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Chapter 4

Building Your FRG—Working with Volunteers
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Volunteers Make a Difference!
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This chapter discusses volunteer management and volunteer service in the FRG. The American Heritage Dictionary defines a volunteer as “a person who performs...a service of his or her own free will; to do charitable or helpful work without pay.” FRG leaders and other volunteers are the heart and soul of the FRG program. Where would it be without volunteers? There would be no FRG without them; it would exist only on paper. In turn, unit and family morale, family readiness, and a whole spectrum of benefits would suffer. The unit’s mission would be adversely impacted without volunteers.
Brief History of Army Volunteers

Have you ever heard someone utter the phrase, “I’m just a volunteer”? The fact is, no one is just a volunteer. Volunteers are an indispensable component of the Army. Volunteerism has been a part of the Army lifestyle from the very start, with “camp followers” over 200 years ago. Official recognition of volunteers began with commissioning Army Community Service (ACS) on 19 November 1965. ACS is governed by Army Regulation (AR) 608-1, which addresses the use and management of volunteers. See also AR 600-20 for an understanding of the importance of volunteers to the success of family readiness programs. The concept of volunteerism is very central to ACS programs at installations and posts worldwide. Volunteers accomplish a great deal. For example:

· Volunteers provide military communities with valuable services that cannot only be measured in time and money but by personal satisfaction and increased quality of life for themselves and for the soldiers and families they serve. 
· Volunteers save the Department of the Army over $250 million a year.

· Volunteers gain valuable on-the-job training, a sense of purpose, and commitment to the soldiers and families, as well as a unique love of Army life.
· Volunteers have a deep love of country, which they apply to their work and share with others. 
Volunteer Service
The lifestyle of the Army spouse has always been inherently difficult. Among the major issues facing the military spouse are frequent relocations, limited employment opportunities, financial difficulties, childcare concerns, and the soldier’s routine absence due to field exercises or deployments. One way to combat these challenges is through involvement in the unit FRG and other community service work. 
Retired General Colin Powell’s call for volunteers nationwide early in 2000 brought to light the fact that volunteers are a necessary part of today’s society. During Operations Desert Shield/Desert Storm, former President George Bush referred to the many volunteers who came forward to help their communities as “a thousand points of light.” Volunteerism strengthens communities by bringing people together to work on civic projects and build trust, optimism, and pride in their communities. Jeanne Bradner, well known volunteer advocate and author of Passionate Volunteerism, states: “Volunteerism is too important to be taken for granted, trivialized or patronized. Government can’t do it all; the private sector can’t do it all. For democracy to work, all must take part in finding solutions…otherwise, we will be part of the problem.”
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Volunteer Training
FRGs work better when members and leaders receive proper training and support. Commanders, experienced volunteers, and community agencies must work together to define the scope of volunteer duties and the training needed to produce quality performance by volunteers. Remember, training is one of the essential ingredients. 
Volunteer training can be obtained at:
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	Army Community Service (ACS) 
ACS offers the volunteer on-the-job training within its own programs, such as the Family Advocacy Program and Exceptional Family Member Program. Skills and knowledge gained there can be valuable on a resume and for the FRG, as well. 
	Reserve Family Program Academies and National Guard State Training Conferences
Volunteers and unit family readiness personnel are trained on family readiness programs, FRGs, and other resources for preparing families for military separations.

	Army Family Team Building (AFTB) Program
This three-level training program comprises 43 classes. Level I is designed for new soldiers and spouses. Level II is a basic leadership skills program for intermediate level NCOs and officers. Level III has advanced leadership courses for soldiers and spouses. 
	Installation Volunteer Program 
The Volunteer Services Branch coordinates volunteer issues and closely works with post agencies to help recruit, refer, train, and recognize volunteers.
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Volunteer Responsibilities

	Be punctual and dependable.
	Volunteers need to be on time and dependable, especially if someone is counting on them to do something critical, like conduct a meeting or bring food to an FRG event. When a volunteer cannot carry out a commitment, their supervisor or leader should be called as soon as possible to let them know. Volunteers should keep in mind that they shouldn’t make commitments that will put their own family’s needs at risk.



	Be resourceful.
	Volunteers are encouraged to be creative and resourceful in finding innovative ways to implement FRG goals. Think outside the box! Do the research, and find the possibilities.



	Be friendly and courteous.
	A courteous attitude should be maintained when dealing with the Chain of Command, soldiers, spouses, and other volunteers. Volunteers should be helpful to others, use good manners, and be a good example, especially if they’re in a key FRG position. Volunteers should address and refer to others in a respectful way—exactly the same way they like to be treated. 



	Be flexible.
	Volunteers should keep in mind that their supervisor, commander, or FRG leader doesn’t have total control over events. Sometimes unexpected events occur, and everyone has to be able to adapt to change with understanding and calmness. 



	Resolve problems.
	Conflict is inevitable, but it is also an opportunity to learn from one another. FRG volunteers should solve problems at the lowest level. Focus on the problem, not the symptoms. As individuals, everyone does things differently, and that difference may result in misunderstandings. Always show appreciation for the effort and service performed, even if it isn’t the way you would have done it.



