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From the Officer-In-Charge

Welcome to the Naval School of Health Sciences Detachment Sheppard ! 

As your Officer-In-Charge (OIC), I am not only responsible for your technical and military training, but also your well-being.  As a Navy student, you are a guest aboard Sheppard Air Force Base and therefore, you represent the Navy!  Always present a positive and professional image!

  
This handbook has been specifically prepared for you.  Read it now!  Study it today!  You are responsible for knowing the information contained in it.  You will be attending school and living with our sister service, the United States Air Force. Your training is part of a unique Inter-Service Training Review Organization (ITRO).

  
This journey is a continuation of your bootcamp and as such, you will be required to maintain a sharp military appearance, display impeccable military bearing, and demonstrate proper military courtesies at all times.  In bootcamp you were trained what to do, when to do it, and how it is done.  At Sheppard, we teach you accountability and responsibility through proper individual and team efforts.  Your training at Sheppard was developed to foster strong military bearing, technical expertise, patriotism, unit pride, and team spirit.  You will have more personal freedom, but you must learn to utilize it wisely and efficiently.  Always remember that  you will be held accountable for your actions both on and off duty!  

  
The primary duty of the entire staff of the NSHS Detachment Sheppard is to teach you the basics of your chosen rating and further develop your military skills.  Your duty in the Navy at this time is to learn.  Our Military Training Leaders (MTLs),  Instructors, and Support Staff will help you successfully complete the training.  In return, we expect you to give 100% of your effort in learning your rating!  The standard is high because you will be joining a group of elite and professional Sailors, the United States Navy Dental Technicians! 

  
Work hard, study hard, ask questions and seek help when you need it; and your time here will be rewarding.  I look forward to meeting you and sincerely hope you make the most of the opportunities available to you at NSHS Detachment Sheppard.  Welcome aboard shipmate!

F. J.  ARENAS

LCDR, MSC, USN

Officer-In-Charge
I.    INTRODUCTION

FUNCTIONS AND DUTIES OF DENTAL TECHNICIANS


Dental Technicians comprise an elite group of highly trained and skilled healthcare professionals that serve as a vital component of the Navy's health care team.  The function and mission of a dental technician is to provide dental healthcare to Armed Forces personnel to maintain their deployable and mission ready status.  Navy Dental Technicians join a long and proud tradition of service to mankind.  Dental Technicians are dedicated men and women trained to assist in providing dental health care and medical support primarily to Navy and Marine Corps personnel ashore and afloat, during peace time, natural disasters, and time of war.  Dental Technicians have served with honor in Korea, Vietnam, Lebanon, Grenada, Panama, and the Persian Gulf and are always ready, willing and able to meet any mission requiring their service or support.


Navy Dental Technicians perform a wide variety of activities worldwide.  Such duties include chairside assisting with a dental officer, performing administrative and clerical duties, dental hygiene duties, fabricating prosthetic appliances, repairing sophisticated dental equipment and assisting in dental research.  Dental Technicians possess a rare blend of motivation, commitment, flexibility, and compassion.  Coupled with excellent training, these traits allow Navy Dental Technicians to consistently demonstrate the ability to transition from one task to another with ease and confidence.

II.
LEADERSHIP

A. YOUR CHAIN OF COMMAND


President of the United States and Commander in Chief



The Honorable ____________________________


Secretary of Defense (SECDEF)



The Honorable ____________________________


Secretary of the Navy (SECNAV)



The Honorable ____________________________


Chief of Naval Operations (CNO)



_________________________________________


Surgeon General of the Navy Chief, Bureau of Medicine and Surgery (BUMED)



__________________________________________


Head, Navy Medical Education and Training (BUMED 05)



__________________________________________


Commanding Officer, Naval School of Health Sciences, San Diego (NSHS)



__________________________________________


Officer in Charge, NSHS San Diego Detachment, Sheppard AFB, TX



__________________________________________


Senior Enlisted Leader, NSHS San Diego Detachment, Sheppard AFB, TX



__________________________________________

“A” School, Course Supervisor, NSHS San Diego Detachment, Sheppard    AFB, TX



__________________________________________


Military Training Department Head



__________________________________________


Military Training Leaders


           
__________________________________________



__________________________________________
       





Student Company Commander (Red Rope)



_________________________


Student Duty Section Leader  (Yellow Rope)



_________________________


Student Asst Duty Section Leader (Green Rope)



_________________________


Student Class Leader (Red/White Rope)



__________________________  


Student Religious representative (White Rope)


__________________________
B. KEY PERSONNEL AT SHEPPARD AIR FORCE BASE


Commander, 82nd Training Wing



_________________________________________


Commander, 882nd Training Group



_________________________________________


Commander, 381st Training Squadron



_________________________________________


Dental Flight Commander, 381st Training Squadron



_________________________________________


Dental Apprentice Course Director, 381st Training Squadron



________________________________________


Navy Student Career Counselor



________________________________________


Navy Student Personnel Support Liaison



________________________________________

C.  STAFF MILITARY LEADERSHIP POSITIONS

Navy Military Training Leaders (MTLs) have been assigned to train you in leadership, military bearing, duties, and courtesies.  MTLs are easily identified by a blue rope worn on the left shoulder.  Air Force MTLs also wear blue shoulder ropes. They fulfill the same function for the Air Force and will be treated with the same courtesy and respect.

D.  STUDENT LEADERSHIP PROGRAM

The Navy Student Leadership Program at Sheppard Air Force Base is designed to familiarize students with the importance of leadership in a military organization and allow for a better understanding of the responsibilities and difficulties that accompany the leadership positions.  No one in the military attains a position where they no longer receive orders from someone higher in the chain of command.  Everyone in the military should consider themselves a leader, regardless of rank.  Everyone must learn to be both an effective follower and leader.  Students are exposed to various leadership roles and have the opportunity to attain positions of increased responsibility while at NSHS Sheppard.


There are several criteria used to determine eligibility for a Student Leader position, namely: seniority, military bearing, academic achievement, demonstrated behavior and conduct, and ability to lead.  Navy Student Leaders must try to achieve the highest academic average possible in order to set the example for other students.  Student Leader candidates will be trained by the Military Training Leaders on the following information:

· Duties and responsibilities

· Situational leadership

· Mission and Chain-of-Command

· Drill and Ceremonies

· Routes of march and formation safety

· Dress and personal appearance

· Time management

· Customs and courtesies
Navy Student Company Commander (Red Rope) is a Navy student assigned with the overall leadership role of the student company.  The Student Company Commander assists the Military Training Leaders with duties and responsibilities related to military performance and standard of students.  The Student Company Commander is accountable for the performance, behavior, conduct and military bearing of his/her fellow Navy students.  He or she is also responsible in assisting the Military Training Leaders in promoting a safe and healthy living environment for all Navy Dental Apprentice students.

Navy Student Duty Section Leader(s) (Yellow Rope) reports to the Navy Student Company Commander.    The Duty Section Leader is responsible for organizing and submitting student watchbills to the MTL staff.  He or she will also assist the Student Company Commander of all matters pertaining to the students.  The designated Student Duty Section Leader will act as alternate in the absence of the Student Company Commander.  Additional duties will also include the enforcement of barracks rules and regulations, maintaining order and discipline, and student code of conduct. 

Navy Student Assistant Duty Section Leader(s) (Green Rope) reports to the Duty Section Leader.  He or she is responsible in assisting the Student Duty Section Leader in the performance of his or her duties.  The Assistant Duty Section Leader  will take charge in the absence of the Navy Duty Section Leader.   Additional responsibility includes assisting and escorting new students during the check-in process .   

Navy Student Class Leader(s) (Red and White Rope) may be assigned for each class by their respective instructors.  Student Class Leaders are responsible for the safety and well being of their respective Navy Class.  The Class Leader may also take charge in the absence of the Navy Assistant Duty Section Leader.  

Student Religious Representative (White Rope) assist the Chaplain on Base Chapel matters.  The student chapel leaders serve as liaison between the Chaplain and NSHS Detachment students.  They provide basic religious information and coordinate with other  students about various activities and services available at the Chapel.  They may also assist in the operation of the Chapel student center --- the "Solid Rock Cafe" during off-school hours.  
E.  MILITARY BEARING

Military bearing is a manner, which you present yourself as a member of the Navy and the military.  It reflects directly on how you feel about yourself, your service in the Navy, and the pride you feel for your country!  It is comprised of many elements – proper wearing of uniform, grooming, stature, attitude, professional awareness, confidence, pride, off-duty behavior, and military courtesies.

