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May 2, 2003

WELCOME TO RESIDENTS

Welcome to Sembawang and the beginning of a wonderful tour in Singapore.  We are very pleased to have you as part of our community, where we lease housing through the local government.  Working together, we can ensure a safe, clean, well-kept living environment conducive to rest, relaxation, and enjoyment.  Residing in our community demands your constant attention to a spirit of Community Pride, so we ask for your cooperation and attention to the details with regard to this brochure. 

It is often said that a person’s “home is his castle,” and we would like to ensure that every DoD member and his/her family feels that way. We encourage a “home ownership” attitude toward the upkeep of your assigned area to provide a happier “castle” in which to dwell.

The following information is offered to you as policy and guidance so that you can better understand what is expected of you as our tenant. Use this information as a guideline, understanding that all situations cannot be spelled out and that common sense plays an important role in questions or problems that may arise on a daily basis.

The relationship between you and Family Housing Management is very important. Each one of us has a role to play. If you have any questions regarding either our responsibilities or yours, feel free to contact our office at 6755-4793.

Again, welcome to Sembawang, Singapore, US Government leased housing! 
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Quick Reference Telephone Numbers

Fire                                995        Medical Aid Station                   6-257-4233

Ambulance
                  995
 Cell



           9-620-1776

Police

                  999
 Pager   


           9-305-7929

IAPF
                9-624-5704
 Dental Clinic

           6-257-7240

AF Security Forces 

      6-750-2302      
     

Pager                 6-566-0967
 Cell                                            9-670-7147

Community Numbers

Housing  6-755-4793/4162
 Medical Aid Station

 6-257-4233

DZS Service    6-750-2609
 Navy Exchange


 6-750-2407

Cable Service  6-750-2609
 Navy FCU



 6-750-2350

After duty Emergency service calls




 6-257-5969

Fitness Center   6-754-4126
 Sling Inn Lodge


 6-257-0256

1St Street Café  6-755-1476
 Terror Club



 6-759-3694

Fleet GYM
      6-759-2482
 Tickets & Tours


 6-750-2577

Gleneagles         6-473-2222
 US Post Office


 6-750-2571

Youth Center / Teen Center





 6-754-4129

Chaplain    
     6-750-2361
 Navy MWR


 6-750-2699

Eagle Club
     6-755-1476
 Paya Lebar Terminal
  6-283-7039/0624

Fam Advocacy 6-257-4233
 Self-Help Store


 6-754-5247

Library             6-756-5261
 University of Maryland             6-750-2306

Building 7-4 Businesses


Other Numbers

Ah Fong’s

6-754-9065

American Assoc. of Singapore   6-738-0371

Din’s Diner

6-758-1474

American Embassy

    6-476-9100

Jerry’s Tailor

6-753-2286

American Women’s Assoc.
    6-734-4895

Kim & Shirley

6-750-2315

Overseas Family School
    6-738-0211

Wakie Wakie

6-755-2995

Community Health

    6-733-9249

SAS Central office

    6-363-3403







Middle/High School

    6-363-3405

Primary/Intermediate   
    6-363-3407

Singapore Directory Assistance
     100

Singapore Telephone Inquiries
   1609
TAXI SERVICES 

City Cab

6-552-2222

Comfort Cab
6-552-1111

London Cab
9-487-2477

SABS

9-552-1111

TIBS

6-487-1211

Section 1 – The History Behind our location

Our intent is to give a brief history of the local housing area and community.  Should you want more on the History of Singapore and Sembawang Housing there is plenty to explore and visit during your tour.  The Air Force housing office can help with a history of each style of house in the local community, just stop by and ask for the information.

Singapore and the British

Singapore was literally a swampy backwater, covered by tropical rainforest, ringed with mangrove swamps, and inhabited by Malay natives, tigers and other animals prior to 1819.  It was in that year that Sir Stamford Raffles sailed up the Singapore River on the south side of the island, and decided it would make an excellent port.  The British, via the British East India Company, were having trouble with the Dutch and pirates, and needed a safe stopover on the route from Europe to the Far East.  After a short series of negotiations and a reasonable cash settlement, Singapore became the property of Britain.

As more and more folks came to Singapore to become involved in the shipping, trading, and support business, Singapore grew, always under the watchful eye of British Colonial administrators.

The British on the Straits

By the turn of the 20th Century, Singapore was an undisputed stop for trade between East and West.  With the sea power of Europe in general decline, it was decided that a naval yard in Singapore would be a wise venture to stem the growing strength of the Japanese in the Pacific.

The causeway between Malaysia and Singapore was completed in 1922, forming a natural western barrier to enemy ships.  Long-range artillery mounted at Changi protected the Straits of Johor from the east.  The deep channel proved ideal for British dreadnoughts and other warships, and work on the Admiralty Shipyard began in 1928.

The Canberra Gate stood near the site of the current Chong Pang wet market, through which all the local laborers passed to go directly to the main shipyard gates which are still located at the foot of the north end of Canberra Road.  The Sembawang Gate was adjacent to the current Eagle Club, and was the usual passage for Europeans entering the base.  Again, this is a brief history, we encourage you to explore the details and rich culture of Singapore.

Section 2 – Air Force Responsibilities

INITIAL INSPECTION - Walk-through inspections are scheduled during your housing in-processing briefing once you are assigned a house.  A Housing Office representative will walk through the unit with you to point out items such as cable TV location, electrical breakers, phone jacks, etc.  The walk through also gives the resident an opportunity to identify areas that need correcting prior to occupancy.

After you move in, please take time during the first thirty days to familiarize yourself with the home.  You will see additional items that need to be addressed.  Please contact Day and Zimmerman Services (DZS) Service Desk with your concerns. If DZS is not able to help you, please call the housing office.

MAINTENANCE and REPAIR - The 497th Combat Training Squadron Civil Engineering (497 CTS/CE) element has primary responsibility for maintenance and operation of all US housing facilities.  The South East Asian Multi Support (SEAMS) service contractor, Day and Zimmerman Services, known locally as DZS, performs maintenance.  DZS is here to keep your home in the best possible condition and correct any maintenance and repair problems.  Contact the help desk at 6750-2609 for service.

Maintenance Requests - If you require a service, call DZS at:

	Housing Work Control
	67502609 Duty Hours

	
	62575969 After Duty

	
	

	Unaccompanied Work Control
	62570256 Line 1

	
	62573837 Line 2


Please limit after-duty hours calls to EMERGENCY ONLY (see page 9).  DZS’s scheduled work hours are 0730-1630 M-F and 0730-1130 Saturday.  They are closed on Sundays and Singapore public holidays.  

DZS offers telephone contact at the Help Desk for all types of service requests. After hours Emergency service requests will be handled by “on call” personnel, service will be processed ASAP.  You may also request assistance by emailing DZSPM@dzsing.com.

DZS Chain of Command

	Work Control Manager
	67502609

	Operations & Maintenance Manager
	67502039

	Quality Control Officer
	67502607

	Project Manager
	67538703


The Housing quality assurance evaluator is here to meet your needs and ensure contractor performance.  If your situation is not corrected, please notify the housing office immediately.  

Quality Assurance Evaluators

	Housing Maintenance
	67554963

	Grounds Maintenance & Pest Control
	67554162

	Solid Waste
	67545247

	Cable Television
	67550083


If a Quality Assurance Evaluator cannot assist you, contact one of the following Air Force Managers.

Air Force Managers

	497 CTS Chief of Civil Engineering
	67554793

	497 CTS Installation Support Flight 

497 Commander
	67549235

67502300


If these personnel cannot help you then follow up with your service chain of command.

