SECTION IT
THE KEY VOLUNTEER NETWORK STRUCTURE

A. OVERVIEW

The structure of the Marine Corps Key Volunteer. Network is
ocutlined in MCO 1754.2A. Each unit maintains a copy of this
Crder.

The Order directs that each unit throwghout the Marine Corps,
from battalionssguadran lavel and above appoint a Key Volunteeor
Coordinator and Key Volunteers to assist in implementing a Family
Readiness Program. The Key Volunteer coordinator and Key
Volunteers work with the unit’s Cormanding Officer (CO) and
Family Readiness Qfficer (FRO) to provide information, support
and referral assistance az needed to Marines and Marine Corps
family members.

Key ¥olunteer Coordinators ang ¥ey Volunteers are assigned at
the applicable unit level of the reserve camponent.

To support the Key Volunteer Hetwork, Headgquarters, U.5.
Marine Corps has developed a required training package,
distributed program guides and training materials, and supplied
start-up eguipment. HOMC monitors volunteer programs through the
Human Resources Division of the Manpower and Reserve Affairs
Departmnent.

At HOMC, a Key Volunteer Netwark Coordinator, who is
appointed by the Commandant of the Marine Corps, represents the
Netwerk in policy considerations and cocrdinates fnformation
flow. A= an experienced Koy Veolunteer Coordinator, this
Volunteer Coordinator serves as a liaisan betwesn the Key
Volunteer in the field and HOMC.

B. ROLES AND REEPONSIBILITIES

Guidance regarding rales and responaibilities for the ey
Volunteer Network Frogram is provided in MCOO 1754.32A.

1. The co.

The Key Valunteer Hetwork is the CO0'8 program. The ©O0 is
reaponsible fer establishing a Key Volunteer Network that meets
the unigue needs of the unit, Arieng the C's duties are to:

® Selact and appolint a Eay Volenteer Coordinator from
those gualified and intorested spouses of members of
the command who apply or are recommended for the
position based on their experience and willingnesz to
participate,



Appeint the Key Volunteers.

Issue an official letter, appointing the Key Valunteer
Coordinator and ¥ey Volunteers, which contains
specific doties and limitations (such as Privacy Aot
and confidentiallty reguirements) and providing
appropriate references such as the Marine Carps Orders
1754,1 and 1754.2A. The appointment documents include
a Statement of Understanding which defines the legal
hasis for the volunteer service to the Marine Corps.

Provide unit specific direction to prepare key
valuntecr Coordimators and Key Volunteears for thelr
assignments.

Provide information regarding and encouraging
attendance at tralnlng provided for Fey Volunteers.

Determine a budget for appropriated funds, and/or non-
appropriated funds fif availahle in the unit) or other
funding sources such as donations to the Key Volunteer
Natwork. '

Provide administrative support, use of official mail,
and reimbursement for incidental expenses such as
mileage and child care upder pre-agreed circumstances.

brovide work space, if necessary, and adminlstrative
needs -=- paper, pencils, answering machine, etc.

Fromote understanding and visikility of the Key
Voluntear Wetwork within the onit.

The FRO.

The FRO iz an active duty member of the unit who serves as
the direct link between the Key Velunteer Network ang the OO,
selected by the ©O to oversee unit family readiness for
Marines and their families, the FRO‘'s responsibilities vary
with each unit as determined by the CO. Some typlcal duties
incmluedes

terva as the wmilitary Pog, far routine matters,
between the unit and pembers of the Key Volunteer
Hetwork. This is especially impartant during
deployments.

Work with the Key Velunteer Coordinater regarding
family readiness matters.

Assist in providing adwinistrative and leogistical
support Por the unit’s Key Volunteer Wetwork.

Educate Marines in the unit on family readiness
responsibilities.
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Maintain contact with the Director of the Family
Service Center (FSC}) or the Family Readiness Support
Program Coocrdinator, and become thoroughly familiar
with the FSC's programs, training, and services.

