
Resident Handbook and 

Standard Operating Procedures

Welcome to Fort Rucker’s Single Soldier Living Community!

Our facilities are among the finest in the United States Army.  Your new living community represents a distinct departure from the past tradition of soldiers living in the barracks.  Soldiers living here have greater security, more privacy, and more individual freedom than soldiers in traditional barracks.

This handbook is designed to familiarize you with many of the features of your new living quarters.  It also is an SOP outlining the policies and procedures that are in effect in order to make this living arrangement enjoyable for both you and your fellow soldiers.

You are largely responsible for your own and your fellow soldiers’ quality of life while living here.  These rules and policies ensure that all soldiers have a safe, secure and pleasant place to live.
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SINGLE SOLDIER BARRACKS (SSB) 
Handbook and Standard Operating Procedures

PURPOSE.  These standard operating procedures establish policies, procedures, and responsibilities for Single Soldier Barracks at Fort Rucker.

SCOPE.    This SOP applies to all residents of Single Soldier Barracks.  All services provided are based on a tenant/landlord relationship. We reserve the right to enter the room as deemed necessary. 

OFFICE HOURS 

Building 8350                      24 Hours            Daily
(Closed Thanksgiving & Christmas)

Building 308                        24 Hours
Daily

Out-Processing                    0800-1600
Monday - Friday (Closed Holidays)

Building 8360                      1100-1900         Saturday and Sunday

PHONE NUMBERS
ATTENDANT (Bldg 8350)

255-2115


PROGRAM MANAGER

598-5216 extension 38997

ROOM REPAIRS (DPW)

255-9041 ID # “BB”

SSB NCOIC                                                    255-2488

RESIDENT POLICIES

With restrictions, residents can invite visitors and guests to their room and to the common areas. No overnight visitors are permitted in the SSB.  Quiet time is in effect from 2300 to 0700 hours daily. Residents are responsible for damages caused by their visitors/guests.

1.  Guests under the age of 18 are not permitted in individual rooms. 

2.  Guest will never be permitted access to rooms in the absence of the occupant.  Subletting                        of quarters is expressly prohibited.

3.  Occupants and their guest are expected to conduct themselves in a mature manner                    displaying respect for their neighbors and the living quarters.  

4.  Smoking is not permitted in hallways, bathrooms, laundry rooms, wet rooms, or lobby.             Smoking is only permitted in individual rooms.

5.  Refrigerators will be cleaned and defrosted at least quarterly and trash will be emptied  daily. 

6.  Residents and their guest will not park automobiles on the grass.

7.  Pets are not allowed in the rooms or on the premises.  Fish are allowed when in proper enclosures.

8.  Firearms, weapons, explosive devices or similar articles are not authorized in the                      building.  Contact your unit for storage of firearms/etc.

9.  Limited quantity of commonly used self-help items are available at the registration desk.

SERVICES
Residents may contract with a local telephone and cable television company for in room service.  Residents are responsible for all expenses for these services.  Satellite dishes and antennas are not authorized. 
WORK ORDERS

Residents will call in work orders to DPW (255-9041 ID “BB”).  Residents will then report work order to SSB NCOIC (B8360) 255-1427 for tracking.  If work order is not resolved (non-emergency) within 30 days, report to SSB NCOIC for assistance.

LOCKOUT PROCEDURES

If a soldier should find themselves locked out of their room, they will request issue of a temporary key to unlock their room from the registration desk (B8350), 24 hours a day.

Proof of identity will be through a military ID, social security number, unit assigned, and verified registration data.   A spare key will be issued for them to unlock the room.  The spare key must be returned within 60 minutes.  If the key is not returned, the soldier’s commander will be notified.

COMMAND ROOM INSPECTIONS

Commanders or First Sergeants wishing to conduct health and welfare inspections may do so by notifying SSB registration desk (B8350,  255-2115) at least three days in advance.  A master key will be issued to conduct inspections and returned following the inspection.  A key will not be issued unless the Commander and/or First Sergeant is listed on the Key Personnel Access Roster.  POC for the roster is A Co, 1/210th Commander, 255-9133.  Canine searches are authorized in the barracks and require coordination with the 6th MP Detachment, 255-3510, and SSB registration desk for scheduling at least three days in advance.  A unit report will be emailed to all First Sergeants each month of the unit’s soldiers who reside in the barracks.  First Sergeants should scrub this list to ensure no soldier have PCS/ETSed without clearing SSB.  If discrepancies are identified, notify the SSB registration desk, 255-2115) immediately.  This report will also be available upon request for Command inspections.

