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USCG INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 11100.2I

Subj:
ISC PORTSMOUTH UNACCOMPANIED PERSONNEL HOUSING
ORGANIZATION, ASSIGNMENT AND REGULATIONS

Ref:
(a) Coast Guard Housing Manual, COMDTINST M11101.13 (series)
(b) Duty Section Organization, Responsibilities and Qualifications, INTSUPTCOM
      PORTSVA INST M1300.1 (series)

1. 
PURPOSE.  To provide policy on assignment to the Integrated Support Command (ISC) Unaccompanied Personnel Housing (UPH) facility, organization of UPH and regulations to all personnel living in or visiting the ISC UPH facilities.

2. 
ACTION.  Division Officers, supervisors and Commanding Officers of tenant commands shall ensure that the contents of this instruction are disseminated to their military personnel.

3.
DIRECTIVES AFFECTED.  USCG Integrated Support Command Portsmouth Instruction 11100.2H is cancelled.

4.
DISCUSSION.  The Integrated Support Commands provides berthing accommodations to personnel stationed at ISC, tenant commands and local area commands.  It is the command’s intent to provide the most pleasant living conditions possible at the ISC Portsmouth UPH, consistent with safety, security and cleanliness.  These regulations apply to all military personnel berthed within the ISC Portsmouth UPH and shall be considered standing orders enforced by all personnel.

5.
ORGANIZATION.


a.
UPH Officer (Area Housing Officer).  The Unaccompanied Personnel Housing Officer is responsible for the overall administration of the UPH.  The UPH Officer will discharge his/her authority through the Assistant UPH Officer and the UPH Manager.  Special requests concerning the UPH shall be forwarded through the UPH Manager and the Assistant UPH Officer.

b. Assistant UPH Officer.  Under the guidance of the UPH Officer and reference (a), the Assistant UPH Officer is responsible for routine matters concerning room assignments, maintaining waiting lists, requests for single BAH and requests for UPH releases for the purpose of obtaining Unaccompanied Personnel Leased Housing (UPLH).

c. UPH Manager.  The UPH Manager and the UPH Staff are responsible for the enforcement of UPH rules and regulations, assignment of TAD rooms, replacement of furniture, issue of linen, checking permanent party and TAD personnel in and out, minor repairs and maintenance and all cleaning not covered by cleaning contract.  The UPH manager is also responsible for conducting random weekly room inspections and equipment issue in the UPH.  The UPH Staff’s normal hours are 0730 until relieved by the ISC Duty Section at approximately 1600.  The UPH Manager and Duty Section will have a relief period for the purpose of accounting for all equipment check-outs and debriefing for any check-ins and check-outs.


d.
Duty Section Personnel.  The Duty Section Personnel assume all duties performed after hours that are the normal responsibility of the UPH Staff.  These duties are detailed in reference (b).  The Duty Section Personnel are the main point of contact for residents after hours for equipment check-out, work orders, emergency maintenance and any problems that may arise in the UPH.  There will be a continuous Duty Section Personnel presence in the UPH providing services 24 hours a day, 7 days a week, to ensure customer satisfaction, security and safety at the UPH.  The Duty Section Personnel are the point of contact for residents and check-ins after taps (2200 weekdays & 2400 weekends).  Further guidance can be found in reference (b).

6.  ASSIGNMENT OF UPH BERTHING SPACES.


a.
Permanent Party Rooms.  The required occupancy rate for the UPH is 98% of capacity.  All single personnel and involuntary geographic bachelors, E-6 and below, are eligible to occupy permanent party rooms.  Personnel assigned to the CGC CHOCK and CGC SHEARWATER, shall have precedence over all other units due to lack of adequate berthing aboard those cutters.  These personnel shall be assigned to TAD rooms until permanent party rooms become available.

(1) Waiting List for UPH Rooms.  A list shall be maintained by the UPH Manager of eligible personnel.  The waiting list will be maintained by date of receipt of request.  All requests must be approved by the member’s command.  Members who have previously been released from the UPH and request, via their command, to move back into the UPH, require a waiver from the UPH Officer.  The member will be placed at the bottom of the UPH waiting list of all other eligible personnel regardless of the member’s rank.


