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Foreword 

This book is designed for senior spouses who cannot attend the resident Spouse Leadership 

Development Course (SLDC) at Fort Bliss, Texas. The Spouse Leadership Development Course 

(SLDC) is a 40 hour course conducted by the Noncommissioned Officer Leadership Center of 

Excellence (NCOLCoE) and Sergeants Major Academy (SGM-A).  The course offers an 

introduction to a number of extremely important topics for spouses who are entering into a 

command team at the battalion level.  Lessons cover a wide range of topics from protocol and 

etiquette, Red Cross, Army Emergency Relief, and public speaking.  The course emphasizes the 

senior spouse’s role as a member of a battalion command team and the advisor to the commander’s 

spouse on all issues related to enlisted Soldiers and their Families.   
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The Army 

Army Ethic: 
The evolving set of laws, values, and beliefs, embedded within the Army culture of trust that motivates 
and guides the conduct of Army professionals bound together in common moral purpose. 

The Profession of Arms 
A community within the Army Profession composed of Soldiers of the Regular Army, Army National 
Guard, and Army Reserve. 

Honorable Service: 
Support and defense of the Constitution, the American people, and the national interest in a manner 
consistent with the Army Ethic. 

Regardless of component, the Army conducts both operational and institutional missions. The operational 
Army consists of numbered armies, corps, divisions, brigades, and battalions that conduct full spectrum 
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operations around the world. The institutional Army supports the operational Army. Institutional 
organizations provide the infrastructure necessary to raise, train, equip, deploy, and ensure the readiness 
of all Army forces. The training base provides military skills and professional education to every 
Soldier—as well as members of sister services and allied forces. It also allows The Army to expand 
rapidly in time of war. The industrial base provides world-class equipment and logistics for The Army. 
Army installations provide the power-projection platforms required to deploy land forces promptly to 
support combatant commanders. Once those forces are deployed, the institutional Army provides the 
logistics needed to support them. 

A profession is a trusted, disciplined, and relatively autonomous vocation whose member: 
• Provide a unique and vital service to society, without which it could not flourish.
• Provide this service by developing and applying expert knowledge.
• Earn the trust of society through ethical, effective, and efficient practice.
• Establish and uphold the discipline and standards of their art and science, including the

responsibility for professional development and certification.
• Are granted significant autonomy and discretion in the practice of their profession on behalf of

society.

The all-volunteer force is our greatest strategic asset, providing depth, versatility, and unmatched 
experience to the joint force. As the Army continues to train, develop, and retain adaptive leaders, it 
maintains a combat-seasoned, all-volunteer force of professionals. The upcoming challenge is not just 
attracting and selecting the best available candidates to be Army professionals but developing them to be 
as good as or better than our current professionals.  

During the last decade of war, commanders have given young leaders unprecedented flexibility and 
authority to operate effectively on the battlefield. The Army will continue to build on this foundation as 
leaders train the force for future missions by inculcating mission command in all training. Obviously, the 
Army needs to retain high-quality combat-experienced leaders so that they, in turn, train the next 
generation of Army professionals. 

Army professionals swear or affirm to support and defend the Constitution of the United States—not a 
leader, people, government, or territory. That solemn oath ties service in the Army directly to the 
founding document of the United States.   It instills a nobility of purpose within each member of the 
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Army Profession and provides deep personal meaning to all who serve. The Army Profession derives 
common standards and a code of ethics from common moral obligations undertaken in its members’ oaths 
of office. These standards unite members of all Services to defend the Constitution and protect the 
Nation’s interests, at home and abroad, against all threats. 

The Army Values are inherent within the moral principles of the Army Ethic and form the basic moral 
building blocks of an Army Professional’s character. They help us judge what is right or wrong in any 
situation. 

The Soldier’s Creed, including the Warrior Ethos (the underlined and bolded text), captures the spirit of 
dedication that Soldiers feel in being part of something greater than themselves. It outlines the 
fundamental obligations of Soldiers to their fellow Soldiers, their unit, and the Army itself. The Soldier’s 
Creed extends beyond service as a Soldier; it includes commitment to family and society. 

The flag is raised ceremoniously each morning at reveille and lowered each evening at retreat; the actual 
time is determined by the post commander. If you can hear the music or see the flag: Stop the car; the 
driver only gets out and stand facing the flag—military in uniform salute. If you are walking: Stop, face 
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the flag, until the music has stopped. Teach this to your children as they are never too young to learn 
respect for our country’s flag. Usually a cannon salute precedes the lowering of the flag at retreat. At 
approximately 5:30 a.m., reveille is preceded by a bugle call, and taps is played about 11:00 p.m. 

• Stand whenever the American Flag goes by.
• Stand when ruffles, flourishes and General’s March are heard.
• Stand whenever the National Anthem is played.
• Stand as a courtesy, when a foreign national anthem is played.

DINING IN 
The dining in is an old military tradition that has been passed down from the British. As the most formal 
of events, a dining in allows officers and NCOs of a unit to celebrate its successes and to enjoy its 
traditions and heritage. It is strictly an Officer/NCO affair, no spouses are invited. 

DINING OUT 
When spouses are invited to a Dining In, it becomes a Dining Out. This gives the spouses an opportunity 
to see all the “pomp and circumstance” that goes with the tradition. The spouses will enjoy the 
opportunity to dress in their dressiest dinner gowns or tuxedos and spend a fun evening with their soldier 
spouse. 

COFFEES 
Although not an official event, coffees are usually held monthly and provide a wonderful opportunity 
to greet new arrivals, to farewell departees, to get acquainted with the other spouses in the unit, and to 
find out what’s happening in the unit and one’s post/base. Coffees are part of the support network 
military spouses enjoy. 

TEAS 
A tea is held in the afternoon and is the most formal of daytime functions. It is usually given in honor of 
a person or persons such as a departing or incoming commander’s or senior NCO’s spouse. 

PROMOTION PARTIES 
A time-honored tradition is the promotion party which is given by an officer or NCO or a group of 
officers or NCOs with similar dates or rank, shortly after being promoted. It does not have to be a fancy 
affair but provides a chance to invite friends and their spouses to share the good fortune. 

UNIT PARTIES 
Although the unit is usually the host, unit members and guests share the cost and planning of the party. 
The most popular unit party is the “Hail and Farewell” which welcomes the incoming members and 
farewells the departing members. These parties build the unit spirit and camaraderie and are successful 
only if everyone supports and participates.  
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Communication and Decision Making: 

• Step One:
In step one, just identify what the problem is? 
Maybe you woke up late this morning.  You overslept, and wake in a slight panic.  What is the actual 
problem at hand?  The problem is you are going to be late for work. 

• Step Two:
What is the information? 
You have to get the kids up, get them dressed, make breakfast, get yourself dressed, and to work on time.  
However, you know that now you will run into morning traffic on your way to work. 
Step two, is really one of the most important steps you can do.  If you miss something or leave something 
out, than the next step is affected. 
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• Step Three:
Courses of action are different plans that you come up with when faced with a problem or dilemma in 
order to try to fix or mitigate the situation you are currently in. 

• What are some of the possible solutions you could come up with to try to remedy your problem?
• Wake the kids up, help them get dressed, get yourself dressed, make breakfast for everyone, drive

to work in a panic doing 85 mph
• Wake the kids up, have them dress themselves while you get dressed, make breakfast for

everyone, send the kids off to school, drive to work in a panic doing 85 mph
• Wake the kids up, have them dress themselves while you get dressed, skip breakfast for everyone,

send the kids off to school, drive to work at a normal speed
• Wake the kids up, have them dress themselves while you get dressed, call next door neighbor and

ask if she can help with breakfast and send them off to school, drive to work at a normal speed

• Step Four:
Step Four: Analyze the courses of action that you came up with in Step three. 
Which one of these courses of action will allow you to complete everything on your list of things to do 
this morning and still get you to work in time with minimal consequences?   
Look at everything you came up with, and figure out what will work best for you, what takes the shortest 
amount of time, and what ends in the best result. 

• Step Five:
In this step, you make a final decision on what works best and gives you the end result. 
Don’t get ahead of yourself…….Save the detailed planning for the next step, step six. 

• Step Six:
In step six, you make a detailed plan based on the course of action that worked best for you. 
Figure out the “who, what, where, when” answers to guide you through this process in a timely manner. 
Note to Self:  For this situation, the “who” would be you, the kids, and your neighbor.  The “what” would 
be get the kids up, have them get dressed, get yourself dressed, and call your neighbor to fix them 
breakfast and drop them off at school.  The “where” would be your house, and then to school.  The 
“when” would be immediately so you can get to work on time. 
Makes sense so far right?  Are you already beginning to think of situations that you have encountered like 
this before?  Great…Let’s move onto the final step…step seven 

• Step Seven:
Implement the plan. 
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What is Effective Communication? 
Effective communication occurs only if the receiver understands the exact information or idea that the sender 
intended to transmit.  

When people communicate, they? 

• Listen, as well as speak
• Are aware of the verbal and non-verbal messages they are sending
• Use a variety of communication types

By what means do people communicate? 
Telephone, Internet, Meetings, Face-to-Face, Memos, and letters 

How can you develop a communication strategy? 
One method in developing a communication strategy is by using the SMART acronym: 

• Specific
• Measurable
• Achievable
• Realistic
• Time and location specific

Leader Requirements when communicating with a team: 
Typical requirements often include: 

• Define the Task - The What
• Disseminate the Purpose - The Why
• Describe the Method - The How
• Define End State - The Result
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The Speaker: 
• Communicates ideas to an audience
• Motivation
• Delivery Style

Note to Self:  Do not forget: 
Speaker Mechanics: 

• Face the audience
• Distractions minimized
• Comfortable, appropriate dress
• Pause, breathe

Instructor Note: 
• Relaxation Techniques
• Listen to your body
• Health benefits
• Breathing
• Calming effects
• Hydration
• Posture
• Progressive Relaxation
• Deep Breathing
• Visualization

The Introduction: 
The introduction is designed to state the purpose of the briefing summed up in a few short sentences.  The 
introduction will normally contain: 

• The greeting
• The purpose and scope
• The outline or procedure

The Body: 
The main body is designed to introduce and define the subject, orient the audience and present the 
desired information. 
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• Arrange the main ideas in a logical sequence
• Use visual aids to emphasize main points
• Plan effective transitions from one main point to the next
• Key Points to determine the Main Body
• What do you want to say?
• Why do you want to say it?
• How will you say it?
• To whom will you say it?
• What information will help the audience better understand the main points?
• Can the information be used to connect to the audience’s experience?
• What information will add color to the presentation?

Visual Aids: 
• Limit the amount of text
• Focus on one idea
• Present a coherent message
• Keep backgrounds simple
• Use color on the slide
• Use contrasting colors

Create the Presentation: 
• Write the introduction (tell the audience what you are going to tell them)
• Write the main body (tell the audience again)
• Write the summary and conclusion (tell the audience what you have told them)

The Closing: 
• The closing is designed to give the speaker an opportunity to summarize main points, and answer

the audience questions.
• Briefly recap main ideas and make a concluding statement
• Ask questions
• Introduce the next speaker (if appropriate)

Review Presentation and Practice: 
• Practice presenting the briefing.
• Read the briefing out loud.
• How long does it take to make the presentation?
• Does the briefing flow from point to point?
• Where will the audience likely ask questions?
• Practice delivery, varying the tone, eye contact and posture.
• Stay within designated time

Note to Self:  Try this practical exercise in front of a mirror or record yourself using your cell phone: 
Prepare practice introduction of yourself using the following format: 
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Reflection Moment: 
Ask yourself… 
What are some of the main takeaways of this lesson? 
How can we use some of these techniques in everyday life? 
What do you see yourself doing differently now you have this new information?? 
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The Media and You 
 

 
 

What is social media?  
Social media is another communication channel for service members and families, as well as those who 
support them, to connect with one another and to give and receive information. These online 
communication platforms aren’t limited by geographic boundaries. They provide a place for our 
community to share experiences and information and to feel supported. 
 

 
 

 
These top tips for you and your family will help keep you as cyber safe at home; as you are obliged to be 
at work and they will help prevent you from adopting bad cybersecurity habits at home that spill over into 
working hours. 
 
Perk up your passwords 
You aren’t allowed to use ‘password’ or ‘1234’ as a password at work so why would you or your family 
leave yourself open to attack in that way at home?  Attackers have software that allows them to try all the 
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most commonly used passwords in a matter of seconds so it’s time to come up with something truly 
original. The latest thinking is to use passphrases – a random selection of at least six words arranged in 
non-standard grammatical format.  Do not make it a well-known saying, extract from a well-loved text, or 
include anything that references easily found knowledge about you.  
Whether you go for a phrase, an acronym, or a random collection of letters, numbers and characters, you 
can make also your life easier by using one of the many password manager apps available to store them. 
 
Keep systems squeaky clean and current 
Your work has patching policies – your home should too.  Whether it’s Windows, Android, iOS or your 
anti-virus software, keep software up to date and apply updates when they are issued. Outdated software 
may have security gaps that leave you vulnerable.  Moreover, remember to scan your devices regularly, 
especially if you share them with family and cannot control the sites they visit.  
 
If it is connected, keep it protected 
Smart home devices bring great convenience and functionality, but they also bring vulnerability.   
So always, check out reviews about how secure they are before you purchase.  It is easy for potential 
attackers to search out badly protected devices that will give them entry into your home network to either 
spy on you or install ransomware.  These devices vary greatly in terms of security as manufacturers 
prioritize keeping costs low so make sure you select with care and then ensure you enable best practice 
security protection before you use them.  And always change the default password. 
 
Don’t take the phishers’ bait 
Phishing isn’t new but it’s still an attacker’s favorite and it’s usually carefully crafted to make you 
suspend judgement and take immediate action.  Be cautious when opening emails, text messages, or pop-
ups and do not click on links or open attachments you are not expecting.  Keep a careful eye out for 
spelling errors, strange wording, or messages requiring urgent action.  If you do receive an unexpected 
message from your bank or another supplier, it is always safer to go independently to their website to log 
on rather than using a link in the message.  Never ever let anyone who rings you out of the blue about 
your IT security have remote access to your laptop.  And make sure grandparents or other elderly relatives 
know not to do this too. 
 
