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29 July 1998

MEMORANDUM FOR Leaders, Soldiers, and Spouses of HHC/2-70 AR

SUBJECT:  Hellhound Family Support Group Standard Operating Procedures

1.  Reference.


a.  DA Pamphlet 608-47, Guide to Establishing Family Support Groups, 16 AUG 93.

2.  Purpose.  To provide guidance for sustaining family support group activities within HHC.  The primary goal of our family support group is to support our military mission through provision of support, outreach, and information to family members and soldiers.  The family support group is a recognized organization of family members and soldiers belonging to this unit, who together provide an avenue of mutual support and assistance, and a network of communication among the family members, the chain of command, and community resources.

3.  Responsibilities.

a.  Company Commander.



(1)  Anticipates and addresses the needs of the company’s soldiers and their families when a temporary separation occurs through orientation programs, FSG newsletters, predeployment briefings, family assistance handbooks, and social functions.



(2)  Facilitates systems of mutual assistance and a network of communication prior to and during deployment that includes the family support group and the chain of command.



(3)  Actively sanctions the family support group and officially appoints the key representatives.



(4)  Provides unit information systems, facilities, and resources to the family support group to include unit rosters, government mailing, and administrative supplies.



(5)  Ensures that family members receive an installation telephone directory and prior to a deployment a family assistance handbook.

b. Family Support Group Volunteer Coordinator.
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(1)  Serves as the commander’s primary family member representative and point of contact.



(2)  Represents the family support group along with the commander at battalion level family support meetings or functions.



(3)  Serves as the primary liaison between the commander and family members.


c.  Family Support Group Volunteer Fund Custodian.



(1)  Maintains, accounts for, and documents spending of the family support group informal fund.

(2)  Provides the commander with quarterly financial reports.



(3)  Ensures that use of the family support group fund is limited to expenses that support the purpose and mission of the family support group, and that the money will not be spent in a way that appears to be improper or contrary to Army interests. 


d.  Soldiers.



(1)  Keep the chain of command informed of any change in family status (marriage, births, divorce, deaths, etc.)



(2)  Keep appropriate deployment documents such as Family Care Plans and required emergency data updated in their personnel files.



(3)  Ensure that information regarding the family support group is provided to family members.



(4)  Support and encourage family members to support the programs, services, and activities designed to maintain and enhance the quality of life and well being of all members of the family support group.

4.  Family Support Group Meetings.  FSG meetings will be held once per month at a location and time to be determined by the FSG coordinator and commander.  Purposes of the meetings include but are not limited to:


a.  Plan and coordinate future FSG activities or functions.


b.  Disseminate important command information about upcoming training events, distribute updated calendars, etc.
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c.  Welcome new family members.


d.  Review FSG fund status. 

5.  Family Support Group Fund.  The family support group fund is considered an informal fund and does not require the need to apply for Private Organization status as long as the fund does not exceed $1,000 at any given time.  The commander will appoint in writing a volunteer family member to serve as the fund custodian.  Use of the fund is limited to expenses that support the purpose and mission of the FSG, and the money will not be spent in a way that appears to be improper of contrary to Army interests.  The family support group funds will also be used for activities that support the entire group rather than for specific individuals.  Any disbursement of funds will first be approved by a majority vote of FSG members in attendence when the motion is made to purchase goods or services.

6.  Family Support Group Newsletter.  The family support group will publish a newsletter once per month as one aspect of the outreach program and communication system.  The goal of the newsletter is to disseminate important family support and command information to soldiers and family members within the unit.  In order for newsletters to be mailed using official government prepaid envelopes, they must contain official information only.  In accordance with DA PAM 608-47, official family support group information relates to command and essential information that the commander believes families should have to be better informed.  Prior to mailing, the commander will apply the following guidelines to determine whether the content of the newsletter is official:


a.  Information related to unit mission and readiness, including family readiness.


b.  Information which is educational in nature, designed to promote informed, self-reliant Servicemembers and families.


c.  Information regarding servicemembers and families which promotes unit cohesion and helps strengthen the ongoing esprit among family members within the unit.  When the commander determines that a newsletter contains unofficial information, money from the family support group fund will be used to purchase postage stamps to mail the newsletters via standard U.S. Mail.

7.  TELEPHONE NETWORK/CHAIN OF CONCERN.  The company telephone network or chain of concern is a vital tool in disseminating information to members of the family support group.  To facilitate phone contacts, a family support group roster consisting of names, addresses, and telephone numbers of soldiers and families within the unit will be distributed to family support group volunteers.  Participation must be on a voluntary basis and a Privacy Act statement will be included on the roster.  To maintain maximum participation, the purpose of collecting this information will be explained to all soldiers during their inprocessing into the company and to all family members at a family support group meeting or welcome briefing.
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8.  RECOMMENDATIONS.  An active family support group is vital to unit effectiveness during deployment or extended training exercises.  All soldiers and family members are encouraged to provide feedback and recommendations to improve FSG operations.  Recommendations can be given verbally or in writing to the family support group coordinator or company commander.
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