(2) Senior Enlisted (E-7 – E-9) and Officer Berthing.  Permanent Party Berthing at the ISC UPH does not meet minimum standards for these personnel in accordance with reference (a) and will not normally be used to house these personnel.


(3) Voluntary Geographic Bachelors are not authorized to reside in the UPH spaces due to lack of berthing space.


b.
TAD Rooms.  There are a very limited number of TAD rooms available at the ISC UPH.  For this reason, E-7 through E-9 will not normally be berthed, without an approved       waiver from the UPH Officer.  Berthing of TAD personnel E-7 through E-9 will only be authorized for short duration on a case-by-case basis and only if the member is TAD to a unit in the Tidewater area and room is available after all eligible categories have been housed.  Berthing does not meet the requirements of reference (a) for W-1 and above and therefore will not normally be used by these personnel. Berthing spaces will be reserved in the following precedence for all E-6 and below.

(1) Crew members of deployed cutters who are sent to the ISC TAD due to medical, discipline or discharge.


(2) Newly assigned single ashore personnel who are looking to find permanent housing on the economy and single personnel assigned to CGC CHOCK and CGC SHEARWATER awaiting a permanent party room


(3) Students attending local Coast Guard training courses, i.e., C2CEN, ESU, MLE, TACLET training, etc.


(4) Crews of cutters that are undergoing rehabilitation that affect berthing spaces.

(5) Reservists drilling with local units.


c.
Duty Rooms.  These designated rooms are provided for ISC personnel and Station Portsmouth personnel who are not UPH residents and are required to remain onboard during duty nights.


d.
Reservations.  All eligible personnel should call (757) 483-8583 to request reservations for rooms.  Reservations should be made as far in advance as possible to allow for planning and to enable maximum use of available rooms.  Cancellations of reservations should also be made at the above number.  The UPH Manager may cancel reservations due to unforeseen emergency situations or immediate operational requirements.

7.  RESIDENTIAL POLICIES AND INFORMATION

a.
Enclosure (1) details the rules and regulations for residents of the UPH.  A copy of these rules and regulations shall be retained within each room at all times.  Upon check-in, the UPH Staff or Duty Section Watch Stander shall deliver and have each new UPH resident sign a condensed copy of the regulations.  This will help to ensure each resident is aware of the regulations and where they can find additional information.  It is then the member ‘s responsibility to read and comply with the regulations therein.


b.
Enclosure (2) is an example of inspection memos given to residents who fail room inspections.  A list of all inspection items is included in the memo.


c.
Enclosure (3) is information on how to order local phone and cable TV service.



//S//

                                                                          R. D. GIBSON

Encl:
(1) UPH Rules and Regulations


(2) UPH Inspection Memo Example


(3) Telephone and Cable TV Ordering Information

Dist:  List I, II, III, LantArea (aa), MLC (pm)
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1.  ALARMS.  No person shall, without authority and/or due cause, tamper with, operate or
disable in any way, any device used to sound the fire alarm or any other emergency alerting device.  Personnel shall evacuate the building each time the alarm sounds unless otherwise notified.

2.  ALCOHOL, DRUGS AND OTHER CONTROLLED SUBSTANCES.

a. No alcoholic beverages (beer, malt liquor, ales, wine, liquor, etc.) are allowed in the 
UPH.

b. All drugs (other than prescription drugs issued by competent medical authority and over 
the counter medications) are prohibited.  The possession, use or distribution of a controlled substance (as defined in Article 112a, Uniform Code of Military Justice (UCMJ) (10 U.S.C. 912a)) is a violation of CG Regulations and the UCMJ and is prohibited.

c. The possession of any device, contrivance, instrument or paraphernalia used for injecting, ingesting, inhaling, smoking or in anyway using a controlled substance is prohibited

3.  ATTIRE.  Personnel shall be fully attired when leaving their assigned room.  No robes, 
nightgowns, etc. are permitted outside berthing rooms

4.  BICYCLES.  Bicycles will normally be stowed outside the UPH in bicycle racks.  They may be stored in resident rooms, however, they must not interfere with exiting from the room in case of fire, and they must not be mounted by the use of hardware on bulkheads, etc.