Be sure to back up 
You probably store a lot of data at home that means a lot to you.  Photos, videos, contact details – it is a 
lifetime of meaningful information that you’d hate to lose.  So back it up.  Most devices today come with 
cloud storage but that’s just a first step because if you do get hit with malware, the chances are your cloud 
backup will get infected too.  Instead, pay the small amount extra it costs to get either a high capacity 
USB stick or SSD based backup device (they’re longer lasting than hard disk ones) and set yourself a 
regular backup schedule to keep those memories safe. 
 
Watch out for Wi-Fi 
Don’t do anything over public Wi-Fi that you don’t want someone to spy on unless you are using a VPN.  
That means delaying your online or mobile banking till you get home unless you can switch to a cellular 
connection.  Make sure that you are using a genuine secured Wi-Fi connection for the location you are in 
and not a honeypot that has been set up by an attacker out to harvest information.  It’s a great idea to 
switch off network discovery functions on your device when you’re out and about too.  Otherwise, people 
nearby can spy on what you are doing; capture your login details and more.  Also if you’re using a device 
that you also use for work it could put you in a situation where you’re breaching data protection 
regulations.  
 
You’re not necessarily safer when you’re at home.  It’s vital to make sure your Wi-Fi connection is 
protected (you can check by seeing if there is a padlock symbol next to the name or it’s described as 
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‘secured’ when you look at the list of nearby networks.  If you don’t, not only can neighbors spy on your 
activity and access your home network, if they use your Wi-Fi connection to access illegal content, 
there’s a good chance you’ll get into trouble too. 

If you follow all these tips, you’ll be far safer than most.  But no-one is completely safe so, if you think 
your device or laptop is behaving strangely, take it to your local repair shop and get it checked out.  Or if 
it’s one you also use for work, contact your IT department immediately. 

Safeguarding personal information can help prevent financial and credit fraud and can help protect you 
and your family members against unnecessary safety risks.  
Monitor your credit card and wireless billing statements.  Content or application purchases made from a 
wireless device, and not included in your regular service plan, should appear as a separate item on your 
wireless bill.  Talk to your kids about any unfamiliar wireless or credit card purchases. 

Consult each platform’s privacy settings to ensure you are not sharing personal information with 
strangers.  Personal information includes the following:  

• Phone numbers
• Addresses
• Schools
• Birthdays
• Passwords
• Financial information
• Social Security or other identification numbers
• Daily travel times and patterns
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Internet advertising firms often collect information about users’ Web browsing habits by hiding spyware 
in adware.  Some vendors or employers use spyware to collect information about program usage or 
employees. 

Phishing is largely a criminal activity employing social-engineering tactics to defraud Internet users of 
sensitive information and steal credentials, money and/or identities. A phishing attack begins with a 
spoofed email masquerading as trustworthy electronic correspondence that contains hijacked brand names 
of banks, credit card companies, or ecommerce sites. The language of a phishing email is misleading and 
persuasive by generating either fear or excitement to ultimately lure the recipient to a fraudulent Web site. 

Spear Phishing is an e-mail spoofing fraud attempt that targets a specific organizations and users, 
seeking unauthorized access to confidential data.  Spear phishing attempts are not typically initiated by 
"random hackers" but are more likely to be conducted by organized perpetrators out for financial gain, 
trade secrets, or national security information.  As with the e-mail messages used in regular phishing 
expeditions, spear phishing messages appear to come from a trusted source. 

Whaling is a spear phishing attempt to target Senior Executives/Leadership (i.e. the big fish). 
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The Hook 
The hook is a malicious website designed to look and feel like a legitimate website.  The authentic-
looking website asks the victim to disclose privacy-related information, such as user identification and  
password.  Often the hook is an obfuscated URL that is very close to one the victim a legitimate and is 
really a site under the attacker’s control. 
 
The Lure 
The lure is an enticement delivered through email.  The email contains a message encouraging the 
recipient to follow an included hypertext link.  The hyperlink often masks a spoofed uniform resource 
locator (URL) of a legitimate website. 
 
The Catch 
The catch is when the originator of the phishing message uses the information collected from the hook to 
masquerade as the victim and conduct illegal financial transactions. 
 

 
 

Ultimately, you control what information is shared on social media. However, through third-party 
applications, such as online games, surveys or plug-ins for other websites, you might share more 
information than you originally intended — and with a lot more people.  For example, by using Facebook 
to sign into a website, you could be granting that site permission to collect data when you are not online 
and to post on your behalf.  This functionality can be turned off on most third-party applications in the 
settings menu. 
 
Insist on being your child’s “friend” or “follower.”  Insist that you not only be added to your child’s 
social media account but also have his or her online password. Social media platforms make it easy to 
block specific content from people you choose.  Keeping your child’s online password will allow you to 
monitor his or her content the way he or she sees it online.  Having a trusted friend or family member 
“friend or follow,” your child can also help you keep tabs on online activity.  
 
Monitor your child’s browsing habits. Manually check your child’s browsing history or use website-
monitoring software to find out what he or she is up to on the Internet. Similar to parental controls on a 
television, website-monitoring software allows you to block adult content and other inappropriate 
information.  
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Talk to your wireless provider. Ask your wireless service provider about filtering software or other 
parental controls that can be installed on wireless devices used by children.  

Monitor your credit card and wireless billing statements. Content or application purchases made from 
a wireless device, and not included in your regular service plan, should appear as a separate item on your 
wireless bill. Talk to your kids about any unfamiliar wireless or credit card purchases.  

Warning signs of inappropriate online behavior 
• Hiding computer CDs and flash drives
• Switching screens quickly when you walk in the room
• Being secretive
• Changing passwords
• Having inappropriate sexual knowledge
• Neglecting school assignments
• Avoiding normal social activities
• Withdrawing from the family to spend time online
• Keeping a clear Internet browser history
• Receiving mail or gifts from someone, you don’t know

In social media, tagging means that you link back to a person on a particular social media network. 
Essentially, you link their name or face in a post, picture or location.  When you tag a person, their 
information is revealed in your post if their privacy settings do not block strangers from seeing it.  The 
same is true if they tag you.  As a precaution, change your privacy settings to require approval for tags 
before they become public.  Also be respectful of who you tag in your own posts.  Always ask the person 
you are tagging if it is OK to share their information with others. 
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The Media 

People often struggle with the difference between public affairs and public relations, yet distinguishing 
the two can be crucial to an organization’s efficiency. 

The two types of firms have overlapping qualities, which can make it difficult to find the right choice for 
your organization’s objectives.  Both qualify in building relationships with the public and implementing 
strategies and campaigns, but their methods and goals differ. 

Public affairs relates to matters that concern the public directly.  This could include legislation, policing, 
and public administration, as well as other elements.   

Public relations, on the other hand, focuses more on the company’s connection with the public.  PR firms 
could enhance and strengthen that relationship by implementing marketing and campaigning policies or 
through press releases.  PR is often regarded as an extension of the advertising department. 
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The Army Public Affairs Officer’s (PAO) primary responsibilities are to assess the public affairs 
situation, advise senior leaders on public affairs issues, and assist them in making well-informed 
decisions, and translate the decisions into effective public affairs operations.  PAOs plan and execute 
communication strategies to achieve desired objectives, and evaluate the effectiveness of the programs. 

The PAO analyzes the situation, anticipates issues, assesses implications, and develops comprehensive 
operations to meet the news and information needs of internal and external audiences.  The PAO also 
facilitates media relations with domestic and international news media.  The PAO supervises 
photojournalists and broadcasters who create information for print, broadcast and digital media. 

Avoid technical answers.  When you talk above people's heads, you drive them away.  Answer as simply 
as possible, and without jargon. 

Stick to what the reporter asks and what you want to say.  There's no need to volunteer additional 
information.  This goes back to planning what your goals are for the interview.  You should know what 
you'd like to communicate from the start, and stick to that information as much as possible.  More is not 
better; answer questions briefly.  When you give long-winded answers, you give the journalist the power 
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to choose which parts of your answer to use and omit. 

If you don't know the answer, just say so.  There's nothing wrong with saying you don't know, that 
there hasn't been a decision yet or that you aren't sure of the answer and will report back.  

Don't say "no comment."  There are very few exceptions to this rule.  When you say "no comment," you 
almost always look like you're hiding something.  Anticipate difficult questions, and plan an answer that 
won't hurt you.  It's your PR team's job to prep for such questions, with your input, of course.  
Don't repeat a negative question.  There's no reason to needlessly hurt yourself by repeating a negative 
question. Simply answer it briefly and bridge to what you want to say.  

Watch for "Gotcha questions." Gotcha questions are loaded questions that paint you negatively no 
matter how you answer. The trick is to answer as briefly as possible, and create a bridge from the negative 
question to the message you want to convey.  For example, say a reporter asks, "Have you stopped 
beating your wife?”  Answer with, "I never started."  Think about it: If you answer, "I didn't beat my 
wife," the headline could easily be, "X denies beating his wife.”  This is also an example of why you don't 
want to repeat something negative. 

Have facts to back up your points.  If you can provide facts and cite the sources, you'll sound much 
more credible.  

Don't ask to approve the story before it's published. 

     Here are some more tips to for dealing with the media that are taught by Army Public Affairs: 

If you don’t want to talk to the media, you don’t have to. But there are some definite benefits to telling the 
Army story. The  

American people are the military’s biggest supporters; by talking with the media and getting the word out 
to them, you build credibility for the Army. 
Remember to always maintain operations security. You can still give general information, but avoid any 
specifics such as times, unit or equipment numbers, and locations, anything that could give the enemy an 
advantage and place troops in danger. 
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Always give factual information and avoid speculating. It is OK to say you don’t know the answer to a 
question.  But avoid the phrase “no comment,” as it makes it seem like you’re hiding something. 
 
It’s best to only discuss things you have direct responsibility for or have personal knowledge of.  It keeps 
you out of trouble and makes you sound more intelligent. 
 
Feel free to give your opinion, but be aware you are representing the military while in uniform.  
Don’t talk bad about the chain of command or push political or social issues. 
 
There is no such thing as “off the record.”  Even when you’re joking around during a card game, 
everything you say can be published.  You don’t need to be paranoid, just be mindful. 
 
Keep things rated PG-13.  Your words will go out to the general public, so you need to make sure your 
language doesn’t offend and that your description of things is not too graphic. 
 

 
 
More tips to for dealing with the media that are taught by Army Public Affairs: 

• When being interviewed on camera, make sure you present yourself as a professional.  That 
means no chewing tobacco,  
cigarettes, gum, uniform infractions or general sloppiness.  You represent the Army. 

• Avoid jargon, slang and acronyms — anything the general public wouldn’t understand. 
• Above all, be respectful. You are a direct reflection of the Army, your unit and the Soldiers 

around you. 
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Protocol and Etiquette 

Note to self:  

How do you feel about being seeing this slide?  

What are some of your perceptions of Army functions? 

What are your thoughts about protocol and etiquette?? 
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Basic rules to remember 
• Generally, the later in the day/evening the event begins, the more formal the attire.  Avoid trendy

fashions.
• Napkin--After being seated, unfold the napkin and place it across your knee; if away from the

table during the meal, place it in your seat; after the meal, place it neatly to the left of your plate
• Hostess should always lead the dining—wait until she begins then you may follow
• Bread, rolls or toast--break with the hands, do not cut with a knife, never butter an entire slice of

bread or toast
• Eating Style:  International (fork remains in left hand-knife remains in right) or American (fork

switches from right > left > right when cutting/eating food) is equally acceptable.
NOTE: The Adjutant introduces guest and makes sure the line goes smoothly; does not shake hands or 
carries a conversation with Guests.   Do not generate small talk as you proceed through the line. 
DO NOT LEAVE BEFORE GUEST OF HONOR. 
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Questions: 

You have extended written invitations that say R.S.V.P by May 10.  What should you do about those 
guests who fail to respond by that date? 

a. Give them a little longer.
b. Assume they are not coming.
c. Call and inquire if they received their invitation.

You and your husband have planned a party and sent out invitations, when an invitation arrives for 
another event from the division CSM on the same evening.  You should… 

a. Quickly cancel, or postpone your party to accept the CSM’s invitation.
b. Regret the CSM’s invitation, explaining that you made prior plans.

You are hosting a wives’ get-together.  When you are ready for everyone to help themselves to the 
refreshments, you should… 

a. Announce that everyone can help themselves
b. Get some of the ladies nearest to the table to start, and the others will follow.
c. Go to the senior lady present and ask her to begin.

You and your spouse are invited to the CSM’s and his wife’s home for dinner, afterward you should… 
a. Write a thank-you note to the wife.
b. Write a thank-you note to the CSM and his wife.
c. Saying thank you as you leave is enough.

Dress for Success 

Formal Business attire is typically the dress code used for high-profile jobs: government officials, 
managing workers, lawyers, and so on. It is also for businesses which cultivate formality, such as credit 
unions. Be aware some businesses dress formally most days, but have "casual Friday" or will otherwise 
relax the rules for certain reasons or occasions (such as a walk-a-thon, fundraiser, or if the air 
conditioning breaks down). 

"Business casual" is the term often used for less formal (but not informal) office environments. (See 
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below for a more in-depth discussion on what "business casual" means). Be aware that this varies by 
culture, region, and profession. Sometimes "business casual" offices will become "business formal" for 
important occasions, such as a press conference, a high-profile visitor arriving, or an important seminar. 

"Black tie" is typically only used only for very specific and special events, (such as awards dinners, 
formal banquets, or galas.) These typically require a tuxedo for men and an evening gown for women. 

Typically, the higher paying the position, the higher your rank, the more professionally your office 
clothing should be. (However, note this is not universal--the CEO of a software company may dress far 
less formally than an intern at a law firm!) 
Some jobs have a specific uniform. For instance, a chef, nurse, life guard, judge, or police officer. This is 
a professional dress code, but usually this needs very little further discussion. 

