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	Subj:
	unaccompanied personnel housing (UPH) policies and regulations


	Ref:
	(a) Coast Guard Housing Manual, COMDTINST M11101.13 (series)


1. PURPOSE.  To establish policies and criteria for administration, assignment, utilization, and operation of the Training Center Cape May Unaccompanied Personnel Housing (UPH).

2. ACTION.

a.  Commanding Officers, who do not control, but receive housing support from the Area Housing Authority (AHA), will ensure the TRACEN’s Assistant Chief Master at Arms (ACMAA) is advised of all impending PCS transfers, separations, and changes in dependency status (marriage/pregnancy) of their personnel who are assigned to the UPH.  This notification will be provided in writing (preferably e-mail), and when possible, at least 45 days before the member’s scheduled departure, giving the date of discharge or transfer and the name of the new duty station.

b. Tenant units assigned space in the UPH shall ensure that personnel assigned are familiar with these regulations.  Their assigned Housing Representative will work closely with the Training Center’s ACMAA in the enforcement of these regulations and to resolve any discrepancies.  Afloat tenant units will ensure that their Housing Representative and a MAA staff petty officer complete a joint inspection of the berthing spaces assigned to their members 24 hours prior to a deployment in excess of 10 days.

c. All residents shall abide by these regulations.  Violations can result in disciplinary and/or administrative action.  The ACMAA will ensure that a copy of this instruction is given to each person assigned to the UPH.  Upon assignment to the UPH, each member will be given a copy of this instruction and will acknowledge receipt on enclosure (2).  Information intended for all hands will be posted in the lounge areas.  It is the responsibility of all residents to read such notices and to take appropriate action.

d. Any resident having any complaint concerning the UPH, which cannot be resolved by the Chief Master at Arms (CMAA) shall submit a Special Request/Authorization (NAVPERS 1336/3) via their chain of command to the Area Housing Officer (AHO) for resolution.

3. DIRECTIVES AFFECTED.TRACENCMINST M5300.1L is cancelled.

4. DEFINITIONS.  The terms defined below will be used throughout this instruction.

a.  Area Housing Authority (AHA).  Commanding Officer, Coast Guard Training Center Cape May is responsible for the management of the UPH.

b. Area Housing Officer (AHO).  The designated representative of the AHA who is charged with the responsibility for carrying out the UPH program in the Cape May area.

c. Chief Master at Arms (CMAA).  Assists the AHA in carrying out the UPH program in the Cape May area.

d. Assistant Chief, Master at Arms (ACMAA).  Directly responsible to the AHO for the overall day-to-day management of the UPH including, but not limited to, the duties of Building Petty Officer (BPO) as outlined in reference (a).

e. Assistant Master at Arms (AMAA).  MAA staff petty officer responsible for the duties of Building Petty Officer (BPO) as outlined in reference (a).

f. Duty Master at Arms (DMAA).  TRACEN’s Senior Petty Officer of the Watch (SPOW) and petty officer watchstanders.  Responsible for the management of the UPH during non-working hours.

5. DISCUSSION.

a.  General.  The UPH is intended to provide for both individual privacy and the security of personal possessions.  To achieve this, rules and regulations must be established, followed, and as far as practicable, remain consistent with the UPH policies contained in reference (a).  It is expected that all who occupy the UPH will comply with the provisions of this instruction, housing bulletin, pertinent directives, and reasonable requests by the ACMAA and higher authority.

b. Maximum Usage.  Per reference (a), our goal is to make maximum use of the UPH based on its maximum-rated capacity.  No permanent party unaccompanied personnel (E-4 and below) shall receive BAH without dependents if there is permanent party berthing available in the UPH.

c. Enlisted Personnel Reporting in TAD.  Enlisted personnel assigned TAD (E-9 and below) to the Cape May area may utilize TRACEN’s UPH transient berthing facilities.  Reservations for UPH facilities can be made by calling the ACMAA at (609) 898-6220.

/s/

                                                        Sandra L. Stosz

Distribution:  E-mail All Users Cape May
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CHAPTER 1.  ASSIGNMENT POLICIES.

A.  General.  Incoming unaccompanied personnel, E-4 and below, assigned to the Cape May area will be assigned to the UPH.  Upon parent command's approval, members E-4 and below assigned afloat, will be assigned to available UPH facilities as per the regulations contained in ref (a).  Member’s BAH will be changed to reflect BAH partial when assigned berthing.

B. Priority of Assignment.  Policy on assignment priority is contained in Chapter 9 of ref (a).

C. Authority to Live Off Base and Receive BAH.  No personnel E-3 or below, without dependents, may receive BAH without dependents while assigned to a career sea pay eligible vessel.  All requests to move out of the UPH and collect BAH must be submitted using Special Request/Authorization (NAVPERS 1336/3).  The request must be submitted via the member's chain of command to the TRACEN's ACMAA, for final approval by the AHO.  A waiting list of personnel desiring to move out of the UPH will be maintained.  Starting with the most senior (highest ranking) member on the waiting list, the AHO will approve a request to move out and collect BAH when the UPH has an occupancy rate of more than 98 percent.  The projected occupancy rate of the UPH for the next 120 days and upcoming UPH vacancies will be taken into consideration prior to allowing personnel to receive BAH.  Personnel moving out of the UPH to occupy private quarters in the community sector are strongly urged to ensure a military clause is in the lease, an example is located in enclosure (1).  

