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Chapter 1
Overview

“If you have the courage to begin,
you have the courage to succeed.”
David Viscott

1-1. Purpose

The purpose of this Handbook isto implement policies,
procedures and responsibilities for the conduct of the
Family Readiness Program in the United States Army
Reserve (USAR). ThisHandbook isto assist in organizing
unit-level Family Readiness Groups (FRGS), formerly
called Family Support Groups (FSGs). The Army Reserve
Family includes all soldiers [Active Duty (AD), Active
Guard Reserve (AGR), Troop Program Unit (TPU),
Individual Ready Reserve (IRR), and Individual
Mobilization Augmentee (IMA)], civilian employees,
retirees, and their family members. Assistance may also be
provided to members of other services and componentsin
the unit's area.

1-2. References
Required and related publications are listed in appendix A.

1-3. Explanation of abbreviations and terms
Abbreviations and special terms used in thisregulation are
explained in the glossary.

1-4. Componentsof the U.S. Army Reserve (USAR)
Family Readiness Program

The USAR Family Readiness Program has two components:
Family Assistance and Family Support.

a. Family Assistance isthe contractual obligation the
Army hasto provide assistance for its soldiers and their
eligible family members, civilian employees. and retirees
(regardless of marital status), with or without legal
dependent family members. Family Assistance is a chain of
command responsibility. Examplesinclude DEERS
(Defense Enrollment Eligibility Reporting System), which is
a database to establish digibility for military-related health
and morale, welfare, and recreation benefits; identification
(ID) cards; informational briefings; referrals to agencies that
provide information on health benefits and financial
assistance; and well-being responsibilities to soldiers and
their families.

b. Family Support isatraining and mutual
reinforcement program to promote self-reliance and prepare
for periods of separation. Family support relies on the
mutual cooperation and networking of soldiers, their
families, and the chain of command. In support of the unit,
its soldiers, and their mission, concerned individuals
produce the following tangible results: a Family Readiness
Group (FRG); FRG newsletters; Telephone Tree; and other
family related programs and activities (e.g., outreach,
communication, FRG meetings, referral assistance, and
education).

1-5. Objectives
The objectives of the USAR Family Readiness Program are
to—

a. Increase families' knowledge of the unit’s mission
and the organization of the USAR.

b. Promote families' awareness of benefits and
entitlements.

c. Assist in the development of unit Family Readiness
Plans.

d. Enhance outreach programs by offering information
and referral to military and community resources.

e. Encourage participation by soldiers, civilian
employees, retirees, and family members in unit activities to
establish a bonding relationship that aids in readiness and
retention.

f. Develop in soldiers and families the self-reliance
necessary to resolve problems, especially during periods of
military separation.

1-6. Program Vision
A seamless force of mission-ready soldiers and self-reliant
families.

1-7. Program Mission Statement
Provide family readiness programs that promote self-reliant
soldiers and families.

1-8. USAR Family Readiness logo

a. The USAR Family Readiness logo (seefig 1-1) is
available for downloading from the USARC Internet web
site and the Intranet.

(1) From the USARC Internet, download from
http://www.usarc.army.mil/familyprog.htm.

(2) From the USARC Intranet:

(a) Go to http://usarcintra/dcsper.

(b) Click on“DCSPER Staff” then “Family
Readiness Office”

(c) Scroll down, click on “Family Readiness
Program Logo” and then do “ Save As’ to download the
logo.

b. Thislogo represents the Army Reserve Family that
includes all soldiers (AD, AGR, TPU, IRR, and IMA);
civilian employees; retirees; and their family members.
Reaching out to all members of the Army Reserve Family
by volunteers and the chain of command creates a family
friendly environment in any unit. This environment
enhances the family support program where members can
be comfortable in supporting each other, devel oping
self-reliant knowledge and skills, and seeking assistance if
needed.

Figure 1-1. USAR Family Readiness L ogo
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Chapter 2
Command Responsibilitiesfor Family
Readiness

“You cannot help men permanently by doing for them
what they could and should do for themselves.”
Abraham Lincoln

2-1. Responsibilities

Command emphasis directly impacts the USAR Family
Readiness Program. Commanders, at all levels, are
responsible for creating a climate of caring and concern for
the Army Reserve Family. Commanders must understand
the importance of self-reliant family members as they
impact on morale, readiness, recruiting, and retention.
Therefore, commanders must encourage and support
programs that educate soldiers and their families on benefits
and entitlements available, based on their affiliation with the
USAR.

2-2. USAR Family Readiness Office
The USAR Family Readiness Office will—

a. Serve asthe executive agent for the USAR Family
Readiness Program for the Chief, Army Reserve.

b. Represent the USAR Family Program at related
Department of Army (DA) and Department of Defense
(DOD) mestings.

¢. Provide policies, guidance, technical assistance,
consultation, and training for the implementation and
sustainment of the program for Army Reserve soldiers and
their family members at the RSCs, 7th ARCOM, Army
Reserve-Personnel Command (AR-PERSCOM), ARRTC,
and USASOC.

d. Provide oversight and program evaluation. The
USAR Family Program staff will review implementation of
the family programs during command visits, command
inspections, annual general inspections, and site visits.

e. Ensure that management controls arein place and
operating as intended in the USAR Family Program. Report
any detected materials weaknesses in management controls.

2-3. Regional Support Commands (RSCs) and Army
Reserve Command (ARCOM)
The RSC and ARCOM commanders will—

a. Ensure the Family Program Director implements the
Family Readiness Program throughout their area of
responsibility as prescribed by policy.

b. Ensure the RSC or ARCOM Family Program Office
is sufficiently staffed to meet assigned duties and
responsibilities.

¢. Implement policies and procedures to ensure that all
TPU soldiers residing within their geographic boundaries
and chain of command are prepared and knowledgeabl e of
the USAR Family Program.

d. Assist the Direct Reporting Commands (DRCs) in
implementing these policies and procedures within their

area of responsibility to ensure readiness and preparedness
of their soldiers and families.

e. Ensure unitsin their geographical area of
responsibility receive family readiness support, programs,
and services. Thiswill include, asaminimum,
representation at regional Family Program Advisory
Council (FPAC) meetings; information and referral; family
support volunteer reimbursement; allocations for attendance
at Family Program Academies (FPAS); newsletters; other
training programs; pre-mobilization briefings for families;
staff assistance visits; and volunteer recognition.

f. Ensure that management controls arein place and
operating as intended in their commands Family Readiness
Program and throughout their area of responsibility. Report
any detected material weaknesses in management controls
through the chain of command.

2-4. Family Program Directors
The Family Program Director will—

a. Direct family programs and provide assistance,
guidance, and support that enhances the well-being of
members of the Army family (soldiers, family members,
civilian employees, and retirees) during peacetime and upon
mobilization.

b. Establish broad program goals and objectives, set
priorities, and recommend resource allocation and courses
of action.

c. Brief RSC and ARCOM commanders and their staffs
on the status of the family program.

d. Serveasamember, adviser, and liaison for various
family program organizations, to include representing the
command on community, regional, and multi-component
councils.

e. Provide oversight to the commander’s FPAC.

f. Manage the volunteer program to include volunteer
recruitment, training, recognition, and reimbursement for
authorized expenses.

g. Address soldier and family member issues and
concerns, and direct recommendations to improve their
well-being through the Army Family Action Plan process.

h. Manage and execute RSC or ARCOM -appropriated
and non-appropriated fund accounts.

i. Provide oversight on FRG informal funds.

j. Provide information to soldiers and families and make
referrals to military and community resources.

k. Conduct and coordinate, as needed, deployment
briefings for soldiers and their families, including benefits
and entitlementsin relation to active duty status. Provide
assistance and materials on mobilization issues. Coordinate
reunion briefings. Commanders or their unit designees do
not relinquish their advocacy role for mobilized soldiers and
their families during periods of deployments (e.g., helping
to resolve a benefit or entitlement problem for a soldier or
family member).

|. Publish acommand family readiness newdletter, at
least quarterly, to keep paid and non-paid personnel
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informed and aware of issues and programs affecting the
well-being of soldiers and their families.

m. Provide the opportunity for training of staff,
volunteers, and military personnel.

n. Ensure that management control evaluations are
conducted according to their command’' s Management
Control Plan (MCP) and the requirements of AR 11-2.
Report any detected material weaknesses in management
controls through the chain of command.

2-5. Direct Reporting Commands (DRCs) and M ajor
Subordinate Commands (M SCs)
The DRC and MSC commanders will—

a. Appoint a primary full-time staff member and an
alternate (e.g., TPU soldier) as the Family Readiness
Liaison (FRL) or point of contact (POC) responsible for
family programs.

b. Coordinate implementation of family programs and
services with subordinate units (providing additional
guidance, if needed, on the USAR Family Readiness
Program) to ensure compliance with existing regulations
and policy.

¢. Ensure subordinate units establish a viable Family
Readiness Plan as described in this chapter and appoint an
FRL.

d. Assist subordinate units in establishing Family
Readiness Groups (FRGS).

e. Recognize significant contributions made by
volunteers and family members.

f. Ensure subordinate units audit FRG informal funds
annually.

g. Ensure deploying units and soldiers receive
mobilization briefings.

h. Ensure the servicing Family Program Officeis
contacted within 24 hours of unit or soldier alert for
mobilization and anticipated date of activation. See
appendix B for alist of USAR Family Program Offices.

2-6. Unit commanders

[An overview of unit commander responsibilitiesis at fig
2-1]

The unit commander will—

a. Develop aFamily Readiness Plan to ensure soldier
preparedness and family self-reliance.

b. Establish a unit-level Family Readiness Program.
Thisincludes establishing an FRG that is active during
peacetime, mobilization, and security and stability
operations to create an atmosphere of mutual caring and
concern among soldiers and their families.

c¢. Provide opportunities for familiesto gain the
knowledge and skills necessary to become self-sufficient
and able to cope during military separations.

d. Offer family-oriented training. Commanders are
authorized to schedule up to 8 hours during unit drill to
conduct family-oriented training activities each year. Socia
activities will not be substituted for family-oriented training.
(Refer to para 4-22 for more guidance on Family Day.)
Some topics to consider are—

(1) Family member orientation (benefits and
entitlements).

