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INTRODUCTION

The SHAPE military community consists of service personnel from many different countries. In-processing upon arrival at SHAPE is very different than in-processing at normal U.S. installations.  You will be required to in-process through many of the normal U.S. community agencies, as well as through international agencies and to comply with SHAPE requirements and host nation requirements.

This guide-line provides information about the agencies that you must in-process through as well as optional in-processing that may or may not apply to you and your family.  This will certainly be a new experience.  Courtesy and patience are important to successful in-processing.  Many offices are only open certain days or hours, and often will close completely for lunch.  They also will often close on Belgian holidays, which are different from ours.  It is best to make a plan and call ahead.

Your Relocation Program Manager

Building 318 - Room 116, SHAPE

Business Hours:  0800-1200 and 1300-1700 Monday thru Friday

TEL:  DSN 423-4332

FAX:  DSN 423-4896

From a civilian phone in the U.S:  011-32-65-44.43.32

From a civilian phone in Belgium:  065-44.43.32

PRIOR TO ARRIVAL IN BELGIUM

· Offer and Acceptance of job.

· Go to Army Community Service (ACS) at your current assignment and request a SITES booklet about SHAPE/Chievres – SITE 0370 .  If you don’t have access to an ACS, you can access the information via a personal computer by looking up the following address:  www.dmdc.osd.mil/sites.

· A sponsor should be assigned by the gaining assignment.  INSIST ON BEING ASSIGNED A SPONSOR!!  Your sponsor should contact you as soon as possible after your acceptance to:

Exchange phone numbers, e-mail addresses, etc.


Send you a welcome packet


Offer assistance on receiving financial advice (SF 1199)


Connect you with the CPAC point of contact

· If you send a copy of your orders to your sponsor he/she can get you a mailbox prior to your arrival – this is very helpful when changing addresses.  A sponsor can also assist in setting up housing before you arrive.

· VERY IMPORTANT!  If your family members do not have a US passport they must have a visa otherwise they will only be allowed to stay in Belgium for 90 days.

· If you have young children having difficulty accepting the idea of moving, there are several resources you may be interested in using:

· "Where in the World is SHAPE, Belgium.”  This booklet, which you should receive in your welcome packet, was completed by the talented and gifted children of the SHAPE American Elementary School and tells about life here from a child’s perspective.  

· Check with your ACS or family service center to see if they have the film "Let's get a move on".  It helps kids survive the impact of changing places, saying goodbye, adjusting to new people, new situations, and new spaces.  In this film you can hear children share their feelings when they get the news, and see them getting ready, enjoying the adventure of the move itself and finding out lots of ways to make new friends.

· For children in grades one and older, there are also sponsorship programs sponsored by the International Youth Services and E-Mail Pen Pals run by the Department of Defense dependent Schools (DODDS).  Your sponsor can access these agencies for you if desired, and they will assign your child or children sponsors and/or pen pals of the same age/grade and with the same interests.  If you would like to contact these resources yourself, the point of contacts are:

Youth Services Sponsorship Assistant 

     TAG Resource Specialist

Military Phone:  DSN 423-5856 or 5613

     SHAPE American Elem. School

Commercial Phone:  32-65-44. 5856 

     Military Phone:  DSN 423-5738/5718                                                                                             


Commercial Phone:  32-65-44.5738/18


   (summer contact)  32-65-22.6804

· You can also ask Youth Services to mail you the professional Video they made, showing kids of all nationalities enjoying the SHAPE community.  It is very good.

· There are Welcome packets put out by the Youth Services that tell all about SHAPE activities – be sure to request one if you are being assigned to SHAPE.  

· Be sure to check out the websites listed in the appendix of this document prior to arrival in Belgium.  They are packed with loads of information and helpful links.

· Welcoming Everyone to Belgium, or W.E.B. is a service run by volunteers who would like to be available to answer any questions you may have about your move here.  You can contact the W.E.B. via e-mail before you even leave home by going to the 80th ASG Website and clicking on the W.E.B. link.  Once you arrive, you can visit the Welcome Center and talk with a volunteer, or attend one of their social gatherings in the Hotel.

Recommended  to bring in luggage on the plane

· Toys, games, and hand-held video games.  These items are useful on a long plane ride and in temporary quarters. 

· Snack type items (raisins, peanut butter crackers, candy bars, etc.)

· When traveling with young children, plan to bring an adequate supply of diapers and formula to last one or two weeks.  The particular brand, style, or size product you use may not be readily available.

· Child/infant car seat.  Required in Belgium and can be checked with luggage on plane.

· Important Documents:  Marriage Certificate, Birth Certificates, Orders, Passports, Driver’s Licenses, Family member employment records

· Rain jackets and long sleeved clothes.  Even in summertime, jackets are sometimes needed for rainy days or cool evenings.


