorrect.  Excessive moisture in your quarters will result in water damage to the windows/window sills, solar quilts and cause mildew to grow in your quarters and on your furniture.  Excess condensation on your windows is a sign of to much moisture in your quarters.  The humidifier is designed to drain off in the utility sink in the garden style units and into the floor drain in the ranch style units.  If water starts draining from the silver panel at the top of the humidifier, turn off water (long arm on copper pipe) and replace the filter through the Self Help Center.  Turning off the water when not in use is a good idea to ensure the system does not run, especially in the summer months.

SUMP PUMPS

There are sump pumps located in the basements of each building.  Ranch styles have them in the “A” side and the garden styles have them in a closet in the basement.  These should stay plugged in at all times to prevent ground water from flooding the basements.  Do not store anything in the closets with the sump pump in the garden style buildings.  These do not have anything to do with the sewer lines.

GAS APPLIANCES

Stoves:  The stoves light by electronic ignition.  You must turn the knob to the LIGHT position and let it click until the burner lights, and then you can adjust the flame.  There will be a hint of gas odor at first; this should dissipate after a few seconds.  Do not store anything in the bottom drawer of gas stoves, this is the broiler and there will be a flame in this area whenever the oven/broiler is lit.  Boilers:  The boilers are located in the basements, these also have electronic ignition, so there is no burning pilot.  Water Heaters:  The water heaters have a burning pilot and should be properly set.  Do not 

adjust your water heater to vacation or off at any time.  Remember; never store anything within five (5) feet of your gas appliances.

As the windows in the quarters are replaced the solar quilts and screens will be removed and replaced with mini-blinds.  Any additional information may be directed to your Property Manager by calling 772-6668.

APPENDIX J (continued)

INFORMATION PAPER 

FOR:  Residents residing in the 9000, 9100, 9200, 9300, 9800, and 10800 Housing Areas

GAS STOVES

The gas stoves in these housing areas have an electronic igniter.  There will be no continuous pilot burning.  Turn the stove knob to the LIGHT position, you will hear a clicking sound, let it click until the burner lights, and then adjust the flame.  You will smell a hint of gas while lighting; this should dissipate once the flame starts burning.  The broiler is located in the bottom drawer of the stove; you should not store anything in this drawer.

FURNANCE/WATER HEATER

The furnace and water heater are located in a closet, either together or separate.  The furnace has a filter that should be checked on a monthly basis.  Replace when covered with dust through the Self Help Center.  Minimal replacement should be every six (6) months.  The furnace will click and light in the same manner as the stove automatically.  Water heaters have a continual burning pilot, and are preset.  The water heater temperature should be set in the normal position.  There is no need to turn your water heater to vacation or off when away from the quarters for a period of time.  At no time should anything be stored in the closet where these appliances are located.  This would prohibit proper airflow and could promote a fire hazard.

Any additional questions pertaining to your quarters may be addressed to your Property Manager at 772-6668 or Housing, Clark Hall.

APPENDIX J (continued)

INFORMATION PAPER

FOR:  Residents residing in the LeRay Heights Housing Area

FURNACE/HOT WATER HEATER

Both the furnace and water heater are located in the laundry room.  The furnace has a filter that should be changed monthly during the winter months.  Ensure the lip of the solid door goes behind the lip of the furnace.  Ensure the electric start switch located on the wall near the furnace is always in the upward position.  The water heater should be set in the normal position.  As the pilot light flame may roll out from under the cover, ensure nothing is stored within two feet of the pilot light.

UTILITIES  

All soldiers are responsible for monitoring utilities.  Your water meter is located in the laundry room and has two red arrows, one large, one small.  Pay attention to the small red arrow.  If it moves when no one is using water, you have a leak in your toilet or a sink.  If the leak is not visible in a sink, turn off the water supply to one toilet at a time, checking the little red arrow each time you eliminate a source of water.  When the arrow stops, you’ve located the leak.  If it’s a flapper or a ball cock in the toilet, parts are available at the Self Help Center.  The Self Help Center carries washers and seals for sinks also.  Self Help Center personnel will instruct you how to install the parts.  Always stop the leak by turning off the valve under the sink or behind the toilet as applicable.  During the winter months, set your thermostat between 68- 73 degrees, shut the vents in the upstairs rooms and close the bedroom doors to help keep the heat downstairs.

LIGHTS  

There is a light located under the kitchen cabinet beside the refrigerator.  It operates by the button on the right end of the fixture.  A switch beside the garbage disposal switch operates the light over the sink.  Some switches appear not to operate anything.  These operate a wall receptacle in the living room.

ELECTRIC STOVE

Some units have a stove hard wired.  When cleaning your stove, turn it off by the switch in the fuse box (utility room).  There are four screws under the front lip of the stove, pull stove away from wall, remove these screws, then you will be able to get under the top to clean.  Replace screws promptly after cleaning the stove.

Any additional questions may be directed to the Property Manager, 772-6668.

APPENDIX K

Fort Drum

RECYCLING INFORMATION

	CATEGORY
	What is Recyclable?
	How to Prepare
	What is NOT Currently Recyclable?

	CARDBOARD
	Paper bags

Heavy cardboard material and boxes

Laundry detergent boxes

Cereal, cracker and pasta boxes, beer/soda carriers
	Boxes should be flattened and consolidated in clear plastic bags
	Cartons with wax or coated surfaces (some gift boxes)

Frozen food containers, pizza boxes, MRE boxes

	METAL
	Food and beverage cans such as soup, fruit, vegetable, juice and pet food cans

Clean aluminum foil

Metal caps
	Rinse cans clean
	Aerosol cans

Clothes hangars*

	GLASS
	Clear, brown and green bottles

All clear jars such as jelly, tomato sauce, baby food
	Rinse clean

Separate by color

Remove lids  (metal lids are recyclable)
	Glassware, dishware

Ceramics, pottery

Window glass 

Light bulbs



	PLASTIC
	Milk, water, cider jugs

Laundry detergent jugs

Any plastic container with a recycle code of 1,2,3 and 5.
	Rinse clean

Remove lids and caps (place in regular trash)
	Styrofoam products such as cups, plates, packing material 

Eating utensils

Pails, tubs, lids, toys

Plastic Bags**

	NEWSPAPER
	Newspapers including glossy, color inserts
	Newspaper must be clean and dry


	

	MAGAZINES, MIXED PAPERS
	Glossy, color magazines and catalogs

Junk mail, envelopes, school papers, computer paper
	Paper must be clean and dry


	Reading books

Phone books

Plates, napkins

Tissue paper

Paper towels


On collection days, each category of recyclable material must be placed in a separate blue bin or clear plastic bag.

Your questions are welcomed and can be directed to the Public Works Refuse and Recycling Shop at  772-6445. 

* Many dry cleaners will accept metal clothes hangars.

** Many supermarkets and grocery stores have bins for plastic grocery bags.
Revision Sept-01

APPENDIX L

Jefferson County

RECYCLING INFORMATION

WHAT’S RECYCLABLE AND NOT

CORRUGATED CARDBOARD

WHAT’S RECYCLABLE

· Heavy cardboard material and boxes

· Paper bags

TO PREPARE THEM

· Boxes should be flattened with packing tape and staples removed

WHAT’S NOT RECLYCLABLE

· Gift boxes with a coated surface

· Cereal, cracker, pasta, frozen food

Boxes, and beer/soda carriers

METAL

WHAT’S RECYCLABLE

· Food and beverage cans such as soup, fruit, vegetable, juice and pet food cans

· Include aluminum baking pans, clean aluminum foil and metal caps

TO PREPARE THEM

· Rinse cans clean, remove labels

· Flattening is optional

WHAT’S NOT RECLYCLABLE

· Aerosol cans, hangers, and all car parts

GLASS

WHAT’S RECYCLABLE

· Clear and colored bottles and jars

TO PREPARE THEM

· Rinse clean, remove labels

· Remove lids; place metal lids in with

metal recyclables

WHAT’S NOT RECLYCLABLE

· Glassware, dishware, ceramics, pottery, window glass, light bulbs, and broken glass

PLASTIC CONTAINERS

WHAT’S RECYCLABLE

· Milk, water, and cider/juice jugs

· Bottles containing the numbers 1,2,3,5

TO PREPARE THEM

· Rinse and remove all caps and lids

· Dispose of caps, lids and sprayers in trash

WHAT’S NOT RECLYCLABLE

· Styrofoam products such as foam cups, plates, packing material, plastic eating utensils

· Pails, tubs, bags, wraps, plastic lids and plastic toys

MAGAZINES & MIXED PAPER

WHAT’S RECYCLABLE

· Glossy magazines and catalogs

· Junk mail, envelopes, school papers, computer paper

TO PREPARE THEM

· Papers must be clean and dry

WHAT’S NOT RECLYCLABLE

· Books, phone books, plates, napkins, tissue paper and paper towels

NEWSPAPERS

WHAT’S RECYCLABLE

· Newspapers, including glossy inserts

TO PREPARE THEM

· Newspapers must be dry and clean

· Place in blue bin or clear plastic bag

For more info call 772–6668.

For residents of Gabriel Court, Friends Settlement, Mountaineer Estates, Truscott Terrace, Deer River Estates, Sedgewick Pines, Warwick Place, and Woodcliff Estates.

APPENDIX M

Lewis County 

RECYCLING INFORMATION

WHAT’S RECYCLABLE AND WHAT’S NOT

CORRUGATED CARDBOARD

WHAT’S RECYCLABLE

· Heavy cardboard material and boxes

· Paper bags

TO PREPARE THEM

· Boxes should be flattened with packing tape and staples removed

WHAT’S NOT RECLYCLABLE

· Gift boxes with a coated surface

· Cereal, cracker, pasta, frozen food

Boxes, and beer/soda carriers

METAL

WHAT’S RECYCLABLE

· Food and beverage cans such as soup, fruit, vegetable, juice and pet food cans

· Include aluminum baking pans, clean aluminum foil and metal caps

TO PREPARE THEM

· Rinse cans clean, remove labels

· Flattening is optional

WHAT’S NOT RECLYCLABLE

· Aerosol cans, hangers, and all car parts

GLASS

WHAT’S RECYCLABLE

· Clear and colored bottles and jars

TO PREPARE THEM

· Rinse clean, remove labels

· Remove lids; place metal lids in with

metal recyclables

WHAT’S NOT RECYCLABLE

· Glassware, dishware, ceramics, pottery, window glass, light bulbs, and broken glass.

PLASTIC CONTAINERS

WHAT’S RECYCLABLE

· Milk, water, and cider/juice jugs

· Bottles containing the numbers 1,2,3,5

TO PREPARE THEM

· Rinse out and remove all caps and lids

· Dispose of caps, lids and sprayers in trash

WHAT’S NOT RECLYCLABLE

· Styrofoam products such as foam cups, plates, packing material, plastic eating utensils

· Pails, tubs, bags, wraps, plastic lids and plastic toys

MAGAZINES & MIXED PAPER

WHAT’S RECYCLABLE

· Glossy magazines and catalogs

· Junk mail, envelopes, school papers, computer paper

TO PREPARE THEM

· Papers must be clean and dry

WHAT’S NOT RECLYCLABLE

· Books, phone books, plates, napkins, tissue paper and paper towels

NEWSPAPERS

WHAT’S RECYCLABLE

· Newspapers, including glossy inserts

TO PREPARE THEM

· Newspapers must be dry and clean

· Place in blue bin or clear plastic bag

For more info call 772–6668

For residents of Thorn Hill Terrace, recyclables are collected every Friday with trash.  For residents of Deer River Estates, recyclables are collected every Monday with trash.

