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Dear Customer,
Welcome to the First Sergeant’s Barracks Program (FSBP) Facility Leaders Action Guide (FLAG). We have prepared this guide to provide you with an understanding of how we   accomplish the most important work we do - SERVING SOLDIERS!
The Directorate of Public Works, partnering with the Garrison Command and the 10th Mountain Division, is committed to providing you an exceptional quality of living and working together with you and your Chain of Command to ensure your satisfaction in your new home.

We are extremely proud for the opportunity to serve you and are eager for you to meet our outstanding team of professionals.
//ORIGINAL SIGNED//
JAMES W. CORRIVEAU
                                                                 Public Works Director
Table of Contents

1.0 Introduction
4
2.0 Assignment
4
3.0 Termination
6
4.0 Deployment/Redeployment Procedures
6
5.0 Accountability
7
6.0 Access to Rooms
7
7.0 SSH Office Hours
7
8.0 After Hours Service Orders
8
9.0 Locks and Keys
8
10.0 Lock-Outs
8
11.0 Maintenance Emergency
9
12.0 Recycling
9

13.0 Guests
10
14.0 Noise
10
15.0 Weapons Policy
10
16.0 ICE
10
1.0 Introduction
1. Single Soldier Housing (SSH) is a partnership between the unit leaders and the Garrison staff with regard to housing single Soldiers in permanent party barracks.  This program is one part of the Army Plan to improve the quality of life of our single Soldiers by providing them quality living areas, giving them responsibility for their rooms, and holding them accountable for damages.  

2. SSH staff is responsible for the administrative duties of the day-to-day barracks operations. Those responsibilities include: reporting barracks utilization, assigning residents to and clearing residents from rooms, providing access to rooms, performing vacant room maintenance, coordinating and tracking maintenance requests, and maintaining accountability for barracks furnishings and keys. 

3. All residents are responsible for ensuring that high standards of cleanliness are maintained in the rooms, common areas, and outside the buildings.  Residents are also responsible for their visitors’ actions while in the barracks.  Your Chain of Command has the authority and responsibility to conduct no-notice inspections to ensure that conditions in the barracks provide the best quality of life for all residents.       
2.0 Room Assignment  
When you arrive at Fort Drum and sign in to your unit, you will be housed in a transient room maintained by your gaining organization. This is a temporary room to stay in until you can sign for your permanent room at the SSH Office. The transient room is unit-controlled; you will sign for and clear this room through your unit (usually the Staff Duty NCO).

If you are a Single Soldier in the grade of E-5 (SGT) or below, or a dual military Soldier with a spouse assigned to a different duty station, and by regulation are not entitled to collect “with dependent rate” BAH, you will be assigned to a barracks room. If you are recently divorced, you will need to provide a copy of your divorce decree and a DD form 5960 (Start/Stop BAH form) stamped by Finance. 
Once their final unit of assignment is determined, Soldiers must process through the main SSH office in Clark Hall with an NCO sponsor for their permanent room assignment. Once you have completed an assignment packet, the SSH staff will provide you with keys, a copy of your hand receipt (the hand receipt will be prepared and signed for by the Soldier to sign accepting responsibility for the room and all furnishings within), a move-in inspection form, and a card with the SSH contact information on it. Soldiers must clear their transient room as quickly as possible after their permanent room assignment has been made. 

Barracks Assignment Guidelines 
1. Inspect your assigned space upon arrival.  Annotate any deficiencies on the Barracks Move-In Condition/Inspection Checklist provided to you and return it to the SSH Main Office (Clark Hall, Room A2-54) within 5 working days.  If the Soldier notes any deficiencies, a SSH staff member will verify the deficiency and the hand receipt or condition of quarters checklist will be reconciled accordingly. It is important to inspect the entire room; flip the mattress to look at all sides, inspect the appliances, window screens and furniture carefully. That Move-In Checklist is your one opportunity to document any discrepancies when you move in so you won’t be charged for pre-existing damage when you clear the room. 
2. Soldiers residing in the barracks will be held financially responsible for all furniture and appliances (including parts) that they have signed for on a hand receipt. Soldiers are encouraged to cover their mattress with a mattress pad to reduce the chance of damage or excessive wear.