(2) Soldier and family preparations for mobilization.

(3) Legal and financia briefings.

(4) Family violence prevention and education.

(5) Instalation family programs and other services.

(6) Drug and alcohol information.

(7) FRG information.

(8) Army Family Team Building classes.

e. Visibly support the USAR Family Readiness
Program. Encourage soldiers and their familiesto
participate in activities that enhance their well-being.

f. Address soldier and family member issues and
concerns, and direct recommendations to improve their
well-being through the Army Family Action Plan process.

g. Approve Family Care Plans (DA Forms 5305-R), in
accordance with AR 600-20. All single parent soldiers and
dual military couples require Family Care Plansto ensure
that dependent family members are cared for during periods
of absence for military duty. Additional categories
requiring Family Care Plans are listed in AR 600-20,
paragraph 5-5b. The unit commander isthe ONLY
approving authority for the Family Care Plan. Family Care
Plans require re-certification at least annually. Asstated in
the above regulation, conduct maximum feasible testing of
the validity and durability of Family Care Plans during unit
activities (e.g., during exercises, aerts, predeployment
processing, mobilization, deployment, annual training, and
other unit activities) to ensure information on asoldier’s
DA Form 5305-R is correct, up-to-date, and workable.

h. Establish asanctioned FRG that is active during
peacetime, mobilization, and security and stability
operations to create an atmosphere of mutual caring and
concern among soldiers and their families.

i. Sanction the unit FRG. The commander initiates the
memorandum sanctioning the FRG. This memorandum also
appoints the FRL and identifies the FRG Leader. A sample
sanction memorandum is at figure 2-2.

j. Ensure all key volunteers receive a position
description and sign a volunteer agreement (DA Form 4712,
Volunteer Agreement for Appropriated Fund Activities).
The position description and volunteer agreement clarify the
roles and responsihilities of FRG volunteers. Further
guidance is available in chapter 3.

k. Conduct annual mobilization briefings for soldiers
and their families and ensure that these briefings are
annotated on the unit training schedule. Each soldier
assigned to the unit should get a completed copy of Annex
C of FORSCOM Regulation 500-3-3, Volume |1l Reserve
Component Unit Commander’ s Handbook (RCUCH).

|. Ensurethe unit FRL assists the FRG in establishing a
functional Telephone Tree by providing access to
appropriate rosters of unit personnel.

m. Assist in volunteer recruitment for the FRG.

n. Recognize the FRG Leader and key volunteers for
their contributions to the success of the unit mission.

0. Provide administrative and logistical support to the
volunteers, and access to unit resources and facilities for
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FRG activities; e.g., telephones, reproduction equipment,
office and meeting space, and computers (including Internet
and E-mail access that cannot use alocal area network).
Furnish unit rostersin accordance with Privacy Act
provisions to the FRG key volunteer(s). Office space for
the FRG volunteers at the unit needs to include a desk and
locking file cabinet(s), to which a full-time staff member
has access in the event of emergency aert or mobilization.
Additional guidance and considerations on facility space for
volunteers and FRG activities are in chapter 4.

p. Ensure that the cost of the FRG newsletter is included
in the annual unit commander’ s appropriated fund budget
submission.

g. May authorizeinformal funds for the FRG. (This
refersto allowing an FRG to have informal funds and
fund-raisers for specific activities. The purpose of these
activitiesisto support the FRG.)

r. Audit the FRG informal fund annually. Itisalso
recommended this fund be audited when there is a change
of Treasurer or command, not later than 30 days after the
change.

s. Encourage integration of family sponsorship with the
unit’s military sponsorship program.

t. Ensurethat all eligible family members are enrolled in
the Defense Enrollment Eligibility Reporting System
(DEERS) and have current military ID cards, as

appropriate.

2-7. Family Readiness Liaison (FRL)
The FRL will—

a Bean officer or noncommissioned officer who
demonstrates effective communication, interpersonal, and
leadership skills.

b. Serve asthe commander’s designated representative
for the Family Readiness Program. Provide information on
activities, programs, and training opportunities related to
soldier preparedness and family self-reliance.

¢. Understand the unit mission. Ensure that the unit
Family Readiness Plan addresses the needs of the soldiers
and their families.

d. Assist the commander in establishing and maintaining
aunit FRG. Attend FRG meetings, provide guidance and
assistance, and gather feedback to present to the
commander. Act asthe communication link between the
commander and the FRG by coordinating all actions of the
FRG and required support from the unit.

e. Assist in volunteer recruitment for the FRG.

f. Update the unit roster, at least quarterly, including
new unit members, and provide changes to the FRG.

g. Review and obtain approval from the commander to
publish the FRG newsletter prior to printing.

h. Initiate recognition for volunteers as appropriate.
Roll up volunteer hours quarterly to the servicing Family
Program Office. See appendix B for alist of USAR Family
Program Offices.

i. Attend Family Readiness Program training. A
minimum of 12 hours of Family Program Academy

instruction is recommended within 12 months of
appointment. Local Army Family Team Building (AFTB)
or AFTB NetTrainer courses provide an added learning
opportunity. (See app C for the AFTB NetTrainer Internet
address and description.) Operation READY (Resources
for Educating About Deployment and Y ou) is another
resource for understanding deployment-related FRG, and
soldier and family issues. See chapter 7 for a complete
listing of training opportunities.

j. Ensure that government equipment, facilities, and
property are used for official FRG business only.

k. Assist in presenting the Family Readiness Program at
soldier and family newcomer orientations.

I. A sample FRL position description is at figure 2-3.

2-8. Soldiers
Soldiers will—

a. Prepare for mobilization. Ensure their family
members have adequate information to be self-reliant during
military separations.

b. Inform the command of any change in family status
(e.g., marriage, birth, death, divorce), residential address,
and telephone numbers.

¢. Support and encourage family members' participation
in FRG activities and programs designed to enhance their
well-being.

d. Prepare a Family Care Plan (DA Form 5305-R) as
required.

2-9. Key regional volunteers
Key regional volunteers will—

a. Possess experience with, and a working knowledge
of, unit-level FRGs.

b. Represent the RSC or ARCOM Family Program
Office at activities as assigned (e.g., unit Family Day
activities, deployment and reunion briefings).

c. Act asaliaison between the unit leadership and the
FRG leader in resolving issues.

d. Maintain proficiency in the areas of benefits and
entitlements, information and referral, and volunteer
reimbursements.

e. Escalate need to know information to the appropriate
Family Program Office, and complete after action reports
on unit activities and consultations. See appendix B for a
list of USAR Family Program Offices.

2-10. Family Readiness Group (FRG) Leaders
The FRG Leader will—

a. Obtain unit commander’s approval when planning
functions of the FRG.

b. Maintain oversight of the FRG operation, activities,
finances, and training.

c. Delegate responsibilities and provide guidance to
FRG volunteers.

d. Act as the spokesperson for the FRG.

e. Attend aminimum of 12 hours of family readiness
training within 12 months of appointment, such as a Family
Program Academy or equivalent family readiness training.
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Operation READY material, local Army Family Team
Building (AFTB) or AFTB Net Trainer courses are
additional learning opportunities. See appendix C for the
AFTB Net Trainer Internet address and description.

f. Advise the commander on matters dealing with the
morale and well-being of soldiers and their families.

g. Organize a unit family sponsorship program as
outlined in chapter 4.

h. Brief the commander and FRL at least twice ayear.

2-11. Families
Families are encouraged to—

a. Support their military family member.

b. Become self-reliant.

c. Participate in the unit's FRG.

d. Obtain necessary information on preparing for
military separation and how to access benefits and
entitlements.

2-12. Family Readiness Plan (FRP)

a. The FRP outlines the unit commander’ s goals and
initiatives to establish afunctional family support program
and provide family assistance within the unit. Although
thisis the unit commander’ s vision for the family program
at the unit, key personnel, such asthe FRL and FRG
volunteers, should provide input and understand their rolein
implementing this plan.

b. This chapter describes regulatory reguirements
outlined in the USAR Family Readiness Program. Both
family assistance and family support programs must be
available and publicized frequently. Policies, procedures,
and responsibilities must become common knowledge to
ensure soldier preparedness and greater family knowledge
and competency.

¢. Theunit’'s FRP must acknowledge and address
soldier and family member needs and concerns.
Participation in a unit-based FRG encourages soldier
preparedness and family self-reliance, enhances unit
cohesion, and increases unit morale. A sample FRPisat
figure 2-4.

2-13. How to get information

a. There are two separate-but-related routes for
obtaining information about the USAR Family Readiness
Program. Both are organized to ensure that questions and
concerns are resolved at the lowest possible level. The
chain of command is the military structure commonly used
by soldiers. The chain of concern isthe civilian or family
member equivalent.

b. The Information Flow Chart in figure 2-5 diagrams
the process to resolve inquiries regarding the Family
Readiness Program. Please note that soldiers and their
families are able to use both the chain of command and the
chain of concern. The difference lies with the subject or the
issue. Typically, those issues relating to family assistance
are to be addressed through the chain of command, while
concerns associated with family support areas are resolved
through the chain of concern.

