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Ideas and resources for ongoing activities to assist

those leading or facilitating Family Support Groups (FSGs) in developing a more comprehensive program



(	Activities



(	Maintaining Telephone Contact



(	Newsletters



(	Volunteers

��

�

�The type and scope of activities in which the Family Support Group (FSG) becomes involved depend largely on the identified needs of unit soldiers and their families; the number of FSG volunteers available; and the time, energy and creativity of those volunteers. The emphasis will also vary depending on whether it is a deployment or a nondeployment period for the unit.



Since the goal of an FSG is to support the military mission through provision of support, outreach and information to family members prior to and during periods of family separations, certain FSG activities are essential and common to all groups. These include holding regular meetings for battalion and company representatives and contact people; publishing FSG newsletters/command letters; maintaining up-to-date family rosters; and organizing a telephone chain.



Many other activities that FSGs commonly sponsor, coordinate or participate in also directly or indirectly foster family support goals. These typically include:



(	Sponsoring new families;



(	Holding newcomers' orientations;



(	Organizing holiday and other unit parties or outings;



(	Arranging employment or relocation briefings;



(	Compiling listings of available child care or actually providing short-term care;



(	Arranging transportation, especially during deployment, to essential locations such as the commissary or hospital and to FSG meetings;



(	Obtaining discount tickets for family activities, especially during deployment;



(	Making plans for homecoming;



(	Raising funds;



(	Providing workshops on topics such as coping with stress, managing loneliness, military benefits, prenatal care, preparing for deployment (emotionally and practically) or using community services; and



(	Distributing deployment assistance materials and Community Resources Directories to all family members.



FSGs often form committees at the company and battalion levels to handle various FSG activities and events. This maximizes involvement, makes the best use of individual talents, and avoids volunteer overload and burnout.

�

DESERT STORM UPDATE



TOPIC: FSG Initiatives



Discussion: FSG activities should include ongoing initiatives to sustain family members in dealing with common problems.



Lessons: FSG initiatives could include predeployment training classes or programs on:



(	Family stress management

(	Antiterrorism precautions, especially overseas

(	How to keep busy with sports, crafts and or volunteer efforts

(	How to read Leave and Earnings Statements

(	Spousal employment information and opportunities

(	Basic home maintenance, including Army self-help programs

(	Auto servicing

(	CHAMPUS procedures

(	Dealing with the news media

(	Control of privately owned firearms

(	Managing finances

(	Counseling children about deployment





�Bake sales, auctions, ecology drives and car washes are among the fund-raising activities that might be authorized as FSG fund raisers. If conducted on post or at a National Guard armory or a Reserve center the activity must have the unit commander's approval prior to the event. If conducted off post, any permits or licenses would be the responsibility of the FSG, and the activity should have the unit commander's prior approval. Ideas should be submitted to the appropriate approving authority well in advance.



LIMIT

If conducted off post, an appropriate disclaimer must be included in all advance publicity and on signs or posters at the site such as the following:



This activity is not an official function of the U.S. Army.



The unit commander, in consultation with the local Staff Judge Advocate's office, can provide the words appropriate to the occasion.

��Remember, these events can only be successful if they are publicized and involve as many persons as possible. Several ideas can be combined and incorporated into carnivals and festivals.



Many other FSG activities can be planned primarily for fun - and to develop group cohesion. For example, potlucks are a good way to welcome new people. Schedule them on Sunday afternoons during deployments. Sometimes it's easier to get couples together at a potluck for their first FSG function. Take time to share recipes. Develop an international flavor by bringing traditional dishes from each family's native country of heritage. Organize a house-to-house potluck with salads at one house, dinner or dessert at another.



Picnics can be organized for families and soldiers that have stayed behind during a deployment. Have the soldiers be responsible for the music. Use picnics for predeployment briefings. Have soldiers babysit and entertain the children; take pictures of the moms, dads and kids. Arrange a barbecue after a deployment where soldiers get awards and their wives and other support people get certificates of appreciation. Schedule picnics with ample space for children to play and people to eat. Make sure restrooms are available. Organize family competitions between platoons or between companies at battalion picnics.



Schedule a family day right before a deployment so the spouses can meet one another. Have movies and inexpensive meals. If soldiers are deployed, show videos of them at work. Have a carnival. Visit night-time firings so families can see their soldiers at work. Set aside one day a week for families while soldiers are deployed; arrange games for adults as well as children. Plan a tour to an often overlooked but inexpensive place. Arrange car pools and have babysitting available as needed. Have a field day where a child or spouse does a soldier's job for a couple of hours, followed by a lunch or dinner. Let children ride in trucks or sit in helicopters. Arrange a unit family-day picnic at the beach.



Holidays provide many opportunities for FSG activities. Organize an Easter egg hunt and involve single soldiers by having them hide the eggs, play the Easter bunny or judge the winners. At Halloween, have secret pals among the adults; discover who your secret pal is at Halloween-time coffee. At Christmas, in addition to organizing gift parties for the children, make stockings for single soldiers, build camouflage Christmas trees or decorate quad doors. Have the unit participate in annual 4th of July celebrations with a pot luck or barbecue. On Valentine's Day, have children make valentines for single soldiers, or have each spouse be a "secret sweetie" with another spouse of the same sex.



At Thanksgiving, plan a big dining hall dinner for all unit families and single soldiers with "Turkey Trot" activities. During deployment, plan a "Mom's night out." Trade off babysitting with another company. Schedule bingo nights, card games, movies or videos of soldiers in action. Have a banner-making party for returning soldiers. Plan welcome-home parties, especially for midnight homecomings. Have soup and sandwiches or cookies and coffee. Go ice skating. Offer door prizes at

�predeployment briefings. Plan a children's party; create presents or pictures for the missing parent. Take family pictures to send. Rent cabins for a weekend family campout.



Ask to have predeployment briefings at a time that lets soldiers go home with their spouses afterward. Have a letter sent from the commander to family members explaining the deployment - where the unit is going, why and what kind of training they expect the soldier to receive.



Invite new spouses to gatherings personally and provide transportation if you can. Identify bilingual or non-English speaking spouses and make a special effort to help them feel a part of the group. Consider arranging FSGs by language. Have welcome or hospitality committees who assist arriving and departing soldiers. (Don't forget single soldiers in this.) Adopt a single soldier to send letters to and to invite for Thanksgiving or Christmas dinner. Remember families in special need with holiday food baskets and Christmas gifts for the children.



Have several small activity parties on the same evening and let each spouse choose what's most interesting. Have an FSG meeting where video games or other attractions are available to amuse the kids while the spouses socialize. Color-code name tags at battalion meetings or family days so spouses can easily identify families in the same company. (This could also be done by geographical area.)



Announce awards, marriages and births in the monthly newsletter. Present unit certificates of appreciation to all those involved in the FSG, not just the most active ones. Recognize births with special certificates.