Provide liaison for the Key Volunteer Network with
other military organizations, .., tha disbursing
cifice; ©the base-pogt office; w=to;

Maintain a consclidated unit family readiness roster,
including names, addresses, and phooe numbers of
family members, and pericdically provide-an updated
roster toe Lthe Key Volunteer Coordinabor.

Maintain a current roster of all Key Volunteers in the
unit. Provide a copy of the current roster to the FSC
on a quarterly, or more freguent kbasis, as needed.

When assigned as the FEZ at the regimental/group Iewvel
or higher, serve on the installation’s Family
Readiness Support Council.

FPerform other duties as determined by the CO.

Eev Volunteer HNetwork Advisor (Cpbionall.

Advisors to the unit’s Key Volunteer Network serve at

reqguest of the £0; and may be the spouses of the D
the senior SHCO, or the spouses of other senior

members of che unit. Although they may vary with each
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t, typical Advisor roles are to:

Serve as a mentor for the unit Key Volunteer
Coordinator and Key Volunteers.

Promote Che work of the Key Volunteer Network bthrough
A pogitive attitude and support.

Work with the Key Volunteer Cogrdinator and/or Key
Volunteers resolving difficult challenges as
appropriate and as requested,

Key Volunteer Cocrdinator.

ey Volunteer Coordinator 13 selected by Che CC bo
vide gquidance fo and coordinate volunteers who form
Key Volunteer HNetwork., Selection methods for the
rdinator vary among units. Some CO‘s appointments ars
ed on recommendations; others use an applicatieon
cess. EBach OO0 establishes his/her own selection and
eening process. Selection of a Key Volunteer
rdinator is generally based on experience, managemsant

organizational skills. A Key Volunteer Coordinator,
e Hey Volunteers, must be a spouse of & member of tche
t. Duties of a Key Velunteer Coordinator are to:



# H¥oep the O informed on A regular basis on the state
af family readiness.in the unit.

& Serve as & liajzon betwsen the CO .and Hey Volunteers,
and previde feedback. to the .00 akouk family: concerns.: ...

* Work with the. FRO regarding. family: readiness matters.. .-

&+ Cogrdinate with ey command perénnnel AS hecessary;
e.g., the FRO, X0, SgiMaj, Chaplain, etec.

o Develop un effective commundications  network-among dnit.--
families; e.¢., organiza a telephone tree- through Xey -
Valunteers and activate it upen the C0's direction or
as otherwise needed.

» Aizzist in recruiting eligible volunteers and make
recommendaticonzs te the ©O0 for appointment to Key
Volunteer positions.

» Coordinate the training of Eey Volunteers with the
F5Cfs Family Readiness Support Program Coordinator.

#+ Communicate to Key Velunteers the respensibilities of
their position, informing them about the suppeort
available from the unit and the expectations of the
i I8

¢+ Oversee the development and distribuotion of a
newsletter on a regular basis.

* Participate, as appropriate, in the logal
installation’s Family Readiness Support Frogram
Council and work clesaely with the F&SC on training and
resource pattels.

* Work with the ¥Key Voluntaer Coordinators from other
units temporarily attached to their own unit during
deployment.

* FPerform other Retwork activities as determined by the
Co.

The Key Volunteer,

The Eey Volunteer in the ¥ey Velunteer Network helds a
critical positicon in matching available resources to the
neads of families., Her/his performance is directly
linked to the gquality of life and morale of families
within the unit. The Hey Volunteer Metwork provides
ascistance to families within the unit, giving Marines
confidence that family needs and concerns will have the
attention of trained and caring Key Velunteers. Xey



Volunteers also serve as role models for family readiness
and help less experlenced familie= learn to be more sajlf-
sufficiantg,

Selection as a Key Voluntesr entails serious. responsibil-
ities and the potential for dreat persanal fulfil)lment,
The O will rcely an the Valunteerrs Judygment, reliability
ahd pasitive attitude ip accomplishing the goals of the
Family Readiness Support Program. cempleta confiden-
tiality and discretion, as discussed ip Section ¥I, is
Taguired of Key Volunteers in thoir work with Marine
familics,