APPENDIX N

St. Lawrence County

RECYCLING INFORMATION

WHAT’S RECYCLABLE AND WHAT’S NOT

CORRUGATED CARDBOARD

WHAT’S RECYCLABLE

· Heavy cardboard material and boxes

· Paper bags

TO PREPARE THEM

· Boxes should be flattened with packing tape and staples removed

WHAT’S NOT RECLYCLABLE

· Gift boxes with a coated surface

· Cereal, cracker, pasta, frozen food

Boxes, and beer/soda carriers

METAL

WHAT’S RECYCLABLE

· Food and beverage cans such as soup, fruit, vegetable, juice and pet food cans

· Include aluminum baking pans, clean aluminum foil and metal caps

TO PREPARE THEM

· Rinse cans clean, remove labels

· Flattening is optional

WHAT’S NOT RECLYCLABLE

· Aerosol cans, hangers, and all car parts

GLASS

WHAT’S RECYCLABLE

· Clear and colored bottles and jars

TO PREPARE THEM

· Rinse clean, remove labels

· Remove lids; place metal lids in with

metal recyclables

WHAT’S NOT RECLYCLABLE

· Glassware, dishware, ceramics, pottery, window glass, light bulbs, and broken glass

PLASTIC CONTAINERS

WHAT’S RECYCLABLE

· Milk, water, and cider/juice jugs

· Bottles containing the numbers 1,2,3,5

TO PREPARE THEM

· Rinse and remove all caps and lids

· Dispose of caps, lids and sprayers in trash

WHAT’S NOT RECLYCLABLE

· Styrofoam products such as foam cups, plates, packing material, plastic eating utensils

· Pails, tubs, bags, wraps, plastic lids and plastic toys

MAGAZINES & MIXED PAPER

WHAT’S RECYCLABLE

· Glossy magazines and catalogs

· Junk mail, envelopes, school papers, computer paper

TO PREPARE THEM

· Papers must be clean and dry

WHAT’S NOT RECLYCLABLE

· Books, phone books, plates, napkins, tissue paper and paper towels

NEWSPAPERS

WHAT’S RECYCLABLE

· Newspapers, including glossy inserts

TO PREPARE THEM

· Newspapers must be dry and clean

· Place in blue bin or clear plastic bag

For more info call 772–6668.

For residents of Northwood Grove and Constitution Court, recyclables are picked up with trash.  All items must be separated.

APPENDIX O

Don’t throw it Away

*Procedures for Proper Waste

Disposal at Fort Drum

Batteries:  Units must turn in all batteries (except automotive) at P-11144** on Thursdays (9-11am).  Automotive batteries must be turned in at SMA (772-5961).

Empty gas cans, drums: All empty cans & drums must be recycled as scrap metal.  Call refuse/recycle shop (772-6445) for turn-in procedures.  All bar-coded containers must be returned to the Hazardous Materials Control Center (HMCC), Bldg. 1943 (772-5977).

Hazardous Waste Turn-in: On-post (not 801) housing residents may drop off household cleaning solutions, paint, light bulbs, fuel, batteries, aerosols, & other waste at P-11144** on Tuesdays (1-3pm) & Thursdays (9-11am).  For more information call 772-4156/2678.

Oil Filters: Units that have oil filter crushers must puncture their oil filters, “hot drain” them for 24hours then place them in a scrap metal receptacle for recycling by the Refuse/Recycle Shop (772-6445).  Those units that do NOT have a crusher must place their punctured, hot-drained filter in their POL shed in a container labeled “used oil filters”.  The filters will be picked up for recycling by your PW Hazardous Waste representative.  For more information call 772-4156.

Soiled Rags: Rags saturated with oil or grease: turn in at P-2019 Tuesdays (1-3pm).  Chemical-soaked (solvents, paint stripper, etc.) rags must be turned into the unit ECO*.  For more information call 2772-4156/2678.

Petroleum-contaminated soil, sludge, dry-sweep: Bring to P-2019 Tuesdays (1-3pm).  For more information call 772-4154/4156/2678.

Used oil & antifreeze, waste fuel:  A service order must be called in to the work order desk (772-5495) to coordinate disposal.  For more information call 772-4154/4156/2678.

Storage Tanks: All underground storage tanks (USTs) & most aboveground storage tanks (ASTs) have an alarm to indicate when full or leaking.  If alarm sounds, immediately call the work order desk (772-5495).

* ECO:  Environmental Compliance Officer

** P-11144 is located behind the Auto Craft Shop

APPENDIX P

HOW TO EXTINGUISH A KITCHEN FIRE
FIRE EMERGENCY NUMBER:  __________________




DO:  





(1) Turn stove OFF






(2) Cover burner container with lid or another

GREASE FIRES


      pan to smother the fire.






   **If smothering fails, call your fire emergency






      number.






DO NOT throw water on a grease fire.  This may 






cause an explosion of grease and will quickly spread






the fire.





DO:






(1) Unplug burning appliance or…

ELECTRICAL FIRES

(2) Turn circuit breaker off or…



(3) Unscrew the fuse.






DO NOT throw water on an electrical fire or touch






the burning element.










DO:

OVEN FIRES


(1) Close oven door and leave closed (this cuts off






oxygen to the fire.






(2) Turn oven OFF.






DO:






(1) Close doors to room and get out.






(2) Call fire department from safe location.

GAS LEAKS



DO NOT use telephone, turn on lights, use a 

Flashlight or put key in lock in a room with a 

Gas leak.  The slightest spark can cause an explosion.

IF YOU CAN’T PUT THE FIRE OUT Immediately, 

CALL THE FIRE EMERGENCY NUMBER.

APPENDIX P (continued)

FIRE PREVENTION/ HOME FIRE CHECKLIST

Home fires in the United States number over 1,000 per day.  How safe is your home from fire?  Have the whole family study these questions and check for fire hazards.  Every “no” answer points to a fire hazard.

MATCHES AND CARELESS 

SMOKING HAZARDS

Do you keep matches away from sources of heat such as stoves or heaters?

Do you make sure matches and smoking materials are out before disposing of them?

Do you have plenty of large, non-combustible ashtrays in every room?

Is “No Smoking in Bed” a rule in your home?

ELECTRICAL HAZARDS

Do you allow only qualified electricians

to install or extend your wiring?

Are there enough electrical outlets in every room to avoid the need for multiple attachment plugs and long extension cords?

Do you have special circuits for heavy-duty appliances such as stoves?

Do you only use 15 amp fuses for your

household lighting circuits?

Are all extension cords not run under rugs, over hooks, through partitions or door openings?

SMOKE DETECTORS

Checked Monthly?

If battery operated, is battery replaced annually?

YARD AND GARAGE HAZARDS

Do you keep your yard cleared of leaves, debris and combustible rubbish?

If any of the surrounding property is

vacant, have weeds, dry leaves, and rubbish been cleared off?

If you keep gasoline for use in a power

mower or outboard motor, is it stored in a strong, metal safety-type can with self-

closing caps on the openings?

If your garage is attached to the house, is it separated by a tight-fitting door that is kept closed?

HOUSEKEEPING HAZARDS

Do you keep your basement, closets, and attic cleared of old rags, papers, 

mattresses, broken furniture, and other

combustible odds and ends?

After using oily polishing rags or waste, 

do you destroy them or place them in covered metal cans?

If you store paint, varnish, etc. do you keep the containers tightly closed?

EMERGENCY NUMBERS

Local fire, police, ambulance,

near or on the phone?

APPENDIX Q

ARMY COMMUNITY HOUSING TRANSPORTATION

WORK BUS SCHEDULE

· Evening buses depart Fort Drum from the Clinic and Commissary.

· MONDAY THRU FRIDAY:  Departure times from Fort Drum are:  0445 and 1700

· The 1700 hour pick-up will include the Barracks areas.

SITE LOCATION

DEPARTURE TIMES


MORNING

EVENING


Arrive
Depart
Arrive

CLAYTON
0520
0540
1822

CALCIUM
0607
0618
1748

LERAY
0620
0625
1737

GOUVERNOUR
0525
0540
1830

PHILIDELPHIA
0600
0606
1750

WATN/OHIO
0540
0545
1753

WATN/ACADEMY
0550
0555
1803

WATN/COFFEEN
0605
0612
1823

LOWVILLE
0525
0530
1820

COPENHAGEN
0550
0555
1805

WEST CARTHAGE
0605
0610
1747

CARTHAGE
0620
0625
1737


APPENDIX Q (cont.)

OFF POST ARMY COMMUNITY HOUSING TRANSPORTATION

Transportation is provided to Army Community Housing sites to enable soldiers and family members to shop and meet appointments.

This service will not run on holidays or training holidays.

DAY
DEPARTS
TIME
ARRIVES
TIME
Tue &
Gouverneur
0845


Fri 
Philadelphia
0905
Fort Drum
0930


Fort Drum
1330
Philadelphia
1410




Gouverneur
1430

Wed
Clayton
0915





Calcium
0945


LeRay
0955
Fort Drum
1005


Fort Drum
1330
LeRay
1350




Calcium
1400




Clayton
1430

Thur
Lowville
0835


Copenhagen
0850



W. Carthage
0900


Carthage
0910
Fort Drum
0925


Fort Drum
1330
Carthage
1400




W. Carthage
1410




Copenhagen
1430




Lowville
1455

For up to dated information on bus schedules call the ACH Bus Information Line at 772-2242.

APPENDIX R

GARBAGE DISPOSAL


[image: image6.png]



To ensure proper operation of your Garbage Disposal, you need to follow the proper guidelines provided:


At no time do you pour any type (cold or hot) of grease down the disposal, sink drains, or toilet.  When the garbage disposal is in operation you run cold water.  Do not at any time feed any type of bones into the disposal.  The disposal was designed to chop up food waste (i.e. potato peelings, orange/lemon rinds, vegetable waste, and any other soft food waste).  Rice has a tendency to clog up the drains, so it is not recommended to dispose of this product in the disposal.  Allow water to run for a few extra seconds after you have turned off the garbage disposal to allow the waste to flush through the drains.  Citrus rinds are a great deodorizer.  If you should happen to drop anything down the disposal that should not be there (i.e. spoons, baby bottle nipples, coins, pop top rings), turn off the disposal, reach under the sink or go to the fuse box to turn off the power, then reach your hand in to remove the foreign object.  (CAUTION:  do not put your hand in disposal before turning off the power source).  


If you follow these simple guidelines your disposal should work fine.  If the disposal does not start up check the reset button, under the bottom of the disposal.  If this does not work check the fuse box.  If this is not the problem then call your work order number for repair.  Do not attempt to disconnect or repair unit your self.


Any further questions can be directed to your property manager at 772-6668, or Housing, Clark Hall. 

APPENDIX R (continued)

Cooking Grease and Garbage Disposals/Drains


Numerous kitchen sink drains have plugged and backed up over countertops, into base cabinets, drawers and onto floors.  Some back ups have occurred when occupants have been away.  This problem is further complicated in instances where the resident’s drains have backed up in the ground floor unit, and subsequently causes back ups in upstairs quarters because the plumbing lines are tied together from one unit to the next.


The most common cause of drain back ups is cooking grease.  Cooking grease that is poured into garbage disposals as a liquid later solidifies in the drain lines, building up and eventually plugging the line.  Garbage disposals do not prevent this from happening.  Garbage disposals only grind up softer waste such as table leftovers and fresh vegetable scraps; they do not dissolve grease.


We urge all occupants to refrain from pouring grease into garbage disposals.  We suggest you place grease in an empty milk carton or a non-recyclable plastic container.  This will save you the inconvenience and mess a sink back up creates and eliminate the need for costly repairs and expensive clean up.

APPENDIX S

WINDOW OPERATION AND CARE INSTRUCTIONS

A)




· Remove bottom and top storm windows by sliding clips inward and pulling the window towards you at the same time.