	Attire.
	Volunteers should dress in a manner appropriate to the work being performed and the situation involved. For example, if meeting with a representative of a post agency, professional attire may be best. Of course, if it is an outdoor FRG event, cutoffs, tee-shirts, and tennis shoes are fine.



	Confidentiality.
	Problems of a highly personal nature sometimes occur among members of the FRG. FRG leaders and other volunteers should always act with understanding, compassion, and concern. Realize that some situations will require referral to service agencies with personnel trained to handle those specific kinds of situations. Seek guidance and assistance, and foster an attitude of “self-help.” Volunteers should not try to solve issues outside their area of knowledge. Remember, too, that gossiping is taboo. Never violate the privacy of FRG members or talk about sensitive problems with people who have no need to know about them. At the same time, volunteers should be sure to keep their supervisors informed of important events so there are no surprises!




Volunteer Rights
FRG volunteers have rights similar to paid civilian workers on post, except they are more flexible. They have a right to:
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Volunteer Records
Volunteer work can provide valuable experience. If it is performed regularly, it can be included on professional resumes and on applications for paying jobs. Volunteers should retain work samples and descriptions of tasks performed. They should also record the hours worked each day using the Volunteer Service Record and the Daily Time Record (DA Forms 4162R and 4713R), which can be obtained from the installation volunteer coordinator or from the U.S. Army Publishing page at: www.usapa.army.mil. At the end of the month, volunteers should report their FRG hours to their supervisor and retain a copy of these forms for themselves. Volunteer hours are used in determining awards and recognition. 
Supervisors should keep records of volunteer performance, both good and bad, for recognition, letters of recommendation, and if absolutely needed, disciplinary purposes. 




Volunteer Discipline [image: image3.wmf]
Occasionally, it may be necessary for a commander or FRG leader to discipline a volunteer, usually as a last resort. Possible reasons for disciplinary action might include:

· violation of Army regulations, post policies, or FRG rules;
· failure to satisfactorily perform assigned duties;
· blatant mistreatment of soldiers, spouses, or family members; or 
· failure to respect others’ issues of privacy or confidentiality.
To warrant discipline, the volunteer’s action should be a clear violation, with serious impacts on soldier and family welfare or morale. Leaders must keep records of instructions they give, situations, and volunteer performance. Without such records, there may be no justification for disciplinary action—even though harm was done. 

Volunteer Code of Ethics

Practically every career field today has a written code of ethics. Ferrell and Fraedrich, authors of Business Ethics: Ethical Decision Making and Cases, define a code of ethics as “formal statements of what an organization expects in the way of ethical behavior... what behaviors are acceptable or improper.” 
A code of ethics defines an organization’s expectations and rules of behavior. A code of ethics applies to all volunteers working in the unit FRG, too. Whether or not the code of ethics is formalized and signed, FRG leaders and other volunteers need to know what is expected of them for the welfare of all the members. The very purpose of the FRG—to build unit family cohesion and improve soldier and family morale—tells us that FRG duties impose special responsibilities on FRG leaders and members. This is especially true when handling personal and other sensitive information. 
The sample FRG Volunteer Code of Ethics, shown in Figure 6, was adapted from a version developed by Army Community Service and can be used in some form by FRG leaders and volunteers.

Figure 6. Sample FRG Volunteer Code of Ethics.

Volunteer Recognition
Volunteer recognition is an integral part of FRG leadership. Recognition is a valuable tool because it acknowledges hard work within the FRG. A little praise goes a long way among people who work hard for no pay.
The most successful FRGs generally are those with the highest volunteer participation, reflecting sound leadership practices at all levels. Recognition of volunteer efforts is a major duty of leaders in the FRG.
Some ways to recognize volunteers in your FRG are:
· public praise;
· newsletter articles;
· thank you notes;
· special luncheon, party, or FRG meetings;
· announcements on bulletin boards (including e-mail);
· media coverage—local and post newspapers; and
· certificates of appreciation.
Levels of awards that should be considered are:

	LEVELS OF AWARDS
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	Local FRG organization

	Installation level

	Local FRG organization

	Local FRG organization

	MACOM (Major Army Command) level

	Department of the Army

(see AR 672-20, Chapter 9, “Public Service Awards”)

	Presidential


There are various agencies to ask about volunteer awards:

· Volunteer Services Branch of your local ACS, and
· Points of Light Foundation: (202) 729-8000.
Important times to recognize FRG volunteers include: 

· completion of a special project or event;
· on their birthdays;
· during National Volunteer Week, held every April;
· when the military mission is complete and troops return; and
· before a volunteer transfers or resigns.
To keep track of awards issued, use the Awards and Special Recognition form (DA 4162-R, page 2). In addition, record each volunteer’s annual hours on this form. Upon the volunteer’s transfer or resignation, provide the volunteer with the DA 4162-R to keep in their personal file.
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Typical FRG Volunteer Positions

Occasionally you’ll find an Army spouse running all over the post, trying desperately to run the FRG alone or with little help. In all likelihood, the FRG is an FRG in name only, and this FRG leader will burn out soon. Not only that—the soldiers and families will not enjoy the benefits of a well-organized FRG. This leader must get help! But how? To be successful, the FRG needs a solid organization of dedicated volunteers. Organization—it’s another of the essential ingredients.
The following volunteer positions are needed to get the FRG organized and working well; however, each unit should design their FRG to meet their specific needs: 
· Battalion FRG Advisor—is a member of the FRG steering committee (may chair it); provides overall guidance and support for unit-level FRGs.
· Unit FRG Leader—provides overall leadership of the FRG; interacts with the unit commander and battalion FRG steering committee.
· FRG Secretary—maintains accurate minutes of meetings and distributes information and correspondence to the FRG leader and newsletter editor.