The duties of Key Volunteers are io:

* Welcome apd assist inconing mewbers and fapiljes of
the unit and ensure they are aware of services
available to the "Marines Family.n

* Participate in a telephone tree as directed by the Key
Volunteer Coprdinater to enzure 4 rapid disseminatisn
of information to familjies,

* Maintain a family readiness roster of nameg,
addresses, and telephone numbars for their assigned
families and preovide changes ta the FRO via the Key
valunteer Coocrdinator,

* PFProvide informatisn to Familjes to rafer thewm to
Approprlate rescurces as neaded (FEC, Red Cress, Hawvy-
Marine Corps Reliet Society, etec.), and follow up an
referrals to ensure the assistance required was
obtained.

* Provide informatian ang feedback to unit COfs, via the
Eey Volunteer Coovdinator and FRO, regarding family
readiness issues.

* Offar moral support and assistance to families during
times of difficulty and/far crisis,

Netwark activities whars unit families =an meet each
other and form Support systems; e.qg., ?iﬂentaping,
reunion workshops, etc.

* Assist with Eey Voluntaer Hetwork newslatters gy
Providing input, writing, distributing, etc.

* Ferform other Network activities 45 determined by the
Co.

The duties of Key Volunteers do not normally include, but
C2Nn be dgne at the Eey Volunteer’s discretion:



» bahyzitting .
# driving family members on errands, etec.

* planning and crganizing gll the unitfs socisl.events: .-
{though Key Volunteers mav assist.in planning.as
needead) . = '

Obvigu=ly there are times when any one of these activities
may be the appropriate form of support on a one time basiz. Xey
Volunteers must preotect-thenselves from..over-extensien. and '
inappropriate -expectatiens of cthers.: - - . . .

A ¥ey Volunteer may leave the Network at any time, without.
repercussion. A zimple letter of resigoation should be subnitted
ta the &0 through the Key Valunteer Coordinator.

There are some situaticons that reguire - a CQ to ask for a Key
Volunteerfs resignation. Breach of confidentiality and fajilure
Lo perform agreed upon duties in a timely fashion are among the
reasons for dismissal.

Fersanal motivation needs to be examined by the candidate
before applying for this important positien. Key Volunteers
should neat expect status or persenal favers as the result af
their participation in the Network. A genuine desire to help
others apd commitment to the Marine Corps mission are the hest
motivation possihle.

Key Valunteers are taught in training to becowe more
knowledgeable about family support programs, develep skills in
providing referral services, and learn the importance of
conveying accurate information. They serve as role medels and
unit representatives., Reward comes in the farm of increased
self-eonfidence, maturity, Iindependence, and personal
preparedness te meet the challenges of 1life in the Marine Corps.

C. INTERERELATIQGHNSHIPS

Key Volunteers interact with a number of individuals and
grganizations for the Key Volunteer Network to fupction
effectively. The chart on page 13 helps to put these
relatienships in perepective.

Within = partieular unit the exact nature or the description
of these relationships may wvary. FEey vVeolenteers should note
these changes on the chart, especially if it is to be used as
part of a turnover job file when an appointment ends.

The military chain of command is a formal one. Although the
key Volunteer Network is not a chain of command, it provides a
ginilar structure to allew for efficient and effective
communication throughout the entire Marine Corps cammunity.
Volunteers are to vse the “chain of comounication™ withip their
Hetwork whenever an issue orF 3 conflict needs te he resolved.
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D. TRAINING

¥ey Voluntesr Network training is essential. for the effective
operation of the program. The purpose of- the training is to:

1. Give velunteers an understanding. of. the ¥arine Corps. |
organization and. structare, the Marine (ores:¥ov . Voluntear ..
Hetwork and its relation te the Marine Corps mission.