5.  CABLE TELEVISION.  Cable TV capability is in every room of the UPH.  Occupants desiring service should see enclosure (3) to this instruction for procedures to obtain cable service.

6.  CHECK-OUT ITEMS.  Irons, ironing boards, cleaning gear kits and vacuum cleaners are available for check-out at the front desk from the UPH Staff or Duty Section Personnel.  These items are for primary use of TAD personnel, however, all residents may check these items out.  All items checked out should be returned within 2 hours to the front desk.

7.  COOKING.  Cooking, with the exception of microwave oven use, is prohibited in all rooms.  Coffee pots, water heating devices and small appliances must be approved by the Facilities Engineering Officer prior to use in the UPH rooms.

8.  DISCIPLINARY MATTERS.  Violations of regulations should be reported to the UPH Staff during working hours and to the Duty Section Personnel after working hours.  Normally, disciplinary matters will be referred to the command to which the personnel are assigned.

9.  FIRE ALARMS.  Anyone discovering a fire is responsible for sounding the alarm by using one of the alarm boxes in the UPH and notifying the UPH Staff or Duty Section Personnel who will notify the Security Office (ext. 333).  When the alarm sounds, all hands shall vacate the building.  The UPH Staff or Duty Section Personnel will ensure the building is evacuated.

10.  FIRES AND OPEN FLAMES.  Fires or burning of any substance, including but not limited to incense, candles, sparklers, firecrackers, etc. is prohibited within the UPH.

11.  FOOD.  Foods in sealed metal, glass or plastic containers are permitted in UPH rooms.  Non-perishable food must be kept in a tightly sealed bug-proof container.  Food with paper wrapping (i.e., cereal, flour, etc.) is not considered adequately sealed and should be stowed in a bug-proof container.  Food items kept in refrigerators shall be checked periodically for spoilage and discarded when indicated.

12.  FURNITURE AND OTHER PERSONAL ITEMS.  All necessary furniture is provided in each room..  Rooms can be augmented by personal furniture, with the following guidelines:


a.  Furniture and rugs must be in good condition.  Shoddy type room furnishings will not

     be allowed.


b.  All electronic equipment including, but not limited to, stereo equipment, fans, hair


     dryers and computers must meet electrical safety requirements.  Periodic inspections

     are done by the ISC Facilities Engineering Division electricians to check for safe 
                 operation.


c.  Personal refrigerators are not allowed; every room has been equipped with a 

     government owned refrigerator.


d.  Furniture shall not impede passage to exits in case of fire or emergency evacuation.


e.  Due to a limited amount of UPH storage, rooms will not be emptied of government

     furnishings to allow for personal furniture.

13.  GAMBLING.  All forms of gambling are prohibited in the UPH.

14.  GUESTS.


a.  Guests are defined as non-UPH residents, including military and civilian friends and 

     families.  Guests are allowed only during visiting hours (hours are defined below).


b.  Visitors must report to the UPH front desk and complete the visitor sign in/out log.  
                 The sponsor must sign all guests in.  Guests not arriving in the company of the person 

     being visited will be asked to wait in the main lobby area until the sponsor arrives.

     The sponsor must remain with the guest for the duration of the visit.
            c.  Guests may enter any space in which the sponsor is authorized within the confines of

     the UPH.  The sponsor is responsible for any damage done by their guests.


d.  If a guest, duty person or resident of the UPH enters the room of a member of the 

     opposite sex, the door shall remain open so as to make a right (90 degree) angle with

     the doorframe.


e.  Visiting hours:      Sunday through Thursday           0800-2200

                                   Friday, Saturdays and holidays   0800-2400


f.  Guests/family members are authorized to visit duty personnel when they are not on

    watch.  While reasonable visits are allowed, for dinner, etc., it is not meant for the 

    guest/family member to stay for long periods of time.  Guest/family members are 

    prohibited from bringing minor children and leaving them with the member while they

    depart the UPH.  Duty personnel can be called upon for emergencies and must be 
                available at all times.