ARRIVAL IN BELGIUM
It is important to give your sponsor the flight number and arrival time so he/she can meet you there.  You will leave the States from one of several CONUS airports and arrive at Brussels International Airport (B.I.A) approximately 7 hours later.  After deplaning, follow the crowd through the airport to the border control where you must show your passport or visa and a copy of your orders.  Your family members will need to present their passport.  There may be lines for EU (European Union) and non-EU countries.  Follow the Non-EU crowd.  Once through the border control you will walk quite a ways to the baggage claim area.  You will want to get an airport luggage cart to assist in moving your luggage through the airport to the parking area – pick one up on your way or at the claim area – they are free, and can be taken all the way to the parking lot.   Your pets will be brought out into the rear left baggage claims area.  After picking up your luggage, you will pass through Customs where you may or may not be stopped.  Finally, you will arrive in the international flights arrival area, where you will hopefully meet your sponsor.  

Your sponsor will then escort you to SHAPE – about 45 minutes to an hour drive.  It is advisable that you convert approximately $30.00 per person into Euros prior to your departure.  Conversion facilities are available at banking institutions in the States, or there are exchange machines at the airport.  Euros are very close in value to dollars, so you should get slightly more in Euros than what you started with in dollars.  This money may be needed for tips, to make phone calls, or to get something to eat or drink upon arrival.  As with any airport, food and beverages at Brussels International Airport are quite expensive. 

If your sponsor is not there to meet you, call the military police at NATO Support Activity (NSA) 02/7179770.  This number is on call 24 hours a day.  The military police can make arrangements to have you picked up and taken to temporary lodging.  

ARRIVAL AT SHAPE

This community is divided into 2 different physical locations:  the International SHAPE Community located near Nimy and Mons, and the US Community of Chievres Air Base and Daumerie Caserne, located near the town of Chievres, about 12 miles away.  You will have to in-process in both locations.  There are shuttle buses that run between the 2 communities, some leaving right from your hotel, which is located near SHAPE.

You sponsor should have made reservation for you at the Army Lodging Facility, the Hotel Maisieres, or at a local hotel.  During times of high transition, (such as June-August), civilians have been known to get “bumped” to a local hotel because of non-availability.  Pets are allowed only in the bungalows of the Maisieres, and most other hotels don’t allow them at all.  You may arrange to have your pet stay at the US-run kennel on Chievres Air Base.  The telephone number there is DSN:  361-5436.  There are also other Belgian-run kennels in the near vicinity.  Your sponsor can help you locate one if necessary.

Check in time at the Maisieres is from 1300-1800 hrs.  You may have to wait until 1300 hrs if your room is not ready.  As civilians you can stay at the Hotel Maisieres for 60 days.  If after this period of time you have not found a house you may ask for an extension.

At the Maisieres Hotel you will find an ATM machine run by Andrews Federal Credit Union, which will dispense dollars or Euros.  AFCU has branch offices at Chievres, Brussels and Schinnen, and can provide excellent American banking services, to include Belgian bill-paying.  There is also a Welcome Center staffed by volunteers several days a week which is an excellent resource for information, or if you have any questions about transitioning.  They can also be reached via e-mail through the 80th ASG’s website.  Look for W.E.B (Welcoming Everyone to Belgium).

IN-PROCESSING 

It is very helpful, if possible, to arrange to fly from the US on a Sunday, so that you will arrive in Belgium on a Monday.  You can use the rest of the day Monday to recover from your flight, and begin in-processing on Tuesday.   Many offices are closed on Monday in Belgium, and the CPAC does routine in-processing briefings on Tuesday afternoons.  

After checking in to your hotel, your first stop should be the Civilian Personnel Advisory Center (CPAC), which is located at Daumerie Caserne.  Your sponsor should be available to help with transportation between the 2 communities.  However, in case a problem arises, there is a shuttle bus that stops at the Maisieres hotel and at Chievres and Daumerie.  Ask the desk clerk for a schedule.
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Building 24 Daumerie Caserne

Business hours:  0900-1200 and 1300-1600 Monday through Friday

Telephone:  DSN 361/5467 or commercial 068/27.54.67

Fax:  DSN 361/5386

In-processing of civilian employees is done on Tuesday afternoon only.  If you cannot arrange to arrive prior to Tuesday afternoons, you should ensure that your sponsor pick up your Certificate of Assignment prior to your arrival so that you can proceed with your other in-processing and are not held up.

When you in-process at CPAC you will need:

· Your orders;

· Your passport;

· Your social security number;

You will receive your Certificate of Assignment (or employment letter).
You must then process through the office of the US National Military Representation (US NMR), located in the Main Building on SHAPE.   This is the large building with all the flags in front.  You’ll have to go through the gate, and will have to show ID.  Your passport is your most important ID – if you have to surrender something, give the guards your driver’s license.  