 
Your personal and private conduct while at Sheppard AFB is an important aspect of military bearing and a direct reflection of all Navy personnel as a whole.  You are expected to be a responsible adult from here and anywhere.  Responsible adults understand the restrictions of specific situations, such as those found in boot camp, the barracks, and the schoolhouse.  Responsible adults conduct themselves accordingly!  Personal behavior during off-duty is extremely important.  Inappropriate or bad behavior reflects negatively on military personnel.  Remember, you are a Sailor and should set a good example at all times.  If you live your life in accordance with the Navy Core Values (Honor, Courage, and Commitment), then you will always do the right thing!                         

F.  SALUTING
The “salute” is a traditional military greeting, which dates back to the time when knights in armor raised their helmet visors so they could be identified.  Salutes are customarily given with the right hand.  A Sailor whose right arm or hand is encumbered may salute left-handed.  Unlike soldiers and airmen, a Sailor does not normally salute when uncovered.  However, in the tri-service environment such as Sheppard Air Force Base, there may be times when you should salute indoors in order to avoid embarrassment from our sister services.  You may also salute when seated in a vehicle.  When in a formation, only the senior member renders a salute on behalf of the entire formation.  You may encounter uniforms and insignia with which you are unfamiliar.  When in doubt, salute!  

Salute all officers of U.S. services and allied foreign forces.  Officers in the U.S. Merchant Marine and Public Health Service wear uniforms that closely resemble Navy uniforms, and they also rate a salute.  There is one simple rule for saluting:  When in doubt, salute anyway!  You will also salute all Staff Vehicles clearly identified by a Staff License Plate or Staff Flag prominently displayed on the vehicles’ front bumper. The license plate will display an “eagle “ or “ stars “ and a Staff Flag will display  “ stars.”  At Sheppard Air Force Base always be on the lookout and ready to salute the following vehicles:

· Blue Staff Government vehicle with a white top and a “ star “ on the license plate.

· Blue Staff Government vehicle with an "eagle " on the license plate.

G. CUSTOMS AND COURTESIES


You will apply proper military customs and courtesies at all times!  When the Officer in Charge enters or exits the Quarterdeck, hallway, dayroom, or other common areas, the first person who recognizes the officer will call "attention on deck”, and students will stand at the position of attention.  Personnel in stairwells will not be called to attention; they will simply stand aside and let the person(s) pass.  If in doubt, call the area to attention.  If an officer enters a student’s personal room and only one student is in the room, he or she will stand at the position of attention and render a verbal greeting.  If more than one student is in the room and an officer enters, the first student to see the officer will call the area to attention.  The first student to recognize the a staff member in the hallway or common areas in or outside will announce “stand by”.  At the announcement of “stand by”, students in the area will stand at attention with backs against the bulkhead.  When a Petty Officer or staff member (no matter what rank) enters a student room the student(s) will stand and render a verbal greeting.  In all other common areas students will stand at attention.  Duty Section Leaders, Quarterdeck Watch,  Fire/Security Watch, and all other details will stand at attention when addressed by an officer, Military Training Leader or staff member.  All hands will stand at attention when addressed by an officer, SNCO or NCO. 

III. POLICIES AND REGULATIONS

A. FRATERNIZATION
From:  Officer in Charge, Naval School of Health Sciences, San

       Diego Detachment, Sheppard Air Force Base, TX

Subj:  FRATERNIZATION POLICY STATEMENT

Ref:   (a) OPNAVINST 5370.2A

       (b) CO NSHS San Diego Fraternization Policy Statement of

           22 Dec 00

1.  References (a) and (b) provide clear guidance as to official Navy and NSHS San Diego policy on fraternization. I am personally committed to ensuring that this Detachment adheres to the spirit and content of both references. We all have a professional obligation to ensure that both our students and staff have the opportunity to work and learn in an environment unencumbered by inappropriate personal relationships.

2.  Fraternization exists when there are unduly familiar relationships that do not respect differences in rank or grade, are prejudicial to good order and discipline, or bring discredit upon the naval service. The relationships may involve officers, enlisted, or civilian personnel. The key is not the gender of the parties involved, but rather that inappropriate relationships exist between seniors and subordinates. Such relationships can undermine the chain of command and adversely affect morale.

3.  Serving at a tri-service training command gives cause to consider additional facets of fraternization. For one, inappropriate relationships between members of different armed forces are no less tolerable than ones strictly between Navy personnel. Also, the examples we set for our students can have a lasting impression on those just entering military service. We are charged with preparing junior members to continue a proud legacy of service with honor. To demonstrate personal behavior that would in any way diminish this effort is simply unacceptable. Finally, always remember that students may be especially vulnerable, so extra caution must be employed to ensure that all staff and student relationships remain professional and appropriate. We must provide exemplary leadership and an environment free of intimidation or coercion.

4.  The rules concerning fraternization are clear. Use common sense and when in doubt, ask your supervisor if a relationship has the potential to violate existing guidance. Should common sense fail, I guarantee that appropriate corrective action will be taken swiftly. Depending on the severity of the circumstances, such action may include disciplinary proceedings under the Uniform Code of Military Justice. We all have the responsibility to represent the Navy in the most positive manner possible, both to our colleagues in the other armed services as well as to the students entrusted to us. I expect all members of the Detachment to accept that responsibility and conduct themselves in a manner benefiting member of the United States Navy.

B.  POVS


POVs must be registered on base and have current state registration and insurance.  All personnel must obey all speed limits and Texas regulations while driving on base, and all personnel in POV’s must wear seat belts at all times.  Students who consider purchasing a POV, while at Sheppard AFB must attend a “Car Buying” class and completes the Safety Driving Course before buying a POV.  Students who reported with a POV  or has already a POV prior to reporting to SAFB, but considers driving their POV at SAFB must register at Base Decal Office and/or Base Security.  It is highly discouraged for students to purchase a POV while attending class at SAFB.  POV driving and riding privileges must be within the guidelines specified in the Phase regulation.
C.  STUDENT APPEARANCE

All Navy students are required to conform to the standards of appearance set forth in the Uniform Regulations and directives issued by higher authority.  The following grooming standards are within the scope of the Uniform Regulations and will be enforced.  Failure to meet minimum grooming standards may result in disciplinary action.  Remember that Dental Technicians should set the standard by which all Sailors are judged.

Hair

Acceptable hair lengths/styles for men and women are illustrated in the Navy Uniform Regulations.  In general, the hair must be neat, clean, present a well-groomed appearance, and may not interfere with the proper wearing of military headgear.  Hair shall not be visible under the front brim of the combination hat, white hat, garrison cap, or the ball cap.

Male Hair

Male hair must be neat, clean and well groomed.  Hair above the ears and around the neck shall be tapered from the lower hairline upwards at least 3/4 inch and outward not greater than 3/4 inch to blend with hairstyle.  Hair on the back of neck must not touch the collar.  Hair may be no longer than four inches and may not touch the ears, collar, or extend below the eyebrows when headgear is removed.  The bulk of hair shall not exceed two inches.  Bulk is defined as the distance hair protrudes from the scalp.  Hair coloring must look natural and compliment the individual.  Faddish and outrageous multi-color hair is not authorized.

Female Hair

Hairstyles shall not be outrageously multicolored or faddish; to include shaved portions of the scalp (other than the neckline), or have designs cut/braided into the hair.  Haircuts and styles shall present a balanced appearance.  Lopsided and extremely asymmetrical styles are not authorized.  Ponytails, pigtails, widely spaced individual locks, and braids that protrude from the head are not authorized.  Multiple braids are authorized however braided hairstyles shall be conservative and conform to the guidelines listed here.  When a hairstyle of multiple braids is worn, braids shall be of uniform dimension, small in diameter (approx. 1/4 inch), and tightly interwoven to present a neat, professional, well groomed appearance.  Foreign material (i.e. beads, decorative items) shall not be braided into the hair.  Short hair may be braided in symmetrical fore and aft rows (corn rowing) which minimize scalp exposure.  Cornrow ends shall not protrude from the head, and shall be secured only with inconspicuous rubber bands that match the color of the hair.

When a woman is in uniform the hair on the back of her head may touch, but not fall below a horizontal line level with the lower edge of her collar.  With jumper uniforms, hair may extend a maximum of 1-1/2 inches below the top of the collar.  Long hair, including braids, which falls below the lower edge of the collar, shall be neatly and inconspicuously fastened, pinned, or secured to the head.

No portion of the bulk of the hair as measured from the scalp shall exceed approximately 2 inches.  Hairnets shall not be worn unless authorized for a specific type of duty.  If a woman wears a wig while in uniform, the wig must look natural and conform to the Navy hair grooming standards stated above.

Mustaches and Shaving

All male personnel will be clean-shaven each and every morning.  Non-prior service sailors are not authorized to grow a mustache. Sailors returning from the fleet who already have a mustache when reporting aboard (or the beginnings of one), will adhere to personal grooming standard and guidance from the Military Training Leader LCPO.  A mustache will not go below a horizontal line extending across the corner of the mouth.  It shall not extend more than 1/4 inch beyond a vertical line drawn upward from the corners of the mouth.  Nor shall it protrude below the lip line of the upper lip.  

