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SUBJECT: Family Support Day Planning

1. Purpose. To inform commanders about various considerations when planning Family Day activities when associated with an upcoming deployment. This information paper was derived from the Family Support Day for Alpha Company, 17th Psychological Operations Battalion, on 8 December 2001.

2. Discussion.

    a. Planning Considerations.

        (1) Clearly state expectations for all soldiers, not just those impacted by a deployment. Examples: All Soldiers must be in attendance and listen to all presenters.  They should encourage their family members to attend.  Children should be monitored, not be left unattended, escorted to the bathroom, and absolutely no running.

        (2) Assign and designate responsibilities to include: child care lead, general runner, food maintenance, drink server, face painter, picture taker, balloon giver, crayons & coloring books participator, creator of certificates of appreciation, display safety exits, greeter(s), usher(s), assistant to guest speakers, marking danger areas for children, hall monitor, computer proficient person to assist with computer glitches.

        (3) Coordinate donations to include season-specific themes (tree for Christmas), food, decorations, facility (Legion Hall), etc.

         (4) Coordinate for speakers to include JAG, DEERs/ID Card, DFAS, USACAPOC(A) Family Support Directorate, TRICARE, American Red Cross, IDENT-A-KID, family support group lead volunteer, unit commander and others as identified.

    b. Agenda.

        (1) At a minimum include Time, Topic, Location, and Speaker.

        (2) Post large version of timeline so family members can see it. Post multiple locations both in and out of the briefing area.

        (3) Include a safety briefing and overview of the facility.

        (4) Legal brief should be first (more time needed for Wills, etc.) and make sure you have extra seats to accommodate everyone

    c. Facility.

        (1) Set up the night prior to event ensuring enough cleaning supplies and toiletries are available; garbage cans, plastic bags; paper towels, etc.

        (2) Look doors for no entrance, tape off or place signs for danger areas; ensure safety exits are in working condition and labeled to include fire extinguishers; make sure evacuation procedure posted

        (3) Both bathrooms should have a baby-changing table.

        (4) Remove obvious dangerous cleaning materials.

        (5) JAG. Provide separate/private area for legal issues. Ensure area is equipped with phone, computer w/printer, empty diskettes, copy paper, pens, table and chairs/phone copy machine, etc.

        (6) Children’s Area. Area should away from briefing area and be cleared of all debris; classroom with tables and chairs preferred. Rough housing games are strongly discouraged, but have on hand, “Dealing with Separation” coloring books provided by USACAPOC; crayons, a chalk board, chalk, balloons, singsongs, face painting, TV, VCR, children’s videos, cassette player, children’s cassettes, books, dry erase board, board games POST rules and regulations for children: Example: no running, fight, etc. Reward good behavior.

        (7) Meal Service. Make sure your guests eat first! Ensure enough condiments, plates knifes, forks, etc.  Self service on either side of table.  Serve beverages and desserts on a separate table to speed up the process.

    d. Presenters.

        (1) Receive written conformation of attendance via email or regular mail and follow-up the week of the meeting to confirm.

        (2) Obtain a copy of the presentation material and confirm time needed to present.

        (3) Speakers should provide you with a checklist of requirements needed by soldiers; volunteer to make copies of their handouts so that you know you’d have them the day of the event.

        (4) State specifically which topics need extra attention because of a specific mission. Make sure presenters allow for a Q & A time, and that they are available after the program for questions or that they leave a number for follow-up inquires.

        (5) Make all handouts available at the back of the room so not to disturb the speaker.

        (6) Provide each presenter a direction strip map, hotel information, driving directions, and contact number.

        (7) Designate a dictation person to write down all questions and subsequent answers.

        (8) Send thank you notes or certificates of appreciation.

    e. Audio / Visual Needs.

        (1) Test out all equipment/video projection device, ensure replacement bulb & batteries, extension cords are available, tape down all cables or wires (safety) check on outlet availability.

        (2) Use microphone if available.

    f. Feedback Form.

        (1) All topics should be on this form in order of presentation.

        (2) Include the speaker’s name and subject matter.

        (3) Provide each section to be ranked for relevance and provide a comments section for each brief.

        (4) This form should be available at the beginning of the day, (passed out by the ushers) and collected at the end of the day as guests are walking out the door.

        (5) At the end of the form put lines in for spouse/family information in order to participate in family support group, or if time permits have a FR flyer passed out.

        (6) Designate a person to collect forms or create a feedback box.

    g. Other Considerations.

        (1) If on drill weekend, consider a late start time to encourage greater participation. Not all families have multiple vehicles.

        (2) Usher late arrivals (have the back of the room or area set up with chairs for later comers)

        (3) Ice breaker before session starts (make name tags for family members)

Example: Introduce yourself to someone you don’t know

        (4) Communicate start of next briefing after a break. Example: Dim lights between briefs, intercom, etc.

        (5) Have reservists who arrive alone park farther away so families can park closer (in the event of bad weather).

        (6) Display or operate unit-specific skills and or equipment to familiarize family members with the unit’s mission.

        (7) Include and introduce the battalion chaplain during the activities.

3. Conclusion. Commanders must consider various when planning a family day especially when it is associated with an upcoming deployment.
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