US NATIONAL MILITARY REPRESENTATIVE (USNMR)

Building 101 (Main Building) – room G103, SHAPE

Business Hours (to process paperwork):  0900-1200 Monday through Friday

Telephone: DSN 423-4403 or 5536 or commercial 05/44.44.03 or 065/44.55.36

FAX: 065/31.68.62

When you enter the main building use the phone in the main lobby to call the USNMR.  The phone number from the building is 423-4403.  Somebody will come and meet you.  They will take the employment letter and enter a certificate number, stamp the form and return it to you while you wait in the lobby.

Next, you’ll need to go to the Central Processing Facility – building 253, SHAPE.  To get there, go out through the gates of the Main Building (the main gate to SHAPE will be on your left).  Go straight across the street, to the industrial area and turn right.  Building 253 is ahead on your right.

You will need:

· The employment letter (Certificate of Assignment);

· Your passport, to prove you have not been in country for more than 90 days.

CENTRAL PROCESSING FACILITY (CPF)


Building 253, SHAPE

Business Hours:  0830 – 1200 and 1300-1730 Monday through Friday

Telephone:  DSN 366-6291 or commercial 065/326291 

FAX: DSN 423-5278 or commercial 065/445278

This office is run by the 80th ASG, the U.S. Army.  The people who work there are American and local national employees.  It is a good resource if you have problems with your in-processing, as well as an information source.  

You will receive:

· SHAPE Form 94 – Application for SHAPE and Belgian ID Card;

· SHAPE Form 75 – Application for Ration Cards;

· SHAPE Form 88 – In-processing checklist.

There is a US housing representative in this office who handles temporary living allowance for military members.  However, as a civilian employee, your living quarters allowance (LQA) will be issued and handled by CPAC.  The housing representative in this office may be able to help explain the process, however there is no government housing authorized for civilians or officers at this time.  Your housing will be handled at the International Housing Office.  Once you do sign a lease agreement, you may be authorized loaner furniture and appliances.  You will have to check with this office in order to process that request.

U.S. HOUSING SECTION

Building 253, SHAPE

Business Hours:  0830-1200 and 1300-1730, Monday through Friday

Telephone: DSN 366-6391/6392/6393/6394 or commercial 065/326391 -92-93-or 94

FAX: DSN 423-5278 or commercial 065/44.52.78


LOANER FURNITURE

If you are hired from the States you can obtain loaner furniture for a period of 3 months and a washer, dryer, range, refrigerator, wardrobes and kitchen cabinets for the duration of your stay.   You will have to wait until you have a signed lease or an agreement with housing in order to get furniture.  In order to get government furniture, you will need:

· Your certificate of assignment showing transportation agreement;

· Your orders; and

· Your lease or housing agreement
· Your Living Quarters Allowance
CUSTOMER SERVICE SECTION

Building 253, SHAPE.

Business hours:  0830-1200 and 1300-1730 Monday through Friday

Telephone:  DSN 366-6293 or  6294 or commercial 065/326293 or 065/326294

FAX:  DSN 423-5278 or  commercial 065/445278

In this area, located in the same building, you can:  

· As a newcomer, obtain a tax exemption form necessary to open a Belgian bank account.

· Get your US ID card renewed (In this case your pictures will be taken).

· Enroll your family members in the Defense Enrollment Eligible Reporting System (DEERS) - You need to bring your marriage certificate and birth certificates for any children.

Later on you can visit the Customer Service Section for:

· Passport application

· Registration of newborn babies

· To obtain escort passes for your visitors

· To obtain Value added tax forms for tax exemptions when purchasing long durable household goods on the economy.
Your next stop is in the Belgian in-processing arena.  Right across the road you will find building 210 – Room 111:  the SHAPE Headquarters In-Processing Point (SHIPPS) Office.

SHIPPS

Building 210 – room 111, SHAPE

Business Hours:  0845-1300 and 1400 – 1700 Monday through Thursday

                             0845-1300 and 1400 –1600 on Friday

Telephone:  DSN 423-5314 or commercial 065/44.53.14

FAX:  DSN 423-4082 or commercial 065/44.40.82

In this office your pictures will be taken.

You will receive:

· SHAPE ID cards for all members of your family;

· Your ration cards for gas coupons and alcohol and tobacco products. (fuel ration card is not available until after your car is registered on SHAPE)

In Europe, the cost of gasoline is extremely high.  You can buy gas at US prices using this ration card (you are authorized 400 liters per month) by buying a gas card at either the PX, located at Chievres Air Base, or at the SHAPE HQ Building.  You will pre-pay for 200 liters of gas, and then use your card when you are actually at the pump.  If your car is here when you arrive and you need gas before you actually have the coupons, ask your sponsor to allow you to buy a card from him if he has enough available.

You will need the ration card for alcohol and tobacco products if you buy either of these items at the SHAPE Rationed Items Store located in the GB shopping area, or the PX and Commissary.  This will save you the very expensive 21% sales tax.  Beer and wine are not rationed items.

You then go to the Belgian ID Card Section, in the same office.