Beards and Sideburns

 Beards are not permitted.  However, certain medical conditions may result in a shaving waiver.  If a “no shave” chit is authorized, no facial hair/neck hair shall be shaved manicured, styled, outlined, or exceed 1/4 inch in length.  Students must have the no-shave chit in their possession at all times. Staff personnel will actively monitor and ensure the treatment regimen is followed.   Sideburns shall not extend below the middle of the ear.  

 Fingernails 

Fingernails shall be kept clean and well trimmed.  The Dental Infection Control Program, BUMEDINST 6600.10 states: "All dental staff /students involved in patient care should have nails no longer than the fingertips to avoid puncturing the gloves.  Do not use false fingernails since contamination may occur from fungal growth between the false and natural nails.  Do not use nail polish because it induces existence of micro-organisms in the small cracks of the finish area.  It is vital that this instruction is followed because it prepares you in a future role as dental technician.  

Personal Hygiene
It is the responsibility of each individual to keep their body clean. While at this command and while serving as a Dental Technician , you will be living and working in close quarters with others.  The only way to keep one's body clean and odor free is to bathe daily.  Deodorant and perfume will not hide offensive body odors.  Be considerate of others and bathe daily.

We realize that students come from all walks of life and different environments.  If you have questions concerning personal hygiene, please find someone with whom you feel comfortable and ask them to advise you or refer you to someone who can help you.  Your MTLs are always available!  Unresolved personal hygiene problems could lead to disenrollment.

D.  UNIFORMS

The wearing of the U.S. Navy uniform is a privilege and should be a matter of personal pride and reflect credit upon the individual, the Dental Technician rating, and the Navy.  Uniforms shall be kept scrupulously clean and pressed with devices and insignias, bright and tarnish free.  The Military Training Leaders post uniform seasonal changes.

Rating Badges
Students who have been authorized to wear rating badges/insignias/ranks are required to wear the appropriate rating badges/insignias/ranks for the particular pay grade.  All rating or striker badges will be machine sewn.  Loose or incorrectly mounted badges are unacceptable.  The Dental Technician rating badge is only authorized upon graduation from the Navy Dental Technician “A” School.  

Utilities Uniform
The Utility uniform is prohibited off base at all times, except when in a government vehicle on official business.  Utilities must be neatly pressed at all times!  Military creases make a sharp  impression and are highly suggested to be part of your uniform appearance. Utility shirts and pants will have name tape sown on properly.  When in utilities, the only two authorized ball cap that shall be worn while attached to this Detachment is the one with the lettering “NAVY” affixed to the front, or the NSHS Sheppard Detachment ball cap.                                                      

Earrings and Body Piercing
· Male Sailors will not wear earrings at any time while in uniform on or off base.  Earrings will not be worn while in civilian clothes on base.
· Females may wear one earring per ear while in uniform.  An earring must be centered on the earlobe.  Earrings must be 4 mm to 6 mm (approx. 1/8 to 1/4-inch). Ball earrings may be plain with shiny or brushed matte finish, screw-on or post type.  Ball earrings are silver for E6 and below.  Ball earrings may be worn with all other uniforms. 

· Nose rings, tongue rings or any other body piercing jewelry will not be worn by Navy males or females at any time, regardless of whether you are in uniform or civilian clothes, on or off base.

Name Tags

You will be issued one black nametag, engraved with your last name only.  This nametag is a required uniform item while attached this Detachment.  The nametag will be worn centered ¼ inch above the right breast pocket.  On uniforms without a right breast pocket, place the nametag on the right front in a position corresponding to ribbons on the left.  You will only be issued one nametag while at NSHS Detachment .  You will be responsible for your nametag.  Lost or damaged nametag may be replaced at your own expense.  

Civilian Clothes/Attire
Wearing civilian clothes during your stay at Sheppard Air Force Base is a privilege.  Upon arrival, you are not authorized to wear civilian clothes on liberty.  You will wear a proper military uniform on liberty until you have earned the privilege to wear civilian attire.  However, you may store your civilian clothes in your locker until given permission to wear them at a specific point in your training, usually when you reach Phase II.  For those eligible, civilian clothes will not be worn prior to liberty call.  Civilian clothes will never be authorized for wear during normal working hours or duty days.

The following items are not authorized for wear as civilian attire aboard Sheppard Air Force base:

· Plain white or brown t-shirts or PT gear worn as civilian clothes.

· Tank tops, cut-off shorts, and sandals or flip-flops are appropriate only for casual events such as picnics, athletic events and barbecues.  They may not be worn in the Dining Hall.

· Civilian clothing made of the American flag or flag parts.

· Any clothing with obscenities, offensive wording or artwork or that depicts drugs or other controlled substances.

· Shorts which expose the buttocks.

· Bare chests, except for males during sporting events.

· Bikini tops for females except at poolside.

· Hair nets and wave caps are only authorized inside student rooms. 

Exercise common sense and good taste.  Your MTLs, Instructors and Staff members may  determine  appropriateness of your civilian attire.  Failure to comply with established guidelines may result in revocation of the privilege to wear civilian clothes or further disciplinary action. 

The following uniform articles may be worn with civilian clothing:

· Command ball cap (without rating insignia).

· Belts with civilian buckles.

· Gloves.

· Socks/hosiery.

· Shoes.

· Underwear.

· All-weather Coat/Rain/Peacoat (without insignia).

· Sweaters (cardigan/blue pullover, Government Issue).

· Watch cap.

· Purse.

Seabag Inspection

You will have at least two seabag inspections while attached to this Detachment.  The MTL’s will notify you of the dates and times of your inspections.  If you have any questions concerning uniforms or seabag requirements, ask the Military Training Staff.

E.  ALCOHOL USE


The drinking age in the state of Texas and on Sheppard Air Force Base is 21 years of age.  By order of the Officer-In-Charge, NSHS San Diego Detachment, Sheppard AFB no student under the age of 21, or in a phase one status, will purchase, consume, or possess alcoholic beverages.  Any student failing to obey this written order will be subject to punishment under the UCMJ for violation of Article 92 and/or Texas State law.


Any student of legal drinking age caught providing alcohol beverages to a minor, civilian or military, will be subject to disciplinary action under the UCMJ.


A student of legal age (21 years old) may consume alcohol during his/her liberty hours and must be within the guidance of the phase regulation.


Any student convicted of an alcohol related offense, while attending this school, will be disenrolled from school and transferred to the Fleet as a general duty seaman. Alcohol is not tolerated!  It is not to be consumed or stored in barracks rooms, common areas or in the area surrounding the barracks, including the parking lot.  This applies to all hands, regardless of age.

DO NOT DRINK AND DRIVE!!!

F.  TOBACCO USE


As per CNETINST 1540.20, Par .0306, activities shall maintain an environment that supports smoking abstinence, discourages use of any tobacco products, and is in support of the Navy Tobacco Cessation Program.


Although tobacco use is highly discouraged, only fleet returnees (prior-service students) are permitted to purchase, possess or consume tobacco products.  These students will not use tobacco products during duty hours, during working time or while in uniform.   They are also not allowed to carry any type of tobacco product in any part of the uniform.  The harmful effects of tobacco are well documented and anyone working in health care should strive to set an example of healthy living.


Tobacco use is not permitted inside the barracks rooms.  The only approved receptacles for cigarette butts are the butt cans located in designated smoking areas (away from the non-prior service students).  In no case will cigarette butts be thrown any other place.  There will be absolutely no smoking in the barracks, the stairwells, in front and rear of the building or common surrounding areas.   Any student caught violating these rules is subject to disciplinary action.  
Note:  If you think you might want to quit smoking, the Health and Wellness Center has smoking cessation classes available.  Contact an MTL  for information.

G.  VISITORS


Visitors must arrive after your duty hours or liberty time.  They are to report to the Quarterdeck, Bldg 691 to be announced and will remain in the Quarterdeck area.  When you meet your visitor(s) you must depart the Quarterdeck area.  There is no loitering at the Quarterdeck area.  Entertaining visitors during school hours is prohibited.  Visitors are not authorized in the training areas of the school without permission.  You must have written approval (special request chit) to visit your visitor(s), guest(s), or immediate family member(s) at their hotel/motel or the base billeting room.  Permission to visit guest(s), visitor(s) or immediate family member(s) are determined on a case by case basis, otherwise phase regulation applies.