· FRG Treasurer—along with an alternate, serves as custodian for the FRG informal fund.
· Phonetree Committee Chairperson—organizes the unit phonetree; identifies and supervises phonetree points of contact.
· Phonetree Point of Contact (POC)—maintains regular contact with assigned families; passes along official information, and provides information to families.
· Battalion (or Unit) FRG Newsletter Editor—coordinates newsletter preparation, publishing, and distribution.
· Special Events Committee Chairperson—plans, organizes, and executes FRG activities and special events.
· Hospitality/Welcome Committee Chairperson—contacts and welcomes all new soldiers and families to the unit; helps them find needed resources.
· Publicity Committee Chairperson—informs all soldiers and family members in the FRG of all activities (ongoing and upcoming).
· Fundraiser Committee Chairperson—manages all FRG fundraising activities, including coordination, permission, and recruiting.
· Childcare Committee Chairperson—ensures acceptable childcare for FRG meetings and special events.
There are other positions that FRGs may want to create, based on the needs of the FRG and the number of volunteers willing to help (such as a food committee chairperson or a youth committee chairperson). The FRG leader should find creative ways to get everyone involved and excited about the FRG.

The ability of the FRG leader to recruit and fill all these key positions is a function of the leader’s leadership traits—primarily the leader’s attitude and manner of dealing with people. By exhibiting positive leadership traits, the leader should be able to earn the cooperation of many volunteers. Leadership and organization—they’re two of the five essential ingredients.
Meaningful Assignments—A Sense of Purpose and Contribution
Volunteers want to do meaningful work for their FRGs. Army Regulation 608-1 (Chapter 4, Section III, 4-8C) states that “all volunteer assignments should provide opportunities for a meaningful experience and a sense of accomplishment. A good volunteer program requires a careful matching of interests to opportunities and structuring of daily duties of each volunteer to ensure a sense of purpose and contribution.” 
Of course, not all positions require the same kinds of skills or levels of effort, and some tasks are more enjoyable than others. The FRG leader should be sensitive to the volunteers’ interests and feelings and be careful not to tread on their sense of self-worth. Less savory tasks should be shared fairly. Likewise, more attractive positions should be rotated at intervals. This way, everyone gets a chance to develop and feel appreciated. 

FRG Job Descriptions

When accepting a paid position, new employees should receive an official job description. Likewise, every key volunteer position in the FRG should have a written job description. It describes not only the duties but also the qualifications (education, training, and skills needed) for the position. 
It is important to provide the volunteer with a job description early on so he or she will immediately know what to do to help support the FRG. Volunteers want to help, and a good job description will help them be as effective as possible.
A typical job description should contain:
· position title,
· to whom the volunteer is responsible (who provides guidance to the person in this position?),
· purpose of the position,
· description of duties (describe briefly in list form; if needed for more demanding positions, include more detail in an attachment),
· time required (approximate hours per month and duration of the assignment),
· qualifications and skills needed (may include administrative, technical, or people skills that will enhance this position), and
· recommended training (Operation READY courses, Army Family Team Building, Family Program Academy [Guard and Reserve], etc.).
A thoughtful FRG leader will sit down with the volunteer and go over all of these items. Also, volunteers should be given opportunities to improve on their job descriptions since they may have some good ideas or previous experience that is valuable to the position. This is a good practice; it helps volunteers to focus on what is expected in the job and to learn how their performance will be measured.

The job descriptions at the end of this chapter are examples of what good job descriptions should include. These descriptions can be tailored to the unit’s particular needs.

Two Critical FRG Positions

The FRG has two volunteer positions that are critical to its effectiveness: the unit FRG leader and the phonetree POC. Without good leadership and effective communication, the FRG is at risk for survival.

The Unit FRG Leader
The FRG leader should be a person in a non-deployable status—preferably a spouse. Often, the FRG leader is the commander’s spouse, though not always. Any spouse in the unit who is willing and able to lead the efforts of the FRG can serve as FRG leader. The commander may select the leader, or the leader may be elected by the FRG membership. Either way, the commander prepares and signs appointment orders for the leader. 

However the FRG leader is selected, he or she needs to obtain the proper training.  This is not a one-person job, so the leader needs to recruit volunteers for key positions and build a team that works together for the good of the families in the unit.  The leader conducts FRG meetings, oversees fundraising and fun activities, gathers information and sees that it is distributed to all families in a timely manner, works with the commander, and manages the volunteers.