BELGIAN ID CARD SECTION

Belgian ID Card Section:  Building 210 – room 111, SHAPE

Business Hours:  0900-1300 and 1400-1700 Monday through Thursday.  Closed at l630 on Friday.

Telephone: DSN 423-5165 or commercial 065/44.51.65

Fax: DSN 423-4082 or commercial 065/44.40.82 

Every civilian employee and their family members over the age of 12 are required to have and carry on them a Belgian ID card.  THE APPLICATION FOR THE BELGIAN ID CARD MUST BE MADE WITHIN 3 DAYS AFTER ARRIVAL IN BELGIUM.  The Belgian police will give you a temporary form, as the ID takes weeks to process since they have to wait for your permanent address in Belgium.  Once your residence is established, you’ll need to return here to provide your address.  There is a small fee to pay that varies from town to town (between 10 and 15 Euros).

You will need:

· Your certificate of assignment;

· Your passport;

· SHAPE Form 94 - Application for SHAPE and Belgian ID card (which you got at the US Central Processing Facility)


REGISTRATION OF FIREARMS

This is the same office where you register firearms if you have any.  This has to be done as soon as the weapons are physically present in Belgium.   However it is highly recommended that you NOT bring firearms with you to Europe due to very stringent local laws, and the difficulties you will encounter if you change duty stations to another country.  In some countries they are not allowed at all.  There is a fee for the registration of firearms.

You will need:

· Household goods descriptive inventory listing firearms.  

You then go to the SHAPE International Housing Office.  This is located directly across the hall, in the same room as the BELGACOM (telephone) and ELECTRABEL (electric & cable TV) offices.  You can return here later to set up these services or pay your bills.  There may be a long line for the housing office during high transition times (summer months) so plan accordingly if you have small children.  

It is important to understand the nature of housing in the Benelux area.  Houses can be difficult to find, especially during the summer months.  It is not unusual to wait 2 months in a hotel while house-hunting.  Houses are usually older, in primarily Belgian neighborhoods, and have different plumbing and heating systems than we are used to.  Windows do not normally have screens in them.  We are also competing with 18 other nations for suitable housing options here in the SHAPE vicinity.  It would be an excellent idea for your sponsor to hook you up with someone who is transitioning out, as they may possibly be able to save that house for you through the Housing Exchange Lease Program (H.E.L.P.).  Housing will definitely be your biggest initial challenge upon arrival to Belgium.

SHAPE INTERNATIONAL HOUSING OFFICE

SHAPE International Housing Office:  Building 210 – room 108, SHAPE

Business Hours:  0900-1700 Monday, Wednesday and Thursday

                              0900-1600 Tuesday and Friday

Telephone: DSN 423-5405 or 5456 or commercial 065/44.54.05  or commercial 065/44.5456

FAX:  DSN 423-4785 or commercial 065/44.47.85

Finding a house on the economy is a self-serve proposition.  There is a board with different houses listed for lease, and you choose your preferences from among the choices listed that fit your rent cap and LQA (which is issued and managed through CPAC).  You set up the appointments to see the houses.  If you need help talking to the Belgian landlords or with other translation issues, Mr. Moylan can assist you.  He can be reached at DSN 423-4642 or commercial 065/44.46.42.  He provides translation and reference assistance.  Mr. Moylan is located in building 210 room 125a.  If he is not in his office you can leave a note under his door and he will contact you upon his return.

You can then head down the street towards the closed gate, to the Finance Office.  It is located on the right side of the street as you are facing the gate.

BENELUX FINANCE OFFICE


Finance:  Building 212, SHAPE

Business Hours: 0900-1700 Monday thru Friday  

Telephone:  DSN 423-4687 or commercial 065/44.4687

FAX: DSN 423-3429 or commercial 065/44.34.29

 This may become your temporary bank.  

You  need:  

· A copy of your certificate of employment or SF Form 50 from CPAC.

· You must sign a signature card in order to be able to cash checks, exchange money, etc.

· The employee must sign the authorization to write checks here, not the spouse!

Another option to consider when deciding about banking is the Andrews Federal Credit Union located at Chievres Air Base.  They have branch offices in Chievres, Brussels, and Schinnen, NL, as well as an ATM machine located at the Hotel Maisieres outside of SHAPE.  They can assist with bill-paying, loans, checking and savings accounts, investments, and many other US banking activities.  

You can then go to the Drivers Testing Station, behind building 212.  

DRIVERS TESTING STATION


Driver’s Testing Station:  Building 220 – room 108, SHAPE.

Business Hours:  0900-1200 and 1300 – 1600 Monday through Thursday.  

                             1300-1430 on Fridays

Telephone:  DSN 423-3603 or commercial 065/44.36.03

FAX:  DSN 423-3554 or commercial 065/44.35.54

They will schedule you for a driver’s class if you drive your own vehicle and are over 18 years old.  Teenagers who have a valid US driver’s license are NOT authorized to drive in Belgium until they are 18 years old.  Classes are held every Tuesday.  This class is from 0830-1200 and 1300-1500 .  You will be tested in the afternoon, the test is written only, and consists of 50 questions on road signs and 50 questions on regulations.