Location.  The US Housing office is located at 247 Bermuda Road (SLING INN/CIVIL ENGINEERING) and we can be reached at 67554793.  Hours of operation are 0800-1700, Monday - Friday.

The DZS office is located in the warehouse at 73-4 across from Building 7-4.

	The Housing Office is at the same place you check into lodging, the Sling Inn on Bermuda Road.

The Self-Help Store is also located here.
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When you contact DZS, please provide the following information:

Your name, address, a phone number where you can be reached (point of contact) and a concise description of the problem. 

You may find it convenient to use the DZS Internet option for Routine Service.  On the DZS Web Page, www.dzsing.com, place your cursor on “work control” (located on the lower left). This will open options. Then slide your cursor onto “E-service call”. More options will appear.  Click on “E-Form-Service Call”.  Please do not use this mode for any Urgent or Emergency calls. DZS checks the e-mail entries every hour and will get back to you to schedule an appointment.

DZS technicians are not allowed to enter your unit unaccompanied.  The only exceptions to this are cases of fire or medical emergencies.  DZS will make appointments in ½ hour blocks, i.e.: 14:30-15:00.  If you would like to authorize a third party to attend either a service call or a preventive maintenance appointment for you, just write a signed note stating who that third party is and have him/her give the note to the DZS technician at the time of service.  If an authorized adult will be available for extended periods of time we may be able to address your problem with an open ended appointment (i.e. Tuesday afternoon). 

The following chart informs you of the service categories and response times for each.  There are an estimated 400 service calls performed each month, therefore, the DZS Help Desk will use the following criteria to prioritize your service call.  

	Category
	Respond Time

Within
	Repair Time

Within

	Emergency
	½ hr (Duty Hours)
	24hrs

	
	1 hr (After Duty Hours)
	

	Urgent
	24 hrs
	5 Days

	Routine
	5 Days
	14 Days


EMERGENCY RESPONSE - DZS is required to respond to all emergencies within 30 minutes of receipt, remove or mitigate the emergency condition within 24 hours. Once the emergency has been contained, any follow up work will be accomplished as routine service.

An EMERGENCY may be, but is not limited to:

Gas leak

Broken water supply line, which cannot be controlled at the stop

Water leak, which cannot be controlled at the handle

All drains stopped up

Air conditioning unit not cooling (with a medical waiver)

Fire protection (smoke detector inoperative or low fire extinguisher pressure)

No electrical power

An electrical short

A hot electrical load center

Stopped up commode/toilets (when there is only one inside the unit)

Refrigerator inoperative

Dishwasher leaking

Exterior door not secure

The collection and disposal of threatening pests, such as reptiles. 

URGENT RESPONSE - The BOS contractor (DZS) is required to respond to all urgent situations within 24 hours of receipt, and remove or mitigate the urgent condition, and ensure all repairs are completed within five (5) days. Once the emergency has been contained any follow up work will be done as routine service.  An urgent situation includes, but is not limited to:

AC unit not cooling

AC unit leaking

No hot water

Commode stopped up if there is more than one

Sink lavatory, washing machine, bathtub, or shower drain stopped up

Electrical switch or receptacle inoperable

Light fixture (not bulb) inoperable

Circuit breaker tripped

No burners on stove will light

Oven inoperable

Roof leak

If not completed within the time requirements, call the housing office.

ROUTINE RESPONSE - For all other routine jobs or service, DZS will respond within five (5) days and complete the work within 14 days.  If not completed, please contact the US Housing Office.

Customer Evaluation Form - Because you, the customer, have the closest contact with service personnel, we solicit your participation in monitoring and evaluating the performance of the housing maintenance contractor.  Every service call will have a survey form attached.  We would appreciate your input to help us improve our service.  Please take the time to fill in the form each time a technician calls at your home.  If a form is not provided to you, please ask for one or contact the Housing Office.  In addition, we ask you to help us by filling out an independent evaluation form from the Housing Office and return it to the Housing Office.  You may use the commander’s comment box in the USAF section at building 7-4 or drop it by our office.   

Customer Evaluation Form
1 = Poor 
2 = Fair 
3 = Good
4 = Excellent
  
5 = Outstanding

A.
Customer Service personnel were courteous
1
2
3
4
5


B.
Response was timely

1
2
3
4
5


C.
We kept you informed about progress/delays
1
2
3
4
5


D.
Quality of work was satisfactory

1
2
3
4
5


E.
We left the work site neat and clean

1
2
3
4
5


F.  Is this a repeat call


YES


NO


G.  Were you notified prior to craftsperson(s) arrival

YES


NO


OVERALL RATING


H.
Products and services DZS provided met or              1
  2
3
4
5



exceeded your expectations




HOW CAN WE IMPROVE SERVICE?

________________________________________________________________________________________________________________________________________________________________________________________________

REMARKS:

________________________________________________________________________________________________________________________________________________________________________________________________

If you would like a reply by Housing please fill out the following:

Name___________________________________
Date__________________

Organization _____________________________
Phone_________________
REFUSE COLLECTION and DISPOSAL - The housing office provides each housing unit with one (1) garbage container for use at curbside. You are responsible for maintenance and upkeep of garbage containers.  The multiplex/apartment-type buildings are provided dumpsters for refuse collection.  

Placement.  Please ensure all refuse/garbage is placed in plastic bag(s) before placing in the curbside containers.  

Capacity.  Refuse/garbage exceeding the capacity of the container will be stored in plastic garbage bags and placed on top of the container(s).  Please do not place garbage bags on the ground where stray animals can get to it and where there is increased risk of spillage or destruction.  

Housekeeping - Accumulation of trash is not allowed in any area of the housing unit including closets, storage areas, or laundry areas.  Personnel residing in the block buildings are not allowed to place trash in the stairwells outside of the front or back door, or inside the storage rooms at the back of the buildings.

BULK ITEM DISPOSAL - Do not place bulk items at curbside, coordinate these type items with Housing’s bulk pick-up schedule.  Bulk items are things such as furniture, appliances, ironing boards, mattresses, baby strollers/walkers, bicycles and other over-sized household items that will not fit inside the plastic bags and containers.  Collection of bulk items is scheduled and will be widely publicized before the collection date or just find any dumpster in our housing area and dispose of the bulk items.

RECYCLING - Please flatten and stack all boxes/cardboard containers, and bundle before they are placed at curbside for collection. Before departure of the moving carrier, ask that removal of all boxes/packing be removed the housing unit.  If you chose to unpack later, you must ensure the boxes/packing materials are stored in the housing unit, garage, or outside storage rooms and out of view when passing by the residence.  Call the moving courier to pick up the boxes/packing material once you have finished all your unpacking.  For your convenience, large refuse containers have been centrally located adjacent to the skating rink, which is located just off St. John’s Road.  

INSECT/PEST CONTROL - Pest control service is provided on a quarterly cycle and “as needed” service call basis.  DZS is not required to treat insect problems associated with pets.  The occupant is the first line of defense against common pests such as ants, geckos, mosquitoes, and rodents.  We recommended that you keep some form of insecticide in the home, in a safe area away from children.  The Self Help Store offers a variety of non-chemical pest control items such as rat/mice traps, glue traps, and mosquito repellent. Eliminate insect breeding areas by disposing of garbage daily and do not leave food items open on counters or in cabinets.  Bug lights may be obtained on hand receipt from the housing office to kill common flying insects.

NOTE: Geckos are not harmful, and help eliminate insects.  If you are not a gecko fan, they tend to avoid rooms cooled by air conditioning.  In Eastern culture, they are thought to be the bearers of good luck!