D.  Authority to Live Off Base Without BAH.  Except when required to live in the UPH for reasons of operational necessity, personnel assigned to the UPH may live off base at their own expense (without BAH).  Prior to moving out of the UPH, the member must complete the checkout procedures contained in Chapter 7.D and 7.E with the ACMAA.  Personnel moving out of the UPH to occupy private quarters in the community sector are strongly urged to ensure a military clause is in the lease, enclosure (1), If a person, who has previously elected to move out of the UPH at his/her own expense, desires to move back into the UPH, he/she may do so provided he/she is still eligible for UPH berthing.  

E.  Members Married to Members.  Members married to members (E-4 and below) with no other dependents, not geographically collocated within a one-hour commute of a common residence, will be assigned to the UPH.  If the spouse is reassigned to the local commuting area, the member assigned to the UPH will normally be granted permission to vacate the UPH 30 days prior to the arriving spouse's PCS reporting date and begin receiving BAH without dependents.  If one of the members is assigned to a career sea pay vessel and is an E-3 or below, this member is not authorized to draw BAH.  

F.  Members (E-4 and below) who become Divorced or Widowed.  When the dependency status of permanent party unaccompanied personnel (E-4 and below) is changed from with, to without dependents, the member shall be assigned to the UPH and the member's BAH entitlement will change from BAH with dependents, to BAH Partial.  On the date of the member's change in status, no payment of BAH without dependents shall be made unless the member has previously requested to live on the economy and the request has been approved by the AHO.  The member's request to not be assigned to the UPH and collect BAH must be submitted using Special Request/Authorization (NAVPERS 1336/3), via the member's chain of command, to the TRACEN's ACMAA, for final approval by the AHO.  The member's request to continue living off base with BAH entitlements will be considered on a case-by-case basis. 

G.  Pregnant Members.  A pregnant member residing in the UPH may request to move out after the beginning of her fifth month of pregnancy.

H.  Effect of UPH Assignment on Member's Monetary Housing Allowances.  When a member is assigned to the UPH, TRACEN's PERSRU will be notified by the ACMAA.  The member is responsible for the accuracy of his/her pay.  If housing allowances other than BAH Partial or BAH Child (for those members paying child support) continue to be received 30 days after assignment to the UPH, the member is responsible for contacting the TRACEN PERSRU for appropriate action.  A member residing in the UPH who is in the process of divorce will continue to receive housing allowances at the with dependents rate.  Once the divorce becomes final, the member's monetary housing allowances are usually reduced.  The member is responsible for immediately notifying his/her command and the ACMAA regarding his/her change in status.  Money overpaid shall be recouped, in most cases by lump sum.  A member anticipating assignment to the UPH may submit a Special Request/Authorization (NAVPERS 1336/3) via his/her chain of command to TRACEN's PERSRU requesting to have his/her BAH entitlements stopped ahead of time to avoid being overpaid.  

CHAPTER 2.  TYPE OF ACCOMMODATIONS.

A.  General.  The UPH consist of 73 permanent party rooms, 7 transient rooms, and 5 duty rooms, 1 VIP room.  The net-living area of the average permanent party berthing room, excluding the private bathroom, is about 320 square feet.  Each room is provided with a separate three-fixture bathroom that includes toilet, shower, and sink.  The basic furnishings provided for each member are a bed, nightstand, locker, desk, wastebasket, lamp, and a desk chair.  Each room contains a micro-fridge (combination compact refrigerator with microwave) for use by all occupants assigned to the room.  Basic bed linens will be issued to personnel upon check-in.  Permanent party personnel in pay grades E-4 and above will be assigned a private room. Permanent party personnel E-3 and below will be assigned two persons to a room.  All enlisted watchstanders and transient enlisted personnel will be assigned two or three persons to a room.

B.  Room Assignments.  Assignment to permanent party UPH berthing will be made as soon as possible after an eligible member reports aboard or becomes eligible for UPH berthing.  When personnel first report to the UPH, they may be temporarily assigned to a transient room while awaiting an opening in a permanent party room.  It will be necessary from time to time for occupants to be required to change their assigned rooms due to incoming/outgoing personnel and changes in the makeup (gender/rank) of personnel assigned to the UPH.  Attempts will be made to keep room changes to a minimum and to avoid creating undue inconvenience.  Personnel who mutually desire to change room assignments must submit a Special Request/Authorization (NAVPERS 1336/3) chit to the ACMAA for approval prior to changing rooms.  All occupants involved must sign the chit.  If approved by the ACMAA, the occupants must complete the pretermination and check-out inspection process outlined in Chapter 7 of this instruction.

C.  Telephone Service.  Each room has two phone jacks.  Additional phone jacks will not be installed.  Telephone service is the occupant's responsibility.  Information on how to establish phone service is provided during the check-in stage.  Problems experienced with phone service must be reported to the MAA Reception desk.  Members should report their phone number and phone jack number when reporting any problems.  Public pay phones are provided for the use of residents and are located throughout the UPH.  Government installed phones are for Official Use Only.  For emergencies and Coast Guard business related calls, residents may request to use the Government phone at the MAA Reception Desk.  The MAA watchstander will dial the number.  Public address call boxes are located on each floor of the UPH and are for official and emergency use only.