· Pull out the bottom of the clips located on the top inside of the window frame.  It should just snap out.

· Raise the lower window until it catches on the release clips.  Slide to the right and remove.  Once you have removed the lower window you will be able to remove the screen for cleaning and repairs.




B)

· Unlock window and raise approximately one inch

· Slide clips inward and pull window towards you, lowering slowly at the same time.

     * Caution: Ensure you keep window level while

      lowering so it does not release from the tracks

· Once you have lowered window you will be able to remove screen for cleaning and repair and clean the outside of the lower window.




C)

· Slide window over to open, once window is lid over you can lift up on the window and pull out from the bottom out of the tracks.  * You may have to adjust how far the window slides over to remove from tracks.

· Once the window has been removed you will be able to remove the screen for cleaning and repairs.

· Do not force windows if they are hard to remove, if you need assistance or have problems call your work order number

· You must remove inside windows in order to remove screens without damaging the screen frames

· Windows must be cleaned prior to clearing quarters.  Second floor windows should be cleaned with a long handled squeegee to prevent from falling out of the windows.  During extreme cold temperatures use a dry rag to remove dust.


Double Hung Windows in Calcium Housing

Neither the top or bottom window removes for cleaning.  Both the top and bottom window slide up and down for ventilation.

Window screens are removed by going outside, turning the silver clip, removing the wooden stick (do not loose the stick), and then pulling screen from window.  For second floor windows call a service order at 629-4999. 

  DO NOT climb on top of the roof to remove    screens. Call service order to have reinstalled.

NEW ON POST  (9000,91/9200,9300,9800,10800)

Unlock and raise window approximately 2”.  

Push inward on the inside edge of the jamb and pull down

 the top edge of the window.


Rest the window on something sturdy.  Do not allow the window

 to tilt.

Both the bottom and top window open the same way.

Once the window is clean the carefully close the windows into

 the appropriate tracks.

APPENDIX T

FURNACE FILTER INSTRUCTIONS

                                                                  EXTERIOR VIEW

1. Remove top panel by sliding up and out.


[image: image7.wmf] 


2. Remove lower panel by sliding up and out.

                                          

TOP PANEL>
 INTERIOR VIEW


[image: image8.wmf]
                                           
3.  Lift up clip, holding filter.

                                           4.  Slide out used filter.

    LOWER                         

    PANEL  
                     5.  Slide in new filter, with

                                           labeled end out and arrow up.
                                           6.  Replace doors - the furnace

                                           will not operate if the doors are

      < CLIP                          on incorrectly.  Check by turning    

                                           on the furnace, if it does not start 

                                           check doors.

   7.  Discard old filter with trash.

APPENDIX U

FAMILY HOUSING FENCING POLICY

1.
Procedures to apply for fence applications prior to installation.


a. Occupants must submit complete drawings to Housing Division, Clark Hall.  Applications will be reviewed for clarity of drawings and compliance with Fort Drum Family Housing Community Standards.  An excavation permit may be required.


b.  The Housing Division Facilities Support Branch prior to installation will review the Home Improvement Request Form for easement and accessibility to existing utility locations.

2.
Specifications:


a.  Occupants are allowed to install fences:

· Only in the back yards

· At the occupant’s expense.


b.  Requirements:

· No barbed wire or electrically charged fences.

· Must be maintained by the occupant.

· May be required to be removed upon clearing of quarters if found

inadequate.

· Must not be attached to quarters.

· Minimum height 4 foot; maximum height 6 foot.

· No manholes or electrical guy wires within fenced areas.

· Fencing for garden style apartments with common yards will be reviewed


on a case by case basis.

· Must have gates accessible from both sides.

· May not exceed 25 foot in any one direction.


c.  Wooden fences:

· Must be shadow box or stockade style.

· (2)  4-inch by 4-inch treated posts sets a minimum of 30 inches deep with no

     more than 8 foot apart.  Framing members as required.

· Drawings must show a typical elevation and indicate framing member and

           slat board sizes and corrections.

APPENDIX V

STORAGE SHED POLICIES AND PROCEDURES

FOR ARMY COMMUNITY HOUSING
1.  This policy is designed for the following Army Community Housing Sites:  100, 200, 300, 400, 500, 600, 700, 800, 900, 1000, and 1100.

2.  Sheds sizes are limited to a 10 foot X 10 foot.

3.  The sheds will be the white metal type only.

4.  The sheds will be located behind the quarters or as instructed by the Government and Developer.  These will be placed within the established 50 foot limit that the resident is responsible for.  An exception shall be considered for the residents of garden-style units.

5.  The resident will complete a Home Improvement Form.  The Government and Developer shall approve this before purchasing and placement of shed.

6.  Removal and disposal of the sheds will be required upon PCS, ETS, or termination of quarters.  Ground restoration shall be at the occupant’s expense.

7.  If for any reason the shed cannot be removed due to inclement weather conditions (winter) the resident will be charged accordingly for all expenses associated with the removal, disposal, and ground restoration.

8.  The shed is not to be sold by the outgoing resident to the incoming resident without prior approval from the Government and Developer.

9.  This policy does not include the Calcium A and B sites.

APPENDIX W

LOCAL SCHOOL DISTRICT ATTENDANCE ZONES

Please contact the School Liaison Officer at 315-772-3214 or the Education Center at 315-772-5131 for school district attendance zones.


APPENDIX X

MINIMUM CLEANING STANDARDS FOR TERMINATING

GOVERNMENT FAMILY HOUSING

This guide to cleaning Government Family Housing units is to make your move easier.  If you have any questions about the intent of any of the content of this guide ask the appropriate Property Manager.  Also make certain that you visit the Self Help Center, Building T-2150, and familiarize yourself with what is available.  The people at the Self Help Center can offer advice and expertise on how to make minor repairs that will save you a great deal of frustration.

1.  Floors.

a.  Carpet:  Carpets will be vacuumed, then either steam cleaned or shampooed, then re-vacuumed.  Residents will be responsible for deodorizing carpet or having carpets professionally cleaned prior to termination inspection if there has been a pet in the household, or if it is suspected that doing so will resolve potential damage.  Special attention is to be given to high traffic areas.  Carpet cleaners are available on a 24-hour hand receipt at the Self Help Center, Building T-2150.  If pet urine is suspected to be in the carpet, the underside of the carpet and the padding will inspected at the termination inspection.  Housing has not been able to identify any particular commercial product that is successful in the removal of urine.


b.  Linoleum, Tile, or Slab:  Non-carpeted floors to include cove bas edges will be stripped/clean of dirt, grease, stains, soil, and old wax/seal buildup.  Three coats of commercial floor seal will be applied in a uniform manner allowing adequate dry time between each coat as recommended by the product manufacturer.  Cove base will not be sealed unless directed to do so by Government Site Property Manager.  Floors will be swept, damp mopped and dry at time of inspection.  Cove base, molding, baseboards, stairways, and steps will receive the same attention.

2.  Walls, Doors, and Ceilings.


a.  Walls, ceilings, doors, and attached hardware and knobs will be cleaned free of all dust, dirt, cobwebs, grease, food particles, and fingerprints.  Pen, pencil, crayon, and any other potential damage to walls will be cleaned or repaired by the resident prior to termination.  Leave ceiling hooks in place.  The resident prior to termination will remove nails. Do not fill nail holes.

b.  Woodwork, window frames, door frames, and hardware will be dirt and dust free on both interior and exterior.


c.  The final result of cleaning walls, doors, and ceiling should result in a uniformly clean appearance.  Use only mild cleaning solutions on walls, ceilings, and doors.

3.  Windows and Screens.


a.  Windows will be washed free of all dirt, dust, spots, streaks, mildew, and film.  Storm windows and storm doors will receive the same attention.  All windows capable of being removed shall be removed to be clean no matter what the weather conditions are.  Windows that are not removable will be cleaned with a long handled squeegee on the outside.  Window and door tracks will be cleaned free of all dirt, dust, cobwebs, and dead insects.


b.  Window and door screens will be in place and will be vacuumed or brushed clean to remove dust and dirt.
4.  Shades, Blinds, Solar Quilts, and Curtain Rods.  
All installed shades and blinds will be removed and cleaned free of dirt, dust, food particles, grease, and fingerprints.  They will be reinstalled after cleaning.  Solar quilts will be lowered, vacuumed, and either sprayed with bleach water or use the hand attachment for the steam cleaner to clean quilts.  Ensure they are dry before rolling them back up.  Do not remove quilts from tracks.  Curtain rods and drapery hardware will be wiped free of any dirt, dust, and residue.

5.  Light Fixtures.  All outlet plates and wall switches will be wiped clean to remove all dirt, grease, and fingerprints.  All light globes and shades shall be removed, washed free of dust, dirt, and dead bugs.  Once cleaned, they will be reinstalled.  Residents will guarantee that all light bulbs are in working order not exceeding 60 watts for interior fixtures, and the appropriate wattage for interior and exterior flood lamps.  The base of the light fixture will be wiped clean.

6.  Cabinets, Counter tops, and shelving.  Interior of all cabinets and drawers including attached handles and hardware will be empty, and free from shelf paper, dirt, dust, grease, and food particles.  All shelves in cupboards and closets will be free of residue and streaks, as will any support brackets.  Exterior of cabinets will be wiped clean to remove dirt, grease and food particles, with a uniform appearance and shine.  Countertops shall be clean of all grease, dirt, scouring powder, stains, and residue.

7.  Sink fixtures, Faucets, and Garbage Disposals. 


a.  Kitchen, bathroom, and utility room sinks shall be clean and free of all dirt, grease, soap, lime build-up, scouring powder, and residue.  Faucets, downspouts, dishwasher overflow, and plated metal will be clean, bright, and untarnished.  Faucet handles will be removed, if possible, to clean around the base of the faucet, and will be reinstalled prior to inspection.


b.  Garbage disposals shall be cleaned and free from food.  Rubber gaskets and sink stoppers shall be removed and free from dirt, food, and grease.

8.  Radiators, Pipes, Thermostats, Humidifiers, Ductwork, and Heating Vents.    Radiators, ductwork, heat vents, and grills will be wiped down to remove dirt, sediment, and stains.  Baseboard heaters will be dismantled to remove build-up of dirt, dust, and animal hair and put back together prior to inspection.  Grillwork for heaters or humidifiers will be removed, cleaned of any dirt and dust, and then reinstalled.

9.  Bathrooms.


a.  Sinks, tubs, shower stalls, shower doors, tumbler holders, soap dishes, and sink stoppers shall be cleaned free from mildew, soap, and lime build-up, stains, streaks, and foreign material by using a non-abrasive cleaner.


b.  Commodes and attached tanks will be cleaned using a non-abrasive, disinfecting cleanser.  The toilet seat and toilet bolts will be removed to allow for adequate cleaning and disinfecting and replaced prior to inspection.  Never use steel wool inside of toilets.


c.  Medicine cabinets, vanities, and mirrors will be wiped to a streak free, and dirt free condition.  Towel bars and shower stall doors will have all build-up of soap, lime residue, and dirt removed.

d.  Bathroom exhaust fans shall be dropped down or removed if possible and wiped clean of dirt, dust, and foreign matter.  Caution should be used not to use a spray cleaner directly into the fan areas.

10.  Ranges (Stoves).  Unplug the range prior to cleaning.  If this cannot be accomplished, turn off the circuit breaker, which controls the range.  All surfaces and areas of cook top, oven racks, burner pans, burner rings, elements, burners, control knobs, and all other removable parts will be cleaned by removing all grease, food, dust rust, tarnish, and cleaning streaks.  Ranges will be moved out from the wall (use caution with gas flex hose) for cleaning areas under, above, behind, and on either side.  Be extremely careful when using oven cleaner and use only in accordance with manufacture’s instructions.  DO NOT use oven cleaner on painted surfaces.  Likewise be careful with the use of steel wool pads.  Remove vent cover from the exhaust fan and clean the interior.  Wipe motor and blade to clean.  DO NOT WASH MOTOR--DO NOT USE OVEN CLEANER ON RANGE HOOD.  Clean the filter, but use care not to submerge a charcoal filter in water since it will disintegrate.

