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SUBJECT:  Army Community Service (ACS) Family Readiness Center (FRC) Standing Operating Procedures (SOP)

1.  PURPOSE.  To establish policies, responsibilities and guidelines for the ACS FRC.

2.  APPLICABILITY.  This SOP governs the operation of the ACS FRC and its users.

3.  REFERENCE.  AR 608-1, Army Community Service Program

4.  TERMS AND ABBREVIATIONS.  Those used in this SOP are contained in AR 310-25 and AR 310-50, or they are explained during their use in this SOP.

5.  RESPONSIBILITIES.


a.  The Community Life Officer is responsible for the overall operation of the ACS FRC to include policies and procedures governing its operation.  The Installation Volunteer Coordinator, the Army Family Team Building and Army Family Action Plan Manager, the Employment Readiness Program Manager and the Mobilization and Deployment Program Manager will be responsible for the daily operation of their respective programs.

6.  AUTHORIZED PATRONS.


a.  Active duty military personnel and their family members.


b.  Retired military personnel and their family members.


c.  Army National Guard and US Army Reserve and their family members


d.  Department of the Army (DA) civilians and their family members.


e.  Family members of prisoners of war or personnel missing in action, if otherwise eligible for services.


f.  Family members of military personnel who died while on active duty, if otherwise eligible for services.


g.  No qualified disable person will, on the basis of a disability, be excluded from participation in, be denied the benefit of, or otherwise subject to discrimination.

7.  HOURS OF OPERATION.  The ACS FRC will be open during normal duty hours, 0800 - 1630, Monday through Friday, except on Federal holidays.  The ACS FRC will also be open during expanded hours, as required, in support of individual ACS programs and Family Readiness Group (FRG) activities.

8.  GENERAL GUIDELINES.  The primary purpose of the ACS FRC is to provide programs and services that will help improve the quality of life for soldiers and their families.  This will be accomplished by effective management procedures, which will ensure that the facility is available for maximum usage in support activities, such as FRG meetings and special activities.  The facility consists of a large lobby and four classrooms and/or conference areas.  A full kitchen is available, to include an ice machine.  The facility also consists of an approved childcare area for onsite childcare, when required.  This facility is not intended to be used for activities such as unit parties.

9.  SUPPLIES, WORK ORDERS, AND HOUSKEEPING


a.  Ordering of general supplies for the upkeep of the building will be the responsibility of the Community Life Office.  Each program manager will be responsible for ordering the supplies for their individual program.


b.  Work orders for the building will be submitted and controlled by the Community Life Office.


c.  The Services Division, Directorate of Morale, Welfare and Recreation will provide housekeeping services.  The Services Division employees will conduct nightly cleaning of all common use areas, to include the kitchen.  This cleaning will also include the glass doors and windows at the front entrance and the front porch.  This cleaning will be conducted after 2100.  The Services Division employees will not clean individual offices.  ACS employees will be responsible for removing their individual trash from the building, or they may deposit their trash in one of the large containers in the common use area.  Trash cans must not be left in the hallway outside the offices.

10.  SAFETY AND SECURITY.


a.  All injuries occurring in or around the ACS FRC will be reported to the Community Life Officer.  DA civilians will be referred to the Occupational Health Clinic.  Any other person requiring medical treatment will be referred to Bayne Jones Army Community Hospital or an appropriate medical facility.


b.  To report a fire, dial 911 and give the exact location of the ACS FRC, to include the street, building number and reference point, i.e., Building 924, Mississippi Avenue, next to the Bayou Theater.


c.  Any disturbances or acts of misconduct will be reported to the Military Police at 531-COPS.


d.  Only ACS staff members will secure the ACS FRC at the end of the workday or after an evening function.  Windows and doors will be checked, all inside lights will be turned off, and the staff member will be required to complete Standard Form 701, Activity Security Checklist (see Appendix A), which is attached to the wall located on the right side of the Main Entrance.  Employees are required to lock their individual offices at the close of each business day.

11.  BUILDING USAGE.  The ACS FRC will be used for ACS sponsored classes and programs.  Room number 19 has been designated as a FRG Leaders’ Media Center.  This center contains distribution boxes for every FRG, a copier, and a computer, available for the sole use of FRG Leaders.  The remainder of the facility will be available for Installation family programs to include FRGs, under the following conditions:


a.  Reservations for the use of the facility may be made, on a first come, first serve basis, by calling 531-9834 or email cadorp@polk.army.mil or ken.willoughby@polk.army.mil  The following information must be provided when making a reservation:

 

(1)  Name of event. 



(2)  Description of event.



(3)  Name, rank or title of person making the request.



(4)  Date for which the facility is being requested, to include beginning time and projected ending time.



(5)  Projected attendance. 



(6)  POC, to include phone number and email address.



(7)  Note: The individual making the reservation will be required to sign a FRG Policy and Usage Requirement Agreement (see Appendix B).  This agreement may be signed anytime between the time the reservation is made and the beginning of the scheduled event.


b.  Reservations will only be accepted for a 45-day window and be scheduled for a maximum of two events, i.e., if calling on 15 June, one can only make a reservation for the timeframe of 15 June through 30 July.  The procedure is to prevent one activity from booking a favorable night for an extended period.  Exceptions may be granted on a case-by-case basis.


c.  The occupant will have the sole use of the reserved areas and joint use of all common areas, to include the kitchen.  The cooking of food items by FRGs is prohibited.  The cooking of food items by ACS employees is prohibited, unless approved in advance.  Precooked food items may be heated in the microwave oven or the conventional oven.


d.  An ACS Staff member will be present in the facility during all activities.  When an activity is scheduled after normal duty hours, the staff member will arrive at the facility not later then 30 minutes prior to the activity and remain on site during the entire event.  The staff member also will be responsible for securing the building and conducting all required security inspections prior to securing the building. 

12.  CHILD CARE.


a.  Parents or individuals designated by the unit FRG must be on the site at all times when children are being cared for at the ACS FRC.  At no time will children be left in the childcare area unsupervised.  


b.  The Child and Youth Services (CYS) staff or certified Family Child Care (FCC) Providers will conduct authorized childcare on-site during scheduled activities.  Coordination of authorized childcare is the responsibility of the unit or program, whichever is appropriate.  Authorized care will only be performed by CYS or FCC personnel and will comply with all applicable regulations and policies.

13.  POINT OF CONTACT (POC).  The POC for this SOP is Paul Cador, Army Community Service, 531-1897.

                                                                            // Original Signed//




MARK D. ROCKE





Colonel, Infantry





Garrison Commander

Appendix A – Standard Form 701

Appendix B – FRC, Policy and Usage Requirements
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