The post television channel can be utilized to educate Army families on family readiness. Programs should hold family members' interest, whether dramatizations, skits or announcements promoting participation in FSGs and the importance of family readiness. A well-produced half-hour video on the subject of family support and deployment readiness could be aired periodically, especially when deployment is anticipated.



Workshops for company commanders, NCOs and their spouses on the importance, structure and needs of FSGs can also be sponsored. Readiness should be part of the unit's team-work; a readiness buddy system involving two couples or a platoon "readiness party" with awards for the "readiest" family may help accomplish this.



Family support briefings might be more effective at the company level. Basic deployment readiness information should be included in welcome packets and the importance of family readiness stressed at welcome briefings rather than waiting for predeployment briefings. Predeployment briefings might include a slide show about the unit's destination, especially if it is a foreign country.

���Company commanders should have a record on each soldier and his or her family. They should be aware of the needs and special needs of each family. Chaplains might be encouraged to devote a sermon to the importance of family support groups and family readiness.



The Rear Detachment Commander (RDC) should be involved in postdeployment briefings. His or her first-hand knowledge of family problems during deployment is valuable to the family support system. The RDC should be chosen on the basis of experience rather than convenience. Single and younger commanders may not be as sympathetic to family needs as an older married commander.



All these activities - whether sponsored by the FSG alone or with Army leadership, whether for social, educational or fund-raising purposes or for providing assistance to families with specific problems can contribute to military readiness by contributing to the health and cohesion of the family and the community.





�

The telephone tree extends to all members of the FSG. It is organized much like the unit's alert notification roster. FSG volunteers probably use the telephone tree the most frequently to convey information, interest and support to family members, especially during deployment. Confidentiality and discretion must be used in conveying information through the telephone tree.



Community resource personnel should be identified and made available to unit representatives and FSGs to help them handle some of the more difficult situations that may arise. Guidelines for telephone contacts are included below.



The unit roster is the basis for the FSG telephone network. Volunteers should be recruited to contact no more than ten family members each. More than ten calls may overtax the volunteer. Generally, however, the number to be contacted will depend on the size of the unit and the number of volunteers. Two types of rosters may be generated and used by the FSG: volunteer rosters and membership rosters.



An FSG roster should contain the names, addresses and telephone numbers of all key family-member volunteers, as well as those of the unit Point of Contact (POC). Because of the function these key people have within the FSG, this roster should be given maximum official visibility. All those persons to be listed should be informed about this and voluntarily agree in writing to have this information published. The roster should definitely be available in the Family Assistance Center and in family-member directories, and it should be included in deployment assistance materials.



Key military and family members listed on the volunteer roster must be perceived by all as legitimate sources of help. Single soldiers should know that they can also use the FSG for sending accurate information to their next of kin or significant others while deployed.



�The services that FSG volunteers can provide must be widely known and the volunteers' credibility established.

�

An FSG membership roster consists of updated names, addresses and telephone numbers of all families within the unit. The information will be used by the FSG volunteers who initiate and maintain contact with those family members who desire to be in support circles.



LIMIT



Participation must be voluntary and a privacy act statement included on the form. Confidentiality and the discretionary use of this information must be stressed.







�For maximum participation, the purpose of collecting this information will need to be explained to soldiers and their family members. This can be done during in-processing into the unit or at a unit newcomers' briefing or FSG briefing. The rosters, to be an effective tool, must be updated continuously.



The availability of contact people for calls from families within the command is critical to a successful FSG program. This will ensure that they are a visible part of the command. A large portion of their time will be expended dealing with individuals on the telephone. Therefore, it is imperative that they be prepared for any type of call. The more information and resources they have, the better equipped they will be to assist those seeking help.



There are many ways to gather information and develop resources. Contact people should become familiar with the unit's community resource and deployment materials and keep them handy. Contact people should be encouraged to be innovative with ideas and to share information with one another. Create a network of communication among FSG representatives, and encourage them to attend educational workshops and meetings.



These guidelines should be passed on to contact people:



To keep unit families well informed, you should ensure that you have current information. The information you receive from callers should be clear, concise and accurate. Make sure you understand what is being said and if not, have it repeated.



When dealing with a problem call, ask pertinent questions and record the information you gather. When possible, give the caller information on available resources and encourage them to follow up on their own. If this does not work, then you should attempt to find a reasonable solution. In doing this, be sure to tell the caller of your intentions. Do not tell them you cannot or will not help them. If you don't know the solution, continue to investigate, keeping the caller informed.

�Exercise tact, politeness and good listening habits when handling phone calls. Ask yourself how you would like to be treated over the phone. If you don't know what to do or don't have an answer, don't be afraid to say this. Assure the caller that you will try to find the answer. Utilize the resources that are available to you, such as your unit POC, RDC, Army Community Services personnel and chaplains. This is another reason to keep yourself well informed and up to date on current resources.

�

LIMIT



Be aware that some problems, such as spouse and child abuse, must be referred to the appropriate agency. Don't try to be a psychologist or social worker. You may do more harm than good. Refer the caller to the right place to get the help he or she needs.







�Confidentiality plays an important part in your position as an FSG representative. When a family within your command comes to you with any problem or tells you something in confidence, it is your obligation (with the specific exceptions listed above) to keep the confidence. Your worth as an FSG representative may depend on how well you keep a confidence regarding the personal problems of a particular person or family.



(	While listening, ask yourself these questions:



(	What is the caller feeling? Keep in mind every call is important to the caller.



(	What basic needs of the caller are not being met?



(	What are your own expectations? Are they realistic?



(	Who might assist? Use available referral resources.



There are many different types of calls and each should be handled differently.



Information calls. As has already been stated, keep your information current and accurate. Giving outdated information can create many problems. If the information the caller is looking for is not available to you, then you should seek it out. Maintain a notebook of all resources, announcements and information you receive relating to Army families. The Army and civilian communities offer many services, and you should be constantly gathering information concerning them.



Problem calls. Record all pertinent information. Ensure that you follow up on all calls, even if it is just to check that everything is all right.

��Crisis calls. The handling of this type of call can be a delicate situation. What determines a crisis? Since we are not trained as counselors, we have to rely on our sound judgement. How do you recognize if the crisis is genuine? This can be determined by listening and answering questions. Don't give rash answers; think first. If you are in doubt about what to do, don't hesitate to contact someone from your referral list for assistance. You may need ongoing access to a mental health expert for assistance with screening calls. Do not try to handle a situation that you are not sure of.



In dealing with problem and crisis calls, give the caller alternatives to choose from. Help them to help themselves, be positive and try to stay objective but responsive.



Social calls. You should limit the length of this type of call. Everyone needs someone to talk to occasionally; loneliness is something all Army spouses face, and it does help to talk with someone. However, you have other obligations that require your time, and these calls need to be carefully controlled.



Gossip. If you think that a caller is talking just to gossip or seems to be passing on unfounded rumors, remind the caller that you are not interested. State that if the rumor were true, you would have been notified.