¢. Theservicing RSC or ARCOM Family Program
Office is available to unit personnel and volunteers for
consultation or to address any issues that can not be
satisfactorily resolved at lower levels. This process ensures
aquick and timely response. See appendix B for alist of
USAR Family Program Offices.
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Unit Commander

Family Assigance Family Support

| Family Care Plans | | Family Readiness Groups |

| DEERSYID Cards | | Telephone Tree |

| Mobilization Briefing | | Family Program Academyl

| Financial Assistance | | Newd etter |

| Health Benefits | | Army Family Action Plan |

| L egal Assistance | | Family Day |

| Soldier Sponsorship | | Family Sponsorship |

Figure 2-1. Unit Commander Responsibilities
(Encourages Soldier Preparedness and Family Self-Reliance
Enhances Unit Cohesion and Improves Unit Morale)
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[Unit letterhead]
AFRC- (MARKS#)

MEMORANDUM FOR RECORD

Date
SUBJECT: Organization of the Unit Family Readiness Group (FRG) samp I e

1. | sanction the (unit) FRG to operate and function as part of my staff providing support to our
soldiers and their families.

2. | appoint (Rank, Name) (address)
(city) (state) (zip) (telephone number)
(E-mail address at home or the unit) as the Family Readiness Liaison (FRL) for a period of 2 years
unless sooner revoked or suspended in accordance with AR 600-20, para 5-10b (7). The FRL acts as my

representative to coordinate between the unit and the FRG. | also appoint (Rank, Name)
(address) (city) (state) (zip)
(telephone number) (E-mail address at home or the unit) asthe dternate FRL for a

period of 2 years unless sooner revoked or suspended.

3. | acknowledge that (Name) (address)
(city) (state) (zip) (telephone number)

(E-mail address at home or the unit) has agreed to serve as the FRG Leader for a period of 2 years
unless sooner revoked and suspended. Thisindividual has received a position description and has signed a
Volunteer Agreement for Appropriated Fund Activities (DA Form 4712) that ison file at this unit with a copy
forwarded to our higher headquarters and the RSC or ARCOM headquarters. Activitieswill be conducted in
accordance with DA Pam 608-47 and must receive prior approval from my designated representative or myself.
(Other FRG key volunteers such as the Treasurer and Secretary need to also be acknowledged in the sanction
memorandum if those positions arefilled.)

4. | appreciate your willingness to improve the morale and enhance the readiness and well-being of our soldiers
and their families.

5. Thisdocument will be stored under MARKS number 608-1a and protected with a DA Label 87, For Officia
Use Only cover when removed from the file cabinet.

XXX XXX XXX XX XXX XX XXX
Rank, Branch, USAR
Commanding

CF:

RSC/ARCOM Family Program Director
Unit Administrator

Family Readiness Liaison

Family Readiness Group Leader

Unit Mobilization File

Figure2-2. Sample FRG Sanction Memorandum
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Position Objective: Serves as the commander’ s designated representative to the Family Readiness Group
(FRG). The FRL serves as the communication link between the FRG and the commander by coordinating al
actions of the FRG and required support from the unit. The alternate FRL will perform the duties outlined in the
primary FRL’s absence.

Major Responsibilities/Description of Duties:

1. Assiststhe commander in maintaining an active FRG.

2. Provides support that communicates command caring and concern for the well-being of unit members and
their families.

3. Assiststhe FRG in establishing afunctional Telephone Tree by providing access to appropriate rosters of unit
personnel (updated quarterly).

4. Coordinates with the FRG L eader regarding proposed activities and reviews the results of previous activities.
5. Attends FRG meetings.

6. Gathersfeedback and information from the FRG and provides an opportunity for ongoing open
communication between the FRG and the commander.

7. Serves asthe primary adviser to the FRG on all military matters.

8. Coordinates required support from the unit.

9. Providesinformation on soldiers who are on extended tours of duty to the FRG.

10. Furnishesinformation from the commander for the FRG newsletter, reviews the FRG newsletter for proper
content, and obtains the commander’ s approval prior to publishing.

11. Rollsup volunteer hours quarterly to the servicing Family Program Office (RSC or 7th ARCOM).

12. Ensures officia volunteer service records are maintained at the USAR Center in accordance with AR
25-400-2, The Modern Army Recordkeeping System (MARKS). File# 608-1a, Army Community Service (ACS)
program. PA Notice: A0608bCFSC will be placed on the label to comply with the Privacy Act Notification
System.

13. Recommends and writes award nominations for volunteersin support of the FRG.

14. Advisesthe FRG Leader of all scheduled family readiness training sessions for volunteers and family
members as appropriate (e.g., Family Program Academy, Army Family Team Building, and the Army Family
Action Plan).

15. Acquires and approves use of government property for official FRG use.

16. Does not handle FRG generated funds.

17. Assiststhe FRG in obtaining information on newly assigned soldiersto be included in the Family
Sponsorship Program.

Time Required: Approximately 4 to 6 hours per month depending upon how active the FRG is and the size of
the unit.

Qualifications: Must be an officer or noncommissioned officer (NCO). Understands the unit mission. Is
knowledgeable of the unit Family Readiness Plan. Possesses effective communication, interpersonal and
leadership skills.

Training: A minimum of 12 hours of USAR approved Family Program training.

Figure 2-3. Sample Family Readiness Liaison (FRL) Position Description
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[Unit letterhead]

Office Symbol (if applicable) (MARKS#) Date

MEMORANDUM FOR Unit Personnel sampl e

SUBJECT: Unit Family Readiness Plan

1. Purpose. To establish viableinitiatives and timelines for accomplishments.

2. Goals.

a. To establish a Family Support Program in accordance with governing policies and regul ations.

b. To establish a volunteer recruitment, recognition and retention program.

c. To educate families on benefits and entitlements of Reserve affiliation and awareness of the effects
of military separation.

3. Initiatives.
a. Establish afunctional Family Readiness Group during peacetime as well as during mobilization.
b. Develop and implement a Family Sponsorship Program.

4. Timelines.

a. Conduct an annual review and update of personnel and family records. Ensure the commander or
designated representative completes Family Care Plan counseling and records. Test of Family Care
Plans during a yearly exercise.

b. Outreach to family members through a Telephone Tree and newsletter on a monthly or quarterly
basis.

c. Ensure opportunities for DEERS enrollment/ID cards are provided semiannually, and conduct an
annual mobilization briefing.

) 9.9.90.90.90.90.90.90.9.90.90.90.9.9.9.9.9.9.0 ¢
Rank, Branch, USAR
Commanding

Figure 2-4. Sample Family Readiness Plan
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Servicing RSC or ARCOM
Family Readiness Office

FCHAIN OF COMMAND | T CHAIN OF CONCERN

I FamilyAssistance I |1 Family Support

b T ______ Jd L T ______
DRC, MSC, DRU Key Regional
Commanders Volunteers
Unit Commander/ Family Readiness

Family Readiness Group Leader
L iaison
Soldiersand Soldiersand
Families Families

Figure 2-5. USAR Family Readiness Program Information Flow Chart

USARC Regulation 608-1 29



Chapter 3
Family Readiness Group (FRG) Organization

“Never doubt that a small group of thoughtful, committed
people can change theworld. Indeed, it isthe only thing
that has.”

Margaret Mead

3-1. About the FRG

a. The FRG is an organization of family members,
soldiers, volunteers, and other interested individuals
associated with aunit. The FRG membership includes
soldiers' families (both immediate and extended family
such, as parents, aunts and uncles, etc.) and soldiers, aswell
as othersinterested in the well-being of the soldier (e.g.,
fiancés/fiancées, friends, retirees, and community
members). An FRG Leader (see para 2-10) overseesthe
FRG.

b. The FRG's goal isto establish a network that enables
family membersto effectively gather information, resolve
problems, and maintain mutual support, thereby reducing
stress associated with military separations. The FRG isa
resource that fosters self-reliance.

¢. The FRG's objectives will be essentially the same
during peacetime and mobilization, although the need for a
FRG is greater during deployment.

d. The scope and type of activitiesthat the FRG
becomes involved with is outlined in the commander’s
Family Readiness Plan. An effective FRG recognizes the
unit’s mission and supports the needs of the soldiers and
their families. The availability and creativity of volunteers
will influence the timelines set to accomplish goals.

3-2. Structureof an FRG
Thereisadistinct difference between FRG volunteers and
family member participants.

a. Official FRG Volunteers are FRG members who
donate their time and services to any of avariety of FRG
projects and activities. Volunteers may be family members,
soldiers, retirees or Department of the Army Civilians
(DACs). Many volunteers are spouses of soldiers. Under
the provision 10 United States Code 1588, FRG volunteers
are recognized as official in matters of tort claims and for
purposes of reimbursement. Volunteers must have a signed
Volunteer Agreement for Appropriated Fund Activities (DA
Form 4712) on file.

b. Family Member Participants are normally those
who participate in FRG activities such as classes, seminars
and social events, but are not actively involved in the
planning, managing or delivery of the activity. No
documentation is necessary to participate in FRG-sponsored
events.

NOTE: The remainder of this handbook provides
information and guidance necessary for the successful
conduct of a unit-level FRG. Please refer to appropriate
sections as necessary to execute an FRG program.

3-3. Minimum requirementsfor FRGs
To be considered functional, FRGs must perform these
minimum requirements:

a. Develop a Telephone Tree from the unit roster. The
FRG Leader will recruit a Telephone Tree chairperson to
serve as the primary point of contact. The Telephone Tree
Chairperson will recruit volunteers willing to make up to ten
contacts when the Telephone Treeis activated. Telephone
contact promotes social support and prevents isolation.
Additional guidance on the unit Telephone Treeis provided
in chapter 4.

b. Provide outreach to family members and sponsor new
families. The purpose of the contact is to address concerns,
answer questions and ensure well-being of the family
members. Contact is encouraged at |east twice per year
during peacetime and twice per month during periods of
military separation. The first contact with the designated
family member after a soldier has deployed needsto be
within the first 24 hours of |eaving home station when the
reality of separation has the most initial impact.