D.  Cable Television.  All rooms are provided with basic cable television hookup that is provided by TRACEN's Morale Well-Being and Recreation (MWR).  Premium movie channels are only available in the television lounge.  Any service complaints are to be directed to MAA Reception Desk.  PLEASE DO NOT CALL THE CABLE COMPANY.

E. Parking.  There are two parking lots provided for the use of UPH occupants.  The parking lots are located adjacent to Massachusetts and Diligence Avenues.  Vehicles found parked in posted "NO PARKING" areas, which include the streets and the driveway behind the UPH's main lobby area will be ticketed.   Vehicles which are inoperable, do not have valid state inspection stickers, current license plates, proof of insurance, etc., must be removed from the premises (see TRACENCMINST 5560.1(series) for additional information).  Bicycles are normally not permitted in the UPH, however, if there is space available in the occupant's room, the occupant may submit a Special Request/ Authorization (NAVPERS 1336/3) chit to keep the bicycle in his/her room.  All bikes must be registered with the TRACEN Security Office.  Bike racks are behind the UPH in a covered garage area.  Non-mobile items such as camper tops or boats are not permitted in the parking areas.  Storage of such items may be available behind Building 204 please contract TRACEN's GSK at (609) 898-6936.

F.  Storage.  The ACMAA maintains resident seabag lockers for storage of residents' personal     property and UPH materials/furnishings.  The storage capacity of the seabag locker rooms is extremely limited.  To request to place items in storage, please contact the ACMAA.

G. Cleaning Materials and Supplies.  Cleaning materials and supplies are provided for the use of all residents.  Gear lockers are located in each wing of the UPH and contain everyday cleaning supplies, light bulbs, mops, brooms, etc.  Vacuums, irons, and ironing boards may be checked out at the MAA Reception Desk.  Vacuums and other cleaning equipment are to be returned immediately upon completion of their use.

H.  Mail.  Upon assignment to the UPH, an occupant will be assigned a combination mailbox that is located in the UPH's Main Lobby.  All correspondence must be addressed as follows:

BM2 John Smith       (put your name here)

USCG Training Center

UPH Box XXX          (put your box number here)

1 Munro Avenue

Cape May, NJ.  08204

CHAPTER 3.  OCCUPANCY RULES.

A.  Standards of Conduct.  Each occupant is expected to behave in a mature and sensible manner.  All occupants are expected to comply with all laws, orders, rules and requirements of Coast Guard authority.  Failure to obey verbal or written warnings issued by the ACMAA or higher authority can result in the loss of privileges, administrative and/or disciplinary action.  Disciplinary action may consist of relocation to shipboard berthing in the case of afloat personnel, transient berthing for ashore personnel, longer suspension periods, and/or termination of privileges.  

B.  Entry of Buildings.  Entry shall only be through the lobby doors of either barracks buildings 254 or 255.  Stairwell exits are to be used only in case of emergency.

C.  Guests.  All residents and guests of the UPH are expected to abide by accepted standards of proper social behavior.  Residents of the UPH in a liberty status are allowed guests in their quarters subject to the following rules:  

1.  Nonresident guests are defined as individuals who are not residents of the UPH that have   been invited into the UPH by a resident.  The maximum number of nonresident guests per sponsor is two.

2.  Resident Members of the UPH are considered as "guests" when in a room other than the room to which assigned. No UPH resident "guests" shall be in a UPH room that is assigned to member(s) of the opposite sex between the hours of 2200 and 0800.  


3.  All nonresident guests must enter the UPH through the main lobby entrance and be signed into the UPH Guest Log by the MAA staff or DMAA.  Guests must present valid identification to the MAA or DMAA upon signing in. 

4. Guests are allowed in the UPH only during the hours of 0800 to 2200.  Guests must be escorted by their sponsor at all times while on board the base.   

5.  If any resident of a room objects to the presence of a guest in their assigned room, the guest must leave the room.  The resident's reasonable expectation of privacy prevails over his/her roommate's privilege to have guests in the room. 

6.  Civilian guests under the age of 18 are restricted from entering into the berthing area corridors and occupant rooms at all times.  For this purpose, berthing areas are defined as all areas other than the UPH Main Lobby.  

7.  Any guest failing to abide by UPH rules and regulations will be escorted from the base by TRACEN Security/MAA personnel and action will be taken to limit their on base access. 

8.  Sponsors (UPH residents) found in violation of UPH rules and regulations pertaining to guests as outlined below, will at the very minimum forfeit all guest privileges for at least 60 days.  Sponsors are responsible for the actions of their guests.

D.  Alcoholic Beverages.  The legal drinking age for the State of New Jersey is 21.  No one under the age of 21 will be allowed to possess or consume alcoholic beverages in the barracks or on the TRACEN.  Possession or Consumption of alcoholic beverages by personnel under the age of 21 is an alcohol incident.  No person may give or sell alcoholic beverages to a person less than 21 years of age.  