Snakes.  Black cobras are indigenous to Singapore.  They are poisonous snakes and they can be deadly, especially to small children or the elderly.  If you encounter one, retreat to a safe area and call the DZS service call desk (considered an EMERGENCY) or call the Singapore Police.  DO NOT attempt to remove the snake yourself. Other local snakes are not poisonous, and they control the rodent and insect population.  If you are in doubt, please call DZS immediately.

LOCKOUTS - The cost of replacing lost keys and locksets due to negligence is your responsibility.  If either you or your family member is locked out, the Housing Office does maintain spare keys. Call the Sling Inn at 62570256, they will be able to get a hold of a housing representative. If your home is burglarized, immediately notify the Singapore Police and provide a copy of the official police report to the Housing Office.  

APPLIANCES - Stoves/Ranges, refrigerators, washers and dryers, air conditioners etc., are government furnished and serviced for on base occupants.  If you have a problem, please do not attempt repairs or adjustments.  Call the DZS service call desk at 67502609.  

Clothes Dryers - Check and clean clothes dryers' lint traps before and after each operation.  Do not place plastic articles in the dryers.  Damage caused as a result of inappropriate use (e.g., plastics, dyes, metals, etc.) is your responsibility. 

Privately Owned Appliances - Maintenance and repair of privately owned appliances are your responsibility.  The voltage in Singapore is 220/240V 50HZ.  Since American appliances are 110V they require a transformer for proper operation.  The government is not responsible for any damage to personal appliances/equipment, including damage from acts of nature (to include lightning).  Take proper precautions to protect your personal appliances and property.  During thunderstorms, disconnect all outlets from the walls.  For your convenience, six transformers are issued to each MFH and four to each UPH tenant on a hand receipt.  All transformers will be maintained at the housing unit and inventoried at pre-final inspection.  Please ensure you do not overload the transformers.  Additionally, “daisy-chains” of extension cords are a fire safety violation. 

UNACCOMPANIED PERSONNEL HOUSING - UPH units are furnished with both appliances and furniture (please note that cooking items, TVs and VCRs may not be furnished).  If you know you will be residing off base, you should probably bring your full JFTR.  We don’t have storage facilities here, should you request to reside in UPH after your arrival, you must find a place to store your personnel items.  You are responsible for the cleanliness of your UPH unit to include interior walls, woodwork, windows, floors, and all government-assigned furnishings.  Stairwells are cleaned by contract for the purpose of maintaining the common areas only. Damage to and/or missing government property in your assigned UPH unit, due to abuse or negligence, is your responsibility.  DO NOT reposition the wall unit located in the living room.  Doing so causes misalignment/shifting of and damage to the floor tiles.  

GROUNDS MAINTENANCE - DZS performs all grounds maintenance such as grass cutting, raking, tree/shrubbery trimming, etc.  Please do not leave any personal property in the yard that could interfere with their performance. The contractor is not responsible for any damage to personal property that is left in the yard while accomplishing their tasks.  Authorized upgrades/improvements to your grounds/yard (e.g. planting a vegetable garden or flower bed) are encouraged as long as permission is obtained, in writing, from the Housing Office prior to the start of such work.  Currently, ground maintenance occurs at least once a month.  Please contact the housing office at 67554793 with any concerns.

Section 3 -- Resident Responsibility

SPONSOR - The term “sponsor” as used in this brochure refers to military and civilian members assigned to MFH.  Sponsors are responsible for ensuring that they, their dependents, and their visitors comply with the provisions of this brochure, as well as applicable directives.  Sponsors will assure their households are conserving utilities, reporting maintenance needs, and following fire, health, and safety guidance.  Sponsors must contact their first sergeants, command representative or unit commanders if unable to resolve any problems that might arise between themselves, their families and other residents of the community.  

MEMBERS OF OTHER SERVICES OR AGENCIES - Members of all military services and other agencies residing in MFH in Sembawang abide by, 497 CTSI, 32-6001 Housing Instruction and Air Force Instruction, 32-6001.

CHAIN OF COMMAND - Complaints on actual housing assignment and termination procedures should be brought to the attention of the Housing Manager, then in turn to the Installation Support Commander, and finally, Commander of the 497 Combat Training Squadron.  Special request letters pertaining to any aspect of housing must have your unit commander’s endorsement prior to submittal to the Housing Office for staffing up the chain of command.

LEAVE or EXTENDED TDY/TAD - If you are absent from you housing unit or leaving it unoccupied for more than 30-days, you should make arrangements for the security and care of your unit.  You can fulfill this responsibility through written notification to the housing office of your intended absence and the name of the person designated by you who has access to your home and can perform normal resident maintenance.  We also recommend notifying the IAPF, security office at 6750-2578 for patrol purposes.

LIABILITY for Damage to Government Owned/Leased Military Family Housing (MFH) and Unaccompanied Personnel Housing (UPH) Property, Equipment, and Furnishings - Members of the US Armed Forces, command-sponsored civilians, and their families occupying UPH or MFH will be held liable and accountable for the loss of or damage to housing equipment or furnishings caused from abuse or negligence.  Report such incidents immediately to the Housing Office so that the problem is rectified.  DO NOT wait until housing termination (out processing) to identify discrepancies.  Your departure could be delayed while awaiting determination of liability results.  

DAMAGE to HOUSING - Damage(s) beyond reasonable wear and tear are your responsibility, unless deemed otherwise by the Housing Office.  Any repairs and/or replacements must meet Air Force standards.  The Housing Manager will explain your options to repair or replace damaged items and recommend the best method of payment as determined by your military finance center.

REPAIR COST - Repair and/or replacement costs include all labor and material expenditures required to repair or replace the damaged/neglected items.  Damage(s) include, but are not limited to, damage to the yard (unauthorized landscaping, trenching), the housing structure, furnishing/appliances and damages resulting from waterbeds.

ENERGY CONSERVATION - We need your assistance in conserving energy.  Budget cuts and rising utility costs require us to use common sense to do everything possible to conserve utilities.

Water.  Water is one of our most important natural resources.  Acting swiftly to report and prevent the abuse or misuse of water is everyone’s responsibility.  If you sight a water leak of any kind, please contact our maintenance contractor immediately.

Air conditioning.  The recommended temperature settings for your air conditioning are as follows:  Day = 23° C and Night = 21° C.  The temperature controls are:

	F
	64
	66
	68
	69
	71
	73
	75
	77
	78
	80
	82
	84
	86
	87

	C
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	31


Electricity.  We can all work together to conserve electricity by eliminating unnecessary uses.  You can do your part by minimizing the use of electrical appliances and lights when they are not needed.  Similarly, please do not leave outside lights on during daylight hours.

INSURANCE - When government equipment fails or an “act of God” occurs, residents may file a claim through their commands.  However, the government will not pay for damages caused by residents’ negligence.  Since lightening strikes are a well-known danger to electronic equipment, claims for damage to equipment from lightening strikes generally are not be paid if the items were not disconnected at the time of the lightening strike.  It is recommended that you obtain a renter’s policy for the protection of your personal property and liability insurance for the housing unit where you reside.  Both types of insurance are available from most insurance companies.

VEHICLE REPAIRS - Vehicle maintenance or repairs, other than changing flat tires, are not authorized in housing areas.  VEHICLES MUST NEVER BE ON JACKS FOR ANY REASON OTHER THAN TIRE REPLACEMENT AND MUST NOT BE LEFT UNATTENDED AT ANY TIME WHEN ON JACKS FOR TIRE REPLACEMENT.

