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OPERATIONAL SUPPORT OFFICE
WELCOME ABOARD PACKAGE
NAVAL MEDICAL CENTER

PORTSMOUTH

MISSION

The Operational Support Office is the primary point of contact for all Reserve matters at Naval Medical Center Portsmouth (NMCP) and its satellite Branch Medical Clinics (BMC).  The OSO and staff provide administrative support to facilitate the integration of assigned reserve personnel into NMCP.  NMCP oversees more than 600 Reservists drilling in 22 Naval Reserve Detachments across 7 states and 2 REDCOMS.  Our Mission is to ensure the effective engagement of all reserve assets assigned.  The OSO coordinates and forwards all requests for operational support to BUMED M1 for validation and advertisement in the Medical Reserve Utilization Program Management Information System (MEDRUPMIS).  Coordinates and facilitates training opportunities to meet Command Mission requirements and maintain the highest reserve operational readiness.
VALUES

Reserve assets assigned will support the NAVY Core Values of Honor, Courage, and Commitment.
WELCOME ABOARD PACKAGE
 (ALPHABETICAL ORDER)
(Ctrl + Left Click on Mouse will take you to the linked area) 
APPLICATION PROCESS
AT RELEASE
BACHELOR ENLISTED/OFFICER QUARTERS (BEQ/BOQ)
BERTHING
CHECKING IN
CHECKING OUT
CONFLICT OF INTEREST
DIRECTIONS FROM NMCP TO BMC’S
DIRECTIONS TO NCMP FROM NORFOLK INTERNATIONAL AIRPORT
FOOD SERVICE CHARGES
HELPFUL SITES
HOSPITAL CORSPMAN SKILLS BASIC
LODGING NEAR BMC BOONE CLINIC
LODGING NEAR BMC OCEANA
LODGING NEAR BMC SEWELL’S POINT
LODGING NEAR TRICARE PRIME CLINIC CHESAPEAKE
MOBILIZATION
OPERATIONAL SUPPORT STAFF
PRIOR TO CHECKING IN 
PSD
SCRUB POLICY
WORK SCHEDULES
OTHER IMPORTANT ENCLOSURES
AT REQUEST FORM
HMSB AVAILABILITY SCHEDULE



..\..\HMSB\TCCC AVAILABILITY SHCEDULE FOR FY 09.xls
OPERATIONAL SUPPORT STAFF
LPO:
ADSW COORDINATOR:

HM2 Vicki Craycraft
ENLISTED COORDINATOR:
HN Tayler Fuentes 

OFFICER COORDINATOR:
HN Amanda Johnson
OSO EMAIL ADDRESS (ALL OSO STAFF):
Sending to this e-mail will ensure a timely response to your AT request or inquiries.
nmcp-atrequests@med.navy.mil
Mailing Address:
OPERATIONAL SUPPORT OFFICE (CODE 0772)
620 John Paul Jones Circle
Portsmouth, Virginia 23708
Phone Numbers:
Commercial:
(757) 953-7700

DSN:  

377-7700

Fax: 

(757) 953-5614
Duty Pager:  
(757) 314-8753
Hours: Monday – Friday 0730 – 1600
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REPORTING ABOARD

PRIOR TO CHECKING IN
All members MUST complete HIPAA training prior to arrival for AT.  Members MAY NOT work in the hospital until HIPPA requirements are completed. To access the training click following link and register. https://mhslearn.satx.disa.mil/ilearn/en/learner/jsp/default.htm. If you are new to the system your login in will be first name.last name.last 4 - ex. joe.navy.1234. Your first time use password will be Welcome-1, and you will then be prompted to change your password. When registering, enter domain 0124.
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CHECKING IN
All personnel reporting to NMCP will adhere to the following criteria:
1) Be physically qualified and within Navy PRT Standards.
2) Bring three (3) copies of orders and two (2) copies of current PAGE 2. 
*Please Note that OSO does not have access to NROWS, so you must have your orders on hand.*
3) Please be advised that per hospital policy any member performing patient care must have a current BLS card. As of 30JUN07 a statement of understanding was signed between the American Heart Association (AHA) and American Red Cross (ARC) that recognizes the other’s student level CPR training programs. It will remain in effect until 30JUN2010 when it will be reevaluated. Therefore, either AHA or ARC BLS cards are accepted at NMCP.
4) You are to adhere to and maintain all polices and guidelines set forth in, but not limited to the following Instructions:
(1) Uniform Code of military Justice
(2) Uniform Regulations
(3) NAVMEDCEN Portsmouth Instructions
Please report to Building 3, 4th floor at 0745 in uniform of the day. Please be on time. 
E-6 and below:  Summer Whites - as prescribed on or about the 1st of April.  
   Winter Blues - as prescribed on or about the 1st of October. 
E-7 and above:  Khaki authorized year round. 
*You are responsible to confirm what the uniform of the day is while you are at NMCP.*

