DEPARTMENT OF THE AIR FORCE

4404TH COMPOSITE WING (PROVISIONAL)

APO AE 09894

MEMORANDUM FOR ALL PERSONNEL

FROM:  4404 SPS (P)/CCF

SUBJECT:  Dormitory  Standards Policy Letter

1.  This policy letter establishes policies, procedures, and  prescribes responsibilities for dormitory residents.  It applies to all personnel assigned to the 4404 Security Police Squadron (P).

2.  General.  Occupants of government quarters are responsible for their conduct and the conduct of their guests at all times; actions by any one party will not result in denying the rights of others;  conserving utilities according to energy conservation programs; cleanliness of assigned quarters; damage beyond normal wear and tear; missing government property in assigned quarters caused by abuse or negligence; and reporting all damage to the First Sergeant or dormitory manager.  

3.  References.   4404 CW (P) Policy Memorandum #36 - Wing Policy for Dormitories.

4.  Room Assignment Policy.

    a.  The highest ranking individual in a suite is authorized a private room.  Those junior in grade are subject to a roommate. 

    b.  The commander or First Sergeant are the only approving authorities for changes in room assignments.  Request for change in room assignment must be written and forwarded to the First 

Sergeant for consideration.

    c.  IAW Wing Policy Memorandum #36, cohabitation of males/females or enlisted and officers in the same suite is not authorized.  Exception:  Married couples are authorized to reside together in designated suites.

5.  Dormitory Visitation Policy.  Occupants are permitted to have sponsored guests visit them in dayrooms, lounges, or their room as long as they comply with the following rules:

        (1)  The sponsor is responsible for the conduct of their guest.

        (2)  Visitation conducted in the member's room is authorized between 1200 hours and no later than 0001 hours.

        (3)  Sponsors will remain with their guest during the entire visit.  Under no circumstances will the sponsor allow his/her guest to remain unescorted.

        (4)  Individuals under the age of 18 WILL NOT be permitted in the dormitory unless accompanied by a parent.

        (5)  Guests will not be allowed in a shared room without the concurrence of both occupants.  Whenever another occupant of the room desires a guest to leave the room, the guest must depart immediately.

        (6)  No guest will establish permanent or transitory presence within a dormitory by storing personal property.

6.  Dormitory Inspection Policies.

    a.  The group commander, unit commander, or the First Sergeant will inspect and rate dormitory rooms.  Inspections generally are announced but may be no-notice.  As directed by Wing Policy Memorandum #36,  the number of inspections and inspectors will be kept to the absolute 

minimum.  As a general rule, the First Sergeant will conduct room inspections the first and third Friday of the month.  The first sergeant will annotate discrepancies and conduct follow-up inspections.

    b. Individual occupants will determine the frequency of inspections by the manner in which they maintain their rooms and  common areas.  Individuals who fail any dormitory inspection will be re-inspected the next day.  Supervisors will be required to accompany the First Sergeant on all re-inspections.

7.  Quiet Hours.  Dormitory 120 and 129 have shift workers on each floor.  Therefore, quiet hours will be observed 24 hours a day.  Loud, boisterous noise will not be tolerated.  Radios, tape recorders, record players, and televisions will not be played at an excessively high volume.  Occupants will first ask the individual making the noise, in a courteous manner, to please be quiet.  If this is not effective, notify the First Sergeant. Excessive noise complaints can result in administrative action and/or confiscation of stereo equipment for a 30 day period.

8.  Safety.

    a.  Smoking in the dormitory is prohibited.  Smoking is only authorized on balconies, porches, and roofs.

    b.  Placing smoking materials in waste baskets is prohibited.

    c.  The use of candles and incense in the dormitory is prohibited.  Possession of candles is permitted if de-wicked to prevent their capacity to sustain flame.

    d.  Storing flammables indoors is prohibited except for very small quantities of lighter fluid.

    e.  Wires of any type will not be run under carpets or rugs, above or below doorways, or across walking areas.  Extension cords and electrical outlets will not be loaded beyond their capacity.

    f.  Exits and fire escapes will not be blocked, locked, or otherwise obstructed.

    h.  Discarded cigarettes will be disposed of in approved containers.  Care will be taken to prevent mixing flammable items (i.e. paper, plastic) in these containers. 

    i.  Cooking may be accomplished only in approved designated areas using only authorized equipment (microwave ovens).  Cooking equipment will be under observation while in operation.  Hot plates, ovens, crock pots, electric frying pans, or similar type appliances are not authorized for use in the dormitories.  Damage to government property caused by the use of cooking appliances will be reimbursed by the individual causing, or permitting the damage to occur.

    j.  The use of the test button on the dormitory smoke detectors is the only time an occupant should touch one.  The inadvertent tripping of a detector may be silenced by opening a window and 

allowing smoke to escape.  Tampering with detectors is prohibited and punishable under UCMJ.  Smoke detectors do not notify the fire department.  In case of a fire report it directly to the fire department.  Occupants are required to test smoke detectors monthly.  Immediately notify the dormitory manager regarding equipment malfunction.    