3. Approval from your 1SG and your Team Manager must be received before changing rooms.
4. If you are in a room by yourself (SPC and below), do not migrate into the adjoining space; you must always have the room ready to receive a roommate. 

5. Removal/swapping out of any furniture in the barracks rooms/buildings is not authorized. 

6. Practice good housekeeping. You are responsible for the appearance and cleanliness of your assigned room and shared spaces.
7.   Service dogs are authorized in the Warrior Transition Unit only; NO other pets are authorized in any barracks. 

8. Smoking is prohibited anywhere in the barracks, and at least 50 feet from the building. Smoking materials must be disposed of properly. 

9. When cooking in rooms equipped with cooking appliances, items must not be left unattended.  Soldiers residing in the barracks are not authorized to have hot plates, electric skillets, or other similar small appliances. Other prohibited items include space heaters, window A/C units, car batteries, gas cans, or other combustible items. Lit candles, incense, or any open flames are also not authorized in the barracks. 

10. It is illegal to tamper with smoke detectors (remove, turn-off, cover etc). These devices are there for your safety and the safety of others in your building. 
11. Tampering with any fire prevention/safety equipment may result in punitive action.  This   includes exit lights and signs, fire extinguishers, emergency backup lighting and exit hardware. 

12. Parking in designated fire lanes or within 15 feet of a fire hydrant or fire department connection is not allowed.  You could be ticketed for parking/driving your POV in non-designated parking/driving areas. 
13. Soldiers are responsible for maintaining their assigned room in a good working condition by calling in routine and emergency service orders as needed (A/C or heating issues, plumbing problems, appliance issues). Service orders are submitted by calling 772-6668 and following the appropriate prompts.  Please notify us of any deficiencies ASAP.  
3.0 Room Termination
1. Soldiers should schedule a clearing appointment with the SSH Office NLT 72 hours prior to their final out.  Soldiers may do that in person at the SSH Office in Clark Hall or by calling 772-6668; at that time, the Soldier will be provided with room cleaning/clearing standards.  
2. Prior to your appointment, your room must be emptied and cleaned. If you need to arrange transportation, call 772-6384. If you are in a shared room, the common areas (kitchen, bathroom) must be clean as well as your assigned bedspace/area. 
3. The SSH Inspector will meet the Soldier at their assigned room for the scheduled inspection.  The room cleaning standards will be reconciled against the Barracks Move-In Condition/Inspection Checklist (that the Soldier was directed to turn in within 5 working days of the barracks room assignment) to determine any damage beyond fair wear and tear. The Inspector will complete a Final Clearance form for each appointment and provide a copy to the Soldier. Any deficiencies/damage will be documented with a DD Form 139 (Pay Adjustment Authorization) and presented to the Soldier for signature and forfeiture of pay. If the Soldier failed to submit a Barracks Move-In Condition/Inspection Checklist within 5 days of the initial room assignment, or did not note any discrepancies, he/she will be held liable for any and all discrepancies/damage in their assigned room. 
4. The Soldier will complete the clearance process in Clark Hall. He/she must present a copy of the Final Clearance form (the form the Inspector provided them when they cleared the room) to the SSH Office staff. The Soldier will then be processed through the SSH database and cleared (terminated) from the assigned barracks room; the Soldier will be required to go to the Fort Drum Mountain Community Homes Office (which is located in a connecting office) to receive a Housing stamp on the Installation Clearance form. This is necessary because there are three Housing Offices that the Soldier must clear: two Government  offices; the Single Soldier Housing Office (barracks),  and the Housing Services Office (economy rentals, domestic leases);  and Fort Drum Mountain Community Homes (the private partner contractor for on-post housing).  
4.0  Deployment/Redeployment Procedures

The SSH staff works closely with Chains of Command throughout the deployment/redeployment processes. 
Deployment:

SSH Staff will work whatever hours are necessary based on the mission times provided by the unit Command Team, to “mass clear” all deploying Soldiers that are assigned to barracks rooms. Prior to the mass clearings, the Soldiers are responsible for contacting the Transportation Office to pick up their household goods and store them (free of charge) while the Soldier is deployed. 
When the main unit is deployed, the rear detachment elements are consolidated to a central building or buildings during the deployment period. 