¢. Provideinformation and referral to military
organi zations, veterans associations, and social service
agencies that provide services to military members and their
families. Maintain alocal listing of contacts and update it at
least annually. A sample Community Resource Directory is
at figure 3-14.

d. Recruit family member volunteers. Unit personnel
may participate in, but not hold positionsin the FRG, as
their role is to enhance the group during peacetime and
ensure the structure exists to be active at mobilization.

e. Ensure FRG volunteers attend training such as the
Family Program Academy. Thetraining programs of Army
Family Team Building and Operation READY also provide
valuable information.

f. Ensure volunteers compl ete appropriate forms and
request reimbursement of official expenses.

g. Periodicaly publish a newsletter mailed to “the
family” of the soldier (e.g., Family of SSG John Dora) until
the soldier’s designated family member completes the
Family Information Data Worksheet, USARC Form 107-R
(see para 4-5). Include the unit’s name, date of publication,
a schedule of unit training assemblies and Family Day
activitiesas well as other information pertinent to Army
Reserve families.

3-4. Enhancementsfor FRGs
Family Readiness Groups may consider the following
enhancements once functional requirements are met:

a. Assist with Family Day planning and execution.
Encourage family members to attend annual mobilization
and legal briefings. (See para4-22 for more information on
Family Day.)

b. Develop afinancia plan for the FRG. Determineif
funds are to be raised and how to deal with donations. See
chapter 6 for further guidance.

c. Offer persona development courses, such asfirst aid
or self-defense.

d. Assist with community projects like recycling.
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e. Participate in the Veterans Day parade.

f. Promote drug awareness.

g. Prevent child abuse and family violence through
education.

h. Teach classes on topics of interest, such as “Benefits
& Entitlements’ or “How to Read a L eave and Earnings
Statement (LES).”

| The possibilities are limitless -- Be creative and have fun!

3-5. FRG operating guidelines

a. The FRG is encouraged to develop guidelines that
complement the unit’s Family Support Plan. Key personnel,
such as the unit Commander, FRL, and FRG volunteers
should agree with and understand their rolesin executing
these guidelines.

b. Operating guidelines outline the purpose, goals,
responsibilities, and organizational structure of the unit’s
FRG. Theformat can be asformal or informal as necessary
to meet the needs of all members of the FRG.

¢. Guidelines should be flexible and reviewed
periodically by the FRG leader and volunteers to meet the
changing needs of the unit and support of itsmission. Ata
minimum, the guidelines should address FRG leadership
positions and afiscal plan. A sample FRG Operating
Guidelines can be found at figure 3-1.

d. Remember, FRG membership represents and
provides services for families and loved ones of all
members of the unit. Members of IRR, IMA, or another
unit’s soldier or family members may want to participate in
the nearest FRG to their home. Welcome them as well.

3-6. ldentification of FRG Key Volunteers

| L eadership provides cohesiveness, coordination and continuity.

a. Family members, former unit members, retirees and
individuals interested in the well-being of unit members
primarily comprise the FRG. Soldiers may participate in
the FRG, but will not hold key positionsin order to ensure
that the FRG is successful during periods of military
separation. The commander must sanction the FRG in a
written memorandum. A sampleis at figure 2-2.

b. FRG volunteers may beinvited by the commander to
serveif the individuals are interested, have time to
participate, and accept the positions; however, the group
should elect FRG key volunteers. Thereisnorank in an
FRG, as responsibilities are determined by position
descriptions. The commander appoints the FRG Leader and
key volunteers by written memorandum. A sampleisat
figure 2-2.

c. Determine the election process by group consensus.
Elections should not be held more than once every 2 years.
The newly appointed FRG key volunteers need to assume
full responsibilities within 2 months after the election.

3-2

d. The FRG supports all soldiers and familiesin the
unit. Many times, only afew individuas accomplish the
duties described in the position descriptions depicted in
figures 3-3 through 3-11. Experience has shown that a unit
may have approximately five to ten percent of its strength
actively participating in the FRG during peacetime. It is
important that the commander continue to encourage others
to volunteer (e.g., during a Family Day; when meeting new
full-time staff, soldiers, and their family members; writing
an article for the FRG newsdletter on the subject). The FRG
key volunteers may feel they are the only ones responsible
for volunteer recruitment.

e. Position descriptions outline required tasks. Prior to
implementation, the unit commander, FRL, and FRG L eader
should review volunteer position descriptions and modify
them as needed. Review position descriptions every 2 years
or upon change of duty.

f. Include short term/special project volunteers. With
today’ s busy lifestyles and competition for volunteers from
community agencies, some potential volunteers may want to
help but can only realistically commit to work on a special
project or for alimited period of time. Remember to
consider this type of volunteer.

0. The FRG Leader will assist in providing a unit
orientation and conduct an informal interview for new
volunteers. An official welcome by the unit commander,
walk-through, and introduction of key personnel will help
new volunteers become comfortable in the unit
environment.

3-7. FRG Organizational Structure

Organize the unit FRG to support the needs of the soldiers
and their families. Realistically, the unit may not have
volunteersto fill al of the positions listed in figure 3-2, but
there still needs to be consideration of who will be
responsible for executing the duties required of the position.
(Fig 3-2 shows a sample organizational structure.)

3-8. Volunteer position descriptions

a. Accurate position descriptions protect both
volunteers and the organizations they serve. A well-trained
volunteer corpsis one of the goalsin the USAR and
essential to the success of the USAR Family Readiness
Program. Leadership places a high priority on the
establishment of a healthy, command-supported program
where volunteers can excel in their volunteer endeavors.

b. All parties concerned should understand their
purpose, each other’ sroles, and what is expected of them.
Within these clearly defined expectations, the volunteer and
other workers should be free to be creative and innovative.
They should also feel free to relate to one another openly
and honestly.

¢. Usethe examples of duties and responsibilities at
figures 3-3 through 3-11 to write position descriptions, if
these positions arefilled. The size and needs of a FRG wiill
dictate the positions chosen to be filled.
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3-9. Volunteer management and recor dkeeping

a. Therearetwo formsthat are essential in military
volunteer management and need to be explained during an
interview with anew volunteer. These are the Volunteer
Agreement (DA Form 4712), see paragraph 3-10 (or
Parental Permission, DA Form 5671, if the volunteer is
unmarried and under 18 years of age) and the Volunteer
Daily Time Record (USARC Form 105-R). Recording
service hours on the Volunteer Daily Time Record
(USARC Form 105-R) and Volunteer Service Record
(USARC Form 106-R) is the responsihility of each
volunteer.

b. The unit will maintain volunteer records that include
hours donated, duties performed, training received, and
awards given. The Volunteer Service Record (USARC
Form 106-R) records thisinformation. This allowsthe
commander, FRL, and the FRG L eader to assist in volunteer
personal development, including documentation for
volunteers to use in obtaining future volunteer or paid
positions.

¢. The FRL isresponsible for maintaining the volunteer
service records or files at the USAR Center in accordance
with AR 25-400-2, The Modern Army Recordkeeping
System (MARKS). Under MARKS, the file number for
these records is 608-1a, Army Community Service (ACS).
Thefile folder 1abel will include the Privacy Act (PA)
notice: AOB608bCFSC. Protect these documents with a DA
Label 87, For Official Use Only cover, when removing from
the file cabinet. For additional information on other official
Family Program recordkeeping requirements, see appendix
A.

d. Theservicing RSC or ARCOM requires a quarterly
report to account for the new volunteers, number of
volunteers, volunteer hours, and training received (RCS:
RCPR-062). Use the USARC Form 106-R, Volunteer
Service Record for thisreporting. Only a copy of thisform
will be sent or faxed to the servicing Family Program
Office. See appendix B for alist of USAR Family Program
Offices.

3-10. Volunteer Agreement for Appropriated Fund
Activities (DA Form 4712)

a. The Volunteer Agreement establishes an
understanding between the volunteer and the unit accepting
volunteer services. The Volunteer Agreement also
establishes that the volunteer is not an employee of the
government, nor will the volunteer replace a Federal
employee, or an unfilled required or authorized position. It
is a statement of protection from tort claims when
performing approved volunteer services. It isan agreement
on the part of the volunteer to attend whatever training is
required to perform the services for which the person is
volunteering. (A sample of DA Form 4712 isat fig 3-12 at
the end of this chapter.) Thisform isavailable on the Army
Electronic Library CD-ROM and the USAPA web page
(http://www.usapa.army.mil).

b. The volunteer and the unit representative functioning
as the accepting official (usually the commander or the

FRL) must sign this Volunteer Agreement. Give a copy to
the volunteer, place a copy in the unit files under 608-1a
and forward one copy to the servicing RSC or ARCOM
Family Program Office. (See app B for alist of USAR
Family Program Offices). Only after the responsible
headquarters receives the VVolunteer Agreement will
Invitational Travel Orders (1TOs) be published and
reimbursements for official volunteer expenses be paid .

3-11. Parental Permission (DA Form 5671)

Obtain parent or guardian signature on the Parental
Permission when accepting volunteer services from
unmarried family members under age 18. A sample of DA
Form 5671 is at the end of this chapter. Thisformis
available on the Army Electronic Library CD-ROM and the
USAPA web page (http://www.usapa.army.mil). A sample
DA Form 5671 is at figure 3-13.

3-12. Volunteer Daily Time Record (USARC Form
105-R)

a. Volunteerswill use the Volunteer Daily Time Record
(USARC Form 105-R), RCS: RCPR-062, to document
volunteer hours for a 1-year period. Enter credit hours
earned on this form for the appropriate day and month
worked. Credit is given for providing any serviceto
military families, regardless of branch of service (i.e.,
Army, Air Force, Navy, Marines, and Coast Guard).

b. Record credit for service performed as follows:
Record each hour of volunteer service performed, hours
spent in orientation, hours spent at training, and travel time
(e.g., round trip travel time from home to the unit).
Training away from the local area or home, such as
workshops and Family Program Academies on Invitational
Travel Orders, is credited at 24 hours per day. For
example, training received at a Family Program Academy
would be credited at 72 hours of service time, with arrival
on Friday and departure on Sunday. Separate service(s)
performed in support of the Army Family Team Building
program from other Family Readiness volunteer time. A
blank copy of thisform is at the back of this regulation for
reproduction purposes. It isalso available for download
from the USARC Intranet (see web addressesin app A, sec

).

