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INFORMATION AND GUIDELINES PERTAINING TO 

360 TRS DETACHMENT 1 

FORT EUSTIS, VA

 

WELCOME

 

Welcome to the 360 TRS, Detachment 1.  Our parent unit is the 360th Training Squadron, which is located at Sheppard AFB Texas. It is one of the Air Force’s largest training squadrons and we train over 10,000 students annually.  Your supervisor will assist you in completing any and all of the necessary steps and procedures to ensure any issue, problem, or concern that you have is resolved.  Always use your chain of command, adhere to regulations, and focus on learning – this approach will help ensure your “tech school” experience is rewarding.  The remainder of this handbook is divided by subject area with its own heading.  Consult the First Sergeant as necessary for more information or clarification.

 

GETTING TO FORT EUSTIS
Directions from Interstate 95:

Take Interstate 64 East to Exit 250A, Fort Eustis Blvd (Route 105 West).
Follow Fort Eustis Blvd to main gate of Fort Eustis.

If you are using commercial air travel, there are two airports available: Norfolk and Newport News.  In either case, secure a local taxi service to travel to Fort Eustis.  There is no base shuttle available on Fort Eustis. 

 

In case of an emergency or delay while en route to Fort Eustis, contact our office 757-878-2031 x26 or x24.  If there is no answer, please leave a message identifying yourself, reason for the delay, course you are to attend, and course start date.  Also, contact your home unit to inform them of your situation.

 

IN/OUT-PROCESSING
 The center of activity for the Detachment is the Orderly room, which located in building 804-second floor.  The Orderly Room’s hours of operation are Monday through Friday from 0800 to 1700 hours.  Presently, school hours are:  H-60, 0830 to 1630 and H-53, 0800 to 1600.

When you arrive at Fort Eustis, you should report to the Billeting front desk, building 2110.  Their commercial telephone number is 757-878-5784 DSN 826 After you have processed into your room, report to the Detachment Orderly room.  Be sure to bring copies of your orders and any other related paperwork when reporting in.

If you arrive during non-duty hours, report NLT 0800 on 1st duty day after your arrival. i.e. (Monday through Friday).

Before leaving Ft Eustis, all students are required to out-process with the Orderly room.  Out-processing can be done one day prior to graduation.  Members must be in uniform to out-process.  IAW AETC all students 26 and younger must fill out a 29B prior to traveling/leave

TEMPORARY MAILING ADDRESS
Once you arrive at Fort Eustis, you may use the following temporary address:

 


  (Rank and Name)


  804 Gaffey Place


  Fort Eustis, VA 23604-1531

 

Your mail will be delivered to Building 804 and can be picked up in the Orderly Room.  At the end of your training you are responsible for initiating a “change of address” with the post office.  Failure to do so will result in all of your mail being returned to the sender.
 

Professional Relationships

Comply with 82 TRG Commander’s memorandums, and AFI 36-2909, Policy on Fraternization and Professional Relationships are available in the Orderly Room Blding 804.  

Trainees will not directly or indirectly or through other persons:

· Take part in any personal commercial solicitations or solicited sales of personal property or real estate to, or engage in any business or financial activities with faculty or staff members. This prohibition does not apply to a one-time sale of personal property or a privately owned dwelling to a faculty or staff member, or the renting of a privately owned dwelling from or to a faculty or staff member not assigned or attached to the same training organization.

· TDY students will not socialize with NPS students off duty, except for official functions approved by the Detachment Commander (study group can be approved by 1st Sergeant).

· Establish a common household with a member of the faculty or staff (that is, share an apartment, house, or other dwelling).

· Make sexual advances toward, or seek or accept sexual advances or favors from, NPS students or faculty or staff members.

· Use threats, pressure, or promise of return favors or favorable treatment for the purpose of gaining sexual favors from faculty or staff members.

· Develop or attempt to develop a personal relationship with faculty and staff members within the same training organization. 

· By example, but not limited by the following, trainees will not:

· Attend social gatherings, gambling; or frequent pubs, bars, or theaters on a personal social basis with faculty, staff or NPS students.

· Accept alcohol from, or consume alcohol with, faculty or staff members on a personal social basis.

