DEPARTMENT OF THE ARMY

7th TRANSPORTATION GROUP (COMPOSITE)

MONROE AVE, BLDG 825

FORT EUSTIS, VIRGINIA 23604
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MEMORANDUM FOR ALL SUBORDINATE UNITS IN THE 7TH TRANSPORTATION 

                                               GROUP

SUBJECT: 7th Transportation Group Family Readiness Standard Operating Procedures (SOP)

1.  REFERENCES.

     a.  AR 600-20, Army Command Policy, The Total Army Family, 15 Jul 99.

     b.  DA Pam 608-47, A Guide to Establishing Family Support Groups, 16 Aug 93.

     c.  TCFE Pamphlet 608-2, Personal Affairs: Family Planning Guide for Deployment, 

7 Dec 92.

     d.  AR 608-1, Army Community Service (ACS) Center, 1 Nov 99.

2.  PURPOSE.  The 7th Transportation Group Family Readiness Center provides guidance about policy, responsibility, authority, and procedures for implementing and sustaining a Family and Soldier Readiness System (FSRS).  To establish program requirements to ensure the personal preparedness of soldiers and their families, which contribute to the operational readiness of 7th Transportation Group forces. 

3.  APPLICABILITY.  The provisions of this SOP are applicable to the 7th Transportation Group  and the Family Readiness Center (FRC) and will be available to all individuals involved with Family Readiness Groups (FRGs).

4.  GENERAL.  

     a.  Soldiers stationed in 7th Transportation Group must prepare to respond to threats to the national security anywhere in the world.  To do so, they must maintain a high degree of readiness.  This requires frequent training, sometimes away from Forts Eustis/Story.

     b.  Family separations are a part of Army life.  These times of separation can be made easier and trouble free with good planning and preparation.  To plan and prepare for these separations, family members must be knowledgeable about their personal affairs.

     c.  Family readiness is a commander’s program that enhances unit/soldier readiness.  An effective, Family Support Program will assist the chain of command in identifying family 
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concerns before deployments occur.  The goal is to help soldiers and their families to deal with issues before they affect unit readiness.  This enhances unit effectiveness and decreases soldiers being redeployed early to take care of family issues.

     d.  For the purpose of this SOP, the FRG is a company or battalion level affiliated organization of officers and enlisted soldiers (regardless of marital status), their family members and volunteers that provide social and emotional support, information and outreach services to military families before, during, and after family separation because of deployment or extended training exercises.  The main objectives of the FRG are to: 

          (1)  Welcome service and family members into the unit.

          (2)  Develop and provide copies of the telephone trees to all FRG members.

          (3)  Assist family members in understanding the unit’s mission.

          (4)  Provide social and emotional support during deployments and while solders are at school and  on temporary duty at other locations to ease the strain associated with military separation for both the family and the soldier.

          (5)  Sponsor deployment and reunion briefings.

          (6)  Organize meetings and invite subject matter experts from the community to answer questions about available services.

          (7)  Provide information and refer families to appropriate agencies.

5.  OBJECTIVES.  To implement the provisions of the FSRS by providing guidance for family assistance during deployment, sustainment, redeployment, reunion, emergencies, and mobilization to enhance the military mission and benefit family members.

6.  RESPONSIBILITIES.

     a.  The Commander, 7th Transportation Group will have overall responsibility for the program.

     b.  The Group Family Readiness Coordinator (FRC) will:

          (1)  Oversee the FRG Program in the 7th Transportation Group area of responsibility.

          (2)  Act as a central point of contact for predeployment/deployment, mobilization and reunion briefings.

AFFG-FRC








SUBJECT: 7TH Transportation Group Family Readiness Standing Operating Procedures (SOP)

          (3)  Coordinate efforts to effect activation of the Family Assistance Center (FAC).

          (4)  Conduct quarterly training for all Commanders, 1SGs, Rear Detachment Commanders, Family Readiness Liaisons (FRLs), FRG Leaders, FRG Volunteers and any other interested personnel.  Seminars will focus on subjects prescribed in para 4-3c, DA Pam 608-47.  Additionally, training will focus on responsibilities and relationships between each member of the FSRS and how they can work as a whole to benefit the family members.

          (5)  Conduct quarterly Staff Assistance Visits (SAV) to individual units to assess family readiness and to review FRG support and the status of the unit’s FSRS.

          (6)  Update monthly and maintain the FSRS Roster, a listing of current FRLs and FRG Leaders will be maintained and information pertaining to FRGs will be disseminated as necessary.

          (7)  Provide briefings to unit FRGs upon request by members of the unit FSRS.  The FRC or Army Community Service Unit Service Coordinator (USC) will attend these unit meetings and provide support/training to the FRG members.

