Standing Operating Procedures

Headquarters, United States Army Recruiting Command

Army Family Team Building

 Program Administration

1.  PURPOSE:  To establish guidelines, policies and procedures of operation for the United States Army Recruiting Command’s Army Family Team Building (AFTB) program.

2.  APPLICABILITY.  The Standing Operating Procedures (SOP) applies to paid and volunteer AFTB Program Managers, Master Trainers, Instructors, and other AFTB volunteers, students, and staff.

3.  REFERENCES:  

     a.  CSA/SMA Memorandum, 16 December 1994, Army Family Team Building Program.

     b.  CSA Memorandum, 17 April 1996, Reshaping Family Programs for the 21st Century.

     c.  USAREC Program Manager’s Handbook.

     d.  AR 215-1&2, Morale, Welfare and Recreation.

     e.  AR 608-1, Army Community Service.

     f.  608-xxxx, Army Family Team Building Program. 

4.  ELIGIBILITY:  The Total Army Recruiting Family is eligible to participate in AFTB training and activities.  Eligible participants include:

     a. Family members of cadre and detailed recruiters.

     b. Service members assigned to the United States Army Recruiting Command.

     c. DEPs and their significant others.

     d.  DA civilians employed by the United States Army Recruiting Command.

     e. Retirees. 

5.  PROCEDURES:
     a.  The Soldier and Family Assistance (SFA) Program Manager will serve as the AFTB Program Manager for their respective recruiting units.  The SFA is responsible for the recruitment, training and mentoring of AFTB volunteers within their units.  The SFA may select a qualified Lead Volunteer to assume the role of program manager with the approval of the commander.  

     b.  The AFTB Program Manager will:

          (1) Be a DA-certified Master Trainer.

          (2) Attend the DA AFTB Program Manager Course.

          (3) Develop and establish a plan of action to meet the USAREC goals pertaining to the number of instructors per recruiting company and number of classes offered by instructors.

          (4) Participate in the HQ, USAREC AFTB Steering Committee.

          (5) Complete the DA Army AFTB NetTrainer report and Status of USAREC AFTB Training report quarterly and forward both reports to higher headquarters.

          (6) Secure logistical support and supplies for AFTB volunteers.

          (7) Assess their program and report needs and resourcing requirements to higher headquarters annually.  Assessments may be part of an over-all family program assessment and include focus group information, end of course evaluations, and commander observations.

          (8) Ensure all AFTB volunteers are registered, have signed volunteer agreements, written job descriptions, and are recognized by the unit for their contributions at least annually.

          (9) Develop and implement a marketing plan to increase community awareness of the USAREC AFTB program and increase program participation.

6.  TRAINING:  

     a.  AFTB Program Manager is responsible for planning and conducting Instructor Training within their units.  

     b.   AFTB Instructor Training will consist of at least 12 hours of instruction IAW Department of the Army Minimum Standards for AFTB Instructor Training.  This will ensure a greater measure of success for new instructors.  The following concepts will be included in all USAREC AFTB Instructor Training:

          (1) Overview of the USAREC AFTB Program.

          (2) Types of Learners.

          (3) Planning Processes.

          (4) Methods of Instruction.

          (5) Instructional Aids.

          (6) Classroom Management.

          (7) Unit support structure/chain of concern.

     c.  Training agendas and training schedules will be sent to the HQ, USAREC AFTB Program Manager prior to conducting Instructor certification training.

     d.  Instructor Training will be conducted by DA-certified Master Trainers.  Effort should be made to use DA-certified Master Trainers within the unit.
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