Know Office Culture:  Making professional dress even more confusing is the fact that types of work 
environment make a big difference in what one wears. Although you are usually fine following guidelines 
as discussed, realize that workplaces may encourage a certain "look" that goes beyond simple "Office 
Formal" or "Business Casual" definitions. This usually has to do with what the company makes, sells, or 
provides.  

An African aid organization, for instance, may encourage people to dress in clothes made in Africa and 
sold on its website in order to promote awareness and fair trade. 

The athletic department of a university may be much more accepting of athletic clothing such as running 
shoes. 

Highly artistic or creative workplaces may allow a lot more leeway in the way of dress. A fashion-based 
office may have much different expectations of dress than an accounting firm. 
Factor in the season:  Sometimes. Professional dress code in much of the world has some seasonality, 
based partially on the weather but also on seasonal styles. But be aware that some regions do not really 
have changes in clothing based on seasons. (Such as the tropics). But for areas with clothing seasons, 
many areas the following rules of thumb apply:  

Linen, seersucker, and madras cloth tend to be appropriate for summer only. 

Wool clothing tends to be for fall and winter only. 

In America, an old saying is "no white after Labor Day"...which used to refer to white linen fabrics used a 
lot in summer dresses rather than absolutely no white whatsoever. This is a very outdated rule. Feel free 
to brazenly wear a white shirt in the office in winter. 

Layers of appropriate clothing can help negotiate in-between seasons, when temperatures can fluctuate. 
For instance, a cardigan can be useful coming into work on a crisp fall day, and removed later when it 
warms up. A pair of warm leggings can allow you to wear skirts comfortably in winter. 

Keep in mind that the amount of visible skin allowable will be slightly different in business settings. 
What is acceptable in one culture may be unacceptable in another. For instance, what is fine for a women 
in France may be too revealing in Qatar. 

If you choose to remove layers of clothing, make sure you are in no way being revealing or inappropriate 
about the skin you choose to show. If you are wearing a camisole under a blazer, and you are not 
supposed to have a sleeveless shirt, you may be out of luck. 
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Know what colors to wear: No color is completely "off limits" but it is more formal and professional stick 
mainly with a neutral color palette. Formal business suits for both men and women tend to be black, 
brown, gray, tan, or navy blue. Shirts tend to be lighter in color, with white, off-white, and light shades of 
colors.  

This limited color palette may sound boring and dull at first. However, it also can create a wardrobe that 
allows for many items to interchange easily. Basing a wardrobe around black, white, and khaki will 
assure that everything goes with just about everything. 

"Pops" of color with accessories such as ties, shoes, and scarves are typically fine, but, it is safer to go 
with subtle rather than bright and bold. 

Multi-colored shirts can be acceptable, such as a classic striped Oxford-style shirt. 

These guidelines are for people who need to make their dress more professional. Brighter and more varied 
colors can be entirely appropriate, depending on the occupation, and the overall appearance of the outfit. 
But if you are unsure or inexperienced, select conservative colors--they are perennial office clothes 
favorites because they always look right. 

Remember good grooming: A great outfit will only get you so far. If you are lacking personal hygiene or 
have a bad haircut, you will not look professional. Make sure that you treat your entire appearance, 
(including hair, skin, and hygiene), with the same professional care as you do with your clothing.  

• Shower. How often varies with culture, weather, and activity level. In most of America, at least
every other day.

• Use deodorant.
• Make sure your hair is tidy and well-groomed.
• For women, legs should either be shaved or bare legs covered.
• Makeup for women should generally be restrained, according to culture.

• Say yes to the dress, ladies! Dresses can easily be worn in a business formal setting, but be
careful with your selection. Choose dresses that are knee-length or longer, and are in a subtle
print or solid color. Dresses should not be too tight-fitting and should not be revealing/ have a
plunging neckline. •A good blazer or suit jacket can make a dress more formal and versatile. This
sort of outfit is the basis of the classic "day to night" women's wear, in which a woman goes to
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work wearing an evening appropriate dress coordinated with a work appropriate blazer. At the 
evening rendezvous, put aside the blazer for a less formal look. 

• Pick your strong suit. Suits should be tailored for fit. Solid colors or pinstripes, and in good
condition. Skirt suits should be knee-length and not too tight.

• Choose your ties carefully, men. Ties can allow for some color and pattern in an outfit that would
be rather drab. It attracts attention, so be very careful in what you choose. Not all ties are
appropriate for business formal dress code. •Opt for either solid color, or have a small (no larger
than a quarter) sized print that covers them.

• Avoid ties that have more than 3-4 colors total, and which have an image or scene printed onto
them. Ties should match both your shirts and your suits and make sure they use colors that match
or go with the rest of your outfit.  Bow ties are also generally considered acceptable. However,
they are far less common and can be considered unusual or "quirky".  Bolo ties are often
regionally acceptable in areas of the American South, Southwest, and West coast. However, they
may or may not be considered an acceptable replacement for a tie depending on the workplace.
Men should match shirt to tie.

• Try to buy shirts and ties together, if possible. Men's stores coordinate colors to try to make the
buying process easy. It may not be the same colors next year or even next season! If in doubt, ask
for help--a good quality store will be happy to help you.  Choose the right tops. Shirts should be
typically solid or pinstriped, tailored for fit, laundered, and ironed if required. •Long sleeves are
always more formal.  Short sleeves are typically acceptable for spring and summer. However,
some workplaces and cultures frown on exposed arms.

• Women typically should steer away from sleeveless shirts if unsure if they are accepted or not. In
some regions sleeveless shirts (but not one with straps, such as halter tops) are considered
perfectly acceptable. In others, they are not considered appropriate. Tank tops, camisoles, tube
tops, strapless tops and "spaghetti strap" tops are not office formal clothing.  Women have to be
extra careful in the cut and fit of office tops. Put bluntly, (especially for full-figured women) the
bust line must be fitted properly so that it is not too revealing, too tight, or otherwise exposing
more of the breasts so it is inappropriate. If your blouse gaps at the buttons of the bust line, the
shirt does not fit you properly. Fabric or "fashion" tapes can be purchased to hold blouses in the
right position.

• Choose the right shoes for the job. Business formal jobs all require quality footwear, typically
made of leather (or similar high-quality material). •Men should always wear formal shoes, often
in the baroque or oxford style.  Lace up is more traditional.  There are many slip-on loafers that
also may be appropriate and formal. Black is the go-to color, although brown is sometimes
acceptable.

• Women should typically wear low or moderate high heel shoes or flat pumps. Conservative boots
are sometimes appropriate. Make sure details and embellishments are restrained. Women
generally have more choice in color, but sticking to black and neutral colors is still safer.

• Sock it to them. In a formal office, white cotton athletic socks are usually not acceptable. If you
are wearing socks, they should usually be dark (black is typical). Ideally they go with the pants or
shoes.

• Women, wear your nylons. In a formal workplace, you should usually wear pantyhose, or tights
under your skirt. Choose sheer tights in a neutral color. •Leggings are not appropriate in a formal
workplace; choose opaque tights instead.  Barelegged (although well groomed) is becoming more
acceptable. But if in doubt, put on a pair of pantyhose or tights.

• Add other accessories. To complete your outfit, remember some accessories. In general, keep
jewelry and other accessories subtle and tasteful. Be careful of wearing too much, although what
constitutes "too much" will vary from culture to culture. Also, what is OK for a man and a
woman may be different. For instance:
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• For men: cuff links, rings (such as a class or wedding ring), watch, pocket square (very formal).
Necklaces and bracelets are often uncommon but usually acceptable if in good taste. Medical
Alert jewelry is always OK. Most formal offices will not look favorably on body piercings,
including earrings. Belt buckles should generally not be oversized.

• For women: Jewelry (rings, necklaces, earrings, bracelets, watches) are all typically acceptable,
but be careful of too much or too large pieces. Pierced ears are almost universally OK (with studs
or small earrings), generally other body piercings should not be visible. Scarves, belts, headbands,
hair accessories (such as barrettes), are also all fine.

However, in general, the following are usually frowned upon: •Jeans: especially ones with tears, stains, 
patches, or embellishments such as studs. (Although a more detailed discussion on blue jeans in the 
workplace is below). 

• Tank tops: especially spaghetti-strap styles.
• Shorts: Sometimes more tailored styles are acceptable--such as ones that resemble full length

khakis, but shorter. Athletic styles are usually not OK.
• Informal T-shirts: Usually collared polo-type T-shirts are acceptable, or ones with shaping. If in

doubt, do not go with any graphic images on your shirts. Shirts usually should not have elements
which could be controversial or unacceptable--such as references to alcohol, sex, or violence.
Avoid novelty T-shirts, (such as ones with cartoon characters) as this may come off as immature.

• Mini-skirts: Skirts should be no higher than about two inches above the knee.
• Plunging neckline: Be sure your V-neck shirt is not revealing too much, or your blouse buttoned

too low.
• Keep it clean and tidy. Never come into work with clothes that are dirty, stained, ripped, or

wrinkled (the one exception for wrinkled may be if that is part of the look, such as a seersucker
shirt or crinkle cotton skirt).

Know the definite "Office Casual Do's": •For men and women alike, business casual typically consists of 
a clean, pressed button-up shirt and a pair of neutral (such as khaki) slacks. Look for styles such as: 

• Polo-style shirts: This collared shirt is the quintessential "office casual" choice for both men and
women. Usually it will be available in a solid or striped. It can sometimes be found with a
geometric pattern.

• Oxford-style shirt: This is acceptable in formal office clothing as well - a well-tailored shirt
always looks good whether with khakis or a business suit.
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• Tailored T-shirt: Some workplaces are fine with T-shirt style tops, as long as they are not
informal T-shirts. For instance, a T-shirt with a classic scoop or crew neckline on a woman.

• Product shirts. In an office-casual workplace, often shirts given to you by your company or
products that your company sells are acceptable. For instance, if you work at a company that sells
outdoor equipment, wearing your company's shirts may be acceptable. But be careful--just
because your company sells tank tops may not make it OK to wear tanks tops to your accounting
job!

• Choose the right bottoms. Find a few pairs of black, navy blue, khaki, or brown pants. In "office
casual" the pants are usually cotton and can be a little more "relaxed" than those found in formal
offices. Woman can wear skirts into the mixed in the same aforementioned color palette. •Avoid
patterns if you are unsure on what looks professional. There are great, classic patterns such as
pinstripe that look great on pants, but it is easy to make a mistake.

• Generally avoid wearing white pants or a skirt. While entirely appropriate, these items can stain
easy...if you spill your tea you may be out of luck.

• A patterned skirt can be appropriate for women. Try a small floral or geometric print.

Select a few jackets or sweaters. It will inevitably get chilly, so make sure you have the right
items for cold weather. Men can choose to wear a cardigan, sweater, or sports coat over the top of their 
button up shirt for a smart look. Women can wear layered sweaters, cardigans, and structured jackets and 
blazers to good effect. When desired/necessary, a pashmina or cashmere scarf can be worn for added 
warmth and style.  

• Consider wearing dresses (for women). Dresses are sometimes appropriate in a business casual
setting, so long as they follow a few basic guidelines. Dresses should be knee-length or longer,
expose no skin below the collarbone, and mostly cover the shoulders. Small patterns and solid
colors work best, and can be accessorized for added visual interest. Throw on a cardigan or
matching jacket for layering in cooler weather.

• Pick the right shoes. Business casual offices vary widely in shoe choice, based on the type of
environment. Some good guidelines: •Close-toed shoes. Sandals are usually a no-no. Flip-flops
are a definite "no". Women can wear flats or heels, but they must be in good condition and
quality. In general, stick to neutral colored shoes and stay away from bold patterns.

• Be careful of really, really casual shoes. Even if it is closed-toe, some shoes usually do not belong
in a professional environment. For example, high top Converse sneakers are best left to teenagers.
The classic "Croc" shoe is much too casual for most professional workplaces.

Avoid the "Business Casual Don'ts". This is less formal and casual than traditional business guidelines. 
Unfortunately, it is often poorly defined and can be greatly different from one business to another. For 
instance, one business will be fine with Hawaiian print shirts with collars, while another will consider it 
too casual despite the collar. 

However, in general, the following are usually frowned upon: •Jeans: especially ones with tears, stains, 
patches, or embellishments such as studs. (Although a more detailed discussion on blue jeans in the 
workplace is below). 

• Tank tops: especially spaghetti-strap styles.
• Shorts: Sometimes more tailored styles are acceptable--such as ones that resemble full length

khakis, but shorter. Athletic styles are usually not OK.
• Informal T-shirts: Usually collared polo-type T-shirts are acceptable, or ones with shaping. If in

doubt, do not go with any graphic images on your shirts. Shirts usually should not have elements
which could be controversial or unacceptable--such as references to alcohol, sex, or violence.
Avoid novelty T-shirts, (such as ones with cartoon characters) as this may come off as immature.
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• Mini-skirts: Skirts should be no higher than about two inches above the knee.
• Plunging neckline: Be sure your V-neck shirt is not revealing too much, or your blouse buttoned

too low.
• Keep it clean and tidy. Never come into work with clothes that are dirty, stained, ripped, or

wrinkled (the one exception for wrinkled may be if that is part of the look, such as a seersucker
shirt or crinkle cotton skirt).

Know the definite "Office Casual Do's": •For men and women alike, business casual typically consists of 
a clean, pressed button-up shirt and a pair of neutral (such as khaki) slacks. Look for styles such as: 

• Polo-style shirts: This collared shirt is the quintessential "office casual" choice for both men and
women. Usually it will be available in a solid or striped. It can sometimes be found with a
geometric pattern.

• Oxford-style shirt: This is acceptable in formal office clothing as well - a well-tailored shirt
always looks good whether with khakis or a business suit.

• Tailored T-shirt: Some workplaces are fine with T-shirt style tops, as long as they are not
informal T-shirts. For instance, a T-shirt with a classic scoop or crew neckline on a woman.

• Product shirts. In an office-casual workplace, often shirts given to you by your company or
products that your company sells are acceptable. For instance, if you work at a company that sells
outdoor equipment, wearing your company's shirts may be acceptable. But be careful--just
because your company sells tank tops may not make it OK to wear tanks tops to your accounting
job!