Last Friday of EVERY Month:
Uniform of the Day for the last Friday of EVERY month is as follows:
E6 and below around October though April is Dress Blue with ribbons. Then around April though October it is Dress Whites with ribbons depending on the time of year. 
E7 and above around October though April is Winter Blues with name tags and ribbons. Then around April though October it is Summer Whites with name tags and ribbons.
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MOBILIZATION
Reservists checking onboard for mobilization should review the following link:
http://www.defenselink.mil/ra/mobil/
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CHECKING OUT
Check-out times are as follows:
LOCAL: 1500
NON-LOCAL: 1300
You will only be checked out on the ending date stated by your orders. Should you want to check out before hand, you MUST bring us an order modification prior to your check out date

.
Please make sure that your flight does not conflict with these times.  If you are not local schedule your flight later than 1530.
Upon completion of Annual Training reservists will submit their Travel Claims to their respective NRA within 5 days.
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CONFLICT OF INTEREST
BUPERSINST 1001.39E states the “Individuals may not be assigned to any Reserve Billet in which there could be a financial interest or civilian employment conflict of interest situation as defined by DOD 5500.7-R of 30 August 1993 (NOTAL)”.  In other words, civilian employees of the government may not be assigned to a mobilization billet in the office where they are employed as a civilian.  Reserve activities will forward any potential conflict of interest situation that they cannot resolve per DOD 5500.7-R of 30 August 1993 (NOTAL) to BUPERS (PERS 913) for enlisted and (PERS 911) for officers.
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HOSPITAL CORPSMAN SKILLS BASIC (HMSB)

The HMSB class is BUMED mandated for all E-7 and below who have never completed the class. If you have already completed the class then you must present the OSO office with the certificate provided. HMSB is two days long, and you must complete an AT request form and contact the OSO to schedule this training.

However, if you work full time in the medical field (i.e. EMT-P, registered nurse) then you can complete a PQS prior to coming for AT, and this will suffice for HMSB training. This can be signed off by your civilian place of employment. We must receive the PQS from you before your AT begins, so it can be reviewed.
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WORK SCHEDULES
Work schedules are to be determined by the supervisor of the department you are assigned.  Do not assume that Saturday, Sunday, or holidays are non-working days. Also do not expect to be working days, as most wards have night shifts.
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SCRUB POLICY
1.
Scrubs may be worn outside the work center anywhere inside Buildings 1, 2, or 3 so long as a clean cover gown or lab coat, buttoned completely, is worn over top. Specifically, scrubs with cover gown/lab coat may be worn in the NEX, NFCU, barber shop, food court, or any other inside area in the three buildings.
2.
If scrubs are worn while getting a haircut, they should be changed before going back to work.
3.
Soiled scrubs should be changed before going outside the work center.
4.
Scrubs are not authorized outside except when escorting or assisting patients.
5.
Scrubs may not be worn to or from work.
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PSD
PSD is located in building 272, room 168. Before calling, please check your LES using the attached link (https://mypay.dfas.mil/mypay.aspx); because you may have already been paid. If not, the point of contact is Mrs. Elizabeth Christy for reserve pay issues.  For questions and concerns, she can be reached at (757) 953-7857, between the hours of 0900-1430 Monday - Friday.
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FOOD SERVICE CHARGES
The following reflects the prices for meals effective 01OCT08: 

NMCP 
Breakfast – $2.30
Take Out Breakfast - $2.60
Lunch/Dinner - $4.25
Take Out Lunch/Dinner - $4.55
Holiday – TBA
NAS Oceana/ NAB Little Creek (Boone)/Dam Neck/NOB (Sewells)

