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Preface

The purpose of this guide is to identify roles, responsibilities, and requirements for unit leadership and the family readiness team that will assist soldiers and their respective family members with sustainment of their households at the same or higher living standards during absences of the soldier due to military duty.  The expectations for the unit leadership and Family Readiness Office staff are clearly defined within this guide. The word “family” as used in this guide shall refer to anyone who has a relationship with the activated reservist that will be affected by this military separation, to include friends and employers.
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Part I

Regional Support Command (RSC) Family Program Director (FPD)

Roles and Responsibilities: The RSC FPD will coordinate with the unit commander to assist in planning and executing family deployment briefings for soldiers and their family members.  Prior to the alert phase of a mobilization, the FPD will monitor and provide informational referrals.  During the alert phase of the mobilization, the FPD will, if time permits, conduct a staff assistance visit to work with unit leadership and family readiness group volunteers to ensure the appropriate briefings are being planned and supported by local agencies’ subject matter experts. The FPD will keep in touch with the Family Readiness Leader monthly to identify concerns of the local family members.  The FPD will use all available means to resolve those identified concerns or pass the concern(s) to the next higher command authority.  

Requirements: 

Pre-Mobilization Phase: Review family care plan statistical data and report deficiencies to the RSC DCSPER.

Alert Phase: Ensure the following areas are planned and briefed by the appropriate subject matter expert. 

_____TRICARE and Healthcare: Description of TRICARE and how to use it and how to access medical care on or off an active duty installation. Provide name and phone number of Health Benefits Advisor(s) who can provide more information on TRICARE and/or help with any problems that may occur.

____ United Concordia (Dental Coverage): Description of the coverage and how to use it and access the services offered.  Provide name and telephone number to United Concordia and providers that can assist in more information and address problems that may arise.

_____ American Red Cross and Army Emergency Relief: Describe the Red Cross’s Emergency process and how to access it.  Detailed description of Army Emergency Relief and the Red Cross role in this program.  Provide Red Cross Emergency Notification cards and a list of the locations, telephone numbers of Red Cross offices, website location.

_____ Employer Support of the Guard and Reserve (ESGR): Explanation of the assistance provided by ESGR to soldiers experiencing problems with their employer.  Provide listing, by state, that contains the names and telephone numbers of ESGR representatives.

_____  PAO and dealing with the media, and Safety and Security (can be combined into an Operations Security brief)  Public Affairs and Dealing with the Media: (Invite someone from the Public Affairs Office.  If no one is available, try to obtain a video from the PAO that covers this area.)  Identification and explanation of interview guidelines:


Know your rights


Know the role and purpose of the American press


Know who is doing the interview


Know who will hear you   


Know your limits

Provide the name(s) and telephone number(s) of individuals who families may call if unsure of what to do, or if they are experiencing problems with the press.

_____ Safety and Security:  (Try to get a representative from the Provost Marshal’s Office. If no one is available, contact the local law enforcement agency.)  Discussion on measures that can be taken to increase the safety and security of both the soldier and the family. Describe steps that can be taken to combat terrorism.  Discussion on the safety and security measures identified in GTA 19-4-3, Individual Protective Measure.  Provide name(s) and telephone number(s) of individuals that can be contacted for further information or to report problems in this area. 

_____ Emotional Issues Associated With Military Separation: A Chaplain, a mental health professional from a Combat Support Hospital or the Family Program Director can do this portion of the presentation.  Discussions should include the following:

Dealing with the changes in family routines and responsibility

Ways to handle stress

Helping children cope with separation

Importance of communication, letters, tapes, e-mail, and phone calls

_____ Family Readiness Group: Stress the need for Telephone Trees, Newsletters, and family readiness group meetings.  Either the Family Program Director or the Family Readiness Group Leader can present this portion.  Address the following:


Role of the FRG


Telephone Tree


FRG Newsletter


Family Day


FRG meetings


The importance of completing the Family Information Data Sheet (Figure 1, Part I) 

_____Role of the Family Readiness Office: This information can be presented by the FPD.  Explain the Office's purpose and function in providing assistance and resources.

_____ Army Community Services (ACS):  (ACS) speaker or provide a handout that explains resources available through active duty installations and identifies services available from ACS.
_____Financial Concerns: A knowledgeable Military Pay Specialist can provide information on the following:


How the military pay system works


Reading a Leave & Earning Statement (LES)


Entitlements


Financial Planning


Thrift Savings Plan (TSP) for Soldiers

_____Legal Issues and The Staff Judge Advocate: Information on the following( SJA representative is needed to explain and answer questions):


Servicemembers' Group Life Insurance (SGLI)


SGLI for Family Members


Soldiers & Sailors Civil Relief Act (SSCRA)


Survivor Benefits


Uniformed Services Employment and Reemployment Rights Act (USERRA)


Small Business Loans for Reserve Call-up Losses


Wills and Powers of Attorney

In addition to the briefing, representative(s) from the SJA office should prepare Wills and Powers of Attorney for those who need them.

_____Spiritual Guidance and Support.  The chaplain may want to talk to the soldiers and family members about spiritual and emotional issues and how the Chaplain’s Office can help to cope with the military separation.    

_____Operation READY Video #710653, Ongoing Readiness: If time permits have families view tape.

Prior to Deployment Briefing: The FPD should, at a minimum:

_____Communicate with the FRL to check status of the presenters for which the unit is responsible. If the FRL is having difficulty obtaining these speakers, try to find alternates who are experienced in that area.  Also ensure the FRL:


_____Understands the role of the FRG Leader


_____Has a copy of USARC Reg 608-1, Family Readiness Handbook

          
_____Understands the FS-NAF Volunteer Reimbursement Program and has 

proper forms


_____Has an AKO e-mail address.  If not, provide information on how   


          to obtain one.  Other FRG leaders should have one also.