     1.  UPH residents age 21 and over are permitted to consume beer and ale in their own UPH rooms. 

      2.  No more than one six pack (6-12oz bottles/cans) of beer or ale per occupant are permitted at any time.  Wine, wine coolers, malt beverages, hard liquor, or ready mix beverages are prohibited.


E.  Lounges.  Lounges are provided for the exclusive use and comfort of all UPH occupants and duty section.  Use of the lounges is subject to the following rules:

     1.  Overnight sleeping in the lounges is not permitted.

     2.  Consumption of alcoholic beverages is not permitted in the lounges in accordance with paragraph 3.D above.

     3.  Residents will maintain reasonable noise levels and not disturb others.

     4.  The volume of televisions, stereo equipment, and other noise producing equipment located in the lounges will not be operated above levels that can be heard in the adjoining UPH corridors or occupant berthing areas.  At 2200 the volume of such noise producing devices will be significantly lowered to where it can only be heard in the immediate lounge area.

     5.  At 2400 all equipment, i.e. pool sticks and darts will be secured and placed back in the MAA shack.

     6.  The viewing or displaying of objectionable materials is not permitted. As per COMDTINST 5350.30(series)

F.  Energy Conservation.  Conservation of utilities will be in accordance with energy conservation programs.  The control setting will be set on low or turned off when the occupant(s) are not present.  Any malfunctions of the heating/cooling system are to be immediately reported to the MAA Reception Desk located in the Main Lobby. TRACENCMINST 4101.1(series) provides specific guidelines on energy conservation.  Windows will not be open when A/C or heating units are being used.

G.  Furnishings.  Residents are allowed to arrange assigned accommodations to enhance personal comfort and taste as long as it is within reasonable limits of safety, privacy, and security.  Excessive personal property such as boxes, suitcases, etc., which may hinder the efforts of emergency personnel or needlessly clutter up the room will not be permitted.  Residents with such items are to contact the ACMAA for possible storage of such items in the seabag locker rooms.  Personal furniture is not allowed without prior approval by the ACMAA.  

      1.  All residents are required to submit a Special Request/ Authorization (NAVPERS 1336/3) chit to the ACMAA prior to moving any personal furniture into the UPH.  

      2.  The arrangement shall be such that it will not reduce the effectiveness of the heating/cooling system nor hinder rapid entrance or exit to the room.

      3.  Authorization to utilize privately owned furnishings may terminate due to unforeseen circumstances such as changes to room assignments.  When these situations arise and no other alternative is available, the occupant will be responsible for removing his/her privately owned furnishings and may suffer the monetary loss of these items.  If the occupant fails to remove personal furnishings within seven days of notification by the ACMAA, the member's command will be contacted for disposal of the furnishings.

      4.  Occupants are responsible for the care, repair, and maintenance of any personal items and furnishings they have been authorized to have in their room.  The occupant will pay for any damage to the government property caused by their installation, use of, removal or movement of.  No personal items will be left disorderly at the premises during occupancy or upon vacating quarters.

     5.  UPH occupants may file a claim for any loss or damage affecting their personal property located in the UPH, provided such loss or damage is not caused by the occupant's own negligence, and the possession of the personal property is reasonable, useful, and proper under the circumstances.  Immediately upon discovery of missing items or damage, the occupant should notify the MAA Reception Desk.  In cases of loss or suspected theft, the occupant will contact TRACEN Security at 898-6915 and file a report.  Claims will be handled in accordance with the Military Claims Act.  

     6.  Assigned accommodations and/or personal furnishings will not occupy more than the area assigned to the member.  If two members are assigned to a room, each member has equal space (one-half the room).  Unless agreed upon by both residents, a member's personal belongings/furnishings may not exceed his/her half of the room.  In the event of a conflict, the occupant with the excess furnishings will be responsible for removing his/her privately owned furnishings.

     7.  All personal furnishings must remain in a good and clean condition. If the occupant fails to remove deteriorated unclean personal furnishings within seven days of notification by the ACMAA, the member's command will be contacted for disposal of the furnishings.

     8.  Each room contains a microfridge (combination compact refrigerator with microwave) for use by all occupants assigned to the room.  Occupants are not permitted to have additional refrigerators or microwaves other than the issued microfridge.  Microfridges may not be locked and are subject to MAA inspection.  If the occupant fails to keep the microfridge clean and in good condition, i.e., it fails two room inspections, it will be removed from the room by the MAA staff for at least 60 days.  After 60 days, the occupant(s) can request a Special Request/Authorization (NAVPERS 1336/3) via their chain of command to the ACMAA for the microfridge to be reinstalled.  Approval will be contingent on the member’s conduct and room inspection history.  Continued violation will lead to longer suspension periods, termination of the privilege altogether, and/or disciplinary action.

     9.  All UPH issued furnishings (government property) will remain in the assigned room and will not be displaced for the use of personal furnishings, i.e., Coast Guard owned desk chairs will not be placed in other rooms or in the corridor.  Occupants desiring to remove issued furnishings that are small in size, i.e., lamps and wastebaskets, may submit a Special Request/Authorization (NAVPERS 1336/3) chit to the ACMAA for approval.  If space is available to store the item(s) in a seabag locker, the chit will be approved.  The ACMAA will not approve requests to remove furniture items such as beds, lockers, desks, microfridges, nightstands, and chairs.  Possession of other government property without permission is prohibited.  