• Choose the right bottoms. Find a few pairs of black, navy blue, khaki, or brown pants. In "office
casual" the pants are usually cotton and can be a little more "relaxed" than those found in formal
offices. Woman can wear skirts into the mixed in the same aforementioned color palette. •Avoid
patterns if you are unsure on what looks professional. There are great, classic patterns such as
pinstripe that look great on pants, but it is easy to make a mistake.

• Generally avoid wearing white pants or a skirt. While entirely appropriate, these items can stain
easy...if you spill your tea you may be out of luck.

• A patterned skirt can be appropriate for women. Try a small floral or geometric print.

Select a few jackets or sweaters. It will inevitably get chilly, so make sure you have the right
items for cold weather. Men can choose to wear a cardigan, sweater, or sports coat over the top of their 
button up shirt for a smart look. Women can wear layered sweaters, cardigans, and structured jackets and 
blazers to good effect. When desired/necessary, a pashmina or cashmere scarf can be worn for added 
warmth and style.  

• Consider wearing dresses (for women). Dresses are sometimes appropriate in a business casual
setting, so long as they follow a few basic guidelines. Dresses should be knee-length or longer,
expose no skin below the collarbone, and mostly cover the shoulders. Small patterns and solid
colors work best, and can be accessorized for added visual interest. Throw on a cardigan or
matching jacket for layering in cooler weather.

• Pick the right shoes. Business casual offices vary widely in shoe choice, based on the type of
environment. Some good guidelines: •Close-toed shoes. Sandals are usually a no-no. Flip-flops
are a definite "no". Women can wear flats or heels, but they must be in good condition and
quality. In general, stick to neutral colored shoes and stay away from bold patterns.

• Be careful of really, really casual shoes. Even if it is closed-toe, some shoes usually do not belong
in a professional environment. For example, high top Converse sneakers are best left to teenagers.
The classic "Croc" shoe is much too casual for most professional workplaces.
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Be careful with jeans. To most of the world, blue jeans are a simple "no-no" in the workplace; they are 
considered appropriate for manual labor or leisure. However, America has some office-casual workplaces 
that are fine with jeans in the office. Before wearing your blue jeans to the office, really be sure it is OK 
with management. If in doubt, do not bring them to the office. Generally, however, non-ripped and un-
embellished, dark wash jeans are better.  
Keep your accessories to a minimum. Although accessorizing can be fun, piling on too many accessories 
can give a messy presentation. 

• One accessory should usually be the focus.
• An old but still useful rule: Accessorize, but before leaving the house, take one item off.
• In general, wear a single necklace, pair of earrings, and one ring per hand at any time.
• Only a single bag or briefcase (never a fanny pack!) should be brought to work.
• Do not repeat outfits within in the same week. Whether you are running late and just head to your

go-to outfit, or you just really love an outfit, avoid wearing the same exact outfit in a seven-day
work period. •Mixing and matching pieces is important and maximizes the usefulness of your
wardrobe.

• Try practicing the two-week rule, where you only wear an outfit (where every piece is being
repeated) only once in a two-week period.

Other Considerations: 

• Try to cover up body modifications. Although not all offices advertise a preference for clear-
skinned individuals, most workplaces expect employees to be as natural as possible. If you have
large tattoos in obvious places or body piercings outside the ears, it may be necessary to slightly
adjust your clothing to cover them. There is nothing wrong with having these things, but
according to traditional dress code, they shouldn’t be shown when you’re on the clock.

• Keep your clothes in good condition. Make sure you always wear clothes that are clean and
pressed, or else give the impression of poor hygiene. Practice setting out your outfit the night
before you wear it, so you are not at a loss for what to wear. •Do your laundry once a week and
ironing when necessary so that you do not deplete your arsenal of clean clothing and be forced to
wear dirty clothes.

• Keep a back-up outfit at work. If possible, have clothing that you can change into if there is a
mishap at work. A shirt and bottom (such as pants or a skirt), shoes and a tie can be a lifesaver if
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you get caught in the rain or someone spills something on you. This is also a good use of clothing 
that may not be your favorites, but are appropriate and fit you all right.  

• Do not wear anything that your boss or other superior will frown on. Your right to dress how you
want in large part stops at the office door. This can mean that even if your clothes technically fit a
dress code or guideline, your superiors can veto your apparel choice and to a large extent, there is
very little you can do about it. This is not high school, where coming to school with an
objectionable T-shirt just gets you to have to turn in inside-out.

• Issues such as head-scarves for religious reasons may or may not be legally protected in your
country or state.

• Laws against sexual discrimination or inequality can also offer some protection, again depending
on your area

Ask Yourself:  

What are some of the main takeaways of this lesson? 

What did you learn about protocol, etiquette, and proper dressing? 

How may you use this information in the future? 
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Army Community Service 

Army Emergency Relief- Typical support provided 

• Typical support provided:
• Non-receipt of pay or allowances
• Lack of basic necessities-food, rent, 

utilities
• Initial deposit & rent; mortgage
• Travel expenses for emergency leave
• Travel funds for Relocation
• Furniture
• Purchase/repair of stove or refrigerator 
• Repair of HVAC 
• Child Car Seats 
• Cranial Helmets 
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• Funeral expenses
• Medical / Dental
• Essential POV repairs or payments
• Survivor Assistance
• Scholarship Programs—Children & Spouses

Army Family Action Plan: 
• 33 Years of Success – 683 issues (Pay increase, dental, Tricare, SGLI, BAH allowances,

educational opportunities & more)
• Local annual conference to identify & prioritize Soldier & Family issues
• Assist Army leadership in reshaping the Army

Army Family Team Building: 
• Military Knowledge – teaches basic military knowledge
• Personal Growth & Resiliency–learn how to cope with challenging situations
• Leadership Development – enhances professional growth & leadership development
• First Sergeant/Company Command Spouse Seminar- increases knowledge and understanding of

leadership opportunities

Army Volunteer Corps: 
• Volunteer Recruitment/Placement:  Fort Bliss; El Paso; Candle Lighters; Miracle League; Big

Brothers Big Sisters, and others.
• Volunteer Management Training
• Professional Development
• Installation Volunteer Awards
• Manage the Volunteer Management Information System

Employment Readiness: 
• Career planning assistance
• Employment Information
• Develop and use job search skills
• Resource Library
• Employment Workshops
• Hiring Fairs
• Workforce Solutions
• Attire for Hire Program

Exceptional Family Member: 
Mandatory program – Army Regulation 608-75 – Must be updated every 3 years 
Medical, Psychological or Educational needs 
Information and Referral / Educational Resources 
Support Groups / Recreational Activities 
Systems Navigation Services 
Respite Care 

Family Advocacy: 
• Victim Advocacy Services
• Domestic Violence Intervention Program
• Respite Care / Emergency Housing
• Support Groups
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• New Parent Support Program:
• Parenting Classes / Home Visits / Play Groups / Pregnancy/Post-Partum Visits / Child Safety /

Car Seat Loaner / In-Home Assessment/Services
• Child Abuse Awareness & Safety
• Puppet Shows
• Life Skills Classes: Stress Management, Anger Management, Marriage Enrichment
• Adolescent Program: Anger Management
• 24/7 Support Services:

Financial Readiness: 
• Personal Financial Coaching
• Financial Education
• Consumer Credit Counseling
• Consumer Affairs
• Family Subsistence Supplemental Allowance

Information, Referral & Follow Up: 
• Face of Army Community Service
• Information & Referral – Resource File
• Public Computers
• Fax services, copy machine and public phones
• Marketing ACS Programs

Services are CONFIDENTIAL, FREE, and with NO RECORDS KEPT.  Duty to warn does apply in case 
of threat to self, others, and any reportable abuse issues.  Flexible appointment times and locations are 
available. 

Mobilization & Deployment: 
• Flight Support
• Reintegration Briefings
• FRSA Trainings
• SRRC Support
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• Pre-Deployment  Briefings
• Rear Detachment Commander Training
• Soldier and Family Readiness Group Training
• Family Assistance Center
• Care Team Training

Relocation Readiness: 
• Newcomer’s Orientation & El Paso Driving Tours
• Sponsorship Training
• People Encourage People - PEP
• Lending Closet
• English as a 2nd Language (ESL) & Spanish Classes
• Pre-Move Counseling
• Multi-Cultural Outreach
• Citizenship Immigration Officer – Wednesdays
• Waiting Families – Hearts Apart

WTB Support: 
• Military Personnel & Benefits Counseling
• Education/Employment Assistance & Counseling
• Financial Counseling
• Information, Referral and Outreach
• Social Service Assistance-Family Services
• VA Vocational Rehabilitation & Employment
• Army Wounded Warrior (AW2) Program
• Texas Veteran’s Benefits

Survivor Outreach Services: 
• Purpose is to deliver on the Army’s commitment to Families of the Fallen by:
• Expand and improve services to Survivors
• Support Groups, mailings, phone calls, newsletters
• Provide programs such as grief camps for kids, adult retreats, and other activities, memorials, and

events
• Provide training to units and promote program awareness
• Financial Planning; Investment Education & Counseling

Additional Training: 
• Master Resilience Training (MRT) – Teaching Spouses, Civilians, and Contractors how to handle

adversity
• ACS Trainings – Instructor Training Course, Briefer Training Course & Facilitator Training

Course
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Soldier and Family Readiness Group 

What is a Family Readiness? 
Family Readiness is the state of being prepared to effectively navigate the challenges of daily living 
experienced in the unique context of military service. Ready individuals and Families are knowledgeable 
about the potential challenges; aware of the supportive resources available to them; and make use of the 
skills and supports in managing such challenges. (Department of Defense Instruction 1342.22). 

Army Regulation 600-20 
“The Army places a high value on both military and personal preparedness. Commanders have an 
obligation to provide assistance to establish and maintain personal and Family affairs readiness.” 

“Family Readiness is the mutual reinforcement provided to Soldiers, civilian employees, retirees 
(regardless of marital status) and their Family members - both immediate and extended.” 

Key Point:  Soldiers bear primary responsibility for their Family and personal affairs readiness 

At a minimum Soldiers: 
• Must arrange for the care of their Family members.
• Will be informed of, support and participate in programs, services and activities designed to

enhance the quality of life of themselves and their Families.

What is Army S/FRG and its Mission? 

• “A S/FRG is a command-sponsored organization of Soldiers, civilian employees, Family
members (immediate and extended) and volunteers belonging to a unit. S/FRG will provide
mutual support and assistance, and a network of communications among the Family members, the
chain of command, and community resources. S/FRG will assist unit commanders in meeting
military and personal deployment preparedness and enhance Family readiness of the unit’s
Soldiers and Families. They will also provide feedback to the command on the state of the unit
‘Family’.

• Act as an extension of the unit in providing official, accurate command information
• Provide mutual support between the command and the S/FRG membership
• Advocate efficient use of available community resources
• Help Families solve problems at the lowest level

Mission Essential Tasks: 
• Conduct S/FRG member meetings
• Staff and committee meetings
• Publication and distribution of S/FRG newsletters
• Maintenance of updated Family rosters and Family readiness information
• Establishment of S/FRG member telephone trees and e-mail distribution lists
• Scheduling educational briefings for S/FRG

Non-Mission Essential: 
• Social events
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• Fundraising

S/FRG Leader Responsibilities: 
• Serve as the champion of the S/FRG membership:
• Support the command team’s Family readiness goals
• Maintain open communication and relationship with unit leadership, FRL, FRSA and Family

Readiness Advisor
• Complete mission essential tasks as outlined
• Work with command team to plan and execute S/FRG activities
• Ensure S/FRG maintains communication with S/FRG membership and provide information,

resources and referrals
• Attend required Family Readiness training and meetings
• Complete required volunteer registration and administrative tasks
• Recruit and work with S/FRG volunteers

What a S/FRG is NOT: 
• A strictly social group
• For deployment only
• Childcare provider
• Long term problem solvers
• Part of casualty notification process
• Fundraisers for unit entities
• Lending institution

What is Volunteer Recruitment? 
A process to attract and invite people to consider volunteer involvement within your agency, faith 
community, or organization. 

Positive Ways to recruit: 
• Market everywhere
• State your need openly
• Present the benefits
• Find out if they have previous work experience
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• Get their phone number and email
• Do not accept the first warm body

The best Volunteers are: 
• Satisfied
• Enthusiastic – Enthusiasm ends with IASM: I Am Sold Myself!
• Articulate
• Connected with the person or group being recruited

Techniques to avoid: 
• Bait and Switch
• “There’s nothing to it.”
• “We’re desperate, anyone will do.”
• Cast your net and see who swims in
• “You’re a CPA.  We could use one of you!”
• “We have lots of needs…HELP!”
• “I’m tired of doing it.  Anyone else want to?”
• Volunteer Administrative Requirements:
• Volunteer Position Description
• DD Form 2793, Volunteer Agreement
• Volunteer Management Information System (VMIS)

Ensure to Discuss: 
• Position title
• Purpose
• Position responsibilities
• Time required
• Qualifications & special skills
• Recommended training
• Benefits
• Evaluation

Rewarding Volunteers -Informal: 
• Thank you and a smile
• Luncheon, snacks, candy
• Nametags
• Spotlight in newsletter
• Photo on bulletin boards
• Coupons for movies
• Increased responsibility
• Nomination for awards
• Birthday cards

Rewarding Volunteers -Formal: 
• Fort Bliss Awards
• Volunteer of the Quarter
• Helping Hand Award
• National Volunteer Week Awards



Spouse Leadership Handbook 

40 

• State and Branch Awards
Yellow Rose of Texas 
Emma Baird Award 
Molly Pitcher Award 

Department of the Army Awards: 
• Certificate of Appreciation
• Certificate of Appreciation for Patriotic Civilian Service (Army Achievement Medal)
• Commander's Award for Public Service (Army Commendation Medal)
• Outstanding Civilian Service Award (Meritorious Service Medal)
• Secretary of the Army Award for Public Service (Legion of Merit)

Typical Brigade and Battalion S/FRG Responsibilities: 
• Provide S/FRG guidance to company command teams
• Conduct staff and committee meetings as needed
• Support and encourage S/FRG membership
• Supervise BDE/BN FRL and FRSA
• Establish and maintain a volunteer recognition and awards program
• Budget for mission essential activities
• Review company informal fund accounts