3-13. Volunteer Service Record (USARC Form 106-R)
Information on the Volunteer Service Record (USARC
Form 106-R) assists the FRG Leader and the FRL in
assigning individual volunteersto positions or projects. It
also records volunteer service hours to help establish
eligibility for awards. The federal government and many
businesses now consider volunteer experience of equal
importance to employment experience on job applications
and resumes. A blank copy of thisform is at the back of
this regulation for reproduction purposes. Itisalso
available for download from the USARC Intranet (see web
addressesin app A, sec I11).
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3-14. Resourcesfor a Family Readiness Group

a. USAR Family Program Advisory Council (FPAC).
All RSCs, 7th ARCOM, USASOC, and AR-PERSCOM
have a representative serving on the FPAC. The FPAC
advises the Chief, Army Reserve on matters affecting the
well-being of USAR soldiers and their families. The FPAC
meets twice per year. An appointment to the FPAC isfor 3
years. The FPAC members represent their respective
commands and are knowledgeabl e and experienced Family
Program volunteers. Volunteers can contact their FPAC
representative with issues and concerns requiring this level
of visibility.

b. RSC or ARCOM Family Program Advisory
Council. Commanders at thislevel are also required to
have an advisory council. Volunteers from subordinate
commands or Direct Reporting Commands are represented.

¢. Key Regional Volunteers. Known by numerous
titles, RSCs and 7th ARCOM have a network of
geographically located volunteers who can provide
assistance to FRGs. Key regional volunteers have
experience with, and aworking knowledge of, unit-level
FRGs. They can volunteer to help establish or enhance an
FRG, present the family readiness deployment briefings,
and represent the Family Program Office at unit Family Day
activities. They may also act as aliaison between the unit
leadership and the FRG leader in resolving issues. These
volunteers are trained in areas such as benefits and
entitlements, information and referral and volunteer
reimbursements. Their availability in the local area
enhances the efficiency and effectiveness of the USAR
Family Readiness Program. The RSC or ARCOM Family
Program Directors, located at the corresponding command' s
headquarters, supervise key regional volunteers when the
volunteers are functioning in thisrole.

d. Chaplain. Chaplains provide spiritual leadership
and pastoral counseling in support of the USAR Family
Readiness Program. The chaplain can be an advocate for
soldier preparedness and family self-reliance, an ex-officio
member of the Family Readiness Group, and a source of
encouragement. As aresource person, the chaplain can
assess needs of the unit, soldiers and family members. A
chaplain may also provide training in stress management,
communication skills, parenting, marriage enrichment,
family suicide prevention, and grief counseling. Chaplains
may be able to provide additional newsletter materials.

e. Community Resources. A number of community
services or agencies are listed in the sample community
resource directory at figure 3-14. They can provide
assistance for soldiers and family members encountering
problems that require outside help or information. This
type of list hasto beindividualized for alocal community,
since there are generally not standardized names and 800
numbers for all agencies that exist asaresource. Thisis
part of the function of providing information and referral as
needed on the part of FRG leaders. Some larger cities have
information and referral centers or hotlines that can readily
provide a number for aloca urban area resource (they also
may cover the surrounding counties). Both alocal Chamber
of Commerce and United Way often have alisting of
existing agencies and are good placesto start gathering
information for aresource directory. If soldiers and family
members live outside the unit’s local area, or in another
state, and do not know how to access this type of
information, volunteers can call their servicing Family
Program Office for assistance. See appendix B for alist of
USAR Family Program Offices.
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(Unit Designation)
FAMILY READINESS GROUP
OPERATING GUIDELINES

1. Purpose: The purpose of the Family Readiness Group (FRG) is to provide information and support to unit members and
their families as well as encourage self-reliance necessary during military separations. Membership in the FRG is open to
anyone concerned about the well-being of our Armed Forces service members, and their loved ones.

2. Gods:
Support the unit’s mission and each soldier with a positive attitude.
Educate family members on military benefits and entitlements.
Openly communicate with soldiers, their families, and the command.
Develop members' knowledge and skills necessary during military separations.
Be prepared to collect and pass information on to families.

3. Responsihilities:

Unit commander and Family Readiness Liaison e
Family Readiness Group Leader and other FRG Volunteers 5 a m

4. Organization and Structure:
Diagram of positions and Chain of Concern
Volunteer Position Descriptions
Appointment or Election Procedures

5. Activities and Functions:
Telephone Tree
Newsletter
Family Day activities
Fund-raising
Family Sponsorship
Periodic training and meetings

6. Informa Fund: (Required when the FRG decides to raise funds with the commander’ s authorization and approval.) An
account will be opened in the name of the unit FRG with an Employer Identification Number (EIN) obtained from the Internal
Revenue Service. A financial report will be provided to the unit commander at least annually. The fund will be audited
annually or when there is a change in custodian or command.

a. Fund-raising Guidance:

(1) All fund-raising activities and timelines will receive prior approval of the unit commander or representative. (A
yearly plan provides the most effective organization for this.)

(2) Fund-raising eventswill be held at the USAR Center and be available to unit members and their families.
(3) Any events open to the public can be held at the USAR Center or at community facilities with command approval .

City and/or county permits will be acquired by the FRG, if necessary. All fund-raising activities will be in accordance with
applicable local and state laws.

Figure 3-1. Sample FRG Operating Guidelines
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b. Fund Expenditure Guidance
(1) Funds generated by the FRG will be used for the welfare of all unit members and their families.

(2) Expenditures will be determined by majority vote of FRG members.

FRG Leader’s Signature Unit Commander’s Signature

Date Signed Date Approved

[NOTE: Guidelines should be reviewed and evaluated annually to ensure that they represent the needs and interests of the
unit'sFRG.]

Figure 3-1. (continued) Sample FRG Operating Guidelines
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FRG Leader

“ Secretary “ Treasurer “
FRG Committees
Telephone Tree Newsletter Publicity Specia Family Child Care
Chairperson Chairperson Chairperson Events Sponsor ship Coordintor
Coordinator Coordinator

Telephone

Tree

Callers

Figure 3-2. Sample FRG organizational structure
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Family Readiness Group (FRG) L eader Position Description

Position Objective: To maintain the FRG and manage the FRG' s volunteers as part of the unit’s Family Support
Pan.

Major Responsibilities or Description of Duties: 5an,ple

1. Overseegeneral operation of the FRG and its activities. Although the other FRG volunteers are
responsible for specific functions, the leader isresponsible for overseeing the group. Monitor timelines and
inquire about the progress being made with planning and executing the group’s goals. Conduct volunteer or
steering committee meetings as needed to help ensure communication and coordination in accomplishing FRG
activities.

2. Facilitate meetings. Facilitate the meeting and ensure that discussions stay on track. Encourage all the
attendees to participate. All members should be encouraged to express themselves.

3. Act as spokesperson for the FRG. Thisincludes having an awareness of how the group feels on a particular
issue. As problems and issues arise, inform the commander or Family Readiness Liaison (FRL). Keep them
informed of what the FRG is planning and the results of what has been done.

4. Assist in providing unit orientation and conduct informal interviewsfor new volunteers.

Time Required: Approximately 2 days per month and attendance of a Family Program Academy.

Qualifications: Leadership skills and awillingness to develop aworking knowledge of the USAR Family
Readiness Program, the unit’s Family Readiness Plan; and interest in the unit’'s FRG.

Orientation and Training: Unit orientation and attendance at a Family Program Academy or equivalent family
readiness training in order to remain current on issues will be necessary.

Supervision:

1. The unit commander supervises the FRG Leader. The appointed FRL will normally act as the commander’s
representative for coordinating routine actions and unit support.

2. The FRG Leader supervises the FRG key volunteers as depicted in the FRG Organizational Chart, and ensures
recognition of them.

Figure 3-3. Sample Position Description for Family Readiness Group (FRG) Leader
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Secr etary Position Description

Position Objective: To provide administrative support to the Family Readiness Group (FRG) and to maintain
historical records of the FRG.

Major Responsibilities or Description of Duties: sample

1. Record minutes of FRG meetings and FRG Steering Committee meetings. Take notes of the activities at
the meetings to include decisions or votes. Maintain and file meeting minutes with the record of FRG activities.
Keep them as simple as possible. Publishing a summary of highlights or need to know information in the FRG
newsletter is one way to remind the members of the FRG of what was discussed. Placing thisinformation on a
unit bulletin board can help in publicizing the FRG program and services.

2. Maintain records of FRG activities. Keep asimple notebook with short descriptions of what the FRG did,
when it was done, how many attended, and any special information about each activity. Thiscould be a
scrapbook (e.g., with pictures and articles) as long as the important information is recorded.

3. Publish agenda and activitiesfor FRG meetings.

Time Required: Approximately 1 day per month and consider attendance at a Family Program Academy or
equivalent family readiness training.

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Ability to communicate both orally and in writing.

Orientation and Training: Unit orientation and attendance of a Family Program Academy or equivaent Family
Readiness training.

Supervision:
1. The FRG Leader supervises the Secretary.

2. The Secretary has no supervisory responsibilities unless additional FRG members volunteer to assist.

Figure 3-4. Sample Position Description for Secretary
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Treasurer Position Description

Position Objective: To act asthe fiscal record keeper and financia adviser to the Family Readiness Group
(FRG). Servesasthe custodian for the FRG informal fund. (See chap 6 for more information on informal
funds.)