     10.  Except for the exterior concrete wall (the wall the windows are located on) and the doors, residents are permitted to hang pictures, posters, and wall decorations on their room's interior walls provided the items are in good taste.  Because there are no wood studs in the walls, mini-anchors, which can be obtained at the MAA Reception Desk, are the only hanging device occupants are authorized to use.  Taping or gluing of items on the walls or doors and stickers are not permitted.  Taping and gluing of items on government issued furniture such as the lockers is not permitted.  However, occupants may hang items on the metal furniture using magnets or "fun tac" which is easy to remove.  Dart boards are not permitted. 

     11.  Occupants are not authorized to make any structural alterations or changes to their assigned rooms.  Upon vacating, the occupant is responsible for the removal of nails, screws, etc., in the walls and for any spackling or painting that may be needed.  Rooms must be returned to original condition.

     12.  UPH window dressings and curtains may not be removed and replaced with personally owned ones.

     13.  There are items or objects that, because of their characteristics or local conditions, may not be allowed in the UPH.  Examples are waterbeds, motorcycles, and dirt bikes.  

H.  Stereo, Radio, TV, and Other Electronic Sound Producing Equipment.  These items are allowed in the occupant's room.  The volume of such equipment shall be kept at a level that does not disturb other residents.  Residents are to ensure the volume of their stereo, radio, TV, and other electronic sound producing equipment is lowered at 2200 to the level that no one in adjoining rooms or the corridor can hear the noise.  Violations of this rule will result in the loss of the privilege to have such equipment for at least 60 days by the occupant(s).  Failure by the occupant(s) to remove the equipment within seven days after directed to do so by the ACMAA will result in the member's command being contacted for removal of the equipment for at least 90 days.  After 60 days, the occupant(s) can request via a Special Request/Authorization (NAVPERS 1336/3) via their chain of command to TRACEN's UPH ACMAA for reinstatement of the privilege.  Approval will be contingent on the member(s)' conduct and room inspection history.  Continued violation will lead to longer suspension periods, termination of the privilege altogether, and/or disciplinary action.

I.  Commercial Enterprises.  No commercial enterprises are permitted in the quarters or on the premises.  Regulations prohibit use of quarters as a show room or store for the sale of goods or services.

J.  Security of Personal Property.  All residents are responsible for the safekeeping of their personal property by keeping the doors to their respective rooms and to their lockers locked when the room is unoccupied by the assigned member.

K.  Proper Attire.  All personnel shall be appropriately attired when outside of their room.  Walking about the passageways clad only in undergarments, barefooted, towels, etc., is prohibited.  As a minimum, an appropriate robe and foot gear shall be worn.  Males are prohibited from wearing earrings while onboard.  

L.  Disorderly Conduct.  Occupants shall not allow their quarters to be used for immoral practices, drunkenness, gambling, subletting, disorderly conduct or otherwise disturbing the peace.

M.  Appliances.  The only authorized cooking appliances permitted in the UPH are toasters, slow cookers (crock pots/rice cookers) with a capacity of 3 quarts or less, and a coffee pot (maximum 12 cup capacity).  Other cooking appliances including hot plates, electric grills, deep-fat fryers, Toaster-R-Oven/Boiler are not permitted.  Space heaters and electric blankets are not allowed in the UPH.  Occupants are cautioned to ensure all appliances are secured prior to departing the room or going to sleep.  These items are to be kept clean and in good condition.  Extension cords are not to be used with these items.  If the MAA staff find an extension cord is being used, the item(s) is unclean or in poor condition, or the item(s) is on with the occupant not present in the room, the item(s) will be confiscated.  Violations of this rule will result in the loss of this privilege for at least 60 days by the occupant(s).  After 60 days, the occupant(s) can request via a Special Request/Authorization (NAVPERS 1336/3) via their chain of command to TRACEN's UPH ACMAA for reinstatement of the privilege.  Approval will be contingent on the member’s conduct and room inspection history.  Continued violation will lead to longer suspension periods, termination of the privilege altogether, and/or disciplinary action.

N.  Food.  To prevent pest and health problems, food items are to be either stored in the microfridge, or stored in sealed plastic type containers such as Tupperware containers.  The MAA staff will immediately dispose of food items not properly stored.

O.  Pets.  One tropical fish aquarium, 20 gallons or less, is permitted in each room.  The occupant must submit a Special Request/Authorization (NAVPERS 1336/3) chit to the ACMAA for approval prior to setting up an aquarium.  The chit must be signed by all occupants of the room, and must indicate that in the absence of the aquarium's owner, the aquarium will be cared for by the other resident assigned to the room.  If after one warning by the ACMAA, the occupant fails to keep the aquarium clean, the privilege will be terminated and the occupant will be responsible for removal of the aquarium.  The occupants accept sole responsibility.  The Government will not be liable for losses or damages to the animals caused by insecticide treatments, power outages, etc.  No other pets are permitted in the UPH, i.e., dogs, cats, snakes, reptiles, hamsters, ferrets, mice, birds, etc.