You need:

· Your US Driver’s license; GET THIS RENEWED BEFORE ARRIVAL IN EUROPE!!

· A driver’s license issued by the Armed Forces Europe (USAREUR) driver’s license;

· Your SHAPE ID Card.

If you pass the test you will receive a certificate (AERSH Form 600-55H-E).   With this document you will receive your SHAPE driver’s license, your SHAPE plates and fuel ration cards. 

It  is important to understand that you cannot receive your SHAPE driver’s license until your car is registered on SHAPE, and it cannot be registered until it is physically present.  

If you shipped a privately-owned vehicle (POV) at government expense, you will be able to pick it up when it arrives at the Vehicle Processing Center located behind the Community Activity Center and the Commissary at Chievres Air Base.  If you shipped a vehicle at your own expense, you will have to travel to Antwerp to pick it up.

Consider carefully before deciding to ship an older vehicle to Belgium.  All cars older than 4 years old must pass CT or Controle Technique (an inspection).  If the car needs repairs, it is better to get them done in the US as parts and labor are prohibitive.    There are also several local dealers of US specification vehicles available.  You may also want to consider a European spec used vehicle which you can sell before returning to the States.  If you desire to have 2 cars while here, keep in mind that the second car will be assessed a steep road tax ($450-900 per year) unless the second driver becomes employed and meets certain requirements.

VEHICLE PROCESSING CENTER
Building 20174, Chievres Air Base

Business Hours: For car pick-up, 0800-1600 Monday through Friday

Telephone: DSN 361/5420 or commercial 068/27.54.20

Commercial Fax: 068/66.59.48

Call the vehicle processing center to let them know you have arrived in Belgium.

Leave your office phone number so they can notify you when your car arrives.

There is a website you can look at to check where your car is:


www.whereismypov.com
You have to provide your last name and the order number that was issued to you at the time of turn-in of your POV.

Once you are in possession of your car, you can proceed through the Vehicle Registration Office, located back in bldg 210 (same as Belgian ID Cards, but in the office next door).

VEHICLE REGISTRATION OFFICE

Vehicle Registration Office:  Building 210 – room 110, SHAPE.

Business Hours:  0845-1300 and 1400 – 100 Monday through Thursday.  Closed at 1600 on Friday.

Telephone:  DSN 423-5147 or 5462 or 4955 or commercial 065/44.5147 or 065/44.54.62 or commercial 065/44.49.55

FAX:  DSN 423-4082 or commercial 065/44.40.82

You can only register your car when it is physically present in Belgium.

The employee can register the car NOT THE SPOUSE.

You need:

· DD Form 788 -Private Owned Vehicle (POV) Shipping Document;

· Green Insurance card with your Belgian address (from your private insurance co.);

· Proof of previous registration;

· USAREUR or US State Driver’s License;

· Chassis number of your vehicle;

· Test results from the SHAPE Driver’s License Test (if you are coming from the US)

· Your vehicle must be registered before you will receive your SHAPE Driver’s license or fuel ration card.

· Leave the US plates on the car until your SHAPE plates come in (up to 30 days).

· There is a fee of 67 Euros for registering your vehicle.  If you want to register a second vehicle you will have to pay the road tax for this vehicle (fee depends on the engine size).

If you shipped hold baggage (unaccompanied baggage) and household goods, you will need to arrange to have them delivered.  You can check on the status of their arrival at the Transportation Division – Inbound.  If you are expecting an extended stay at the hotel, and have a small amount of hold baggage, it is possible to have your hold baggage delivered to the hotel – there is a small storage room available.

TRANSPORTATION DIVISION – INBOUND SECTION

Building 220 - room 103, SHAPE

Business Hours:  Monday through Thursday 0800-1200 and 1300-1700. 

                             On Friday open from 0830-1200 and 1300-1615.

Telephone:  DSN 423-5176 or commercial 065/44.51.76

FAX:  DSN 423-5409 or commercial 065/44.54.09

You need to go to this office to let them know you have arrived in Belgium so you can arrange delivery or check on the status of your shipment.

You need:

· Any shipping documents on hand;

· Copy of the orders and amendments;

· Your duty telephone number here in Belgium so you can be notified when you property arrives.


MEDICAL  RECORDS AND DENTAL RECORDS:

SHAPE Health Care Facility, Building 401, SHAPE

Business Hours: 0745-1700 Monday through Friday

                        Telephone:  DSN 423-5857 or commercial 065/44.58.57

FAX:  DSN 423-5882 or commercial 065/44.58.82

If you have military medical records, you need to take them to the SHAPE Healthcare Facility, Building 401, SHAPE.  Report to the records room.  If you don’t have military records, but you see a doctor here, the Records room will start a record file for you as soon as you see a doctor for the first time.  