11.  Dishwasher.  The interior of the dishwasher will be dismantled, all parts cleaned and residue free.  Pay close attention to edges, corners, and seals/gaskets.  Make every attempt to remove all lime and rust deposits.  The exterior shall be cleaned using 

a mild non-abrasive cleaning solution.  DO NOT PULL DISHWASHER FROM UNDER THE COUNTER.

12.  Refrigerator.


a.  Refrigerators and freezers will be defrosted and thoroughly cleaned to remove all dirt and food particles.  Particular attention will be paid to the door seal that extends around both the freezer and refrigerator door.  All removable parts, including shelves, brackets, storage bins, utility trays, an egg trays, etc., will be thoroughly cleaned and disinfected, using a mild detergent.  The bottom lint cover will be removed and cleaned.


b.  The refrigerator will be unplugged and pulled away from the wall to clean the sides, back, coils, drip pan, and floor.  All dirt, dust, and food particles will be removed from exterior surfaces.  When finished cleaning, the refrigerator will be plugged back in, set at the lowest setting and all parts put back together.
13.  Utility Rooms.  
Furnaces, water heaters, and humidifiers shall be wiped clean and left free from dust, rust, dirt, and stains.  Remove all fuzz and lint from the dryer vent and hose.

14.  Smoke detectors.  Wipe off thoroughly and make certain the smoke and carbon monoxide detectors are working.

15.  Garages and Basements.  Basements will be swept clean and all spider/dust webs removed.  All painted walls will be washed and free of any marks, dust, food deposits, and dirt.  Finished floors will be mopped and streak free.  Clean thoroughly to include removal of all oil stains from garage floor and driveway.  Interior and exterior of doors will be wiped clean to remove excessive dirt and exhaust build-up.

16.  Trash Cans, Recycle Containers.  All trashcans, recycle containers must be empty and thoroughly cleaned.  No trash is to be left inside or outside of the quarters. 

17.  Exterior of Quarters.  All trash, animal feces, and other debris must be cleaned from patios, balconies, storage areas, yards, garages, and side walks.  In summer months lawns must be mowed, raked, trimmed, and weeds removed from flower and shrubbery beds.  In winter, sidewalks leading to quarters, driveways, and patio slabs must be shoveled and cleared of snow.

18.  Additional Notes:

a.  Disconnect cable TV and telephone service, notifying them of forwarding address.  Also, notify post office of forwarding address.

b.  Return/transfer all hand receipt items i.e. snow blower, lawnmower, buffer, carpet cleaner, etc prior to final clear date.

c.  Set thermostat at 65 degrees.


d.  Turn in all keys to Property Manager at termination inspection.

APPENDIX Y

MILITARY HOUSING FOR FORT DRUM
APPENDIX Z


*10TH MTN DIV (LI) & Ft Drum Reg 40-6

DEPARTMENT OF THE ARMY

HEADQUARTERS 10TH MOUNTAIN DIVISION (LIGHT INFANTRY) & FORT DRUM

FORT DRUM, NEW YORK 13602-1000

10TH Mtn Div (LI) & Ft Drum Regulation
15 October 1992

N0. 40-6

Medical Services

CONTROL OF ANIMALS AND COMMUNICABLE DISEASES OF ANIMALS
1.  POLICY. This regulation establishes policies and procedures for the possession.  Control, and health measures for privately owned animals maintained in housing units assigned by the Directorate of Public Works and Housing Division, Fort Drum, New York. These policies and procedures are necessary to protect the health and safety of person​nel in each military community and specifically in​clude all military housing units on post and off post.  This regulation is punitive.  Military personnel who violate the provisions of this regulation are subject to prosecution under the Uniform Code of Military Jus​tice.  Family members and other civilians who fail to comply with this regulation may be barred from the reservation and, in appropriate cases, maybe prosecuted under applicable Federal or State laws.  Assignment of family quarters may be terminated per AR 210-5O for failure to comply with this regulation.  In addition, violations of this regulation may be cause for permanent removal of the animal.  Person​nel residing in off-post military housing are also sub​ject to local ordinances and authorities.

2.  GENERAL.


a. This command recognizes the benefits a pet provides to the military family and encourages, with widest possible latitude, responsible ownership of privately owned pets.   Maintaining a privately owned animal on this installation is a privilege and is dependent on the owner's ability to control and properly maintain the animal.  The right of personnel to be free from unnecessary disease exposure, nuisance, trespass, and menace from pets is paramount to the privilege of keeping a pet.  The Gar​rison Commander may withdraw/revoke the privilege of maintaining a privately owned animal when its continued presence constitutes a threat to the health or safety of personnel and other animals, or when the animal is determined to be a public nuisance.  The Garrison Commander may take other administrative action, including terminating govern​ment housing for soldiers when these conditions exist.

*This regulation supersedes 10th Mtn Div (LI) & Ft Drum Reg 40-6


b.  Preventive measures are necessary to reduce the incidence of disease among domestic animals and to minimize the exposure of people to diseases transmitted from animals to people.  Recognized effective measures include registration, restricted ownership, appropriate immunizations, appropriate maintenance, and diagnostic test and treatments for communicable disease conditions.

3.  REFERENCES.


a. AR 40-2, Army Medical Treatment Facilities:  General Administration


b. AR 40-3, Medical, Dental, and Veterinary Care


c. AR 40-5, Preventive Medicine


d. AR 40-400, Patient Administration


e. AR 40-905, Veterinary Health Services


f.  HSC 10-1, Organization and Functions Policy


g. HSC 40-2, Medical Services: Animal Bite/Scratch Case Management


h. HSC 40-18, Medical services: Animal Medicine Program

4.  ANIMALS AUTHORIZED.


a.  Domestic animals to include dogs, cats, small caged animals (birds, hamsters, gerbils, guinea pigs, etc.), and aquarium fish are authorized to be maintained as outlined in this regulation.


b. The maintenance of privately owned animals of the installation is limited to no more than any com​bination of two cats, dogs or un-caged animals.  Lit​ters will be disposed of before 90 days of age.  Small caged animals and aquarium fish will be limited in number sufficient to permit a safe and healthy en​vironment.

5.  ANIMALS NOT AUTHORIZED.


a. Sylvatic animals such as skunks, raccoons, opossums, foxes, ferrets etc., reptiles, monkeys, and other exotic animals normally restricted to zoo-type con​finement will not be maintained on this installation.


b. Livestock (domestic farm animals, including poultry) will not be maintained on this installation as privately owned animals.


c. Breeding or raising of privately owned animals on this installation for commercial purposes is prohibited. Commercial purposes are defined as the repetitive breeding and raising of animals for the sole purpose of sale and financial gain.  This does not preclude the maintaining of animals for show pur​poses or the occasional breeding and selling of animals as a hobby. The provisions of paragraphs 4.b. and 8.a.6. above must be met.

6.  HOUSING OF AUTHORIZED ANIMALS.



a.  Pets will be housed indoors or secured outside on the owner's premises.  When secured outside, the pet will be tethered or chained (not to exceed 15 feet in length), or within a fenced area.  If animals are tethered or chained, they will he limited to a bound​ary not less than four feet from common user right of way (sidewalks, streets, etc.) and will not be secured to trees, shrubbery, or buildings, i.e. apartments, garages, etc.).


b.  Outdoor housing for pets, when approved by the Fort Drum Housing Office, will be of the portable type and will be removed when the quarters are cleared. Storage sheds, garages, laundry rooms, pantries, or other areas that present safety or health hazards to the animals or family members will not be used to house animals.


c.  When the pet is not on the owner's premises, it will be leashed and under the control of a responsible family member 12 years of age or older.  At no time will the animal be off leash when off the owner's premises.


d.  Personnel are not permitted to maintain a pet (exceptions are caged birds, small caged mammals, and fish) in transient or temporary quarters.

7. TRANSIENT ANIMALS. Authorized spon​sors of a rodeo, circus, pet show, field trial, horse show, or other functions that involve bringing animals onto the installation shall make arrange​ments with the installation veterinarian for said animals to be examined.  Animals permitted onto the installation will he free of signs of communicable dis​ease.  Proof of vaccination, as applicable, will be provided the veterinarian. Entry of out of-state animals will require a valid health certificate.  Entry of equine species requires negative Coggin's Test results performed not more than six months prior to the entry date.

8. RESPONSIBILITIES.


a. Animal owners will:


(1)  Comply with the ownership and housing re​quirements as detailed above.


(2)  Comply with state licensure requirements for dogs older than six months.


(3)  Meet appointments with Veterinary Services or notify that clinic of the need to cancel/reschedule the appointment.



(4)  Register cats and dogs with Veterinary Services Building T-2442) within 10 duty days after the animal is brought into military housing.  At the time of registration present written certification of re​quired immunizations (Table 1).  If immunizations are required, make an appointment with Veterinary Services for the administration of required vaccines before registration requirements are completed.


(5)  Obtain the original copy of a completed DD 2208 (Rabies Vaccination Certificate) and the metal registration tag from Veterinary Services.  Ensure the tag is affixed to the animal's collar and worn at all times when the animal is outside the owner’s quarters.


(6)  Prevent the animals from becoming a nuisance or menace (biting or causing injury) to other animals, persons, or property.  NOTE: A "nuisance" is defined as "that which causes trouble, annoyance, prolonged barking, howling, chasing vehicles or persons, habitual straying, etc.) or damage to government or private property".

(7)  Cleanup, not less than daily, all solid wastes deposited by the animal.  This unsanitary waste will be disposed of immediately when it is deposited in common-use areas.  The animal will be prevented from defecating or urinating on another's premises​


(8)  Keep un-spayed female animals isolated during the heat periods.


(9)  Prevent the animal from interfering with offi​cial reviews, ceremonies, or parades.


(10) Keep animals (except seeing eye dogs, and MWD's performing a military service) from the fol​lowing areas: Hospital buildings and treatment areas, Post exchanges and concessions, commis​saries, theaters, clubs, swimming pools, tennis courts, gymnasiums, recreation/sports areas, and school yards.


(11) Ensure appropriate care, i.e., food, water, safety provisions are provided the animal when all responsible family members are absent for more than 12 hours.


(12) Present animals to the Veterinary Services facility for required examination when said animal has inflicted a bite/scratch on a person and comply with quarantine requirements.


(13) Promptly settle all fees, charges, etc. incurred due to impoundment of the pet.


(14) Obtain veterinary medical care for the animal when signs or behavior suggest a health problem.


(15) Ensure control/prevention of internal and external ​ parasites such as worms, fleas, and ticks that can cause disease in animals and people.


(16) Obtain the pet's health record when out process​ing, notify Veterinary Services of animal's death, or change of ownership, as appropriate.




b.  Veterinary Services will:


(1) Provide scheduled outpatient clinic services, as authorized, for the prevention and control of communicable diseases.



(2) Accomplish pet registration, at the owner's request when required immunization certification is presented.


(3) Maintain pet health records including documentation of each treatment, immunization, procedure, etc., and a copy of the DD 2208.


(4) Obtain and complete Part III of DD 2341, (Report of Animal Site-Potential Rabies Exposure).  Upon notification of the bite/scratch incident and availability of the DD 2341, obtain the record, ensure proper management of the animal, and complete Part III of the DD 2341.