P.  Laundry Facilities.  Laundry facilities located in the UPH are for the use of residents only.  Use of facilities to launder items for nonresidents is not permitted.  Due to the limited number of machines available, residents shall promptly attend to their laundry articles in order to ensure that all occupants will have the opportunity to utilize the facilities.  Laundry facilities shall be secured at 2300 with all clothing articles being removed.  

Q.  Smoking.  Is not permitted anywhere inside the barracks.  Designated smoking areas are located behind building 254 between the two wings and behind building 255 only.  

R.  Room Cleanliness/Housekeeping.  UPH occupants are not relieved of the responsibility for the customary care and housekeeping duties that are commonly performed in a tenant-landlord relationship.  Once assigned to a room, each occupant is expected to maintain the required level of cleanliness.  Cleanliness of assigned quarters includes interior walls, woodwork, windows, bathrooms, microfridge, floors, etc., which will be maintained by the residents.  The room resident is responsible for the condition of their room door (both sides).  When the occupant is absent from the room, the rack is to be neatly made.  A reasonable level of neatness (clothes, papers, gear not strewn about) is also expected of all occupants.

S.  Liability for Damage or Loss.  Personnel assigned to the UPH will be held responsible for any loss or damage to the government property.  This includes damage to the government property resulting from alterations or additions performed by the occupant to the quarters.  Occupants will be responsible for any loss or damage to UPH furnishings, loss of keys, and the structure, i.e., walls, carpeting, etc., caused by the acts or negligence of the member, and his/her guests.  In case of loss or damage to government property, the member may elect to repair or replace the property in lieu of making payment.  Repair or replacement shall be of like kind, type, or comparable quality and workmanship and shall be inspected and approved by the CMAA.  If approved/accepted by the CMAA, the member is relieved of further liability.  Repairs to, or replacement of, the property in lieu of cash reimbursement by the member is preferred and encouraged.  It is usually the quickest and normally the least costly method (no labor charges) to settle the situation.  Negligence can be a failure to act as well as a conscious act.  For example, a small plumbing leak results from normal wear and tear, and the member knows of it but fails to report or fix it.  This omission by the member may cause serious water damage to the quarters after several days and is considered negligence.  In this case the member will be responsible for paying all costs associated in repairing the plumbing and resulting water damages.  If the member will not voluntarily comply, the AHO is authorized to check the member's pay involuntarily for property restoration costs. 

T.  Weapons.  The possession of firearms, ammunition, pyrotechnics (fireworks), Government owned firearms, other ordnance equipment, bows and arrows, BB guns, spear guns, swords, martial arts weapons, or other items classified by state and local law enforcement agencies as weapons, in TRACEN's UPH is prohibited.    Members with such items being assigned to TRACEN's UPH should contact TRACEN's Security Office at (609) 898-6915 for further information.  

U.  Trash Disposal and Recycling.  All residents are responsible for complying with local and state trash recycling rules that require each occupant to separate paper from glass and aluminum.  Glass bottles, aluminum cans, and plastic containers that have the number 1 or 2 on the bottom are not to be placed with regular household garbage.  These items are to be rinsed out (aluminum cans may be flattened) and placed in specially marked containers.  Residents are responsible for taking their trash to the dumpster located behind the South Wing of the UPH on a regular basis.  The trash basket is to be emptied when over three quarters full.  Separated recyclable (paper and cans, glass, plastic containers) are to be taken to the appropriate recycling bins that are located behind the North Wing of the UPH.  Plastic bags containing recyclable items (paper, cans, and bottles) are not to be placed in the recycling bin.  After disposing of your recyclable item(s), place the plastic bag(s) in the garbage dumpster.  Paper is to be bundled.  Plastic bags for the wastebaskets are kept in the gear locker rooms.  Trash and recyclable items are not to be disposed of in the lobby or laundry rooms.  Residents departing on leave or deployment will ensure that all trash and recycling is properly disposed of prior to departure.  For disposal of motor oil, antifreeze, batteries, and transmission fluid, please contact FE's Garage at least 24 hours in advance to make arrangements for disposal.  

V.  Candles/Open Flame.  Incense, Candles and/or open flame are not permitted in the UPH.  Electric and Open flame votive pots are not authorized.  Air freshening wall plug-ins are authorized.  Smoke Safety Retention rods located at the top of each door must remain in place at all times.

W.  Morale Computers (Internet/Cyber Café).  The Internet/Cyber Café is located in the main lobby of UPH building 254 and consists of two personal morale computers for use by UPH residents.  Computers may be accessed 24 hours per day.  Regulations concerning access are contained in TRACENCMINST 5375.1.  Contact the ACMAA for password information.

CHAPTER 4.  MAINTENANCE AND REPAIR.

A.  General.  Requests for repairs, such as leaky faucets, plugged drains, shall be reported to the MAA. Routine work orders should be reported to the MAA staff Monday through Friday, between 0800-1130/1300-1630.  Emergency repair problems that occur after working hours should be reported to duty personnel. Emergencies are classified as items that immediately affect the health and/or safety of the occupants.  

B.  Pest Control.  A contract for pest control provides for inspection, treatment, and control of cockroaches, silverfish, mice, rats, bugs, spiders, and fleas.  If anyone occupying the quarters is pregnant, or suspects he/she may be allergic to the chemicals used, please inform the MAA. If you have pest problems, report the problem to the MAA.