Chronic callers. Chronic Callers may often have underlying problems that you may be able to bring out and possibly resolve. Use tact and diplomacy with chronic callers.



In general, be well organized and take care of yourself. Recognize when you are overextending yourself, and don't allow people to exploit you. Encourage friends to call you socially only during certain hours. Encourage the FSG Chairperson to find others to assist you with the load. Identify and use helpful people within the command. Remain alert and try to accomplish everything in a professional manner. Realize that you can't be all things to all people!



Establish your sincerity. On initial contact, try to be calm and sympathetic. Be realistic; most people can see through insincerity. As you record pertinent information needed to assist the individual, use their first name if you feel comfortable doing so. Reflect to the caller that you know how they feel. A simple confirmation of this will often soothe even the most hysterical person if not initially, at least after a few repetitions.



A person may be very depressed when they finally call you. Their world may have come down around them and they may feel humiliated. Their own actions or inactions may have caused their present predicament - or at least they may believe so. By using positive statements, you can reinforce their ability to cope with the problem.



Ask the individual what they think they should do. If their suggestion seems poor, say "That's an idea, but what do you think about..."?

��Don't use negative statements; they tend to create feelings of inferiority and insecurity. The individual is already feeling insecure; don't enhance this emotion. The tips below will help you distinguish between positive, sympathetic statements and negative, judgmental ones.





TIPS�

Avoid these phrases:	Use these instead:



You should have called sooner.	I'm glad you called me now. You're�	doing the right thing.



Stop crying!	It's okay to cry. Take a deep breath when�	you're ready to tell me your problem.



Calm down!	Yes, that's awful, but we can do�	something about this.



You should have taken the	Well, let's get the baby a doctor's�baby to the doctor last week.	appointment as soon as possible.



I don't know if I can help you.	I'm sure we can find someone to help�	you. Let me find out who would handle�	this.





�

�Newsletters or command letters are an important means of building a sense of community and reaching out to all family members within a company or battalion, as well as of disseminating important information, recognized achievements and publicizing FSG events. If the newsletter is sent in the form of a command letter, it may be possible to mail these as official mail. Check with the postal service for information on current mailing requirements and procedures, and with the command for limitations on the use of official mail. For example, advertisement of items for sale may be prohibited, and the availability of official postage may be limited.



Command letters are prepared by the FSG to meet the needs of the group as determined by the members. Command letters may be published monthly or bimonthly; they should be printed at least quarterly to maintain communication with the unit families. Monthly letters may do the best job of maintaining a sense of contact and providing up-to-date information. The company or battalion FSG command letter is designed to reach all family members, and its importance cannot be overemphasized. A good newsletter can:



(	Bond family members together by creating a sense of comradeship similar to that shared by the soldiers;

�(	Relay information from the command and the FSG that will reduce social isolation and convey the command's concern for families' well-being;

�

(	Inform family members about the availability of installation and local civilian agencies for both routine and emergency services;



(	Help family members better understand not only what the unit is doing, but why, which can help reduce marital stress;



(	Keep families informed about activities sponsored by the unit or FSG;



(	Allow families to realize that others are experiencing many of the same tensions and strains of military life as they are; and



(	Institutionalize an important communication link and information source that is vital during a deployment.



Each unit should have its own Letter of Instruction or Standard Operating Procedure on the printing and mailing of FSG command letters. There is no specific format for a command letter; it may take several editions before the right format for your unit and FSG is determined. This section gives general guidelines.



Consistency in format and layout is vitally important. For example, reminders about FSG meetings or company coffees, placed in the same easy-to-find spots each month, help keep attendance up at these functions. An attractive format making efficient use of space is critical. Uniformity from issue to issue assists the reader in locating items of special interest. Issues should probably not exceed eight pages (four pages front and back).



The command letter name and any associated artwork such as the unit crest should take up no more than one-fourth of the first page. Include the date of the issue and the unit name and location. The masthead should also state the purpose and frequency of the publication and include the names of key unit personnel and of the newsletter staff. Also include a disclaimer stating that opinions expressed by writers and other unofficial material in the newsletter are not an official expression by the Department of the Army. As with other disclaimer statements, check with the local command for proper wording.



Since the average person only scans printed materials, divide content into clearly defined sections. Each section can be titled in capitals and key words underlined. Sample section headings might include a message from the command, medical news, new community programs and items to note. Information that is squeezed together is often lost. If cost becomes an issue, it may be more important to have less information than a massive amount that no one may take the time to read.



For the command letter to be successful and a credible vehicle for communication, it must look professional. Consistency in format and clearly defined sections will help convey a sense of organization and credibility to readers. The letter should be carefully proofread for spelling and grammatical errors after typing. If a good volunteer typist

�cannot be found, arrange with the command to have it typed. If the command is deployed, the RDC can help.

�

Be sure that each item is complete and includes a source to check with for further information. Always check out your information for accuracy before printing. Content should be pertinent, complete, objective and current.



LIMIT



The release of confidential unit information (departure or return dates, destination and so on) may jeopardize the unit's mission or endanger family members' security and is prohibited.







�Information should be presented in a readable and easy-to-understand format. Photographs sometimes cannot be clearly reproduced, but line art or graphics highlight and enhance layout.



The contents of the command letters will vary depending on the type of information available to the FSG and whether the command is deployed or in garrison. The letter should include information from the command about activities and resources that would be helpful to your group. For example, family members of a deployed unit might appreciate tips on how to make their homes more secure or instructions on how to send messages to their spouses. Repeated printing of the most commonly needed emergency numbers is always highly recommended. Think about the specific needs and interests of your group. Ask for suggestions on subjects they are interested in. Possibilities include:



(	A message from the commander;



(	Specific news regarding videotaping of family events for viewing by deployed units or new programs to be initiated;



(	Information about helpful Army or community resources, for example, health clinic hours or child-care locations, with as much information as possible including a phone number that you have verified;



(	For deployed units, tips on handling different kinds of problems while soldiers are gone, for example, what kind of help you can get at the post auto crafts shop;



(	A question-and-answer section on the problems that seem to come up most frequently;

�(	Periodic summaries of what the FSG contact person and representative can do to assist the family members and encouragement to call on the FSG when assistance is needed; and

�

(	Listings of the most commonly used resources (Army Community Services, Army Emergency Relief, Red Cross), with reminders of what services they offer - especially during deployments, when they may eliminate many unnecessary telephone calls.



Volunteers may be authorized to use official mail to mail FSG command letters or packets containing information commanders deem appropriate and necessary to maintain morale and enthusiasm within their unit. The commander or a designated representative must approve these mailings.



Ideas for articles can come from many sources. Get into the habit of looking out for helpful information to pass along. Develop a filing system to find the information when you need it. Scan and identify useful material, and keep it in an envelope to collect potential items for the next letter. Try to keep up with the flow so that it isn't overwhelming. Possible resources include:



(	Specific command messages and pertinent information that comes to the attention of unit personnel;



(	Command letters from local Army and community resources such as the hospital or housing office;



(	Other unit FSGs;



(	Army presentations and military newspapers;



(	Local schools, churches, child-care facilities, specialized community programs and military chapels;



(	The local Chamber of Commerce; and



(	Local newspapers and magazines.