Breakfast - $2..30
Lunch/Dinner – $4.25
*No Take Out*

NEW PRICES Effective 01JAN 2009:

***Since you will be receiving money for food while here on AT/ADT/ADSW/MOB you are expected to pay for every meal you eat at any military galley. If you do not pay at the time of your meal, any monies owed will be deducted from your pay in order to repay the command. ***

BERTHING
Call the CBH at (757-391-1388) for Government Berthing and lodging availability before contacting SATO.  Navy Gateway Inn, formally known as Scott Annex, is the closest Transient Lodging facility to Naval Medical Center Portsmouth.    The CBH Billeting Manager and staff can issue BPAs/CNAs when Government berthing is not available.  PSDs accept BPAs/CNAs only from the appropriate CBH personnel. The Navy Gateway Inn no longer “stamps” your orders with a CNA; they issue it via a printed form that is signed by the staff.
Call the Shipyard CBN at (757) 391-1388 for reservations.  Upon arrival if there are no rooms available the Navy Gateway Inn will issue you a BPA/CNA when you report to them for billeting.  If government lodging is not available you will be directed to make reservations at a predetermined contracted hotel.  Non-local reservists are required to report to the Shipyard CBH or Navy Gateway Inn for lodging availability regardless of what SATO indicates in your official orders. 
The Shipyard CBH Manager and Staff are the only persons authorized to issue BPAs (CNAs).
“ Members must exercise the same care and regard for incurring expenses to be paid by the Government as would a prudent person traveling at personal expense. “
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APPLICATION PROCESS
PLEASE READ THOROUGHLY!
· Member or TO will send OSO a filled out AT Request form to include where they would like to work. Please note that there is no guarantee that you will work where you have requested. 
· Telephone calls and “shopping” for AT opportunities is highly discouraged.
· The OSO will match the member in MEDRUPMIS to issue a Billet Line Number (BLN), and Billet Control Number (BCN) provided that the member is qualified for the job assignment, via email.  
· Once the BCN is issued, Reserve personnel and/or the Reserve Unit WILL NOT change the start date without notifying the OSO to ensure the Reservist is needed for the new timeframe. Please notify OSO if AT needs to be cancelled as well.
· A BCN is unique to the individual it is assigned, and must not be substituted or duplicated.
· The member must input the BCN in the NROWS application process. The member must also include the Billet Line Number in the NROWS application Justification box.
· AT applications submitted without a Billet Line Number or a BCN will be denied.  
· The Reservist then submits the AT application through the NROWS system. You must click “SAVE” and then “REVIEW/SUBMIT” for the application to go through.
FYI  (For NROWS application):
· The unit name requested is Naval Medical Center Portsmouth.  The UIC is 00183.
· If you type in the UIC, you can then click on GET ADDRESS, and the command address should pop up
· Be sure to verify order for accuracy and completeness prior to reporting for duty.
· Modification of orders during AT is very difficult.
. Index


AT RELEASE

· Any member wanting to do AT outside of NMCP MUST get released to do so by the OSO Office. You MUST submit a request though your DET’s COC. 
· Proper COC route: DET leadership, OSHU TO and then the NROWS approver. The DET leadership should be the one forwarding the request for the member to the OSO Office.

· If you call our office without first speaking to your COC, you will be directed to them before we will process your request for release.

· You must have completed at least the last two (2) AT’s at NMCP in order to be released. Please note however, that each case will be reviewed individually.

· If you try to submit orders in NROWS for somewhere other than NMCP they will be either denied or put on hold by the NROWS approver until you have received a release from the OSO Office.

