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MEMORANDUM FOR SEE DISTRIBUTION 

SUBJECT:  Policy Letter 3-1, Military Quarters Chain of Command Responsibilities

1.  References.

     a.  USAREUR Regulation 210-50, Housing Management.

     b.  BSB Directive 210-50, Military Quarters Handbook.

2.  Purpose.  To establish 222nd Base Support Battalion policy, responsibilities, and procedures promoting harmonious and cooperative community living and to define the relationship between the BSB Commander and occupants of government controlled family quarters.

3.  Applicability.  This policy letter applies to all occupants of government controlled family quarters (to include leased quarters) within this BSB.

4.  Policy.  General:


a.  High standards of police, sanitation, and discipline in family housing areas are the primary responsibility of the BSB Commander.  To obtain these high standards, a chain of command is established as follows:  Senior Tactical Commander (STC), BSB Commander, Sub-installation Coordinator (SIC), Area Coordinator (AC), Building Coordinator (BC), Stairwell Coordinator (SC), and Sponsor/Resident.  In the event of a major deployment, responsibility for housing areas will default to Rear Detachments IAW Appendix K of the 222nd BSB Directive 210-50.  A copy of this appendix is at enclosure 1.


b.  Occupants of family quarters are expected to adhere to the highest standards of conduct, including an evident desire to ensure that the appearance of the family quarters and grounds reflect favorably upon themselves and the entire community.


c.  Sponsors are responsible for informing members of their family, guests, and servants to portions of this policy letter that apply to them.  Supplemental directives that may be published in other BSB media will also be disseminated.
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d.  Failure to comply with this policy letter or lawful orders issued by officials within the BSB organization, or misconduct and flagrant violations of accepted standards by the sponsor or his/her family members (FM) may be considered cause for expulsion of FM from the command or cause for termination of family quarters.


e.  To resolve minor problems, SICs, ACs and BCs are authorized directed communication with the sponsor’s unit commander.  Unit commanders will respond to assure justice to both the sponsor and the government.


f.  Personnel assigned as Directorate of Public Works (DPW) staff will not be appointed to the chain of command duties outlined in this policy letter.  Additionally, personnel assigned as chaplains, lawyers, inspector generals, doctors, dentists, criminal investigation division (CID) special agents, CID supervisory personnel, and military police will not be appointed to any duties except on a voluntary basis.  Occupants of temporary quarters (unless assigned on a permanent basis) will not be appointed duties as AC, BC, or SC.


g.  Sponsors appointed to the housing chain of command will not simultaneously occupy more than one position (i.e. BC and SC).  Personnel with less than one year remaining in the command will not be appointed as AC or BC.

5.  Appointments, Responsibilities, Duties, and Functions.


a.  BSB Commander.  The BSB Commander is responsible for promoting general welfare, morale, safety, sanitation, clean up, beautification, and maintenance of good order among members of the Baumholder Military Community.  The BSB Commander has the authority to:


(1)  Appoint a sub-installation coordinator to each sub-installation.  


(2)  Appoint an area coordinator to each housing area.  


(3)  Inform SICs of disciplinary policies and procedures.


(4)  Resolve matters pertaining to violations of regulations, destruction of government property, and general lack of cooperation by occupants of family quarters.


(5)  Request advance return of FMs to CONUS, if deemed necessary, under the provisions of AR 55-46 and USAREUR Supplement 1 to AR 1-33 when FMs of the household become involved in an incident which is embarrassing to the United States Government, is prejudicial to good health, order, morale and discipline in the command, or creates conditions dangerous to the safety of FMs.
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(6)  Initiate actions which may be justified under AR 55-46 and USAREUR Supplement 1 to AR 1-33 for acts of violence, habitual intemperance in public, breach of public peace, becoming a nuisance, disorderly conduct, thievery, immoral conduct, and other acts of misconduct.

     b.  Sub-installation Coordinators (SIC).  The SIC will rely on the staff of his unit to accomplish necessary clerical functions.  The SIC is responsible for the following:

(1)  Establish and maintain the Housing Area Chain of Command for their assigned housing area.

(2)  Enforce policies contained in the housing regulation and others issued by the 222nd  BSB.

(3)  Ensure Housing Division appoints Area and Building Coordinators.

(4)  Ensure that each Area/Building Coordinator is informed and enforces polices and regulations.

(5)  Ensure that these coordinators assign responsibilities for common areas.

(6)  Conduct monthly meetings with Area/Building Coordinators.

(7)  Resolve complaints or other problems within the area.