(5) Schedule appointments for examinations, as re​quired of each animal inflicting a bite/scratch on a person.  At the time of the examination quarantine re​quirements will be established.


(6) Provide care for animals’ impounded/quaran​tined and manage the animal facility (Veterinary Ser​vices Annex).


(7) Investigate, as necessary, unresolved com​plaints of animal neglect, or abuse, on the installation.  A representative of the Provost Marshal’s Office will accompany the veterinarian or his designated representative.


(8) Request Military Police support when pet owners on the installation are reluctant to comply with required examinations and quarantine procedures as outlined in para 8b.(7) above.


(9) Coordinate with other offices and agencies on animal matters impacting on the health of the com​munity.


(10) Humanely euthanize severely injured stray and wild animals.


(11) Perform a necropsy when professional judgment deems the examination important.


c. Provost Marshal will:


(1) Record all complaints of incidents (8.a.(6)) in​volving animals.  When the animal is determined to be a menace, nuisance endangers the safety or health of persons or other animals, or, causes damage or destruction to public or private property, an incident report will be submitted to the Garrison Commander.  Upon notification by the Military Police, the veterinarian (or designated representative) will pro​vide technical assistance in the investigation of com​plaints involving animals on the installation.  ​(NOTE: Complaints involving animals maintained in government owned/leased housing outside the con​fines of Fort Drum should be directed to the local civil animal control authorities.)


(2) Seize uncontrolled or unregistered pets on the installation for impoundment.  These animals will be delivered to the Veterinary Services Annex for im​poundment.


(3) Investigate the circumstances surrounding each animal bite incident when the offending animal is maintained on the installation and the incident oc​curred on the installation.


(4) Ensure removal of the pet from housing under the authority of Fort Drum at such time as the Gar​rison Commander terminates pet privileges​


(5) Issue applicable citations, fines, etc., for viola​tions of this regulation.


d. Directorate of Public Works and Housing will:  Remove and dispose of dead animals found on streets, Walkways, public areas, etc.  Owner iden​tification, licensure, and rabies immunization infor​mation on the animal (domestic) will be presented to Veterinary Services.


e. Treating Health Care Provider will:


(1) Coordinate with Veterinary Services on all in​cidents of animal bites/scratches reported to the installation treatment facility.  Coordination will be immediate when circumstances of the incident sug​gest a high potential for the exposure or transmission of rabies.


(2) Initiate and complete Parts I an II of DD 2341. Expedient notification will be provided Veteri​nary Services.

(3) Provide appropriate wound treatment and post ​exposure rabies prophylactics as indicated.  Details of rabies prophylaxis administration, based on the action of the Rabies Advisory Board, will comply with the recommendation of the immunization Practice Committee of the United States Public Health Ser​vice.


f. Preventive Medicine Officer will: Coordinate routine Rabies advisory Board meetings.  Any mem​ber may initiate a called meeting.  Responses from members are required prior to the administration of post exposure rabies immunoglobulin or vaccine.  *  NOTE:  Telephonic responses are acceptable.


g. Chief, Preventive Medicine will: Complete Part IV of the DD 2341 when it is made available from Veterinary Services.

9.  INCIDENTS INVOLVING ANIMAL BITES/SCRATCHS.



a.  The owner of an animal identified as the animal that has bitten or scratched a person will fully comply with the quarantine procedures established by AR 40-905 and this regulation.



b.  If an animal bite occurs on the installation, the procedures to be followed are:




(1) Individual will report to the installation medical treatment facility for treatment, eligible.



(2) The Urgent Care Center will initiate DD Form 2341, and complete Parts I and II.  The senior health care provider handling bite/scratch cases at the medi​cal clinic (emergency room, outpatient clinic, etc.) should telephonically notify Veterinary Services and Military Police.  During non-duty hours a message maybe left on the Veterinary Services answering machine when the circumstances of the case do not suggest a high potential for rabies exposure.


  (3) The Military Police will complete an Inci​dent/Complaint Report except when the owner's pet bites a member of the family.  The report will be completed in all bite cases when it is determined that the owner of the biting animal has not complied with the immunization requirements.  The current im​munization status or the animal involved in the biting incident will be provided by Veterinary Services, if the owner does not provide documentation, i.e., DD 2208, rabies immunization tag.


 (4) The Military Police will investigate the cir​cumstances (provoked or unprovoked) on bite cases and report their finding to Veterinary Services.


 (5) Veterinary Services will examine the biting animal and initiate quarantine procedures.


 (6) Stray animals involved in biting incidents will be quarantined at Veterinary Services for 10 duty days.  If unclaimed, stray animals will be euthanized unless deemed adoptable by the veterinarian




c.  If a bite case occurs off the installation and is treated at the installation medical treatment facility, the procedures to follow are:


   
(1) See paragraph 9.b. (2).



(2) Veterinary Services will notify the appropriate health department and animal control offices for quarantine and coordination.  At the owner's discre​tion the Veterinary Services Annex is available for quarantine of the animal for authorized personnel.



d.  Incidents caused by blatant antagonizing or provoking an animal are presumed to be the fault of the provoking individual.  Owners of pets under proper control (paragraph 6.a. and c.) are not automatically considered responsible for the action the pet may take if the animal is antagonized or provoked, or is approached without the consent of the sponsor or dependent of the sponsor.  Parents are responsible for the actions of their children and should be especially careful of the behavior of pre​school children to prevent incidents involving pets.  In cases where a person repeatedly provokes or an​tagonizes an animal maintained under proper control, the animal's owner may lodge a complaint with the Provost Marshal's office. The Garrison Commander may order the termination of Government quarters when the actions of a sponsor or family member sub​jects other occupants of Government housing to adverse safety, security or sanitation conditions.



e.  Incidents where an animal has bitten an individual without provocation, or guests that are in​vited onto the owner's premises or home where the pet is confined, indicates failure of the owner to maintain proper control (paragraph 8a.(5).  Such animals will be:



(1) Quarantined in a manner prescribed by Veteri​nary Services.



(2) May be removed from this installation after the first such incident based on the judgment of the Gar​rison Commander.



(3) Government quarters may be terminated after the third time the animal is involved in an unprovoked or vicious attack.  Application of this provision will be based on the judgment of the Gar​rison Commander. 




f.  Unprovoked vicious/aggressive behavior may be cause for removal of the animal.  This decision is not contingent upon the animal inflicting injury/damage and is based upon the judgment of the Garrison Commander.

APPENDIX AA

AFZS-PW-H                                                                                              12 March 1999

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Garrison Policy Memorandum # 6, Use of Overflow Parking Lots in Family Housing Areas

1. Reference Fort Drum Recreational Vehicle SOP dated 19 November 1998.

2.  I am directing the owners of vehicles other than POVs to store their Recreational Vehicles (RVs), boats or other trailers outside our family housing areas.

3. The Directorate of Community Activities (DCA) operates two parking lots specifically designated to accommodate RVs.  Eligibility, fees and locations are described in the SOP.  The DCA POC for these parking lots is Outdoor Recreation at 772-5169.

4. Effective immediately vehicles other than POVs will not be permitted to be parked on lawns or in the family housing overflow lots at any time.  While I regret the inconvenience this may cause, I feel that in the long term it is in the best interest of the family housing communities and will provide maximum protection of personal property and will enhance both emergency access to housing areas and better snow removal operations.

5.
RVs, to include boats, campers, snowmobiles, utility trailers, etc. may only be parked on the street or in your driveway for the purpose of loading or unloading.  When not in use, they must be stored outside our family housing areas.

Garrison Commander

DISTRIBUTION:

A

This policy memorandum supersedes policy memorandum  #6 dated 17 November 1998

APPENDIX BB
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DEPARTMENT OF THE ARMY

10TH MOUNTAIN DIVISION (LIGHT INFANTRY) AND FORT DRUM

FORT DRUM, NEW YORK 13602-5000

10th Mountain Division (LI) and Fort Drum Regulation                  
       5 October 1999                         

No. 210-14

Installations

COMMUNITY AND HOUSING AREA SPONSORSHIP PROGRAM

AND “PIECE OF THE ROCK”
1.  PURPOSE.  The purpose of this regulation is to set forth a Unit Sponsorship Program of Army Community Housing (ACH), Army Family Housing (AFH), local schools, and local communities.  Additionally, this regulation establishes policies and procedures concerning soldier/family member conduct/ responsibilities; appointment and duties of Area Coordinators (AC); Assistant Area Coordinators (ACC), Block Coordinators, and Building Coordinators; as well as sponsoring unit responsibilities.

2.  COMMANDER’S INTENT.

a.  Commander’s Intent is for Division Major Subordinate Commands (MSC) to develop and maintain a healthy community relations program between the military housing, local schools, and local community government in their assigned areas off the installation.  Separate Battalion Commands, MEDDAC, and DENTAC will develop and maintain a similar community relations program for the housing areas on post. 

b.  Primary focus for commanders will be to foster a healthy, family living environment in their assigned housing areas, which includes good order, discipline, safety, and maintenance.  Commanders may then expand their sponsorship to the local schools and community governments serving the assigned housing areas.

3.  APPLICABILITY.  This regulation applies to all personnel assigned or attached within the Fort Drum Military Community eligible for and assigned to Government controlled housing, and to sponsoring units and tenant activities.

*This regulation supersedes 10th Mtn Div (LI) & Ft Drum Regulation 210-14 dated 

4.  RESPONSIBILITIES.  

a.  The Garrison Commander (GC):

(1) Prescribes policies and procedures for the assignment and termination of AC, AAC, Block Coordinators, and Building Coordinators.

(2) Prescribes policies and responsibilities of soldiers and their family members IAW governing directives for maintaining a good social environment in housing areas.  Has authority to remove families when warranted.

(3) Appoint, and when warranted, terminate appointment of AC, AAC as defined herein.

 b.  Sponsoring Units will:

(1) Select and when warranted recommend to the Garrison Commander the appointment and termination of AC and AAC.  Sample of appointment orders is at Appendix B.

(2) Appoint, and when warranted, terminate appointment of Block Coordinators as required.

(3) Provide Housing Office with name of AC and AAC for completion of appointment orders.

(4) Coordinate with other sponsoring units when soldiers violate housing policies.

(5) Assist Mayors in conduct of town meetings.  Conduct periodic meetings with Mayors, AC, AAC and families.  Participate in the town meeting process at least quarterly.


(6) Serve, as POC for Mayors and Community functions needs.

(7) Appoint acting or temporary AC during deployments or absences that exceed seven days, but are less than thirty days.

(8) Mediate resident disputes when Building Coordinator and AC efforts have not achieved a solution.     

(9) Communicate within a timely manner to the Housing Office and Garrison Commander on actions taken or recommended.

(10) Provide support to local communities, ACH, AFH, and schools assigned to sponsoring units that are identified in Appendix E when required.

(11) LWO with schools.  Provide support as appropriate.

c.  The Community Relations Officer (CRO) (Appendix A):

     
(1) Is the central point of contact for all requests for support to community groups, schools, and civic organizations.  

     
(2) The CRO is accountable for the tracking and statistics on the community relations program as well as notification to higher headquarters as required.  For this reason, the CRO must be notified in advance of any official support the unit is providing within the Piece of the Rock Program, such as off-post equipment displays, guest speakers, or hosting visits.  

     
(3) Use of manpower, equipment, or funds to complete projects under the Piece of the Rock program must be coordinated with OSJA in advance.

     
(4) When commanders are approached for support involving assets outside the unit (i.e. band, fire department, field trips) the request should be forwarded directly to the CRO for necessary staffing and coordination.

     d.  Public Works (PW) is responsible for but not limited to.

(1) Efficient use of all housing resources, available manpower, funds, facilities, and other Government controlled property.

(2) Ensure assignment policies and procedures are adhered to.

