INTRODUCTION TO HOUSING

A PRIMER FOR NEWLY ASSIGNED HOUSING STAFF

Welcome to the world of Coast Guard Housing!  This guide will provide basic information about the housing program.  It will point to where you can find important information on policy and procedures, the CG housing organization, as well as types of training needed.  

HOUSING PROGRAM BACKGROUND

Today, Armed Forces personnel are accustomed to living conditions considerably better than past service personnel.  In addition, the Uniformed Services are more sensitive to married and unaccompanied members’ needs.  The nature of military service causes periodic changes in duty stations, often prevents home purchase, and reduces the advantages of normal community life.  Dissatisfaction with living conditions heavily influences most reenlistment decisions.  When inadequate housing influences the loss of trained personnel, the resulting reduction in operational effectiveness, and the costs associated with recruiting and retention are severe.  The Coast Guard must promote living conditions that will encourage members to continue their Coast Guard career.  Members should be able to reside with their dependents in adequate housing whenever assigned to non-isolated, accessible duty stations.

HOUSING ORGANIZATION

Housing Management Leadership:  Housing facilities constitute significant portions of Coast Guard real property.  How well these facilities and programs are managed has an immediate, major influence on Coast Guard members’ and their families morale, health, efficiency, and career initiatives.  Therefore, it is important for housing program managers at all levels to exhibit imaginative, motivating leadership.  Apart from maintaining the physical property, the challenge in administering a military housing complex is to develop all families’ interest and participation in promoting orderliness, economy, and a high standard of property care.  This can be a meaningful source of pride to members and make government-owned communities more pleasant.

Headquarters (WPM-4):  Owned and leased housing, HMIS, maintenance and training Program Managers.  Public and Private Venture Program Manager.  Budget and Strategic Planning Program Manager.  

Maintenance and Logistics Commands (MLC LANT/PAC):  MLCs execute all program aspects and respond to all personnel’s housing needs, under the direction of Commandant (G-WPM-4).  MLCs are responsible for the administration and execution of housing resources in the field.   

Housing Program Coordinator:  The person on the MLC staff responsible for execution of their Areas housing programs. 

Area Housing Authority (AHA):  Integrated Support Command (ISC) and Headquarters unit commanding officers responsible for administering their command housing program.  Where ISC and Headquarters units are co-located, Commandant (G-WP) may designate one command and Area Housing Authority to provide and coordinate housing support for all area personnel regardless of parent unit.

Area Housing Officer (AHO):  The person at an ISC or Headquarters unit staff assigned to perform housing administration duties.  Responsibilities include providing guidance to and assisting housing officers within their area of jurisdiction.

Local Housing Authority (LHA):  The field unit commander who manages the local housing program.  In accordance with Chapter 2 of the Housing Manual, the Area Housing Authority designates the LHA and determines their jurisdictional area.

Local Housing Officer (LHO):  A person who administers the command’s housing program.  Among other duties, the LHO provides housing referral services and supervises Coast Guard-owned and –leased housing in the unit’s inventory.



Housing Representative (HR):  A command’s authorized military or civilian position to support housing activities.  District staffs, maintenance and logistics commands, major Headquarters units, and large field installations generally will establish such billets or positions in the administration division.  The Housing Representative coordinates the Housing Program in their assigned area of responsibility under the direction of the commanding officer of the unit to which assigned.


COAST GUARD HOUSING BY THE NUMBERS

Listed below are the estimated 2003 figures:


· 4800 Owned Housing Units
· 700 Government Leased Units
· 1200 CG members in DoD units under ISSA agreements
· 200 Unaccompanied Personnel (UPH) Facilities
COAST GUARD HOUSING WEB SITE

The Coast Guard Housing web site provides information regarding:

· HQ staff

· Links to:  Training manuals (HMIS, Leased Negotiation Training, Leased Housing Contracting Officer Training), Housing manual, Critical Housing Areas, Area Housing Officers (various command links).

· Housing ALCOAST/ALDISTs


It can be accessed at:

http://www.uscg.mil/hq/g-w/g-wp/g-wpm/WPM-4.htm
COAST GUARD HOUSING MANUALS

Following is a list of current manuals used by housing personnel:

Coast Guard Housing Manual, COMDTINST M11101.13D
Housing Maintenance Assessment Guide, COMDTPUB P11101.21

HMIS User’s Manual 
Coast Guard Leased Housing Procedural Guide, COMDTPUB P11101.14
Local commands may also publish their own site specific housing manuals



COAST GUARD HOUSING TRAINING


The Coast Guard Family Housing Training Certification Program requires completion of certain courses when assigned to positions within the housing program as listed below.