LIMIT



When using copyrighted materials, remember that permission must be obtained from the source. This includes artwork as well as articles. The unit commander or Staff Judge Advocate can advise you on when and how to seek a copyright release.





�The signature block of the unit commander may be required within the text of the newsletter. This can be done as part of the masthead or in a separate feature such as "Commander's Notes" or "Commander's Corner." The appearance of the signature block indicates the newsletter's content is official government material.

�This section is intended to provide a resource for volunteers and those who recruit and manage volunteers. Included are a general statement on the benefits of volunteering and an overview of the volunteer management process. Prospective volunteers should know what to expect.



�

�Most of this section deals specifically with volunteers in the FSG program. It outlines the recruitment process, benefits and guidelines for writing job descriptions, and gives job descriptions for typical FSG volunteer positions. These job descriptions can also be used as samples for writing volunteer job descriptions for positions in any of the organizations or services associated with a particular installation.





The Army does not have the resources and personnel to provide all of the necessary services that contribute to a high-quality lifestyle for soldiers and their families. Most of these services, if not directly mission related, are only possible because they are staffed by volunteers. Likewise, communities use volunteers to work in important local organizations and activities. Volunteers are the lifeblood of many of the military and community programs and services that we have learned to take for granted. The overall quality of life both on post and in the communities where Guard members and Reservists live can be greatly enhanced by encouraging everyone to get involved.



People volunteer their time and abilities for many reasons. Most people say the personal satisfaction of helping people is the main reason. Volunteers also enjoy being exposed to new activities and experiences. It allows them to remain active and further develop their talents and skills. For many people, voluntary experience can be translated into additional credentials. Volunteers can often use this experience to their advantage in the future on resumes and job applications.



For military family members, volunteering is often an ideal way to gain experience. Volunteer work may allow parents with child-rearing responsibilities to enter the job market at a higher level once the kids are gone. Volunteer work sometimes turns into paying jobs.



Services on post and in the community offer great opportunities for acquiring skills that are in demand in the workplace. For example, the need for quality child care for working parents is so great that it has become a political issue. Volunteering in a child-care program offers an excellent opportunity to receive training in this area.



Members of active Army families can find opportunities to volunteer at the Installation Volunteer Coordinator's office, usually located within Army Community Service (ACS). Guard and Reserve families should ask about volunteering through the State Family Program Office or the Family Coordinator's Office. In areas where none of these offices exist, community programs such as the Red Cross or United Way offer good opportunities to make a contribution.



��No matter what volunteers' interests, they're sure to find a service or organization where their time is needed and where they will benefit from the skills acquired. To ensure that this experience can be translated into a job resume, volunteers should request that there be a job description for what they do and make sure that they can get a letter of recommendation from their supervisor listing specific examples of what they did for that organization. They may also need help in learning to develop a resume and filling out an application form to reflect their skills and experience.



�



Methods used to get people involved vary. Common methods include:



(	Command letters to all officer and enlisted spouses in each company inviting them to participate on a steering committee or attend a briefing meeting;



(	A command invitation to key family-member leaders to attend a steering committee or briefing meeting; and



(	A command briefing to soldiers and spouses of each company outlining the proposed family support system and the importance placed on FSG involvement.



Whatever the method and whoever the audience, it is essential that command support be clearly evident. In addition to the commander, a family support briefing should be attended by some of the key support and resource personnel who are to be involved in the support system. These may include the commander's spouse, command sergeant major's spouse, RDC, ACS staff, a mental health representative and the chaplain.



The agenda for the first briefing generally covers the mission of the unit, outlining the basic concept and goals of a deployment family support system and stating the reasons why family-member involvement in an FSG is so important. Personal or written testimonials about successful FSG initiatives are often helpful to convey the concept in concrete terms, especially if a large or mixed soldier and family-member group is present.



Attendees should be given an opportunity to ask questions, make comments or suggestions, and indicate an interest in FSG involvement. If initial volunteer response is not overwhelming, do not become discouraged. Remember that the most successful method of recruitment is personal contact, and a large FSG steering committee is neither necessary nor desirable to get plans off the ground.



Any family member, whether civilian or military, male or female, should be considered a potential candidate for an FSG position. Selection should be based on good leadership and organizational skills, a caring attitude, a willingness to help and an ability to work with others.



The commander's spouse does not need to be the battalion or unit leader for the FSG to be successful. However, in many FSGs the commander's spouse takes an active role in supporting the FSG and being available for guidance and advice.



�



DESERT STORM UPDATE



TOPIC: Fluctuating Volunteer Support



Discussion: Volunteers traditionally extend ACS service. Experience indicates that the numbers of volunteers available decreased somewhat during the predeployment and immediately following troop departure. The number of volunteers reached or exceeded previous levels at about the 30- to 45-day point after deployment. The increase was due primarily to new volunteers joining the organization.



Lessons: Expect some loss in volunteer support at a time when additional staff is needed to meet new or increased service demands. Other staffing alternatives are needed to ensure effective responses in the event of volunteer loss.



(	Gear volunteer orientation and training programs to process the new volunteers

	quickly.



(	Continue active volunteer recruitment efforts to tap potential new resources for prospective volunteers. Volunteers from the civilian community have provided valuable assistance to other activities such as Youth Services, and could be a resource for many ACS programs. The retired military community should not be overlooked as a potential source of volunteers.



�

�

As volunteers in the Army family support programs, FSG members are entitled to recognition, training and job descriptions. Each benefit increases the job-market value of the volunteer's experience and makes it easy for the experience to be translated into a job resume.



Volunteers must be recognized for their work within the Army community. Recognition is not only a way to say thank you, it is a response to individual interest, commitment and involvement. Methods of recognition vary as people and their motivations vary. Forms of recognition should be on both the unit and installation level and include informal and formal activities.



Volunteers may be nominated to receive a certificate from the Commanding General. Units are encouraged to design their own certificates of recognition using unit colors and logos.



Awarding other recognition items such as plaques or pins should be considered, and special funding can sometimes be made available for these. The unit POC can obtain and help interpret guidelines for the types of recognition items that can be purchased; special care should be taken to be sure these are followed.





��Letters of appreciation and commendation can also be presented, extending the unit's thanks and documenting the volunteer's work. These are of particular value if the volunteer wishes to use the FSG experience on a job resume. (See sample letter later in this section.) There are many other ways to recognize volunteers, such as a note from the unit commander, a handmade or purchased gift, a round of applause at the FSG meeting and a sincere "thank you."



The FSG volunteer is also entitled to training, and for many motivated volunteers it is the most welcome and appreciated form of recognition. Training programs offer volunteers who are committed to working for the good of the Army family the opportunity for self-improvement. What better way to enhance their skills, increase their self-esteem and raise their potential for future service?