(8)  Ensure regular checks are conducted in housing area.

(9)  Attend Baumholder Military Community Town Hall meetings.

(10)  Hold Town Hall Meetings in sub-installation areas and provide minutes of meetings to the BSB Commander.

(11)  Obtain briefing of projects occurring in sub-installation areas for relaying to residents.

(12)  Bring issues to the BSB Commander that cannot be handled comfortably within the sub-installation arena.

(13)  Check Safe Neighborhood Awareness Program (SNAP) in sub-installation area.

(14)  Turn in information on unregistered or abandoned vehicles from the area.

(15)  Ensure BCs attend Fire Warden training.


c.  Area Coordinator (AC).  The AC will rely on the staff of his unit to accomplish necessary clerical functions.  The AC is responsible for the following:
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(1)  Maintain a high standard of appearance and beautification in the housing area and encourage area beautification through self-help efforts.


(2)  Make recommendations to the SIC and BSB Commander concerning families which should be removed from government housing for reasons specified in BSB Directive 210-50, AR 55-46,  USAREUR Supplement 1 to AR 1-33, and this policy letter.


(3)  Be constantly informed of disciplinary procedures and policies and consult, as necessary, with the SIC and BSB Commander and responsible unit commanders to develop mutually acceptable improvements in disciplinary matters affecting residents of the housing area.  


(4)  Supervise security, safety, police, and sanitation of area.  Ensure that there is a harmonious living environment in the housing area.  


(5)  Brief BCs, to include emphasis on energy conservation and recycling.


(6)  Inform the SIC and Housing Manager of any contemplated absence in excess of fourteen days, advising him of the name, rank, and address of the Acting AC to perform duty during AC’s absence.


(7)  Designate pet walk areas.

            (8)  Assign playgrounds to specific buildings.


(9)  Establish grass-cutting plans that show exactly which building is responsible for specific areas.


d.  Building Coordinator (BC).


(1)  BC will normally be the senior occupant assigned to a multiple dwelling.  He/she is also automatically appointed building fire warden.  Appointment will be in writing from the housing office.  A copy of the appointment letter will be retained by the Housing Office and placed in the occupancy file of the appointed sponsor.  BCs will retain their duties for at least one year, or until one month prior to termination of quarters.    

(2)  BCs will contact their AC within two working days after assuming responsibility.



(3)  The BC is responsible for the following:
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(a)  Formulate a building SOP or revise the predecessor’s.




(b)  Appoint primary SCs and secondary SCs in writing.  The senior occupant in the stairwell should be the coordinator for that stairwell.




(c)  Inspect stairwells, laundry rooms, general police (dumpsters), etc., daily.




(d)  Resolve all matters concerning the common welfare of the occupants of their building.




(e)  Coordinate activities of occupants in programs aimed at improving living conditions.  All newly appointed BCs should hold a meeting with all occupants as soon as possible after appointment.




(f)  Familiarize new family sponsors with regulations and policies governing BSB operations of the building and stairwell within 72 hours of their arrival.




(g)  Survey the building and surrounding area to determine work necessary to achieve cleanliness and attractiveness, including eliminating mud holes, seeding lawns, repairing garbage area, fences, and removing mud from exterior walls.  Material not available through the U-Fix-It Store may be obtained by submitting a Facilities Engineering Work Request (DA Form 4283) to the DPW.




(h)  Deal directly with sponsors.  FMs are subject to all of the paragraphs of this policy letter, but they are not subject to the Uniform Code of Military Justice (UCMJ).  Family members of the BC will at no time act as the BC, nor will they issue instructions in his/her name.  




(i)  In the BC’s absence in excess of seven (7) calendar days, appoint an Acting BC.  A SC may be appointed as a temporary BC.  The AC and Housing Manger will be advised of such action by providing them with a copy of the temporary assignment order.




(j)  Upon relief of duties, pass all pertinent directives, SOPs, and updated hand receipts for all common use equipment (lawnmowers, rakes, etc.) to the newly appointed replacement.



(4)  Specific duties of the BC are:




(a)  Enforce the provisions of this directive, all other lawful regulations, BSB policies and your building SOP.
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(b)  Inspect common areas, unoccupied maid rooms, and storage rooms at least monthly to ensure the elimination of fire, health, and safety hazards and the return of excess Family Housing furniture to the Furnishings Branch.




(c)  Ensure that electrical distribution, heat exchange, and stairwell storage closets are not used as storage rooms under any circumstances.