The FRG Phonetree Point of Contact

The phonetree and the volunteers who run it are vitally important to the FRG. Without a well-run, up-to-date phonetree, the FRG is unable to perform its most important roles—keeping families informed, fielding calls from families, and assisting with emergencies.
The POC’s primary tasks are distributing official information, regularly testing each branch of the phonetree, fielding calls from his/her assigned families, and welcoming new families into the phonetree. Again, this position is held by a military spouse. The families should be divided into groups of five to eight families. Generally, no POC should have more than 10 families in a branch. Families may be assigned to a branch by platoon or section, geographically based upon where they live, or even divided among the POCs alphabetically. 
Also, the assignment of a POC to a platoon or family group should not be based on the rank of the spouse. Like the FRG leader, the phonetree chairperson and POCs must relate well to each member of the phonetree. This will work best if the POC is thoughtful, helpful, and informal in conversations with the families.



FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION

POSITION TITLE:
Battalion FRG Advisor
RESPONSIBLE TO:
Battalion Commander and Brigade FRG Advisor

PURPOSE:
Organize battalion-level FRG structure
JOB DESCRIPTION:
· Supports the commander’s family readiness goals
· Serves on battalion FRG steering committee; may chair the committee, as well
· Provides guidance and support to all unit FRG leaders
· Fields specific family readiness problems and discusses them with steering committee
· Gathers and disseminates information on activities at the battalion level and above
· Delegates FRG projects to senior spouses for resolution
· Acts as liaison between battalion and unit-level FRGs
· Acts as battalion FRG spokesperson for communicating family members’ concerns and ideas to the battalion commander
TIME REQUIRED:
Ten to 20 hours a week, depending on unit deployment status and other scheduled activities; commitment usually for duration of the battalion commander’s tour of duty
QUALIFICATIONS & SPECIAL SKILLS:
· Knowledge of family readiness programs, unit structure and procedures, and post agencies and services
· Ability to work well with steering committee and unit FRG leaders
· Ability to persuade people to get things done
RECOMMENDED TRAINING:
· Operation READY classes
· AFTB Levels I-III
· Attend Family Program Academy (Guard and Reserve)
· Volunteer training and/or past experience 
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION
POSITION TITLE:
Company FRG Leader


(or battery/troop/detachment, etc.)
RESPONSIBLE TO:
Company Commander

PURPOSE:
Organize and lead unit-level FRG
JOB DESCRIPTION:
· Supports the commander’s family readiness goals
· Provides overall leadership of the FRG

· Recruits other volunteers to serve on FRG committees

· Delegates FRG responsibilities to selected volunteers as committee chairpersons, or presides over their elections
· Serves as a member of the battalion-level steering committee

· Identifies needs or unique problems of unit families
· Acts as unit FRG spokesperson for communicating family members’ concerns and ideas to the unit commander and, if needed, the battalion-level FRG leader
TIME REQUIRED:
Six to eight hours a week, depending on deployment status and other scheduled activities; commitment usually duration of command
QUALIFICATIONS & SPECIAL SKILLS:
· Knowledge of family readiness programs, unit structure and procedures, and post agencies and services

· Ability to work well with soldiers and families and 

persuade people to get things done
RECOMMENDED TRAINING:
· Operation READY classes
· AFTB Levels I-III
· Attend Family Program Academy (Guard and Reserve)
· Volunteer training and/or past experience 
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION
POSITION TITLE:
FRG Secretary
RESPONSIBLE TO:
FRG Leader

PURPOSE:
Maintain accurate minutes of meetings and distribute information and correspondence to FRG leader and newsletter editor
JOB DESCRIPTION:

· Maintains a FRG binder with a calendar, to do list, current Chain of Concern roster, sign-in sheets, agendas and minutes, and after-action reports
· Ensures confidentiality and acts in a sensitive manner
· Updates the contact roster with telephone numbers of new arrivals and reports changes to the FRG leader
TIME REQUIRED:
Approximately 10 hours per month; one-year commitment
QUALIFICATIONS & SPECIAL SKILLS:
· Ability to take accurate notes and keep records
· Well organized
RECOMMENDED TRAINING:
· Operation READY courses
· AFTB Levels I-III 
· Attend Family Program Academy (Guard and Reserve) 
· Similar courses and/or past experience 
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION

POSITION TITLE:
FRG Treasurer and Alternate
RESPONSIBLE TO:
Unit/Battalion FRG Leader and Commander
PURPOSE:
Serve as custodian for the FRG informal fund

JOB DESCRIPTION:

· Obtains appointment letter from the commander
· Prepares form SS4 and applies to the IRS for an employee ID number for the bank account
· Sets up fund account at local bank
· Maintains FRG fund records and ledger; keeps it up to date at all times
· Receives and counts all funds submitted from fundraisers; prepares deposit slips, and deposits funds to FRG fund account

· Disburses checks in accordance with FRG leader and commander’s guidance

· Reviews monthly bank statements and reconciles with ledger; calls bank bookkeeper about any unexplained discrepancies 

· Prepares monthly reports and presents them to FRG leader and commander; also reads summary aloud at FRG meetings 

TIME REQUIRED:
Ten to twenty hours per month (depending on activity frequency); one-year commitment
QUALIFICATIONS & SPECIAL SKILLS:

· Knowledge of banking procedures

· Good math skills

· Well organized
· Ability to work well with others
RECOMMENDED TRAINING:

· Operation READY courses
· Attend Family Program Academy (Guard and Reserve)
· Similar courses and/or past experience
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION
POSITION TITLE:
Phonetree Committee Chairperson 
RESPONSIBLE TO:
FRG Leader or Commander

PURPOSE:
Provide personal contact to keep FRG spouses informed
JOB DESCRIPTION:
· Prepares the unit telephone tree from the unit alert roster and information from first sergeant and FRG questionnaires
· Recruits and trains telephone points of contact (POC), at least one per platoon or, alternately, enough to assign 5–8 families each
· Assigns POCs to platoons or 5–8 family groups each
· Coordinates regularly with FRG leader and welcome committee chairperson, and updates phonetree with new families
· Supervises testing of the FRG phonetree at least monthly while troops are home and twice monthly while deployed
· Passes important information to POCs for families
· Fields calls from POCs with questions or reports of incidents
· Reports any significant incidents to FRG leader or commander
· Reviews POC phone logs, reports, and volunteer time logs
· Prepares monthly reports and submits to FRG leader
· Maintains confidentiality, and discourages rumors and gossip
· Keeps a careful log of calls received, made, and their results
TIME REQUIRED:
Two to four hours per week; six-month commitment
QUALIFICATIONS & SPECIAL SKILLS:
· Good telephone/communication skills
· Knowledge of community resources and crisis intervention
· Concern and empathy for others; calm under stress
RECOMMENDED TRAINING: 

· Operation READY courses
· AFTB Levels I-III
· Attend Family Program Academy (Guard and Reserve)
· Similar courses and/or past experience 
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION

POSITION TITLE:
Phonetree Point of Contact (POC)
RESPONSIBLE TO:
Phonetree Chairperson or FRG Leader

PURPOSE:
Gather and disseminate information
JOB DESCRIPTION:
· Calls each of the assigned families on their POC phonetree branch; reports any discrepancies in the information on the list
· Passes important information to assigned families

· Telephones spouses occasionally when troops are in garrison and twice monthly during deployments
· Annotates the phonetree with any changes, and informs the phonetree chairperson or FRG leader
· Fields calls from assigned families, and answers questions or directs callers to appropriate resources; provides accurate, timely information
· Fields emergency calls and assists the families involved
· Welcomes new families assigned to the POC’s phonetree branch
· Maintains confidentiality, discourages gossip, and dispels rumors
· Reports serious matters to phonetree chairperson or FRG leader
· Keeps a careful log of calls received, made, and their results
TIME REQUIRED:
Two to six hours per week; six-month commitment
QUALIFICATIONS & SPECIAL SKILLS:
· Good telephone/communication skills
· Knowledge of community resources and crisis intervention
· Concern and empathy for others; calm under stress
RECOMMENDED TRAINING:
· Operation READY courses
· AFTB Levels I-III
· Attend Family Program Academy (Guard and Reserve)
· Similar courses and/or past experience 
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION
POSITION TITLE:
Battalion (or Unit) FRG Newsletter Editor
RESPONSIBLE TO:
Battalion (or Unit) Commander and FRG Leader

PURPOSE:
Publishes the battalion (unit) FRG newsletter
JOB DESCRIPTION:
· Determines ground rules for official newsletters

· Determines level of interest of FRG members in having a newsletter; discusses with FRG leader and commander

· Organizes a volunteer newsletter staff (reporters, writers, editors, typists, illustrators, collators, mailers)

· Designs newsletter and logo—gets input from members

· Oversees gathering of information from all sources; organizes, writes, and edits material

· Provides copies of draft newsletters to FRG leader and commander for editing
· After final editing, does layout and pasteup; submits camera-ready copy for reproduction 
TIME REQUIRED:
Ten to twenty hours per month (depending on newsletter frequency); one-year commitment
QUALIFICATIONS & SPECIAL SKILLS:
· Editorial, spelling, grammar skills; ability to write articles
· Managerial skills; knowledge of organization
· Creativity, energy, artistic talent
RECOMMENDED TRAINING:
· Orientation at Information System Branch
· Operation READY courses
· Attend Family Program Academy (Guard and Reserve)
· Similar courses and/or past experience
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION

POSITION TITLE:
FRG Special Events Committee Chairperson
RESPONSIBLE TO:
Unit FRG Leader

PURPOSE:
Plan, organize, and execute FRG activities and special events
JOB DESCRIPTION:
· Solicits FRG members’ ideas and interests about fun events they would like the FRG to plan

· Discusses proposed events with FRG and unit leadership

· Recruits other volunteers to help with event details; checks the unit training schedule; agrees on date, location, etc.