2. Make volunteers aware of confidentiality, ethical  issues
and professionali=m az a volumtaer. .- e

3. Develep communication and listening skilis.

4, Develep organtzational skills necessary to provide
efficient information and referral services,

5. FProvide information on local and regional resources. .

Headgquarters Marine Corps has developed a bacie training
program for the topics mandated by MCG 1754.2A, This training
prepares Xey Volunteers te assist families, which in turn
supports the unit mission readiness,

An additicnal benefit from attending training iz the
attainment of skills that encourage self re)iance and develop
telf-esteem. An ability to help others seek solutions to
prablens depends on self-confidence and communicatiap skills.
For thase who have been trained at a previcus installation,
refresher training provides an opportunity feor familiarization
with lecal reseurces and services. Yearly refresher training
SRIVES 4s an ppportunity to condust cross-training and review
lessons learned for new Key Volunteer Coordinators and Koy
Volunteers,

Most FS5Cs offer continuving education courses on topics that
help prepare Key Volunteers for more significant leadership
positions or enhance their ability to work effectively within the
Key Volunteer Wetwork. Unit level training may be conducted to
provide unigue information, service needs, service availability,
eta.  Although basic trajining is stapdardized throughout the
Marine Cerps, advanced training topics vary from inctallation to
installation and may inelude stress managenent, time management,
communications skills, etc.

11
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SECTION III
GETTING STARTED

After vanpletion of ithe: basic training, the Key Volunte.s:
will meet with. the Hey VYolunteer Coordinator -and. other Koo
volunteers in the umit. Other initial activities will include:

1. Reviewing those parts of the two maior policy documents
A

(MCO 1754.1 and MCO 1754.2h) that guide.actions withiv, tie:
Key Volunteer Netwourk.

2. Keeping a record of bazjic infurmation about each of the
assigned familiez within the unit.

3. Establishing a method for decumenting contact with
assighed families. :

4. Obtaining from the unit Coordinator an information Form
on service providers in the area or assist in developing one.

2. Keeping a record of the Hetwork's activities and
accomplishmentz. A sample form is provided at appendix A.

A. FPERSONHEL AND FUNCTIONS

Feview the interrelaticnships chart in Section IT. Tho EKevy
Volunteer needs to meect the other memnbers of the Hetwork [ FR,
other Key Volunteers) and the Family Readiness Program Support
Coordinator (FRSP) at.the FSC. If a Key Voelunteer has guastions
about how the Network operates in the unit, shefhe should aszk the
Key Volunteer Cocordinator or the FRSP Coordinator to clarify.

The Key Volunteer may nced to develop a plan for contacting
assignad families, gathering basic information, and determining
preferred methods of kecping in touch, if needed,

The sample form at appendix B can serve as a means of
developing a profile regarding persennel closely associated with
bhe Key Yolunteer Network. The Key Volunteer Coordinator can
assist in providing informaticon albout or in arranging mestings
with persennel such as:

1. The FRO,

2. OGther Eecy Velunteers,

1. The FFESP Cocrdinator.

-
=

Other FEC personnel.
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B. INITIATING CONTACT

Another aspect of getting -started. will be- the gathering and
Yagging of informatipn about the familias. assigned  to sach Key.
¥olunteer. Key Volunteers.will _he provided.a roster of Eheir -
acsigned. families/ names-.and: phone numbers. Additional infor-
mation zuch .as;the nunber of’ children .and. addresses may be ;- . .
incleded. :

It is imperative that the privacy of Marines and their
familiés he respected-by protecting this roster..informatincn and- -
using it only in.an afficial Koy Yolonteer capacity. - The unii: - -
may coliect more persﬂnal'infa;matian-by;ﬁistrihuting-fnrmﬁ at -
family days or-adding to the-information when.contacts begin with
the families. Some Families may resist giving. persanal infor-
mation until they understapnd its importance for Key Volunteersr:
assistance. If resistance is encountered, Key Veluhtecrs should
not pressure families for more. than the basic dnformation o the
roster. Respact for Marine family privacy is critical to Key
Hetwork functioning and ¢redibility. cuidelines fop abtaining
infermation during "first calls" are outlined in Section IV.