(d)  Report all unauthorized or unregistered personnel living in maid rooms or family quarters to the Housing Office.  Multiple occupancy of a family housing unit is prohibited.  Visitors are welcome and considered guests of the family.  Guests are authorized to stay with a family for a period not to exceed 90 days, unless written approval is obtained from the BSB 

Commander.  Permitting anyone other than legal FMs of the household or bonafide guests to occupy quarters or maid rooms is a misuse of government property.  This includes subletting 

space, conducting private business, or allowing persons barred from the BSB to occupy quarters.  If questioning about a private business venture ask the occupant for a copy of their BSB authorization to conduct the business.




(e)  Call in work or service orders to DPW for all deficiencies in the common use areas, to include washers and dryers.




(f)  Coordinate the police and cleaning of common areas with SCs.  If deemed necessary, schedule the use of common areas such as laundry, drying, and playrooms to ensure equitable availability to all occupants.




(g)  Institute utility conservation practices, i.e., turning off lights when not needed, closing doors and windows in cold weather, and controlling outside faucets to eliminate waste.  Enforce recycling procedures and proper use of recycling containers.  




(h)  Ensure that the police and maintenance of areas surrounding the building including the garbage area is done properly.  Prepare and conduct a continuous building and grounds beautification program.  Ensure that snow and ice are removed from the entrance steps and sidewalks as soon as possible.




(i)  Post the Housing Chain of Command (enclosed) and the building SOP on the first floor landing of each stairwell.  Post changes as soon as they occur.




(j)  Report privately owned vehicles belonging to U.S. personnel that do not bear USAREUR license plates or are apparently/obviously abandoned to the provost marshal so that appropriate actions may be taken.
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(k)  Conduct written counseling for any sponsor who refuses to abide by the rules, to include failing to ensure the cooperation of his/her family members in his/her absence.  File copies of your counseling sessions must be forwarded to the sponsor’s company commander.


e.  Stairwell Coordinator (SC).  The SC is responsible for the following:



(1)  Establish clean-up rosters eight weeks in advance and post them on the first floor landing.  Rosters should be in weekly intervals (Monday through Sunday).

 (2)  Inspect stairwells and general police daily.  Supervise grass cutting and snow removal as needed.


f.  Sponsor.



(1)  Sponsors are responsible for the actions and conduct of their family, guests, domestic employees, and pets.  They must instruct and impress upon the minds of those persons living in their household the importance of harmonious living.  Occupants will give the BC and SC their fullest cooperation in all matters concerning the common welfare of the occupants of their building.  



(2)  Occupants of temporary quarters have the same privileges and responsibilities as occupants of permanent quarters.  



(3)  Sponsors will report directly to the Housing Office all personnel actions affecting their housing records (i.e. promotions, demotions, change in marital status, change in family size, receipt of PCS/ETS orders, and departure of FMs).



(4)  Sponsors will ensure that his/her household adheres to the following to ensure cooperation and consideration of other occupants:




(a)  Storage rooms will be kept clean, locked and free of material constituting fire hazards.




(b)  Occupants will adhere to laundry and cleaning schedules established by the BC.




(c)  Laundry rooms will be kept clean and free of empty boxes/bottles, excess cleaning equipment/components and/or cleaning solutions.  Storage therein of any items including privately owned laundry appliances and other materials is prohibited.  The areas will be properly policed immediately upon completion of each washing and drying.  Laundry lines will not be strung from window or screen brackets.  Playrooms and/or other available basement/attic 
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space will not be used as drying rooms or for storage of laundry/cleaning materials.  Diapers will be rinsed prior to washing.  Children under 12 years of age should not perform laundry tasks. 

Laundry rooms will be secured when not in use.  Washers will not be utilized to dye clothing or other fabrics.




(d)  Garbage will be placed in the common garbage can and will not be left in hallways, stairwells, or other common areas.   Parents will ensure that their children, when given the task of garbage removal, properly deposit it in the common garbage cans.  Cleanliness and police of the garbage areas and garbage cans is the joint responsibility of all occupants.  Children will not play in the garbage areas or remove boxes, garbage containers, or other materials from 

the garbage area.  Common use garbage cans provided for multiple dwelling units will not be reserved and/or marked for certain apartments within the multiple dwelling unit.  




(e)  Bedding, rugs, mops, laundry, and other such items will not be shaken or hung out of windows or on balconies.




(f)  Outside radio or television antennas will not be installed.  Satellite antennas may only be attached on a temporary basis (no drilling - mounted only with temporary brackets).  All expenses attendant to installation, maintenance, removal, including property restoration costs, are the responsibility of the owner/occupant.