15.  HOBBIES.  Residents may work on small hobbies in their rooms.  Proper cautions shall be used to avoid damage to government and personal property.  Items creating excessive debris, requiring use of combustible products or flammables and/or creating toxic vapors, etc. shall not be worked on or used in the UPH.


16.  INSPECTIONS/HOUSEKEEPING.  Rooms are subject to the following inspections:


a.  Daily:  Health and sanitation inspection.  Clothes should be picked up, beds made and

     trash emptied.


b.  Weekly:  Random inspection.  This inspection will consist of, but is not limited to 

     cleanliness, material condition, health and sanitation.  All rooms should be thoroughly

     cleaned.  Deployable units should ensure all UPH residents have left their rooms clean 
                 prior to deployment.  Resident’s commands will be notified of a room failing 
                 nspection.  If a member fails re-inspection, their command will be asked to send a 
                 representative to ensure the room is cleaned.  If a member fails 3 room inspections in a 
                 six (6) month period, they may be evicted from the UPH or moved to less desirable 
                 berthing.  Enclosure (2) is a sample inspection letter and notes the items to be 
                 inspected.

17.  KEYS/LOCKS.  Keys to a room will be normally issued to each resident.  Residents who lose a key will be charged a $5.00 replacement fee.  No person shall cut, force or tamper with a government locking device or locking devices belonging to another person.  Responsibilities for the keys rest with the occupant and all keys must be returned to the UPH Staff upon checkout.


18.  LAUNDRY ROOMS.  Only UPH residents are authorized to use UPH laundry facilities unless authorized by the UPH Manager or OOD.  Only personal clothing and uniforms may be washed.  Under no circumstances are rugs, oily rags, heavy items, etc. to be washed in these machines.  Individuals using the laundry rooms are responsible for maintaining a state of cleanliness after use.  Dryer lint filters MUST be cleaned after each use.  The laundry facilities are open 24 hours a day, 7 days a week.  Duty section personnel are not authorized to use the laundry facilities unless they are a UPH resident.

19.  LINEN.  Two sheets, one pillow case, one bedspread and one blanket will be issued to each resident.  Residents may request additional blankets.  Residents are required to maintain the issued linen. Residents who have purchased their own linen are responsible for its cleanliness.

20.  MAIL.  A U. S. mailbox is located outside the front entrance for mailing outgoing personal mail.  Incoming personal mail is to be sent to the resident’s command.

21.  NOISE.  The UPH is maintained for the benefit of all personnel quartered therein.  It is the duty of all occupants to keep noise to a minimum.  Complaints must be made to the UPH Staff or Duty Section Personnel immediately.  Two or more complaints or reports may result in removal of stereos, radios or any noise producing devices.  Radio or television volume should be kept at a moderate level and not be loud enough to hear it in an adjoining room or hallway.

22.  PETS.  No birds, mammals, mice, reptiles, spiders or insects of any kind shall be kept in any UPH room.  Only with the approval of the UPH Manager shall a UPH resident be allowed to keep one fresh water aquarium with the sole purpose of maintaining tropical fish.  It will be the resident’s responsibility to ensure their aquarium is kept clean and no obvious odors are present.

23.  PICTURES/POSTERS.  Pictures, posters and/or other graphics of good taste may be displayed.  Nude pictures or posters are not to be displayed.  Pictures will not be hung from nails or any hardware that will cause holes or damage to the walls.

24.  PORTABLE HEATERS, AIR CONDITIONERS AND FANS.  Portable heaters and air conditioners are prohibited.  The UPH is climate controlled 365 days a year.  Problems with the heat or air conditioning should be reported to the UPH Staff or Duty Section Personnel as soon as possible.  Fans are authorized in accordance with paragraph 7 of this enclosure.