Major Responsibilities or Description of Duties:

1. Maintain budget, funds, and expenditurerecords. Open abank account in the name of the FRG with the
unit’s mailing address using an Employer Identification Number (EIN) obtained by completing Form SS-4
(Application for Employer Identification Number) and mailing to the Internal Revenue Service (IRS).
Responsible for al of the deposits and writing of checks. A working budget should be prepared.

2. Maintain records of donated money, services, and assets (e.g., equipment). Keep accurate records of
donations of money, valued services or property donated to the FRG. Records should be kept showing who gave
it, what it was, its value, date it was donated and the donor’ s address and phone number. These records should be
maintained for a 3-year period.

3. Report on finances. Be prepared to report to the FRG at each meeting on the current financia status of the
group. Thisshould be a short financial statement reporting income, expenses and the financial balance. The
financial records will be made available at FRG meetings. A summary can aso be placed on the unit’s family
bulletin board.

4. Providethe commander with an annual financial statement with a copy furnished to the RSC or
ARCOM Family Program Office.

Time Required: Approximately 1 day per month and consider attendance at a Family Program Academy.

Qualifications:

1. Willingness to develop aworking knowledge of the unit’s Family Readiness Plan, and interest or experience in
the FRG program.

2. Ability to manage funds.

Orientation and Training: Unit orientation, and attendance of a Family Program Academy or equivalent
Family Readiness training.

s gample

1. The FRG Leader supervises the Treasurer.

2. The Treasurer has ho supervisory responsibilities unless additional FRG members volunteer to assist.

Figure 3-5. Sample Position Description for Treasurer
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Telephone Tree Chairperson Position Description

Position Objective: To establish a network to telephonically convey information, interest, and support to family
members of the unit’s Family Readiness Group (FRG).

Major Responsibilities or Description of Duties:

1. Organizethe Telephone Tree. Usethe unit roster and the completed Family Data Information Worksheets
to develop the unit’s Telephone Tree. Recruit Telephone Tree contacts and assign no more than 10 familiesto
each contact. Direct callersto write the message down to ensure accuracy of information being communicated.

2. Maintain contact with family members.

a. Ensure that each family is contacted at least twice ayear. Calls can be scheduled during annual training
and drill weekends. Remember that acall should not exceed 10 minutes whether long distance or in the local
area. Not everyone enjoys talking on the phone, or may have children or other tasks demanding their attention.
Long distance calls that exceed 10 minutes must be justified in writing to receive Family Support
Nonappropriated Fund (FS-NAF) reimbursement for them. A legitimate reason for a call to exceed 10 minutesis
acrisis situation that requires information and referral to an agency. (Refer to paragraph 6-4 of this publication
for additional information on volunteer reimbursement.)

b. When a soldier is deployed, arrange to have the soldier’ s family member contacted within the first 24 hours
of the soldier leaving home station when the reality of the separation hasitsinitial impact. Weekly contact with a
deployed soldier’ s family member is recommended after that with the family member’ s agreement or consent.

3. Convey family member concerns. Be sensitive to problems and concerns that arise and report them to the
FRG Leader as quickly as possible. Remember, mutual support, outreach and self-reliance are very important
elements of the FRG. Confidentiality and discretion will be used in conveying information through the
Telephone Tree.

4. After contacting the last person, the volunteer calls the Telephone Tree chairperson to ensur e the message
was delivered and all contacts were made. The volunteer also provides feedback on any issues discussed.

5. Work with the Family Sponsor ship Coordinator to ensure new family members are included after they
have agreed to be involved with the FRG.

Time Required: Approximately 1 day per month. 5ample

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Ability to communicate verbally, and listening effectively.

Orientation and Training: Unit orientation and attendance at a Family Program Academy or equivaent Family
Readiness training.

Supervision:

1. The FRG Leader supervises the Telephone Tree Chairperson.

2. The Telephone Tree Chairperson supervises the telephone contacts, and may need to schedule training or
meetings.

Figure 3-6. Sample Position Description for Telephone Tree Chairper son
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Newsletter Chairperson Position Description

Position Objective: To provide the unit family members with written information on programs and services of
interest to soldiers and their families.

Major Responsibilities or Description of Duties: Sa”,ple

1. Collect newsfor Family Readiness Group (FRG) newsdletter. Gather items of interest to use in the Family
Readiness Group (FRG) newdletter. Request input from the FRG volunteers and the unit leadership. Request
copies of newsdletters from your higher headquarters.

2. Create and publish the FRG newdletter on aregular schedule. (Ideally, try to publish at least quarterly
during peacetime and monthly during deployments and other military separations.) Newdetters may be
printed using the unit copier or commercial resources. The unit may use metered postage to mail newdletters if
the newsdl etter meets regulatory requirements containing only official information. Coordinate with the unit’s
Family Readiness Liaison on the unit’slogistical support, assistance with other staff elements for article
submission (e.g., commander or Chaplain), and approval of the newsletter before being printed. The Family
Support-Nonappropriated Fund (FS-NAF) can be used to reimburse costs to print, publish and mail if the
newsletter contains unofficial information upon approval from your RSC or ARCOM Family Program Office.
The FRG-generated funds must be used for fliers on fund-raising activities.

Time Required: Approximately 1 to 2 days per month and attendance at a Family Program Academy or
equivalent training.

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Ability to write, edit and publish information. Typing, computer skills and knowledge of the use of
duplicating equipment are essential.

Orientation and Training: Unit orientation, and attendance of a Family Program Academy or equivalent
Family Readiness training.

Supervision:

1. The FRG Leader supervisesthe Newd etter Chairperson. The unit commander or FRL must approve all
newsletters prior to publishing.

2. The Newdletter Chairperson has no supervisory responsibilities unless additional FRG members volunteer to
assist.

Figure 3-7. Sample Position Description for Newsletter Chair person
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Publicity Chairper son Position Description

Position Objective: To publicize activities of the Family Readiness Group (FRG) and unit family members
(including contributions to the FRG by the civilian community) in both military and community media.

Major Responsibilities or Description of Duties:

1. Coordinatewith other FRG volunteers(e.g., the FRG Leader, Special Events Coordinator, FRG
Newsletter Coordinator) to establish the annual eventsthat will need publicizing within and outside of the
FRG.

2. Writearticlesfor the FRG Newdletter, createsfliers, and develops poster sto market FRG eventsto unit
soldiersand family members.

3. Coordinatewith the Unit Public Affairs Representative (UPAR), or the servicing RSC or ARCOM
Public Affairs Office (PAO) to accomplish outside-of-unit newsreleases and obtain cover age of designated
FRG events.

4. Provide advance notice of upcoming activitiesto the PAO. Provideinput to PAO by writing articles or
news releases to get advance publicity for special events. Ask PAO to get local newspapers, radio, and TV
stations to run news stories so the public will be aware that the Army Reserve is an active member of the
community.

5. Keep the servicing Family Program Office awar e of FRG activities and events. Send copies of all media
coverage (written summaries of any TV or radio coverage, and local newspaper articles) to the servicing RSC or
ARCOM Family Program Office. Submit articles for the Family Program Office newsletter and web site (if
developed) on FRG events.

Time Required: Approximately 2 days per month. sample

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Knowledge of and interest in public relations or marketing. Must have good personal and writing skills.

Orientation and Training: Unit Orientation, and attendance at a Family Program Academy. Other training as
requested and as the budget allows.

Supervision:

1. The FRG Leader supervises the Publicity Chairperson. The unit Family Readiness Liaison (FRL) will provide
help in coordinating routine actions and unit support. All articles (intended for release outside of the unit) will be
cleared through the UPAR or servicing RSC or ARCOM PAO.

2. The Publicity Chairperson has no supervisory responsibilities unless additional FRG members volunteer to
assist.

Figure 3-8. Sample Position Description for Publicity Chair person
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Special Events Coordinator Position Description

Position Objective: To plan Family Readiness Group (FRG) special events that both complement the unit’s
mission and support the goals and objectives of the FRG.

Major Responsibilities or Description of Duties: 5an,ple

1. Solicit ideasfor FRG-sponsored special events. Surveys, person to person solicitation of FRG members, or
any creative way to increase participation and interest can be used (e.g., a contest of ideas for event or activity in

the newsdletter). Special events or activities can also be included in the FRG survey to determine the most desired
by members.

2. Plan FRG special eventsfor theyear.

3. Coordinate and publicize activities of the FRG with other FRG volunteers (e.g., coordinates with the
Publicity Chairperson on advertising the events).

4. Asrequired, the Special Events Coordinator organizes and coor dinates additional committees (from
other FRG members) for each special event. For example, an event can be broken down into smaller segments as
program, equipment, publicity, and clean up.

5. Ensureindividuals and organizations contributing time, money or servicesreceive acknowledgment, a
letter of appreciation or other recognition as appropriate.

Time Required: Approximately 2 days per month.

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Ability to work with other people, and to plan and implement FRG events.

Orientation and Training: Unit orientation, and attendance at a Family Program Academy or equivalent
Family Readiness Training.

Supervision:
1. The FRG Leader supervises the Special Events Coordinator.

2. The Special Events Coordinator has no supervisory responsibilities unless additional FRG members volunteer
to assist or committees are devel oped for events.

Figure 3-9. Sample Position Description for Special Events Coor dinator
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Family Sponsor ship Coordinator Position Description

Position Objective: To organize and maintain acommunication link between the Family Readiness
Group (FRG) and new family members of the unit.

Major Responsibilities or Description of Duties: Sample

1. Prepare Welcome Packetsto alleviate the stresses associated with relocation and joining a new
“family.” Gather materials about the RSC, unit history and mission, local area, services available, and
benefits of belonging to the Army Reserve. Emphasize the availability and importance of the unit FRG.

2. Coordinate with the Family Readiness Liaison and Unit Administrator to obtain the namesand
phone number s of newly assigned personnel and makes contact. Welcome each new family with a
phone call, and arrange for a personal visit if possible. Invite family membersto participatein a
newcomers' orientation, join the FRG, and find out how the FRG can best serve their needs.