FSG volunteers should receive well-designed training on how to establish, operate, lead, support and sustain an FSG. Inclusion of key military personnel in part or all of the training might also be advisable if they have had no prior experience with an FSG.



Some FSG volunteers are placed in the position of being the first contact point for family members who are in a crisis situation. Because of their unique function prior to and during deployments, they are also often in a position to be the best ones to evaluate how a family is coping (or is going to cope) with the separation and to arrange for early intervention to prevent a crisis situation from developing. In order to perform this role effectively, adequate training must be received.



Examples of training topics that will help FSG volunteers perform their functions more effectively include:



(	Effective communication

(	Active listening

(	Problem solving

(	Crisis intervention

(	Community resources

(	Key unit and community resource personnel

(	Principles of information and referral

(	Use of a telephone tree

(	Family advocacy

(	Coping with stress

(	Conflict resolution

(	Effective meetings

�(	Management/leadership skills

�(	Time management

(	Personal awareness

(	Volunteer supervision

(	Command letter preparation

(	Military correspondence

(	Committee management



FSG volunteers should receive training in at least the first eight items above prior to the soldiers' deployment. Training should be ongoing, and FSG training needs should be periodically reevaluated based on the problems that are encountered prior to, during and after deployment. Some FSG volunteers will require specialized training. Others, as they gain experience, may benefit from refresher courses.



Since the FSG exists to support the military mission, it is incumbent upon commanders to ensure that FSG volunteers are well trained. Training is a major area where a strong link to community assistance resources can be of great benefit to the commander.





DESERT STORM UPDATE



TOPIC: FSG Volunteer Training



Discussion: FSG training initiatives are intended to provide support, outreach and information to family members while at the duty station and during periods of family separation. In many cases, the G1/S1 is the command structure link with the mission of supporting and coordinating FSG training initiatives. These offices coordinate "sustainment seminars" (quarterly) to ensure all units will have several trained volunteers who can work collectively with unit family support programs. FSG volunteers are often in the position of being the first contact point for family members who need help. Due to their unique functions, FSG volunteers are often in a position to best evaluate family coping abilities given differing situations. Moreover, the volunteers can arrange early assistance to prevent a crisis situation from occurring.



Lessons: To perform their unique roles, FSG volunteers must receive appropriate training.

�





A
ll FSG volunteers, including committee leaders, should receive job descriptions. This helps clarify roles and provide added protection for volunteers in case legal action is ever taken against them. Company contact volunteers are especially vulnerable since they are the primary information and direct-service providers. Job descriptions assist the FSG in identifying the tasks that need to be done and in

�providing the �volunteer with specific responsibilities and standards. They should be reviewed and evaluated periodically with input from the volunteers, as well as their supervisors.



Recruiting consists of matching a specific volunteer position and its unique needs with a qualified person who can volunteer the required time. Rarely does general recruiting for a variety of positions prove effective. The key steps in recruiting are as follows:



(	Examine the volunteer job description.



(	Investigate the marketplace for potential volunteers, that is, ask where you can find and contact the type of volunteer you are looking for.



(	Know your competition for recruiting, what they offer to their volunteers and how those volunteers are recruited and rewarded.



(	Examine the elements of your position that are pluses and minuses: location, hours, costs, training, experience, benefits, rewards.



(	Determine what to communicate and the best medium to use to gain exposure: flier, poster, letter, announcement, speech, help wanted ad, public service announcement, unit publication, bulletin board announcement, letter to the editor, feature story, news release or display.



(	Consider all the alternatives: nonworking spouses, teenagers, senior citizens.



(	Develop and implement an action plan for recruiting the best available candidate.



(	Review interested individuals who match the position qualifications.



(	Find out the needs and motivations of the top candidates.



(	Select the best applicant based on qualifications, temperament and ability to perform the assigned duties and to work effectively with others.



Remember, some of your best prospects will not apply; they must be found and asked to consider volunteering their time.



Training is necessary for all positions, but the amount and type of training required varies with the position. A few of the options, ranging from the most to the least intensive, are:



(	Formal training for complex or sensitive positions;



(	On-the-job training, which enables new people to learn from established workers over a longer period of time; or



(	Familiarization, where a limited amount of time is spent familiarizing the new person with the required duties.

��Motivating volunteers is the key to productivity, morale and retention. People react differently to various forms of motivation. Some are self-motivated while others require constant external motivation. The important thing to remember is that the motivational tool (praise, recognition or rewards) must fit the person, the position and the circumstances. It is also important how it is done, rather than simply what is done.



One expert listed 101 ways to recognize and positively motivate volunteers. They included these: smile, recognize personal needs, be cheerful, greet by name, hold rap sessions, give additional responsibility or privileges, take out to coffee, ask to help train others, compliment in public, write thank you notes, plan off-duty fun times together, give an award, send a birthday or holiday greeting card.



Work with volunteers the way you would like others to direct or supervise you. Attempt to have decisions made at the lowest possible level. Be certain the subordinate you choose is capable of handling the work and solving the problem. Define and explain the objective or the results you desire. Give assignments in manageable chunks. Explain the importance of the task assigned. Delegate the authority to make decisions along with the responsibility for carrying them out.



Know the workload of your subordinates. Do not overload and "burn out" volunteers. Help set priorities and timely deadlines. Be reasonable, but apply a little pressure to accomplish objectives and to meet deadlines. Tell subordinates when you intend to follow up and then do it. Set up checkpoints and a system for reporting when they are not met. Show you have confidence in their ability to carry out a task. Be more interested in the fact that it was done, rather than worrying about every detail of how it was accomplished.



Demand completed work; don't take work back. Do not accept problems from subordinates; help them focus on alternative solutions. Always give praise for work well done and tasks completed on time. Remember intelligent people learn from their mistakes. Review what went wrong and how to avoid it next time. Do not find fault with the person who made the error, unless it happens repeatedly. Establish an enriching working atmosphere. Try to make each job enjoyable and fun. Empower those you lead.



Key elements in volunteer job descriptions include the title of the position and the organization offering it, where the work is to be performed, the objective of the position and its major responsibilities, qualifications (whether required or desirable) and the type of orientation, training and supervision that will be provided. Specify the minimum time commitment required, the hours per day or week, special meetings or requirements, the minimum number of weeks or months a person must be willing to serve and so on. Finally, state the benefits for the volunteer (such as skills to be acquired, car mileage, bus transportation or free parking).

�Letters of recommendation are important. They should be written on official letterhead. The first paragraph should include the name of the agency for which the volunteer has worked and the time that has been committed to his or her volunteer assignment.



The second paragraph might discuss the characteristics and abilities demonstrated by the volunteer. For the more experienced volunteer, this would include an amplification of any experience in working with human resources (either supervising people or working with others as an organizational leader) and any experience with material resources (budgeting or financial management). Additional paragraphs could highlight any major achievements, such as successful program development or implementation.