25.  RECREATION ROOMS.  The recreation rooms, equipped with lounge furniture, recreational gear, televisions and exercise equipment are for the enjoyment of UPH residents.  Each resident is expected to clean up after him/herself and secure any equipment used.  Faulty or inoperative recreational gear should be reported to the UPH Staff or Duty Section Personnel.  Recreation room furniture and equipment will not be moved to a private room for any reason.

26.  ROLLERBLADES/ATHLETIC SHOES.  Rollerblades/rollerskates or any types of cleated athletic shoes are not authorized to be worn in the UPH.  These items cause damage to the floors and residents are directed to remove this equipment prior to entering the building.

27.  ROOM CHANGES.  Only the UPH Manager can authorize room changes.  No resident will change rooms without prior approval of the UPH Manager and before all of the paperwork for the new room assignment has been completed.

28.  SEA BAG LOCKER.  Sea bag lockers are located in the UPH for storage of sea bags or other items too bulky to comfortably fit or be secured in rooms.  All items stowed will be locked and labeled by residents.  The resident must provide locks.  The MAA will open the sea bag locker upon request.  Only the owner or the MAA may remove items from the sea bag locker.

29.  SECURITY.  Each occupant is responsible for the security of his/her own belongings.  All rooms shall be locked when occupied or unoccupied.  Lockers should be kept locked at all times when the assigned person is not in the immediate vicinity of the locker.  The name of each occupant and their unit will be posted in the space provided on the door to the room.  Residents should report any persons out of place immediately to the UPH Staff or Duty Section Personnel.  Building security is everyone’s concern.

30.  SMOKING.  The use of all tobacco products i.e., cigarettes, cigars, dip and snuff is prohibited inside all areas of the UPH. Authorized smoking areas are located outside of the UPH building at the rear first floor exit of the west wing and the rear first floor exit behind the UPH reception desk.

31.  SUGGESTIONS.  The UPH Manager encourages and solicits suggestions pertaining to any item related to the UPH.  All suggestions will be routed to the UPH Officer via the UPH Manager.

32.  TELEPHONES.


a.  Pay telephones are located on each deck of the UPH.  When these telephones ring, 
                 persons nearby answer them and make every effort to contact the person requested.  

b.  All rooms have been cabled for telephone service.  The local provider and phone 

     number is listed in enclosure (3).


c.  Do not give out the telephone number to the UPH front desk, which is the main 

     number to the UPH, to your family or friends for personal contact.  This number is

     for official business and should only be given to your command or family to contact 

     you in emergencies.

33.  TRANSMITTING DEVICES.  The use of radio transmitters or other energy emitting devices in the UPH is forbidden.  Likewise, the use of antennas (external to the UPH building) is forbidden.  The use of cellular and cordless telephones is authorized.

34.  VENDING MACHINES. Vending machines are located throughout the UPH.  The attempted use of slugs, foreign coins or otherwise tampering with these machines is prohibited.  

Malfunctions must be reported to the UPH Staff or Duty Section Personnel.  Refunds may be requested through the ISC CGES offices at 483-8612.

35.  VIDEO CASSETTE RECORDERS (VCR)

a.  The UPH VCRs are intended for use by UPH residents in the UPH lounges.  They 
                 shall not be removed from the television lounges for use in a resident’s room or any 
                 other location.  Use of the VCR is on a “first come, first view” basis.  If several 
                 movies are shown, personnel using the movies will decide which movie will be shown 
                 first.  When an agreement cannot be made, the OOD will make the final decision.  
                 Considerations will be given to the number of personnel requesting a certain movie 
                 and those desiring the normal television channels.


b.  X-rated moves are not allowed.  The viewing of any X-rated movie will result in the 

     owner/renter being held accountable.


c.  Recording movies or programs from the TV is prohibited.


d.  The VCRs will not be connected to other VCRs to duplicate tapes.

