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Handbook For Residents Of Family Housing

Welcome to

Family Housing,
Naval Station, Rota, Spain
It is a pleasure to welcome you as a new resident to  our on-base Family Housing Communities, Las Flores or Las Palmeras.  We hope that your residency here is a pleasant one.  The Housing staff will continually strive to ensure that you receive a high quality of services.
We ask that you, in return, take “Pride of Ownership” with your quarters and the surrounding community, making your new home a place where your family can develop fond memories and form lasting friendships.  Please take the time and effort to make your neighborhood a great place to live.
As a resident of Family Housing, you also have responsibilities.  This handbook was developed with the policies and rules considered necessary to maintain your assigned home and a healthy community environment.
The Family Housing staff is ready to assist you whenever possible.  Your comments and suggestions for improvement are welcome anytime.
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FAMILY HOUSING STAFF  
The Military Family Housing (MFH) staff is charged with the management, operation, and maintenance of government housing.  The policies and statements of the resident’s responsibilities contained in this Handbook are considered to be in the best interest of the MFH community.  If you fail to comply with these requirements, you will be jeopardizing your housing assignment and you could be in violation of the Uniform Code of Military Justice (UCMJ).
MFH is available to active duty service members and their bona fide family members.  Although the government provides quarters, it is not required to do so by law.  Living in government quarters is a privilege not afforded to everyone.  We are sure you will appreciate your home and care for it as if it was your own.  Besides accomplishing routine tasks of care, pest control and cleaning of your quarters, you will want to establish and maintain favorable day-to-day neighborhood relations.  This handbook will provide you with helpful information and detailed instructions regarding the maintenance of your assigned quarters.  As a resident of MFH, you are the key to the successful and economical maintenance program for government quarters.

HOURS OF OPERATION

HOUSING WELCOME CENTER
Mon-Thurs






0830-1730
Fri







0930-1730
HOUSING FACILITIES OFFICE
(Located adjacent to Self Help)
Mon-Fri






0830-1715
HOUSING WAREHOUSE
(Located at the entrance of Las Flores)
Mon-Fri






0830-1715
HOUSING SELF-HELP STORE
Mon-Fri






0900-1800
Sat       






0730-1530
HOUSING PHONE NUMBERS

Facilities Division (Reception)


4652 / 4653
Facilities Division Site Managers


4365 / 4648







        

4638 / 4738 

Military Liaison
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During normal working hours, contact your Site Manager to report maintenance problems
Self-Help Store





4554
Appliance Repair (0830 - 1715) M-F

4731
Maintenance Service Call Desk (PWD)

4337 / 3190
Cable TV Service





2572 / 4337
Lockouts – During normal working hours

4653
Lockouts – After normal working hours

4337
Security/Police (Non Emergencies)


2001
Housing Resource Center (Receptionist)

2398
Housing Assignment/Termination Counselor
1345
Community Center Reservations
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SECURITY

There are generally low threats to personal security aboard the Naval Station.  Due to the effectiveness of the perimeter security on the base, no one should attempt unauthorized entry to or from the base, or use the golf course as a shortcut when returning from town, especially at night.  Parents should stress to their children that jumping the perimeter fence and walking across the golf course is extremely dangerous.  For the safety of all concerned, anyone walking, riding bicycles or using skateboards should do so on the shoulder of the roads between the white line and the edge of the pavement.
ELECTRICAL  POWER

Electrical power is supplied by Spanish commercial sources and converted on-base from 220 volts/50 cycles to 110 volts/60 cycles.  This conversion provides residents with the same electrical service provided in the United States.  High energy costs in Spain make it all the more important for each resident to practice energy conservation on a continual basis.
WATER  SUPPLY

The water supply on the base is provided from a Spanish reservoir located 40 miles away, which also feeds nearby towns.  The water on base is both chlorinated and fluorinated. In the event that water restrictions are ever imposed, residents will be advised of the Naval Station’s conservation policy at that time.  On a regular basis, water conservation should be practiced when watering lawns, washing cars and during other normal use.
LOCAL  WILDLIFE  &  INSECTS

The rabbits that inhabit the base and surrounding areas are not Easter Bunnies.  These are wild rabbits that are often harmless, but they may carry some type of disease.  Both people and pets should avoid coming into contact with these rabbits. 

Commonly found in Spain, including the Naval Base, are Pine Tree caterpillars.  As their name applies, they are found in and around pine trees.  These caterpillars can be dangerous if handled or ingested.  The hairs of the caterpillar are a source of irritation that may cause an allergic reaction. The reactions vary dependent upon the person or animal.  While the Pest Control Contractor takes periodic preventive action, it results in the control, but not the elimination, of these caterpillars.  Ensure that contact with these caterpillars, by both people and pets, is avoided.  Contact the Housing Facilities Office if you have a problem with the caterpillars near your home. Tree rats are another common rodent found in the area. Trees have been banned to keep the rats away, but they sometimes take refuge in bushes or shrubs. Contact our Facilities Office to arrange for pest control.
BEACHES

The beach on the Naval Base is a general safety hazard due primarily to the unstable area around the cliff.    Beaches near the Naval Base are off limits after sunset and NO SWIMMING is allowed at any time.  The beach behind Las Flores housing, Legend Beach, is off-limits at all times.  The beach area adjacent to the Spanish Admiral’s quarters is off-limits for general use, though in certain situations permission to use the area may be granted.  Contact your command to determine the requirements for use of this private beach.  The beaches surrounding communities in Rota, Chipiona, and El Puerto are some of the best in Europe and all are within a short trip of the housing area.