Interior Care of the Housing Unit:

Kitchen.  Give special attention to the maintenance of appliances, cabinets and tiled walls in the kitchen.   

Clean ovens and broiler regularly, along with the top burners, to prevent grease buildup which can become a fire hazard.  Use caution and be sure all dials are in the off position before, during, and after cleaning. 

Clean the interior of refrigerators frequently to remove food deposits, without the use a gritty or harsh cleaning detergent.  DO NOT use sharp instruments/objects to remove ice when defrosting the freezer compartment. 

Hot utensils/cookware should not be placed on the counter tops as they will cause permanent damage (and you are liable for these damages).  

If desired, use regular shelf paper in drawers and cupboards.  However, DO NOT use paper with an adhesive/sticky backing because adhesive backed paper damages the surfaces when removed and typically does not adhere well in this humid environment. 

Clean the tiled walls periodically to prevent buildup of surface grease and soot.  

Bathrooms.  Since the walls in the tub and shower area have a tendency to mildew, clean them periodically with a product to combat mildew.

Floors.  Excessive water may cause damage to any floor.  Keep floors clean using a damp mop and light cleaning solution.  However, use extreme caution because the floor tiles used in the flats are extremely slippery when wet.

Caution:  Don't use the oil soap, designed for natural wood, on tile floors.  

Walls.  Use a mild soap or cleanser and warm water to clean the walls in your home or apartment.  Do not apply wallpaper or decals to the walls without prior written approval from the Housing Office.  It must be removed prior to terminating quarters and the surface of the walls must be returned to their original condition or better.

NOTE:  Picture hanging.  The walls are brick core covered with cement/plaster.  Standard (US) picture hooks with small nails will not work.  For heavy/valuable pictures, we recommend drilling (use a masonry bit) into the brick layer of the walls (starts about 1 inch in) and installing a plastic anchor with nail/screw as an expander.  If you leave about 1/4 inch exposed beyond the wall, you should have a solid point from which to hang your artwork.  If you rely on hooks with 3 or 4 sharp brads that you hammer into the wall, you'll be amazed at how easily they come off, taking a section of the plaster covering them. 

Mini Blinds.  To prevent damage and for safety reasons, wind the mini blind cord firmly around the holder.

Air Conditioners.  If your air conditioner stops functioning properly, please put in a service call to DZS.  DZS is required to service your air conditioning unit at least every quarter. 

Exterior care of the Housing Unit:  
Breezeways and Patios.  A significant amount of open space exists beneath a majority of the homes.  Keep this area neat, clean, and free of litter/debris (e.g., old boxes, crates, etc.)  The homes have adequate storage space, a garage and storage room in the laundry facility.  Display your pride in our housing community by doing your part to keep it neat, clean, and BEAUTIFUL.

The cleanliness of the Pavilion in the unaccompanied housing area is the responsibility of UPH members.  It is the responsibility of the UPH occupants to thoroughly clean the area after every use.

Section 4 – Inspection Standards

Service members receiving PCS orders or retiring must terminate occupancy of their quarters before departure.  The sponsor must provide the Housing Office no less than 45 days notice before PCS or retirement in person or by calling 6755-4793 to schedule an initial out-processing appointment.  Residents should schedule their household goods pick-up date and departure flight date prior to arriving for their appointment with the Housing Office.  Three copies of orders are required for processing your termination.   Arrangement for loaner furnishings should be made at this time.

PRE FINAL INSPECTION - The initial inspection is designed to assist you in preparing for your final inspection.  It includes the review of termination procedures, a checklist and an opportunity for you to ask questions.  The sponsor must be present for this inspection.  If unable, the sponsor may designate the spouse or a unit representative with power of attorney.  NOTE:  The sponsor maintains ultimately responsibility for compliance with the termination policy.

It is imperative that the quarters are ready and the military member is present. The inspector will wait only 10 minutes.  If the military member has not arrived, the inspection is considered failed and the military member must call the Housing Office to reschedule.  Any interior painting accomplished by residents must be returned to the original color, which includes removal of paint splashes from other surfaces.

FINAL INSPECTION - Successful termination of MFH quarters must be completed before out-processing from the base.  Reminder:  Please do not bring pets to the termination inspection.  As you prepare to vacate your quarters keep in mind that the final inspection will not be a “white glove” inspection.  The standards are such that the occupant should be able to accomplish the required cleaning themselves.  Employment of professional cleaners is not necessary.  If you fail the final inspection, contact the US Housing Office to schedule re-inspection for the next working/duty day or as soon as the housing inspection schedule permits. After two failures, there is an automatic charge for full cleaning.  Housing occupants may stay in their residence 3 days before departure; only residents with pets may reside in their quarters until the day they leave the installation.  Members staying in their unit with pets must achieve the same level of cleaning standards prior to departure.  The government will clean units not meeting this standard and the required funds deducted from your pay.

Section 5 -  Pets

RESPONSIBILITIES – A lot can be said these days about “responsible dog ownership,” but like art, people often cannot define it — they just know when they see it.  More important is the need to maintain a good neighbor policy and protect your pets from injury.  Few people would argue that these tenets include keeping Fido at home, treating him kindly, and providing good food, fresh water, adequate shelter, and appropriate veterinary care.  However, responsible owners also take seriously the duty of preventing pregnancies that add to animal control burdens and cleaning up after their dogs when taking them for walks in the Sembawang community.   

CLEANING/FECES - Good stewardship of the housing community includes having owners or their representative (if the owner is away from Sembawang) be responsible for the daily removal and sanitary disposal of pet feces from yards and/or common areas and neighboring yards.  All animal feces within the interior of the quarters shall be picked up immediately and litter boxes cleaned regularly.  Animal feces in owners yards must be removed on a daily basis.  Violations will constitute a health hazard and citation will be issued.  Pet droppings must be removed immediately from all neighboring areas, common areas, sidewalks, roads, carports, or parking areas.  Be prepared and carry plastic bags or other means of removal every time your pet is out of your yard.  In your own yard, pet droppings must be properly disposed on a daily basis. More frequently if you have more than one dog or a large dog.
CONTROL - Responsibility for the behavior, nuisance, and menace to other pets, persons, and property rests solely on the sponsor.  Sponsors must ensure their dogs and cats are immunized.  Owners displaying lack of responsibility jeopardize their privilege of having pets in Sembawang housing. For reporting pet neglect, abuse, biting, nuisances, and destruction of property, notify Security Forces at 6750-2302.  Failure to comply with standards will result in a housing discrepancy citation.  After the second notice, you may lose the privilege of having a pet in the Sembawang housing community.

Good stewards keep their dogs and cats confined to quarters, in a fenced yard.  Other positive restraining methods designed to preclude the animal from running free or interfering with pedestrians or the normal flow of traffic are also acceptable.  When dogs and cats are outside the owner’s yard for any purpose, they must be leashed and under control of the owner or another person capable of controlling the animal.  

FEMALE PETS - Female dogs and cats in heat must be confined inside the owner’s assigned quarters.  Being in a fenced yard does not constitute confinement.  If the owner chooses not to confine the pet, it must be kept at a place off the installation.  When female dogs and cats are in heat, sponsors will not tie or keep them in cages or pens outside the sponsor’s quarters, nor will they be allowed to run loose.  They may be loosed outside to relieve themselves, but must be under the direct scrutiny and control of the owner at all times.