          (8)  Serve as a liaison between the unit and installation/community agencies.

     c.  Group S1 will maintain communications with the FRC with respect to SRP dates and times and to address personnel issues.

     d.  Group S2 will provide necessary support to the FRC, particularly with respect to the dissemination of information to family members.

     e.  Group S3 will maintain communication with the FRC with respect to current information.

     f.  Group Chaplain will maintain communication with the FRC and provide assistance as necessary, which may include acting as a liaison between the FRC and the Group Staff.

     g.  Battalion Commanders will:

          (1)  Appoint on orders a Battalion Family Readiness Liaison. 

          (2)  Determine which positions of the FSRS will be non-deployable based on each individual mission requirement.  Mission analysis will determine who will remain behind.  When a unit deploys as a whole, family readiness duties will be assigned to another unit with a RDC. 

          (3)  Provide information on a quarterly basis to the FRC for input into the social and operational calendars.
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          (4)  Supervise and establish guidelines for the Battalion Family Readiness Liaison to meet at least quarterly with the Unit FRLs and the FRG Leaders/volunteers in order to build rapport necessary to sustain family readiness during deployments.

     h.  Battalion Family Readiness Liaison will:

          (1)  Manage the battalions family readiness and by meeting with the Unit FRLs and FRG volunteers.

          (2)  Coordinate and attend Battalion Family Readiness Liaison meetings.

          (3)  Ensure units within the battalions are trained and in compliance with this SOP and the Family Readiness Checklist (see Appendix 1).

          (4)  Maintain copies of each Unit Chain of Concern and telephone tree and notify commanders when information needs to be updated.

          (5)  Ensure chain of command is informed regarding family member issues when necessary.

          (6)  Maintain communication at least every two weeks with unit FRL during deployment, and as needed during the sustainment period when soldiers are in garrison.  The purpose of these contacts is to provide support, ensure continuity of activities, and to establish frequent opportunities for the exchange of family member information and concerns.

     i.  Unit Commanders will:

          (1)  Provide soldiers and family members an opportunity to build an ongoing FRG.  To build a foundation for a company level FRG, family members must be asked to participate.  The questionnaire is a tool to elicit volunteers and people with skills (see Appendix 2).

          (2)  Appoint on orders a RDC, FRL, and FRG Leader.

          (3)  Meet with FRG leadership regularly and ensure RDC, FRL, and FRG Leaders have a strong working relationship.

          (4)  Develop a Family Support Program.

          (5)  Ensure members of the FSRS are trained and in compliance with this SOP and the Family Readiness Checklist (see Appendix 1).

          (6)  Provide information, assistance, and referrals to soldiers and family members.
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          (7)  Ensure soldiers have enough time as the mission allows to prepare their families for a separation.

          (8)  Plan, publicize, and put FRG Meetings on the battalion S-1, Chaplain, and unit  Training Schedule (calendars) at least two weeks in advance to provide time for family members to plan support, childcare, etc.   FRG Meetings will be held at least quarterly.  Each meeting will have an agenda and a sign in roster to account for participation and meeting purpose and outcome.

          (9)  Coordinate predeployment briefings to provide soldiers and family members with information (subject to mission restrictions) on deployment.  This briefing should be conducted at least two weeks prior to the deployment when mission permits. Include the date, time, and location of the next FRG meeting in the agenda.

          (10)  Publicize and include family members in deployment and FRG briefings and meetings.  Commanders will establish procedures to determine family readiness, including a verification method for family care plans (FCPs) according to AR 600-20.

     j.  Unit FRLs will:

          (1)  Serve as a link between the command and families, soldiers, and community service providers (for example, ACS USCs, social work services, chaplains).

          (2)  Plan and conduct unit readiness orientations to include predeployment/deployment, mobilization and reunion briefings and use the FRC as a resource.  Include the date, time, and location of the next FRG meeting in the agenda.

          (3)  Contact the spouses and/or Next of Kin (NOK) of deployed soldiers (regardless of marital status) at least on a monthly basis and keep a record book of the calls made.  Ask parents of single soldier if you may contact them once a month.  If that is not what they prefer, ask how often they wish to be contacted.  Log responses and keep on file for at least for one year.  The purpose of these calls is to provide family members a link to the company while the soldier is deployed, check on the welfare of the family members, provide accurate information regarding the deployment and to update family information.  Contacting family members may be done through unit FRG volunteers.  Ensure the volunteers also keep a record log of calls.

          (4)  Ensure families and soldiers are referred to financial counseling, the family advocacy program, and other essential services as needed.

          (5)  Provide logistical and administrative support for unit newsletter production.

AFFG-FRC








SUBJECT: 7TH Transportation Group Family Readiness Standing Operating Procedures (SOP)

         (6)  Keep up to date the units Chain of Concern and Telephone Tree Roster, check and update monthly.  Disseminate the Chain of Concern and Telephone Tree Roster to the FRG

volunteers and family members via mailing newsletters, at meetings, and by electronic means (email or web sites).