CHANGES AFFECTING ELIGIBILITY FOR QUARTERS

Residents are assigned quarters based on meeting certain specific qualifications.  If there is any change in your status at any time during your residency, you are required to notify the Housing Resource Center.  Some changes could affect your continued eligibility for housing (e.g., early return of all/some family members, family separation, etc.), while others (e.g., additional family member) could increase your entitlement. Any change to your family composition, status, rank, duty location, PRD, phone number, etc., must be reported to the Housing Resource Center.
MOVING  TO  LARGER  QUARTERS

Residents may be eligible for reassignment to a larger home, through the normal application/assignment process, when there is a change in family composition.  However, Chief of Naval Operations governing instructions do not require relocations in such instances.  Therefore, if a relocation is approved, all moving costs are the responsibility of the resident.  Contact the Housing Resource Center with any questions regarding eligibility under these circumstances or for more specific details on this policy.
INTENT  TO  VACATE

Residents of military family housing are required to provide a 30 day notice of  intent to vacate quarters.  While short fused orders may not allow for a full 30 day notice, failure to provide adequate notice under normal circumstances may result in an additional forfeiture of your housing allowances. The Intent to Vacate Notice is completed by you and serves as notification of your plans to vacate.  At the time the form is completed, your pre-termination and final inspections will be scheduled.

IF YOU ARE NOT SURE OF THE EXACT DATE YOU WILL BE VACATING (E.G., YOUR TRANSPORTATION ARRANGEMENTS HAVE NOT BEEN FINALIZED) YOU CAN STILL FILE YOUR VACATE NOTICE.  YOUR FINAL INSPECTION CAN BE SCHEDULED AT A LATER DATE.

ASSIGNMENT  INSPECTION  (Check-In)

A Housing Site Manager will accompany you on a tour and inspection of your unit.  The purpose of this inspection is to familiarize you with the quarters and furnishings, to record the present condition of the quarters and furnishings, and to provide a brief on certain rules and regulations.  A record of this inspection will be kept on file in the Housing Facilities Office for comparison to the condition of the quarters and furnishings at the termination of your assignment.

PRE-TERMINATION  INSPECTION

The pre-termination inspection is our opportunity to inspect your home and grounds to determine what items you are required to repair/replace/clean prior to your departure and also the maintenance work to be accomplished after you vacate. Your Site Manager will discuss with you what you will need to do to successfully pass your final inspection.  This is also your opportunity to advise the Site Manager of any problems you may have experienced in the home so they can be corrected during the change of occupancy work.
FINAL  INSPECTION

The final inspection normally occurs the day prior to your departure.  You will be advised of any discrepancies that still exist and may be given the opportunity to either correct the problems or pay to have them corrected. Once you have passed your final inspection, you will be given the form to reinstate your housing allowances.  Take this form to the Self Help Store where it will be stamped to show that you have been cleared by Housing (i.e., you have paid for or returned all borrowed items).  After clearing Housing, you should take the completed form to PSD for continued processing and reinstatement of your housing allowances.

QUARTERS  CLEANING  PROGRAM / OUTGOING  TLA

Naval Station, Rota, operates a Quarters Cleaning Program.  What this means for you is that your cleaning requirements for your final inspection will be lessened – this is not a “white glove” inspection.  By lessening the work residents must do to pass a final inspection, we are able to minimize the number of days residents are authorized outgoing TLA.  If you desire, you can be given one (1) day of outgoing TLA.  Alternatively, you can remain in your quarters until the morning of your departure.
ENTRY  INTO  OCCUPIED  QUARTERS

The right of entry to any housing unit, for purposes of emergency repairs, inspections, or other bona-fide business concerning habitability conditions, is reserved for authorized Housing personnel and Command representatives.  Advance notification will be given when appropriate.
ABSENCE  FROM  QUARTERS

Residents are required to make arrangements for an authorized individual(s) to take care of their home during leave or TAD periods.  Personnel authorized to provide this care are military or DOD personnel stationed at Rota or the command sponsored family members of such individuals. Absence From Quarters forms are available at either the Housing Resource Center or the Housing Facilities Office. 
During any absence, residents are still responsible for the appearance and maintenance of their quarters.  Arrangements should be made in advance of any extended absence for the continued care (e.g., lawn maintenance) of the home.  In the event a home is not being maintained, the Facilities Division will attempt to contact the resident’s authorized individual to correct the problem.  Should the problem not be corrected, the Facilities Division will have all required work accomplished and charge the resident the government’s cost for such work.
ALTERATIONS  AND  DAMAGES