· If you want to attend a conference that is NON-MILITARY related it will have to be close to home, i.e. No travel expenses to Uncle Sam. For example, a nursing conference located in your local area is acceptable.
· As per the instruction from OHSU Portsmouth CO, members are not allowed to use AT funds to get orders to work at a NOSC. 
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DIRECTIONS TO NMCP FROM NORFOLK INTERNATIONAL AIRPORT
Take Norview Ave. to military Highway.  Turn left onto Military Highway (at K-Mart).  Follow Military Highway for about 2-4 miles to the Norfolk/Portsmouth (264 west) exit.  Take 264 West to the Downtown tunnel.  Take the Portsmouth/Naval Hospital exit immediately after the tunnel.  Go straight to the stoplight at Effingham St.  Turn right onto Effingham St. Follow Effingham St to the main gate of NMCP.  
For questions, call (757) 953-5008
*If you are reporting to the OSO, continue to the parking garage (Bldg. 275) after passing the main gate. Enter Building 3 on the second deck; take the elevators to the FOURTH floor. The OSO is located in the Milpers department. Check in class convenes promptly at 0745 in the Milpers conference room.
For questions, call (757) 953-7700
**If you are checking into the Navy Gateway Inn, turn left onto Effingham St. once you have come off 264 West.  Follow Effingham St. to the second stoplight.  There will be a sign for the Norfolk Naval Shipyard.  Turn right to go through the half-circle at the light.  The Pass Office will be located on the right.  Go to gate 15.  Turn right at the first street after the gate.  Go down two blocks.  Turn left at the BEQ.  The BEQ is comprised of 3 buildings- 1504A, 1531, 1503.  
For questions, call (757) 391-1388/87.
***If you are checking into the Chesapeake Inn, turn left onto Effingham after exiting 264 West.  Follow Effingham St. to Andrew’s Street.  Turn left at the Scott Center Annex Gate onto Andrew’s St. The BOQ will be on the right.  The BOQ is comprised of two buildings.  These buildings are the Chesapeake Bldg, in the front, and The Landing (BLDG 1579).  The building with the green awning is the check in location.  
For questions call (757) 398-8500.
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DIRECTIONS: NMCP TO BMC’S
Sewells Point Branch Medical Clinic (757) 953-8997
Take Effingham St. to London BLVD.  Turn Right onto London BLVD.  Stay in the right lane.  Turn right at the Midtown Tunnel exit.  Stay on Hampton BLVD after the tunnel.  Follow Hampton BLVD until the stoplight in front of Gates 1 and 2.  Turn right at Taussing BLVD.  The clinic is the first building (CD2) on the right.  Turn right at the clinic.
Oceana Branch Medical Clinic (757) 953-3766
Take Effingham St. to the Downtown tunnel.  Turn left at the Downtown tunnel exit (264 East).  Take 264 East to Virginia Beach.  Take the First Colonial (NAS Oceana) exit.  Go to the 2nd stoplight.  Turn right onto Oceana BLVD.  Go to the 3rd stoplight.  Turn right onto Tomcat BLVD.  The clinic will be on the right shortly before the Main Gate.  Turn right at the clinic.
Boone Clinic Branch Medical Clinic (757) 953-8351
Take Effingham St. to the Downtown tunnel.  Turn left at the Downtown tunnel exit (264 East).  Take 264 East to 64 West (left exit).  Take 64 West to the Northampton BLVD exit.  Take Northampton BLVD (Chesapeake Bay Bridge Tunnel) exit.  Follow Northampton BLVD down to Diamond Springs Road. Make a left on Diamond Springs Road.  You will continue until Diamond Springs Road comes to an end. It will intersect with Shore Drive.  You will make a right on Shore Drive and then a left at the first traffic light located outside Gate 3.  Take a right at stop light after gate. Turn right into the clinic’s parking lot.
Damneck Branch Medical Clinic (757) 953-9897
Take Effingham St. to the Downtown tunnel.  Turn left at the Downtown tunnel exit (264 East).  Take 264 East to Virginia Beach.  Take the First Colonial (NAS OCEANA) exit.  At the 2nd stoplight, turn left onto Virginia Beach BLVD.  Take Virginia Beach BLVD to Oceana BLVD.  Turn right onto Oceana BLVD.  Go straight on Oceana BLVD for 5-6 miles to Dam Neck.  Turn left onto Dam Neck.  Take the 1st right and then the clinic will be on the right.
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LODGING INFORMATION

For Hampton Roads Area CBH - Enlisted/Officer Quarters (BEQ/BOQ)
Phone Number Listings
E-mail reservations@vqmidlant.hrcoxmail.com for Naval Station Norfolk and Little Creek only.
Main reservations line for all BEQ: 1-877-986-9258.