CHAPTER 5.  SECURITY.  

A.  General.  Residing in Government quarters does not guarantee that you will be safe from crime or vandalism.  

B. Theft Prevention.  All residents are responsible for the safekeeping of their personal property by keeping the windows, lockers, and doors to their respective rooms locked when the room is unoccupied.  Store valuables out of sight and keep them secured.  Bicycles, televisions, VCR's, and stereos are popular theft items.  Please mark your property so it is easily identifiable and keep a separate record listing a description of these items and their serial numbers. 

C.  Terrorist Activities.  Be aware of possible terrorist activities.  Residents are cautioned to be suspicious and inquisitive about strangers.  You should be alert for any unidentified or abandoned vehicles or parcels.  If you become aware of any of these situations, please report it to the MAA Reception Desk.

D.  Room Keys.  Upon assignment to a room, a key will be issued to each occupant assigned to the room.  These keys cannot be reproduced at local hardware and key centers.  If any keys are lost or stolen either while the unit is occupied or at the time of checkout, the occupant will be charged to replace the key and charged for the re-coring of the room door lock.  To replace a lost or stolen key, go to the MAA Reception Desk Window.  Panes or doors/door locks broken or damaged to gain entry into locked quarters will be replaced at the occupant's expense.

E.  Hurricane Safety.  The hurricane season is considered to be from 1 June through 30 November.  In this area we are vulnerable to hurricane winds and associated high tides, flooding, and heavy rains.  If it appears that a Category 4-5 Hurricane may reach Cape May in 48 hours, the MAA staff will begin to gather a list of residents needing bus transportation to the evacuation site (Fort Dix, N.J.) or personnel planning to go to the evacuation site via privately owned vehicles.

CHAPTER 6.  FIRE SAFETY.

A.  Fire Safety/Alarms.  Tampering with fire alarms is considered a major violation of occupancy regulations that may be dealt with by disciplinary or administrative action.  The TRACEN Fire Department has the responsibility of answering all fire alarms.  In case of fire, locate the fire alarm box (a bright red fire alarm box is located at the end of every corridor), pull the alarm, vacate the UPH, and muster in the UPH's main parking lot located across from the UPH's North Wing on Massachusetts Avenue.  TRACEN's Fire Department is responsible for testing the fire alarms and conducting random fire drills about once a month.  Depending on the section you are assigned to in the UPH, the alarm will sound like a horn or bell, and in some sections a strobe light will be activated.  All residents are to evacuate the UPH immediately when the fire alarm sounds.  Residents are not to reenter the UPH until it has been cleared by the Fire Department.  

B.  Replacement bulbs.  Occupants are responsible for replacing burned out overhead lights.  Replacement bulbs and a ladder can be found in the gear lockers.  Gear lockers are located on the first deck of each wing.  When replacing light bulbs be careful to ensure that you do not exceed the maximum electrical wattage.  The maximum wattage for the light in the bathroom is 40 watts.  Contact the MAA staff if you need assistance.

C.  Flammable Liquids.  Flammable liquids such as gasoline, paint thinner, naptha benzine, etc., shall not be brought inside the UPH. 

D.  Heating Devices.  Heating devices other than the installed systems are not authorized.  This includes, but is not limited to, electric blankets, electric space heaters, kerosene heaters, and quartz heaters.  During the heating season, keep clothes, furniture, bedding, etc., away from the heating elements to prevent accidental fires. 

E.  Electrical Appliances.  Residents are cautioned to always ensure small electrical appliances, such as hair dryers, irons, etc., are in an "OFF" position before plugging into an outlet.  This helps prevent a possible short circuit in the unit's electrical system.  Small appliances should always be unplugged when not in use.  

F.  Alterations.  Alterations in wiring and multiple type electrical outlets are prohibited.

G.  Extension Cords.  The use of extension cords should be avoided; however, if used, they must have surge protection built in and rated with a maximum capacity of 15 AMPS.  The surge protection extension cord must be of sufficient gauge to operate the appliance without heating the wire or plug, and must be UL listed.  Extension cords will not be connected with the coffee pot, slow cooker, or toaster.

CHAPTER 7.  INSPECTIONS. 

A.  General.  A specific condition of a member's assignment to UPH is that the Government may enter the unit to inspect and make repairs.  The following indicates the primary types of inspections and the purpose of each.

B.  Check-in Inspection.  A check-in inspection by the member and MAA staff is required whenever a member is assigned to UPH berthing.  There will be no exceptions to this policy.  The purpose of the check-in inspection is to record the condition of the room and furnishings at the time the member is assigned berthing.  This record is the basis for determining the extent of your responsibility for damages noted at the time occupancy is terminated (check-out inspection).  The member shall sign the Condition Inspection Report along with the MAA's representative.  If the member has any comments concerning the condition of the quarters, the member should ensure these exceptions are noted on the Condition Inspection Report.   Additionally, the member will be given five days to report in writing to TRACEN's ACMAA any items/discrepancies not noted during the check-in inspection.  If the member submits additional items/discrepancies within the five-day period, TRACEN's ACMAA will review the member's input and determine if it is valid.  Additional items/discrepancies submitted after five days of room assignment will not be considered.