(3) Inspection, maintenance, repair, and necessary improvement IAW applicable regulations.

(4) Support the AC with Spring Clean Up as part of the community beautification program.

(5) Ensure updated lists of residents are distributed to sponsoring units, AC, and AAC.

     
(6) Provide administrative support to the Garrison Commander in appointment orders for AC and AAC.

     e.  Soldier responsibilities include but are not limited to:

(1) Understanding that living in government owned or leased housing is a privilege not a right.

(2) Governing individual family’s behavior.

(3) Fulfilling responsibilities of good citizenship.

(4) Cooperating with neighbors, this includes noise levels, control of children, guests, and pets.

(5) Monitors and conserves energy.

(6) Supervises children IAW AR 690-10, Child Development Services and Housing Residents Guide.

(7) Complying with all applicable law and regulations i.e. parking, speeding, pets, etc.  

     f.  The Property Manager assigned to each AFH and ACH area:

(1) Initiating housing work requests between occupancies.

(2) Monitoring utilization and occupancy rates.


(3) Briefing sponsors concerning their responsibilities and Army housing rules upon assignment to government controlled housing.

(4) Establishing accountability of government property.

(5) Approving issuance of accountable self-help items.

(6) Resolving tenant complaints as they relate to maintenance and repair.

(7) Issuing discrepancy notices.

(8) Actively communicate with sponsoring unit, AC, and Mayor.

(9) Performing pre-termination, termination, habitability, and joint inspections.

(10) Documenting damages and assessing charges.

(11) Maintaining facility history files.

(12) Assign Building Coordinators as necessary.  Sample of Appointment Letter is at Appendix C.

     g.  AC, AAC, and Block Coordinator responsibilities are outlined in Appendix D.

     h.  Building Coordinator responsibilities are outlined in Appendix E.

i.  The Provost Marshal (PM) Office is responsible for maintaining law and order for on post Family Housing.  Local civilian authorities are available to support off post Army Community Housing as needed.

5.  APPOINTMENT OF COORDINATORS.

     a.  AC and AAC are selected by the recommendation of the sponsoring unit and appointed by the Garrison Commander.  Block Coordinators are appointed, when warranted, by the sponsoring unit.  Appointment letters for AC and AAC will be prepared by PW and distributed through official channels in the soldier’s chain of command, with a file copy maintained in PW and an information copy to the Community Life Officer.   Whenever possible, the AC should be assigned to the sponsoring unit for ease in communications and execution.

     b.  The Housing area chain of authority is as follows: Building Coordinator, Block Coordinator, AC or AAC, Sponsoring Unit, and Garrison Commander.

     c.  The Housing Division, Public Works provides technical/logistical support and guidance.

     d.  Block Coordinators may be appointed on the advice of the AC for a very large housing area.  The Block Coordinator exercises the same authority and responsibility as the AC for a segment (block) of the area but is subordinate to the AC and AAC.

     e.  Rank and date of rank are based on records maintained by the Fort Drum Housing Office.  Updating of records and status changes are the responsibility of the individual(s) concerned.

     f.  The Garrison Commander will issue appointment orders for AC, AAC and the Sponsoring Unit will issue orders for Block Coordinators as Permanent Change of Station (PCS), Expiration of Time in Service (ETS), etc., make the changes necessary.

     g.  Written appointments of the replacement coordinators serve to relieve the existing coordinator.

     h.  The point of contact at the Housing Office for appointment letters is the Customer 

Service Representative, Housing, Clark Hall, 772-6114.

6.  REFERENCES.

     a.  AR 5-9, Intra Service Support Installation Area Coordination, 24 Jul 87.

     b.  AR 210-50, Family Housing Management, 1 Sep 97.

     c.  AR 608-10, Child Development Services, 12 Feb 90.

     d.  10th Mountain Division (LI) and Fort Drum Supplement to AR 11-27.  Army Energy Program, 24 Jun 85.

     e.  10th Mountain Division (LI) and Fort Drum Regulation 40-6, Control of Animals and Communicable Diseases of Animals, 15 Oct 92.

     f.   10th Mountain Division (LI) and Fort Drum Regulation 210-12, Installation Garage Sales in Army Housing, 1 May 90.

     g.  10th Mountain Division (LI) and Fort Drum Regulation 210-16, Housing Management, 2 Jun 95.

     h.   10th Mountain Division (LI) and Fort Drum Pamphlet 210-2, Family Housing Residents Guide, 12 Sep 94.


The proponent of this regulation is the Public Works.  Users are invited to send comments and suggested improvements on a DA Form 2028 (Recommended Changes to Publications and Blank Forms) through channels to the Commander, 10th Mountain Division (LI) and Fort Drum, ATTN:  AFZS-PW, Fort Drum, New York  13602-5000.

FOR THE COMMANDER:

OFFICIAL:                                                   Chief of Staff

DISTRIBUTION:

D

PW/Housing Div – 5,000
Appendix A

COMMUNITY AND SCHOOL SUPPORT UNDER PIECE OF THE ROCK PROGRAM

A-1 The Public Affairs Office (PAO) has responsibilities for, and a role in, supporting commander’s efforts in the Piece of the Rock (POR) Program.  

A-2 There are statutes, regulations, and precedents that determine the support provided to civilian communities.  Maintaining these parameters ensures the equality and quality of support provided within the post Community Relations area of responsibility (as prescribed by AR 5-9), which is larger than the immediate area of the POR program.  

        a.  The CRO is the central point of contact for all requests for support to community groups, schools, and civic organizations. The CRO is accountable for tracking and compiling statistics on the community relations program, as well as notifications to higher headquarters as required.  For this reason, the CRO must be notified, in advance, of any official support the unit is providing within the POR program, such as off-post equipment displays, guest speakers, or hosting visits.

        b.  When commanders are approached for support, they (or the unit POR representative) must contact the CRO.  Requests from community or school officials for participation of assets internal to the unit (i.e. color guard, guest speaker, or soldiers for a static display of unit equipment) in public events normally do not require any additional coordination.  Requests from private organizations, religious groups, or those that involve assets outside the unit (i.e. band, fire department, field trips) will be staffed and coordinated by the CRO.  This process:

(1) Provides continuity and an established avenue for support within legal, regulatory, and reasonable limits,

(2) Allows support to continue uninterrupted during off-post deployments.

(3) Prevents over-commitment of unit assets, as requests from other communities and recruiters will continue to be honored and tasked through the Assistant Chief of Staff, G3.

        c.  Commanders are encouraged to invite community leaders to unit events, e.g. change of command ceremonies, attend community activities, and publicize community activities in which soldiers and their families can participate. 

A-3 WORK PROJECTS.  There are statutory restrictions and environmental laws that must be complied with, pertaining to accomplishing work projects in the community.   Requests to use Army personnel or equipment for civilian construction/demolition 

projects are not covered under the POR program.   Any such requests must be forwarded to the CRO as soon as they are received.

A-4  MEDIA.  The PAO has the sole responsibility to coordinate media coverage of installation and unit activities.  Units or individuals will not contact media outlets directly until   directed to do so by a member of the PAO staff.   

Appendix B

SAMPLE OF APPOINTMENT LETTER FOR AREA COORDINATOR
LETTERHEAD

OFFICE SYMBOL  (210) 
DATE

MEMORANDUM FOR 

SUBJECT:  Appointment of Area Coordinator

1.  You are hereby appointed as the Area Coordinator for (Name of Housing area) Housing Area on Fort Drum.  Your mayor is (Name of Mayor), who lives at (Street address and telephone number).

2.  Congratulations on your appointment.  The job of Area Coordinator is an important and challenging position.  We all want to live in safe, harmonious neighborhoods.  This is your main responsibility as Area Coordinator.  You are the installation commander’s representative in your neighborhood.  I trust you are a troubleshooter and problem solver who knows where to go for help.  Your neighbors will count on you for assistance and the example you set and action you take will reflect in your housing area.

3.  I encourage you to work with your mayor.  Together you can become a powerful team capable of handling and solving any challenges that may arise for the soldiers and their families in your housing area.

4.  The Assistant Area Coordinator for the housing area is (Name, Address and phone number), who is a valuable resource that will fill in for you in your absence.  I strongly urge you to work closely with your mayor and assistant area coordinator.

5.  Your role as Area Coordinator is an important part of ensuring our military families live in safe and secure homes.  I challenge you to make the difference.

Encl 





GARRISON COMMANDER

 

FD Reg 210-14



SIGNATURE BLOCK 

Appendix B (continued)

SAMPLE OF APPOINTMENT LETTER FOR ASSISTANT AREA COORDINATOR
LETTERHEAD

OFFICE SYMBOL  (210) 
DATE

MEMORANDUM FOR 

SUBJECT:  Appointment of Assistant Area Coordinator

1.  You are hereby appointed as the Assistant Area Coordinator for (Housing Area Name) Housing Area in (Town).

2.  Congratulations on your appointment.  The job of an Assistant Area Coordinator is an important and challenging position.  We all want to live in safe, harmonious neighborhoods.  This is your main responsibility as Assistant Area Coordinator.  You are the installation commander’s representative in your neighborhood.  I trust you are a troubleshooter and problem solver who knows where to go for help.  Your neighbors will count on you for assistance and the example you set and action you take will reflect in your housing area.

3.  Your Mayor is (Name, Address and phone number).  I encourage you to work with your mayor.  Together you can become a powerful team capable of handling and solving any challenges that may arise for the soldiers and their families in your housing area.

4.  The Area Coordinator for the housing area is (Name, Address, and Phone number).  I strongly urge you to work closely with your Area Coordinator.

5.  Your role as Assistant Area Coordinator is an important part of ensuring our military families live in safe and secure homes.  I challenge you to make the difference.

Encl 





GARRISON COMMANDER

FD Reg 210-14 



SIGNATURE BLOCK

Appendix C

SAMPLE OF APPOINTMENT LETTER FOR BUILDING COORDINATOR
LETTERHEAD

OFFICE SYMBOL (210) 
DATE

MEMORANDUM FOR 

SUBJECT:  Additional Duty Appointment (Building Coordinator)

1.  You are hereby appointed Building Coordinator for your building.  Your Area Coordinator is (person’s name and apartment number.  As Building Coordinator, you are responsible for your multiple-unit building.  You are to insure that no damages are done to the building and in the event damage does occur, report it to Family Housing immediately.

2.  As the Building Coordinator, you are also responsible for insuring that housekeeping of the common use area is accomplished in and around the building.  This area is to be properly cleaned at all times.  Additionally, from time to time you may be required to enforce the “good neighbor” policy in order to resolve disputes between residents.

3.  Your responsibilities are outlined on the enclosed letter of instruction.  Further instructions can be provided as they become available.

4.  If you experience continued difficulties in carrying out your duties as Building Coordinator, please contact your Area Coordinator for assistance and guidance in solving the problems.  

Encl                                                        SIGNATURE BLOCK

Appendix D

AC, AAC AND BLOCK COORDINATORS RESPONSIBILITIES
D-1  The Sponsoring Unit Commander, the AC, and AAC will assist the Garrison Commander in the accomplishment of housing duties and will coordinate matters between Building Coordinators in their areas.  AC, AAC, Block Coordinators, and Building Coordinators will make concerted efforts to resolve complaints and disputes before the action is referred through the chain of command or the Housing Office.  A copy of correspondence generated concerning conduct complaints, disputes, and family misconduct in the housing area will be forwarded to the Fort Drum Housing Office for inclusion in the soldier’s housing file or for other action, as appropriate.  Copies will also be furnished to the Sponsoring Military Unit. 