The sample form at appendix C can be. adapted to track
information in a consistent way for all the famjlies assigned,
This basic family informatisn ray be maintained en a computer
database. Fach Fey Volunteer, as a prart of her/his get
acguainted process; is expected to make contack with assigned
familjes.

C. THE CONTRAOT LOG

The third phase of start up i= to develop a procedure for
maintaining a log of family ¢ontasts, if the unit has not vet
developed gne. A sample contact leg is provided at appendix [.

Try te log all attempts te reach unit families even if it is
not successful or a message is left. This log will assist in
keeping track of how often contacts are made by Fey Veolunteers,
the issuss addressed, or questions asked by the family member
contacted.

Treat this form, as with all other netes maintained on unit
families, in a confidential and sesure manner, Even infermation
that may be considered harmless should be handled in =zuch a way
that the Key volunteer’s Tamily pembers and others do net have
dccess to it. Cenfidentiality issues are a part of the Key
Volunteer training, as is the Privacy Act guidanece that applies
to serving as a Key Volunteer.

Fart of the Job as a Key Velunteer is to provide feedback to
the CO, through the Key Velunteep Coordinator, on trends or
issues that might impact on family readiness. Describing the
nature of calls will help form part of the composite support
Frogram picture the unit ean use to refipe jits family readiness
plans.

14



. SERVICE FPROVIDERS BSUMMARY FPROFILE

A FKey Volunteer should maintain a list of service providers
in the local area. The sanple form at appendix F pravides the

Fewv. Volunterr a meanz by Screlbopmentzuch asrmefmeiers A

Huchy of thiz informetion 22 readdly avasdtable toremssbe Dhe ;
local Family Service Center aml will “be part-of the Hev Volunteer
basic training. It is also a good idea Lo establish personal
contact, especially for those services that will bhe us,d
reqgqeiarlyy Aioltirigososerabl e Sery i ekt AmEs . way
mors carpiete Informpbive: Ceesoimeladitinitiel e o U e
aeald o the TYécal RWedsCoohs Chipter imay provide sidsdcinfon
mation on services avallahle and establizn & -point o dontaoi,

At large installations, the service providers are contacted by
either ¥FSC or senior command [(Division/Wing) Key Volunteer
Coordinateors, and information passed to unit -Key volunteer
Coordinatars at training, mestipngs, ete., Tt would ke unrealistic
for the Eed Cross Lo field 300 calls from unit Key Volunteer
Coordinators and Key Volunteers.

ram et 2 e

At small bases or remote locations, nothing replaces personal
contact with service providers. When a friendly relationship has
been established it is much saszier to call with confidence for
further help or informaticn. It is strongly recommended that Hey
Volunteers schedule, whenever pessible, get acguainted visits as
part of putting together a valuable resource support group for
Hetwork families.

E. SERVICE PROVIDERS

Listed below are resources that are available on or near mast
installations. A& list should be provided to all Key Volunteers
by the loccal FSC during trajning. If one is upavailable, Key
Volunteers should record local peoints of contact, phone numbhers,
available sarvices, etc.

American Red Cross.

Career Resgurce Management Center (part of the Family
Service Center).

Chaplain's Office.

Child Developnent Center(s) — In-Home Care Coordinator #.
Commissary.

Cental Clinic.

Disbursing Office,

Department of Defense Dependent Scheools (DoDDs).
Education Center.

Exchange,

Family Service Center.

fiouzing Office = Emergency Repair.

Human Rescurces C¢ffice {formerly known as Ciwvilian
Personnel o0ffice).

Legal hssistance Office.

Library.

. Medical Treatment Facilities.

* & & F & & & @ =5 9 W
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Morale, Welfare and Recreation {MWR) .~ spoyts, pools, . .

eto.,

Fast Qffice. - :

Navy-Marine Corps Relief Society.

Provost Marshall Offfce (PMOY.:o.0. . ... ..

Ready Reserve Liaison office. .

Thrift Shop. : ' :

Jeint Public aAffairs Office. . '

POC when entire unit deployed (assigned FRC, rear
detachment or rear party officery.  -. N
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