_____Is offered the opportunity to speak at the deployment briefing


_____Is placed on an travel orders, if needed, to attend the briefing

_____Has given soldiers the Reservist Mobilization Information                                          

          Sheet for completion and collection at the briefing (Figure 2, Part I)
_____Contact Key Regional Volunteers (if applicable)

_____Prepare information packets to be given to soldiers and their families at the deployment briefing. (See Other Resources)
_____Identify Audio/Visual equipment needs and ensure they are available (public address system, TV/VCR, etc.).

_____Ensure all required travel orders have been published and received.

The Deployment Briefing: The FPD will be on site for as many deployment briefs, as possible, to ensure the briefings are conducted and to assist the Unit Commander as needed.  The FPD will represent the RSC when there is no other RSC leadership present. The FPD should talk with speakers to ensure they understand the intent, audience, mission, and scope of the briefing. 

Immediately after the briefing:

_____Ensure the unit has obtained a completed Reservist Mobilization Information Sheet (see Figure 1-I) from each activated reservist. 

_____Assist the FRG Leader with collecting USARC Form 107-R, Family Information Data Worksheet.  

_____Be available to answer questions about the FRG and encourage family members to take an active role.

_____Ensure the unit commander identifies those soldiers who were not at the briefing and sends an information packet containing required handouts plus written information on the topics that were discussed to the family.  Ensure contact information is provided for each of the topics presented.

After the unit moves to mobilization site: 

_____Input data from the Reservist Mobilization Information Sheet in the USARC database and forward it to USARC.  This information will be used to prepare letters to be sent to the soldiers and their family.

_____Using the information on the Reservist Mobilization Information Sheet, prepare letters to be sent to the soldier’s employer(s).   

_____ Contact the FRG Leader on a regular basis (weekly), either telephonically or via e-mail.  This communication is required to determine how well the family members are doing, and to identify any problem areas.

_____ Ensure the Family Readiness Report is forwarded to the USARC Family Readiness Office within 72 hours after the unit has moved to the mobilization site.

FAMILY READINESS 

MOBILIZATION INFORMATION SHEET 
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Unit Name: ___________________________________UIC: ______________________


Address: _______________________________________________________________

City: ______________________________State: __________Zip: __________________

Full-time POC: _______________________ Phone: ____________ Fax: ____________

Commander: ________________________Phone: ______________Fax: ____________

Commander’s e-mail address: ______________________________________________

Higher Headquarters: __________________________ MSC/DRC__________________

UNIT FAMILY READINESS GROUP (FRG) INFORMATION

Family Readiness Group Leader: ____________________________________________

Address: _______________________________________________________________

City: ________________________________State: _____________Zip: _____________

Phone Number: ____________________ E-mail address: ________________________

Unit Family Readiness Liaison: _____________________________________________

Address: _______________________________________________________________

City: _________________________________State: _____________Zip: ____________

UNIT MOBILIZATION INFORMATION

Mobilization Date: _________________ Number of soldiers mobilized: _____________ 
MOB Station: _____________________ MOB Station Departure Date: ______________

Date and start time of Soldier & Family Deployment Briefing: _____________________

Location & Directions to Deployment Briefing (be specific):_______________________

How many people are expected at the briefing?  Soldiers: _______ Family members:____

Are there any specific areas of concern? _______________________________________

________________________________________________________________________




Soldier Information


(Check one):  Married _______ Single _______

(Please Print)

First Name _______________________ MI ___ Last Name_______________________

Social Security No.:  __________________________ Rank ______________________

Street Address __________________________________________________________

City _________________________ State ________ ZIP Code ___________________

Deploying Unit ____________________________ Phone ________________________

Address________________________________________________________________

City _______________________________ State _____ Zip Code _________________

Name of the Operation/Exercise_____________________________________________

Your duty MOS _________________________________________________________

Home Unit  _______________________________ Phone _______________________

(Not required if deploying unit and home unit are the same)

Address________________________________________________________________

City _______________________________ State _____ Zip Code__________________

Significant Other Information

Relationship to soldier:  (PLEASE CIRCLE ONE)

      Husband      Wife      Fiancée      Brother      Sister      Mother      Father      Friend   

Title ________ First Name ____________________ Last Name ___________________

    (Mr.; Mrs.; Ms.) 

Address________________________________________________________________

City __________________________ State _______ Zip Code_____________________

Home Phone: __________________________ Work Phone: _____________________

E-mail Address: _________________________________________________________

How many family/children/friends are with you today? _______________

Figure 2, Part I 
Children’s Names and Date of Birth:

________________________________________________________________________

________________________________________________________________________

Do ALL of your eligible dependents have active duty ID Cards? (circle one of the three choices)   YES
    
NO

I do not have any eligible dependents

If NO, are your eligible dependents enrolled in DEERS? (circle one)       YES        NO

Does your eligible dependents have a signed DD Form 1172 in their possession so they are able to get an ID card at a later date? (circle one) 
YES
NO

Soldier’s Employer Information 

I want to have a recognition letter sent to my employer.  (CIRCLE ONE)  Yes    No

(If you are a student complete the information for the school.)
Employer/Company Name __________________________________________________

Address ________________________________________________________________

City _____________________________ State ______ Zip Code ___________________

Telephone Number (include area code) _______________________________________

Supervisor First Name _________________ Last Name __________________________

Supervisor Title __________________________________________________________

Comments

________________________________________________________________________

________________________________________________________________________

________________________________________________
          __________________

                           Your Signature                                       

     Today’s Date

PLEASE LIST BELOW ANY OTHERS YOU WOULD LIKE TO RECEIVE INFORMATION:


Figure 2, Part I (cont)

Part II

Unit Commander

Roles and Responsibilities: The Unit Commander will ensure all soldiers meet the soldier readiness requirements which are associated with proper maintenance of family well being (i.e. DEERS enrollment, Family Care Plans, Wills, Powers Of Attorney, Identification Cards). Upon notification of possible activation, the unit commander will conduct a Soldier Readiness Preparation (SRP) review.   The commander or unit representative will advise the RSC FPD on the date and time of the deployment briefings; coordinate senior spouse visits; and request resources as identified by the commander’s planning committee.

