2/5 Key Volunteer Network

Commander’s Intent

Dear Key Volunteers,

Thank you again for volunteering to be a part of 2/5’s Key Volunteer Network (KVN).  Your country already asks so much of you and your husbands that it is inspiring to see so many volunteer for this important service.  In order to keep our purpose clear, the following describes the rules of the road for 2/5's KVN.

KVN PURPOSE

2/5's Key Volunteer Network is a command information program composed of trained volunteers (Key Volunteers, Coordinators and Advisor), Commanders, the Family Readiness Officer and the Dependent Assistant During Deployment (DADD) who, when the Battalion 

is deployed,

(1) 
Pass approved command information to our families and 

(2) 
Refer families to the many resources available to them in 

 
time of need.  

KVN PRINCIPLES
-
Command Program.  The KVN program is a command priority as it takes care of the families of our deployed Sailors and Marines.  The Battalion and Company commanders are responsible for their KVN organization, training, and information.  Commanders will also approve company level KVN events and resolve potential conflicts.  

-
Volunteers.  The KVN is based on the good will and high ideals of our volunteers.  The command will support and serve our KVN’s in every way possible.  The Command, FRO, DADD and supporting organizations will work families' requests for help referred to them by the KVN.  The KVN’s assist the chain of command.  The chain of command does the heavy lifting.

-
Confidentiality.  All issues and private information must be kept confidential both within the KVN and the command.  Nothing will impair the KVN mission more than breaches of privileged information or violations of trust.  

-
Keep it Simple.  The KVN's purpose is simple and will be executed with minimal time demands of our volunteers and families.  
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TRAINING

Standardized training for all Key Volunteers is essential to the KVN's success and is required by Marine Corps Order.  All Key Volunteers are required to take the current KVN Basic Course and Key Volunteer Coordinators (KVC’s) must also take the KVC Course.  The training reference is the Key Volunteer Training Guide (NAVMC 2920).  

Commanders will ensure that their KVC’s and, if at all possible, all Key Volunteers are trained prior to assuming their duties.  If prior training is not possible, every effort should be made to coordinate volunteer training within 30 days of the volunteer’s appointment.  A Certificate of Training will be issued to all Key Volunteers who satisfactorily complete Key Volunteer Training.

MEETINGS

A concern often voiced regarding KVN meetings is that there are too many of them and that most are not necessary.  2/5’s intent is that KVN meetings be kept to a minimum and that only the people absolutely necessary be requested to attend.  It is often helpful to have co-coordinators at the Company and Battalion levels so that meeting attendance can be shared.  Information exchange or planning of events can often be handled via e-mail or phone calls. 

CONFLICT RESOLUTION

In the event that a conflict arises within the KVN structure, it is to be discreetly brought to the attention of the FRO, a KV Battalion Coordinator or the KV Advisor. If the conflict is of a serious or difficult nature, it will be brought to the Commanding Officer’s attention.  In every case, the conflict will be dealt with as efficiently, confidentially, and charitably as possible. It is important to note that conflict between KVN’s can lead to conflict between Marines, which can negatively impact unit cohesion.

KVN EVENTS WHEN UNIT IS DEPLOYED

The KVN usually organizes several events during a deployment in order to provide an opportunity for unit wives to get together and have fun and lend each other emotional support. These events need not be complex or costly and children should be welcome as often as possible. Participation in KVN events is purely voluntary and wives (including those in the KVN) should not feel any pressure to attend if they do not wish to.  In addition, Key Volunteers are not required to help organize or execute these events, although they are most welcome to assist!  In the past, 2/5’s KVN has asked each company to organize one event during the unit’s deployment and this has served nicely to spread the workload.  During the deployment all KVN events must be approved by the KV Battalion Coordinators and KV Advisor. 
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LEVEL OF CONTACT WITH UNIT WIVES

Unit wives have different levels of interest in the Battalion’s news or events that may be planned during a deployment.  It is important to respect an individual wife’s wishes in this area.  When a Key Volunteer makes an initial contact with a unit wife, she should ask her what level of information she would like to receive (none, newsletter only, emergency messages only, all KVN news, etc.) and make a note of it on a contact form.  In this way, Key Volunteers can reduce the number of calls they need to make each month and better serve those wives who are eager to be contacted.  Of those unit wives who DO desire to be called regularly, a once-a-month phone call is essential in ensuring that the phone tree information is correct and up-to-date.

CONFIDENTIALITY

Respecting the privacy of unit families is of the utmost importance. However, there are certain situations that require mandatory reporting to the Battalion Commander.  These situations are:

1. Anything that may be potentially embarrassing to the unit.

2. Anything that might have an expectation of media coverage regarding a family issue.

3. A serious crime (such as, drug activity, weapons reselling activity).

4. Child abuse/neglect.

5. Spouse abuse.

6. Drug abuse.

7. Potentially dangerous situation (suicide threat).

8. Any other situation that the KVC believes the CO needs to know.
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KVN ROLES AND DUTIES

Family Readiness Officer (FRO - LT ERIK LEE)

Dependent Assistant During Deployment (To Be Named Prior to OIF-II)
KVN Battalion-Level Coordinators: 

*
Serve as the link between the CO and Company Coordinators.

*
Organize, coordinate, and maintain the KVN.

*
Report directly to the CO (or the CO’s designated representative).

*
Assist the FRO with recruiting Key Volunteers and coordinating training for the volunteers, developing and distributing the newsletter, establishing the communication network (phone tree).

*
Attend essential KVN meetings.

KVN Advisor:

*
Serves as an advocate for the KVN and is a mentor to the KV Coordinators 

and Key Volunteers.

*
Assists, as needed, with KVN functions when Command is deployed.

KVN Company-Level Coordinator (KVC):

*
Trained in current KVN Basic and KVC Courses.

*
Is the point of contact for Company-level Key Volunteers.

*
Serves as the link between the Battalion-level KV Coordinators and 

Company Key Volunteers.

KVN Company-Level Coordinator (KVC):

*
Once the unit is deployed, works with the Key Volunteers and the DADD to ensure that phone/address rosters are as accurate as possible.

*
Supports Key Volunteers in handling difficult/complex cases.

*
Helps to coordinate one KVN event during unit deployment (not required, 

but would be helpful).

*
Attends essential KVN meetings.
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KVN ROLES AND DUTIES (continued)
Key Volunteer (Basic):

*
Trained in current KV Basic Course.

*
Is the basic link between unit wives and 2/5’s KVN structure.

*
Maintains phone communication with each wife on her phone tree at least 

once a month.

*
Provides information and referrals to unit wives who may call requesting assistance with a particular problem.

*
Assists with KVN events when unit is deployed (not required, but would be helpful). 

Thank you again for all your hard work.  Please know that I sincerely appreciate everything you are doing for our battalion.

Semper Fidelis,

LtCol Randall P. Newman

Commanding Officer, 2/5