9.  Dormitory Standards.

     a.  Communal Areas.

         (1)  Indoor trash cans will be emptied prior to overflowing.  Exterior trash collection areas will be clean and neat at all times.  Trash will be placed in plastic bags and the bags placed in the trash collection areas.  Trash which is too large to be bagged may be neatly placed in the collection area but must not 

obstruct access.

         (2)  Appliances and lights in the dayroom and other areas will be turned off when not in use.

         (3)  Dayroom furniture, recreation equipment, and appliances will be returned to their original positions or storage area after each use.

         (4)  Microwaves will be cleaned after each use.

         (5)  Occupants are responsible for common area cleanliness.

         (6)  Occupants are responsible for removing spider webs across exterior windows.

         (7)  Occupants are responsible for cleaning the laundry equipment after each use.

         (8)  Occupants are responsible for throwing away their trash prior to departing the dayroom or other common areas.

     b.  Rooms/Living Areas.

         (1)  Beds will be neatly made when not in use.  Mattress pads or covers will be used.  Bed spreads will be used.  Linens will be clean and serviceable.

         (2)  Footwear will be clean and neatly arranged if visible.

         (3)  Personal items will present a neat, clean, and orderly appearance.

         (4)  Clothing will be placed inside appropriate lockers, drawers, or cabinets.  Towels will be hung neatly on a towel rack.

         (5)  Trash cans will be emptied daily.  Trash will not be placed in halls, laundry rooms, or dayroom, but carried outside to the nearest trash collection area. 

         (6)  Carpeted floors will be vacuumed and hard surface floors swept and mopped.  Particular attention will be paid to dirt build-up in the corners and edges of carpets.

         (7)  Walls, ceilings, pipes, baseboards, and wardrobe doors will be free of stray marks, holes, or dirt.  Adhesive hooks will be used to hang items on the walls.  Nails, or similar items,  will not be used.   

         (8)  Refrigerators will be clean and defrosted at least monthly.  Door seals will be clean and in good repair.

         (9)  Drapes will be clean and properly hung.

         (10)  Tops of dressers, desks, and shelves will be clean and neatly arranged and organized.

         (11)  Curtains, rugs, pictures, and wall displays are encouraged as long as they are in good taste.  Pictures and wall displays will not be taped to painted surfaces, rather they will be hung on appropriate wall hangers. Pornographic pictures and posters will not be displayed.  Items that are inflammatory in nature or prejudicial to good order and discipline will not be displayed.  

         (12)  Electric outlets and switch covers will be serviceable.  

         (13)  Appliances and lights will be free of dust and dirt and turned off when not in use or the room is unoccupied.

         (14)  Discrepancies requiring CE assistance will be reported promptly to the dormitory manager or First Sergeant.  Emergency discrepancies will be reported directly to the dormitory manager.  

         (15)  Pets are not permitted.

         (16)  Occupants will keep small valuable items such as jewelry and watches secured in lockers.  When unoccupied, rooms and wall lockers will be secured to protect personal and government property.  Recommend valuables have the owner's SSAN etched on them in an inconspicuous place.  This discourages theft and makes the item easier to identify if recovered.

        (17)  Assigned furniture will not be altered in any manner (i.e. screws, nails, paint, etc.).  Furniture will not be removed from the rooms or dayroom without the permission of the dormitory manager or 

First Sergeant.

         (19)  Heating/air conditioning and exhaust vents and filters will be clean and free of dirt.

         (20)  Make beds daily and change/wash linen a minimum of once per week.

         (21)  Dust furniture and fixtures at least twice a week and windows once per month.

         (22)  Empty boxes and suitcases will be stored in a neat manner.

         (23)  All rooms will have name plates on the entrance door.  Name plates will be cleaned for inspections.  Profanity, lude comments or pictures will not be written/drawn on name plates.  

10.  Energy Conservation.

     a.  Appliances will be turned off when the room is not occupied for any length of time.

     b.  Room air conditioning/heater filters will be cleaned or replaced as directed by the dorm manager and civil engineers.

     c.  Furniture or other obstructions will not be placed in front of air/heat vents.

                                                                         RUSSELL A. KUCK, MSgt, USAF         

                                                                         First Sergeant                      