Requirements:  

_____Call the RSC Family Program Director.  The Family Program Director will assist the local commander in planning, resourcing, and conducting the Soldier and Family Deployment Briefing as described at (Figure 1, Part II).  

_____Ensure Family Care Plan are completed.

_____Issue ID cards for soldiers and primary family members.

____ Identify soldiers who are students.  Get an Education Counselor to speak with those soldiers on educational benefits and explain options available.

_____Appoint a Family Readiness Liaison, if one has not been previously appointed, and sanction the unit Family Readiness Group.  A sample-sanction memorandum is at (Figure 2, Part II).

_____Give Part III of this guide to the Family Readiness Liaison (FRL).  The FRL should execute those responsibilities identified under Part III.

_____Give Part IV of this guide to the Family Readiness Group (FRG) Leader. The FRG Leader will execute responsibilities identified under Part IV.

_____Give Parts V and VI of this guide to the soldiers and family members. 

_____Ensure that the Family Readiness Mobilization Information Sheet                              (figure 1, Part I) 3-II) is completed and a copy provided to the RSC Family Program           Director.

Prior to Deployment Briefing

_____Schedule reasonable time to conduct briefing on training schedule. Invite families..

_____Invite the commander from your higher headquarters to address the soldiers and families during the deployment briefing.

_____Ensure the FRL has confirmation of attendance from the presenters. 

The Deployment Briefing: the commander shall, at a minimum, brief family members and soldiers on:

_____Introduction of higher headquarters representation.

_____Explanation of unit’s mission during this deployment.

______Explain leave policy and policy for family visits.

_____Complete the Family Readiness Review Report within the first 72 hours of mobilization.
Areas and Topics to be Briefed

_____TRICARE and Healthcare: Description of TRICARE and how to use it and how to access medical care on or off an active duty installation. Provide name and phone number of Health Benefits Advisor(s) who can provide more information on TRICARE and/or help with any problems that may occur.

_____ American Red Cross and Army Emergency Relief: Describe the Red Cross’s Emergency process and how to access it.  Detailed description of Army Emergency Relief and the Red Cross role in this program.  Provide Red Cross Emergency Notification cards and a list of the locations and phone numbers of Red Cross offices.

_____ Employer Support of the Guard and Reserve (ESGR): Explanation of the assistance provided by ESGR to soldiers experiencing problems with their employer.  Provide listing, by state, that contains the names and phone numbers of ESGR representatives.

_____Public Affairs and Dealing with the Media: (Invite someone from the Public Affairs Office.  If no one is available, try to obtain a video from the PAO that covers this area.)  Identification and explanation of interview guidelines:


Know your rights


Know the role and purpose of the American press


Know who is doing the interview


Know who will hear you   


Know your limits

Provide the name(s) and telephone number(s) of individuals who families may call if unsure of what to do, or if they are experiencing problems with the press.

_____ Safety and Security:  (Try to get a representative from the Provost Marshal’s Office. If no one is available, contact the local law enforcement agency.)  Discussion on measures that can be taken to increase the safety and security of both the soldier and the family. Describe steps that can be taken to combat terrorism.  Discussion on the safety and security measures identified in GTA 19-4-3, Individual Protective Measures.  Provide name(s) and telephone number(s) of individuals that can be contacted for further information or to report problems in this area. 

_____ Emotional Issues Associated With Military Separation: A Chaplain, a mental health professional from a Combat Support Hospital or the Family Program Director can do this portion of the presentation.  Discussions should include the following:

Dealing with the changes in family routines and responsibility

Ways to handle stress

Helping children cope with separation

Importance of communication, letters, tapes, e-mail, and phone calls


_____ Family Readiness Group: Stress the need for Telephone Trees, Newsletters, and family readiness group meetings.  Either the Family Program Director or the Family Readiness Group Leader can present this portion.  Address the following:


Role of the FRG


Telephone Tree


FRG Newsletter


FRG meetings


The importance of completing the Family Information Data Sheet (Figure 1, Part I) 

_____Role of the Family Readiness Office: This information can be presented by the FPD.  Explain the Office's purpose and function in providing assist and resources.

_____ Army Community Services (ACS):  Us an ACS speaker or provide a handout that explains resources available through active duty installations and identifies services available from ACS.
_____Financial Concerns: A knowledgeable Military Pay Specialist can provide information on the following:


How the military pay system works


Reading a Leave & Earning Statement (LES)


Entitlements


Financial Planning


Thrift Savings Plan (TSP) for Soldiers

_____Legal Issues and The Staff Judge Advocate: Information on the following (SJA representative is needed to explain and answer questions):


Servicemembers' Group Life Insurance (SGLI)


SGLI for Family Members


Soldiers & Sailors Civil Relief Act (SSCRA)


Survivor Benefits


Uniformed Services Employment and Reemployment Rights Act (USERRA)


Small Business Loans for Reserve Call-up Losses


Wills and Powers of Attorney

In addition to the briefing, representative(s) from the SJA office should prepare Wills and Powers of Attorney for those who need them.

_____Spiritual Guidance and Support: A Chaplain should start the session with a prayer and end the session with a blessing.  In addition, the chaplain may want to talk to the soldiers and family members about spiritual and emotional issues and how the Chaplain’s Office can help to cope with the military separation.    