STORAGE
A storage facility is located in the 8300 Block for residents. Users are to provide their own lock.  Residents may store the same items as those authorized for storage in the rooms.  Flammable, corrosive or hazardous materials, vehicle parts, stolen property, weapons and/or ammunition will not be permitted in the residence or in the storage area.  Residents will not use lounges, hallways, stairwells, laundry rooms, or other common use areas for storage.  Occupants are authorized to park bicycles in the provided secure racks.  Bicycles will not be kept in the rooms or secured to fixtures, furnishings, stair rails or in common use areas.
ELIGIBILITY
Permanent party personnel who are bona fide bachelors assigned to Fort Rucker are eligible for lodging.  Geographical bachelors (GB) may reside in the barracks with approval if space is available, not to exceed a total of 40 soldiers at any one time.  A GB is any soldier who receives BAH for housing but whose family is not present at Fort Rucker (i.e. family has not arrived yet, awaiting housing).  GBs may receive a 30-day exception to policy to reside in the barracks with a signed memorandum and recommendation from the soldier’s Battalion Commander and with approval by the Army Lodging General Manager.  Exceptions to policy will be renewed in writing every 30 days not to exceed 180 days.  Exceptions will be granted on a case by case basis.

Special case soldiers (i.e. those with martial or domestic problems) may be authorized barracks space.  Exceptions to policy for these soldiers require their Company Commander’s approval at the time of the incident for a 72 hours exception to policy.  After 72 hours, Battalion Commander’s recommendation and approval by the Army Lodging General Manager will be required.  Exceptions will be granted on a case by case basis.  Company Commander must be verified against the Key Personnel Roster at the SSB registration desk.  

CHECK-IN  

A SSB representative will have you fill out a registration form.  Guest will acknowledge receipt of the room, key, and general information packet. The use of government linen is optional.  Guest will inspect the condition of the room, conduct an inventory of the furnishings, sign the Room Condition Statement, and a Sub-hand receipt.  This will be completed and returned to the Single Soldier Barracks Office within 24 hours.   

CHECKOUT
 An appointment will be scheduled three (3) working days prior to your final clearance date.  Contact the SSB Office to schedule an appointment.  Resident must be present during the inspection.  An SSB representative will inspect the condition and cleanliness of the quarters and furnishings.  Guest must provide at time of clearance all work orders pending.  The resident will be held accountable for all discrepancies that are not considered Fair Wear and Tear.  If linen, furniture or appliances listed on your hand receipt are missing you will be offered the opportunity to sign a statement of charges.  If you refuse to admit liability, a representative will investigate and, if required, initiate a Report of Survey.  If your room, or any items listed on your hand receipt are damaged beyond fair wear and tear you will be offered the opportunity to sign a statement of charges.  If the damage to your room or other government property is in a shared living space, you will be assumed to have caused the damage unless your roommate admits liability.  If neither you nor your roommate admit liability, a representative will investigate and, if required, initiate a Report of Survey.  Upon completion of the final room inspection and acceptance, the inspector will issue a final clearance form, and if applicable sign your final installation out-processing checklist.   
COMMUNITY BUILDINGS (8350 & 8360)

SSB is divided into two distinct residential complexes.  Each complex has a Community Building which houses the laundry room, a full kitchen, latrine, maid room, mail room, ice machines, and payphones/vending machines.  

B8350 is operated by Army Lodging, 24 hours per day (closed Thanksgiving and Christmas).

B8360 is operated by Army Lodging, 1100-1900 on Saturday and Sundays.

Laundry Rooms- First come, first served basis.  The owner of clothes left in washers or dryers takes the risk and accepts responsibility if clothes are moved or stolen.  Remove clothes promptly when cycle is complete.  If clothes are left in a washer or dryer longer than 10 minutes after cycle is complete, those waiting to use the machine may remove the clothes and place them in the folding area.   When necessary to remove another person’s clothing from a washer/dryer, you may place those clothes in the folding area.  Do not place another person’s wet clothes in the dryer.  Empty lint trays, remove dryer sheets, and make sure machines are empty when finished with washers/dryers.  Dispose of all debris properly 

before leaving the laundry room.  If you leave your clothes in the laundry room overnight lodging is not responsible for those items.

Mud Rooms- Anyone who uses these rooms must rid sinks of dirt and debris when finished, and clean up excessive water and dirt on the floors before leaving.

Kitchens -Appliance use is available on a first come, first served basis.  For their own protection, residents must notify the SSB staff and sign for the use, before using the kitchen.  You may use the cookware and utensils in the kitchen.  Do not leave any food items in the kitchen, refrigerator or cabinets.  When finished, the stove, sinks and counter-tops must be wiped down and cleaned.  The cookware/utensils used must be washed thoroughly and returned to the proper storage area.  The SSB staff will check the condition of the kitchen and the items returned before releasing the resident.  Notify the SSB staff if the condition of the kitchen and its appliances is not up to standard

Activity rooms - Recreational equipment may be checked out from the desk, by signing for the item.  Damage to recreational equipment or furnishing should be reported immediately.  Deliberate damage will result in disciplinary action to include payment for repair or replacement of damaged item(s).  The SSB staff will inspect the activity room and all recreational equipment upon return 

Residents of Buildings 4909, 4911, 4912, and 4913 are welcome to visit the facility residents and community buildings.  All residents and visitors will be expected to comply with the rules governing the SSB.  