Since the nature of each volunteer experience differs, each letter will vary according to the length of time and level of responsibility of the volunteer's assignment. A task-specific job description is a valuable tool that can be used in the composition of this letter. A sample volunteer letter of recommendation follows.





�

SUBJECT: Letter of Recommendation



TO WHOM IT MAY CONCERN



_____________________________was President of___________________ , a social, cultural, recreational, charitable, and educational organization, from June 1982 through May 1983.



As President, she directed the activities of the Executive Board, which consisted of 25 members. She was responsible for the overall management of a thrift shop, a music center, a drama center, a monthly publication and all sources of revenue for the club. She spent an average of 25 hours per week directing these operations.



Under her supervision, the club organized and conducted two successful fundraising activities, netting over $12,000. Through these efforts, the club was able to donate $10,000 over and above the budget to charities and groups in the _______________________________ community.



Her major accomplishments during her term in office were in establishing the family support group program and the restructuring of the thrift shop's operations, thus ensuring the tax-free status of the organization.



_________________________________________ was a truly dedicated and professional volunteer. She consistently demonstrated strong organizational and managerial abilities. I recommend her to you without hesitation or qualification.



(Signature)

Major General, US Army

Commanding

��

�The position title in a volunteer job description should describe the volunteer's responsibilities and what the volunteer actually does. Both a first and a second-line supervisor should be listed if possible. The first-line supervisor is the person the volunteer should go to if questions arise. The second-line supervisor is the person the volunteer should go to in the absence of the first-line supervisor. List supervisors by position rather than name because of staffing turnover.



A concise statement should reflect the ultimate goal or results of the service to be performed. Two primary benefits occur from defining volunteer jobs in terms of results:



(	People gain a sense of achievement and feel worthwhile in their volunteer activity; and



(	Programs are more effective because people understand what they are supposed to accomplish.



Duties should be described clearly and concisely. This is the "what" and the "how" of the job. Usually this is more effective if specific tasks are listed rather than put in paragraph form.



State the actual time commitment required. One of the most serious mistakes an agency can make is to fail to truthfully indicate how much time the volunteer will need to do the job. Recruiting volunteers without clearly defining the time commitment will ultimately result in failure. If you do not know the amount of time the job will take, say so. Ask for input from the volunteer. Agree to discuss the job after a short period (one or two cycles of the routine) to reevaluate the time required. This will show the volunteer that the supervisor is concerned about meeting the needs of both the volunteer and the project.



Include all of the qualifications necessary for the effective performance of duties, listing physical qualities as well as skills, experience and abilities. Be careful not to overqualify the position. Once the qualifications are established, the agency or FSG should adhere to its written statements.



Include the nature of required training, specific content of the training, the appropriate hours and timing of orientations, and any job-specific training. Orientations and training sessions should be carried out on a regular basis.



Be very specific about stating who does the supervising. Consider including a schedule of supervisory reviews. Feedback is essential for both the volunteer and the supervisor to perform their respective duties well. Since the job description should serve as a clear statement of a volunteer's duties, it should be used in volunteer-supervisor feedback sessions. This is the time to revise time requirements, distribute duties to another position or create another job if necessary. Job descriptions should be revised annually or as needed.





�
A
ctual job descriptions for positions in a typical family support program using FSGs follow. They are not all-inclusive and should be modified as appropriate for use in specific programs and locations. Job titles and other terminology will vary, as will responsibilities, according to the needs and desires of local FSG participants. These samples illustrate the general idea, however.

�





DESERT STORM UPDATE



TOPIC: FSG Volunteer Expectations



Discussion: FSG volunteers may encounter a wide range of inquiries and issues. Commanders of units, rear detachments, military communities and posts should set realistic expectations on volunteer duties, recognizing that FSG volunteers are not professional counselors. One volunteer was reportedly reprimanded for the way she handled a potentially suicidal caller.



Lessons: Commanders must involve themselves in defining the scope of volunteer duties and the training needed to produce the standards of performance expected of them. FSGs should not become surrogate parents, guardians or social workers; become part of the casualty notification process; become a babysitting service or lend money, cars or expensive items; divide into groups, such as enlisted versus officer wives; or duplicate the services of other support agencies.



(	Volunteers need skills that enable them to screen and identify the category of inquiries and calls they receive, such as information calls, social calls, problem calls, crisis calls, unnecessary calls and chronic calls.



(	The focus of volunteer training should be on refining their assessment and referral skills. FSGs worked well with little formal training but even better when members and leaders received continuing training and support.

�

FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Coordinator/Manager�

RESPONSIBLE TO:	Commander or Rear Detachment Commander



JOB DESCRIPTION:	(	Initiate programs and activities to improve the quality of Army�		family life



	(	Recruit volunteers to implement programs�

	(	Organize meetings to disseminate information�

	(	Analyze and determine family needs�

	(	Coordinate among functions and program leaders�

	(	Review program execution including rewards and recognition�

	(	Help identify available resources



TIME REQUIRED:	20 to 30 hours per week (on call); one-year commitment



IN-SERVICE TRAINING:	Workshops



QUALIFICATIONS AND	(	Knowledge of family support programs, unit structure and�SPECIAL SKILLS:		procedures



	(	Ability to persuade people to get things done

�

FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Battalion FSG Chairperson



RESPONSIBLE TO:	Battalion Commander



PURPOSE:	Organize battalion-level FSG structure



JOB DESCRIPTION:	(	Act as advisor to commander on FSG matters



	(	Act as manager of battalion FSG�

	(	Gather and disseminate information on activities at the�		battalion level and above



		(	Determine other key volunteer personnel and delegate duties and job 			responsibilities



TIME REQUIRED:	10 to 20 hours per week; one-year commitment



IN-SERVICE TRAINING:	Workshops



QUALIFICATIONS AND	(	Knowledge of family support programs, unit structure and�SPECIAL SKILLS		procedures



	(	Ability to persuade people to get things done

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Company FSG Chairperson



RESPONSIBLE TO:	Company Commander



JOB DESCRIPTION:	(	Supervise the committees, groups and functions for a Family�		Support Group (FSG) consisting of families for the sustainment�		of morale, cohesion, communication, unit cooperation and the�		well-being of company personnel and their families



	(	Delegate FSG responsibilities to selected volunteers in order to�		promote participation in FSG activities and accomplishment of�		FSG objectives�

	(	Act as liaison between battalion- and company-level FSGs�

	(	Identify needs or unique problems of unit families�

	(	Act as company FSG spokesperson for communicating family�		members' concerns and ideas to the company commander and�		the battalion-level FSG



TIME REQUIRED	Six to eight hours a week schedule dependent on deployment�	status and other scheduled activities; one-year commitment



IN-SERVICE TRAINING:	Workshops



QUALIFICATIONS AND	(	Knowledge of family support programs, unit structure and�SPECIAL SKILLS:		procedures