D-2  Specific duties of the AC are as follows:

        a.  Coordinate the implementation of the beautification program.

        b.  Coordinate with the Building Coordinator of each building to correct any deficiencies noted in the policing of the grounds, parking areas, sidewalks, and street surrounding each building.  Ensure that removal of trash and debris is properly handled.  Coordinate any neglect in the care of lawns, shrubbery and fences, and any damage done to the exterior and interior of the buildings, with PW.

       c.  Ensure that Building Coordinators report common areas that require maintenance and repair service to appropriate maintenance sources.  Common areas are stairwells, halls, playgrounds, lawns, and parking areas.

        d.  Make detailed inspections of all common areas at least one each month.

        e.  Ensure that Building Coordinators conduct monthly inspections of their buildings.

        f.  Ensure that Building Coordinators keep current copies of this Regulation.  Copies may be obtained at the Fort Drum Housing Office.

        g.  Visually monitor energy conservation in assigned area and bring to occupant attention such wasteful practices as exterior lights left on during the daylight hours, doors, windows, and garages left open during the heating season, and excess watering of lawns.

        h.  Support the efforts of the mayor for their area.


        i.  Attend bimonthly Community Action Council (CAC) meetings.

D-3  The AAC is tasked with the same responsibilities as the AC in a deputy capacity.  In the absence of the AC, the AAC assumes full responsibility.

Appendix E

BUILDING COORDINATORS RESPONSIBILITIES

E-1  Building Coordinators are appointed by Housing Office Property Manager in multi-family dwellings to assist the Area Coordinator.

E-2  The Building Coordinator will:

        a.  Monitor energy conservation practices of occupants, especially with respect to the wasting of electricity by burning outdoor lights during daylight hours, wasting fuel by keeping windows and doors open during the heating season, and wasting water by washing automobiles or watering lawns during period of drought, or over watering lawns during any period.

       b.  Conduct monthly inspection of building common areas.

       c.  A copy of any correspondence generated concerning conduct complaints, disputes, and family misconduct of those personnel occupying government controlled family housing will be forwarded to the Fort Drum Housing Office for inclusion in the soldier’s housing file.  Copies will also be furnished to the AC and Sponsoring Military Unit.

       d.  On post, coordinate with building occupants to ensure the performance of self-help maintenance, general policing, and sanitation of common areas (not applicable to ACH).


e.  Attempt to resolve disagreements between occupants of the building.  If mediation efforts are unsuccessful refer the problem to the AC for consideration and action.

       f.  Notify the AC of the name of the individual who will act as Building Coordinator should they foresee an absence of more than seven days.

       g.  Set an example for other occupants within your assigned building.

E-3  Building Coordinators will introduce themselves to occupants within 72 hours of assignment to government-controlled housing and explain the role of Building Coordinator.

Appendix F

ASSIGNED AREAS
Appendix G

PERTINENT TELEPHONE NUMERS

EMERGENCY PHONE NUMBERS FOR GOVERNMENT HOUSING RESIDENTS
SEE PAGES 6 AND 7

APPENDIX CC

FORT DRUM HOUSING TRAMPOLINE POLICY

SAFETY AND USAGE GUIDELINES FOR TRAMPOLINE IN AFH AND ACH

1.  Residents must receive written approval on a Home Improvement Request prior to setting up a trampoline.

2.  Residents must follow the manufacturer’s installation and safety guidelines.

3.  Trampoline must be installed on level ground and away from any potential safety hazards.

4.  Trampolines may only be installed in fenced in areas.  There must be a 10’ clearance around the perimeter of the trampoline.  Waivers to the fence policy size constraints will be considered on a case-by-case basis.

5.  There must be responsible adult supervision (safety spotters) when trampoline is in use.

6.  Resident must provide proof of liability insurance with at least $100,000 coverage specifically for trampoline use.

7.  Resident is required to conduct a safety inspection of the trampoline prior to each use.

8.  Trampoline will be used by one individual at a time.

9.  Use of a vertical safety net attached to the outside perimeter is highly recommended.

10.  Objects that may result in potential injury will not be allowed on the trampoline.

11.  To avoid becoming an attractive nuisance and safety hazard to small children, the trampoline will be removed or made inoperable during absences from quarters.

12.  The owner of the trampoline assumes all liabilities for injuries or damages caused by the trampoline.

APPENDIX DD

SAFETY- GRAM

TO:  All Army Housing Occupants
SUBJECT:  Carbon-Monoxide Poisoning Protection

1.
Recently, three families were evacuated from their quarters when the carbon-monoxide detector sounded. An investigation of the incident revealed that the cause of carbon monoxide being present inside the quarters was due to the car running in the attached garage with the garage door closed.

2.
Carbon monoxide is a silent killer and the families were spared because the detector did its job.

3.
We must take this opportunity to refresh ourselves on the prevention of carbon monoxide poisoning.

· Never run your car in an enclosed structure.  There must be ventilation to the outside, not to an adjoining structure or room.

· Report any noted or suspected defects with your furnace to the proper authorities for repairs.

· Ensure your clothes dryer vent is free of lint clogs and that it is correctly venting outside.

· Never operate a fuel-fired space heater inside the quarters or in an enclosed structure.

4.
Should you need assistance in checking your quarters and/or devices, contact the Public Works Work Order Section at 772-5495.  For further information, contact the Office of Safety Management at 772-5352.

Potential Sources of Carbon Monoxide in the Home

What is Carbon Monoxide?  Carbon Monoxide is an odorless, tasteless, colorless, invisible, and deadly gas that is produced by appliances that use flammable fuels: automobiles, gas appliances like furnaces or dryers, barbecues, kerosene heaters and lawn mowers.

What is the threat to me?  The main source of concern for Army personnel in government-controlled quarters comes from carbon monoxide gas seeping into the house from an improperly maintained furnace. The heating systems (furnaces, flues, and vents) should be inspected and cleaned on an annual basis by qualified personnel.

What are the symptoms of Carbon Monoxide poisoning?  Symptoms may include headaches, nausea, dizzy spells, fatigue confusion and dulled mental faculties.  Since these symptoms are so similar to the common flu virus, this can be difficult to diagnosis. Ask yourself these additional questions: Do several or all of the family members have the same symptoms?  Do they feel better after leaving the quarters? Are the symptoms experienced only when they are home?  Does going out in the fresh air help to alleviate the symptoms?

What can you do to protect yourself and your Family?

· Never allow a car to idle in an attached garage (even with the door open).  Back the car into the driveway.

· Never use kerosene heaters in any house or garage.  They are also a fire hazard and are not allowed in any government quarters.

· Do not block any of the vents in the furnace room.  This room should never be used as a storage area.

·   Make sure that you have replaced your furnace filters on a regular basis. If you are not certain what to do, contact your appropriate work order number or call your property manager at 772-6668.

·   Check the color of the flame for your furnace. A flame that is predominately yellow is a sign of incomplete combustion and could mean that more carbon monoxide is building up in your home. If the flame is mostly yellow, call your appropriate work order number.

·   You may purchase a carbon monoxide detector from a hardware or department store. They emit a loud alarm in the presence of carbon monoxide gas.

Running Vehicle in Garage May Lead to Carbon Monoxide Build-Up:  All residents need to be aware that warming up your vehicle in an attached garage may lead to deadly levels of carbon monoxide inside your quarters. Open your garage door and back your car out far enough that the exhaust pipe extends to the outdoors. That way you can keep your front windshield within the garage so it doesn't get more snow on it. At no time should you leave a child alone in a running vehicle. Besides the obvious safety reasons, carbon monoxide can build up to dangerous levels for little ones and cause severe health problems.

Air Vents in Utility Rooms Must Not Be Blocked:  Do not place objects in front of your air vents or cover them in any way.  The vents provide fresh air for the proper combustion of gas for your furnace and your water heater.  National Fire Prevention Association codes require that the vent be operable.  Some residents have covered their vents to reduce the flow of cold air into the utility room.  While this maybe understandable, it is an extremely dangerous practice!  Rather than risking Carbon Monoxide poisoning, close the utility room door and be safe.

For more information on the prevention of carbon monoxide poisoning, contact the Fire Protection and Prevention Section at 772-4702.

APPENDIX EE
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27 Feb 01

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Garrison Policy Memorandum #19, Mandatory Pet Microchipping and Pet Control

1. References:

a.  Army Regulation 40-905, Veterinary Health Services, 16 August 1994; which dictates all local facts concerning animal disease prevention and control, Veterinary and Provost Marshall roles, and installation requirements on particular animal matters.


b.  10th Mtn Div (LI) and Ft Drum Reg 40-6, Control of Animals and Communicable Diseases of Animals, dated 15 October 1992.

2.  This policy memorandum establishes pet owner responsibility and procedures to further decrease on Fort Drum and external Army Community Housing areas, the number of strays or abandoned animals; potential exposure of infectious diseases to humans; and the number of strays euthanized by increasing the return of lost pets to owners.  This policy applies to all personnel assigned of attached to Fort Drum, and their respective family members occupying controlled or leased Army Community Housing.  Pet ownership is a privilege.

3.  All newly assigned personnel arriving with privately owned dogs and cats will register their respective pet animal(s) at the veterinary treatment facility within three days of assignment to government quarters.  All pets will be microchipped at a $13 cost per animal.  Personnel currently assigned must have their pets microchipped not later than 31 January 2002.  Failure to comply with mandatory pet microchipping will result in the owner being notified in writing through his/her respective chain of command.  Failure to comply after written notification will result in the animal(s) seizure by appropriate authority.

4.  Pet owners have the inherent responsibility to control their pets.  Specifically:

a. Control pets from wandering unsupervised and unleashed in common areas.


b.  Control pets from menacing behavior such as chasing vehicles, bikes, or pedestrians; prolonged barking or howling; biting or habitual straying.

c.  Courteous cleaning up after one’s pet immediately in common use areas and daily on the premises where the pet is housed.

d.  Control pets from digging on another’s premises or in common areas.


e.  Maintain appropriate, humane care of pets (e.g. food, water, shelter from extreme weather, etc).

Garrison Commander

Distribution:

A




APPENDIX FF

(Clip Out Section)

Required Documentation

AFZS-PW-H

MEMORANDUM FOR New Housing Residents

SUBJECT:  Required Documentation

1.  Congratulations on your assignment to Fort Drum housing.  We trust that your stay will be a pleasurable one.

2.  Please carefully review the attached papers and fill them in before your Property Manager meets with you for your one-on-one assignment briefing.

3.  Attached are the following documents:


a.  Condition of Quarters Checklist.  Use this form to record any exceptions to your quarters being in good condition.  When you terminate quarters, this form protects you against possible charges for damages that were present when you accepted your quarters.   Your Property Manager will review the completed form with you and place it in your housing file.  


b.  Liability for Damage to Assigned Housing and Conditions of Occupancy for Military Family Housing.  Please read, understand and sign both forms.  Again, your Property Manager will take these forms and place them in your housing file.

4.  Your attention to these important documents is appreciated and will make your housing assignment processing run smoothly.

Chief, Housing Division

Condition of Quarter Checklist

Instructions

1.  This form is placed in your permanent file that is maintained at the Housing Office after you have completed and signed it.  You will see it again during your quarters clearing procedures.  The form serves to document pre-existing damage so that when you terminate your quarters you are not charged for these damages.  For this reason, it is very important that you carefully and completely inspect your new home and record ALL deficiencies you observe.  We suggest that two adults perform the task to avoid overlooking anything.  Also, we highly suggest that this inspection be conducted before your household goods are placed in the quarters.

2.  There are some areas that we suggest you pay particular attention to:


a.  Garage door – record all visible damage to include scratches, dents and gouges.


b.  Siding – pay particular attention to vinyl siding.  Record all missing sections, holes, melted areas (as in BBQ grills placed too close to the building), cracks, dents and gouges, etc.


c.  Screens – inspect all screens for presence, holes or tears and/or bent frames.


d.  Carpeting – should be clean and without any stains or tears.  Check very carefully for damage caused by pets and toddlers to include the padding if you suspect urine damage.