          (7)  Recruit FRG volunteers and encourage them to attend FRG training.

          (8)  Collect personnel data from in-processing soldiers and family member questionnaires (see Appendix 2) to keep the Chain of Concern and Telephone Tree Rosters current.

          (9)  Keep a record of address, location, and phone numbers of families who leave the command during deployments.

       (10)  Provide rosters and copies of appointment orders of the company’s RDC, FRL, and FRG Leader to the FRC.

         (11)  Provide copies of the Chain of Concern to the Battalion Family Readiness Liaison and the FRC.

         (12)  Ensure the FRL is trained and in compliance with this SOP and the Family Readiness Checklist (see Appendix 1).

     k.  Rear Detachment Commanders will:

          (1)  Be trained and ready to take command before a unit deploys.  In a small unit, the FRL could also serve as the RDC if the population size does not warrant separate positions.  The FRC is the proponent for coordinating RDC training, which is FSRS Training.

          (2)  Command the rear detachment.

          (3)  Perform liaison duties between the home station, the FRL, and the deployed forces.

          (4)  Establish guidelines for contacting each soldier’s family and/or NOK upon soldier’s arrival at a deployment destination.

           (5)  Contact the spouses and/or Next of Kin (NOK) of deployed soldiers (regardless of marital status) at least on a monthly basis and keep a record book of the calls made.  Ask parents of single soldier if you may contact them once a month.  If that is not what they prefer, ask how often they wish to be contacted.  Log responses and keep on file for at least for one year.  The purpose of these calls is to provide family members a link to the company while the soldier is deployed, check on the welfare of the family members, provide accurate information regarding the deployment and to update family information.  Contacting family members may be done through unit FRG volunteers.  Ensure the volunteers also keep a record log of calls.
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          (6)  Be responsible for logistical support for deployed forces (for example, storage of household goods and automobiles).

          (7)  Be responsible for supporting families remaining in the command.

          (8)  Maintain a roster of augmentees to the unit during a deployment.

          (9)  Assist with Family Assistance Center (FAC) and FRL operations as needed.

          (10)  Inform the FRL and Chaplain on deployment-related issues.

    l.  FRG Leaders/Volunteers job descriptions (see Appendix 3).

7.  BRIEFINGS.

     a.  The Unit Commanders have overall responsibility for coordinating predeployment briefings and usually task the FRL to develop a briefing team.  Upon tasking the FRC will coordinate with the unit to develop for predeployment/deployment, mobilization and reunion briefings for family members.  Operation READY materials to include three different predeployment and reunion training manuals and videos can be used.  

     b.  The major steps in planning and organizing a briefing are:

          (1)  Conducting a planning session.

          (2)  Choosing a date, time, and location.

          (3)  Determining content and making an agenda.

          (4)  Selecting speakers.

          (5)  Publicizing meetings/briefings.

          (6)  Determining handouts.

          (7)  Determining supplies - Family Member Deployment Handbook and Separation and Reunion Handbook (see Appendix 4 and 5).

          (8)  Determining and announcing the date, time, and location of the next FRG meeting prior to ending the present meeting.

     c.  The FRC shall assist the FRL, FRG Leader, and Volunteers in coordinating a briefing team which can be comprised of representatives from the following community agencies:
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          (1)  Finance.

          (2)  7th Group or Battalion Chaplain.

          (3)  Staff Judge Advocate (SJA).

          (4)  Community Provost Marshall (CPM).

          (5)  Public Affairs Office (PAO).

          (6)  Army Community Service (ACS).

          (7)  American Red Cross (ARC).

          (8)  Directorate of Engineering and Housing (DEH).

          (9)  McDonald Army Community Hospital (MACH).

          (10)  Child Development Services (CDS).

          (11)  Additional agencies as requested by the unit.

8.  SERVICES TO WAITING FAMILIES.  Unit Commanders will be responsible for identifying and reporting families of soldiers on unaccompanied overseas tours that remain in the Fort Eustis area to ACS.  These families should be identified prior to the soldier’s departure.  ACS will provide support services to families residing on post or in the surrounding community who are living separately from the military sponsor due to mission requirements. 

9.  POC for this memorandum is Anastasia Kakel, Family Readiness Coordinator, 878-5377, kakela@eustis.army.mil
10.  “RESOLUTE!”
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1.  Family Readiness Checklist
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2.  FRG Questionnaire


Commanding  

3.  FRG Job Descriptions

4.  Deployment Handbook 

5.  Separation/Reunion Handbook
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DISTRIBUTION:

COMMANDER, 7TH GRP

COMMANDER, 6TH BN

COMMANDER, 10TH BN

COMMANDER, 11TH BN

COMMANDER, 24TH BN

DCO, 7TH GP

S1, 7TH GP

S2, 7TH GP

S3, 7TH GP

CSM, 7TH GP

CHAPLAIN, 7TH GP
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