Standing Operating Procedures

Headquarters, United States Army Recruiting Command

Army Family Team Building 

Steering Committee

1.  PURPOSE:  To establish guidelines, policies and procedures for the operation of the AFTB Steering Committee.

2.  APPLICABILITY:  Standing Operating Procedures (SOP) applies to all members of the AFTB Steering Committee.

3.  REFERENCES:   

     a. USAREC AFTB Program Administration SOP

     b.  USAREC AFTB Program Manager’s Handbook

     c.  AR 608-xxxx.

4.  ELIGIBILITY:  The AFTB Steering Committee shall be made up of the following members:

     a.  The AFTB Program Manager.

     b.  AFTB Lead Volunteer. 

     c.  CG spouse or representative.

     d.  DCG East/West spouses or their representatives.

     e.  CSM spouse or representative.

     f.  Brigade Soldier and Family Assistance Program Managers.

     g.  Brigade AFTB Lead Volunteers.

5.  PROCEDURES:

     a.  The AFTB Steering Committee will meet quarterly via telephone conference call or video teleconference.  Additional meetings will be scheduled as needed and when identified by Steering Committee members.  

     b.  The AFTB Program Manager or AFTB Lead Volunteer will take the minutes of the meeting.

     c.  Each member of the Steering Committee, whether or not present for the meeting, will receive a copy of the minutes.

     d.  The AFTB Steering Committee will be conducted according to an agenda.  The agenda will be available to Committee members prior to the meeting.

     e.  The Steering Committee’s role is to provide guidance and support to the USAREC program, provide input in developing program mission and vision statements, assist in identifying long range goals, and support the AFTB program manager in dealing with program challenges.

     f.  The Steering Committee will review all expenditures of the Combined Federal Campaign funds quarterly.

    g.  The Steering Committee will be responsible for development of an annual AFTB assessment of survey tool.

     h.  The Steering Committee will review all Master Trainer and CORE applications prior to submitting to Department Army Community and Family Support Center.

6.  DUTIES AND RESPONSIBILITIES:

     a.  Program Manager/Lead volunteer will:

          (1) Chair Steering Committee.

          (2) Ensure all members are notified of meetings.

          (3) Prepare agenda.

          (4) Distribute minutes to all members.

          (5) Recruit members for Steering Committee.

          (6) Carry out decisions of the Steering Committee, or delegate as appropriate.

     b.  CG, DCG East, DCG West, and CSM spouses will:

          (1) Serve as advocates for the program.

          (2) Act as a link to the Command, keeping the program in step with the goals and mission of USAREC. 

          (3) Attend USAREC AFTB functions as much as schedule permits

          (4) Represent the USAREC AFTB Program at Spouse Pre-Command Courses, Leader’s Conferences, Annual Training Conferences and Brigade Symposiums, when possible.

     c.  Brigade Soldier and Family Assistance (SFA) Program Manager/Lead Volunteer will:

          (1) Participate in all Steering Committee conference calls and VTCs or have a representative participate in their absence.

          (2) Maintain a record of training, briefings, and presentations conducted within their brigades and provide status report to Steering Committee quarterly.

          (3) Act as spokesperson for the program, promoting AFTB training to family members, recruiters, and battalion/company leadership teams.

          (4) Provide updates on the progress made by subordinate units in accomplishing USAREC AFTB program standards and goals.
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