Redeployment:

The SSH staff works closely with the rear detachment and the deployed chain of command to determine “who goes where” upon redeployment to Fort Drum. The unit is provided with a copy of the barracks floor plan and room layout; they determine which Soldier is assigned to which building and room; the SSH staff does not make that determination. The SSH staff will meet Soldiers at the Rapid Deployment Facility (RDF) and assign them to barracks rooms as soon as they get off the plane. Once the Welcome Home ceremony is completed, the SSH staff accompanies the newly redeploying Soldiers to their barracks to ensure that everyone can get into their rooms, are in the right room, and assist them with any questions or concerns. This has become a very streamlined process, and allows Soldiers a smooth transition back to the barracks.    
5.0 Accountability
As you are aware, upon in-processing you signed a Liability Statement for Damages.  This statement explained the rules that apply to unaccompanied personnel housing.  In accordance with AR 735-5, a Soldier is liable to the United States for damage to any assigned housing (barracks room) and related equipment or furnishings, if the damage is caused by the Soldier’s abuse or negligence. Damages includes lack of cleaning or failure to clean when resident clears/moves out of an assigned room.  
6.0 Access to Rooms
IAW Garrison Policy Memorandum 10-08, Sub Master Key Usage in Barracks (dated July 6, 2010), each Brigade S4 or Commander’s designated representative shall sign for barracks sub-master keys for their respective buildings from the SSH Branch. The sub-master keys will only be used for the following room access:

1. Commander’s safety, health and welfare check of Soldiers after duty hours.

2. Emergency situations to include catastrophic maintenance issues such as major water leaks when damage to property could occur.

3. An emergency situation when a Soldier is believed to be locked in their room and immediate access is required due to a potential life threatening situation.

4. If a Soldier is locked out of his/her room and the SDNCO verifies that the room is, in fact, assigned to that Soldier.

Sub-master keys will not be used to provide access in a Soldier’s absence for routine maintenance, deliveries, installation of cable television, internet, or telephone service or to other Soldiers who may have been granted permission to enter the room. 
In an emergency or when conducting health and welfare inspections, your unit leaders and SSH staff are authorized to enter resident’s rooms without previous notice.  
7.0 SSH Office Hours
Hours of Operation:  The SSH offices at Ft. Drum are open from 0730-1600 Monday through Friday; except Federal Holidays. The SSH Main Office doors in Clark Hall are locked 10 minutes prior to closing for the day to allow the staff to complete room assignments and terminations prior to the official closing time. Offices are closed from 1200-1230 for lunch.
                                                          Phone Numbers

	Team 
	Building
	Phone Number

	SSH Main Office
	Clark Hall - 10720
	772-6668

	1BCT
	10322
	772-4981

	2BCT
	10138
	774-0818

	3BCT
	10602
	774-0675

	10CAB
	20368
	774-0679

	SBDE/HHBN
	4432
	772-1915

	
	
	


8.0 After Hours Service Orders
After normal duty hours or on weekends/Holidays, Soldiers should call 772-6668 for after hour service orders. The number provides a menu for problem resolution. (e.g. service orders, lockouts)
9.0 Locks and Keys
Either metal keys or card keys are issued to residents. Only the Soldier listed on the Liability  for Damage to Assigned Housing form will be issued a key to the room.  Soldiers are not permitted to alter existing locks or install any additional locks.  