C.  Regular/Monthly Inspections. Random room inspections will be conducted at a minimum twice a month by the MAA staff to ensure the housekeeping and material condition of the room is acceptable.  Room inspections will be held more often if conditions warrant.  Occupants are expected to ensure their room is kept clean and ready for inspection.  If the occupants of the room are absent, the inspector will enter the room and conduct the inspection.  Occupants who fail their room inspection will be re-inspected the next working day.  If the occupant fails the re-inspection, their command will be contacted and a re-inspection with the occupant and the command's Housing Representative will be conducted with a MAA staff petty officer.  If the member fails this re-inspection or fails three room inspections during their occupancy, the member may be placed in a probationary room for a minimum of 30 days.  After the 30 day probationary period, reinstatement to their original assigned room must be requested in writing via their chain of command using Special Request/Authorization (NAVPERS 1336/3).  Further violations could result in their loss of barracks privileges or further disciplinary actions

D.  Pre-termination Inspection.  UPH residents are responsible for contacting the MAA staff at least 30 days prior to vacating the premises.  A MAA staff member will conduct a pre-termination inspection with the member at least 10 days prior to the actual date of the member vacating the quarters.  This inspection provides the member with advance notice of any problems that will need correction, and clearance requirements, e.g., cleaning, prior to the check-out inspection.

E.  Check-out Inspection.  Prior to vacating the UPH during a transfer, discharge, release from active duty, members are required to notify TRACEN's ACMAA in writing of their intent to vacate quarters at least 45 days prior to the actual check-out date.  Check-out inspections will only be conducted with the vacating member Monday through Friday from 0830-1430.  Check-out inspections will not be conducted on weekends and holidays.  The member must accompany the MAA representative during the check-out inspection unless prior approval has been granted by the ACMAA.  The vacating occupant is required to turn over the quarters in a clean and orderly condition suitable for immediate occupancy.  The member is required to turn in all gear, equipment, issued linen, keys, and furnishings in a clean and undamaged condition.  If the member fails the check-out inspection, the member will clean the room immediately.  It is the member's responsibility to pay for any damages beyond normal wear and tear, and for the replacement of any missing government property.  If the member will not voluntarily comply, the AHO is authorized to check the member's pay for property restoration costs.

CHAPTER 8.  TERMINATION OF OCCUPANCY. 

A.  General.  Members are required to notify TRACEN's ACMAA, in writing, of their intent to vacate quarters at least 15 days prior to the actual check-out date, Special Request/Authorization (NAVPERS 1336/3).  Assignment to UPH berthing will be terminated under the following circumstances:

     1.  When the member receives permanent change of station (PCS) orders out of the Cape May area or is ordered to school on temporary duty under instruction (TEMDUINS) orders of less than 20 weeks with subsequent PCS, the member is to successfully vacate the UPH no later than the effective date of the member's PCS departure.  

     2.  When the member's status is changed from active to retired or inactive, the occupant will successfully vacate the quarters prior to or on the last day of active duty. 

     3.  When a member gets married, the member's entitlement to UPH berthing terminates on the day the member gets married.  Therefore, the member has ten (10) calendar days from the date of marriage to properly check-out of the UPH.  Members failing to properly check-out of the UPH will be subject to administrative and/or disciplinary action.  When an enlisted member accepts appointment as an officer or warrant officer with no interruption of active federal military service, the member will be required to vacate the UPH prior to or on the day of his/her appointment.





















ENCLOSURE (1)

Military Clause for Leases.

A military clause enables military members to terminate a lease or rental agreement upon presentation of proper military orders transferring him/her from the area or proper documentation showing mandatory assigning the member to Government Housing.  

Military members are encouraged to obtain a military clause before signing a lease or rental agreement.

Example:  Military tenant:  The tenant, a member of the United States Armed Forces, may terminate his lease without prejudice on 30 days written notice to the landlord in any of the following events:

1.  If the tenant receives permanent change of station orders to depart from the area where the premises are located.

2.  If the tenant is released from active duty.

3.  If the tenant has leased the property prior to arrival in the area and his/her orders are changed to a different area prior to occupancy of the property

4.  If the tenant assignment to government owned or leased housing becomes mandatory.

If the tenant terminates the lease under this clause the landlord will refund the tenant’s security deposit in the amount and within the time required by the law and this agreement.

Enclosure (2)

Acknowledgement of Unaccompanied Personnel Housing (UPH) Rules and Regulations

1.  I hereby acknowledge receipt of the rules and regulations pertaining to occupancy of the TRACEN Cape May Unaccompanied Personnel Housing (UPH).  I further state that I have read and understand the contents described herein.  I further agree that I will comply with all current and future TRACEN Cape May UPH policies and regulations.  I understand that failure to comply with all current regulations could result in the loss of my housing privileges and further disciplinary actions.

2.  I understand that I will be responsible for any and all damage beyond ordinary wear and tear to this unit resulting from my use and occupancy.  I understand that I must provide written notice using Special Request/Authorization (NAVPERS 1336/3) at least 45 days prior to my termination from quarters.





__________________________
________________________
                 (Signature)
      (UPH Representative)

__________________________
________________________

                (work phone)
       (Room Assignment) 
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