3.  During your inspection, make notes and highlight any items that are appropriate for repair with a Services Work Order.  Point these items out to your Property Manager.

CONDITION OF QUARTERS CHECKLIST

Return to Housing _______________
Within 5 working days or no later than _______________

Building Number _______________

Upon assignment of above quarters, I acknowledge said building to be in good condition with the exceptions noted below:

Living Room

Ceiling


Walls


Trim



Doors 


Closets


Windows


Light Fixtures


Floors 


Screens


Blinds


Heater


Dining Room

Ceiling


Walls


Trim



Doors 


Closets


Windows


Light Fixtures


Floors 


Screens


Blinds


Heater
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Bath

Tubs



Commodes


Fixtures


Floors


Ceilings


Walls



Trim



Medicine Cabinets


Showers


Light Fixtures


Heater


Doors


Blinds


Screens


Kitchen and Pantry

Ceiling


Walls



Trim



Cabinets


Stove



Refrigerator


Sink



Windows


Floors


Light Fixtures


Counter Top


Dishwasher


Doors


Exhaust Fan


Heater
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Master Bedroom

Ceiling


Walls



Trim



Doors


Closets


Windows


Light Fixtures


Floors


Screens


Blinds


Heater


Front Bedroom

Ceiling


Walls



Trim



Doors


Closets


Windows


Light Fixtures


Floors


Screens


Blinds


Heater


Middle Bedroom

Ceiling


Walls



Trim



Doors


Closets


Windows


Light Fixtures


Floors
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Screens


Blinds


Heater


Back Bedroom

Ceiling


Walls



Trim



Doors


Closets


Windows


Light Fixtures


Floors


Screens


Blinds


Heater


Porches

Ceiling


Walls



Screens


Doors


Steps



Light Fixtures


Grounds


Siding


Heater


Basement/Garage Storage Area

Ceiling


Walls



Floors


Furnace


Laundry Tub
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Light Fixtures


Doors


Heater


Other:

Date: _________ Signature of Occupant


Date: _________ Signature of Property Manager
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 NOTICE TO HOUSING UNIT OCCUPANTS

LIABILITY FOR DAMAGE TO ASSIGNED HOUSING

Return to Building _______

Within 5 working days or no later than _______________

Building Number _____________

1.  Public Law makes military residents of Government housing units legally responsible for damages to the units, or for damage or loss of Government-issued appliances and furniture.  This notice explains the rules that apply to family and permanent party unaccompanied personnel housing.  You should read it carefully and keep a copy for your records.


a.  First, you can be held pecuniarily liable when your Government housing, appliances or furnishings are lost, damaged for destroyed as a result of your negligence or abuse.  You are negligent if you act carelessly, or if you are aware that your family members or those you allow on the premises are likely to act carelessly and do not take proper steps to prevent or minimize such conduct.  Abuse means either willful misconduct or the deliberate, unauthorized use of housing, that is, conducting an unauthorized business in the housing unit.


b.  Second, the Army has limited your liability to an amount equal to one month’s basic pay, unless the damages or loss is caused by your gross neglect or willful misconduct; in such a case, you are liable for the full amount of the damages or loss, which could amount to thousands of dollars.  You are grossly negligent if you act in a reckless or wanton manner, or if you are aware that your family members you allow on the premises are likely to act recklessly and you do not take proper steps to prevent or minimize such conduct.  In other words, if you know that damage is likely to result from the willful misconduct or reckless behavior of family members or guests, and despite such knowledge you fail to exercise available opportunities to prevent or limit the damage, you are grossly negligent and will be charged for the full amount of the loss.


c.  Third, you are not liable for damage consisting only of fair wear and tear, or caused by an act of God or by the acts of persons other than family members or guests.  You are, however, responsible for damage caused by pets belonging to you or your guests.


d.  Fourth, special rules for housing-related reports of survey permit commanders to waive claims for damage or loss when such is found to be in the best interests of the United States.  This waiver authority is similar to forgiveness of the debt.  If you request a waiver and fail to get it, you can appeal the matter 

through report of survey channels.  If unsuccessful, you can seek redress through the Army Board for Corrections of Military Records.

2.  The purpose of the housing liability law is to let us set limits for your liability and to waive claims in appropriate circumstances.  The potentially great liability created by the law makes the question of insurance very important.  However, only you can decide whether your potential risks warrant the purchase of insurance.  The Army does not require it, but you may want insurance for your own protection and peace of mind.

I have read and understand the policy contained herein.

Name ____________________________________  Date _________________

Housing Assignment _______________________________________________






Resident Signature ________________________________________________

CONDITIONS OF OCCUPANCY FOR MILITARY FAMILY HOUSING

Occupancy

_______________________is assigned to_________________________to be


(NAME) 





(ADDRESS)

occupied as military family housing of the United States on _________________











(Date)

Resident Use

The residents will use the premises solely as a single-family residence for themselves and their dependents. Use of the unit for any other purpose, including the shelter of any additional number of persons, except temporary guests, is prohibited without prior consent of the housing representatives.

Good Repair

Except as otherwise provided herein, the housing authority will maintain the property in good repair and habitable condition and will be responsible for all repairs not due to the abuse or negligence of the resident, their dependents or guests during occupancy. Repairs or replacement of equipment provided due to normal wear and tear will also be at the expense of the housing authority.

Condition of Property

The housing authority and the resident will inspect the property and both parties agree that the property is in fit and habitable condition, except for those damages or malfunctions itemized in writing on the pre-move-in inspection report.  The housing authority and resident will retain copies of this report.  Any additional items noted by the resident must be submitted in writing and received by the housing authority within 15 days of occupancy. If additional items are not received by the housing authority within the 15-day period, the housing authority will consider the property to be in acceptable condition and suitable for occupancy.

Liability

The above-named resident is liable to the United States for damage to assigned housing and related equipment or furnishings due to the resident's abuse or neglect. Liability for such damage is limited to one month's base pay unless the damage was the result of the resident's gross negligence or willful misconduct. For example, a soldier is grossly negligent if they are aware of specific risks 

posed by the reckless, wanton, or deliberate conduct of family members or guests and fails to exercise available opportunities to prevent the damage. In the absence of evidence to the contrary, soldiers will be presumed to be on notice of risks attending the activities of those whom the soldier allows upon the premises.

Insurance

Private liability insurance is an option of the resident and should be considered as a safeguard against the potentially substantial liability described above.

Pets

Army housing and related equipment and furnishings which are damaged by pets allowed on the premises by the resident will be repaired or replaced at the resident’s expense. If pets are allowed on the premises, carpets will be cleaned at the termination of occupancy at the resident's expense.

Plumbing and Appliances

The resident must keep the premises, including all plumbing fixtures, and appliances, as clean and safe as condition permits and will attempt to unclog and keep clear all waste pipes, drains and water closets where possible. At termination of occupancy, all appliances and equipment​ must be in good working order and the premises must: be in good clean condition, normal wear and tear.

Use and Repair of Facilities

The residents will use all electrical, plumbing, sanitary, heating, ventilating, air-conditioning, and other fixtures, facilities and appliances in or on the premises in a reasonable manner. Any damage caused by either the residents, their dependents, or guest beyond normal wear and tear will be repaired at the, residents' expense.

Damaging Property

If the resident willfully or negligently destroys, defaces, damages, impairs, or removes any part of the premises (including fixtures, facilities, and appliances) or willfully or negligently permits any person to do so, replacement or repair will be at the resident's expense.

General Maintenance

The residents will at their own expense: a) Keep up and preserve in good condition any lawn, vines, shrubbery, and gardens and keep all fences in good repair, normal wear and tear excepted; b) remove leaves, sticks, and other debris that accumulates on the property; c) promptly remove ice and snow as necessary or required; d) furnish their own light bulbs; e) replace or repair all broken or damaged glass, screens, flooring, woodplaster, drywall, and locks occurring during their occupancy, normal wear and tear excepted. Any repairs or replacements of property, ​ equipment, or appliances required due to the abuse or negligence by acts of commission or omission of the residents, their dependents, or guests will be paid for by the resident.  The consent of the housing manager must be obtained before the resident places any exceptionally heavy articles such as waterbeds, in the unit which may damage the unit's structural integrity.

Notice of Defects or Malfunctions

The resident must promptly notify the housing office whenever the structure or the equipment or any fixture contained therein becomes defective, broken, damaged, or malfunctions in any way. If no such notice is given, the resident will be held liable for any resultant damage.

Resident Conduct

Residents will conduct themselves in a manner that will not disturb their neighbors.

Health and Safety

The resident will comply with all health and safety regulations imposed by the local command.

System Overload

The resident will not install or use any equipment that will overload any gas, water, heating, electrical, sewerage, drainage, or air-conditioning systems of the assigned premises.

Smoke Detectors
It is the responsibility of the resident to check smoke detectors periodically during occupancy and replace batteries, if appropriate, to keep the smoke detector in proper working condition. Any other malfunctions detected must be reported to the housing office.

Redecorating and Alterations

The resident will obtain written consent from the housing authority before redecorating or making any alterations, additions, or improvements.  Such alterations will, at the option of the housing authority, remain with the property or be removed by the resident. When removing such alterations the premises must be returned to its original condition at the expense of the resident.

Periods of Absence

The resident must notify the housing office whenever extended absences from the housing unit is anticipated.

Access to Property by the Housing Manager and Their Duly Designated Representatives

Upon reasonable notice to the resident and at reasonable times, the Installation Commander or a duly designated representative may enter the premises in order to: a) inspect the property; b) make necessary repairs, alterations, or improvements; and c) supply necessary or agreed upon services. If the residents are not at home when the​ premises are to be entered, the housing representative will have (in decreasing order of preference) a representative from the resident's command or unit, a security officer, or a disinterested third party accompany him/her when entering the housing unit.

Neglect and Cost
If at any time the housing authority is required to make repairs to the property or it's equipment for damages caused by the abuse or negligence of the resident or the resident's dependents or guest, the resident understands that the repairs will be made at the resident's expense. Residents are liable to pay the total expense for any loss or damage to the assigned housing or related equipment or furnishings that is due to their gross negligence or willful misconduct. As appropriate, the housing residents will be afforded the right to complete the necessary repairs either by outside contractor or on their own; however, work must meet Government inspection.

I have read and understand all of the conditions contained herein.

_______________________________________________________________

(Sponsor)








(Date)


____________________________________



(Housing Representative)

(Date)

(Spouse)








(Date)

HOME IMPROVEMENT REQUEST FORM





PROVIDE BELOW: LOCATION, PURPOSE, AND SKETCH  - USE REVERSE SIDE IF NEEDED





PRIVACY ACT STATEMENT.   AUTHORITY:   5 USC  5911 & 5912 PRINCIPAL PURPOSE:  TO IDENTIFY RESIDENTS NEEDS FOR ASSISTANCE AND HOUSING REQUIREMENTS.  ROUTINE USE:  TO INDICATE HOUSING OFFICE ACTION FOR HOME IMPROVEMENTS.  DISCLOSURE:  VOLUNTARY.
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To unplug disposal





Reset button

































































�PAGE \# "'Page: '#'�'"  ��





PAGE  

10th Mtn Div (LI) & Ft Drum Pam 210-2
4

_932812315

_1052739497.doc
[image: image1.png]






_1130148802.doc
[image: image1.wmf]


_1130149249.doc






_1130139304.doc



_1130148280.doc



_1056355388.ppt
COPENHAGEN

25 MILES

75 UNITS

LAKE

ONTARIO
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10 MILES
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OSWEGO
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32 MILES
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