There is no dental or orthodontic care available for civilians, so you will have to go to a civilian dentist.  A list with English speaking dentists can be provided to you upon request.  RECOMMEND YOU GET YOUR DENTAL WORK DONE BEFORE COMING OVERSEAS!

NOTE:  As a civilian employees you are not entitled to TRICARE so you need to have medical insurance.  But the TRICARE Staff can make appointments for you in local hospital or at Lansthul, Germany.  You can pay your hospital bill at the cashier's cage at the SHAPE Health Care Facility and then file reimbursement with your insurance company.
OPTIONAL IN-PROCESSING

SHAPE CHILD AND YOUTH SERVICES.
 If you would like to register your child/children at the SHAPE Child Development Center, in any youth or school-age services, or in the youth sports program, you need to register them first.  The Registration office is in the Community Affairs Branch Building, next to the SHIPPS building where you processed through housing and ID cards.

Youth Services Registrar’s office in  Building 209 SHAPE

Business hours: open from 0830-1200 and 1300-1500 on Monday, Tuesday, Thursday, and Friday.  On Wednesday open from 1300 to 1500.

Telephone number:  DSN 423-4328 or commercial 065/44.43.28

Commercial FAX: 065/315937 Attn:  Child Development center

You need:

· Up-to-date immunization records;

· 16 euros registration fee for the first child, 16 euros for the second child and 5 euros for the third one, free for other children;

· 3 emergency designees, with their home and work telephone numbers.   (ask if you can use your sponsor and 2 other names from your office until you get settled).


EXCEPTIONAL FAMILY MEMBER PROGRAM



Building 318, SHAPE



Business Hours:  Mon-Fri 0800-1700



Telephone Number:  423-5263

If you have a family member who has been identified as needing Exceptional Family Member status, you must in-process through the Army Community Services.  This building is located next to the US Post Office, in the same building as AFN (Armed Forces Network).

You will receive:

· Educational or Medical Enrollment Forms

SHAPE INTERNATIONAL SCHOOLS

Common Services Building 710, SHAPE

Business Hours:  0815-1545

Telephone Number:  423-5725 or 065-44.57.25

The SHAPE Schools complex is international so you can also register your children in sections other than the American one if room is available.  There is a Canadian section, which teaches half in French and half in English, and British, German, Norwegian, Belgian, and Italian Sections.  Each has different age and language requirements.  

Many Americans decide to register their young children in the Belgian preschool located on SHAPE.  It is a great way to get them speaking French fluently and quickly!  Children need to be 2 ½ and potty trained.

BELGIAN PRESCHOOL

Building 708, SHAPE

Business Hours for registration: from 0830-1230 and from 1230-1530 Monday, Tuesday, Thursday and Friday.  On Wednesday open from 

0830-1400

Telephone Number:  DSN 423-5723 or commercial 065/44.57.23

Commercial FAX:  065/84.78.64

You need:

· The sponsor’s US ID card;

· Child/ren birth certificates

· Up-to-date immunization records;

· 8 euros - school insurance fee for the entire school year


SHAPE AMERICAN ELEMENTARY SCHOOL

Building 703A, SHAPE (Registrar’s office room 115). 

Business Hours: registration is from 0900-1130 and 1300-1500 Mon - Fri

Telephone:  DSN 423-5718 or commercial 065/44.57.18

FAX:  065/31.48.52

Go to the school right away to pick up an information packet and when the total packet is returned to the school kids can start school two days later.  It is also possible to have your sponsor pick up the registration paperwork and send it in your welcome packet.  You can then mail in the registration forms, and much of the work is expedited.

You need:

· Up-to-date immunization records;

· A current school physical (less than one year old)

· US ID card;

· One copy of your orders;

· Certificate of assignment;

· Proof of Living Quarters Allowance;

· The child/children’s passport(s);

· The child/children’s social security numbers;

· Report cards from previous schools;

· 8 Euros - school insurance fee for the entire school year.

SHAPE AMERICAN HIGH SCHOOL

Building 706 - room 127, SHAPE

Business hours for registration: 0900 –1100 and 1300-1500 Mon - Fri

Telephone: DSN 423-5715 or commercial 065/44.57.15

Commercial FAX:  065/31.16.64

You need:

· The sponsor’s US ID Card;

· Orders

· The student’s passport;

· Up-to-date immunization records;

· 8 Euros, for the school insurance fee, for the entire school year.

SCHOOL BUS REGISTRATION

Building 710 (end of the school cafeteria building).

Business Hours: 0915-1115, 1330-1430 and 1600-1700 Mon - Friday.

Telephone:  DSN 423-4013 or commercial 065/44.40.13

You need:

· Sponsor’s  SHAPE ID CARD;

· Name of parent or legal guardian;

· Duty phone number and home phone number of parent or legal guardian;

· Complete home address.
VETERINARIAN CLINIC

Building  70010, Daumerie Caserne

Business Hours: 0800-1200 and 1300-1600 Monday, Tuesday, Wednesday and Friday.  Closed on Thursday for training and on the last day of the month for inventory.