MTL Staff will approve or disapprove entry of all visitors in Bldg 691.  Remember, students that live in other barracks are not allowed to enter the building at all.  Make other arrangements to meet them.  Visitors are only allowed in the student lounge of Building 691 and must leave when your liberty expires.  Your visitors may also meet  you in the covered pavilion.  The covered pavilion is secured at 2200 before a workday and 2400 before a non-work day.  Visitors and other guests are not allowed in the student berthing area unless approved by the MTL Staff.  Members of the opposite sex are NEVER allowed in a student’s room. 
H.  TELEPHONE CALLS


Pay phones are located at the end of each male and female hallways.  Please limit your phone calls to 20 minutes when there are others waiting.   There is also a courtesy phone in the student day lounge for on base and local calls.  Phone calls on the courtesy phone is limited to 3-5 minutes.  The phone in the Quarterdeck is for official use only by the staff/student duty section after working hours or by the MTL staff during working hours.  The telephone area must be kept clean at all times, otherwise the privilege may be revoked.  If you experienced any problem(s) with any of the telephones please notify the MTL Staff.  Cell phones may be used by students inside their rooms, during liberty hours, and while in civilian clothes only.  Cell phones must be secured in your personal locker in the barracks during school hours or duty hours.  Cell phones are not authorized to be worn with the Navy uniform.

I.  TRANSPORTATION

Bus transportation is available to many areas within the Wichita Falls area, with very reasonable rates.  Up-to-date bus schedules are located on your passageway bulletin board by the slant room in Building 691 or you can also call 761-RIDE.  There is also a shuttle-bus schedule located on the passageway bulletin board for on-base transportation.  Base Taxi will provide on base service unless a  force protection restriction currently in effect.   For more information see your MTL.

J.  GENERAL MILITARY TRAINING (GMT)


During your indoctrination process prior to starting class, you will receive GMT in many areas, such as: safety, health, physical fitness, legal assistance, and leadership/supervision, Code of Conduct, educational assistance, facility clean up and maintenance.  GMT is designed to provide you valuable information that will be useful throughout your naval career.  

K.  BULLETIN BOARDS


All pertinent information is posted on the bulletin boards by the main passageway and slant room.  Students are required to know information posted on these boards.  They contain information such as emergency phone numbers, uniform requirements, and scheduling information.  Do not expect to be told everything – It is your responsibility to know the information!  It would be a good habit to look at these boards morning, noon, and evening, or as necessary. Only MTL Staff are authorized to place information on these boards.

L.  SPECIAL REQUEST CHITS

 
Special Request Chits (NAVPERS 1336/3) are used to request certain types of action from your Chain of Command.  They can be utilized for requesting duty swaps, advancement, special pay, liberty or leave.  Consult with your MTL staff and they will assist you in filling up your Request Chit  correctly.  All Special Request Chits must be turned in at least 7 days prior the event.   

M.  MUSTER/FORMATIONS/TROOP MOVEMENTS

Musters are held at specified times and locations, and for different reasons.  These include 

morning and afternoon quarters, class musters, special event musters, etc.  You will always muster in 

formation and in complete uniform.  You will be informed of the times and locations of musters by your 

Navy Student Leader, MTL and/or by  Chain-of-Command members.  On certain occasions special

musters are conducted and announced ahead of time.  It is customary  to fall in 15 minutes prior

to the actual muster.  You are responsible for knowing the information disseminated at all musters

and formations.

The safest and most efficient way to move a group of people without vehicles is to march  

in formation.  You will be required to march everywhere during normal workdays/schoolhours routine. 

Marching is an essential part of your military education and training.  Strict guidelines and safety 

precautions are enforced when marching, specifically:

· Road guards will wear reflective vests at all times.  Navy students Leaders will ensure that road guard vests are issued by the MTL staff and worn before formation is allowed to move.  Navy Student Leaders will ensure the intersection is clear of traffic and will personally enter to stop traffic prior to posting road guards.  This responsibility will not be delegated to anyone else.

· Company/Division formations moving at or near dusk, or at night, must have flashlights.   Navy Student Leaders must ensure all students have flashlights.  Formations moving without vests and flashlights are subject to apprehension by the Base Security Police.  The Senior Navy Student leading the formation will be held accountable and responsible for any safety discrepancy while in marching or movement formation.  
N.  PHYSICAL TRAINING


Physical Training (PT) is conducted three times a week  ( Monday, Wednesday and Thursday afternoons).  All students will participate on this mandatory physical enhancement training, unless medically waived and/or restricted to perform such training by the Medical Officer/Representative.  In this case, the student(s) must have light duty or no-duty chits from the Medical Officer/Representative. You are also encouraged to develop a personal program, which may include a more extensive physical readiness.   However, safety must be given a primary consideration in all of your activities.  Students who failed to meet the minimum physical standard requirements  may be placed on administrative hold prior to transfer until physical standards are met.  It  may also affect your  potential for advancement and negotiation for duty station orders.  



The official Navy Issue PT uniform or official Navy Issue sweats are the only authorized gear for mandatory PT.  The Detachment shirt may be worn as an alternative to the standard Navy Issue PT gears.   Each official Navy Issue item is part of your standard seabag articles and should not be worn inappropriately and mixed with any other uniform or civilian attire.   Torn, cut off ,and/or dirty PT gear is not authorized, nor is  to be worn on liberty, at the galley, or off-base.   PT gear is only authorized when participating in PT, sporting events or the gym; no stops in between are allowed.  Clean PT gear may be used for wear to lay on your rack as nightclothes.  

O.  WATCHSTANDING

     While attached to this Detachment, you will be required to perform watchstanding duties. You will be assigned in a duty section upon check-in and your duties will be explained to you during  "break-in" or "under-instruction" watch duty.  You will stand at least two “break-in” or “under-instruction” watches prior to assuming your normal watch rotation. You are PERSONALLY RESPONSIBLE of informing your Duty Section Leader and/or MTL if your name does not show up on the Student Watchbill.  You are also responsible for knowing your duty section number, its rotation, and your watch assignments.  You will be required to muster at the prescribed times in military formation and in the uniform of the day with the Navy Student Duty Section Leader and the Command Duty  Officer (CDO) or Officer of the Day (OOD).  The location for Student Duty Section muster is in the slant room, unless determined at another location by the CDO or OOD.  If you are not on time for muster, it will be considered as Unauthorized Absence (UA), and will resort to an administrative warning/counseling and/or disciplinary action, unless there is a valid reason.  Be sure that you are ready for your duty by:

· Being sober (if you are of legal age; no drinking 8 hours prior to your duty day ).

· Having a regulation Navy haircut.

· Wearing a complete, clean, and pressed uniform.

· Ensuring that your shoes are in good condition and shined to a high gloss.

        Watchstanding is one of the most important responsibilities that you will ever perform while serving in the Navy.  While on watch you are a direct representative of the Navy and your Command. Before assuming the watch, ensure you have reviewed the Quarterdeck Passdown Log (if applicable) and have had a thorough turnover with the watch you are relieving.  Make sure you are never late for muster when you have duty. You will also be responsible for the safety and well being of your shipmates.  You must report every unusual occurrences to your Section Leaders and/or MOD/OOD/CDO.  If you’re in doubt of anything, please ask questions from the Navy Student Leaders, MTLs and/or Satff Duty Section.

        Duty Section personnel must remain in the Uniform of the Day (summer whites or winter blues) for the entire duty day.  However, the Fire and Security Watchers may wear an inspection ready utility while performing their watches.  Fire and Security watchers may carry out duties, which require utility uniforms to avoid damaging or staining their Summer White or Winter Blue uniforms.

        You will also be required to make entries into the Quarterdeck Log.  A logbook is an official document used to record important events during a watch.  It is very important that the Quarterdeck logbook is maintained free of graffiti and smudge marks.  It is also important that all entries are made properly and legibly.  There are also Student Phase logbooks for checking-in and checking-out of Bldg 691.  These logbooks must also be kept neat and legible at all times.  If you have any question regarding the proper entry, take note of the entry on separate piece of paper and ask the Staff Duty Section or MTL staff for assistance.

P.  QUARTERDECK


The quarterdeck is considered the official entrance of a Navy command, whether it is a ship or shore installation.  It is a place where behavior and conduct of all personnel in the area must be professional and dignified one of dignity and professionalism.  The quarterdeck phone is for official calls only and no food or drink is allowed.  Only military publications are allowed for reading material and the area shall be neat and clean at all times.  Students waiting to approach the desk will form a single file line, to maintain good order and discipline.  Only one student at a time will be allowed to conduct business at the Quarterdeck.  There will be absolutely no loitering on the Quarterdeck, and when crossing the Quarterdeck carry on smartly.  All students are also required to show ID card and phase card to the watch stander when entering the building.  It is mandatory to sign out in the sign out log before leaving the building. 