Naval Station Norfolk: 1-877-ZUMWALT (986-9258).  
Naval Station Norfolk FAX (757) 444-5271 
Naval Air Station Oceana (757) 417-2930 or 433-2574 

NAS Oceana/Dam Neck Annex (757) 492-6453 

Naval Amphibious Base Little Creek 1-877-ZUMWALT (986-9258) 
Norfolk Naval Shipyard (757) 391-1387/1388.
Naval Weapons Station Yorktown (757) 887-7621
NWS Yorktown/Cheatham Annex  (757) 887-7712
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The following is a list of hotels/motels for the area of the facility that you will be working.
LODGING NEAR NMC PORTSMOUTH AND NORFOLK NAVAL SHIPYARD
Renaissance Portsmouth Hotel        Harbor Towers Apt.

425 Water St.                                1 Harbor Ct.

Portsmouth, VA                              Portsmouth, VA

(757) 673-3000                             (757) 393-1600

Super 8 Motel                                Comfort Inn

925 London Blvd                           347 Effingham St.

Portsmouth, VA                             Portsmouth, VA

(757) 398-0612                      (757) 397-7788
Days Inn

1031 London Blvd

Portsmouth, VA

(757) 399-4414
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LODGING NEAR BMC BOONE CLINIC 

(At Little Creek Amphibious Base)
Howard Johnson      


Ramada Inn

5173 Shore Dr.         


5725 Northampton Blvd

VA Beach, VA         


VA Beach, Virginia

(757) 460-1151         


(757) 464-9351

0.8 Miles                   


2.2 Miles

Comfort Inn             


Super 8 Motel

5189 shore Dr.         


7940 Shore Dr.

VA Beach, VA         


Norfolk, VA

(757) 460-5666        


(757) 588-7888

0.8 Miles                  


1.6 Miles

Roadway Inn-Little Creek           
Days Inn

7969 Shore Dr.                            
5708 Northampton Blvd.

Norfolk, VA                                
VA Beach, VA

(757) 588-3600                                  (757) 460-2205

Best Western Inn                

Red Roof Inn

5718 Northampton Blvd    

5745 Northampton Blvd

VA Beach, VA                   

VA Beach, VA

(757)363-2500                    

(757) 460-3414

2.2 Miles                             

2.3 Miles

Econo Lodge                                    
Quality Suite and Sleep Inn At Lakewright

5819 North Hampton Blvd                 
6280 Northampton Blvd

VA Beach, VA                                 
Norfolk, VA

(757) 460-1000                                 
(757) 461-6251

2.5 Miles                                          
 3.0 Miles
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LODGING NEAR BMC OCEANA
Comfort Inn                    Days Inn                         Econo Lodge

804 Lynnhaven Pkwy     1000 Atlantic Ave.          2109 Atlantic Ave.

(757) 427-5500             (757) 428-6141              (757) 428-2403

2.2 Miles                        3.3 Miles                        3.4 Miles

Double Tree Hotel          Best Western Inn           Holiday Inn

1900 Pavilion Dr.           1101 Atlantic Ave.         2101 Atlantic Ave.

(757) 422-8900             (757) 422-5000            (757) 491-1500

2.6 Miles                        3.4 Miles                       3.6 Miles

Quality Inn                      Howard Johnson            Courtyard by Marriot

716 21St Street               1801 Atlantic Ave.          2501 Atlantic Ave.

(757) 422-3617             (757) 437-9100             (757) 491-6222

3.1 Miles                        3.5 Miles                       3.7 Miles

Ramada Inn                    Comfort Inn                  Super 8 Motel

615Atlantic Ave             2015 Atlantic Ave.        2604 Atlantic Ave.