Telephone:  DSN 361/5435 or commercial 068/27.54.35

FAX: DSN 361/5711 or commercial 068/27.57.11

You need to register your pets with the Veterinarian Clinic at Chievres upon arrival.  This allows the clinic to start a medical record for the animal and also to issue a new local rabies tag.  Bring the existing rabies documentation with you.

KENNEL

Chievres Air Base

Telephone:  DSN 361/5436 or commercial 068/27.54.36

Pets need to have complete, up-to-date immunizations to include kennel cough.  Reservations can be made over the phone 2 months in advance.  The kennel can take dogs, cats, rabbits, or other small mammals.

CHIEVRES AIR BASE

Chievres is the last operating Army Air Base in operation in the DoD.  It has a long and colorful history, and is currently used by both Air Force and Army flying units.  Currently, it is home to the US forces and under the control of the 80th Area Support Group. There are many facilities and activities available to Americans and Canadians at Chievres Air Base.  For a more comprehensive history and information check out the 80th ASG’s website at www.80asg.army.mil. 

Andrews Federal Credit Union:  A full-service American banking facility with branch offices all over Europe.

Commissary:  A full service grocery store with American products, to include beef.  

Community Activity Center:  a large, newly renovated hangar, which is used for large sporting events, private or unit parties, church groups, and physical training for soldiers.  It currently houses the Chievres Library.

Grandma’s Attic:  A Thrift Shop and Crafts Store, open Thurs-Saturday, 12-4pm, run by a private organization which turns all its profits back into the community.

Kennel and Grooming Services:  A place to leave your pets while you travel around Europe!  And someone to make them smell nice when you get home too.

Library:  A small library which also has videos in VHS and DVD format for loan, a computer lab with internet access, and many newly released books.

PX and PX-tra:  There is a main PX which has electronics, clothes, jewelry, books, household needs, etc.  There is also a cashier section where you can buy gas coupons and children’s lunch coupons.  There is a food court that includes American Eatery, Taco Bell, and Anthony’s Pizza, a beauty shop, barber shop, car sales, and occasional European vendors.  The PX-tra is a shoppette which houses the Military Clothing and Sales Store, the Toy and Outdoor Living sections, furniture, alcoholic beverages, some snacks and food items.  There is also a photo shop, a BDU laundry service, a video and game rental.

Launderette:  A self-service Laundromat open 24 hours.

Laundry and Dry Cleaners:  Located next to the PX-tra and the commissary.

SATO Travel Office:  A full-service travel agency where you can go to make all your travel arrangements for seeing Europe via bus, train or plane.  

DAUMERIE CASERNE

Daumerie is where the Headquarters of the 80th Area Support Group is located in Building 30.  The base consists of a barracks area for single service members and offices.  In addition, there are a few areas that you will need to familiarize yourself with.

Civilian Personnel Advisory Center:   This will be your main resource for in-processing and personnel actions.  

Daumerie Chapel:  This chapel holds services every Sunday and Bible Studies during the week.  They have active Protestant Men and Women of the Chapel groups as well.

Fitness Center:  This small but well-equipped fitness center is easily accessible if you work in the Chievres/Daumerie areas.  The staff can assist you with machines or a personal fitness program.

Prime Time Lounge:  A Belgian contractor currently serves 3 meals a day here, and it is a popular spot with soldiers and families alike on weekends.  There is a large screen TV and a pool table, and occasionally special events are held here.

Veterinary Clinic:  If you have a pet, you’ll want to familiarize yourself with the Vet services.  Many people take their animals to local, Belgian vets, particularly for off-duty emergencies.  But many times medicines and vaccinations will be less expensive through the military Vet.  

SHAPE COMMUNITY

The majority of well-being facilities are located on SHAPE’s compound.  Here you will find the following:

American Forces Network

Army Community Services

Arts and Crafts

Auto Craft Shop

Belgacom (phone & internet service)

Belgian Bank

Bowling Alley

Central Processing Facility

Chapel

Child Development Center

Cinema

Dining Facility

Education Center

Electrabel (electric, cable)

Entertainment Center

Finance Office

GB  Department Store

Gymnasiums

Health Clinic

International Club

Language Center

Legal Assistance Center

Library

Officer’s Club

Optical Shop

Post Office

Rationed Items Store (alcohol)