The quarterdeck is the only authorized entry/ exit point for “A” School students.  It is designed to demonstrate Navy Pride and teach students the proper procedures for coming aboard and going ashore when on a U.S Navy ship.  All quarterdecks shall display the National Ensign and the U.S Navy flag.  The quarterdeck is reserved exclusively for the conduct of official and ceremonial functions and shall be manned at all times.  All personnel shall always enter and exit barracks via the quarterdeck. Listed below are the procedures for crossing the quarterdeck.

a. ENTERING:  When in uniform, upon arriving at the quarterdeck, personnel shall salute the National Ensign, initiate a salute to the quarterdeck watch, show their military identification and phase card, then say “Request permission to come aboard.”  The quarterdeck shall return the salute for the National Ensign, examine the individual’s military identification and phase card, initiate a return salute, and respond with “Permission Granted” and then complete the salute.  If permission is given to come aboard, the requesting individual should complete their salute and proceed across the quarterdeck and into the barracks. 

b. DEPARTING:  When in uniform, upon arriving at the quarterdeck, personnel shall say “Request permission to go ashore”, show their military identification and phase card and initiate a salute to the quarterdeck watch.  The quarterdeck watch shall then examine the military identification and phase card, initiate a return salute, and say “Permission Granted”,  then complete their salute.  If permission is granted to go ashore , the requesting individual completes their salute to the quarterdeck watch, salutes the National Ensign and then departs.  The quarterdeck returns the salute for the National Ensign. 

c.    CIVILIAN ATTIRE:  When in civilian attire, the procedure remains the same except the individual requesting to come aboard/go ashore merely stand at attention and face the National Ensign and quarterdeck watch rather than salute.   If covered, hats will be removed with the right hand and held at the left shoulder, the hand being over the heart.

Q.  ADMINISTRATIVE DEPARTMENT/CUSTOMER SERVICE 

If you need to speak directly with the staff in the Administrative Department/Customer Service, you must  coordinate with the MTLs or Instructors in securing an appointment.  You must arrive to the appropriate location of your appointment on time.  If for some reason you cannot get to your appointment, inform your chain of command (MTLs/Instructor) in advance so other arrangements can be made.  Ensure that all your questions have been answered before you leave the administrative department/customer service.  Remember, it never hurts to ask questions on something you do not understand. 

R.  PHASE PROGRAM

You will be granted increased privileges incrementally as a result of your academic and military performance.  The phase program is intended to provide the structure for you to succeed in school and gradually take on increased responsibility.  The phase program is described in detail below:

PHASE I 

Upon arrival, students are placed in Phase I and will remain in that status until Block III is completed.   Phase I status is identified by a red phase card.


Prior to convening of class, students will undergo indoctrination training, namely: Chain-of-Command briefing, administrative check-in, height/weight measurement, urinalysis, seabag inspection, GMT training and Life Skill Development Classes as scheduled.  Students will also participate in the physical training with other students during afternoon.  Work details and watches may also be assigned during Indoctrination.  

The following rules apply for Phase I students:

· You must remain on board Sheppard Air Force Base at all times.

· You must remain in the uniform of the day at all times -- civilian clothes are not authorized on or off duty. 

· You may not operate, ride, or sit in a personally owned vehicle (POV).

· You are not authorized to purchase, possess or consume tobacco.

· Regardless of age, you may not purchase, possess, or consume alcoholic beverages.  You are not authorized to enter and utilize any open mess facility such as:  the Non-Commissioned Officers (NCO) Club,  Student Activity Center (while serving alcoholic beverages), or the BDU club.            

· You will return to and remain in your assigned BEQ room during the following times (including duty days):  2200-0500 hours before a normal workday (Sunday – Thursday) and 2200-0700 hours (Friday –Saturday).   Liberty expires at 2200 while in Phase one.  Allow yourself extra time before liberty expires.  

· You are authorized to wear PT gear to the gym and/or while in physical fitness exercise session only.  PT gear are not authorized to be worn anywhere else. 

· Fleet returnees may be placed directly into Phase II.  However, fleet returnees may be reverted to the phase status of his or her class if they fail subsequent examinations in the class and/or their conduct and behavior are inappropriate on and off-duty.  Students may be reverted to Phase I and remain at this status depending on the severity of consequences.   
PHASE II


Phase I students will be eligible for Phase II status upon satisfactory completion of Block three with demonstration of appropriate military conduct and behavior.  A yellow phase card identifies personnel in this phase.   The Class NCOIC will normally e-mail block test scores to the MTL staff.  Each student will personally report to the MTL for a new phase card.  While in Phase II the following rules apply: 

· You may wear civilian clothing during liberty hours, while on base, during school week 1700 – 2200,  unless in a duty status.  You must wear the working uniform or dress uniform while off base.  

· POV use is authorized during liberty hours, unless in a duty status.

· If you are of legal age (21), you are allowed to purchase and consume alcoholic beverages from 1800 hours on Friday to 1700 hours on Sunday, including holidays. However, you may not consume, possess or purchase alcoholic beverages between the 1700 hours on Sunday to 1700 hours of the next Friday (holidays excluded) and may not attend any bar or open mess facility ( i.e., the BDU Club) during those times. You will not consume or possess alcohol in the barracks or immediate surrounding areas.

· You will return to and remain in your assigned BEQ room during the following times (including duty  


days):  2200-0500 hours before a normal workday (Sunday – Thursday) and 2400-0700 hours before 


a non-workday (Friday –Saturday).   During weekdays, allow yourself extra time before liberty 


expires.  

· Off-base liberty is authorized from 1700-2400 on Fridays, 0700-2400 on Saturdays, and 0700-2200 on Sundays.  Holiday(s) will be treated just like the regular weekend liberty depending on whether it is prior to non-workday or prior to workday. 

· Liberty expires at 2200 the night prior to a duty day/school day.

PHASE III


Upon successful completion of the Block IV test,  students will be eligible to transition to Phase III.  A green card identifies students in this phase.  All the rules for Phase II students apply to Phase III with the exception of the following:  
· Off-base liberty is authorized from 1700 Friday to 2200 Sunday and on holidays.  Personnel wishing to stay in a hotel for the weekend must inform the MTLs and/or Staff Duty Section a contact phone number, hotel name and room number.  It is important that we know where to contact you in case of an emergency recall.  If you are planning on spending the weekend or long weekend away from Wichita Falls area, you must complete and submit a travel itinerary plan (see your MTLs for this form) to your MTLs.  Your liberty must not exceed more than 150-mile radius (See Appendix B) from Sheppard AFB.     


The Military Training Department Head determines “phasing-up” students.  The academic performance, personal behavior and conduct during on and off-duty hours will be taken into account for eligibility to phase-up.  However, a  decline in military and/or academic performance may result in a “phase back” to a more restrictive phase level.    

PHASE IV

Upon graduation from Dental Assisting Course, students will be eligible to transition to Phase IV.

· Off base liberty is authorized from 1700 to 2400 Monday thru Thurs.

· Off base liberty is authorized from 1700 Friday to 2400 Sunday and on holidays.

· Graduates are NOT allowed to consume alcoholic beverages Monday thru Thursday.

· Morning muster will commence at 0700 Monday thru Friday in the slant room or as specified.

· All graduates are still responsible to follow all other rules as stated in the student Handbook.

· Anyone found abusing these privileges will be subjected to phase down.

S.  PLAN OF THE WEEK (POW)


The Plan of the Week is an official publication, which contains important information about the Navy, the Detachment and the schoolhouse.  It is deem necessary for "all hands" to read and understand the Plan of the Week.  The MTL Staff will ensure that the POW is read during student musters and/or formations.  The POW is also posted on the bulletin board by the main passageway.  All hands are expected to know the information contained in the POW.

T.  LEAVE AND LIBERTY


The relatively short duration of your school precludes the taking of leave by students.  Also, it is the policy of the Officer in Charge to ensure that graduating students transfer to their next Command with a positive leave balance, if possible.  However, if you truly need to take leave the Detachment staff will do everything possible to make it happen.  If a situation arises that requires your presence elsewhere, inform your Chain-of-Command.  In the event of an emergency situation, the American Red Cross will make official notification to the Detachment.

Ensure that your relatives know that they can notify you of emergency matters through the local American Red Cross chapter in their area.  They need to inform the American Red Cross that you are assigned to the Naval School of Health Sciences, San Diego Detachment, Sheppard AFB, TX.  They will also need to know your social security number and that you are assigned to the Bldg 691- NAVY Barracks.  The local American Red Cross Office can be contacted at (940) 676-1855.