_____Operation READY Video #710653, Ongoing Readiness: If time permits, have families view this tape.


[Unit Letterhead]

AFRC‑  (608-1a)








Date

MEMORANDUM FOR RECORD

SUBJECT:  Organization of the Unit Family Readiness Group (FRG)

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

2.  I 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.  I also appoint  (Rank, Name)            __________________________________

(address)                                              (city)             (state)         (zip)  _____                         (telephone number)                    (E‑mail address at home or the unit)      ______as the alternate FRL for a period of 2 years unless sooner revoked or suspended.  

3.  I 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.  This individual has received a position description and has signed a Volunteer Agreement for Appropriated Fund Activities (DA Form 4712) that is on file at this unit with a copy forwarded to our higher headquarters and the RSC or ARCOM headquarters.  Activities will 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 are filled.)

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

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









Rank, Branch, USAR









Commanding

CF:

RSC/ARCOM Family Program Director

Unit Administrator

Family Readiness Liaison
Family Readiness Group Leader

Unit Mobilization File

Figure 2, Part II
Part III

Family Readiness Liaison (FRL)

Roles and Responsibilities:  The Family Readiness Liaison (FRL) is the unit commander’s representative to ensure all family activities are properly executed in accordance with the guidance and intent of the unit commander.  The FRL will coordinate with the Family Readiness Group Leader and RSC Family Program Director (FPD) to identify resources needed to successfully execute the deployment briefings for soldier and family members.  

Requirements: 

_____ Communicate with your Unit Commander for guidance and intent on executing deployment briefings as described at (Figure 1,  Part III) for family members.

_____ Attend unit level training and planning meetings.

_____Contact the RSC Family Program Director; identify yourself as the FRL; and give the FPD all pertinent contact information pertaining to you.

_____ Determine date, location and time for the Deployment Briefing.

_____Complete the Family Readiness Mobilization Information Sheet (Figure 1, Part I) 

_____Determine if DEERS data is accurate and up to date. Contact DMDC for a listing of all unit members enrolled in DEERS. 

_____At a minimum, arrange for the following speakers/support:


_____Staff Judge Advocate 



_____Military Pay Specialist

_____The Chaplain

See (Figure 1, Part III) for Areas/Topics to be addressed in the briefing.

_____ID cards.  Arrange for a deployable system to be brought to the unit.  If not, make arrangements to take the dependents to the closest site.

_____Identify any audio/visual equipment needs and make arrangements to have them at the briefing.

_____Prepare and distribute a flyer announcing the Deployment Briefing.  Encourage reservist to have family members attend.  The FRG Leader may be able to assist by using the Telephone Tree to directly contact family members.

_____ Send speakers an information packet with the purpose of the brief, the time they are to arrive, their briefing time, and a  map showing directions to the location.

 Prior to Deployment Briefing:

_____Call the speakers to confirm their participation; audio/visual equipment needs; and verify that they know where the deployment briefing will be held.

_____ Make sure the location for the briefing presents a professional atmosphere.

_____If refreshments are provided, ensure a sufficient quantity. 

The Deployment Briefing: 

_____Be prepared to greet the speakers and show them to the meeting room.

_____Make yourself available before and during the briefing.  Be available to work out issues as they occur.

After the unit moves to mobilization site: 

_____ Communicate with the FRG Leader on a regular basis.  If there are problems, contact the RSC Family Program Director for guidance.

_____ Provide supplies and/or allow FRG use of unit equipment to help support unit soldiers and family members.

_____Work with FRG on planning FRG meetings and activities for families.

Areas and Topics to be Briefed

_____TRICARE and Healthcare: Description of TRICARE and how to use it and how to access medical care on or off an active duty installation. Provide name and phone number of Health Benefits Advisor(s) who can provide more information on TRICARE and/or help with any problems that may occur.

_____ American Red Cross and Army Emergency Relief: Describe the Red Cross’s Emergency process and how to access it.  Detailed description of Army Emergency Relief and the Red Cross role in this program.  Provide Red Cross Emergency Notification cards and a list of the locations and phone numbers of Red Cross offices.

_____ Employer Support of the Guard and Reserve (ESGR): Explanation of the assistance provided by ESGR to soldiers experiencing problems with their employer.  Provide listing, by state, that contains the names and phone numbers of ESGR representatives.

_____Public Affairs and Dealing with the Media: (Invite someone from the Public Affairs Office.  If no one is available, try to obtain a video from the PAO that covers this area.)  Identification and explanation of interview guidelines:


Know your rights


Know the role and purpose of the American press


Know who is doing the interview


Know who will hear you   


Know your limits

Provide the name(s) and telephone number(s) of individuals who families may call if unsure of what to do, or if they are experiencing problems with the press.

_____ Safety and Security:  (Try to get a representative from the Provost Marshal’s Office. If no one is available, contact the local law enforcement agency.)  Discussion on measures that can be taken to increase the safety and security of both the soldier and the family. Describe steps that can be taken to combat terrorism.  Discussion on the safety and security measures identified in GTA 19-4-3, Individual Protective Measures.  Provide name(s) and telephone number(s) of individuals that can be contacted for further information or to report problems in this area. 

_____ Emotional Issues Associated With Military Separation: A Chaplain, a mental health professional from a Combat Support Hospital or the Family Program Director can do this portion of the presentation.  Discussions should include the following:

Dealing with the changes in family routines and responsibility

Ways to handle stress

Helping children cope with separation

Importance of communication, letters, tapes, e-mail, and phone calls


_____ Family Readiness Group: Stress the need for Telephone Trees, Newsletters, and family readiness group meetings.  Either the Family Program Director or the Family Readiness Group Leader can present this portion.  Address the following:


Role of the FRG


Telephone Tree


FRG Newsletter


FRG meetings


The importance of completing the Family Information Data Sheet (Figure 1, Part I) 

_____Role of the Family Readiness Office: This information can be presented by the FPD.  Explain the Office's purpose and function in providing assist and resources.