Prior to the final inspection, you are required to remove any alterations or installations made at the quarters and to repair any damage to the quarters or grounds caused by negligence or abuse during your occupancy.
The Housing Site Manager will note the resident’s responsibility for these matters during the pre-termination inspection to the extent that such alterations or damages are visible at that time. BAH will not be restored until the resident’s responsibilities for damages have been satisfied or resolved.
ALTERATIONS  TO  QUARTERS

The construction or installation of outside structures, such as antennas and sheds, requires prior approval from the Housing Facilities Director and Telefonica.  All requests will include a statement of the intended use of the structure, a description of proposed building materials and a sketch showing appearance and dimensions.
 Contact your Housing Site Manager for the Alterations to Quarters request form and approved guidelines.
Structures must be neat in appearance and blend with the surrounding environment.  No structure or antenna may be attached to or within 10ft. of any quarters. Also, no structure or antenna is permitted in the front or side yards. Concrete or brick foundations are required for antennas and sheds.  The use of scrap material is not permitted.  All outside structures must be removed prior to vacating quarters unless authorized by the Facilities Director.
Residents are required to remove any unauthorized alterations and may be required to pay for any resultant damages.
CONDUCT  OF  FAMILY  HOUSING  RESIDENTS

As the military sponsor, YOU are responsible for the conduct of your family members and guests while residing in family housing. Please take the necessary action to prevent any disputes with neighbors and maintain a pleasant environment in the neighborhood. Incidents involving acts of vandalism, disorderly conduct, or other misconduct by family members may require administrative action within the authority of COMNAVACTS Spain.  Continued disruption will be grounds for the termination of residency in family quarters.

GUESTS  IN  QUARTERS

Residents must obtain approval for any guests in their homes prior to the arrival of the guest(s).  Approval is dependent upon the number of guests, length of stay, relationship to sponsor, and previous visits.  You can complete a Guest Permit at the Housing Resource Center, Building 1960.  Approval authority has been delegated to the Housing Department for request meeting the following criteria:
n The total number of guests at any one time does not exceed four (4). The maximum number of days of the visit does not exceed 30.
n Visiting friends do not exceed two(2) and the length of the visit does not exceed 30 days.
In accordance with COMNAVACTSPAININST 5512.3 series, any requests for guests which do not meet the above criteria require the approval of the Executive Officer, U.S. Naval Station. Residents must still complete a Guest Permit at the Housing Resource Center and then submit their request, along with the completed Guest Permit, to the Naval Station Administrative Office (Building 1) for approval.
Passes for base access must be obtained from the Spanish Security Headquarters, via the U.S. Security Department, and should be requested at least two (2) working days (excluding Spanish holidays) in advance.  A copy of the approved Guest Permit is required to obtain these passes.

LIABILITY

The military sponsor to whom the family housing unit is assigned shall be held solely responsible for loss or damage to any Government furnishings, appliances or other Government property (other than normal wear and tear).  The military sponsor shall reimburse the Government for all damages due to negligence by his/herself, family members or guests.
PARKING  OF  AUTHORIZED  VEHICLES

Resident and guest parking is restricted to streets, driveways and parking lots. Parking on any grass areas or brick/concrete sidewalks is STRICTLY PROHIBITED. The Security Department will ticket all violators and may authorize towing of any vehicles parked on sidewalks or other non-authorized areas. Campers, trailers, recreational vehicles, jet skis, etc., are not authorized to be parked anywhere within the housing areas, including driveways and carports.
PETS

Keeping pets in family housing is a conditional privilege extended to residents who exhibit responsible behavior in the control of their pets.  Residents are permitted to have two domestic pets only.  This includes cats, dogs, birds, hamsters, gerbils, and guinea pigs.  There is no specified limit for aquarium fish. Residents are required to maintain positive control of their pets at all times. (Fenced yards, leash or chain). Non-domestic pets or exotic pets are not authorized in family housing.  They include, but are not limited to snakes, chickens, ducks, monkeys, ferrets, rats, reptiles and tarantulas.  The COMNAVACTS /NAVSTA ROTA INSTRUCTION 10570.1 pertains to any pet kept at the residence, whether owned by the sponsor, a family member, or guest.
Also, residents are required to provide the Housing Site Manager with a copy of the base veterinary registration for your pets.  Any damage to government property or flea infestation caused by pets will be the financial responsibility of the military member.
All dogs are to be on a leash, accompanied by and under positive control of a responsible person when not in a fenced area.  Security will pick up any pets not under positive control. The owner will be issued a citation and charged an impound fee.  If a dog is running loose and attacks someone or another dog, it will be permanently removed from the housing area. 
Complaints received from neighbors for prolonged barking, howling, or poor sanitation of grounds may result in a citation being issued, requiring immediate corrective action.  Failure to take corrective action may result in the loss of pet privileges in family housing.  After one incident involving pet bites, pet ownership privileges may be revoked at the discretion of the Housing Authority.
PRIVATE  ENTERPRISES

Residents who wish to establish a private enterprise within their home must obtain approval in advance. All private enterprises, including babysitting, must be approved by the Staff Judge Advocate(SJA).  For information on what enterprises are authorized, how to obtain approval, etc., contact the SJA Office at extension 2870.
RESIDENT  RELATIONS