	(	Ability to persuade people to get things done

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Platoon Key Person



RESPONSIBLE TO:	Company FSG Chairperson



JOB DESCRIPTION:	(	Contact five to eight spouses regularly to disseminate company�information



	(	Telephone one to two times a month during nondeployment, a minimum of once a week during deployment



	(	On initial contact find out convenient time to call



	(	Provide your number to everyone via phone list provided by company; help command to keep accurately informed



	(	Keep log of calls made, date, time, what said; ensure confidentiality



UNIT SUPPORT NEEDED:	Roster



TIME REQUIRED:	Two to four hours per week; one-year commitment



QUALIFICATIONS AND	(	Good telephone skills

SPECIAL SKILLS:�	(	Calm under stress

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:		Contact Person



PURPOSE:		Gather and disseminate information



RESPONSIBLE TO:		Key person



JOB DESCRIPTION:	(	Ensure spouses receive newsletters



	(	Keep accurate notes (up and down the chain)



	(	Contact four to eight spouses regularly, giving accurate

		information



	(	Keep log with date, times contact was made



	(	Pass on information only, not solve problems



	(	Follow up on problems



	(	Give name and number of contact person to spouses



UNIT SUPPORT NEEDED:		Roster



TIME REQUIRED:		Two to four hours per week; one-year commitment



QUALIFICATIONS AND	(	Good telephone skills

SPECIAL SKILLS:�	(	Calm under stress

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Support Circle Leader (Company Level)



RESPONSIBLE TO:	Company FSG Chairperson



JOB DESCRIPTION:	(	Telephone six to ten spouses on a regular basis�

	(	Give accurate information�

	(	Disseminate general information within two to three days�

	(	Disseminate emergency information within 24 hours�

	(	Call at least once a week during deployment and at least once a�		month during periods of nondeployment�

	(	Keep log of all contacts with dates and times noted�

	(	Pass family needs information to the next higher contact person

		if necessary



	(	Make referrals to appropriate resources



	(	Follow up on all identified problems



UNIT SUPPORT NEEDED:		Roster



TIME REQUIRED:		Four to eight hours per week, three- to six-month commitment with�		option to renew



IN-SERVICE TRAINING:	               Communication skills, crisis intervention



SKILLS, KNOWLEDGE &	(	Become a more concerned person�ABILITIES THAT WILL BE�GAINED:	(	Develop communication skills



	(	Develop time-management skills



	(	Develop managerial skills



	(	Develop empathy for others

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:		Editor, Company FSG Newsletter



RESPONSIBLE TO:		Company FSG Chairperson



JOB DESCRIPTION:		Editor for monthly company newsletter. Manages the following�		functions and committees:



	(	Announcements



	(	Art



	(	Circulation



	(	Distribution



	(	Layout



	(	News Reports



	(	Photography



	(	Proofreading



	(	Special Features



	(	Typing





UNIT SUPPORT NEEDED:	(	Complete and timely family information�

	(	Copy facilities and supplies�

	(	Postage�

	(	Military information



TIME REQUIRED:		10 to 20 hours per month, one-year commitment



IN-SERVICE TRAINING:		Workshops

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Battalion FSG Newsletter Editor



RESPONSIBLE TO:	Battalion FSG Chairperson



JOB DESCRIPTION:	(	Develop information chain�	(	Identify purpose, frequency of newsletter�	(	Organize a volunteer newsletter staff (reporters, writers,�		editors, typists, illustrators, collators, mailers)�	(	Oversee gathering of information from all sources; organizing,�		writing and editing of material; typing or word processing;�		final editing; layout and paste-up�	(	Submit camera-ready copy to unit for reproduction; arrange for�		collating, stapling, labeling, mailing�	(	Solicit feedback and monitor effectiveness of process



UNIT SUPPORT NEEDED:	(	Word processing assistance�	(	Unit training/activities schedule�	(	Points of contact for information and support�	(	Reproduction and mailing services�	(	Current/updated mailing lists�	(	Incidental supplies



TIME REQUIRED:	Approximately six to ten hours per month, (depending on�	newsletter frequency); one-year commitment



QUALIFICATIONS AND	(	Typing, spelling, grammar skills�SPECIAL SKILLS:	(	Ability to write concisely Journalistic skills

	(	Managerial skills

	(	Knowledge of organization

	(	Good rapport with spouses

	(	Good communication skills

	(	Creativity, energy, artistic talent



SKILLS, KNOWLEDGE &	(	Organizational and managerial skills�ABILITIES THAT WILL BE	(	Communication skills�GAINED:	(	Writer/editor skills

	(	Graphic arts skills

	(	Journalistic skills

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	FSG Publicity Chairman, Battalion Level



PURPOSE:	To inform all soldiers and family members of FSG of all activities�	(ongoing and upcoming)



RESPONSIBLE TO:	Battalion FSG Chairperson



JOB DESCRIPTION:	(	Inform new members of the purpose and structure of the FSG



�
	(	Prepare information for soldier at in-processing



�
	(	Follow up with contact person



�
	(	Communicate with chairperson, unit S-I/contact person,�		company contact persons/reporters�	(	Disseminate information through contact persons, newsletter,�		flyers, mailings, public announcements at meetings, unit�		bulletin boards






	(	Get work out using organized unit support structures



UNIT SUPPORT NEEDED:	(	Identification of key contact person



�
	(	List of FSG contact persons



�
	(	Timely information



�
	(	Typing, word processing equipment



�
	(	Mailing services

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:		Hospitality Coordinator



RESPONSIBLE TO:		Company FSG Chairperson



PURPOSE:		To make newcomers feel welcome and cared for



JOB DESCRIPTION:	(	Keep of with news of incoming families, newly married�		couples, new babies, illness in the family from contact persons



�
	(	Send flowers and card to home or hospital as appropriate



�
	(	Inform FSG of incoming families without "welcome" packets



�
	(	Gather information on the number and ages of children in each

		family and their special interests






	(	Confirm new families have been assigned sponsors






	(	Extend invitations to upcoming FSG activities and otherwise make sure newcomers feel welcome



TIME REQUIRED:		Up to 10 hours per month; six-month commitment



QUALIFICATIONS AND	(	Like to meet and be with people; enthusiastic�SPECIAL SKILLS:

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Fund-Raising Key Person, Battalion Level



RESPONSIBLE TO:	Battalion FSG Chairperson



JOB DESCRIPTION:	(	Coordinate fund-raising events to ensure that funds are�		available for the group's activities



�
	(	Recruit volunteers and delegate work



�
	(	Determine requirements and logistics



�
	(	Develop work schedules



�
	(	Keep Co-Chairperson informed



�
	(	Account for funds



UNIT SUPPORT NEEDED:	Unit schedule; reproduction equipment



TIME REQUIRED:	Ten hours per month; one-year commitment



IN-SERVICE TRAINING:	(	Communication skills



�
	(	Public relations skills






QUALIFICATIONS AND	(	Outgoing personality�SPECIAL SKILLS:





SKILLS, KNOWLEDGE &	(	Supervisory and managerial experience



ABILITIES THAT WILL BE



GAINED:
	
(
	Organizational skills






	(	Communications skills

�FAMILY SUPPORT GROUP



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Activities Coordinator



RESPONSIBLE TO:	Battalion or Company FSG Chairperson



PURPOSE:	Development of an activities calendar



JOB DESCRIPTION:	(	Solicit ideas, interests through newsletter, at coffees and�		newcomer orientations and at predeployment briefings�	(	Coordinate location, date, time with FSG leadership�	(	Establish committees for each activity�	(	Recruit other workers through all publicity channels and�		motivate them

	(	Be familiar with the unit training schedule (timing is essential)

	(	Coordinate financial needs with treasurer, FSG leadership

	(	Coordinate publicity with newsletter editor and publicity coordinators



UNIT SUPPORT NEEDED:	(	Training schedule

	(	Occasionally detailing personnel for large events

	(	Phone numbers

	(	Access to equipment and distribution system

	(	A unit point of contact, such as chaplain, S-1 or Rear Detachment Commander



TIME REQUIRED:	Three to six months



QUALIFICATIONS AND	(	Innovativeness�SPECIAL SKILLS:	(	Motivation and ability to generate interest in others

	(	Time to devote to the job



SKILLS, KNOWLEDGE &	(	Ability to organize�ABILITIES THAT WILL BE	(	Ability to recognize needs and interests

GAINED:	(	Communication and interpersonal skills�	(	Ability to determine resource requirements�	(	Ability to work with and request assistance from sources of�		resources and assets

�FAMILY SUPPORT GROUP (NATIONAL GUARD)



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Chairperson



GENERAL STATEMENT:	The Chairperson of a Family Support Group (FSG) within the�	_____________ National Guard is the leader of the group and its�	spokesperson. The Chairperson presides at FSG meetings and�	maintains regular communication with the affiliated organization's�	commander or authorized unit Point of Contact (POC) in order to�	help keep participating families informed of unit activities and�	policies. She or he also communicates regularly with the State�	Family Program Coordinator and the State Volunteer�	Representative on plans for FSG activities, family-member concerns�	and requests for assistance.



JOB DESCRIPTION:	(	Plan and conduct FSG activities that support family well-being�		and preparedness and the unit, consistent with the goals of the�		State Family Program�	(	Keep the affiliated unit informed of FSG activities�	(	Keep information flowing between family members, the unit�		and the State Family Program Office�	(	Preside over FSG meetings, which are held as needed�	(	Meet annually with other Chairpersons throughout the state to�		share ideas

	(	Help identify volunteer spouses for local projects

	(	Encourage family members to become active FSG participants



DURATION:	One-year duration (renewable)



TIME INVOLVED:	Approximately 6 to 8 hours per month, depending on level of FSG�	activity



IN-SERVICE TRAINING:	One annual training workshop at government expense



COMPENSATION:	No pay; reimbursement available for use of private vehicle on FSG�	business



QUALIFICATIONS AND	Must believe in and support the _________________National Guard

SPECIAL SKILLS:	Family Program; have a family member in the__________________

	National Guard; have good listening skills; like to help people;�	enjoy being with other National Guard family members; be able to�	organize others; be able to communicate with and on behalf of the�	families and the unit.

�FAMILY SUPPORT GROUP (NATIONAL GUARD)



VOLUNTEER OPPORTUNITY



POSITION TITLE:	State Volunteer Representative



GENERAL STATEMENT:	The State Volunteer Representative (SVR) assists the State Family�	Program Coordinator in the management and oversight of the	_______________National Guard Family Program, provides training and�	assistance in program development to unit Family Support Groups�	(FSGs), and acts as liaison with appropriate state and national�	National Guard Associations.



RESPONSIBLE TO:	State Family Program Coordinator



JOB DESCRIPTION:	(	Assist State Family Program Coordinator�	(	Coordinate family-member volunteer efforts�	(	Serve as point of contact for FSG and family members for�		information, referral and follow-up�	(	Serve as "Team Leader," State Family Program Council ("The�		State Team")�	(	Assist in management and coordination of special projects�	(	Participate as the Volunteer Representative of the�		Family Program at conferences and workshops at local,�		regional and national levels�	(	Assist in planning, preparation and presentation of�		family-member briefings

	(	Act as liaison with the______________National Guard Association

		and the National Guard Association of the United States

	(	Exchange ideas with volunteers from other states

	(	Maintain familiarity with both civilian and military family support services available throughout the state



DURATION:	Normally a one-year commitment; may be extended by the State�	Adjutant General



TIME INVOLVED:	Approximately 16 to 24 hours per month; some travel required at�	government expense



IN-SERVICE TRAINING:	State Family Program Coordinator provides training in use of State�	Family Program Office management systems; outside training�	sessions, conferences and workshops may also be available at�	government expense.



QUALIFICATIONS AND	Must believe in and support the_________________National Guard

SPECIAL SKILLS:	Family Program; have a family member in the__________________ National Guard; have good listening skills; like to help people in need; have strong verbal and written communication skills and good organizational skills.

�FAMILY SUPPORT GROUP (NATIONAL GUARD)



VOLUNTEER OPPORTUNITY





POSITION TITLE:	Member, State Family Program Council



GENERAL STATEMENT:	The State Family Program Council ("The State Team") is formed by�	direction of the State Adjutant General in order to increase

	family-member involvement in the ______________ National Guard�	Family Program. Membership is voluntary and limited to those�	appointed by the Adjutant General. All Geographic locations and�	the parent and retiree populations are represented.



RESPONSIBLE TO:	State Family Program Coordinator and "State Team" Leader



JOB DESCRIPTION:	Advisory roles (on behalf of constituency)

	(	Bring family-member concerns to the state level for appropriate�		action

	(	Review and comment on the effectiveness of the Family Program; make recommendations for improvement

	(	Take an active role in the Family Program's strategic planning process covering the next two to five years



	Action roles

	(	Organize and provide leadership for the accomplishment of approved Family Program objectives and approved special projects and events

	(	Facilitate the regular flow of information among Family Program participants in leadership roles



DURATION:	Normal term is two years and appointments are generally made in�	September of each year; extension or release from service is at the�	discretion of the Adjutant General



TIME INVOLVED:	Approximately 8 to 12 hours per month with some voluntary travel�	offered; State Team meets quarterly (in January, April, July and�	October), with additional Adjutant General-approved special�	meetings called as needed



IN-SERVICE TRAINING:	Training sessions, conferences and workshops (both in and out�	state) may be available at government expense.



QUALIFICATIONS AND	Must believe in and support the _____________ National Guard Family

SPECIAL SKILLS:	Program; have good listening skills; like to help people in need;�	have strong communication skills and good organizational skills.

�
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