STRAY/LOST ANIMALS - Should anyone see stray animals contact DZS help desk to pick up the stray or lost animals.  The Society for Prevention of the Cruelty to Animals (SPCA) will pick up any stray animals.  The Society for Prevention of the Cruelty to Animals  (SPCA) will hold unlicensed dogs for 48 hours and licensed dogs for up to 9 days before offering them for adoption or euthanizing.  Cats will be held for 48 hours before being offered for adoption or euthanized.  Owners may claim animals by presenting proof of licensing and paying any costs incurred.  Currently there are no costs associated with removing a pet.  Should future fees be applied all costs associated with removing and/or return of the animal from the area will be incurred by the pet owner.

ANIMAL BITES - All incidents of animal bites must be reported immediately to Security Forces at 6750-2302.  Commander/first sergeant involvement is also required.  All reported incidents must be referred to the Medical Aid Station who should review animal bites.

PET SITTING - Residents may accept the responsibility of watching pets for a neighbor, friend, or co-worker in their own home if the additional pets do not bring the total household pets to more than two.  By doing so, the pet sitter is accepting full responsibility and liability for the animals as noted above.  All violations, fines, and reported incidents involving the animal will be issued to the animal sitter, not the owner, during the sitting period.  The housing resident will also be notified.

Specifically to UPH members

Further guidelines concerning pets in UPH include unaccompanied housing members being susceptible to having a roommate.  For this reason pets are restricted.  Pets obtained in Singapore or brought to Singapore at the members expense are subject to eviction if complaints from the roommate or other tenants arise pertaining to the pet.  Roommate assignments will not be made to accommodate pets.  If conflict arises, we will kindly ask you to remove the pet.

DAMAGES - The responsibility for any damage to Government property, including furniture, appliances, accoutrements, and the units themselves fall fully on the occupant.  Steam cleaning furniture, carpet, rugs, draperies, etc, to remove any pet odors or stains resulting from the pet staying in the unit is necessary when vacating Sembawang housing.  If the stains/odors are not removable, the occupant is responsible to the government for the replacement of the damaged item.

Section 6 – Special Interest Items

WATERBEDS - If used, install and maintain waterbeds according to the guidelines established by the manufacturer or owners manual.  Any damage to government property resulting from waterbeds is your responsibility.

SWIMMING and WADING POOLS - Standing water has the potential to breed disease-carrying mosquitoes in a short amount of time because of Singapore’s climate.  When not in use empty and secure pools daily.  This will aid in the prevention of Dengue fever.

GUESTS – Guests staying in assigned housing for periods that exceed thirty (30) consecutive, or 30 total days in one year, must have the written approval of 497 CTS/CC prior to the 30th day of the visit.  All requests will be submitted through the member’s unit of assignment to 497 CTS/CEH.

BASKETBALL GOALS, TRAMPOLINES, TIRE OR ROPE SWINGS, SWINGSETS, PLAYHOUSES, HAMMOCKS, ANIMAL SHELTERS, ETC

Requests for these items must be made on AF Form 332 to the Housing Office and will be evaluated on a case-by-case basis.  WRITTEN APPROVAL ON AF FORM 332 MUST BE OBTAINED PRIOR TO INSTALLATION.  Approval includes installation and maintenance criteria; compliance is mandatory.  NOTE:  Use of trampolines is a safety concern.  Proper installation, use, and supervision is mandatory.  Refer to information provided by the manufacturer’s instructions.   Personal liability insurance is recommended

SEASONAL DECORATIONS - Decorations placed on the exterior of the housing unit (MFH and UPH) must be removed no later than 30 days after the holiday.  

Section 7 – Fire Protection

FIRE EVACUATION PLAN - Make a fire evacuation plan for your home and indicate both primary and alternate routes of escape.  Establishing and practicing your escape plan as a family may save the lives of you and your loved ones.  Remember…escape first, then DIAL 995 to report fire.  Contact 497 CTS/CE after you have contacted the fire department at 96301741 or 98346310.

FIRE EXTINGUISHERS – A fire extinguisher is located outside the kitchen door of every residence.  Inspections occur twice a year for operability.  Familiarize yourself with the operating instructions, located on the extinguisher.  If the extinguisher is under/overcharged or you suspect that it is inoperable please contact DZS for inspection/replacement.

SMOKE DETECTORS - Perform operational testing of the detectors at least monthly.  If the smoke detector malfunctions or is inoperable, contact DZS at 67502609.  Additional smoke detectors may also be requested.

FLAMMABLE STORAGE - Never store flammable items in the home.  If stored in an outside storage area, secure and child-proof flammable items.

BARBECUE GRILLS - Only adults should light and use grills.  Keep grills away from the building/housing overhang.  Always keep grill 25 feet from the building and any combustible structures.  Any damage(s) to the painted surface caused by smoke from BBQ grills, or any other damage as a result of using the BBQ grill, is your responsibility.  Keep children and their activities away from the barbecue grill area.

COOKING APPLIANCES - NEVER LEAVE COOKING FOOD UNATTENDED.  Should a fire occur, cover the burning pan with a lid, turn off the appliance, and call the fire department and security forces.  NEVER USE WATER ON GREASE FIRES!  DO NOT ATTEMPT TO MOVE THE PAN!  Kitchen exhaust fan filters should be cleaned often to prevent the accumulation of grease.

Section 8 – Security

SECURITY PATROL - The Singapore Police, and the Installation Auxiliary Police Force (IAPF) accomplish routine patrolling of the housing area regularly.  The telephone number for the IAPF is 96245704.  If necessary, they will inform the 497 CTS/SF personnel or Command Security Officer or Singapore Police.  Report all emergencies such as a housing break in, assault/attack or suspicious visitors to the Singapore Police at 999.

DOORS and GATES - Lock gates and doors at all times.  Keep doors to common areas (flats) closed also.

PARKING - Park only in authorized areas. Do not park vehicles in the turn-around in front of the multiplex buildings or directly in front of the multiplex/block building entrance.  Keep this area clear for loading, unloading, and emergency access.

FIREARMS - Singapore prohibits firearms.  You will be heavily penalized if you are caught with a firearm.

CRIME STOP - Call 96245704 - (IAPF) or 999 (Singapore Police).

Section 9 – Good Neighbors

GOOD NEIGHBORS:  Family housing and close neighbors are synonymous.  We seek your support and cooperation in the following:
CHILDREN - Parents, divert your children’s activities away from other housing units so their noise and play activities do not cause disturbance to neighbors.  For your child’s safety, please do not use or transit your neighbors’ yards unless authorized.  Streets will not be used as a playground.  The streets are public access passageways and the speed limit may exceed that which is normally imposed on a military installation.  Instruct your children to be considerate of others.  We have playgrounds and recreational areas located throughout the housing community, so please use them.  These facilities include playgrounds and BBQ pavilions at Lagos Circle, Admiralty Road, and St Johns Road.   The playgrounds at Wellington and Fiji Roads intersection, and a skating rink on St. John’s Road behind building 225, may also be used.

Children will be supervised in accordance with the current Sembawang US Military Community Policy on the supervision of children in Singapore policy letter.  All questions or concerns regarding child supervision, babysitting criteria, suspected child abuse, child neglect or child maltreatment should be directed to Family Advocacy at 6267-4233.  

PARTIES - Many complaints can be avoided by informing your neighbors prior to hosting a party.  The best way to prevent any misunderstanding over noise or music volume is to make arrangements with your neighbors, let them know your intent, and be considerate.   Quite hours are 24 hours a day, but strictly enforced from 1000-0800.  Also, please ensure your guests do not park in unauthorized areas or in neighbors’ assigned parking areas.

STORAGE - In the flats, storage is not authorized in the stairwells.  Ensure that bicycles, strollers, skateboards, rollerblades, etc., are properly secured outside at the bike rack or inside your apartment.

