Indoctrination Training
Mailer:

Ombudsman Handbook

Ombudsman Instruction 1750.4D

Resource Phone/Web list

Welcome Letter/ Survey

Service Hour Report

Ombudsman Tool Kit

What is an Ombudsman

American Red Cross Information

Ombudsman Handbook:

Read at your convenience, it will be the primary focus of the CORE training.  Any questions on any material you have reviewed?

Ombudsman Instruction:

It will be the primary focus of the Indoctrination training.

First, about the appointment process, did you:

· Complete the Application to Volunteer as a Coast Guard Ombudsman which includes the authorization for a Family Advocacy reference check        (Commandant Instruction, Enclosure (3))

· Complete the DD2793 (Commandant Instruction, Enclosure (3))

· Receive an Appointment letter

· Was it presented at a unit function

· Receive an official up to date unit roster

· Receive a name tag

Commandant Instruction page 8; Unit Ombudsman shall:

(1)  Serve as a liaison between the Command and families and report directly to the CO/OINC;

The Ombudsman serves as a liaison to the unit Command, unit family members, and unit members’ parents and siblings. The role includes communicating official information from the Command to the unit families. Communication includes phone calls or phone trees, emails, newsletters, and briefings (pre-deployment)

(2) Work within the scope of responsibilities, functions and duties of the Instruction and the appointing CO/OINC.  Ombudsman working outside the scope of their responsibilities are not covered by this Instruction and are considered a liability to the Coast Guard. The CO/OINC has the authority to address such a breach with the Ombudsman through counseling or even removal of the appointment letter;

Under no circumstances will the Ombudsman act independently. The Ombudsman’s responsibilities are designated and explained in the Commandant Instruction.

(3) Provide information and referrals to families of available services and benefits and explain that all services may  not be available in the identified geographical location but may be made available through other civilian, federal or military agencies. Ombudsman should use the local unit and servicing ISC Work-Life Specialists as the first priority in their referral process;
Providing referrals is a major part of the Ombudsman responsibilities. Families will call the Ombudsman and ask for a specific referral number or will call with a question or problem and the Ombudsman will need to identify the appropriate referral or resource. If you don’t know the answer, it is fine to tell the caller you need to investigate their request and you will call them back.  Ombudsman can do research in their resource files or contact another Ombudsman or Ombudsman Coordinator for assistance. In your packet is a Resource Phone/Web list that will give your Resource Binder a start and that you can fill in with your local area resources. Also in your packet is the Ombudsman Tool Kit that provides tips and suggestions for building your resource binder.
(4) Compile demographic information by unit, number of families served, number of deployment or other informational groups briefings, total number of service hours contributed, total amount of reimbursement and program related expenses, total amount of childcare reimbursement for children under the age of thirteen, request for unit program support, dates and locations of field training provided, and the number of personnel trained;

In order to secure funding for the Ombudsman program by demonstrating the work-load of the program, headquarters requires that each Ombudsman submits a Monthly Service Hour Report.  The reports are also used by Commands for recognition, letters of reference and to also secure unit funding.  The reports can also be used by Ombudsman to document volunteer service hours for resume purposes, additional volunteer positions or employment positions.

In your packet is the Service Hour Report sheet.  This is the report you will complete every month that reports the hours you work an Ombudsman and the type and number of referrals you make every month.


Name


Unit


Month


Volunteer Service Hours



Date



Duty:

· Computer: service hour report, data processing, Ombudsman related research, computer not otherwise specified.

· Email: sending, receiving, reading, organizing, etc.

· Newsletter: all related activities

· Phone: making, receiving, phone-trees

· Training: receiving (Ombudsman or unit related)

· Briefing: giving training or presentations (pre-deployment)

· Meeting: with Command, on behalf of the Command, or any other related

· Travel: any Ombudsman related

Hours:

· Time increments:

.25 = 15 minutes

.50 = 30 minutes

.75 = 45 minutes

1.0 = 60 minutes

Total Volunteer Hours – formula already included in cell

Referrals


Type - listed, add others


Tally – 1 for each referral given


Total – total at month-end


Total Referrals – formula already included in cell

Ombudsman Service Hour Reports need to be submitted to the unit Command and the Ombudsman Coordinator by the 5th of the month.
(5) Inform the servicing ISC Work-Life Family Resource Specialist (FRS) whenever a family with special needs is identified, and encourage enrollment in accordance to reference (f);
Referrals to the Special Needs program need to be reported to the FRS (Vina Fejarin).  The information is just that a referral was made from your unit but no identifying information is given.