Most military personnel and their families are familiar with community living.  Residents normally recognize the convenience and good fellowship possible in fostering a good neighborhood and, undoubtedly, they recognize the need for cooperation and mutual consideration.  To acquaint those residents living in government quarters for the first time and to remind the “old timers”, here are a few reminders:
* Enjoy the television, radio, CD’s or records, but hold         the volume down to a one room range.
* While shouts of happy children are sometimes music to parents ears, they should be supervised to prevent them from disturbing the neighbors.
* Do not allow children to play with dangerous toys or weapons. Of special 
concern are BB guns, bows and arrows, and mini bikes.  USE OF THESE ITEMS IS NOT PERMITTED IN HOUSING AREAS AT ANY TIME.
* Parties or celebrations at your residence should conclude at a reasonable hour and always maintain a tolerable noise level. (Tin Man Woods Housing Community center or Sea View Pines park are available for reservation.).
* Do not allow children to ride big wheels, bicycles, etc. in the parking lots or other common areas where they may create a disturbance to neighbors or a safety hazard. 

SPEED  LIMITS

Speed limits for all streets are clearly marked in the Housing areas.  The posted speed limit in the Housing areas is 40 KPH (or 25 MPH).  In school zones, children’s playground areas, and Sea View Pines park areas, the speed limit is 25 KPH (or 15 MPH).  Passing other vehicles is only permitted where designated.

PRIVACY FENCES

All housing units have pre-installed wooden fencing. It is strictly forbidden to make any alterations to the fences. If repairs are needed, contact your site manager. Residents are required to remove any unauthorized installations and may be required to pay for any damages to existing fences. 
SWIMMING  POOLS

Only small wading pools (no larger than 10 feet in diameter and 2 feet deep) are permitted in the yards. Parents should be present at all times to supervise children. All pools shall be drained and properly stored at the end of each day.  Residents will be responsible for any damage caused by the pool.
YARD  SALES

Yard sales are permitted within the housing areas, but there are strict rules governing such sales, including the requirement to obtain written approval prior to sale.  Requests to have a yard sale must be submitted to the Naval Station’s Security Officer at least two weeks in advance of any proposed sale.  All details and guidelines for yard sales are contained in COMNAVACTS/NAVSTA ROTA INSTRUCTION 4050.2.
At the entrance to the Las Palmeras housing area, there is a designated location for posting notices of upcoming, approved yard sales.  Posting notices at any other location, including your yard, is prohibited.

AIR  CONDITIONING

The central A/C units (electric) should be cared for in a similar manner as the heating units.  Do not obstruct the air ducts or vents. Change the filter once a month during the cooling season.  Keep all doors and windows closed during operation.  The recommended temperature range for cooling is 74 to 78 degrees Fahrenheit.  Residents are urged to turn the A/C “Off” when not at home.
The A/C units are also included in a Preventive Maintenance Program.  The contractor will contact you to schedule the service appointment.  All problems with the A/C units should be reported to the Site Manager during normal working hours and the Public Works Trouble Desk after hours.  Trouble calls for A/C units are not considered an emergency unless the resident has a medical certification from the Naval Hospital on file at the Housing Facilities office.  The contractor has up to 7 working days to respond to routine trouble calls.
BICYCLES  AND  TOYS

Bicycles and toys should not be left unattended on streets, service drives, front yards or where they may become a potential hazard.  The government will not assume responsibility for improperly stored personal property in the yard if damaged by government equipment.
CARPORTS

Carports should be kept clean and free from debris and clutter. They are not to be used for storage or work areas.  The only item housed in the carport shall be an authorized vehicle.  Oil or grease spots should be removed promptly to prevent staining. The ceramic tile carports should be cleaned weekly.
GARBAGE  AND  TRASH

The Contractor is required to collect refuse from containers.  All refuse shall be stored in plastic bags with ties inside the containers.  Each family housing unit will be provided with two
containers (through our Self Help store).  Las Palmeras residents must place refuse containers at the curbside in front of the units.  Please return them to the designated space the same day they are emptied; do not leave them standing in front of the unit or in the carport.  Las Flores residents’ trash is collected from the wooden storage areas in the rear of the units. You are required to maintain this area clean and orderly.  PLEASE REMEMBER that bulk items such as furniture, grass, shrub, branches, and debris will be picked up at the curb each Wednesday in all housing areas.  Do not set these items out until late Tuesday night or early Wednesday morning.  The trash and refuse collection schedule is as follows:
Las Palmeras
Monday and Thursday
Las Flores
Tuesday and Friday 
Do not place any trash or refuse on the curb until the night preceding the respective collection day.
HEATING