RESIDENT DISPUTES - As in most close communities, there is always the potential for disputes between neighbors.  The best way to handle this is for the affected parties to simply discuss the issues between themselves and seek resolution.  This should be accomplished resident to resident if at all possible.  In the event this does not resolve the conflict, residents should then request the first sergeants, commanders, or their equivalents intervene and cooperatively, in a joint effort, bring the situation to resolution.  The 497 CTS/CC will become involved only when the individuals’ commanders are unable to resolve the situation.  Residents may request mediation services from the Housing Manager or Military Equal Opportunity office or seek counseling with the base chaplain.  Proper conduct and adherence to the policies in this publication are disciplinary issues that are a function of command.  

Section 10 - Community and/or Residential Activities
GARAGE SALES - The bulletin board in Building 7-4 has advertised items for sale or broadcast on the CATV community bulletin board.  If you sponsor such events, you are responsible for proper collection and disposal of refuse/garbage and for prompt removal of any notices you may have posted.  DO NOT deposit leftover sale items at curbside.

HOME BUSINESS ENTERPRISES - Request for operating a home business in government-owned housing must be submitted through your unit commander to the Housing Office for approval.  NO BUSINESS MAY BE TRANSACTED FROM YOUR BASE HOUSING UNIT WITHOUT PRIOR WRITTEN APPROVAL. 

Section 11 - Self Help Work

Self Help Store - A small Self Help Store is available at the Housing Office.  Some of the items available include:  light bulbs, approved interior paints, paintbrushes, paint rollers, ladders, hand tools, drills, (see appendix B for a full list).  Normal operating hours are the same as  daily operating hours.  When there is a maintenance contract, why would you choose to “do it yourself”? As you have seen in the previous chapter the time frames are designed for the benefit of the community as a whole. Residents may not want to wait to have smaller tasks done. As an example, if you have more than one toilet available the category of the service call will be routine. Therefore a clogged toilet may stay that way for up to five days, depending on the current workload. Why not do it yourself with a plunger from the Self Help Store?

SELF-HELP WORK - Residents must notify the Housing Office at 6755-4793 when work is completed.  Work will be inspected for compliance, workmanship, and aesthetic appeal.  

Authorization - The Housing Office authorizes self help work in UPH and MFH units if the proposed work is relatively simple.  Self-Help work will not generate additional maintenance or repair costs.  

Requesting Self-Help Work.  Self-Help work must be approved in writing by the Housing Manager, or designated representative, prior to implementation; no work may be accomplished or attempted until this procedure is accomplished.  This refers to any structural change, new installations of any kind, or modifications to the unit.

Disposition of Self Help Improvements.  All self-help work installed by a resident will be removed before final inspection unless accepted, in writing, by the incoming resident or the Housing Manager.  When removing self-help work, you will restore your housing unit and surrounding areas to the original condition.  Contact the housing office prior to final inspection for the removal of any self-help work.  DO NOT PERFORM SELF-HELP WORK WITHOUT KNOWING THE STANDARD AND OBTAINING PRIOR APPROVAL.

Carpets.  Do not install permanent carpeting without prior written approval from the Housing Office.  Unless approved in writing by the Housing Office, remove all personally-installed carpet prior to terminating quarters.  No traces of the installed carpets will be visible on the floor surface after removal of carpet.

WINDOW AIR CONDITIONERS - Installation of privately owned window air conditioners requires prior written approval on AF Form 332.  Each housing unit is limited to one window air conditioner per room of the Amah’s quarters only.  Residents must comply with limitations, as well as installation criteria.
Section 12 – Disaster Preparedness Information

For the most up to date information stay tuned to the following:

· View the roller channel for the most current information and command force protection operations.

· Read the weekly Merlion for additional information.

THE RESPONSE ORGANIZATION - The Republic of Singapore Government provides all "on-scene" (i.e., at the location of the emergency) command and control of resources and personnel at the disaster scene.  The U. S. military may send a liaison to the scene in “large-scale” incidents to advise on any unique resources involved, request information on casualty handling or timing for recovery actions, etc. Your part in ensuring the organization responds rapidly and effectively is to report the situation to the proper authorities as soon as you are aware of the situation, then notify the U. S. military.

PUBLIC WARNING SYSTEM - The Public Warning System (PWS) is a network of sirens throughout the island.  It will warn against natural or other man-made disaster.  Two signals you should be familiar with are:

Important Message Signal.  This is a series of pulsating blasts that is sounded when the population is to be alerted to an important broadcast on radio.  Tune in to FM 90.5 or 98.7 for official information.  All Clear Signal.  This is a series of continuous blasts on the sirens.  This is sounded when the threat is over.

EMERGENCY ALERTING SYSTEM – This system will temporarily interrupt all television programming to display a message or broadcast deemed necessary by the Designated Command Officer (DCA).  Whenever scheduled programming is interrupted the screen will turn blue and a message is forth coming.  If the screen stays blue for any length of time call the DZS help desk.

Section 13 - ANTITERRORISM PROCEDURES

International terrorism is a fact of life, one that we must live with and consider wherever we live.  Although Singapore is considered one of the safest places in the world to work and play, be aware of simple antiterrorist techniques you can incorporate into your every day life.

WHEN AT HOME - Keep all doors locked - have locks changed if a key is lost or stolen.  Destroy all envelopes or other items which indicate your name and rank.  Develop a “neighborhood watch” relationship with your neighbors.  Be alert to peddlers and strangers; also be alert to public work crews or others requesting access to your residence.  Check identity cards through the door peephole before allowing entry.  Write down license numbers of suspicious vehicles and note the description of occupants.  Report all suspicious activity to the 497 CTS/SF offices at extensions 6750-2302 (or hand phones:  9670-7147 or 9679-7624), the IAPF at 9624-5704, or call the Singapore Police at 999.  Keep emergency numbers next to your phone.  Don’t answer the phone with your name and rank.

FOR CHILDREN - Never leave young children alone or unattended.  If it is necessary to leave children at home, keep the house well lighted and notify the neighbors.  Instruct the children to keep the doors and windows locked and never admit strangers.  Teach children how to call the police or a neighbor in an emergency.  Advise them to tell you where they are going and with whom they will travel.  

Suspicious packages or mail.  Look for the following:

	Unusual or unknown place of origin.
	No return address.  

	Excessive postage.  
	Oily stains on the package.  

	Wires or strings protruding from or attached to an item.
	Incorrect spelling on the package.  

	Differing return address and postmark.  
	Appearance of foreign style handwriting.  

	Peculiar odor (such as shoe polish or almonds).  
	Unusual heaviness or lightness, balance or shape.  

	Springiness in the top, bottom or sides.  
	


Don’t touch, do not attempt to open or immerse suspicious packages in water - notify security officials, IAPF 9624-5704 to check them.

Personal transportation security.  Keep your vehicle in good repair with the gas tank always at least half full; ensure sufficient tire tread remains.  Always lock your car and park it at your home, not on the street.  Leave only the ignition key with parking attendants.  Don’t allow entry to the trunk unless you’re there to watch.  Vary your routes to work and home and always use seat belts and keep doors locked with windows closed.  If you believe you are being followed, circle the block for confirmation.  Get a description of the vehicle and its occupants, then go to the nearest safe location (not home) and notify the police.  Be wary of unusual events like a cyclist falling in front of your car or a flagman or workman attempting to.  Be wary of fake police checkpoints, unusual detours, disabled vehicles on the road, an accident in which your car is struck, traffic (vehicles or pedestrian) which boxes you in or sudden activity.  If such events occur try to draw attention by sounding your horn, put another vehicle between you and your pursuer, ram the blocking vehicle if necessary or escape by making an immediate turn (jump the curb at 30-45 degree angle, 35 mph maximum if you need to), go to the nearest safe area and notify police.