Students are routinely granted liberty when not in school or on duty.  There are times when academic and military requirements dictate commencement of liberty.  Official duties always take priority over liberty.  Liberty is determined by phase status.  The table below summarizes the weekend liberty schedule:


	PHASE
	FRIDAY
	SATURDAY
	SUNDAY

	PHASE I
	1700 to 2200
	0700 to 2200
	0700 to 2200

	PHASE II
	1700 to 2400
	0700 to 2400
	0700 to 2200

	PHASE III
	BEGINS AT 1700
	LIBERTY CONTINUES
	ENDS AT 2200

	PHASE IV
	BEGINS AT 1700
	LIBERTY CONTINUES
	ENDS AT 2400


Students are limited to a liberty area that is not to exceed 150 miles from Sheppard Air Force Base.  Anything beyond that is considered "out-of-bounds" and requires specific written permission.  See the Military Training Staff for further details.

U.  RESTRICTED ACCESS/OFF-LIMITS AREAS OFF-BASE


Access to hotels/motels is regulated with respect to phase status.  Phase III personnel are allowed to rent a room during non-duty weekends, but must inform the MTLs or Staff Duty Section of his/her hotel name, room number and contact phone number.  A special request chit is required seven work day in advance.  Students are not allowed to stay or visit Sheppard Inn or any of it's facilities unless there is written permission.  Failure to comply with this regulation may result in loosing privileges and may result in disciplinary action. 

Other “off-limits” areas on base:

· Construction sites

· Fire escape stairwells (except in time of emergency evacuations)

· Rooms, floors, hallways, and building wings of the opposite sex

· Other barracks that you do not reside in

· Billeting office/building  (Sheppard Inn) unless authorized

· Permanent party or Temporary Duty  barracks

· Base housing

· Active flight lines (Red line area on the Route-of-March)

· Enlisted and Officers’ Club (unless you have authorization)

· Any facility or area (including off-base) deemed off-limits by the Wing, Group, Squadron Commander or Officer-In-Charge, NSHS San Diego Detachment Sheppard AFB.

· AAFES facility (Main Exchange, Mini-malls, Comissary) during duty hours unless authorized by MTL staff for a special circumstance.

V.   WEAPONS


WEAPONS of any type are not allowed.  They must be checked into the Base Security Police for safekeeping while you are on board Sheppard Air Force Base.  Items such as firearms, bows and arrows, crossbows, hatchets, knives with blades over 3 1/2" in length, knives of any length having a locking blade, pellet or BB guns, or any type of martial arts weapons are prohibited.  Possession of these items may result in disciplinary action. If you have brought any of these items with you, immediately contact the MTLs and they will assist you in storing them properly.  Unless possession of these items constitute a violation of federal, state, or local laws, they will be returned to you upon your departure from Sheppard Air Force Base.   

W.    LINEN

             Linen will be issued to you upon arrival to Sheppard AFB. You will be issued  two wool blankets, 2 bed sheets white, 1 pillow case, 1 mattress cover and one pillow.  All items will be exchanged every Tuesday afternoon at the central linen exchange point.  The central linen exchange point is on the first floor, Room 116 and 117
VI.     SAFETY

A.  GENERAL GUIDANCE


Safety is everyone’s responsibility!  STAY ALERT and take all proper safety precautions.  If you see a safety violation or hazard, report it immediately to the MTLs or Staff Duty Section.  You will  find additional safety information posted on the safety bulletin board of Building 691.  


All mishaps must be reported immediately.  A mishap is an injury or damage to or loss of any government property.  During duty hours make your report to the MTLs or instructor if in class.  During off-duty hours notify the Staff Duty Section.  All safety reports must be followed-up by a mishap form (see your MTLs).  

Important safety reminders include:

*      When in uniform carry a flashlight during all hours of darkness.

*      Seat belts are mandatory for all military personnel and family members, in any vehicle, on and     

        off base, whether driving or a passenger.  All passengers in a vehicle must wear seatbelt.    

        Passengers in the bed of a pick-up truck, on or off-base are prohibited.

*      Use the BUDDY system during off-base liberty, whenever possible. 
B.  FIRE SAFETY AND DRILLS

        Fire drills will be held regularly at the BEQ and all personnel are expected to carry out drills as if there is a fire.  In case of a fire do not endanger yourself.  Remember SPEED:

      S - SOUND THE ALARM

      P - PHONE FIRE DEPARTMENT

      E - EVACUATE BUILDING

      E - EXTINGUISH, IF POSSIBLE  

      D - DIRECT FIRE DEPARTMENT PERSONNEL 

At the sound of a Fire Alarm students will fall out using exit doors and form up in the rear parking lot.

C.  DESTRUCTIVE WEATHER


Throughout several months of the year, the Wichita Falls area and Sheppard Air Force Base experience severe storm conditions, including thunderstorms, hail showers, and tornadoes.  A “Tornado Watch”  means weather conditions are favorable for tornadoes to form in our area.  Base weather personnel notify personnel on base if there is a tornado watch.  A  “Tornado Warning”  means a tornado has been sighted in our surrounding area.  The warning will indicate the location, time and direction the tornado is traveling.  The alert warning signal, a 3-5 minute steady tone, from the base siren system will sound.  The signal will be sounded when a tornado is threatening Sheppard Air Force Base or the immediate Wichita Falls area.  All hands are to move to the best possible shelter. If in the barracks, personnel shall move to an interior hallway on the first deck.  Stay away from windows.  Respond immediately to this siren!  Your MTLs will brief you on what to do during the warning conditions. 

D.  MEDICAL/DENTAL INFORMATION


Routine medical and dental services are available at the Student Health Center, first floor of the hospital, Bldg 1200.   This clinic is for non-prior service Sailors and is open from 0600 until 1630, Monday through Friday.  Should you need medical or dental services, contact your MTLs or Instructors for assistance.  Any routine appointment must be coordinated with your MTLs or Instructors.  A student must possess a walking/bus chit when going to and from the hospital.  During emergency situation, the MTLs will escort student to the hospital.  If you are given a Light or Limited Duty Chit, you must notify your MTL /Instructor, and provide them copy of the chit.  You must pick-up your records from Admin prior to receiving treatment and return them when completed.

Student Health Center Phone Numbers:  6-5952 or 6-6480

E.  HEAT STRESS


Northern Texas is subject to high temperatures in the summer months.  Heat Stages are used to describe present heat conditions and dictate the amount of Physical Training that can be performed safely.

	STAGE
	*WBGT
	PERFORMANCE

	Stage 1
	         78 F
	Take caution when

Exercising.



	Stage 2 
	         82 F 
	Use discretion for

unseasoned personnel 



	Stage 3
	         85 F 
	Suspend strenuous exercise for unseasoned personnel

	Stage 4
	         88 F        

         
	Curtail strenuous exercise for all trainees. 




NOTE:  * WET BULB GLOBE TEMPERATURE

Heat stages will be posted in the barracks and at the school.  

IV. DISCIPLINE AND ACADEMIC FAILURE

A.  DISCIPLINARY PROCEDURES


As in all military organizations, Naval School of Health Sciences, San Diego Detachment, Sheppard AFB has a disciplinary system to respond to inappropriate behavior.  The disciplinary system operates within the framework and jurisdiction of the Uniform Code of Military Justice (UCMJ).  Infractions may result in loss of privileges, extra military instruction (EMI), a session with the Enlisted Disciplinary Review Board (EDRB), Captain’s Mast and possibly dropped from school.  


Personnel observing violations of the UCMJ or inappropriate behavior of military personnel have a responsibility to report these incidents to the MTLs,  instructors, or appropriate staff personnel.  No special form or format is required.  The following are some of the offenses that you are obligated to report:

· Possession, sale, or use of illegal/controlled substances.

· Theft

· Assault

· Battery

· Extortion

· Failure to obey orders and regulations.

· Disrespect towards officers and petty officers.

· Drinking during duty hours, or drinking involving inappropriate behavior, and under age drinking

· Unauthorized absences

· Academic dishonesty (cheating)

· Violations of BEQ rules, i.e. illegal entry into barracks co-habitation.


Reminder:   You are expected to uphold yourself in the highest ethical standard! 
B.  ACADEMIC FAILURE


The school curriculum is both demanding and fast-paced.  If you are unable to pass a block examination or performance check, you may be allowed to re-test/make-up within the guidelines of the curriculum program.  However, failure of more than three times may result in disenrollment from the course.   An Academic Review Board convenes when a student fails a test.  The board makes recommendations for disenrollment or retention of a student. 

BARRACKS
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	GENERAL INFORMATION


ROOM AND COMMON AREA STANDARDS: The maintenance of your room and common areas is a reflection of your attitude towards your duties and responsibilities as a professional military member.  Rooms and common areas must be kept clean, organized, and tidy on a daily basis.  

Cooking is not authorized in the barracks.  Personal electric cooking appliances (i.e., coffeepots, hotplates, etc.) are prohibited.  Microwaves are located in the Student Snack Room (Vandenboss Café’).