36.  VIDEO GAME EQUIPMENT.  Televisions are intended for the use of viewing television programs and VCR movies.  No one is authorized to hook up video game gear (Sega Genesis, Super Nintendo, etc.) on any television in the TV lounges.
37.  WAITING LISTS.  Waiting lists for rooms in the UPH and Unaccompanied Personnel Leased Housing (UPLH) are located at the UPH Manager’s office by the front desk.  All requests for barracks rooms and leased housing must be approved by the parent command and forwarded to the UPH Manager.

38.  WAKE-UPS.  Wake-ups will only be provided to ISC duty personnel.  Alarm clocks are available in each TAD room.

39.  WEAPONS.  Guns, knives (blades in excess of 3 inches) and other weapons are forbidden in the UPH.  The Security Officer must provide approval before any weapon in brought onto the ISC grounds.  Weapons may be stowed in the Armory, in accordance with ISC Instruction 8000.1 (series).

Instructions for Ordering Private Telephone Service
for UPH (Barracks) Rooms

1.  To order your service, call Verizon at 954-6222.  Give them the full address of the ISC including building (UPH, Bldg #18) and your room number.

2.  Make sure you stress to the telephone company that they MUST SEND SOMEONE OUT TO LABEL THE TELEPHONE LINE AT THE DEMARCATION POINT!!  If the telephone company does not label the line the telephone shop will have no way of knowing where the line appears on the telephone company equipment and therefore no way to connect it to your room.  Member must notify the TT Shop and ISC Portsmouth Security Office of the telephone company appointment. Member must be available to provide an escort for the telephone installer. Telephone company personnel must arrive between the hours of 0730-1600 to gain access to the demarcation point in the TT shop.  Once the line is labeled the TT shop personnel will connect it to your room as soon as possible.

3.  If after ordering your telephone service, you still have any questions, contact the Electronics Support Detachment at EXT 8547, selection 1 for the TT shop.

1. When you have your telephone line disconnected, call the TT shop and let them know so they can remove the wiring associated with the disconnected telephone line.

Instructions for Ordering Private Cable Television
for UPH (Barracks) Rooms

1.  To order service, call Cox Cable at 497-2011.  Give them the building name and number (UPH, Bldg #18) and your room number for an address.  If you are attached to a vessel, remember to give Cox the separate “BILLING ADDRESS” of the ship your on so you will receive your bills on time.

2.  You must be present for the installation, disconnection and the escorting of the technician.  The UPH staff will not handle monies or equipment on your behalf. 

3.  You must inform the UPH staff and Facilities Engineering Division of an installation or disconnection.  This is necessary to ensure that the cable rooms in the UPH are unlocked and accessible to the Cable installers (UPH Staff cannot access machinery spaces).

4.  Your address is:           Your Name
                                          UPH, Bldg #18, Room #(____)
                                          4000 Coast Guard Blvd.
                                          Portsmouth, VA 23703



Memorandum

	
Subject:
UPH ROOM INSPECTION


From:
MAA, ISC Portsmouth UPH


To:
Distribution
	Date:

Reply to
Attn. of:
	01 September 2002

11000

MAA

BM1 Halstead

686-8583


	Ref:
	(a) ISC Unaccompanied Personnel Housing Organization and Regulations,
      INTSUPRTCOM PORTSVA INST 11100.2I


1. In accordance with paragraph 16 of enclosure (1) to reference (a), an inspection of your UPH room was completed on ________________.  The following discrepancies were noted:

   (   )  Trash not emptied
   (   )  Carpet not vacuumed
   (   )  Room needs dusting
   (   )  Rack not made
   (   )  Loose gear
   (   )  Toilet dirty
   (   )  Shower (Tub) dirty
   (   )  Sink(s) dirty
   (   )  Mirror(s) dirty
   (   )  Dirty laundry
   (   )  Shower curtain dirty
   (   )  Microwave dirty
   (   )  Refrigerator dirty
   (   )  Freezer needs defrosting

2. You are required to correct these discrepancies immediately.  Your room will be re-inspected within the next 5 working days.  A copy of this letter is being provided to your command.

3. If you fail 3 room inspections in a six (6) month period, you may be moved to a less desirable berthing for your pay grade or remove from the UPH.

#

PAGE  