_____ Army Community Services (ACS): Us an ACS speaker or provide a handout that explains resources available through active duty installations and identifies services available from ACS.
_____Financial Concerns: A knowledgeable Military Pay Specialist can provide information on the following:


How the military pay system works


Reading a Leave & Earning Statement (LES)


Entitlements


Financial Planning


Thrift Savings Plan (TSP) for Soldiers

_____Legal Issues and The Staff Judge Advocate: Information on the following: SJA representative is needed to explain and answer questions:


Servicemembers' Group Life Insurance (SGLI)


SGLI for Family Members


Soldiers & Sailors Civil Relief Act (SSCRA)


Survivor Benefits


Uniformed Services Employment and Reemployment Rights Act (USERRA)


Small Business Loans for Reserve Call-up Losses


Wills and Powers of Attorney

In addition to the briefing, representative(s) from the SJA office should prepare Wills and Powers of Attorney for those who need them.

_____Spiritual Guidance and Support: A Chaplain should start the session with a prayer and end the session with a blessing.  In addition, the chaplain may want to talk to the soldiers and family members about spiritual and emotional issues and how the Chaplain’s Office can help to cope with the military separation.    

_____Operation READY Video #710653, Ongoing Readiness: If time permits, have families view this tape.


PART IV

Family Readiness Group (FRG) Leader

Roles and responsibilities: Serve as the primary point of contact for Commander, FRL and FRG Volunteers.  Ensure that each member of the FRG receives and understands their position description and agrees to their responsibilities. Delegate responsibility to FRG volunteers in accordance with their position descriptions. Ensure that the Family Readiness Group meets and communicates regularly. Knowledgeable and able to use Army and community resources to assist and/or refer family members to the appropriate Army and community resource for answers to questions or to resolve problems, before and after the unit is mobilized.  Ensure each family has a copy of the telephone tree.  Develop and distribute unit newsletter with the assistance of the appropriate FRG members.  Ensure that relevant information is distributed and disseminated to FRG volunteers and family members.  Advertise the existence of the FRG to the family members.  Provide the names and numbers of the key FRG volunteers.

Requirements: 

_____Contact the unit Family Readiness Liaison and the RSC Family Program Director upon appointment as the FRG leader and then, as needed. 

_____Ensure DA Form 4712, Volunteer Agreements and USARC Form 106-R, Volunteer Service Records is complete and current.  Send copies of both forms to the RSC Family Program Director. 

_____Review USARC Regulation 608-1, Family Readiness Handbook.

_____Explain expense reimbursement forms contained in USARC Regulation 608.1 to FRG volunteers.

_____Notify other members of the Family Readiness Group of the unit mobilization alert. 

_____Develop the units' telephone tree and designate callers.  Verify and test the Telephone Tree periodically, before and after mobilization.

Prior to Deployment Briefing: 

____Utilizing the Telephone Tree, assist the FRL in contacting family members.  Encourage families to attend this briefing.

____Assist FRL in organizing the briefing.

_____Make sufficient copies of USARC Form 107-R, Family Information Data Worksheet and the Family Readiness Mobilization Sheet to gather information from each activated soldier and their family member.

The Deployment Briefing: 

_____Offer any assistance that may be needed.

_____Offer assistance in preparation of information packet which may include important telephone numbers, information about benefits and resources as well as handouts that will assist the family members affected by military separation. 

_____If you have agreed to speak to the soldiers and family members, outline the areas you are to cover. (Most of the volunteers are not instructors and may not have experience in public speaking.  Explaining the role of the FRG and attempting to recruit volunteers is appropriate.  Any formal briefing should be referred to the RSC Director/Sr. Volunteer Resource Instructors.)
_____If the FRG has decided to provide snacks such as pastry and juice, arrange for the purchase and pick up of these refreshments.

Immediately after the briefing:
_____Assist family members in completing the Family Information Data Worksheet 

         (Figure 1, Part I).
_____Answer questions family members may have about the FRG.  

_____Try to recruit new volunteers for the FRG.  

_____Ensure everyone who agrees to be a volunteer completes a Volunteer 

   Agreement and a Volunteer Service Record. 

_____Revise the FRG Telephone Tree as needed.

After the unit moves to mobilization site:
_____Activate the FRG Telephone Tree.

_____Publish and mail the FRG newsletter including post mobilization 

          information. 

_____Schedule continuing FRG meetings.

_____Talk to the FRL, the RSC Family Program Director and Key Regional 

          Volunteers on a regular basis.

_____Plan activities of interest for all families.  

_____Delegate jobs to other FRG volunteers where possible to avoid “burn out.”
PART V
SOLDIER

Soldier responsibilities:

_____Ensure the Family Care Plan is completed and workable.  Contact the designated Guardian and inform them of the alert for mobilization.

_____Give Part VI of this guide to the guardian or family member who will take care of your personal business while you are gone.

_____Review the information currently in DEERS and make any necessary corrections.

_____Ensure your emergency data card is completed and accurate.

_____Check to ensure that your SGLI beneficiary designation is correct. 

_____Complete the Average Monthly Expenses Worksheet at (Figure 1, Part V) and the Separation Checklist at (Figure 2, Part V) with your spouse or individual entrusted to handle your personal affairs, finances and property. Take steps to correct any areas that are identified.

_____Have your family members, loved ones, or entrusted friend attend the Deployment Briefing.

_____Complete each and every information sheet that you are given relating to Family Readiness.  Make sure to include the name, address and phone number of everyone you would like to have the FRG keep informed.  This includes friends, employers, co-workers, etc.