· Establishes committees for the event and brainstorms needs 

· Coordinates financial needs with FRG leadership, treasurer, and fundraiser chairperson
· Ensures that desired location is available the day of the event
· Coordinates with publicity and newsletter chairpersons to advertise the event
· Supervises the planning sessions and completes event planning
· Coordinates with commander or first sergeant to arrange for single soldiers to help with decorations and other tasks
· Meets at intervals with committee chairpersons to ensure that all necessary preparations are in place
TIME REQUIRED:
Ten to 20 hours per month (depending on event frequency); six-month commitment
QUALIFICATIONS & SPECIAL SKILLS:
· Enthusiasm and energy

· Positive leadership traits
· Good knowledge of recreational opportunities on post and elsewhere
· Organizational ability
RECOMMENDED TRAINING:

· Operation READY courses 
· AFTB Levels I-III
· Attend Family Program Academy (Guard and Reserve)
· Similar courses and/or past experience
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION

POSITION TITLE:
Hospitality/Welcome Committee Chairperson
RESPONSIBLE TO:
Unit FRG Leader

PURPOSE:
Welcome all new members and families
JOB DESCRIPTION:

· Keeps up with news of incoming families, newly married couples, new babies, single soldiers, illnesses, injuries, hospitalizations in the unit 

· Calls new spouses and welcomes them to the unit; invites them to upcoming FRG events; provides an ACS welcome packet

· Gathers information on the number and ages of children in each family and their special interests

· Informs the FRG leader and phonetree committee chairperson of incoming families
· Ensures that new families have been assigned sponsors and phonetree POCs
· Sends flowers and cards to home or hospital as appropriate
· Attends unit/battalion planning meetings and FRG events
TIME REQUIRED:
Three to five hours a week; six-month commitment
QUALIFICATIONS & SPECIAL SKILLS:
· Enthusiastic people person
· Helpful and compassionate attitude
· Well organized
RECOMMENDED TRAINING:

· Operation READY Courses 
· Attend Family Program Academy (Guard and Reserve)
· Similar courses and/or past experience
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION

POSITION TITLE:
FRG Publicity Committee Chairperson
RESPONSIBLE TO:
Unit/Battalion FRG Leader

PURPOSE:
Inform all soldiers and family members in the FRG of all activities (ongoing and upcoming)
JOB DESCRIPTION:
· Coordinates with hospitality/welcome committee chairperson to learn of new families’ addresses and phone numbers

· Informs new members of the purpose and structure of the FRG

· Coordinates with FRG leader and special events chairperson to determine advertising needs for upcoming FRG events

· Coordinates with phonetree chairperson about the need for POC assistance with notifying families, with first sergeant to make sure soldiers are informed, and with newsletter chairperson
· Disseminates information about FRG events through phonetree POCs, newsletters, flyers, mailings, public announcements at meetings, unit bulletin boards
TIME REQUIRED:
Ten to 20 hours per month (depending on activity frequency); one-year commitment
QUALIFICATIONS & SPECIAL SKILLS:

· Outgoing personality
· Ability to work well with others
· Good command of language
· Well organized
RECOMMENDED TRAINING:

· Operation READY courses
· Attend Family Program Academy (Guard and Reserve)
· Similar courses and/or past experience
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION

POSITION TITLE:
Fundraiser Committee Chairperson
RESPONSIBLE TO:
Unit/Battalion FRG Leader and the Commander

PURPOSE:
Manage FRG fundraising activities
JOB DESCRIPTION:
· Coordinates with FRG leader and special events coordinator on upcoming events and financial needs
· Coordinates with commander or first sergeant on training schedule and open times for fundraisers
· Canvasses membership about types of fundraisers desired
· Coordinates with commander about proposed fundraiser(s)
· Prepares fundraiser permission letter and delivers to FRG leader
· Works with publicity and phonetree chairpersons to get the word out about upcoming fundraiser
· Complies with Army regulations and post rules
· Works with fundraiser committee to plan the fundraiser
· Recruits volunteers and delegates to work
· Supervises the fundraiser on the appointed day
· Safeguards funds and turns them over to the treasurer or alternate as soon as practicable
· Reports fundraiser results to FRG leader and membership
TIME REQUIRED:
Ten hours per month; one-year commitment
QUALIFICATIONS & SPECIAL SKILLS:
· Knowledge of fundraising regulations
· Excellent leadership traits—works well with people
RECOMMENDED TRAINING:

· Contact the Financial Management Branch
· Operation READY Courses
· Environmental Health & Preventive Medicine
· Attend Family Program Academy (Guard and Reserve)
· Similar courses and/or past experience
FAMILY READINESS GROUP VOLUNTEER JOB DESCRIPTION

POSITION TITLE:
FRG Childcare Committee Chairperson
RESPONSIBLE TO:
FRG Leader

PURPOSE:
Ensure acceptable childcare for FRG meetings and special events
JOB DESCRIPTION:
· Makes acceptable arrangements for childcare during FRG meetings and special events

· Ensures that caregivers have received the required training prior to their employment

· Ensures that an adequate number of caregivers are on hand for the numbers and ages of children present

· Ensures on-site adult supervision at all times during the parents’ absence

· Provides actual spot checks on the childcare providers used for meetings and special events

· Ensures that the childcare facility meets post safety and sanitation standards before use

· Ensures activities (VCR tapes, coloring books, and organized games) appropriate for the children are provided

· Pays caregivers when applicable

TIME REQUIRED:
Approximately one day per month for meetings, preparation, and actual events; one-year commitment
QUALIFICATIONS & SPECIAL SKILLS:

· Willingness to develop a working knowledge of the unit’s Family Readiness Plan

· Interest or experience in the FRG program
· Well organized
RECOMMENDED TRAINING:
· Operation READY courses
· Attend Family Program Academy (Guard and Reserve)

· Similar courses and/or past experience

FAMILY READINESS GROUP (ARMY NATIONAL GUARD) VOLUNTEER JOB DESCRIPTION
POSITION TITLE:
Chairperson
RESPONSIBLE TO:
Unit Commander

GENERAL STATEMENT:
The chairperson of a Family Readiness Group within the Army National Guard is the leader of the group and its spokesperson. The chairperson presides at FRG meetings and maintains regular communication with the affiliated organization’s commander or authorized unit Point of Contact to keep participating families informed of unit activities and policies. She or he also communicates regularly with the State Family Program Coordinator and the State Volunteer Representative on plans for FRG activities, family-member concerns, and requests for assistance.

JOB DESCRIPTION:

· Plans and conducts FRG activities that support family well being and preparedness of the unit, consistent with the goals of the State Family Program

· Keeps the affiliated unit informed of FRG activities

· Keeps information flowing between family members, the unit, and the State Family Program Office

· Presides over FRG meetings, which are held as needed

· Meets annually with other chairpersons throughout the state to share ideas

· Helps identify volunteer spouses for local projects

· Encourages family members to become active FRG participants

TIME REQUIRED:
Approximately 6 to 8 hours per month, depending on level of FRG activity; one-year duration (renewable)

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

COMPENSATION:
No pay; reimbursement available for use of private vehicle while on FRG business

QUALIFICATIONS & SPECIAL SKILLS:
· Must believe in and support the National Guard Family Program

· Must have a family member in the National Guard

· Must have good listening skills

· Must like to help people

· Must enjoy being with other National Guard family members

· Must be able to organize others

· Must be able to communicate with and on behalf of the families and the unit

FAMILY READINESS GROUP (ARMY NATIONAL GUARD) VOLUNTEER JOB DESCRIPTION
POSITION TITLE:
State Volunteer Representative
RESPONSIBLE TO:
State Family Program Coordinator

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

JOB DESCRIPTION:

· Assists State Family Program Coordinator

· Coordinates family member volunteer efforts

· Serves as point of contact for FRG and family members for information, referral, and follow-up

· Serves as “Team Leader,” State Family Program Council (“The State Team”)

· Assists in management and coordination of special projects

· Participates as the Volunteer Representative of the Family Program at conferences and workshops at local, regional, and national levels

· Assists in planning, preparation, and presentation of family-member briefings

· Acts as liaison with the National Guard Association and the National Guard Association of the United States

· Exchanges ideas with volunteers from other states

· Maintains familiarity with both civilian and military family readiness services available throughout the state

TIME REQUIRED:
Approximately 16 to 24 hours per month; some travel required at government expense; normally a one-year commitment that may be extended by the State Adjutant General

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

QUALIFICATIONS & SPECIAL SKILLS:

· Must believe in and support the National Guard Family Program

· Must have a family member in the National Guard

· Must have good listening skills

· Must like to help people in need

· Must have strong verbal and written communication skills

· Must have good organizational skills

FAMILY READINESS GROUP (ARMY NATIONAL GUARD) VOLUNTEER JOB DESCRIPTION
POSITION TITLE:
Member, State Family Program Council
RESPONSIBLE TO:
State Family Program Coordinator and “State Team” Leader

GENERAL STATEMENT:
The State Family Program Council (“The State Team”) is formed by direction of the State Adjutant General in order to increase family member involvement in the National Guard Family Program. Membership is voluntary and limited to those appointed by the Adjutant General. All geographic locations and the parent and retiree populations are represented.

JOB DESCRIPTION:
Advisory roles (on behalf of constituency)

· Brings family-member concerns to the state level for appropriate action

· Reviews and comments on the effectiveness of the Family Program; makes recommendations for improvement

· Takes an active role in the Family Program’s strategic planning process covering the next two to five years


Action roles

· Organizes and provides leadership for the accomplishment of approved Family Program objectives and approved special projects and events

· Facilitates the regular flow of information among Family Program participants in leadership roles

TIME REQUIRED:
Approximately 8 to 12 hours per month, with some voluntary travel offered; State Team meets quarterly (in January, April, July, and October), with additional Adjutant General-approved special meetings called as needed. Normal term is two years, and appointments are generally made in September of each year; extension or release from service is at the discretion of the Adjutant General

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

QUALIFICATIONS & SPECIAL SKILLS:

· Must believe in and support the National Guard Family Program

· Must have good listening skills

· Must like to help people in need

· Must have strong communication skills

· Must have good organizational skills

FAMILY READINESS GROUP (ARMY NATIONAL GUARD) VOLUNTEER JOB DESCRIPTION
POSITION TITLE:
Family Sponsorship Coordinator
RESPONSIBLE TO:
FRG Leader
PURPOSE:
Organize and maintain a communication link between the FRG and new family members of the unit

JOB DESCRIPTION:

· Prepares welcome packets to alleviate the stresses associated with relocation and joining a “new” family
· Coordinates with the family readiness liaison and unit administrator to obtain the names and phone numbers of newly assigned personnel and makes contact
· Matches each incoming family with an existing family for mutual support and assistance
· Notifies the FRG leader of any particular family problems or needs that are identified through conversation or during a visit that the FRG can offer assistance with
· Adds new family members (including newly married spouses) to the phonetree and newsletter mailing list
TIME REQUIRED:
Approximately two days per month

IN-SERVICE TRAINING:
Unit orientation and attendance at a Family Program Academy. Other training will be offered as the budget allows

QUALIFICATIONS & SPECIAL SKILLS:

· Willingness to develop a working knowledge of the unit’s Family Readiness Plan

· Interest or experience in the FRG program

Volunteer Resources
· Passionate Volunteerism: The Importance of Volunteerism Today and How Government, Nonprofits, and Volunteers Can Make a More Powerful Force
By Jeanne H. Bradner; ISBN: 0963439529

Publisher: Conversation Press, Inc.
· The (Help!) I-Don’t-Have-Enough-Time Guide to Volunteer Management 
By Katherine Noyes Campbell and Susan J. Ellis; ISBN: 0940576163

Publisher: Energize Books
· Leadership Skills: Developing Volunteers for Organizational Success

By Emily Kittle Morrison; ISBN: 1555610668
Publisher: Fisher Books

· The Journal of Volunteer Administration 
P.O. Box 4584, 
Boulder, CO 80306 
(303) 541-0238
· Association for Volunteer Administration 
10565 Lee Hwy, Suite 104

Fairfax, VA 22030-3135 
(703) 352-6222
· Points of Light Foundation
1400 1st Street, N.W., Suite 800

Washington, D.C. 20005
800-VOLUNTEER (800-865-868337) 
www.pointsoflight.org
· Points of Light Catalog Service
P.O. Box 79110

Baltimore, MD 21279-0110
800-272-8306

· North Carolina Association of Volunteer Administrators
P.O. Box 20782

Greensboro, NC 27420

www.nonprofitspace.org/ncava
· The Installation Volunteer Program may have resources that may be borrowed for brief period of time.

FRG volunteers are:


a necessary component of the Army Family,


intensely interested in improving the well being of all unit members,


professionals who add real value to the organization, and


those who see the possibilities!


FRG volunteers are not:


to be given only unsavory work,


to be taken for granted,


to be micromanaged, or


to be criticized but encouraged!





Volunteer Rights





Sound, considerate leadership


Respect and fairness


Convenient work hours


Express opinions


Decide whether to participate


Have meaningful work to do


Participate in decision making


Be properly trained


Be informed


Be recognized and thanked








Letters





The best way to find yourself 


is to lose yourself 


in service to others.





  —Mahatma Gandhi—





Appreciation





Volunteers like to be appreciated for what they do for the FRG. Some are interested in doing things that are beneficial for people they care about. But even those who profess not to be driven by recognition need to be praised for their efforts. In addition to the FRG leader’s positive attitude, kindness, and helpful leadership, there isn’t much else to motivate volunteers. Recognition is so easy to give, too. So, give it often. It’s good leadership, and it’s the right thing to do.








FRG Volunteer Code of Ethics





As an FRG volunteer, I am a professional. I realize that I am subject to the same Code of Ethics that binds all professionals in the positions of trust we hold. I accept these responsibilities and respect matters of confidentiality. 





I understand as an FRG volunteer, I have agreed to work without monetary compensation. Having accepted this position, I will do my work according to the same standard operating procedures as paid staff are expected to do their work.





I believe that all work should be carefully planned and carried out in a professional manner. I will work with my leader to ensure that I am assigned to a job I can enjoy and want to perform. I will investigate how I can best serve the FRG during my volunteer hours in order to give as much as I can. I have an obligation to my work and will carry out my share of the work that I volunteered to do.





I promise to maintain an open mind and train diligently for my job. I will share my skills with other volunteers, and together we will strive to enrich all our work for the benefit of our soldiers and families.





Being eager to contribute all that I can do to help enhance the qualify of life within the FRG, I accept this Volunteer Code of Ethics and will follow it carefully and cheerfully.








__________________________________________________


Volunteer’s Signature and Date





__________________________________________________


Supervisor’s Signature and Date














Volunteer Portfolios





A volunteer portfolio is a file of a volunteer’s work and accomplishments. Aside from providing information about their volunteer service, the portfolio documents what the volunteer has learned and accomplished, and their experience, levels of responsibility, and performance. A neat, well-designed portfolio could be valuable in qualifying for more responsible positions—even paid ones, some day.





Also see the pamphlet entitled “Marketing Your Volunteer Experience” by Barbara Hall, published by the Fort Hood Volunteer Program. Call (254) 287-VOLS for a complimentary copy.





Volunteers tend to:





believe service is an exceptional opportunity to make a difference;


believe service is a growth process, providing vision and perspective;


value the price of freedom while adapting to their environments;


understand the lessons of history, both in war and peace;


be compassionate, patient, tolerant, flexible, and team-oriented; and


be good listeners.








Articles








Recognition








Leaders have two important characteristics:


First, they are going somewhere.


Second, they are able to persuade others to go along.





Job


Descriptions





Recommendations





Training





Work Log





Work Sample
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