Prudently controlled heating systems provide comfort without waste.  Heating systems are designed to heat the interior living space only.  Keep all windows and doors closed and the heating ducts clear of furniture, draperies, and debris. The recommended temperature range for efficiently heating homes is 68 to 72 degrees Fahrenheit.
The furnace is fueled by diesel oil which is stored in the tanks adjacent to the units.  The tanks are filled by a contractor.  Las Palmeras residents are requested to periodically check the fuel oil level in their respective tanks.   Residents should call extension x4211 only when the tank is near empty.   
The heating systems are included in a Preventive Maintenance program. A contractor will service the system in the late summer. Residents will be contacted directly by a Contractor’s representative to schedule the appointment.  In addition to this program, periodic cleaning of filters for the furnace will assist in the reduction of fuel consumption and extend the life of heating systems.  Unclean filters prevent the proper functioning of the unit, causing overheating, probable malfunctioning and possibly fire.  Filters are available at the Self Help store and should be replaced every once a month during the heating season.
All heating problems should be reported to your Site Manager during normal working hours and the Public Works Trouble Desk after hours.  Heating trouble calls are classified as emergencies and should be responded to by the contractor within 2 hours.  Emergency trouble calls are expensive, therefore, please check the filter, the circuit breaker and the fuel oil tank before making a trouble call. 
Residents are urged to turn the heating system “Off” or lower the temperature (60 degrees) when not at home.
HOLIDAY  DECORATIONS

The installation of outside lights by the occupant is prohibited, except for holiday decorations.  Exterior holiday lighting may be installed 30 days prior to the holiday. All seasonal decorations shall be removed no more than 14 days after the holiday.  Fire resistant seasonal decorations are permitted, provided that electrical components are Underwriters’ Laboratory, Inc, (UL) approved and manufactured for outside usage.
No decorations or lighting may be installed on the roof.  Las Palmeras residents may attach the decorations to the unit fascia.  Las Flores residents are strictly prohibited from attaching any decorations or other articles to the exterior wall system. The wall system contains a waterproof membrane and any penetration will damage this system. Any exterior decorations in Las Flores shall be attached to the windows with adhesive tape only.

LAWN  CARE

The Housing Department provides lawn care for all common areas in the Housing area. Common areas are normally defined as areas beyond 50 feet around the quarters or areas excluded by government installed fencing. Residents are responsible for care of all areas within 50 feet of the quarters or half the distance between the adjacent quarters. For Las Palmeras residents, the front yard extends out to the street and includes the drainage ditches. For Las Flores residents, the front yard extends out to the brick sidewalk and includes the planter bed outside the front yard.
The following items are some general Housing guidelines for yard/lawn care by residents:                              
* Do not plant flowers along the exterior walls. This will reduce mosquito breeding and moisture entrapment. 
* No trees and bushes shall be planted within 15 feet of the unit.
* Do not plant ivy or other plants which can attach to the house or masonry walls.
* Plant vegetable gardens in the back or side yards only a minimum of 10 feet from the quarters.
* Hedges shall be kept free of debris and trimmed to 3 feet in the front yards and 5 feet in the side yards.
* During the spring and summer months, water lawns in the early morning or evening. Do not allow water to wet the exterior walls of the unit.  
* Lawnmowers, weed eaters, hoses, sprinklers, rakes, hedge trimmers, flowers, grass seed, etc.. are all available in the Housing Self Help store to assist you in maintaining a beautiful lawn.
* Hanging wall plants or pottery are not permitted in Las Flores Housing units.

MAINTENANCE  AND  IMPROVEMENTS

Residents are required to perform routine, recurring housekeeping tasks, which are normally performed by a resident in private housing. Some examples include replacing light bulbs, furnace filters and minor hardware (i.e., door stops, handles, window screens, etc.).  All heating, plumbing, electrical work and machine repair will be performed by Public Works forces or contractors.  You should promptly notify the Housing Site Manager during normal working hours when repairs are required.  The Public Works Trouble Desk is available after working hours and on weekends for emergency calls (X4337/3190).
In certain instances residents may paint their unit for the purpose of restoration or to cover stenciling prior to termination of quarters.  Contact the Housing Site Manager for paint request forms at the Housing Facilities Office.  After completion of the work, The Site Manager will ensure that the workmanship is satisfactory.  Only a standard matching color may be used.
Minor improvements, such as construction of shelves, storage racks, etc., may be accomplished if approved by the Housing Facilities Director.  The requests for minor improvements must be made in writing using the Alteration to Quarters form which is available at the Housing Facilities Office located next to the Self Help store. 
Residents are responsible for the general appearance and cleanliness of the grounds around their quarters.  The Housing Site Manager may order the removal of any structure or automobile which is deemed to be an eyesore and detrimental to the community appearance.  Housing Site Managers will monitor the housing areas daily.  If discrepancies are noted, residents will be given written notice to correct these discrepancies with a date the unit will be re-inspected.  Upon re-inspection, if the discrepancy is not corrected, the respective Command will be contacted.  If the problem persists, the necessary work will be accomplished and the resident will be billed for the cost.
Inoperative vehicles shall not be abandoned or stored in housing areas.  After the first violation notice, vehicles will be removed to the Security Impound lot. The Housing Site Managers reserve the right to order any vehicle deemed inoperative or unsightly to be towed from the housing areas at the owner’s expense. 
All repairs must be completed at the Auto Hobby Shop, including oil changes. The spill of hazardous waste (i.e., oil and transmission fluid) is a serious offense, often resulting in expensive clean up requirements.  These clean up costs will be passed on to anyone violating these rules.
PEST  CONTROL