Required courses:
Housing Management Information Systems (HMIS):  This four day course is comprised of hands-on instruction on how to perform various housing inspections, perform required data entry, and demonstrate complete understanding of the HMIS database.  AHO’s attend for four days, LHO’s/HR personnel attend for three days and UPH Managers attend for two days.  

· This course is required upon assumption of any       AHO/LHO/HR/UPH Manager position.  UPH Managers who e-mail data to LHO’s are not required to attend.

· Periodic refresher course is unnecessary.

· This training is coordinated by MLC LANT and MLC PAC       separately; requests to attend should be forwarded through       the appropriate MLC.


CG Leased Housing Contracting Officer (LHCO) Training:  This two day course teaches Coast Guard Housing Officers who are responsible for signing Coast Guard Leases, the ethics, responsibilities and contracting rules/laws for performing that task.
· This course is required upon assumption of an AHO or LHO       position, or if in another position and negotiating leases for        the Coast Guard.

· Refresher course is necessary if away from housing position more than 12 months.

· Refresher course is necessary every five years.

· This training is coordinated by MLC PAC.  Requests to attend        should be forwarded as necessity arises.  Training is normally       held one time per year or more often as necessary.

CG Leased Housing Negotiations Training:  This three day course teaches any Coast Guard housing officer who is responsible for negotiating leases, the ethics, details of the CG lease, negotiations skills, locating rental properties, application packages, damage claim process and termination procedures required for that position.

· This course is required upon assumption of an AHO or LHO              position, or if in another position and negotiating leases for the             Coast Guard.

· Refresher course necessary if away from housing position more              than 12 months.

· Periodic refresher course is unnecessary.

· This training is coordinated by MLC PAC.  Requests to attend               should be forwarded as necessity arises.  Training is normally              held one time per year or more often as necessary.



Recommended courses for all housing managers/bachelor housing managers:


· Navy Family Housing Management Institute* (FHMI) course BH-1 (Introduction to Family Housing Management).  This eight day course covers basic contemporary family housing philosophy, policy, responsibilities, procedures and management.  It includes all functions performed at a family housing office.

· FHMI course HM-1 (Housing Management).  This five day course deals with the overall management of Air Force housing.  Topics of instructions are property management, housing maintenance, housing assignment, termination and referral, Air Force Housing Master Plan and current trends within the housing organization.

· FHMI course UH-1 (Unaccompanied Housing).  This four day course designed for dormitory managers and staff covers policies/procedures pertaining to the management/maintenance of a dormitory facility.  Other topics of instruction are facility design, service member assignment/termination, customer service, and service member inspections.

· FHMI course AM-3 (Housing, Assignment, Information and Referral).  This is a four day course which covers assignment policies and procedures for government quarters and provides techniques to locate and refer military personnel to community housing.


· FHMI course MS-1 (Family Housing Self Awareness).  This 2 ½ day course is designed to stress the importance of quality customer service whether internal (within the organization) or external (service members and their families).  The course focuses on examining both one’s own personality and those of housing customers so that housing personnel learn to optimize the effectiveness of their service delivery.  Participants will share with classmates their successes and failures in dealing with customers.  Upon completion of this course, participants will be able to use effective techniques and methods to provide quality customer service.


NOTE*  FHMI courses are held at various locations throughout the world.  Coast Guard students are able to attend free of cost for tuition on a space-available basis.  The following procedures must be followed for registration:  (1)  Student checks the FHMI web site at www.fhmi.myhsg.navfac.navy.mil and decides which course to attend.  (2)  Student completes the Student Registration Form (from the web site) and obtains approval for attendance/cost of travel, hotel, per diem from supervisor (noted on registration form).  (3)  Student Registration Form is forwarded via fax to G-WPM-4 (202- 267-4862)  for CG Program Manager approval.  (4)  Student Registration Form is then forwarded by the CG Program Manager to FHMI.  (5)  The student is informed once class assignment is approved by FHMI and the form returned to the CG Program Manager (G-WPM-4).  Note:  FHMI arranges lodging and orders should read location for training as “Jacksonville, FL not NAS Jacksonville.”
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