Typical Family Readiness Support Assistant (FRSA) Responsibilities: 
• Provide unit Family Readiness administrative and logistical support services
• Coordinate training through local community resources
• Attend prescribed/required training
• Acts as an advisor to command team on S/FRG matters
• Provides mentorship and guidance to S/FRG Leaders and volunteers
• May serve on BDE or BN steering committees
• Serve as a two-way information conduit at all levels

Command Team Responsibilities: 
• Provide overall guidance and goals for S/FRG
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• Ensure that the S/FRG appeals to all service members, civilians, and Family members (S/FRG
membership)

• Establish and develop a unit level Family Readiness Plan
• Maintain command and control of S/FRG activities
• Appoint FRL and S/FRG volunteers in writing
• Provide administrative and logistical support and guidance to FRL and S/FRG volunteers
• Establish and maintain a volunteer recognition and awards program
• Budget for mission essential activities
• Authorize and review informal fund account statements
• Promote maximum S/FRG membership participation

Family Readiness Liaison (FRL) Responsibilities: 
• Provide operational (primary advisor to the S/FRG on all military matters), administrative

(ensure S/FRG rosters are up to date) and logistical support (coordinate volunteer training) to
the S/FRG Leadership

• Monitor and maintain oversight of the Command Family Readiness Program

S/FRG Leader Responsibilities: 
• Support the command team’s Family readiness goals
• Maintain open communication and relationship with unit leadership, FRL, FRSA and Family

Readiness Advisor
• Complete mission essential tasks as outlined
• Work with command team to plan and execute S/FRG activities
• Ensure S/FRG maintains communication with S/FRG membership and provide information,

resources and referrals
• Attend required Family Readiness training and meetings
• Complete required volunteer registration and administrative tasks
• Recruit and work with S/FRG volunteers

S/FRG Key Contact Responsibilities: 
• Accurately relays information to and from Command in a timely manner to assigned Families
• Fields calls and assists Families with elevating concerns and providing referrals as necessary;

reports all serious matters to the Chain of Command
• Build trust allowing Family members to communicate openly
• Maintains privacy and confidentiality at all times
• Attend required training
• Assist command with establishing (non-interest bearing) bank account and obtain access to the

account
• Write and sign checks for S/FRG approved expenditures and reimburse pre-approved purchases
• Maintain all documentation (authorized spending plan, ledgers, checks, receipts, annual reports,

etc.)
• Prepare informal fund report for review
• Ensure the S/FRG informal fund SOP is written and approved by current commander
• Complete required documents to volunteer within the unit

Fund Custodian Responsibilities: 
• Fundraising is NOT a mission essential function of the S/FRG
• Assist command with establishing (non-interest bearing) bank account and obtain access to the

account
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• Write and sign checks for S/FRG approved expenditures and reimburse pre-approved purchases
• Maintain all documentation (authorized spending plan, ledgers, checks, receipts, annual reports,

etc.)
• Prepare informal fund report for review
• Ensure the S/FRG informal fund SOP is written and approved by current commander
• Complete required documents to volunteer within the unit

Deployment Training 

Train-up/Preparation and Mobilization Phase: 
• In the train-up/preparation phase, the focus of command and S/FRG efforts is on Soldier and

family preparedness.  Even though the unit recently returned, emphasis focuses on planning and
preparing for the next deployment.

• With U.S.’s ongoing involvement in Iraq and global hot spots, units have been deploying to war
zone multiple times. As a result, units are increasingly also focused on preparing families for
combat deployments and addressing mental health impacts of war on both Soldiers and families.

• During the mobilization phase, service members receive notification of an impending
deployment. This may be done for entire units or for individual Soldiers. National Guard and
Army Reserve will receive mobilization orders and will move to a designated location for further
training before deploying.  The emphasis continues to be on planning and preparation.

Keys areas of emphasis may include: 
• Unit focus is on reestablishing unit, Soldier and Family readiness and preparing for next mission
• Brigade Combat Team receives orders
• Soldiers are notified of upcoming mobilization (USAR/ARNG) and deployment.

Pre-Deployment Stressors may include: 
• Anxiety about leaving Families; Family separation
• Anticipation of combat
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• Concerns about Family’s and Soldier’s safety
• Length and level of danger of deployment
• Guard/Reserve concerns about employment/ businesses
• Children’s care (finding needed childcare, identifying guardian/caregiver)
• Financial concerns
• Arrangements in case of injury or death

In these pre-deployment phases, Soldiers’ and families’ concerns typically are about the nature of 
the deployment and the effects of the separation on many different aspects of Soldier’s and family’s 
life including: 

• Relationships and marriages
• Children
• Family life
• Finances: (that include :)
• How much money will be coming in?
• Will the spouse have to quit a job or find one?

How will child care costs be covered? 

Although with all deployments Soldiers and families should make all necessary arrangements, with 
dangerous deployments it is increasingly important that plans and appropriate arrangements be 
made in the event of Soldier injury or death and emergency situations (e.g., terrorist incident). This 
planning includes: 

• Preparing documents such as living will and medical powers of attorney
• Identifying guardianship if wounded (for single parents).

These issues along with questions about the nature of the deployment (e.g., how long the deployment will 
last, how dangerous, what location) can create stress and anxiety for Soldiers and families. 

Command’s goal is to prepare Soldiers and families to reduce the stress and anxiety as well as give them 
the means to cope with the demands of deployment, which for many currently is a combat deployment. 

Role of the S/FRG in this phase: 
• Meet with company commander and RDC to establish roles and responsibilities.
• Discuss with command processes and procedures for supporting families.
• Recruit and train new S/FRG leaders and volunteers.
• Get information from command on unit pre-deployment activities (e.g., SRP, pre-deployment

briefings) and attend pre-deployment briefings.
• Identify Family issues of concern to command.
• Assist in getting volunteers trained for Battalion Care Teams.
• Get updated roster information and make sure S/FRG phone tree current and active.
• Ensure key callers prepared and know community resources.
• Network with community agencies
• Collect informational materials for Families from unit or agencies.
• Note: Pre-deployment is not the time to set up an S/FRG! Like the unit, the S/FRG needs to be

ready to assist at a moment’s notice.
• Make sure you have a phone number and address for everyone in the unit
• Get contact information for extended family and other individuals Soldiers identify (e.g., single

soldiers’ families, caregivers)
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• Determine which families plan to leave the area during the deployment and get contact
information

• Get contact information for the families of Soldiers temporarily assigned to the unit

Mobilization, Deployment, and Employment: 
The deployment phase begins when Soldiers leave home station for their assigned duty overseas or 
stateside.  The employment phase begins when the Soldiers arrive at the deployment location. The length 
of deployments varies. However, deployments to certain locations such as Iraq and Afghanistan are 
currently 12 months or more. The focus of command and S/FRG’s efforts is on helping families cope 
with stresses of separation and deployment. 

S/FRG Pre-Deployment Tasks: 
• Disseminate information and encourage Families to attend pre-deployment briefings
• Ensure Families understand casualty notification procedures
• Notify Soldiers and Families about S/FRG
• Encourage Soldiers and Families to provide contact information
• Ensure Families can access unit’s S/FRG web system
• Distribute information on military and community resources and Military One Source
• Ensure Families have contact information for unit and S/FRG
• Have Families identify issues of concern and notify command or provide information and referral
• Maintain communication with Families
• Disseminate information from command.
• Provide information on available educational materials, programs and resources helpful to

Families.
• Encourage Families to attend social and educational programs by S/FRG and others.
• Facilitate communication between Families and Soldiers.
• Refer Families to appropriate resources as needed.
• Manage gossip and rumors.
• Identify and monitor Family issues to inform command and to determine focus of S/FRG

activities.

Typical Deployment Stressors: 
• Type of mission and conditions in deployment area
• Uncertainty about length of deployment/Soldier’s return date
• Dealing with lengthy absence of a spouse and parent; Handling loneliness
• Coping with ups and downs of emotions, emotional toll of lengthy separation
• Intense concern and worrying about Soldier’s well-being
• Potential for and incidents of Soldier injuries and death
• Gossip and rumors as well as 24 hour news
• Communication with Soldier
• Managing household affairs and change in family responsibilities
• Children’s reactions and helping children cope
• Financial impact (especially if income declines and expenses increase) and managing finances
• Learning about available resources and navigating military system
• Maintain communication with RDC to get information to be relayed to Families and get approval

when necessary (e.g., S/FRG newsletters).
• Identify Family issues of concern to command.
• Discuss Family problems/issues and how to assist Families.



Spouse Leadership Handbook 

45 

Key additional points: 
The Rear Detachment is the source of all official information. Families, near and far, need to be able to 
rely upon the S/FRG to disseminate information from command accurately and in a timely manner. For 
this to happen the S/FRG must: 

• Use multiple methods of getting information out
• Constantly update the telephone tree. Families may decide to leave the area, and new service

members will be arriving so ensuring the S/FRG has accurate contact information is essential.
• Providing accurate and timely information is key to managing gossip and rumors, which often

create stress for families. Keep in mind that gossips and rumors often surface when there is a lack
of information so keeping the information flowing is important.

• Conducting social activities as part of S/FRG meetings or as separate events is another way to
help family members because they offer an opportunity for families to connect and talk with other
families. This is helpful in dealing with the stresses of deployment.

Redeployment: 
During the redeployment phase, Soldiers are out-processing in theatre in preparation for returning home. 
This return can be for a short term R&R (usually two weeks) or as end of Soldier’s deployment 
assignment.  

During this brief period, Soldiers receive a variety of briefings and undergo several assessments 
(including a mental health assessment) while they are in theatre. These are designed to prepare them for 
reintegrating into daily life and to identify Soldiers at risk. Families receive similar briefings. The focus of 
command and S/FRG’s efforts is on preparing Soldiers and families for Soldiers’ return. 

Typical tasks soldier complete during Redeployment: 
• Soldiers out process in theatre
• Soldiers start receiving reunion briefings while still in theater
• Unit focus on preparing Soldiers and Families for Soldiers’ return

Typical Redeployment Stressors: 
Family Stressors 

• Fear of Soldier’s reaction to changes (Family life and roles, spouse employment, children)
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• Concerns about adjustments Soldier and Family will need to make; Ability of Soldier to
reintegrate into Family

• Concerns about impact of (combat) deployment on Soldier
Soldier Stressors- 

• Early return due to injury or Family problems
• Concern about ability to reintegrate into Family
• Concern about ability to change behavior once home
• Impact of combat deployment

S/FRG Deployment Tasks: 
Several Army agencies conduct a variety of briefings and trainings for families on various reunion and 
reintegration issues. The S/FRG is NOT responsible for coordinating these briefings, but informing 
families about these briefings. The RDC will provide the S/FRG leader with details about these briefings.  
Meet with RDC to get information about reunion and reintegration trainings conducted by different 
agencies for Families. 
Identify at-risk Families or Families who experienced problems during deployment to command. 

There are ways the S/FRG can assist and support families in preparing for reunion. It is also important to 
remember to support those families of Soldiers on R&R, if these families remain in the area during R&R 
period. 

Additional key points: 

• With limited time available, the S/FRG’s efforts are likely to start during this phase and continue
into the post-deployment phase. Keep in mind that it is essential to educate families BEFORE the
Soldiers return from deployment.

• A detailed checklist of redeployment tasks is provided in section 4.3 of Part 4 of the Operation
READY S/FRG Leader’s Handbook.

• Prepare Families for reunion-
• Provide information on tentative post deployment schedule (i.e., mandatory reintegration training,

block leave, etc.).
• Inform Families about briefings and training available and upcoming homecoming activities.
• Provide educational material and address reunion and reintegration issues in communications

with
• Families (e.g., guest speakers at S/FRG meetings).

• Support Families of Soldiers on R&R-
• Provide Families with informational material.
• Maintain connection with Families and provide referrals when necessary.

Post Deployment and Reconstitution: 
In the post deployment and reconstitution phases, Soldiers return to home station, complete redeployment 
and demobilization processing, and begin the process of reintegrating into family life and the community. 

After block leave, Soldiers are expected to return to duty as the unit returns to its normal routines and 
mission. Between 3 to 6 months after Soldiers have returned, mental health screening is conducted again. 
The readjustment process for Soldiers and families can take months. The focus of command and S/FRG’s 
efforts is on helping Soldiers and families with reunion and reintegration issues. 

• Soldiers return to home station either individually or with unit
• Some Soldiers return only for R&R
• Soldiers begin reintegration into work and Family life
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• Some Soldiers return to civilian employment 
• Soldier and Family adjustments occur over many months 
• Unit returns to normal mission and routines (reconstitution) 
• Unit focus on helping Soldiers and Families with reunion and reintegration issues 

 
Post Deployments Soldier stressors include: 

• Dealing with personal impact of combat deployment (range of emotions, thoughts and memories) 
• Reintegrating into Family 
• Reestablishing relationships 
• Reestablishing Family role (including parenting) 
• Adjusting to routines (Family and work) 
• Returning to work 
• Finding a job, if necessary 
• The post deployment phase is also a stressful time for Soldiers. There are many adjustments to be 

made by Soldiers.  
 
 
Family Stressors Include: 

• Reintegration of Soldier into Family 
• Children’s reactions 
• Dealing with impact of combat deployment on Soldier and Family members  
• Dealing with conflict 
• Dealing with ups and downs of emotions 
• Anticipation of and anxiety about next deployment (especially deployment to war zone). 

 
S/FRG Tasks during Post Deployment and Reconstitution may include: 

• Get information from command about unit reunion activities.  
• Identify at-risk Families, Families who experienced problems during deployment, and Family 

issues to command. 
• Identify Families with high stress or issues after Soldier’s return. 
• Encourage Families to attend homecoming events. 
• Disseminate information about reunion activities and educational programs addressing reunion 

issues. 
• Encourage Soldiers and Families to attend programs and use available resources. 
• Address reunion issues in S/FRG communications and activities. 
• Maintain connection with Families and provide referrals, when necessary. 
• Recognize S/FRG volunteers for their service during the deployment. 
• Continue to conduct S/FRG social activities, meetings, and other activities on a regular basis. 
• Conduct a “lessons learned” activity for S/FRG members. 