· Will not consume alcoholic beverages with, or in front of NPS students anytime—no exceptions

UNIFORM REQUIREMENTS

Students attending training at Ft. Eustis must have sufficient quantities of required uniform items to meet military dress standards at all times.  Duty uniform is the battle dress uniforms (BDUs).  All students are required to have service dress available for graduation; exception students going through the 7-level craftsman students do not require their service dress. 

Students are responsible to ensure their uniform items are current and fit properly (i.e., male light blue shirts have epaulets, new US insignia, brown or black undershirt for wear with BDUs, etc.) and that they have all uniform items needed prior to arrival at Ft. Eustis.  Since clothing sales on Ft Eustis doesn’t’ sell Air Force items.  For further uniform information, refer to AFI 36-2903, Dress and Personal Appearance of Air Force Personnel.

Standards  
Absences/Illnesses

If you are too ill to attend class, you must report to morning sick call at the hospital.  If your class starts before 0700, report to the emergency room if you feel it necessary to have immediate attention.  You cannot place yourself on quarters or call-in sick.  If you don’t seek medical assistance, you absence will not be excused.  In addition, if you are not placed on quarters, you are presumed returned to duty and you must report to your duty section.  In case you are placed on quarters, notify the First Sergeant immediately at 878-3031 ext 24.

Accident/Injury Reporting
If you are seen at the emergency room for an injury or are hospitalized, you must notify the First Sergeant immediately.

Alcohol/Drug Abuse

You must be 21 years of age or older to drink in Virginia.  If law or regulation does not otherwise restrict it, individuals may consume alcohol if they choose.  It is illegal to provide alcohol to anyone under age 21.  Abusers will be severely disciplined!  Drug abuse will not be tolerated!  Remember:  we are guests on an Army post and represent the US Air Force.

Appointments

Legitimate appointments are a reason for missing class.  Appointments will be coordinated with your instructor and the appointment slip presented to document the absence.  Keep all appointments, which are made for you.  Make all appointments for non-school hours, when possible.  When you make appointments let the agency know what shift you are on. IT IS THE SCHOOL’S RESPONSIBILITY, NOT THE UNIT PERSONNEL OFFICE’S, TO DETERMINE WHETHER YOU ARE EXCUSED OR UNEXCUSED, IF ABSENT.  Failure to report to class or leaving one’s place of duty without authority is punishable offenses under the UCMJ.

Customs and courtesies

You are expected to render all proper customs and courtesies while stationed at Ft Eustis.  Keep in mind that the Army has Warrant Officers (WO) as well as commissioned officers, and you must render a proper salute to WOs as well.  Retreat is sounded at 1700 each duty day and either the National Anthem or “To the Colors” may be played.  You must exit your vehicle and salute on an Army installation.

Leave Policy

Normally, leave is not authorized during academic training.  Leave is not required for weekend travel inside the local area (150-mile radius).  However, if you plan to travel farther distances, leave will be required unless a pass is obtained from the Associate First Sergeant or the Detachment Commander.    

Emergency leave will be approved only after verification from the Red Cross.  If an emergency arises at home, have your family contact the Red Cross, who will in turn contact either the Associate First Sergeant or the Commander.  If you have an emergency and need to contact someone, call the First Sergeant at 878-2031 ext 24.  Leave forms may be obtained from the ORDERLY ROOM.  

Tobacco Use
IAW AETC policies, TDY personnel are prohibited from using tobacco products during the training day and in front of non-prior-service (NPS) students at other times.

FINANCIAL MATTERS

Military Pay


Do not depart for Technical Training without out-processing through your military pay office.  Make sure you are thoroughly briefed on your pay and entitlements.  Make sure if you claim a dependent that military pay has the proper documentation.  

Per Diem

Students in TDY status are entitled to per diem.  Per Diem is an allowance that helps defray the cost of quarters and meal surcharge.  Students receiving per diem may eat in the military dining facilities.  Check your orders! Orders must direct meals available.  Current per diem information can be found at the Per Diem, Travel and Transportation Allowance Committee's web site at http://dtic.mil/perdiem/  

PCS students are entitled to advance pay that would be collected by payments over the life of your order.  E-4's and below are required to have the commander's approval.  If you feel you need this advance to help offset the cost of setting up a household upon arrival, check with your pay office before departing for Fort Eustis!