Public transportation security - Vary modes of transportation.  Select busy stops.  Don’t always use the same taxi service.  Don’t let a stranger direct you to a specific cab.  Ensure taxi is licensed and that driver’s face matches picture on the license.  Try not to travel alone.  If possible, tell the taxi driver the route you wish to use.

APPENDIX A

Maintenance Trouble Shooting

Plumbing:

Leaks

Identify where the leak is actually coming from.

Turn off the water supply valve. If this does not stop the flow the category is Emergency.

Call the service desk.

Clogs

Try a plunger. 

If the clog does not break up in less than 10 minutes, call the service desk. Let them know what has already been tried. 

The system in the Housing areas is quite old and delicate. In fact, the tree roots continually grow into the underground pipes.  Please do not flush sanitary napkins or paper towels down the toilet.  If your system backs up or you notice a continuously wet and smelly area in your yard, please call DZS.

No water/ low pressure

Check the water supply valve. 

If it is fully open call the service desk.  

No hot water

Make sure the power switch is on.  

Check the circuit breaker (refer to electrical outage).

If this does not solve the problem call the service desk.

Electrical:

Power outage

Check the circuit breakers.

If one is tripped, unplug the equipment that uses that circuit. Then reset the breaker. Plug the equipment back in one at a time. If the breaker trips again unplug the last item reconnected, leave it unplugged, and reset the breaker. This way you have identified the problem (i.e.: AC master bedroom or refrigerator) and can continue to use the rest of your equipment.  Find another place to plug in the item.

If all equipment trips the breaker the problem is with the breaker itself.

Call the service desk.

Air Conditioning:

Not cooling

Check the setting on your controller.

Try another controller (it may be the battery)
Call the service desk; it is better for you and the AC unit to take care of this problem now. 

Leaking or frozen

Shut off the unit and call the service desk.

Not running

Check that the power supply is on.

Try another controller (it may be the battery or controller)

Check the circuit breakers (refer to electrical outage).

Call the service desk. 

Because of the high humidity and heat in Singapore it is recommended that the low fan setting not be used for long periods. This causes the unit to freeze up and work poorly. Resting the AC can only be accomplished by turning it off for a couple of hours. This is recommended.

Cable

Check the TV settings

Check for loose connectors and whether or not they stay tightened (you may need a new connector).

Try the buttons on the unit (if the unit works it is probably the battery or controller)

Check the circuit breaker, then call the service desk. Call the neighbor to see if anything is out. 

Appliances
Not running

Check the power supply (is it turned on and plugged in)

Check the circuit breaker (has it tripped, refer to electrical outage).
Call the service desk. Let them know what has already been tried. 

Pest Control

Ants
Inside –get traps from self-help or call the service desk. 

Outside- Call the service desk. 

APPENDIX B

Self-Help Items

The following is a list of supplies available. Reasonable suggestions for items to be added will be considered.

Lock Set, Cylindrical

Seal, Door Bottom, 84 cm

Sandpaper, 200 grain

Sandpaper, 150 grain

Sandpaper, 120 grain

Sandpaper, 80 grain

Sealant, Acrylic

Stick, Paint, Stirring

Brush, Paint, 4”

Brush, Paint, 2”

Kit, Paint Roller

Cover, Roller, 

Paint, 032 Light Beige, Emulsion, 7 Liters

Paint, 9052 White, Super Gloss, 5 Liters

Compound, Joint, 28 kg

Trap, Mouse

Trap, Rat

Guard, Door Chain

Nail, Concrete, 5/8”

Nail, Concrete, 1”

Stop, Door

Cup, Furniture, 4 per pack

Striping, Weather, ½”

Screen, Window, 100’ Rolls

Paint, 9051 Black, 5 Liters

Roller, Paint, w/ cover

Hose, Shower

Seat, Toilet, White

Plunger, Toilet

Stopper, Drain, 1 ¾”

Lamp, 40 watt, Clear, E27 size

Lamp, 40 watt, Pearl, E27 size

Lamp, 40 watt, Clear, E14 size

Lamp, 120 watt, Flood

Lamp, 150 watt, Clear, Coil

Lamp, 60 watt, Frosted, E27 size

Lamp, 100 watt, E27 size

Key, Safety Plug

Lamp, 100 watt, B22 size

Window Strips

Hand Tools Available On A 4-Day Check-Out

Hammers

Ball Ping Hammers

Screwdrivers

Channel Locks

Crescent Wrenches

Pipe Wrenches

Allen Wrenches

Hack Saws

Flat Nose Pliers

Caulking Guns

Chisels

Levels

Cutting Snips

Staple Guns 

Hand Saws

Utility Knives

Putty Knives

Drills

Drill Bits

Orbital Sander

Pressure Washer

Shovel

Hoe

Pick

Leaf Rake

Garden Rake

Warehouse Broom

APPENDIX C

Appliances - Stoves/Ranges, refrigerators, washers and dryers, air conditioners etc., are government furnished and serviced.  If you have a problem, do not attempt repairs or adjustments.  Call the DZS service call desk at 6750-2609.  Damage to government-owned equipment and appliances caused by your attempts to repair them will result in refunds to the government for cost of repairs, replacement and labor at the tenant’s expense.

Stove Operation.  The standard stove is a gas range and electric oven.  To operate a burner on the range, turn the appropriate knob 1/4 turn counter-clockwise, push the right-most button (on the left side of the stove), and adjust the flame by turning the knob even further counter-clockwise.  When not in use, the dots on all knobs should be at the 12 o'clock position. 

NOTE:  Stoves in O-6/7 quarters are operated by turning the knob to start the gas flow and then pushing the knob in to ignite.

Oven Operation.  There is one knob to operate the oven temperature. The temperature control is in degrees Centigrade (or Celsius) vice Fahrenheit.  To convert to Fahrenheit, subtract 32 and divide the remaining "degrees" by 1.8.  Some standard temperatures are:

	F
	175
	200
	225
	250
	275
	300
	325
	350
	375
	400
	425
	450
	475
	500

	C
	79
	93
	107
	121
	135
	149
	163
	177
	191
	204
	218
	232
	246
	260


Privately Owned Appliances - Maintenance and repair of privately owned appliances are your responsibility.  The voltage in Singapore is 220/240V 50HZ.  Since American appliances are 110V they require a transformer for proper operation.  The government is not responsible for any damage to personal appliances/equipment, including damage from acts of nature (to include lightning).  You must take the proper precautions to protect your personal appliances and property.  For your convenience, transformers are issued to each tenant, on a hand receipt, and will be returned to the Housing Office prior to PCS.  Please ensure you do not overload the transformers.  Additionally, “daisy-chains” of extension cords are not recommended and could constitute a safety hazard.