 
Several Army agencies conduct a variety of briefings and trainings for Soldier and families on various 
reunion and reintegration issues.  
 
The Garrison Army Community Service/Reserve Component Family Programs, or their designated 
training teams, are available to conduct Operation READY reunion/reintegration training for families. 
The RDC is responsible for coordinating these briefings and providing information about the briefings to 
S/FRG leaders so families can be informed. 
 
Monitoring Soldier and Family well-being and providing information and referrals are important to 
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helping Soldiers and families with this transition. 
 
Note to Self:  
 
What are some of the main takeaways of this lesson? 
 
How can we use some of these techniques in everyday life? 
 
What do you see yourself doing differently now you have this new information?? 
 
 

Resilience, Ethics, and Diversity 
 

 
 
Ask yourself: 
 
How do you feel about being seeing this slide?  
 
Why do you think learning about resilience, ethics, and diversity is important? 
 
What are your thoughts on the need the need of these new skills? 
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What is the meaning of diversity? 
Definition of diversity: 1: the condition of having or being composed of differing elements: variety; 
especially. : the inclusion of different types of people (such as people of different races or cultures) in a 
group or organization. 

In all that we do, we must show respect for our service members, civilian employees, and Family 
members, recognizing their individual needs, aspirations, and capabilities. 

• Obvious Cultural Diversity:
• Language
• Ethnicity
• Religion
• Form of government
• Subtle Cultural Diversity:
• Level of assertiveness
• Personal space
• Handshake?

Eye contact is seen as a sign of: 
• Openness
• Honesty
• Enthusiasm
• Rights?
• Adults
• Children
• Animals

Terminology: 
• Transgender-Male: Person who was designated female at birth, but identifies as male
• Transgender-Female: Person who designated male at birth, but identifies as female
• Gender Transition: For the military, this is an administrative term which may OR MAY NOT

mean gender reassignment surgery. Each SM’s transition will be different based upon that SM’s
preferences and medical advice.
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• Gender Marker Change: The final administrative action which changes the SM’s gender marker
in Defense Enrollment Eligibility Reporting System (DEERS)

• Army Policy:
• Army policy allows open transgender Soldier service
• The Army is open to all who can meet the standards for military service and remains committed

to treating all Soldiers with dignity and respect while ensuring good order and discipline
• All Soldiers must maintain Army standards, good order and discipline at all times
• Transgender Soldiers are subject to the same standards as any other Soldier with the same

Defense Enrollment Eligibility Reporting System (DEERS) gender marker or In Accordance
With (IAW) approved Exception to Policy (ETP)

• An otherwise qualified Soldier shall not be involuntarily separated, discharged, or denied
reenlistment or continuation of service on the basis of gender identity

• Diversity is one of our nation’s greatest strengths. During Lesbian, Gay, Bisexual, and
Transgender (LGBT) Pride month, we celebrate our rich diversity and renew our enduring
commitment to equality.

Resilience- What is it? 

A resilient individual is one who is willing to take calculated, necessary risks, and to capitalize on 
opportunity.  Resilience is the ability to grow and thrive in the face of challenges and bounce back from 
adversity.  

Key Points: 
Resilience enables us to overcome major obstacles. 
Resilience enables us to deal with the daily hassles of life. 
Resilience enables us to cope with stress and be effective even when under significant stress. 

What is Emotional Control? 
Allow Students to explain their thoughts on emotional control: 
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• The goal is not to suppress or deny emotions, but to be aware of how they are affecting you and
to express them when appropriate and in appropriate ways.

• Expression of emotion and regulation of emotion depend on context- what works in battle may
not work at home.

What is Self-reliance? 
• Self-reliance and strong relationships are important, but it’s not either/or. Both matter.

What do you consider the key ingredients to resilience? 
Have the students first answer what they believe are the key ingredients to resiliency and then afterwards 
have them list and share what their key ingredients are for resiliency. 

Remember this is an overview and please direct your ethics and standards of conduct questions to 
your local JAG office. 

If you’re not positive that what you’re about to do is appropriate, ask your ethics counselor. One mission 
of ethics counselors is to advise personnel on accomplishing their goals without violating the standards of 
conduct. In fact, disciplinary action for violating the standards of conduct will not be taken against you if 
you act in good faith reliance upon the advice of your ethics counselor following a full disclosure of all 
relevant circumstances. 

Gifts from Outside Sources: 

Rule: You may not accept a gift given: 
• Because of your official position, or
• By a prohibited source
• Regardless of any exceptions that allow accepting gifts, it is always impermissible to:
• Accept a gift in return for being influenced in the performance of an official act. This is a bribe!
• Solicit or coerce the offering of a gift
• Accept gifts from the same or different sources so frequently that a reasonable person would

think you’re using your office for private gain
• Accept a gift in violation of a statute

What’s a Prohibited Source? 
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A prohibited source is any person who is, or any organization a majority of whose members are: 
•  Seeking official action by DoD 
•  Doing or seeking to do business with DoD 
•  Regulated by DoD, or 
•  Substantially affected by the performance of your official duties 

 
What is a Gift? 
Anything of value. 
 
 
 
 
Types of Gifts: 

• Gifts from Outside Sources 
Prohibited Source 

• Seeking Government action 
• Does or seeks to do business with the Government 
• Conducts activities regulated by the Government 
• Interests substantially affected by Government agency 
• Organization with majority of members from one or more of the above 

 
• Gifts from Foreign Governments 

Congress has consented to allow some gifts (Foreign Gifts & Decorations Act 5 USC §7342)  
• Implemented by DODD 1005.13 
• No solicitation of gift 

Individual may accept gift of “minimal value”  
• “Minimal” value” (retail value in U.S. at time of acceptance) = $390 
• “Minimal value” threshold N/A to gifts of travel expenses incurred entirely outside the U.S. (e.g. 

meal in foreign country; see §7342(c)(1)(B)(ii)) 
• Financial Disclosure Report filers report if >$390 

Must aggregate:  
• Multiple gifts from donor at single presentation 
• Gifts to spouse  

Gifts - minimal value: Refuse, return, or accept on behalf of DoD 
 

• Gifts Between Employees - General Rule: 
 

An employee shall not, directly or indirectly: 
• Give a gift to an official superior 
• Donate or solicit donations for a gift for a superior 
• Accept a gift from a lower-paid employee, unless the donor and recipient are personal friends not 

in an official superior-subordinate relationship. 
Exceptions: 

• Occasional Basis:  traditional gift giving occasion 
• Special and Infrequent Occasions: Marriage, PCS, Retirement 

 
What’s Not a Gift? 
Here are examples of items that are not defined as “gifts”: 

• Modest items of food and refreshments (like coffee and donuts) when not served as a meal 
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• Prizes in contests open to the public 
• Greeting cards and items with little intrinsic value, such as plaques, certificates, and trophies,  

intended only for presentation  
• Commercial discounts available to the public or to all 
• Government civilian or military personnel  
• Free attendance (including a meal) to an event provided by the event sponsor on any day you are 

assigned to present information on behalf of DoD 
 
Gifts That You May Keep 
Remember, you don’t have to accept a gift. It may be prudent, depending on the circumstances, to decline 
a gift, even when it is allowed by a gift exception: 

•  *Gifts valued at $20 or less, but not cash or investment interests; not more than $50 in total from 
one source in a year 

• Gifts motivated by personal relationships 
• Certain discounts and similar benefits offered 
• Free attendance provided by a state, local government, or tax exempt civic organization when 

there is a community relations interest 
• Gifts accepted under specific statutory authority, such as certain gifts from a foreign government 

or gifts offered to a wounded or injured DoD employee  
• Certain educational scholarships and grants  
• *Free attendance, food, and entertainment (not travel) at a “widely attended gathering” if a large 

number of persons with a diversity of views will attend, and the setting and program will allow 
an opportunity to exchange ideas and views among attendees, and your supervisor determines 
in writing that your attendance is in the agency’s interest. 

 
Gift Disposal: 
Just say “NO” (Refuse or return the item) 
Pay for it (fair market value) 
If tangible item is <$100 you may now destroy it 
If perishable (with Supervisor or EC approval) 

Give it to charity 
Share within office 
Destroy it 

 
Conflicting Financial Interests 
Criminal Rule: You may not do government work on a particular matter that will affect the financial 
interest of: 

•  You 
•  Your spouse 
•  Your minor children 
•  Your general partner 
•  Organizations with which you’re negotiating or have an arrangement for future employment, 
• Any organization for which you serve as an employee, officer, director, trustee, or general partner 

 
If you think you may have a conflicting financial interest, consult your ethics counselor immediately to 
determine the appropriate remedy. 
 
MISUSE OF POSITION 
Rule: You may not use, or permit the use of, your Government position, title, or any authority associated 
with your office: 
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•  To induce or coerce another person to provide any benefit to you or anyone with whom you are 
• Affiliated 
• To imply that DoD or the Government endorses personal activities 
•  To endorse any product, service, or enterprise, except as provided by statute or regulation 

 
USE OF GOVERNMENT RESOURCES 
Rule: Use Federal Government equipment and property, including communications systems, only for 
official purposes or authorized purposes as approved by your supervisor. 
 
Rule: Use official time in an honest effort to perform official duties and don’t ask subordinates to perform 
tasks outside their official duties. 
 
FUNDRAISING 
Rule: As a general rule, you may not engage in fundraising in the workplace.  
You may raise funds for organizations in your personal capacity outside the workplace, however, you 
may not use your official title, position, or authority when doing so, nor may you solicit subordinates or 
prohibited sources. 
 
Travel: 
You may keep promotional items such as frequent flyer miles that are awarded for official travel. 
You may also keep promotional items given to compensate you for being voluntarily bumped from a 
flight. You may voluntarily surrender your seat ONLY if doing so does not adversely affect the 
performance of your official duties and does not result in additional cost to the Government. 
 
 

 
 

Ethics and the S/FRG: 
Commanders may not authorize travel or reimbursement of volunteer incidental expenses for members of 
their household or other persons that could present a potential conflict of interest.  
 
Expenditures are subject to the Joint Ethics Regulation and all other applicable statutory and regulatory 
restraints on official activities, use of appropriated funds, and fundraising.  
 
S/FRG appropriated fund resources may not be used to support:  
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• •Private organization activities;
• •Internal fundraisers;
• •Commercial ventures.

Appropriated Funds: 
• •“S/FRG mission-essential activities are supported using the unit’s appropriated funds, excluding

BA11/OPTEMPO. S/FRG mission-essential activities authorized appropriated fund support may
not be supported with NAFs.” (AR 608-1, J-2)

• •Mission-essential activities include: S/FRG member meetings; S/FRG staff and committee
meetings; publication and distribution of S/FRG newsletters; maintenance of updated family
rosters and family readiness information; establishment of S/FRG member telephone trees and
email distribution lists; scheduling educational briefings for S/FRG members. (AR 608-1, J-2)

• •“S/FRG mission-essential activities may not be augmented with private money. Such
augmentation may be a violation of 31 USC 1345.” (AR 608-1, J-3)

• Government resources may be authorized by the commander to support the S/FRG mission.
• Office space:
• •Computer and office equipment, faxes, emails, scanners;
• •Paper and printing supplies to publish an S/FRG newsletter;
• •Official mail as approved by the unit commander;
• •Government vehicles;
• •Child care;
• •Statutory volunteer labor.
• •(AR 608-1, J-3)

S/FRG Volunteers: 
Volunteers’ incidental (out of pocket) expenses may be reimbursable. 

• •Must be “necessary” and “reasonable.”
• •Examples:
• •training
• •travel
• •mileage
• •parking
• •long distance telephone calls
• •child-care expenses
• •Not for social or fundraising activities.
• •10 USC 1588; AR 608-1, J-4; Commander’s S/FRG Budget SOP

S/FRG Supplemental Mission Fund: 
• Used for S/FRG activities which support the S/FRG mission but are not mission-essential.
• Used for “any purpose that the commander determines clearly supplements an established

S/FRG mission - so long as APFs are not authorized.” (AR 608-1, para J-9c)
• Priority: Encouraging maximum attendance and participation at S/FRG meetings for example by

providing food and beverages.
• Source of Supplemental Mission Funds: Unsolicited gifts/donations.

Use of Supplemental Mission Funds: 
• Food and refreshments at official S/FRG meetings.
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• Reimbursement of statutory volunteer incidental expenses if appropriated funds are not available.
• Other activities that support S/FRG mission.

S/FRG Supplemental Mission Funds SPECIAL ISSUE 
Garrison commanders may accept unsolicited gifts into the supplemental mission program when the 
donor intends the donation or gift to be used only in support of S/FRGs that are experiencing certain 
deployment cycle events, such as preparing for deployment, deployment, and redeployment.  
The garrison commander may not accept unsolicited gifts into the supplemental mission program when 
the donor intends the donation or gift to be used only by a named S/FRG. For example, a donor intends a 
gift to be used “for Brigade X’s S/FRG.” Garrison commander must decline the gift because it creates 
disparity between S/FRGs experiencing the same deployment cycle events.  

S/FRG Informal Funds: Used for Social Activities 
• S/FRG social activities can enhance family and Soldier camaraderie, provide stress relief, and

reduce family loneliness during deployments. Social activities will not be funded using
appropriated funds. S/FRG members may use money contained in an S/FRG informal fund to pay
for social activities described in paragraph J-7.” (AR 608-1, J-2)

• Authorized use of informal funds includes: S/FRG newsletter containing mostly unofficial
information, parties, social outings, volunteer recognition (not otherwise funded with APFs), and
picnics. (AR 608-1, J-7a)

Unauthorized use of informal funds: 
•Augmenting the unit’s other informal funds (the unit’s cup and flower funds)
•Augmenting items or services that should be paid for with appropriated funds
•Purchasing traditional military gifts, such as Soldier farewell gifts that are not related to family readiness
•Funding the unit ball

Sources of S/FRG Informal Funds 
•Fundraising (AR 608-1, J-7d)
•Gifts to the informal fund (AR 608-1, J-7f)
•$1,000 or less/gift.
•After consultation with unit’s ethics counselor.
NOTE: Income cap = $10,000 from all sources, including fundraising, gifts, and donations.