Recycling Center

Schools

Service Station

Sports Shop

Tailor Shop

Taxi Service

Trips and Tours

Video Rental Club

Youth Center

APPENDIX

Acronyms Used in this Document
ACS

ARMY COMMUNITY SERVICE

ASG

AREA SUPPORT GROUP

BFO

BENELUX FINANCE OFFICE

BIA

BRUSSELS INTERNATIONAL AIRPORT

CONUS
CONTINENTAL UNITED STATES

CPAC

CIVILIAN PERSONNEL ADVISORY CENTER

CPF

CENTRAL PROCESSING FACILITY

DODDS
DEPARTMENT OF DEFENSE DEPENDENT SCHOOLS

DSN

DEFENSE SWITCHED NETWORK

EU

EUROPEAN UNION

GB

NOT AN ACRONYM – THE NAME OF A STORE

LQA

LIVING QUARTERS ALLOWANCE

NATO

NORTH ATLANTIC TREATY ORGANIZATION

NMR

NATIONAL MILITARY REPRESENTATIVE

NSA

NATO SUPPORT ACTIVITY

POV

PRIVATELY OWNED VEHICLE

PX

POST EXCHANGE

SF

STANDARD FORM

SHAPE
SUPREME HEADQUARTERS ALLIED POWERS EUROPE

SHIPPS
SHAPE HEADQUARTERS IN-PROCESSING POINT

SITES

STANDARD INSTALLATION TOPIC EXCHANGE SERVICE

TAG

TALENTED AND GIFTED

TLA

TEMPORARY LIVING ALLOWANCE

USAREUR
US ARMY EUROPE

VRO

VEHICLE REGISTRATION OFFICE

Useful Websites

www.80asg.army.mil


80th Area Support Group 

www.shapeonline.net


SHAPE Community
www.brussels.army.mil

Brussels Military Community
www.80asg.army.mil/254bsb

Schninnen, Netherlands Military Community
http://www.diplobel.org/usa/

Belgian Embassy website
www.commissaries.com

Commissary information worldwide.  Click on locations, then 

Belgium, then Chievres for the latest on our commissary.

www.dmdc.osd.mil/sites
Information about the SHAPE/Chievres Community and tips for living in Belgium.

AAFES Information

1. Chievres Main Store 
 Bldg. 20150
Tue. - Thur 1100-2000 / Fri.1100-2100 / Sat. 1100-1900 / Sun. 1100-1800 / Mon. Closed 
(Ph: 0032-6845-5812; DSN: 361-5305)

CONCESSIONS:
· Dutch Treat Giftware
Bldg. 20150
Tue./Wed. 1100-1900 / Thur. 1100-2000 / Fri. 1100-1900 / Sat. 1000-1900 / Sun. 1200-1800 / Mon. Closed
(DSN: 361-5706)
·  Belgium Gifts 
Bldg. 20150
Tue./Wed. 1100-1900 / Thur. 1100-2000 / Fri. 1100-1900 / Sat. 1000-1900 / Sun. 1200-1800 / Mon. Closed
(DSN: 361-5701) 

FOOD MALL:  Bldg. 20150 

· American Eatery 
Mon. Closed / Tue.-Thur. 1100-1900 / Fri.1100-2000 /Sat. 1100-1800 / Sun. 1100-1700
(DSN: 361-5677) 

· Anthony’s Pizza  
Mon Closed/ Tue.- Thur. 1100-2000 / Fri.1100-2100 /Sat. 1100-1900 / Sun. 1100-1800
46443-5211  (DSN: 361-5677) 

· Taco Bell 
Mon. 1100-1400 / Tue.-Thur. 1100-2000 / Fri. 1100-2100/ Sat. 1100-1900 / Sun. 1100-1800 

2. Auto Parts Store
 Tue. - Thur 1100-2000 / Fri.1100-2100 / Sat. 1100-1900 / Sun. 1100-1800 / Mon. Closed
(DSN: 361-5294)
3. Four Seasons 
Mon. 1100-1800 / Tue.-Thur 1100-2000/ Fri. 1100-2100 / Sat 1100-1900 / Sun 1100-1800
46443-7308 (DSN: 361-5302)
4. Military Clothing Sales 
Tue. - Thur 1100-2000 / Fri.1100-2100 / Sat. 1100-1900 / Sun. 1100-1800 / Mon. Closed 
(Ph: 0032-6845-5812; DSN: 361-5305)
5. Alterations Shop:  Bldg. 32
Tue.-Fri. 1100-1800 / Sat. 1000-1700 / Sun./Mon. Closed
(DSN: 361-5236)
6. Barber/Beauty Shop:  Bldg. 20150 
Tue./Wed. 1000-1900 / Thur. 1000-2000 / Fri./Sat. 1000-1900 / Sun./Mon. Closed
(DSN: 361-5340; 361-5635) 

7. Laundry/Dry Cleaning:  Bldg. 2112 
Tue.-Fri. 1000-1800 / Sat. 1000-1700 / Sun./Mon. Closed
(DSN: 361-5417)

DISCLAIMER

The appearance of these external links do not constitute endorsement of the website or the information, products, or services contained therein by the U.S. Army. For other than authorized activities, the Army does not exercise any editorial control over the information that may be found at these links. These links are provided in accordance with the stated purpose of this military website.
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