3. Match each incoming family with an existing family for mutual support and assistance. Find an
appropriate sponsor to explain how things work in that particular unit and who's who.

4. Notify the FRG Leader of any particular family problemsor needsthat are identified through
conversation or during a visit that the FRG can offer assistance with. Assist the FRG Leader in
finding resources to resolve the issue or potential problem.

5. Add new family member s (including newly married spouses) to the Telephone Tree and
newsletter mailing list. Make periodic contact with the Unit Administrator and FRL to keep lists up to
date with the family member’s permission.

Time Required: Approximately 2 days per month.

Qualifications: Willingness to develop aworking knowledge of the unit’s Family Readiness Plan, and
interest or experience in the FRG program.

Orientation and Training: Unit Orientation and attendance at a Family Program Academy. Other
training will be offered as the budget allows.

Supervision:

1. The FRG Leader supervises the Sponsorship Chairperson. The FRL will help in coordinating routine
actions and unit support.

2. The Sponsorship Chairperson has no supervisory responsibilities unless additional FRG members
volunteer to assist.

Figure 3-10. Sample Position Description for Family Sponsor ship Coordinator

USARC Regulation 608-1 3-15




Child Care Coordinator Position Description

Position Objective: To ensure acceptable child care for Family Readiness Group (FRG) meetings and special
events.

Major Responsibilities or Description of Duties: Sample

1. Responsiblefor procuring acceptable child carefor FRG meetings and special events. If near an Army
installation (within 50 miles), check with the installation’s Child and Y outh Services (CY S) Director to see what
may be available in the local areafor child care resources.

2. Select on-sitelocation for child carewhile parentsare attending meetings. If child careisoffered for a
meeting in the civilian community (off an Army installation or reserve center), request a check on the
applicable state law on any special requirementsfor child carethrough the unit commander or Family
Readiness Liaison.

3. Assess safety of location and address any special equipment needed (e.g., safety plugs for outletsif
toddlers will be present, no breakable objects within the reach of atoddler or young child, protection against any
type of sharp objects or corners, ability to close off the area to prevent children from leaving the location
unaccompani ed).

4. Ensureactivities (e.g., VCR tapes, coloring books, and organized games) appropriate for the children are
provided. If aunitislocated near or on an Army installation, the unit may be able to usethe CY'S
Resource/Lending Library that has books, toys, supplies, and equipment to support developmentally appropriate
child activities (e.g., crayons, paints, contruction paper, dolls, puzzles, and other equipment).

5. Ensure on-site adult supervision during the parents absence at all times.

6. The provision of child careisone of the major factorsin the success of an FRG or a unit
family-oriented activity. There are options to consider which can include the following:

a. Volunteer Child Carein Unit Setting (VCCUS). If the unit islocated within 50 miles of an Army
installation, theinstallation CY S Director can assist in organizing a VCCUS.

(1) CYScan providetraining for unit volunteers (which is usually 4 hours long).
(2) Someone on site must be certified in CPR.
(3) Child care must be provided on site (with parents present in the building).

(4) DA Form 4719, Child Development Services Registration Card and heal th/immunization record may
be required for each child. The requirement for health and immunization recordsislocally determined.

b. Short Term Alternative Child Care (STACC). Thisisonly an option if the unit islocated within 50 miles
of an Army installation. The installation CY S Director can be asked to provide this service.

(1) Child careisactualy provided by CY S staff.

(2) On site with parents.

Figure 3-11. Sample Position Description for Child Care Coordinator
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(3) CYSchargesfor this service.
(4) Total paid staff required will depend on the number and ages of children.

(5) DA Form 4719, Child Development Services Registration Card and immunization record is required
for each child.

¢. Hiring Certified Babysitters. (American Red Cross offers this course and may have alist of certified sitters
availablein thelocal area)) The FRG can useitsinformal fundsto pay for babysitting or have parents pay the
babysitters directly for child care.

Time Required: Approximately 1 day per month for meetings, preparation, and actual events.

Qualifications:

1. Willingness to devel op aworking knowledge of the unit’s Family Readiness Plan, and interest or experience
in the FRG program.

2. Knowledge of child care including safety issues and activities for various age groups.

Orientation and Training: Unit orientation. Scheduled visit to the nearest American Red Cross Office on the
certified babysitter courseif applicable option decided on, and attendance of the courseif needed. There may be
acost involved in Red Cross courses and this can be reimbursed through Family Support Nonappropriated Funds
for the Child Care Coordinator but not any paid babysitters.

Supervision:
1. The FRG Leader supervises the Child Care Coordinator.

2. The Child Care Coordinator must provide actual spot checks on the child care providers used for meetings and
specia events.

Figure 3-11. (continued) Sample Position Description for Child Care Coordinator
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VOLUNTEER AGREEMENT FOR APPROPRIATED FUND ACTIVITIES
For uze of this form, sea AR B08-1: the proponent agency is JACSIM

PRIVACY ACT STATEMENT

AUTHORITY: 10 WEC, Section 1558, Secratary ol the Army; E.O. 8387 (SSN); and Army Regulation BI8-1, Army
Community Service Cantar.

PRINGIFAL PURPOSE: To dogument svoluntary sarviges provided by an individual, including the hiours of service performed, and to
abatain agresmaent fram the volunteer on the conditions of accepting the performance of voluntary service,
ROUTINE USES: Kone.
MHSCLOSURE: Waluntary. Howewer, Failurg 1o complata the form may result in an inabillty to docurmant the type of voluntar
services and hours perfonmed.
PART |
T
| desire to volunteer my services to tha Family Readiness Group (FRG) at
(Qegranization L]
Edwardson Army Reserve Training Center on 10:00 am-2:00 pmyTues. & 1000 am-<4:00 pmfSar,
firrstadasion) fAnticipated HoursDayis of Week)
Program at Hath Medical Detachment
[hrasTant tifan)

2. DESCRIPTION OF VOLUNTEER SERVICES

Serves as the FRG Leader. Owversees the general operation of the FRG and 1ts activities, This includes facilitating meetings, acts
a5 spokesperson for the groap, supervises other volunteers that are recruited, and conducts informal interviews for new
volunteers, as well as, assists in their orientation to the unit.

2, | expressly agree that my services are being provided as a volunteer and that | will not be an employes of tha
United States Government or any instrumentality thareof while performing the above described services, except
for certain purpasas relating to compensation for injuries occurring during the perfarmance of approved volunteer
services, tort claima, the Privacy Act, and criminal conflicts of interest. | expressly agree that | am neither
gntitled to nor expect any present or future salary, wages, or other benefits for these voluntary ssrvices, | agree
1o ba bound by the laws and regulations applicable to voluntary service providers and agres to participate In any
training required by the installation or unit in order for me to parform the valuntary services that | am offerng.

s, TYFED OR PRINTED NAME OF YOLUNTEER b. YOLUNTEER 35N o. DATE GF BIRTH /¥¥YYimoo)
Bobbie [, Smith e 1953003715

d. BIGNATURE OF W TEER g. DATE f¥Y¥yamoon)
s ;/D é};«p% 2000/07/30

da. TYPED OR PRINTED MAME OF ACCEPTING QFFICIAL

John B. Smock, MAJ, MC, USAR, Commanding

&b, SIGMATURE OF SEFTING OFFICIAL 4z, DATE (¥YYrdlony
I;‘[F ‘V{"‘—*' .f' ; I ﬁéﬁ o C,{K 20000730

& PART Il - TO BE COMPLETED AT END OF VOLUNTEER'S SERVICE BY WOLUNTEER SUPERVISCR

6. WVOLUMNTEER TIME DOMATED

a. YEARS (2,087 hours = 1 year) B. WWEEKS g. OAYS d. HOURS
o, SIGNATURE OF VOLUNTEER I, TERMINATION DATE
VY YAraDo)
‘83, TYPED OF PRINTED NAME OF SUPERVIGOR Gb. GIGNATURE OF SUPERVISOR c. DATE (FYYYmamoD)
D& FORM 4712, MAY 1993 B4 FORN $712-R, DEC 87, 1S OBSOLETE LISAPA, V1,00

Figure 3-12. Sample Volunteer Agreement for Appropriated Fund Activities
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PARENTAL PERMISSION
Far usa of this form, sas AR 608-1; the propanent agency is OACSIM

1, Eobbie [, Smith parent | | guardlan, give my permission for
Johnny M. Smith fname of child), to volunteer at
3441h Medical Detachment [rame of agency/aciiity]l on
Sarurday o felate ar days of week] from 10 a.m, - 4 pom. (tirne),

I understand that these hours and services are being performed as & voluntesr and that the abave named
volunteear is not, solely because of these services, an employee of the United States Government or any
instrumentality therec! fexcept for cerfain purposes relating to tort claims and workman's compensation
covergge about incidents ocourring during the performance of approved volunteer service). The above
named volunteer shall receive no present or future salary, wages, or refated benefits as payment lor these

volunteer services. Tax deductions cannot be claimed for any expense reimbursed,

TYPEIWPRINTED MAME OF FARENT OR GLARDIAN

Bobbie D, Smith

SHENATLUIRE ENTIGUARDIA DATE ¥ YYIRIMOo)

ﬁiﬁéz’&g 5/?ﬂ 22 2000/04/15

DA FORM 5671, MAY 1999 D& FORM 5571-R. DEC 87, IS OBSOLETE USAFA V00

Figure 3-13. Sample Parental Permission (DA Form 5671)
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COMMUNITY RESOURCE DIRECTORY
Agency Phone Number
Alcohol Abuse Counseling/Treatment (National Referral Service) 1-800-662-4357
American Red Cross
Better Business Bureau
Big Brothers & Sisters