_____Encourage your family to become actively involved with the Family Readiness Group.
Average Monthly Expenses Worksheet

	Living Expenses
	

	1. Rent or mortgage
	

	2. Utilities:
	

	3. Gas
	

	4. Electricity
	

	5. Telephone(s)
	

	6. Heat
	

	7. Water & Sewer
	

	8. Food (all groceries, including pet food)
	

	9. Clothing 
	

	10. Clothing care (laundry, dry cleaning)
	

	11. Personal items (hair, hygiene)
	

	12. Total of lines 1 through 11
	$

	Other Expenses
	

	13. Car
	

	14. Insurance (all types)
	

	15. Gasoline
	

	16. Medical & Dental cost (include prescriptions)
	

	17. Child Care
	

	18. Newspaper, magazines, books
	

	19. TV (cable)
	

	20. Internet Access
	

	21. Recreation (movies, restaurants, etc.)
	

	22.Childrens’ allowance and/or cost of any lessons
	

	23. Contributions to church and/or charities
	

	24. Credit Card minimum payment (total of all)
	

	       a.
	

	       b.
	

	       c.
	

	       d.
	

	25.  Total of loan payments (student, home equity)
	

	       a.
	

	       b.
	

	       c.
	

	26. Monthly savings deposit including IRAs
	

	27. Other 
	

	28. Total of lines 13 through 27
	$

	29.  Total of lines 12 and 28
	$

	30.  Total Monthly Income during mobilization
	$

	31.  Difference from line 30 (plus or minus)
	$


Adapted from Operation R.E.A.D.Y

Separation Checklist

This checklist will help you identify areas that may need immediate attention.  It is not an all-inclusive list.  Add any additional areas that apply to you and your family.  Use the first column to check all items that apply to you and your family.  Use the third column to show date completed.

	
	Access to Public Transportation
	

	
	Address listing for Family/Friends and postage
	

	
	Arrangement to forward mail

Mailings from book, music or video clubs

           Magazines 
	

	
	Bill payment arrangements
	

	
	Calendar with birthdays and anniversaries
	

	
	DEERS: information is correct
	

	
	Exceptional Family Member
	

	
	Family Care Plan
	

	
	Finances
	

	
	Guardian of dependents has been informed
	

	
	Home and/or car maintenance
	

	
	Home Owner/Renter’s Insurance 
	

	
	Letters to creditors informing them of your rights under the Soldiers’ & Sailors’ Civil Relief Act (SSCRA)
	

	
	Life Insurance: change beneficiary if needed

Emergency Data Card (DD Form 93)

            SGLI Beneficiary Designation
	

	
	Medical and Dental Care
	

	
	Military Dependent ID Cards
	

	
	Notification to your employer(s)
	

	
	Notification to your school
	

	
	Pet care arrangements  - food, medications, shot records, appointments, veterinarian telephone #.
	

	
	Powers of attorney
	

	
	Storage of household goods 
	

	
	Storage of vehicle(s) and/or boat
	

	
	Utilities
	

	
	Vehicle Insurance
	

	
	Vehicle Maintenance Schedule/State Inspections
	

	
	Vehicle Registration & Licensing 
	

	
	Vehicle Road Service
	

	
	Vehicle Service Schedule and Warranty
	

	
	Will(s) current and complete
	


Adapted from Operation R.E.A.D.Y.

PART VI 

FAMILY

Family: As a loved one of a soldier activated for military service, you have a most difficult job.  You are taking on responsibilities of the activated soldier.  Others in this guide have their role defined by Army Regulation and know what to do.  There are some things that you can do to help you become self-sufficient.  They are:

_____Acknowledge your emotions but do not let them consume you.

_____ Accept this military separation is going to happen.

_____ Locate important documents. (Figure 1, Part VI may assist in identifying pertinent documents).

_____Complete the Readiness Inventory Worksheet at (Figure 2, Part VI) and the Family Finance/Safety Inventory Worksheet at (Figure 3, Part VI).
_____When you have finished, sit down with the soldier and discuss any areas where you have checked “No.”  It is important to discover any problem areas now, rather then when the soldier is away.

_____Try to determine any upcoming events, such as holidays or birthdays, and/or requirements such as tax preparation that will be more difficult without the presence of your soldier.  Identify the problem(s) and try to come up with solution(s).

_____Attend the unit’s Soldier and Family Deployment Briefing.  It is at this briefing that you will be given important information on changes in benefits from reserve status to active duty status. If you are unable to attend this briefing, make sure you give the Family Program Director, Family Readiness Liaison, and Family Readiness Group Leader your name and address.  An informational packet will be mailed to you.

_____ Know who to contact for assistance at the Regional Support Command (RSC) and unit. (Refer to Figure 4, Part VI).
_____ Become actively involved with the unit Family Readiness Group.  Consider becoming an FRG volunteer. The members of this group are going through the same experience as you.

_____ Keep up regular communication with the soldier. Use letters, cassette tapes and         e-mail to communicate.

_____If you are depressed or have difficulty in functioning in a normal way, seek professional help.  

IMPORTANT DOCUMENTS LOCATOR

	DOCUMENT
	APPLICABLE
	NOT

 APPLICABLE
	LOCATION

	Adoption papers
	
	
	

	Automobile titles and registrations
	
	
	

	Bank accounts
	
	
	

	Birth certificates for all family members
	
	
	

	Bonds, stocks and other securities listing and location of the certificates
	
	
	

	Citizenship papers
	
	
	

	Contract copies for installment loans (car, furnishings, etc.)
	
