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Department of the Army

HEADQUARTERS, UNITED STATES ARMY RECRUITING COMMAND
1307 THIRD AVENUE
FORT KNOX, KY 40121-2725
      REPLY TO

                      ATTENTION OF

RCPER-HRD-SF                                                                                                         1 NOV 2014


MEMORANDUM FOR All USAREC Soldier and Family Assistance Program Managers
SUBJECT:  Newcomer’s Orientation Standard Operating Procedures 
1.  REFERENCES:  
2.  PURPOSE:  To provide guidance on the responsibilities and implementation of standardized Newcomer’s Orientation. 
3.  APPLICABILITY:  Applies to all USAREC Units
4.  GUIDANCE:  USAREC Soldier Family and Assistance Branch has established a Newcomer’s Orientation to ensure that all incoming personnel and their Families are aware of the quality of life programs and support that exists within USAREC. 
5.  PROCEDURES:
     a. The Newcomer’s Orientation will be virtually hosted via Google+ Hangouts.  The orientation will rotate amongst HQ USAREC and all six Brigades.  A master calendar will be issued that will display dates for which BDE/HQ USAREC SFAB will be hosting the orientation every other month.  
     b. Implementation:   Headquarters, United States Army Recruiting Command, Public Affairs will establish and issue web links for each Google + Hangout, to the Chief Soldier and Family Assistance Branch, NLT 10 days following the last Google Hangout session.  This allows for NLT 45 days to promote and share the link for newcomers to participate .  
6.  RESPONSIBLITIES: 
a. Soldier and Family Assistance Program Managers within Brigades
(1) Commanders, Brigade and Battalion Soldier and Family Assistance Program Managers will receive master calendar with date of each USAREC newcomer orientation.  
(2) All Commanders and all Brigade and Battalion Soldier and Family Assistance Program Managers will promote the USAREC newcomer orientation to all newly assigned Soldiers and their Families, ensuring newcomers are aware and provided the link to attend the newcomers orientation. Any newcomer can participate in any USAREC newcomer orientation regardless of which Brigade is hosting.
(3) All BDEs will attend all scheduled Newcomers Orientations in case a Brigade specific question is asked by a participant.  

(4) Each Brigade Soldier and Family Assistance Program Manager host of a Newcomers Orientation via Google+ Hangout will address cyber security measures, such as no personal identifying information during the USAREC newcomer orientation. 
(5) Brigade Soldier and Family Assistance Program Managers will coordinate with all individuals that will present at their scheduled USAREC newcomer orientation, if other agencies will be invited to present their specific quality of life information.  
(6) Brigade Soldier and Family Assistance Program Managers will set up Google+ Hangouts and YouTube accounts. 

(7) Brigade Soldier and Family Assistance Program Managers will ensure they conduct a test on their computers at least three days before the USAREC newcomer’s orientation within Google+ Hangout to ensure their computer can support the connection the day of the USAREC newcomer orientation. 
(8) Each Brigade Soldier and Family Assistance Program Manager host will administer After Action Report and share the AAR with HQ USAREC Chief SFAB NLT three days following their hosted newcomers orientation Google+ Hangout session.  

(9) The USAREC-wide Newcomer’s Orientation does NOT take the place of the mandatory orientation that the Battalion Soldier and Family Assistance Program Managers provide to their newcomers. 

b. All Brigade SFAs hosting a Newcomers’ Orientation Google+ Hangout Session will utilize the standardized USAREC-wide Newcomer’s Orientation briefing slides. 
c.  Any changes to the standardized briefing slides must be approved by the HQ USAREC Chief SFAB NLT seven working days prior to the scheduled Newcomers Orientation session.  This is due to the slides being posted to the HQ USAREC SFAB Website for Newcomer participates to download.  
d. Each Brigade Soldier Family and Assistance Program Manager host will ensure minutes are taken, listing all questions asked during their USAREC newcomer orientation session. A copy of the minutes will be forwarded to HQ-USAREC Soldier and Family Assistance Branch and all Brigade Soldier and Family Assistance Program Managers.

e. The USAREC-wide Newcomers Orientation briefing slides and the session schedule will be posted on the HQ USAREC SFAB Website, for participants to download.  

f. The Army Recruiting and Retention School will send the link for the USAREC-wide Newcomer’s Orientations out to all spouses of Recruiters attending the Army Recruiting Course, in a welcome letter.  The welcome letter will also include the SFAB Website link for all spouses to download a copy of the briefing slides and to obtain the schedule dates of all Newcomers Orientation sessions.

7.  PROPONENT:  HQ USAREC-SFAB is the proponent for this policy. The POC is Chief, Soldier and Family Assistance Branch, Ms. Frankie Stull- 502-626-0735, EMAIL:  frankie.l.stull.civ@mail.mil
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