Residents are required to control common insects in and around the units.  Various pest control products are available at the Housing Self Help store, the Commissary, and the NEX Home Store.
In the event that infestation occurs, contact the Site Manager. The Site Manager is required to visit the unit and verify the uncontrollable condition.  If an extreme case is identified, the Housing Office will send a Pest Control Contractor to the unit. This service is extremely expensive so please take all possible measures to control pests on your own.
Also, the Pest Control Contractor treats the common areas for mosquitoes, rodents, ants, worms, and many other insects.  The palm trees in the housing areas have metal bands to prevent tree rodents from nesting.  The contractor also places bait stations throughout the housing area to control rodents.
SAFETY / FIRE  PRECAUTIONS

An annual fire/safety inspection is conducted in all Family Housing units by the NAVSTA Fire Department.  Residents will receive advance notice and must be present during the inspection.  Full cooperation is required with Fire Department personnel and residents will be required to correct any deficiency that is noted during the inspection.
The leading cause of fires in family  housing is the result of carelessness when cooking, especially with grease, or leaving flammable items too close to or on top of burner units. Kitchen cabinet tops are not burn proof. Do not place hot skillets or similar items on these areas. Residents are financially responsible for all fire damage when determined to be caused by resident negligence. 
Your personal electrical appliances must bear Underwriters Laboratory Inc. (UL) seal of approval.  Do not overload electrical circuits and use only serviceable, heavy-gauge extension cords to connect appliances.  Extension cords should not be placed under rugs or in any area where they present a trip hazard. Surge protection devices are encouraged for use with electronic equipment.  Periodically check electrical cords.  Cracked or frayed cords can cause fires.
Carbon Monoxide alarms and smoke detectors have been provided in your quarters to protect you and your family. Please check them periodically to ensure proper functioning and battery condition. Fire extinguishers are available for check out at Self Help.
UTILITIES  AND  ENERGY  CONSERVATION

Residents are urged to conserve utilities as they would in their own private residences.  Money saved from energy conservation becomes available to provide other essential services to residents.  The following guidelines are provided to assist you in conserving utilities.
WATER

By stopping a drip, we save gallons of water.  Hand tighten all faucets, valves and shower controls when not in use.  Supplies to correct minor faucet leaks are available in the Housing Self Help store.  Report running commodes and water leaks to the Housing Site Manager  (during normal working hours) and the trouble desk (after hours and on weekends).  
Water lawns during early morning or evening hours.  Do not leave sprinklers operating all day unsupervised. Over-watering will cause drainage problems.
APPLIANCE  REPAIR

All major household appliances are provided by the Housing Department. Residents are responsible for general cleaning and minor maintenance (e.g. Light bulb replacement) of all government furnished household appliances.  A contractor is responsible for all major repairs.  In the event that a repair is required, residents should call the Housing Warehouse at extension x4731 during regular working hours to schedule an appointment. After hours calls to the trouble desk (x4337) should be for emergencies only, when refrigerators and stoves(both stovetop/oven not working) are inoperable.
The contractor will not respond to after hours service calls which are not an emergency, as defined above.  Residents should check electrical outlets, circuit breakers, etc., prior to making a service call.
AWNINGS

Las Palmeras residences have government installed awnings. These awnings are great additions to the houses as they provide shade and energy savings.  While residents are encouraged to utilize the awnings, proper care of the awnings is critical.
The awnings shall be kept in the closed position during rainy weather, windy conditions, or when not in use (particularly when residents are not home and at night).
As with all government equipment, residents are responsible for any damage caused to the awning that is the result of negligence.
DAY  CARE  PROVIDERS

Family members babysitting over ten hours a week on a regular basis are required to receive a certification through the Family Child Development Program.  For information contact the Child Development Center at extension 1100. 
FIREARMS  AND  WEAPONS

Per COMNAVACT Instruction 8370.1C, personnel residing in Family Housing must register all privately owned firearms and weapons with the NAVSTA Security Department. Refer to the aforementioned instruction for all details and restrictions.

HOUSING  COMMUNITY  CENTER

The Sea View Pines Community Center and picnic areas are located within the Las Flores housing area. The Community Center facilities provide a place to hold private parties, social gatherings, meetings, etc.  The Center consists of four large rooms, a play area, a typical Andalucian patio, a full kitchen ,an exterior bar-b-q grill, and two bathrooms.  Folding chairs and tables and an ice machine are also provided.
The Sea View Pines Picnic Area is a large recreational area with playground equipment, barbecue grills and picnic tables.
Reservations for the Community Center, the “reserved” picnic area, or both sites may be made up to 30 days in advance of the required date.  Reservations are strictly on a first-come, first-served basis.  Residents are required to provide a $100 deposit for the use of the Community Center (please make check payable to Treasury of the United States) at the time that the keys are obtained at the Housing Facilities office.  The deposit will be returned when the keys are returned unless the facility is not properly secured, cleaned or there are damages.
Reservations may be made by one of three ways: (1) in person at the Housing Resource Center, (2) a fax request to extension 2388, or (3) e-mail request to  PapetD@navsta.rota.navy.mil  Residents may call the Housing Resource Center at extension 1344 for information on availability, however, reservations will not be accepted by phone.
LOCK  OUTS