	
	

	Court orders - child custody/support
	
	
	

	Credit card account numbers listing
	
	
	

	Death certificate
	
	
	

	Divorce decree
	
	
	

	Family members addresses and telephone numbers listing
	
	
	

	Funeral and burial arrangements
	
	
	

	Immunization/shot records for all family members and pets
	
	
	

	Insurance policies, government and civilian.  List companies, policy numbers, address and telephone number of agents for:

Automobiles

Health 

Home

Life

Long-term Care
	
	
	

	Marriage Certificate
	
	
	

	Medical and dental records
	
	
	

	Military ID cards
	
	
	

	Military Service Documents
	
	
	

	Organ Donor Instructions
	
	
	

	Passports with any required Visas
	
	
	

	Personal Property Inventory
	
	
	

	Powers of Attorney
	
	
	

	Real estates documents (deeds, leases, rental agreements, mortgages) 
	
	
	

	Retirement Plans
	
	
	

	School Registration
	
	
	

	Social Security Numbers for all 
	
	
	

	Tax Information
	
	
	

	Vehicle Titles and Registrations
	
	
	

	Wills/Living Wills/Durable Power of Attorney for Health Care
	
	
	



Readiness Inventory Worksheet

This worksheet will help determine personal status for a military absence.  Answer only those questions that apply to you or your family.  Review your responses with caretaker for the  soldiers’ personal, financial and property during the soldier’s military separation. 

    Yes       No

1. ____    ____
Do you have reputable child care?

2. ____   ____
Are your and your children’s recurring prescriptions and immunizations up-to-

                          date?

3. ____   ____
Do you know where bank/credit union accounts are and does the individual 

                          designated have authorization and possession of ATM cards, bank books and 

                          check books?

4. ____   ____
Do you know and have a listing of all payments that must be made to all lenders, 

                          utilities and credit card accounts?

5. ____   ____
Are you aware of recurring deposits and withdrawal methods (both automatic 

                          and draft) affecting these accounts?

6. ____   ____
Do you have duplicate keys for your equipment, vehicle(s), garage(s) and storage 

                          area(s)?

7. ____   ____
Have you ensured that all appliances and equipment is in working order and in 

                          good condition (brakes, tires, battery, belts, hoses, lights, etc.)?

8. ____   ____ 
Have you listed all your investments (bonds, stocks, other securities), their value 

                          and cash-in procedures?

9. ____   ____ Have you identified the location of past federal, state and local tax returns?


10. ____   ____
Are insurance policies premiums budgeted monthly?  Review policies for 

                          adequate coverage – be aware of renewal dates, costs and contacts.

11. ____   ____
Does your designee know who to call for routine/emergency vehicle 

                          maintenance/repairs (gas, oil, transmission, brake, steering fluids)?

12. ____   ____
Have you identified who to call for any home repairs?

13. ____  ____
Are all military dependent ID cards current for authorized family members?

14. ____  ____
Do you have a Power of Attorney?  If yes, what type? (general, special, limited)

15. ____  ____
Do you have a current Last Will and Testament?

16. ____  ____
 Do you and your loved ones know what to do in case of an emergency?

17. ____  ____
Does your designee know the name and phone number of who to call at the unit 

                          if they are having questions or concerns?


Family Finance/Safety Inventory Worksheet

This worksheet is designed to help you determine your financial readiness and home security for a military separation.  Answer only those questions that apply to you and your family.  When completed, the soldiers should review the responses with the person that will be handling the soldier’s finances and maintaining their household during the soldier’s military separation.

      Yes        No

1.  ____   ____ I know how much our rent or mortgage is.

2.  ____   ____ I know the total of the monthly expenses.

3. ____   ____
I have an estimate of my military pay and allowances.

4.  ____   ____A realistic monthly budget has been established.

5. ____   ____
I have made arrangement for all payments.

6. ____   ____
I have allocated funds to be sent to me.

7.  ____   ____ I have planned for financial emergencies.

8.  ____   ____ I know where to go in case of a financial emergency. 

9. ____   ____
Adequate locks are installed on doors and windows.

 10. ____   ____ Smoke and carbon monoxide detectors are in place and have been 

                                      checked in the kitchen, bedrooms, living areas and garage.

11. ____   ____ Fire extinguishers are located in the kitchen, near heating sources and in 

                          automobiles.

12. ____   ____ Evacuation routes are in place and have been practiced by all members of 

                          the household.

13. ____   ____ A contact has been identified for unexpected or extended absences or 

                          when routines vary significantly.

14.____   ____ The soldier’s social security number, unit information and emergency 

                         contacts are posted. 


Regional Support Command Contacts:

Casualty Assistance: 

Chaplain's Office:  

Education Office:  

Family Program Office:  

Legal Assistance: 

Pay Hotline:  _____________________________________

Provost Marshal Office (Security): 

Public Affairs: 

Surgeon’s Office (TRICARE Health Benefits): 

Unit Contacts:
Unit Designation: __________________________________________________

Unit Address & Location: ____________________________________________

Unit Phone: ______________________________________________________

Unit Administrator: _________________________________________________

Unit Commander: __________________________________________________

Family Readiness Group Leader: _____________________________________

Family Readiness Liaison: ___________________________________________

Key Family Readiness Group Members: ________________________________


OTHER RESOURCES

American Red Cross


Armed Forces Emergency Service 1-800-987-4272, www.redcross.org
Army Knowledge On-Line (AKO)


E-mail accounts: www.us.army.mil
Employer Support of the Guard and Reserve (ESGR) Reemployment rights



National ESGR Committee 1-800-336-4590, www.esgr.org
ID Cards/DEERS/RAPIDS

Check Eligibility with military sponsor's social security number 1-800-538-9552


Website to find the closest RAPIDS terminal: www.dmdc.osd.mil/rsl
TRICARE

Enrollment information 1-888-585-9378 Program information
www.tricare.osd.mil
Region Contractors:

Northeast 



1-888-999-5195

Sierra

CT, DE, MA, MD, ME, NH, NJ, NY, PA, RI, VT, Northern VA, Eastern WV 

Mid-Atlantic 

 