 

Government Charge Card
A government charge card is highly encouraged.  Students should be offered the government charge card.   If you are not authorized a government charge card, you are entitled to a travel advance.  Make sure you go to your military pay office for assistance.  If you do not already possess a government charge card, please make sure that you apply for one with your home unit as soon as possible.  You will use the card to pay for your lodging at Fort Eustis Billeting and/or to obtain cash from an Automated Teller Machine (ATM), for authorized expenses. 

Travel Vouchers
After 30 days, you may obtain your first travel payment for accrued per diem.  You will need to submit a completed Travel Pay Worksheet (DD 1351-2) along with a copy of your TDY orders and a voided blank check for electronic funds transfer (EFT) into your direct deposit account (or you can request payment by check), to your base travel pay section.

 

ANG/AFR LIAISON OFFICE
 The Liaison Office is located at Sheppard AFB and is open 0800 to 1700 hours, Monday through Friday, unless noted.  The telephone number is DSN 736-6707/5431 or commercial (940) 676-6707/5431.  The other number they can be reached is DSN 736-5422/5431 or commercial (940) 676-5422/5431.  The office's mailing address is:  

 


  OL M HQ AFRC/DP


  319 K Ave Bldg 1638 Ste 2


  Sheppard AFB TX 76311

 


Administrative assistance is provided and can be reached at DSN 736-5431, or commercial (940) 676-5431.

 

HOUSING

Students attending a course that is less than 20 academic weeks in length are in TDY status (AFCAT 36-2223).  All Air Reserve Technicians are billeted by their military grade. TDY students are housed in billeting. You will be billeted at or near Fort Eustis. Air Force TDY students are not authorized to use Langley AFB billeting; they must stay at Ft. Eustis.

Off base housing
All personnel regardless of BAH status must check with the Housing Referral Office at Langley AFB before entering into any agreement for off-base housing.  The Detachment Commander must approve off base housing.  
 

 

LOCAL ITEMS
Detachment functions
Detachment Commanders call is mandatory.  TDY students are encouraged but not required to attend other various detachment functions in which NPS students attend.  You will be notified in advance of any functions.

Physical conditioning
Physical conditioning is your responsibility.  However, you are encouraged to attend PC with NPS students on the scheduled days.  Formation time for PC for NPS students is 0500 for dayshift at Bldg. 804 on Monday, Tuesday, and Thursday.  The post also has a variety of facilities to help you stay in shape during your stay here.

Traffic Safety
Wearing seat belts is mandatory on and off base for all DOD personnel.  Marching formations and pedestrians have the right-of-way.  Do not pass a marching formation that has any members in your lane of travel unless waived around by the formation commander.  Pass troops at no more than 5 MPH, regardless of direction of travel.  You cannot drive between marching formations.  You cannot follow any closer than 50 feet of a formation.  Always obey the road guards.  Troop formations may be hard to see during hours of darkness.  Be on the lookout for troops!
Weather

Climate in the Hampton Roads area is mild with hot humid summers and average winters that are wet with little snow. Severe thunderstorms, tornadoes, and hurricanes pose the most significant weather hazard for the area.

Tornado safety- In the event of an exercise, watch or warning, ALL students and instructors will proceed as directed until instructed that ALL IS CLEAR. Ensure that ALL of your students are accounted for at the beginning, to ensure everyone is safe.

Hurricane awareness- Hurricanes are the most threatening to residents along our coastline.  Hurricane season starts in May and extends through November.  Heavy rains, flooding, and tornadoes add to the damage hurricanes can inflict upon your home and community.  Listen to your local weather service for updated hurricane advisories and contact your unit disaster preparedness monitor for information concerning what actions should be taken. ITRO personnel will use the ARMY severe weather notification system to stay informed about weather warnings 

Privately Owned Vehicles

You may use your POV to transport yourself and other TDY students to and or from class or other official duties anytime during the duty day.  Parking at school will be as designated by your instructor.  TDY personnel will neither provide, nor receive transportation from Non-Prior Service (NPS) students.  TDY personnel must provide vehicle information (Make, color, model, license plate number and state) to the personnel office upon entering training at Ft Eustis.  

Vehicle Registration

If your vehicle is not registered you will need to have it registered to enter both Ft. Eustis and Langley AFB.  This may be accomplished at LAFB pass and ID office.