The S/FRG informal fund cap currently listed as $5,000 in AR 608-1, Army Community Service 
Center, Appendix J, Section 7, subparagraphs (e) and (f) is increased to $10,000. This increase 
provides more flexibility in raising funds for use in approved S/FRG activities and enhances the 
quality of support to Soldiers and their Families.  
Authorized for S/FRG Informal Funds only. No authority to raise funds to support mission-essential 
activities.  
• “S/FRGs are not established to raise funds, solicit donations, or manage large sums of money…” (AR
608-1, J-7)
Internal fundraising only.
• S/FRG may fundraise from its own community members or dependents and from all persons benefitting
from the S/FRG. (AR 608-1, J-7d)

AR 608-1 
•S/FRGs are not established to raise funds, solicit donations, or manage large sums of money. They are
not equipped to handle the complex tax ramifications and stringent accounting requirements that can
result from excessive informal funds.
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Reality. 
•S/FRG mission activities are vital. Soldiers, civilian employees, Family members (immediate and
extended), and volunteers are depending on the S/FRG.
•S/FRGs should never be placed in the position of being unable to conduct mission activities because of
S/FRG informal fund fundraising.

Gifts and Donations to the S/FRG: 
S/FRG may not solicit gifts and donations. (AR 608-1, J-8) 
•However - In response to an appropriate inquiry, may inform of the needs of the Army in relation to
assisting Army families. (AR 608-1, J-8)
•Gifts to the Army intended for S/FRG support (AR 608-1, J-9):
•Added to the S/FRG supplemental mission account as NAFs.
•Used by commander for any purpose that clearly supplements an established mission of the S/FRG so
long as appropriated funds are not authorized.
•Example: Purchase food and beverages to encourage maximum attendance and participation at S/FRG
meetings.
•Gifts to S/FRG informal funds (AR 608-1, J-7f):
•Unit commanders may accept an unsolicited gift or donation of money or tangible personal property of a
value of $1,000 or less for its S/FRG informal fund after consultation with the unit ethics counselor.

Acceptance Authority. 
•AR 608-1, Appendix J-7f.
•Unit commanders may accept an unsolicited gift or donation of money or tangible personal property of a
value of $1,000 or less for its S/FRG informal fund after consultation with the unit ethics counselor.

Legal Review. 
•AR 608-1, Appendix J-9j.
•Commanders will seek guidance from their servicing Judge Advocate and ethics counselor when they
receive offers of unsolicited donations for S/FRG support.

Use Limitation. 
•AR 608-1, Appendix J-7f.
•Unsolicited gifts or donations to the S/FRG informal funds are considered income and impact the S/FRG
informal fund annual income cap of $10,000.
•Use as cited in informal funds portion cited above.
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Support Programs and Benefits 

Why do you think learning about Military support programs and their benefits? 

What are your thoughts on the Red Cross and Army Community Service (ACS)? 

The Red Cross 

Principles of the Global Red Cross Network 

Humanity 
 The Red Cross, born of a desire to bring assistance without discrimination to the wounded on the 
battlefield, endeavors—in its international and national capacity—to prevent and alleviate human 
suffering wherever it may be found. Its purpose is to protect life and health and to ensure respect for the 
human being. It promotes mutual understanding, friendship, cooperation and lasting peace amongst all 
peoples. 
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Impartiality 
It makes no discrimination as to nationality, race, religious beliefs, class or political opinions. It 
endeavors to relieve the suffering of individuals, being guided solely by their needs, and to give priority 
to the most urgent cases of distress. 
 
Neutrality 
 In order to continue to enjoy the confidence of all, the Red Cross may not take sides in hostilities or 
engage at any time in controversies of a political, racial, religious or ideological nature. 
 
Independence 
 The Red Cross is independent. The national societies, while auxiliaries in the humanitarian services of 
their governments and subject to the laws of their respective countries, must always maintain their 
autonomy so that they may be able at all times to act in accordance with Red Cross principles. 
 
Voluntary Service 
 The Red Cross is a voluntary relief movement not prompted in any manner by desire for gain. 
 
Unity 
 There can be only one Red Cross society in any one country. It must be open to all. It must carry on its 
humanitarian work throughout its territory. 
 
 
Universality 
  The Red Cross is a worldwide institution in which all societies have equal status and share equal 
responsibilities and duties in helping each other. 
 

 
 

How to Contact the Red Cross for Assistance 
The American Red Cross Hero Care Center is available 7 days a week, 24 hours a day, 365 days a year, 
with two options for requesting assistance, online and by phone. 
 
Information about the emergency 
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• Name and contact for the immediate family member experiencing the emergency (could be 
spouse, parent, child/grandchild, or grandparent) 

• Nature of the emergency 
• Where the emergency can be verified (hospital, doctors office, funeral home) 

 
The American Red Cross facilitates emergency financial assistance on behalf of Military Aid Societies. 
These Aid Societies determine the financial assistance package that will be offered – a grant or a loan. 
The Red Cross is the mechanism to expedite access to these financial resources 24/7. 
 
Submit a Request Online 
You can initiate a request for Red Cross emergency assistance for members of the military currently 
serving on active duty by using the online self-service tool. Using a computer, smart phone or tablet, you 
can start a request for services and track its progress from anywhere in the world. 
 
Things to Know: 
The American Red Cross does not authorize emergency leave for members of the United States military. 
The Red Cross role is to independently verify the emergency, enabling the service member’s commander 
to make an educated decision regarding emergency leave and then to provide transportation assistance 
and/or financial assistance if needed. 
 
The American Red Cross facilitates emergency financial assistance on behalf of Military Aid Societies. 
These Aid Societies determine the financial assistance package that will be offered – a grant or a loan. 
The Red Cross is the mechanism to expedite access to these financial resources 24/7. 
 

 
 
Coping with deployment course: 
This course offers guidelines for increasing resiliency in ourselves and our children and also provides 
information on how to provide psychological first aid to others experiencing stressful feelings or events. It 
can also serve as a useful link to connect you with other military families in your community. 
 
Spouses, parents, siblings and significant others learn skill-building techniques that help them respond to 
the challenges of the deployment cycle. 
 
Pre-Deployment Preparedness Tools: 
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Preparing for deployment can be stressful, both for the service member who is leaving and also for the 
family members who will stay behind. The American Red Cross offers this overview of practical matters 
you may want to discuss with your service member before he/she leaves on deployment. Being prepared 
to deal with challenges that may arise at home can give everyone some peace of mind and help the service 
member focus on his/her mission ahead 

Communications 
• Attend mobilization meetings and take notes
• Know the exact name of your service member’s unit
• Know how to reach the rear detachment
• Have a copy of your service member's orders
• Know service member's full legal name, branch of service, rank/rating, Social Security number,

date of birth, and complete military unit address
• Know your service member’s cell phone number, email address, and any other contact

information
• Prepare a communications plan in the event of an emergency and share it with your extended

family (What does the service member want to know via social media?)

Emergency Preparedness 
• Have a primary and alternate child care plan
• Have a primary and alternate elder care plan
• Have emergency plans in place in the event of a disaster – where you will go; how you will

communicate
• Pet Emergency Plans

Since 9/11, service members have faced multiple deployments to conflict zones around the world. 
Transitioning back home can be hard, and many service members and veterans have experienced 
challenges readjusting into life with their families, their jobs and their communities. This Red Cross 
program aims help ease that transition. 

Reconnection Workshops, which are free and confidential, focus on individual and small group 
discussion that enhances the likelihood of positive reconnections among family members and others in the 
community, and the successful re-engagement of service members and veterans in civilian life. 

Workshops assist those impacted by a military deployment and bridge all branches of the Armed Forces. 
We invite Reserve, National Guard, active duty service members, veterans and their families to 
participate. 

• Communicating Clearly
• Exploring Stress and Trauma
• Identifying Depression
• Relating to Children
• Working Through Anger

Mind Body Workshops 
The mind-body skills taught in this module are: 

• Breathing
• Stretching and Movement
• Body Awareness and Functioning
• Guided Imagery
• Drawing
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• Journaling
• Meditation and Mindfulness
• Body Awareness through Body Scan, Progressive Muscle Relaxation and Mirroring
• Self-directed Imagery

Post Deployment Support: 

Reconnection Workshops Support and Ease the Transition Home 
• The Reconnection Workshops are confidential small-group modules, led by licensed mental

health professionals.
• The workshops focus on building skills that enhance the likelihood of positive reconnections

among family members, as well as the successful reengagement of the service member in civilian
life.

• The workshops are free and available to all those impacted by a military deployment from all
branches of the Armed Forces, which includes Reserve, National Guard, active duty service
members, veterans and their families.

• 
• Workshops and materials focus on learning useful tools, effective coping mechanisms and where

to find resources.

Call the American Red Cross Hero Care Center at 1-877-272-7337 (toll-free). 
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Referrals to Community Resources 
The American Red Cross offers confidential services to all veterans and their families by connecting them 
with local, state and national resources through our network of chapters in communities across the United 
States and offices on military installations worldwide. 

Local Red Cross offices develop and maintain relationships with key community partners. Veterans and 
their families rely on the Red Cross to help them identify their needs and connect them to the most 
appropriate resources. These vital services range from responding to emergency needs for food, clothing, 
and shelter, referrals to counseling services (e.g., financial, legal, jobs, mental health), information on 
veterans cemeteries and burial benefits, and other resources that meet the unique needs of local veterans 
and their families. 

Veterans Claims for Benefits 
The Red Cross assists veterans and their families in preparing, developing, and obtaining sufficient 
evidence to support applicants’ claims for veterans’ benefits. We also assist claimants seeking to appeal to 
the Board of Veterans’ Appeals (BVA). This work is done by Red Cross staff at the BVA as well as a 
network of State Work-Share Representatives who are accredited by the Department of Veterans Affairs 
to work on behalf of the Red Cross. 

Volunteerism in VA & Military Hospitals 
Red Cross volunteers serve in Veterans Administration (VA) and military hospitals across the nation and 
around the world. Volunteers, which includes many veterans and their families, provide vital assistance in 
the areas of rehabilitation, recreation, administration, and personal services to the men and women who 
answered their country’s call and who are now cared for each day in military hospitals and VA medical 
centers. 

How to Contact the Red Cross for Assistance and Volunteer Opportunities? 
For information and assistance, veterans and their families should contact their local Red Cross office. 

https://www.redcross.org/find-your-local-chapter.html
https://www.redcross.org/find-your-local-chapter.html
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In Person notification – Deaths, other IAW AR 600-8-1 
Notification times are between 0500-2400 
Must be completed within 4 hours from the time the Casualty Assistance Center receives the report 
PNOK (primary next of kin) will be notified before SNOK (secondary next of kin) 

Instructor Note: 
• Telephonic Notification (Theater)
• All Injuries, (Hostile/Non-Hostile)
• Notification times are between 0600-2200
• Rear Detachment Personnel will make the notifications
• Must be completed within 2 hours from the time the Casualty Assistance Center receives the

report

NOTE: Times may vary due to specific circumstances 

Who is notified? 
Order of precedence in Determining the PNOK 

• The person most closely related to the casualty
• The Army uses the DD Form 93 to determine the PNOK
• Spouse, even if a minor
• Natural, adopted, and illegitimate children
• Eldest Parent, or parent with custody of Soldier
• Persons standing in loco parentis
• Persons granted legal custody of the Soldier
• Brothers or sisters
• Grandparents
• Other relatives in order of relationship
• The Secretary of the Army
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Care Team Imperatives 

• Be patient. Families need time to heal and adjust.
• Respect Family’s PRIVACY and religious and cultural beliefs.
• Encourage Family to have contact with their support network and connect with others.
• Let Family know professional help is available if Family feels unable to function or is struggling

with emotional response.
• Be sure to listen and comfort children.
• Accept that you may not be able to make Family feel better.

How do you deal with Family’s intense reactions? Here is guidance on how to deal with Families’ 
reactions.  

Provide comfort and reassurance. Here are some words you might say: 
“I’m sorry.” 
“I know you are hurting.” 
“Go ahead and cry.” 
Be sure to stress the following: Here are important things to keep in mind: 

• Families will display a variety of emotions. Accept diversity in how individuals respond and
cope. Accept grief and anger as normal reactions.

• An injury or death is a life changing event for Families.
• Families of both injured and killed Soldiers will be grieving and hurting.

Know the Signs of Stress: 

Emotional symptoms of stress include: 
• Becoming easily agitated, frustrated, and moody
• Feeling overwhelmed, like you are losing control or need to take control
• Having difficulty relaxing and quieting your mind
• Feeling bad about yourself (low self-esteem), lonely, worthless, and depressed
• Avoiding others

Cognitive symptoms of stress include: 
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• Constant worrying
• Racing thoughts
• Forgetfulness and disorganization
• Inability to focus
• Poor judgment
• Being pessimistic or seeing only the negative side

Physical symptoms of stress include: 
• Aches, pains, and tense muscles
• Chest pain and rapid heartbeat
• Frequent colds and infections
• Loss of sexual desire and/or ability
• Dry mouth and difficulty swallowing
• Clenched jaw and grinding teeth
• Upset stomach, including diarrhea, constipation, and nausea
• Nervousness and shaking, ringing in the ear, cold or sweaty hands and feet
• Low energy
• Headaches
• Insomnia

In fulfilling the demands of the Care Team volunteer, it will be important to recognize signs of stress and 
compassion fatigue. It is also important to accept that you will have emotions and reactions to this 
experience. You may even identify with the Family’s grief and trauma. However, there are important 
ways to be psychologically healthy and not be adversely affected.  
Disseminate handouts on Coping with Stress and Compassion Fatigue. Now I’d like to review stress 
management tips.  

Know Signs of Compassion Fatigue 

Primary Traumatic Stress - Primary stressors are those inherent in the extreme event, such as what was 
immediately experienced or witnessed, especially those things most contributing to a traumatic response. 

Burnout - Cumulative process marked by emotional exhaustion and withdrawal associated with increased 
workload and institutional stress, NOT trauma-related. 