CRIME PREVENTION
Crime prevention is both an individual and a community responsibility.  The following is a list of crime prevention suggestions that are recommended to guest.  

a.  Ensure that the locks on all doors and windows are functional.  

b.  Do not leave keys over the doorway, under the doormat, or in a hidden place.  

c.  Before going TDY, leave or extended pass:

    
1).  Check the security of all doors and windows.  

2).  Let the Single Soldier Barracks registration desk know that you will be 

      gone.

FIRE PREVENTION/SAFETY
1.  Fire prevention is an individual responsibility that impacts all residents.  You live in close proximity to many other residents, so a moment’s carelessness on your part may impact someone else for a lifetime.  Be careful and considerate.   The following activities are expressly prohibited inside the rooms or common areas.  

a.  Smoking in bed.

b.  Tampering with fire alarms, sprinkler system or fire extinguisher.

c.  Melting floor wax or shoe polish.

d.  Open flames including unshielded candles.

e.  Unattended incendiary material, including lit cigarettes, incense and shielded   

     candles or clothing irons.



f.   Use or storage of gasoline, solvents, or other flammable materials.

g.  Cooking with a hot plate, electric griddle, fryer, steamer or other similar                                    
     appliance.

h.  Extension cords extended across rooms or walkways.

i.   Excessive multiple plug receptacles are a fire hazard and are not authorized.  The

     use extensions cords for refrigerators is prohibited  

2.  Coffeepots are authorized but must be placed on a non-combustible surface.  The microwave oven is the only authorized cooking device.   Approval to use a small toaster or similar appliance may be granted by the SSB program manager on a case by case basis, but only after he or she inspects the appliance for safety and serviceability.  This approval authority will not be further delegated.  SSB personnel are authorized to confiscate any unauthorized cooking appliances.

3.  The use of barbecue grills, or other flammable materials, within 25 feet of the building is prohibited.  Grills, except those community grills owned and maintained by SSB, will not be stored outside or in common areas.  SSB personnel are authorized to confiscate any unauthorized cooking appliance, or improperly stored grills, charcoal, lighter fluid or propane tanks.

4.  Do not use trashcans to discard flammable materials or cigarette butts.  Empty your trashcans and ashtrays daily.    

5.  Unannounced fire drills will be conducted periodically.  Occupants should familiarize themselves with the fire emergency procedures in this handbook.
IN THE EVENT OF A FIRE TAKE THE FOLLOWING ACTION WITHOUT DELAY:

1.  Engage the nearest fire alarm box.

2.  Telephone the Fire Department by dialing 911 and the Registration desk at 255-2115/1427.

3.  When the fire alarm sounds, all occupants and guest will leave the building, WALK, DO        NOT RUN.  

4.  NO ONE WILL REENTER THE BUILDING UNTIL AUTHORIZED TO DO SO            BY THE FIRE DEPARTMENT PERSONNEL

FRONT DESK 
1.  Purpose:  To establish a standard procedure for checking-in and checking out.

2.  Scope: The policies and procedures outlined in this SOP are applicable to all                            guest assigned to Single Soldier Lodging.

3.  Authority Responsibility: Front office personnel.

4.  Procedures:

a.  Check-in:

1) Establish a check-in date/time based upon room availability.

2) Guest must present the following:  Valid identification and orders           assigning them to Fort Rucker.

3) All rooms will be assigned based on adequacy and availability.

4) Guest is required to furnish pertinent information that will be                                                  entered into the computer or recorded using a manual operating              system.

5) Provide guest with all pertinent information, issue room key(s), and                   
direct guest towards assigned room keeping all guest information                                       
confidential.

b.  Check-out:

     
1) Guest must schedule an appointment to checkout three (3) days               prior to departure date.

2) Guest is liable for all damaged/missing property.

3) Guest is liable for cleanliness to include but not limited to:

                       
(a) Clean bathroom & common area.

                       
(b) Clean walls, doors & vent(s)



(c) Vacuum/Sweep floors.
(d) Clean tile flooring and baseboards. 
(e) Clean windows to include frames, screens & window ledges

(f) Clean microwave, vacuum and trash receptacles

(g) Clean light fixtures, to include replacing all burned out                bulbs. 

(h) Remove dust (and other debris) from furniture, to include 

drawer interior.     


                                               (i) Clean shelves and shelf supports.

4) Complete checkout upon departure.