You may order food during liberty hours, however it must arrive prior to securing to your room.  You must meet the delivery person in front of Bldg 691.  Pizza boxes and other empty food containers will be taken to an outside dumpster immediately after you are finished eating the food.  The only authorized space(s)  for food consumption are the Student Snack Room and your respective room.  However, you are responsible to maintain the cleanliness of these spaces after you consume your food.  DO NOT EAT OR DRINK in the Student Day Lounge.

Do not walk or step on the grass outside the building unless you are performing details.  Always use the walkways/pathways when transiting from Bldg 691 to your point of destination. 

BROKEN/LOST ROOM KEYS: If your key breaks due to normal wear and tear, you will be issued another one by the BEQ Supervisor.   If your key is lost or damaged due to negligence, you may be responsible for the cost of replacement or repair.  In either case, you will have to complete the Department of Defense (DOD) Form 1131 prior to being issued a new key.  It costs $10 to make a new key!      

LOST OR STOLEN OR DAMAGED GOVERNMENT PROPERTY: The willful destruction of government property is punishable under the UCMJ.  Therefore, do not tamper with government property, such as fire alarms, air conditioners, BEQ furnishings etc.  All items issued to you upon arrival such as linen, room key, or reflective gear will be returned before checking-out or you will pay for it.  Treat everything as if it was your own.  If you do not take proper care of something you were issued, YOU BUY IT.

ALL STUDENTS SHALL ADHERE TO THE FOLLOWING REGULATIONS

· Shoes/Boots and military uniforms will not be worn while lying on bunks.  Only clean PT gear and underclothing is authorized.

· Footgear will be worn when walking about the BEQ.

· Bunks shall be neatly and correctly made military style every morning as shown in the rack layout diagram.  Government Issue bed linen is required and shall not be used for other than the intended purposes.  Personal comforters may be used, but must be put away when leaving the room.

· Personal behavior will be consistent with that of a military professional.

· Appropriate military uniform or appropriate civilian attire must be worn in the BEQ premises and on the Quarterdeck at all times.  All hands must enter and exit through the Quarterdeck in an appropriate military uniform and/or civilian attire.  Tank tops worn by male or female must have a top garment over it while in BEQ spaces. 

· Maintain quiet hours at all times.  Noise above a low voice will not be allowed in passageways, common areas and rooms.  Other students are studying and/or sleeping.  Render them the same silence courtesy just like what you would want them to render unto you.  

· Other occupants shall not use unassigned bunks and lockers, as they must be available for assignment at any time for newly reporting personnel.

· Sleeping between the sheets is mandatory.

·  Males are not allowed in female spaces and vice-versa, nor are members of any other service allowed in any Navy room and vice-versa. 

·  All students are held responsible for cleanliness of the BEQ and surrounding grounds .

· Electrical appliances such as coffeepots, hotplates, etc., are not allowed in the BEQ rooms.  These electrical appliances are unauthorized gears and present fire/safety issues.  Microwaves are installed in the snack room (Vandenboss Café’) for students’ use. 

· Vehicle parking is provided for residents behind Building 691, however, keep out of reserved spaces in and around the BEQs. Parking in designated spaces such as yellow zones, walkways, on the grass or blocking dumpsters is not permitted and can result in your driving privileges being suspended and/or your vehicle being towed.  Inform the MTL of the make, model, year, color, state of registration and license number of your vehicle.  If this is not done, it could be towed at your expense.  Upon arrival you are required to turn in all keys to your vehicle to an MTL staff member and they will maintain possession of your car keys until you are authorized to resume your driving privilege (Phase II status).

· Gambling of any sort is prohibited.

· Skateboards, Frisbee’s, footballs, soccer or any "ground pounding" sports are not permitted inside the BEQ.

· Windows must be closed and locked when the room is unoccupied.  Windows may be raised no more than twelve inches when the room is attended by resident(s), otherwise they should remain secured.  After dark hours, windows will be closed and blinds down.  Do not exit or enter thru windows.

· All electrical appliances must be turned off when not in use.

· Stereos/televisions shall be played at a very minimal sound so that they cannot be heard outside of the  respective room.  The MTLs may confiscate stereos, televisions or other sound equipments being Violators of this rule face the possibility of having their stereos and televisions confiscated by the MTL staff.

· You will not wear headphones outside your rooms in the barracks.  Our primary concern is your safety.  The use of headphones outside the barracks are authorized at the gym or running track only.

· No stereos will be played in the TV Lounge or Laundry Room.
· All BEQ roofs and mechanical rooms are off-limits.

· If electronic games interfere with your study habits you may be asked to turn them in for safe keeping until academic performance improves.

· There will be absolutely no loitering in hallways.

WINDOWS will never be used as an entry or exit from a room.  Windows are allowed to be up only 12 inches.  After dark, all windows must be locked with the blinds down and closed, this is for your protection.

	RESTRICTED ITEMS


ALCOHOL IS NOT TOLERATED!  It is not to be consumed or stored in barracks rooms, common areas or in the area surrounding the barracks, including the parking lot.  This applies to all hands, regardless of age. 

FLAMMABLE/EXPLOSIVE MATERIALS are not allowed in the BEQ.  Items such as charcoal lighter fluid, fireworks, ammunition, gasoline, paint thinner, model airplane fuel, etc, are prohibited and will be confiscated.  Possession of such items can result in disciplinary action.  

PETS or animals of any type are not allowed.

The use CANDLES or incense are not authorized in the barracks.  These items are subject to confiscation.

BICYCLES are to be stored and parked in the racks provided at the covered pavillion.  Secure your bicycle with an adequate lock and chain.  All bicycles must be registered with Base Security.

NO UNSEALED FOOD, soda or candy is allowed to be stored in your room.  All food items must be placed in the refrigerator. No food items will be left out.  A room inspection check list is available from the MTL.

	FORMAL BEQ INSPECTION


The BEQ facilities will routinely be inspected.   The MTL staff will accomplish a daily walk- through inspection.  Make sure your room is inspection ready everyday.  Ensure the following items are accomplished daily:

· No trash can shall be overflowing nor have any perishable items.  A small amount of paper is acceptable.

*     The inside and outside of windows and sills clean.  Windows must be closed and locked.

· Carpets vacuumed.  Uncarpeted floors must be swept and swabbed.

· All gear properly stored; no gear adrift.

· Bunks made properly.

· No dirt or marks on floors, walls and doors.

· Heads and common areas are thoroughly cleaned and wiped down.

· Ensure lockers are locked.

· Furniture cleaned and dusted.
Room inspections are conducted weekly and randomly.  Failure to pass a room inspection may result in loosing some privileges (i.e. liberty, phase status) and subsequent failures may result in disciplinary action.  A copy of room inspection check-off sheet is available at your MTLs.  

Fridays are designated as room inspection days for guest inspector (i.e. OIC, SEL, Dept Heads, CPOs)    

When a room receives an Unsatisfactory score from room inspection, the room will be reinspected the following day with both room occupants standing by in the Uniform of the Day.

	SECURITY OF LOCKERS AND PERSONAL POSSESSIONS



You are the best deterrent to theft and crime in the BEQ.  To prevent theft or other crimes, the following steps must be taken by each resident:

· Keep valuables locked-up in your locker when your room is unoccupied.(jewelry, laptops, cell phones, pagers, money,  etc.)

· Do not leave valuables locked in parked vehicles.

· Report all thefts, (no matter how small) and suspicious activities to the MTI’s.

· Lock all windows and doors.

· All personal CD headsets must be locked away.
· Never loan your ATM card, phones card, and never give your phone card number or ATM personal access code to anyone. 
· No authorized guests are allowed in your room without you present at anytime.
· All electronic games must be locked-up, if left unsecured they will be confiscated by staff.
FORCE PROTECTION CONDITIONS

The United States and military installations are not immune to terrorist activity. The World Trade Center bombing in 1993, the Federal buildings in Oklahoma City, OK, in April 1995 and more recently the terrorist attack on the Pentagon and World Trade Center on 11 September 2001 are clear reminders that you must always be vigilant to what is going on around you, regardless of where you are in the world. 

On military installations security is tightened when world events dictate.  To be prepared for these times we also conduct exercises to retain our skills and improve security measures.  These are the Force Protection Conditions (also known as “FP Cons”)  of which you must be aware:

FORCE PROTECTION CONDITION NORMAL:  Routine, day-to-day condition when a general threat of possible activity exists, but warrants only a routine security posture.

FORCE PROTECTION CONDITION ALPHA:  Implemented when there is a general warning of possible threat activity, the nature and extent of which are unpredictable and when the circumstances do not justify full implementation of the measures contained in a higher condition.

FORCE PROTECTION CONDITION BRAVO:  Implemented when there is increased threat even though no particular target has been identified.

FORCE PROTECTION CONDITION CHARLIE:  Implemented when an incident occurs or when intelligence is received indicating some form or threat of action is imminent.