(6) Compile information maintaining accurate and complete records on assistance agencies, military and civilian, to include telephone numbers, locations and point-of-contact;
This is your Resource Phone/ Web list and other resources you add to your list and Resource binder. This includes maintaining your Resource information by auditing your files on a schedule (quarterly, semi-annually, and annually)

(7) Maintain an up-to-date phone tree and email addresses to inform unit families of immediate unit information. All contact information is covered by Privacy Act guidelines and shall be used for official purposes only;

The official up-to-date roster you received upon appointment needs to be updated when new crew members report aboard and current crew members depart. Check with your point-of-contact how you will be notified of personnel changes.  Contact information can not be used for any other purpose (spouse association, in-home parties, etc.).  Be sure to use the blind copy function when sending unit emails.
(8) Develop, within unit guidelines, newsletters, websites, care lines, and other methods to inform families of upcoming unit events, referral information and other needed information for families;

Command approval is required of a newsletter before distribution.  Websites must be developed with CG policy guidelines and approved by the Command.  

We will cover these communication vehicles in depth during CORE training – the most important thing to remember now is that all communication needs to come from the Command or be approved by the Command.

(9) Promote general awareness of family readiness planning to ensure family members are prepared to deal with unique roles and responsibilities of service members;

Include disaster, crisis, and emergency preparedness information in your newsletters, during briefings, during unit trainings, or as a special mailer.  It is important that spouses understand that in most cases the active duty member will be recalled during times of disaster, crisis and emergency.

(10)Compile information on family concerns reflective of the entire unit and report

 such concerns directly to the CO/COINC;


When you receive more than one call on a subject, notify the Command.


For example, while stationed in Hawaii…..

(11)Immediately report all allegations, suspicions and substantiated incidents o
 family violence along with any pertinent information to the CO/OINC and
 servicing Work-Life Family Advocacy Specialist (FAS). If unable to contact the
 CO/OINC  or servicing Work-Life FAS, contact the servicing Work-Life
 Supervisor in accordance with reference (c).

This is mandated reporting.  Any incident is reported immediately to the

 Command and the FAS.  If you can’t reach the Command, the FAS you can

contact the Work-Life supervisor or the Ombudsman Coordinator (me).  In the

case of immediate danger contact the local emergency number (9-1-1)

      12) Immediately contact the proper authorities in cases of potential homicides,

 violence, or life endangering situations, and immediately contact the CO/OINC;

This is mandated reporting.  Any incident is immediately reported to the CO/OINC,


And the local emergency number (9-1-1) in the case of immediate danger.

         (13) Not serve as a professional counselor or provide professional advice or

 counseling services, even if the Ombudsman is professionally trained to provide

 these services;


Providing professional counseling services is outside the scope of Ombudsman

 Responsibilities and grounds for termination.
      (14) Not develop of maintain records on individual family members beyond

 information and referral to services and programs. Forward information and

 referral data collected, on a monthly basis to the CO/OINC. Names of referrals

 will not be included in the report, only the number of referral and services used;


This is routine reporting. Routine reporting includes the Ombudsman Service Hour

 
Report which does not contain identifying information.  Phone logs are


confidential and not copied to the Command or Work-Life personnel and not

passed to on-coming Ombudsman upon resignation.

      (15) Ensure confidentiality of information provided by family members is maintained
 and information is provided to unit personnel strictly on a need-to-know basis;
You can ensure confidentiality by securing phone lists, email lists, and phone logs.

When reporting information be sure to follow the guidelines under mandated and

routine reporting guidelines.

      (16) Attend annual training for updates to the Instruction and guidance on


implementation of the Ombudsman program;


Annual and maintenance training is now provided on-line, by mail, or phone.

      (17) Keep expense logs and receipts for reimbursement;


Before incurring expenses, obtain Command approval.  Once expense is approved,


keep receipts and submit timely.

      (18) At the discretion of the CO/OINC, represent the unit on boards or committees 


that provide support for the unit and families;

      (19) Serve on an Ombudsman advisory committee (enclosure 2) when such

 committee is designated by the CO/OINC;
      (20) Promote interagency cooperation and information sharing.


When Coast Guard resources are not available, promote other DOD service


resources.  In turn, be available as a resource for other agencies.

Confidentiality

The Ombudsman will maintain confidentiality AT ALL TIMES!

· Confidentiality is the most important responsibility the Ombudsman has.  Breaking confidentiality is grounds for immediate termination.

· The exception to confidentiality is that Ombudsman are mandated by law and policy to report suspected, alleged or substantiated cases of family violence, neglect, threats of suicide, homicide, violence or life endangering situations to the Command, the appropriate Work-Life program manager and in cases of immediate danger the local emergency number (9-1-1).

· If you are unsure if the information is covered under mandated reporting, call the Ombudsman Coordinator.