(g)  Security, police, sanitation, maintenance of buildings and grounds, laundry rooms, and all common areas are the joint responsibility of all occupants.  



      (h)  Damage to shrubs, flowerbeds, grassed areas, fences, sidewalks, or common areas of buildings will be reported immediately to the BC.




(i)  Loose objects will not be placed on outside windows or balconies.  Privately owned flower boxes may be suspended from balcony railings provided they are supported.




(j)  Local national employees of the DPW will not be given gratuities.  




(k)  Sponsors will report problems, complaints, violations of regulations, acts of vandalism, and misconduct to his/her SC.




(l)  Each sponsor is authorized one reserved parking space.  Parking of vehicles larger in length and width than the parking space is unauthorized.  Families with more than one vehicle will not park in areas designated for other building occupants.  All excess parking above the one-per-sponsor rule is designated open or visitor parking.  Parking on grassed areas, sidewalks, and curbs is prohibited.
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(m)  Occupants are responsible for maintaining the interior of their quarters and all government property therein in good condition.  No additions or alteration to the exterior/interior of quarters will be made without written authority from the DPW.  Items will not be stored on balconies.  Family Housing furniture will not be stored in maid rooms, attics, basements, or storerooms.  Excess government issued furniture will be turned into the Furnishings Branch.




(n)  It his prohibited to perform major repairs or maintenance on motor vehicles in the housing area.  The Auto Craft Shop should be utilized for repairs that will render a POV inoperable for more than 48 hours.  Vehicles inoperable for longer periods will be moved to the vehicle holding lot at the owner’s expense.  POVs not displaying any license plates, or U.S. forces/civilian-owned vehicles without USAREUR license plates that are apparently abandoned in a housing area will be moved to a vehicle holding lot.  Turn in of license plates to proper military authorities does not release the owner from the responsibility for the vehicle.  Vehicles may not be washed with continuously running water hoses.




(o)  Control of children.  Parents/guardians are responsible for the control, supervision, and discipline of their children.  Parents may be held pecuniary liable for destruction of, or damage to government or private property by their children.  Children should not play on balconies or in stairwells.  Children playing in playrooms of multiple dwelling units will be properly supervised by an adult while using the playrooms.




(p)  Use of any type of fireworks and/or firearms (including BB and pellet guns) in the housing areas is strictly forbidden.




(q)  Control of pets.  See policy letters 5-10, Care and Control of Pets, and 3-3, Pet Walk Areas.




(r)  Registration and control of domestics.  The employer/sponsor is responsible for the recruitment, registration, management, payment, and proper behavior of domestic employees.  He/she is also responsible for compliance with mandatory provisions of German Civil Law governing employment of servants.


g.  Family Members (FM).  FMs residing in government controlled family quarters are responsible to the BSB Commander through their sponsor for complying with all regulations pertaining to family quarters, reporting violations of regulations, acts of vandalism, and acts of misconduct by others to the sponsor, and fostering good community relations.  When the sponsor is not available in a reasonable period of time the BC/SC will deal directly with the senior FM present.
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h.  Complaints.  In general, problems or complaints arising as a result of community living may be resolved in a routine manner.  The following procedures will be strictly adhered to:



(1)  The sponsor will consult regulations referenced herein to determine if the solution is provided.



(2)  The sponsor will submit problems and complaints to the appropriate SC for resolution.



(3)  Unresolved problems will be submitted fully documented, giving date, time, witness, etc. in writing to the BC.  He will review the documents and attempt to resolve the problem.  If unsuccessful, he will add his/her comments and forward all data to the AC.



(4)  Complaints that cannot be resolved at a lower level will be endorsed to the BSB Commander.  These complaints will be initiated by the sponsor, endorsed by each individual in the housing chain of command, and will contain recommendations concerning possible solutions and a list of actions taken.  Complaints based on unsanitary conditions within family quarters that cannot be resolved by the housing chain of command will be reported in writing to the BSB Commander with available supporting information.  In cases of this nature, the unit commander of the complainant will be required to inspect the quarters with the appropriate BSB representatives and a medical health specialist or nurse.  




6.  This Policy Letter supersedes Policy Letter 3-1 dated 11 July 2002.

7.  Questions can be addressed either to the 222nd BSB CSM at DSN 485-1520, the DPW Housing Office at DSN 485-7138 or the DPW at DSN 485-1560.

                                                                                        /S/ 
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