APPENDIX D

IMPORTANT PAPERS


Each family has important papers that need to be protected in a time of emergency.  Before a disaster strikes is the time to decide which records are vital to the family.  Put them in one location where you can get them in a hurry should evacuation become necessary.  Keep them in a waterproof container or in a plastic bag.  Some items should be stored in a bank safety deposit box.  These would likely remain safe during a disaster.  The papers you need to keep together are the ones that you regularly have in your home.  Some examples of vital records are:

	*  Insurance records
	*  Vehicle ownership records

	*  Medical records
	*  Credit card numbers

	*  Deeds
	*  Tax records

	*  Birth Certificates
	*  Passports

	*  Marriage Licenses
	*  Bank Books

	*  Social Security Numbers and Records
	*  Stock and Bond Certificates

	*  Phone numbers of relatives and friends 
	*  Certificates of Deposit

	*  Irreplaceable photographs
	*  Wills

	*  Naturalization certificates
	*  Immunization records

	*  School records
	


Attachment 1


23 April 2003

MEMORANDUM FOR Sembawang Community

FROM:  497 CTS/CC

SUBJECT:  Child Supervision
1.  Authority for this policy derives from the Inter-Service Support Agreement between the Naval Regional Coordinator, Sembawang and the Commander, 497th Combat Training Squadron.  It implements AFPD 31-2, Law Enforcement, and is modeled after 374 AW Instruction 31-201, Curfew and Supervision of Minors.  It establishes responsibilities and procedures for supervision of minors at Sembawang.  For the purpose of this policy, Sembawang is defined as the U.S. leased housing and lodging areas, as well as U.S. military leased or maintained facilities at the Port of Singapore Authority, Sembawang, Singapore.  It applies to U.S. military and DoD civilians assigned to commands located at Sembawang.  Commands will deal with infractions of this policy within their own chain and in coordination with Family Advocacy.  

2.  Definitions.

     a.  Minors.  Family members who are 18 years of age or less, excluding graduates of an accredited high school or the equivalent, or spouses under the age of 18.

     b.  Child Neglect.  A type of child abuse or maltreatment whereby a child is deprived of needed age-appropriate care by act or omission of the child’s parent, guardian, caregiver, employee of a residential facility, or staff person providing out-of-home care under circumstances that the child’s welfare is harmed or threatened.

     c.  Lack of Supervision.  A type of child neglect characterized by the absence or inattention of the parent, guardian, foster parent or other caretaker that results in injury or serious risk of harm to the child, in the child being unable to care for himself or herself, or in an injury or serious threat of injury to another person because the child’s behavior was not properly monitored.
     d.  Parent (al).  For the purposes of this document the word “Parent” may also be defined as legal guardian.  The ultimate responsibility to this policy letter is the DoD sponsor of the child.   

3.  Sponsor Responsibilities.

     a.  Sponsors must ensure their family members are properly supervised at all times, abide by acceptable standards of conduct and are aware of, and comply with the requirements of this instruction.  Table 1 is a guide for the minimum amount of supervision required.  Greater amounts of supervision may be required in individual cases based upon the particular needs and abilities of the minor(s) and the specific situation.  Parents must also consider the experience and maturity of minors before allowing them to supervise or baby-sit.  In making “child neglect” and “lack of supervision” determinations, the Family Maltreatment Case Management Team (FMCMT) bases its decision on what a “reasonable, prudent adult” would do in a similar situation. 

Table 1.  Supervision of Minors

	Age of Child
	Baby-sit Others
	Left in car Unsupervised (without someone 13 or older)
	Left Unattended in Quarters 

(Vacation or TDY)
	Left Unattended in Quarters
	Left Unattended Outside Quarters and Associated Neighborhood Play Areas
	Left Unattended in Public Areas

	0-5
	NO
	NO
	NO
	NO
	NO
	NO

	6-9
	NO
	YES 

(see Note 3) With keys removed and not to exceed 5 minutes
	NO
	NO
	YES 

(See Note 6) Check Periodically
	YES 

(See Note 6&7)

	10-11
	NO
	YES (see Note 3) With keys removed, not to exceed 20 minutes
	NO
	YES 

No more than 4 hours
	YES

(See Note 6) Check Periodically
	 YES

(See Note 7)

	12-14
	YES

(See Note 1)
	YES
	NO
	YES

(Note 5)
	YES
	YES

(Note 7)

	15+
	YES

(See Notes 2&4)
	YES
	YES

(See Notes 

2&4)
	YES

(See Note 5)
	YES
	YES

(See Note 7)


NOTES: 

“YES” = Permissible and “NO” = Impermissible

Note 1: A minor 12 – 14 should baby-sit no more than three children under age 8, including their own siblings, and no more than one of the three will be an infant (24 months or less). Babysitting should not exceed eight hours. Potential baby-sitters are highly encouraged to attend the Red Cross Baby-sitters Training Course before starting any supervision of minors. 

Note 2: A minor age 15 and up should baby-sit no more than three children under age 8, and no more than two of the three will be infants (24 months or less). Minors age 15 and up may baby-sit family members up to two nights/three consecutive days as long as sibling(s) are 10 years of age or older (see Note 4). 

Note 3: Parents must still apply good common sense and take reasonable precautions when leaving their child in a vehicle, even for five minutes. Ensure there is no immediate risk or threatened loss of life (i.e., windows up and extremely high temperatures, a “high crime” area, night time, child under duress, etc.).

Note 4: Minors age 15 and up may be left alone for short temporary duties (TDY/TAD) or leaves, not to exceed two nights/three consecutive days. These minors must have designated adult supervision available to make periodic checks daily and the adult having a power of attorney. 

Note 5: Children age 12 and up may be left alone overnight provided the sponsor is within the local area and the children have physical access to designated adult supervision (including work and home phone numbers and sponsor’s emergency phone numbers). 

Note 6: In neighborhoods and playgrounds, parents or designated adult must check on child periodically. Parents are expected to use good judgment of their child’s maturity and make reasonable, prudent decisions. Children age 6 – 9 must have access to designated adult supervision. “Access” is the adult knowing the location of the child and having the ability to quickly respond in person in case of an emergency.

Note 7: Minors must comply with commands on age requirements for individual Services, Navy Exchange Services and MWR facilities. Children under the age of 18 years are not allowed in or around the singles housing units without direct parental supervision.  The legal drinking age in Singapore is 18.

     b.  Sponsors who fail to comply with these stated policies will be subject to administrative or punitive action by their perspective commanders.   Depending on the nature or number of infractions, the respective Commander or Designated Commanding Officer may revoke Command Sponsorship resulting in Early Return of Dependents.

     c.  All sponsors are responsible to provide a crisis plan for any babysitter, caregiver or child of the appropriate age. The following general information is to be provided:

     (Emergency contact phone numbers

     (Prolonged caregivers (over 24 hours) require a medical power of attorney

     (Knowledge of sponsor’s whereabouts

4.  Intervention by Family Advocacy Program (FAP). 

     a.  The mission of Family Advocacy is the prevention and treatment of child and spouse maltreatment.  The FAP in the Sembawang Community is a USAF program and collaborates with all US military commands in Singapore.  In the event of a referral for a suspected case of maltreatment, the Family Advocacy Officer collects data and refers it on to the Yokota AB FMCMT, to review the case.  The FMCMT is a group of helping agencies chartered to develop treatment plans for families.  Chaired by Family Advocacy, the FMCMT evaluates each referral on its own merit.  The FMCMT is given discretion in evaluating an incident and recommending treatment plans.  In making a determination, the FMCMT considers factors including, but not limited to: age, maturity level, number of children, amount of time/frequency left unattended, parent-child relationship, family dynamics, environment (i.e., time of day, appropriate child-restraint seats, weather, car locked/unlocked, windows up/down, immediacy/severity of threat in area), previous history, precautions taken and, as appropriate, the actual injury and/or property damage.

     b.  The FMCMT uses this document as a guide, along with applicable DoD and Air Force instructions, to make their final determination and recommendations based on the need for safety of all family members and appropriate actions of a reasonable, prudent adult. Substantiated cases can create a permanent record for the responsible adult(s).






\\signed\\







GERALD R. HUST, Colonel, USAF







Commander, 497th Combat Training Squadron
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