1-800-931-9501

Anthem

NC, Southern VA

Southeast & Gulfsouth 

 1-800-444-5445

Humana

AL, FL, GA, Eastern LA, MS, SC, TN

Heartland



1-800-941-4501

Anthem

IL, IN, KY, MI, St. Louis, MO, OH, WV, WI

Southwest 



1-800-406-2832

FHFS

AR, Western LA, OK, TX

Central 



1-888-874-9378

TriWest

AZ, CO, Southern ID, IA, KS, MN, MO, MT, NE, ND, NM, NV, SD, El Paso, TX, UT, WY
Southern CA & Golden Gate
1-800-242-6788
FHFS

Northwest 



1-800-404-0110
FHFS

Northern ID, OR, WA

TRICARE Pacific


1-888-777-8343

AK, HI, Puerto Rico, Latin America, Canada, Europe

TRICARE Dental Program (TDP)
1-800-211-3614

0TRICARE Family Member Dental Plan (TFMDP)  1-800-866-8499

United Concordia www.ucci.com
Veterans’ Employment & Training Services (VETS) 

(212) 352-6184 or www.dol.gov/dol/vets
Recommended Handouts & Videos

RECOMMENDED HANDOUTS:

_____Most current version of Mission: Readiness or What’s Next? A Guide to 

           Family Readiness for Army Reserve Soldiers & Family

_____TRICARE Made Simple (Channing L. Bete, (1-800-628-7733) Item #73377

_____Write from the Heart kits (Channing L. Bete Item #96761

_____RSC Family Program Office newsletter

_____Map showing location and contacts at all RSC Family Program Offices

_____Listing of all DEERS/RAPIDS site in the RSC area of responsibility and the 

           DEERS web site to aid those who do not live in the RSC area

_____Reproduce the following Children’s Workbooks from Operation READY 

          (Hand out the appropriate workbook to families with children)


My Good Bye Book – for children ages 3-5


Good Byes are Hard – for children ages 6-8


I Can Do that – for young people ages 9-12


Separation Happen – for 13, 14, and 15 year olds

OPTIONAL:

From Channing L. Bete 1-800-628-7733

_____About Family Care Plans, Item #48751

_____About Deployment, Item #16931

_____About Preparing for Mobilization, Item #48694

_____About Reunion, Item #48637

_____Being a Guardian for a Military Family Member, Item #49379

_____Deployment Days Calendar, Item #50443

_____Guardians for Military Family Members – Their Special Role, (RealStyle)

          Item #45500 

_____Let’s Talk About Deployment, (Activity Book) Item #58123

_____Let’s Talk About Reunion, (Coloring/Activity Book), Item #56838

_____Make the Most of Family Readiness Groups, Item #42531

_____Meeting the Challenges of Deployment, (RealStyle), Item #42200

_____Military Families are Special, (Coloring Book), Item  #56465

_____Protect Your Family with a Family Care Plan, (RealStyle) Item #42556

_____Until Your Parent Comes Home Again, (Coloring Book) Item #54411

_____When My Parent Has to Go Away, Item #57521

From Fambooks (director@fambooks.com)

_____Dads at a Distance

_____Grandparenting from a Distance

_____Long Distance Couples

_____Moms over Miles

From Life Skills Education, Inc. (507) 645-2994, www.lifeskillsed.com
_____Called to Duty; A Practical Guide for Families, Item #8005

_____Service Families, Caring for Your Own While Serving You Country

          Item #8001

_____When Service Brings Separation, Helping Your Family Cope With

          Deployment. Item #8006

_____Your Entitled, A Guide to Service Related Benefits, Item #8002

From Bureau of At-Risk Youth, 1-800-99-YOUTH

_____Deployment and Reunion, Challenges and Opportunities, by Meredith

           Gordon Resnick, MSW, LCSW, (15-page pamphlet)

_____Family Readiness, by Ralph Blanchard, (15 page pamphlet)

From Operation READY

_____Ongoing Readiness Emergency Contact Information

_____Reduction of Stress in Your Life During Deployment

_____Sample Business Care Plan

From Military Sources

_____Army Families Newsletter, most recent copy (6 page tri-fold flyer)

_____Guide to Reserve Family Member Benefits, Department of Defense,

           Third Edition, June 19, 2000 from Reserve Affairs, 1500 Defense  

           Pentagon, Room 2E520, Washington D.C., 20301-1500

_____Retirement Services Offices Information Sheet, (1 page tri-fold)

          from HQDA, Army Retirement Services Office, order from website,


www.odcsper.army.mil/retire/retire.htm
_____TC 21-7, Personal Financial Readiness & Deployability Handbook


dated Oct 94.  (Order through publications)

_____Small Business booklet
_____Mastering the Deployment Rollercoaster (TIPS pamphlet)

RECOMMENDED VIDEOS:

From Operation READY

_____Another Family (Army Family Support Group), #710651, 13:49

_____Getting Back Together, #710652, 18:00

_____Ongoing Readiness: Financial Planning, #710653, 23:00

_____Coping with Military Separation, #710654, 22:00

_____Family Assistance Center, #710655, 17:00
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Figure 1, Part I





Reservist Mobilization Information





PRIVACY ACT ADVISORY STATEMENT


AUTHORITY:  Title 10 U.S. Code.  PRINCIPAL PURPOSE:  Demographics, future program planning and to provide family members with information.  ROUTINE USES:  Track deployed personnel and family information in order to provide family programs, communication and a support network. 


 EFFECT OF WITHHOLDING CONSENT:  Voluntary disclosure.  Failure to provide information may prevent contact or the ability to provide updated information on military unit-related family activities, programs and services available.
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Figure 1, Part II (cont)





Figure 1, Part III





Figure 1, Part III (cont)
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