During working hours, keys may be borrowed from the Housing Facilities Office (Bldg. 162) which is located in the Housing area adjacent to the Housing Self Help store.  Contact the Public Works Trouble Desk at extension 4337 or Security at extension 2001 for lockouts after normal working hours and on weekends.  If you are locked out of your home, damage incurred through forcible entry by you or any member of your family will be repaired at your expense.
NEWSLETTER

The Housing Facilities Office publishes a quarterly newsletter.  This newsletter contains information on all Housing programs including “how to” hints, status of active projects, new projects scheduled and lists available Self Help supplies.  Any changes to policy or procedure will automatically appear in the newsletter.
PLAYGROUND  EQUIPMENT

All playground equipment is provided for the use of residents of family housing and shall be maintained in a neat, orderly and safe condition. Please report any discrepancies to the Housing Facilities Office during normal working hours.

TELEPHONES
The Navy Exchange coordinates telephone service for all residents.  To activate/deactivate service or to report problems with telephones, please call the Navy Exchange at extension 2487.
WATER  BEDS

Water beds are not permitted on the second floor of the Las Flores residences due to structural weight restrictions.  Water beds are permitted in Las Palmeras residences.

RECYCLING PROGRAM

All residents are required to recycle paper, aluminum, glass, cardboard and plastic. Recycle bins are available at Self Help or through the Recycle Center, Bldg. 3964, behind the NEX Home Store. Place containers curbside by 0830 on Monday mornings for Las Palmeras residents and Tuesday mornings for Las Flores residents. Keep recyclables clean by rinsing or running through the dishwasher. Contact Public Works Environmental at X2809 for more information.

SELF  HELP  PROGRAM
Family Housing at NAVSTA Rota participates in the Navy Self Help program.  Equipment and materials (See enclosed list) are provided on a loaner basis to allow the residents to perform routine maintenance and lawn care on their respective home.  Resident participation in this program saves money which is utilized for required renovation projects and quality of life improvements.
The Self Help store is located at the corner of Alicante and Pontevedra Streets in the Las Palmeras housing area.  American ID cards are required to check out equipment and materials. Spanish National gardeners and handymen are not authorized to check out any equipment or materials. In order for the program to function properly, it is required that all borrowed equipment be returned within the specified time frame.
The first late offense will result in a two week loss of Self Help privileges. A second late offense will result in a one month loss of Self Help privileges and formal command notification. A third late offense will result in the permanent loss of Self Help privileges.

SELF HELP ITEMS

	4ft. Portable Ladder

	6ft. Portable Ladder

	Address Lamp

	Adjustable Wrench

	Air Pressure Plunger

	Aluminum Door Handle

	Aluminum Frame Bracket

	Aluminum Window Handle

	Baby Crib

	Baking Pan

	Barrel Bolt

	Bath Towel

	Bathrobe Hook

	Bathroom Glass Shelf

	Bathroom Wall Cabinet

	Bathtub Diverter

	Battery (9V)

	Battery Operated Drill

	Blanket

	Block Planer

	Bow Saw

	Bowl Plate (Stove)

	Broom

	Burner Knob

	Butter Knife

	Cabinet Door Catch

	Cabinet Handle

	Cabinet Hinge

	Cabinet Safety Catch

	Can Opener

	Car Seat

	Carbon Monoxide Alarm 

	Carpet & Screening Knife

	Carpet Scraper

	Carry-All Cart

	Caulk strip, Bathtub

	Caulking Gun

	Ceiling Fan (110v)

	Ceiling Fan (220v)

	Chisel

	Circline Fluor. Lamp

	Cleaning Wall Brush

	Clothesline (Indoor)

	Coat and Hat Hook

	Coffee Cup

	Coffee Maker

	Colander

	Crew Bar

	Curtain Hanger

	Curtain Rod

	Curtain Rod Holder

	Cutting Board

	Dinner Plate

	Dish Rack

	Door Bell (Mechanical)

	Door Closer

	Door Enamel (Dk. Green)

	Door Enamel (Ivory)

	Door Enamel (White)

	Door Hinge

	Door Knob

	Door Latch

	Door Security Pin

	Door Semi-Gloss Paint (W)

	Door Stop

	Drain Trap

	Dryer Vent

	Dust Mask

	Electric Buffer

	Electric Carpet Cleaner

	Electric Drill

	Electric Hedge Trimmer

	Electric Jig Saw

	Electric Sander

	Electrical Circular Saw

	Exhaust Hood Filter

	Extension Cord

	Extension Light

	Extension Pole

	Exterior Plant

	Exterior Varnish (Clear)

	Faucet Aerator

	Faucet Handle (Universal)

	Faucet Spout

	Faucet Stem

	Faucet Washer (Various)

	Fertilizer

	Finishing Nail

	Fire Escape

	Fire Extinguisher

	Fire Place Set

	Flat Wall Paint (White)

	Floor Drain Cover

	Fluor. Tube Starter (20w)