(757) 425-7800             (757) 425-8200           (757) 425-5971

3.3 Miles                        3.6 Miles                      3.7 Miles

Comfort Inn                   Ramada Inn                  Econo Lodge

2800 Pacific Ave.          3108 Atlantic Ave.       3637 Bonney Rd.

(757) 428-2203            (757) 425-7730           (757) 486-5711

3.7 Miles                       3.9 Miles                      4.1 Miles

Holiday Inn                   Days Inn                      Howard Johnson

2607 Atlantic Ave.        3107 Atlantic Ave.       3705 Atlantic Ave.

(757) 491-6090           (757) 428-7233           (757) 428-7220

3.7 Miles                      3.9 Miles                      4.1 Miles

Econo Lodge                Sheraton                       Holiday Inn

2707 Atlantic Ave        3501 Atlantic Ave.       3900 Atlantic Ave.

(757) 428-3970          (757) 425-9000            (757) 428-1711

3.8 Miles                     4.0 Miles                      4.2 Miles
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LODGING NEAR BMC SEWELL’S POINT
(At Naval Station Norfolk)
Welcome Inn                            Days Inn

8901 Hampton Blvd                 1631 Bayville St.

Norfolk, VA                             Norfolk, VA

(757) 489-0801                        (757) 583-4521

0.8 Miles                                  1.8 Miles

Hampton Inn                            Quality Inn

8501 Hampton Blvd                1010 W. Ocean View Ave.

Norfolk, VA                             Norfolk, VA

(757) 489-0801                        (757) 587-8761

Miles                                        2.3 Miles

Comfort Inn- Naval Station     Econo Lodge

8051 Hampton Blvd.               9601 4th View St.

Norfolk, VA                            Norfolk, VA

(757) 451-0000                       (757) 480-9611

1.2 Miles                                 2.6 Miles
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LODGING NEAR TRICARE PRIME CLINIC CHESAPEAKE

Red Roof Inn
724 Woodlake Dr
Chesapeake, VA 23320
1-757-523-0123
From Interstate 64 Take Exit 289-A (Greenbrier Parkway)
Extended Stay
809 Greenbrier Circle
Chesapeake, VA 23320
1-877-477-5817
From Interstate 64 Take Exit 289-A (Greenbrier Parkway)
Hilton Garden Inn
1565 Crossways Blvd
Chesapeake, VA 23320
1-757-420-1212
From Interstate 64 Take Exit 289-A (Greenbrier Parkway)
Best Value Inn & Suites
721 Conference Center Dr
Chesapeake, VA 23320
1-888-315-2378
From Interstate 64 Take Exit 289-A (Greenbrier Parkway)
Super 8 Motel
100 Red Cedar Ct
Chesapeake, VA 23320
1-800-434-6835
From Interstate 64 Take Exit 290-B (Battlefield Blvd)
Days Inn Greenbrier
1433 Battlefield Blvd
Chesapeake, VA 23320
1-757-547-9262
From Interstate 64 Take Exit 290-B (Battlefield Blvd)
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USEFUL LINKS
(PRESS CONTROL AND CLICK)
NEEDED SITES
https://nrows.cnrf.navy.mil/nrows/ (NROWS) 
http://www.satotravel.com/  (SATO TRAVEL) 
http://www.nsa-norva.navy.mil/Bachelor%20Housing/index.htm (BEQ/BOQ HOUSING) 
http://www.navy-lodge.com/nl-findalodge.html (NAVY LODGE) 
http://www.dior.whs.mil/forms/DD1351-2.PDF (TRAVEL VOUCHER) 
http://www-nmcp.mar.med.navy.mil/  (NMCP HOMEPAGE) 
http://www.dtic.mil/perdiem/trvlregs.html (PER DIEM RATES)
MAPS/ DIRECTIONS
http://www.mapquest.com/directions/main.adp?bCTsettings=1  
http://www.randmcnally.com/ 
HELPFUL SITE

http://kellybeamsley.com/military/ 
OUTSIDE BERTHING 
http://www.expedia.com/daily/home/default.asp 
http://www.orbitz.com  
RENTAL CAR SITES
http://www.avis.com/AvisWeb/home/AvisHome  
http://www.enterprise.com/car_rental/home.do  
ENTERTAINMENT
http://www-nmcp.mar.med.navy.mil/mwr/index.asp 
http://hamptonroads.com/  
http://www.ticketmaster.com


TRICARE RESERVE SELECT HEALTH PLAN
National Guardsmen and reservists enrolled in the TRICARE Reserve Select health plan can now go to the TRICARE Web site to transfer to the new, improved program that will replace it 01 Oct 07. 
http://www.defenselink.mil/news/newsarticle.aspx?id=47035
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