Boy Scouts of America

Chamber of Commerce

Child/Day Care a
Clergy/Churches

Compassionate Friends
Consumer Credit Counseling Service
Consumer Protection Agency

Drug Abuse Counseling/Treatment (National Referral Service)_ 1-800-662-4357
Elected Officias

Employer Security

Employer Support of the Guard and Reserve 1-800-336-4590
Energy Assistance

Equal Employment Opportunity Commission
Family Assistance Center
Federal Information Center
Finance Office

Gambling Abuse/Treatment
Girl Scouts of America
Health Benefits Adviser-TRICARE

Hospital

Housing/HUD (Housing and Urban Devel opment)

Internal Revenue Service 1-800-829-1040
Legal Services— Military/Local Civilian Community

Library

Mental Health

Parks & Recreation
Public Affairs Office
Public Utility Commission
Recycling
Salvation Army
Social Security Administration_ 1-800-772-1213
Social Service Agency — County/State

TRICARE Selected Reserve Dental Program 1-800-211-3614
United Way
Veterans (Administration) Affairs 1-800-827-1000
Veterans Service -County/Regional

American Legion

Disabled American Veteran (DAV)

Vet Center

Veterans of Foreign Wars (VFW)
Visitor’s Bureau
Voter Registration
Worker's Compensation
Y outh Services
Emergency Assistance

Police

Fire

Ambulance

Figure 3-14. Sample Community Resour ce Directory
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Chapter 4
Family Readiness Group (FRG) Operations

“Theindividual must be self-reliant and, in a sense,
self-sufficient, or else he goes down.”
Luther Burbank

4-1. FRG Operations

a. The FRG exists to develop family readiness networks
through which families mutually support each other. The
internal operations of a group should encompass several
critical areas. One of the keys to having a successful family
readiness program is to have activities, programs, and
projects that interest and benefit the family members of the
unit. A program needs to be enticing enough to families,
and perceived as worthwhile, so they will routinely choose
to attend afunction. To be successful, the commander must
emphasi ze the importance of the FRG to individual and unit
readiness. The Family Readiness Liaison (FRL) will assist
the FRG in accomplishing these tasks. Areas should
include, at a minimum—

(1) Telephone Tree.

(2) Newdletters.

(3) Sponsorship program for family members.

(4) Activity planning and training.

(5) Fund-raising.

(6) Promoting awareness of family assistance such
as DEERS enrollment, 1D cards, mobilization preparedness,
health benefits, financial assistance, retirement services, and
community resource directory.

(7) Arranging for speakers at meetings on subjects
of interest to unit members and their families; such as, home
security, self-defense, time management, effective
parenting, eldercare issues and financia planning.

b. The FRG operations are an integral part of the unit
retention and recruitment program. Remember: The Army
recruits soldiers and retains families.

4-2. Facility spacerequirementsfor volunteersand
FRG activities

a. A unit commander or designee isresponsible for
determining what permanent facility space is available for
volunteers' use on aregular basis and any temporary,
common areato use for FRG activities. This responsibility
includes following AR 140-483 for the overall procedures
of written memorandums on facility space allocations, and
the RSC Engineer’ s role in the process.

b. Planning for even one volunteer to work at areserve
center needs to include alockable file cabinet. Space
allocation does not need to be necessarily exclusive, but
coordinate with volunteers to determine frequency of use
and availability, and to explore their needs, which may
change depending on the extent of their time to volunteer.
For example, if spaceislimited in areserve center, the
volunteers may want to generally schedule their time at the
center during non-drill times. If it isamulti-unit center,
commanders need to discuss FRG volunteers sharing space
or having ajoint FRG among the units. Limited-access

storage space may be needed by some FRGs that have been
given or purchased material (e.g., brochures and Family
Day materials).

c. Determine facility space allocation and accessibility
for volunteers and FRG activities before any unit
deployment occurs. |If thereis a Rear Detachment
Commander or the Facility Manager is available during a
deployment, volunteers and the FRG may continue meeting
at areserve center. Establish alternative meeting locations
if use of the unit facility is not an option. Some possible
alternate meeting locations to consider are Red Cross,
churches, police stations, courthouse, schools, other
government agencies, Civil Air Patrol, American Legion,
Veterans of Foreign Wars, and Boy or Girl Scout facilities.

d. Give consideration to theinitial location of the FRG
volunteers' computer(s) and printer(s) where alocal area
network isused. If a separate telephone line has been
installed for Internet and electronic mail access for
stand-al one equipment, and rel ocation becomes necessary,
there would be additional costs to relocate a separate
telephone line.

4-3. Communication

Remember: Family Readinessisthe goal,
communication isthe key

In order to have a viable organization, the FRG leadership
must communicate effectively with soldiers and family
members. This chapter discusses three methods of
communication.

a. Telephone Trees: Using a unit roster and a Family
Information Data Worksheet (USARC Form 107-R), each
FRG must create a Telephone Tree to ensure they can
contact all family members of the unit to disseminate
information. Activate the Telephone Tree during annual
training and twice per month during periods of military
separation.

b. Newsletters: A newdetter can be avery vauable
tool for FRGs to communicate with families who live too
far from the unit to attend meetings regularly. Publish a
newsletter at least quarterly during peacetime and at least
monthly during deployments.

¢. Family Readiness Group Meetings. The FRG
leadership should hold informational -type meetings. Do not
be disappointed if initial attendanceislow. If attendanceis
low, use other efforts to ensure that soldiers and families
receive the readiness information provided at meetings (e.g.,
FRG Newsletter, special mailing, and telephone calls). Use
of atoll free telephone number and conference calls during
a deployment can encourage family member participation
for those who live too far away to attend meetings on a
regular basis.

d. Other Methods: Electronic mail is not a dependable
communication method to use, since al intended recipients
may not have a computer; even if they do, the frequency of
checking mail will vary. Posting information on a unit web
site is another means of providing information, but does not
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replace reaching out directly to family members through the
first three methods above.

4-4. Unit roster

a. The primary method for obtaining the names and
addresses of the soldiers and family members for
communication purposes is the unit roster.

b. Theunit roster lists the names, addresses, and
telephone numbers of all soldiers and their families within
the unit. The unit chain of command can provide this roster
to the FRG leader and (FRG) key volunteers once they
obtain consent from all individuals whose name, address
and telephone number appear on the roster. Use a Privacy
Act Statement for this purpose. Never make this roster
available to general membership or provide it to other
agencies or groups. Only those who initiate and maintain
contact with families will use thisinformation. Release of
lists of names, addresses, and telephone numbers to persons
other than those who have a specific need for this
information in the course of official dutiesis prohibited.

c. A unit roster is not to be confused with the unit
Alert Roster that is used solely for the purpose of
mobilization.

4-5. Family Information Data Worksheet (USARC
Form 107-R) and Family Readiness Group Survey

a. A blank copy of the Family Data Information
Worksheet (USARC Form 107-R) is at the back of this
regulation for reproduction purposes. It isalso available for
download from the USARC Intranet (see web addressesin
app A, seclll).

b. Figure4 -1 isaModel Family Readiness Group
(FRG) Survey. Loca units may adapt this model to fit their
needs. The privacy act at the top of the model survey helps
to explain the purpose of this type survey.

¢. The unit roster is often needed for initial contact with
soldiers' family members, for new members, and for
changes. Generally, FRGs need to be able to contact family
members directly to tell them about the family support
program and invite them to become involved. The FRG
volunteers also need more information than a unit roster
provides. They find that the Family Information Data
Worksheet (USARC Form 107-R) and the Family
Readiness Group Survey completed by soldiers’ family
members are beneficial in helping the FRG to—

(1) Create afamily database.

(2) Assistin getting information to families.

(3) ldentify topics of interest.

(4) Provideinformation to plan activities (e.g., for
children).

(5) Recruit family membersto assist in FRG
operations.

4-6. Suggestionsfor collecting family member
information

a. Include the Family Information Data Worksheet
(USARC Form 107-R) and Family Readiness Group
Survey in the Soldier and Family Sponsorship Packet.

Collect them during the in-processing of new unit
members.

b. Ask family members to complete a worksheet and
survey during Family Days, other family-oriented unit
functions, or any other personal contact.

¢. The commander or the FRL should encourage
soldiers, during aweekend drill, to discuss completing the
Family Information Data Worksheet (USARC Form 107-R)
and the Family Readiness Group Survey with their family
members.

4-7. The FRG Telephone Tree

a. The purpose of the Telephone Treeisto provide a
means of maintaining communications by telephone with all
designated persons associated with the unit during both
peacetime and periods of separation. The Telephone Tree
provides accurate, timely information and aidsin
controlling rumors. Increased telephone contact may be
necessary with family members when their soldier is
deployed.

b. The Telephone Tree Chairperson is responsible for
recruiting and training volunteer callers. Use the guidelines
in paragraph 4-7c below to prepare and maintain an FRG
Telephone Tree.

c. The FRG Telephone Tree will—

(1) Beatyped or handwritten phone listing using
information from the Family Information Data \Worksheet
(USARC Form 107-R). See sample at figure 4-2.

(2) Include any contacts the soldier would like. This
could be the spouse, parent, fiancé/fiancée, other family
members, friends, significant others, designated guardian of
asoldier’s children (related to the Family Care Plan).

(3) Group personsto be called by geographical
location or area code, to cut down long distance telephone
costs. Recommend volunteer callers contact no more than
ten persons and limit long distance phone callsto 10
minutes. Follow up messages left on answering machines
with personal contact. The last caller should notify the
Telephone Tree Chairperson when all calls to members are
made and relay any questions and concerns that were
discussed.

(4) Be updated quarterly with an “as of/last revised
date.” Devise an updating procedure for the Telephone
Tree (e.g., when atelephone number is changed or someone
leaves the unit). Use acomputer (if possible) if changes are
frequent and distribute to the volunteer calers, FRL and
Unit Administrator. Test the Telephon