	Fluor. Tube Starter (40w)

	Fluorescent Tube

	Fly Swatter

	Fork

	Frying Pan

	Garden Hose

	Garden Rake

	Garden Sprinkler

	Gas Grass Trimmer

	Gas Lawn Edger

	Gas Lawn Mower

	Gas Post Hole Digger

	Gas Powered Rake

	Gas Rotor-Tiller

	Gate Bow Handle

	Gate Hasp

	Gate Tee Hinge

	Glass

	Glass Scraper

	Glass Strip

	Grass Clippers

	Grass Cutter

	Grass Seed

	Gravity Pivot Hinge

	Hammer

	Hand Towel

	Handicapped Toilet Bar

	Heating Filter

	High Chair

	Hoe

	Hook and Eye

	Hospitality Kit

	Hot / Cold Pitcher

	Ice Tray

	Industrial Snake

	Industrial Vacuum

	Insecticide Spray

	Iron

	Iron Board

	Juice Pitcher

	Ladle

	Large Socket Set

	Latex Gloves

	Lawn Rake

	Lawn Roller Planer

	Level

	Leveling Twine

	Light Fixture Cover

	Linseed Oil

	Machine Screw (Various)

	Manual Aerator

	Manual Post Hole Digger

	Mason Bit (Various Sizes)

	Measuring Tape (10ft.)

	Measuring Tape (50ft.)

	Metal Adhesive

	Metal Bucket & Wringer

	Metal File

	Metal Hacksaw

	Metal Screw (Various)

	Metal Washer (Various)

	Mixing Bowl

	Mop

	Mouse Trap

	Moving Dolly

	Nail (16D)

	Nail (6D)

	Nipper

	Nut (Various)

	O Ring (Various)

	Oven Knob

	Oven Lamp

	Oven Rack

	Oven Rotator (Gas type)

	Oven Tray

	Pad Holder

	Paint Brush

	Paint Roller

	Paint Roller Cover

	Paint Tray

	Paint Tray

	Party & Meeting Podium

	Peeler

	Picket Trowel

	Pillow

	Pillowcase

	Pipe Adapter

	Pipe Cap

	Pipe Coupling

	Pipe Cover Plate

	Pipe Wrench

	Pitch Fork

	Plane Trowel

	Plastic Food Container

	Playpen

	Plexi-Glass

	Pliers

	Porcelain Repair

	Porch Lamp

	Pruning Shears

	Rat Trap

	Recycling Container

	Refrigerator Lamp

	Riveter

	Roach Trap

	Rollaway Bed

	Round Hook (Various)

	Safety Goggles

	Salad Plate

	Sandpaper (Various)

	Sauce Pan

	Screen Spline Tool

	Screen w/ Rubber Spline

	Screen Wire

	Screwdriver Set

	Shampoo Polisher

	Sheet

	Shelf Support

	Shoulder Hook (Various)

	Shovel

	Shower Arm

	Shower Curtain

	Shower Curtain Hook

	Shower Curtain Rod

	Shower Head

	Shower Holder

	Shower Hose

	Silicone

	Silverware Tray

	Single Faucet, ½

	Single Faucet, ¾

	Sink Plunger

	Sink Strainer

	Sledge Hammer

	Small Hatchet

	Small Socket Set

	Smoke Detector 

	Soap Dish

	Socket Plate

	Socket Safety Cover

	Soup Bowl

	Soup Spoon

	Space Heater

	Spatula

	Spatula

	Spreader

	Stopper

	Stopper Chain

	Stopper Chain Coupling

	Stopper Chain End

	Stopper Ring

	Stroller

	Switch Plate

	Table Fan

	Teaspoon

	Tee Pipe

	Teflon Tape

	Threshold (Carpet)

	Tint (Lt. Brown)

	Tint (Yellow)

	Toaster

	Toggle Bolt

	Toilet Paper Holder

	Toilet Paper Spindle

	Toilet Plunger

	Toilet Seat

	Toilet Seat Holder

	Toilet Tank Float

	Toilet Tank Flushing Mech.

	Toilet Tank Handle

	Toilet Tank Supply Mech.

	Tool Box (8 Pieces)

	Toothbrush Holder

	Top Soil

	Towel Bar

	Transformer (1,000w)

	Transformer (2,000w)

	Transformer (3,000w)

	Transformer (5,000w)

	Trash Cans

	Tree

	Trimming Shears

	Upright Vacuum

	Utility Knife

	Venetian Blind

	Venetian Blind Cleaner

	Venetian Blind Holder

	Venetian Blind Strip

	Vise Grip Wrench

	Wall Anchor

	Wall Bracket

	Wall Plaster (White)

	Wardrobe Rod

	Wardrobe Rod Holder

	Washing Machine Hose

	Water Can

	Water Hose Clamp

	Water Hose Coupling

	Water Saving Tank Bag

	Weather Stripping Bar

	Weather Stripping Tape

	Wet Vacuum

	Wheelbarrow

	Window Catch

	Window Latch

	Wire Brush

	Wood Saw

	Wood Screw (Various)

	Wooden Spoon
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