FORCE PROTECTION CONDITION DELTA:  Implemented when an attack has occurred or when intelligence is received that actions against a specific location are likely.

ADDITIONAL FPCON INFORMATION:  Each of these Force Protection Conditions has specific action requirements to heighten security awareness and provide the best possible protection of personnel and resources on the installation.  You will receive specific instructions regarding Force Protection Condition requirements that affect you.

A keen understanding of situational awareness and operational security is important to your survival.  Your family members must also understand the need to be cautious and security conscious at all times, not just when Force Protection Conditions are implemented.

Remember:  There are always those who are interested in what military members have to say about their jobs and what is happening on their base.  When off base, do not talk about increased security measures that are being observed on base.

You should never speak to anyone who does not have a specific need to know about military activities, security conditions or capabilities of your installation , nor should you give your opinion about your mission or base activities.  You should refer all such inquiries to the installation Public Affairs Office.




LOCKER LAYOUT



1.  SEABAG (IF EMPTY)


C.  ALL WEATHER RAINCOAT




2.  MILITARY HATS



D.  WORKING WHITE SHIRTS



3.  TOWELS




E.  WORKING WHITE TROUSERS



4.  SAFETY BOOTS, 



F.  DRESS WHITE JUMPERS



     CHUKKAS, ATHLETIC


H.  DRESS WHITE TROUSERS



     SHOES, SHOWERSHOES 


I.   DRESS BLUE JUMPERS



     (IN ORDER)




J.  DRESS BLUE TROUSERS



5.  CIVILIAN SHOES



K.  WORKING BLUE SHIRTS



6.  SEABAG (IF USED 



L.  WORKING BLUE TROUSERS



     FOR STORAGE)



M.  SKIRTS (FEMALE)



7.  HANGING CIVILIAN CLOTHES

N.  UTILITY SHIRTS



A.  BLUE UTILITY JACKET


O.  UTILITY TROUSERS



B.  PEACOAT

0



RACK LAYOUT
STUDENT MAILING ADDRESS
 

RANK, LAST NAME, FIRST NAME, MIDDLE INITIAL



527 AVENUE  I,  P.O. BOX NUMBER _____  



SHEPPARD AFB, TX 76311- (LAST FOUR WILL BE GIVEN FROM POST OFFICE)


Package pick-up will be after afternoon muster or after physical training, Monday through Friday.  The Base Post Office is located in Building 551 on Avenue I, behind the 82nd Services Division Office and behind Bldg 596. 


SAFB DRESS CODE

THE FOLLOWING PRACTICES ARE PROHIBITED IN PUBLIC 

FACILITIES AS DIRECTED BY THE INSTALLATION COMMANDER:

· ITEMS OF CLOTHING WHICH ARE SOILED OR TORN, SUCH AS 

      ATHLETIC APPAREL (SWEATS, TANK TOPS, ETC.) IN ANY AREA 

WHERE FOOD IS PRIMARILY BEING SERVED.

· SHIRTS WHICH EXPOSE THE ARMPIT AND OPEN TOED SHOES ARE NOT PERMITTED IN DINING FACILITIES

· THE WEAR OF HATS IN EATING ESTABLISHMENTS, EXCEPT FOR 

      SPECIAL FUNCTIONS OR AS DESIGNATED FOR WEAR WITHIN A 

      FACILITY.

· CLOTHING WITH OBSCENE, OFFENSIVE, PROFANE, LEWD WORDING

      AND/OR ARTWORK, WHICH CONVEY MESSAGES INCONSISTENT WITH 

      AIR FORCE POLICY.

· BIKINI TOPS (EXCEPT AT POOLS OR WHILE PARTICIPATING IN SPORT

      ACTIVITIES SUCH AS AEROBICS OR JOGGING).

· BARE FEET OR SHOWER SHOES (CLOGS); SANDALS ARE ACCEPTABLE.

· SHORTS (WHICH EXPOSE THE BUTTOCKS).

· BARE CHEST (EXCEPT MALES PARTICIPATING IN SPORTS ACTIVITIES).

      THESE GUIDELINES APPLY TO ALL FACILITIES AT SHEPPARD AFB.  

      FAILURE TO COMPLY MAY RESULT IN A REFUSAL OF SERVICE IN THAT      

      FACILITY.

[image: image3.png]




ROAD GUARD POSITIONS AND ROUTES-OF-MARCH
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NAVY POLICY ON TATTOOS,  MUTILATION  AND PIERCINGS

(Ref NAVPERS 15665, NAVADMIN 021/03)

Navy grooming and personal appearance policy is intended to ensure that Navy personnel set and maintain the highest standards of professional appearance in uniform.  

TATTOOS/BODY ART/BRANDS  

No tattoos/body art/brands on the head, face, neck, or scalp. Tattoos/body art/brands elsewhere on the body are prejudicial to good, order, discipline and morale or are of a nature to bring discredit to the Navy are prohibited.  Tattoos/body art/brands that are excessive, obscene, sexually explicit or advocate or symbolize sex, gender , racial, religious, ethnic or national origin discrimination are prohibited.  In addition, tattoos/body art/brands that advocate or symbolize gang affiliation, supremacist or extremist groups, or drug use are prohibited.  Tattoos/body art/brands will not be visible through uniform clothing.

BODY PIERCING / MUTILATION / BRANDING / INTENTIONAL SCARRING

Intentional body mutilation, piercing, branding/intentional scarring that are excessive or eccentric are prohibited.  Some examples are:

· a split or forked tongue

· foreign objects inserted under the skin to create a design or pattern

· enlarged or stretched out holes in the ears (other than a normal piercing)

· intentional scarring that appears on the neck, face, or scalp.

· the use of gold, platinum or other veneers or caps for purposes of ornamentation are prohibited. 

· Also refer to Art 7101 of NAVPERS 15665

Appendix E

	 PHASE SUMMARY REFERENCE CHART

(APPENDIX F)

	Requirement
	Phase I
	Phase II
	Phase III
	Phase IV

	Duration of Phase
	From 1st day of reporting aboard until completion of Block III
	From beginning of Block IV until satisfactory completion of Block IV
	At the start of Blk V through graduation
	Upon graduation through departure

	Remain in Duty Uniform
	On and off duty 
	During duty hours, official business and off station 
	During duty hours and official business
	During duty hours, official business and/or as applicable

	Remain on Station
	On and off duty
	During duty hours
	During duty hours
	During work hours and/or as applicable

	Remain at Quarters
	2200 – 0500 Sunday through Thursday; 2200 – 0700 Friday through Saturday


	2200 – 0500 Sunday through Thursday; 2400 – 0700 Friday through Saturday
	2200 – 0500 Sunday through Thursday.   Liberty (1700, Friday through 2200,Sunday), except when on duty member must remain aboard.
	2400 – 0500 Sunday through Thursday.   Liberty (1700, Friday through  2400, Sunday), except when on duty member must remain aboard.

	Silence in the barracks 
	24/7  TAPS to 0700
	24/7  TAPS to 0700
	24/7  TAPS to 0700
	24/7  TAPS to 0700

	Academic

Restriction
	None
	Passing academic grade and satisfactory level of military standards
	Passing academic grade and satisfactory level of military standards
	Satisfactory completion of PFM class or as applicable

	Marching
	To and from class and/or as required
	To and from class and/or as required
	To and from class and/or as required
	To and from class and/or as required

	Meals in Dining Facility
	Three per day (Monday through Friday) 
	Two per day (Monday through Friday) 
	Two per day (Monday through Friday) 
	Not required

	Physical Conditioning

	3 days per week 


	3 days per week


	3 days per week
	3 days per week

	POV (Ride or Operate)
	No
	May ride and operate during liberty time and/or after duty hours
	May ride and operate during liberty time and/or after duty hours
	May ride and operate during liberty time and/or after duty hours

	Room Inspections
	Weekly/Randomly
	Weekly/Randomly
	Weekly/Randomly
	Weekly/Randomly

	Live Off Base for NPS students
	No
	No
	No
	No

	Visit Rooms of Opposite Sex
	No
	No
	No
	No

	Alcohol 

Consumption
	None
	Not allowed from Monday thru Thursday.

Legal age, in civilian attire, may consume from 1800 Friday to 1700 Sunday; never in the barracks or immediate surrounding area
	Not allowed from Monday thru Thursday.

Legal age, in civilian attire, may consume from 1800 Friday to 1700 Sunday; never in the barracks or immediate surrounding area
	Not allowed from Monday thru Thursday.

Legal age, in civilian attire, may consume from 1800 Friday to 1700 Sunday; never in the barracks or immediate surrounding area

	Tobacco Use

(For non-prior

students)
	Will not purchase, possess or consume
	Will not purchase, possess or consume
	Will not purchase, possess or consume


	Will not purchase, possess or consume
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