Compassion Fatigue - Also called “vicarious traumatization” or secondary traumatization (Figley, 1995). 
The emotional residue or strain of exposure to working with those suffering from the consequences of 
traumatic events. It differs from burn-out, but can co-exist. Compassion Fatigue can occur due to 
exposure on one case or can be due to a “cumulative” level of trauma. 

The Stages of Burnout have been identified as: 
• Enthusiasm
• Stagnation
• Frustration
• Apathy

Not only are care givers vulnerable, but members of the team/Family are as well. Caregivers/team 
members should not intentionally expose themselves to trauma, unless required to perform a mission. 

Commonalities of Burnout and Compassion Fatigue: 
• Emotional exhaustion
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• Reduced sense of personal accomplishment or meaning in work
• Mental exhaustion
• Decreased interactions with others (isolation)
• Depersonalization (symptoms disconnected from real causes)
• Physical exhaustion

Clear difference: Compassion fatigue has a more rapid onset while burnout emerges over time. 
Compassion Fatigue has a faster recovery (less severe, if recognized and managed early). 
Being a Care Team volunteer is very demanding and stressful, especially when you may be experiencing 
similar reactions to the casualty incident. Managing the stress and minimizing compassion fatigue is 
important. For these reasons, it is very important for you to take care of yourself in these ways. Here are 
some strategies for each area. 

• Maintain health and well-being.
– Eat properly. Get adequate rest. Exercise.
– Keep in touch with positive people.
– Avoid things that make you feel worse.

• Manage demands and have the proper mindset for the job.
– Don’t take on Families’ problems.
– Know your limits. Say “no” when appropriate and share demands with other members of

Care Team.
– Pace yourself. Don’t overinvest in assisting Family.
– Maintain own Family priorities and connections.
– Be flexible. Expect the unexpected.

• Take action “when stressed out”.
– Find effective ways to relax. Techniques for relaxing include: meditation, yoga, walking,

journaling, and listening to music. Do what works for you.
– Do something fun or enjoyable.
– Maintain social connections.
– Talk with other Care Team volunteers or Chaplain.
– Take breaks. Limit hours spend assisting a Family.
– Get professional help if necessary.
– Quit. Stop serving as Care Team volunteer if necessary.
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Go Team: 
The “GO TEAM” is the first responders to the Family of the lost or injured Soldier. As they approach the 
home they must be prepared to expect raw emotions. The grieving process has begun. The “GO TEAM” 
performs the initial assessment of the Family’s needs. The assessment will be made by the Rear 
Detachment Commander or Care Team Leader to determine what assistance the Care Team will provide 
to this Family.  

• First responder(s) after notification has been done
• Expect a lot of emotion
• May get a lot of death related and/or benefit questions (refer them to the CAO)
• Use the deceased name often and as soon as you can so it’s easier for everyone to talk about

him/her
• Respect spouses need for privacy
• Assess Family’s needs

Note to Self: Let the Family maintain control over what they can reasonably do for themselves. Let the 
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Family identify their needs rather than telling the Family. You can make suggestions or offer to help in a 
particular way, but you must seek feedback from the Family on these suggestions/offers. It is important 
not to contribute to the Family’s stress by being overbearing or “overly helpful”. 

Home Care Assistance Team: 
• Record questions for CAO
• Record who sends flowers/keep all cards
• Provide a guest book for visitors to sign at house
• Translator for language needed?
• Pet care
• Housecleaning (Basic)
• Lawn care (Not Basic)
• Shopping needs

The duties of the Homecare Person or Team will be to: 
• Maintain a list of questions for CAO
• Maintain a list of questions for the Commander/RDC
• Keep records on visitors and gifts
• Identify what assistance is needed with household matters
• Inform RDC of any needs the Care Team cannot address or becomes aware of
• If a translator is needed, Military OneSource is available 24/7 and can provide language and

document interpretation in more than 140 languages

Call Support Team: 
• Refer media questions to FB PAO
• Screens calls
• Maintain one phone log; track calls of condolence
• No information given out unless cleared by spouse or immediate Family
• Ask about calls to church, pastors, appointments, other Family members, spouses employer

Childcare Support Team: 
• Childcare needed?
• Sitter on site, sitter offsite or CYS?
• Talk to Legal
• Medical issues
• School arrangements
• Activities of children; transportation
• Babysitters of children need to know how death was explained

The duties of the Childcare Support team may include: 
• Assess children’s needs and obtain pertinent information
• Identify friends of Family or children who may be willing to offer support
• If necessary, obtain a release statement signed by the spouse
• RDC will provide direct childcare guidance due to liability concerns from volunteers and may

seek support from Development Services
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• One person does meal coordination/delivers
• Special needs (food allergies, religious restrictions, dietary restrictions)
• Liaison between Family and those providing meals
• Consider out of town Family coming in
• Provide different meals

Suggestion: have one volunteer perform task as meal coordinator, this eliminates excessive persons 
transporting meals to designated area. Meal coordinator ensures a variety of meals are being provided. 

Subsequent Support Team: 
• Supports visiting Family and friends
• Meets with out-of-town members when they arrive
• Assists visiting Family members with post visitors pass
• Assists with transportation/lodging arrangements
• Checks on Family after Care Team is recalled

This team will provide support to visiting Family and friends. They may also provide transportation from 
airports, bus terminals, etc. to designated lodging areas and memorial service.  

Care Team members and S/FRGs may not be notified of a Soldier’s death or injury until after notification 
has been made to the Family. Care Teams may not accompany the CNO to the house or wait outside the 
house while notification is being made.  

Meal Support Team: 
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Survivor Outreach Services 

There is no cause greater than taking care of those who have lost a Soldier in service to our Nation. 
Families who have paid the ultimate sacrifice deserve our respect, gratitude and the very best we can 
provide.  

The Army made a commitment to Families to provide long-term support to Survivors of the Fallen 
(regardless of cause or location). The Army-wide program includes the United States Army Reserve 
(USAR) and Army National Guard (ARNG) and provides dedicated and comprehensive support services 
to Survivors of the Fallen.  

The purpose of Survivor Outreach Services is to deliver on that commitment: 
• By providing access to support, information and services in a caring, compassionate and

empathetic manner
• Closest location to where the Survivor resides and
• When and for as long as they desire

Survivor Outreach Services (SOS) mission is to build a unified program which embraces and reassures 
Survivors that they will be continually linked to the Army Family for as long as they desire. 

Survivor Outreach Services provides support to surviving Family members of Soldiers who died on 
Active Duty including, Army National Guard M-Day Soldiers, Troop Patrol Unit Army Reserve members 
and those who are designated as Prisoner of War/Missing in Action (POW/MIA).  

Survivors are not only primary and secondary next-of-kin, but may include other Family members and 
even unrelated loved ones such as fiancés.  

Survivors will remain part of the Army Family and are welcome at Army Community Service and ARNG 
and USAR SOS support offices to receive authorized assistance for as long as they desire.  

The Army Survivor Outreach Services Program also assists Survivors from other military Services and 
connects them to their Service's Casualty Assistance points of contact.  
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Support Coordinators. The loss of a loved one often results in tremendous grief, which can be 
overwhelming. When faced with a tragedy, you may be wondering what direction to take. Your SOS 
Coordinator is your link to finding the resources and answers that will work best for you. Your local 
Support Coordinator is available to meet with you as you journey through this difficult transition by 
providing direct services as well as information, referrals, and recommendations. He or she can also 
connect you with support groups, spiritual resources, and bereavement and financial counselors. Your 
SOS Coordinator can also help you request and obtain copies of documents, navigate local, state, and 
federal agencies, and direct you to additional Survivor resources. 

Financial Counselors. In times of emotional distress, figuring out what to do about finances can create a 
heavy burden. Survivor Outreach Services Financial Counselors provide professional financial 
information and services in areas such as investing, estate planning, tax issues, and basic budgeting. Our 
Financial Counselors are committed to helping you create financial security. They also help ensure you 
get the information you need to make sound financial decisions. 

The Gold Star and Surviving Family Member Representative is the Army advocate for surviving Family 
members. The Public Law 113-66, Section 633, requires each secretary of a military department to 
designate a member to assist spouses and other dependents of service members, including the Reserve 
Component, who die on active duty. These representatives are available to provide support and address 
complaints by spouses and other dependents of deceased service members regarding casualty assistance 
or receipt of benefits authorized by law. Any Survivor can contact the Army GSSFM Representative 
directly any time for any reason. 

Survivors are supported closest to where they reside, regardless of Army component. Support 
Coordinators and Financial Counselors provide common levels of service and communicate regularly to 
ensure that Survivors are supported whether they live near an installation, or are geographically dispersed. 
Survivor Outreach Services provides long term Family case management and support services and is 
integral to the Army's casualty notification and support system. 

In summary, Survivor Outreach Services seeks to improve and expand Survivor assistance programs and 
services through a holistic, multi-agency and multi-component approach. Survivor Outreach Services is a 
"Total" Army program that has been expanded and strengthened to ensure the Army's promise of 
enduring support to Survivors for as long as they desire. The Survivor Outreach Services framework 
addresses issues regarding staffing, standardized training, long-term support, benefits and entitlements 
and provide a single portal for information. 

Survivor Outreach Benefits 



Spouse Leadership Handbook 

74 

Continued Health Care Benefit Program (CHCBP) 
The Continued Health Care Benefit Program (CHCBP) is an optional, premium-based program 
administered by Humana Military Healthcare. Healthcare Services that offers temporary continued health 
care benefits when a Soldier and/or Family members are no longer entitled to military medical benefits. 
The CHCBP program acts as a temporary bridge between military health benefits and a new civilian 
health plan for 18 to 36 months. CHCBP is a health care program with benefits similar to TRICARE 
Standard. 

Dental Program: 
The TriCare Dental Program is a voluntary, premium-based dental insurance plan for: 

• Family members of active duty service members
• Family members of National Guard/Reserve members
• National Guard/Reserve Members who are not on active duty or covered by the Transitional

Assistance Management Program (TAMP) after serving on active duty for more than 30
consecutive days in support of a contingency operation.

Survivor & Dependent Education Assistance (DEA): 
Survivors' and Dependents' Educational Assistance (DEA) Program is established by Chapter 35 of Title 
38 U.S. Code. The DEA Program provides education and training opportunities for eligible dependents of 
veterans who are permanently and totally disabled due to a service-related condition, or who died while 
on active duty or as a result of a service-related condition. The program offers up to 45 months of 
education benefits.  

Montgomery GI Bill: 
The Montgomery GI Bill (MGIB) is available for those who enlist in the U.S. Armed Forces. MGIB 
encompasses both the Montgomery GI Bill-Active Duty (Chapter 30) and The Montgomery GI Bill-
Selected Reserve (Chapter 1606).  

The Post-9/11 GI-Bill: 
The Post-9/11 GI Bill provides financial support for education and housing to individuals with at least 90 
days of aggregate service after September 10, 2001, or individuals discharged with a service-connected 
disability after 30 days. You must have received an honorable discharge to be eligible for the Post-9/11 
GI Bill. 
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Period of Time During Which This Benefit May Be Used: 
Spouses and surviving spouses have 10 years from the date VA establishes eligibility to use the benefit. 
Surviving spouses of Veterans who died while on active duty may use DEA 20 years from the date of the 
veteran's death to the benefit.  

Benefit Highlights: 
Eligible persons can receive up to 45 months of full-time or equivalent benefits for: 
college, business, technical or vocational courses, high school diploma or GED, independent study or 
distance learning courses correspondence courses (spouses only), apprenticeship / job training 
remedial, deficiency, and refresher training (in some cases) the cost of tests for licenses or certifications 
needed to get, keep, or advance in a job (Note: schools and programs must be approved by a State 
Approving Authority (SAA) for VA training) 

Continued Housing Benefits (for Survivors): 
Eligible family members occupying government housing on the date the member dies may continue to 
occupy such housing without charge for a period of 365 days provided member's death was in the line-of-
duty. If they vacate the government housing before the 365 days are up, the Basic Allowance for Housing 
(BAH) is paid for the remaining unused days. If the family members are not occupying government 
housing, they may receive BAH or an overseas housing allowance for 365 days after the member's death. 
Your Casualty Assistance Officer will explain this entitlement to you and help you complete the required 
claim form. 

Homeowners Assistance Program (HAP): 
There are two types of Homeowners Assistance Program (HAP): Conventional and Expanded. HAP is 
subject to the availability of funds as appropriated by Congress to the Department of Defense (DoD) for 
the program; HAP will cease when all funds are expended. The U.S. Army is the DoD Executive Agent 
for administering the HAP. The U.S. Army Corps of Engineers (USACE) implements the program. 

If eligible, both Conventional HAP and Expanded HAP entail providing a financial assistance benefit 
under any of the following three home scenarios: Private Sale, Government Acquisition, or Foreclosure. 
-Private Sale: pays difference between a percentage of the home's prior fair market value (PFMV) and the
sold price of home
-Government Acquisition: pays the greater of mortgage(s) payoff OR a percentage of the home's
PFMV.
-Foreclosure: pays legally enforceable liabilities

Defense Commissary Agency (DeCA): 
The Defense Commissary Agency (DeCA) oversees the operation of a worldwide chain of military 
commissaries. DeCA commissaries provide groceries for cost plus 5% surcharge. Purchasing goods from 
the commissary saves a family an average of more than 30% compared to shopping at civilian grocery 
stores. Commissary use is available to Regular Army, Army National Guard, and Army Reserve Soldiers, 
to Retirees, and to qualified dependents. Authorized shoppers are required to possess and show a 
Uniformed Services' Identification Card (ID).  
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Conclusion 

This book is for information purposes only. It does not replace the resident Spouse Leadership 

Development Course (SLDC) at Fort Bliss, Texas. No certificate of completion will be issued.  The 

resident course is a combination of lecture, discussion, and small group experiential learning. The 

different agencies in this book are for Fort Bliss only. Check with your different agencies at your 

installation to see what services/programs they provide. The NCOLCoE SLDC Director serves as 

reach back capabilities should you need further assistance or have recommendations. https://

www.ncoworldwide.army.mil/Academics/Spouse-Leadership-Development-Course/
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