10.0 Lock-Outs
If you become locked out of your room at any time, you must contact your Brigade Staff Duty to gain access.
1BCT Staff Duty-772-4228

2BCT Staff Duty- 772-2199
3BCT Staff Duty- 772-4116

AVN BDE Staff Duty- 774-1100

SUST BDE Staff Duty- 772-8254

Warriors in Transition- 772-0416
HHBN Staff Duty- 774-3626
1. SDO/SDNCO verifies that the room is assigned to the Soldier that has reported he/she is locked out prior to admitting the Soldier to the room.

2. The Soldier must report to the SSH Office in Clark Hall on the next duty day to report the lost key, obtain a temporary key, and be charged for a replacement key.
3. During duty hours, the Soldier can come to the SSH Office in Clark Hall to report a lost key. The Soldier will be given a temporary key and charged for a replacement key on a DD 139 form. The SSH key custodian will then submit a service order for a replacement key. If the Soldier is not present when the Locksmith comes to change the lock core, there will be a notification card left on the door telling the Soldier that the new key can be picked up after 1230 on business days at the SSH Office in Clark Hall.
11.0 Maintenance Emergency
Emergencies will be handled immediately. Call 772-6668 and follow the prompts to submit an emergency service order.  Emergency situations consist of:

1. Fire – CALL 911 IMMEDIATELY.
2. Lack of electricity.
3. Broken or non-working doors, locks, windows.
4. Roof leaks.
5. Lack of heat when outside temperature is below 50 degrees.
6. Lack of air conditioning when outside temperature is above 80 degrees.
7. Lack of water.
8. Non–functioning toilet.
9. Flooding.
10. Broken pipes.
11. Any life, safety, or health concern.
12. Water flowing from grass or street areas (possible underground pipe break).
13. Overflowing manhole (possible sewer back-ups).
12.0 Recycling
IAW Executive Order 12873, Federal Acquisition , Recycling, and Waste Reduction, Fort Drum has a recycling program in place. Soldiers are responsible for placing trash and unwanted items in the appropriate dumpsters provided. A new barracks recycling initiative will be implemented across the installation; containers will be provided to separate and contain the different types of recyclables (glass, paper, plastic, etc). Guidelines will be provided and posted in all of the barracks. We request your support in our endeavor to protect the environment. 
There will also be an initiative for recycling electronics such as computers, televisions and cell phones. There will not be a staging area in the barracks buildings, so units will be responsible for transporting the equipment to the designated location. 
13.0 Guests
Visitors and guests are welcome, but are subject to all Fort Drum rules and policies contained in the Single Soldier Housing Barracks Resident Handbook and in this Guide. Social visits of a temporary nature by Soldiers or their guests are authorized, but no one is allowed to reside in Single Soldier Housing other than designated residents. Visitors are not authorized as overnight guests.    
14.0 Noise
Be considerate of your neighbors. Soldiers must refrain from making or permitting any disturbing noises by their guests.  Any noisy or boisterous conduct, including the loud playing of stereos, excessive bass, television or musical instruments which would disturb the peace and quiet enjoyment of other Soldiers, is absolutely prohibited.  

15.0 Weapons Policy
1. In accordance with FD REG 190-6; 3-2, Soldiers residing in the barracks may not possess or store privately owned weapons, which include firearms, crossbows, BB and pellet guns.   

2. All privately owned permitted weapons must be registered with the DES Office within three (3) working days after arrival on the installation or after obtaining the weapon. 

3. All firearms and other potential dangerous weapons must be stored in the Soldiers unit arms room. Violations of the Weapons Policy will result in UCMJ action.
16.0 Interactive Customer Evaluation (ICE)
We welcome your comments - good and bad; please let us know how we can serve you better. Please visit: http://ice.disa.mil/index.cfm?fa=card&service_provider_id=107933&site_id=45
Finally – we would again like to welcome you to the North Country and as a reminder, please do not hesitate to contact your respective Team Manager at the numbers found in paragraph 7 if they may be of service.  
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