
Transitions
Prepare Service members to make 
the overwhelming transitions of 

deployment, reunion, and reintegration 
as seamlessly as possible.

Support & Services
Ensure Service members and their 

families receive the helpful benefits and 
services they’ve earned in recognition 

of their sacrifices.

Health
Maintain Service members’ mental 
and physical health with the essential 
military programs, benefits, and sources 

of support they are entitled to.

Welcome to QuickSeries Publishing
QuickSeries® has delivered credible, easy-to-read content on thousands of relevant topics for over  
25 years. Our team of knowledgeable writers presents the most current information on a broad range 
of valuable subjects, including every part of military life such as family support and benefits, health 
and wellness, home and work life, safety and security, and the Veteran population.

Our unique winning formula is guided by two crucial principles:

1.	 To offer a vast library of topics with content written in a clear and understandable way

2.	To provide content on multiple innovative platforms that are best suited to your audience

From our original pocket guides to our eGuides and fully integrated QuickConnect app platform, we 
ensure seamless, affordable delivery of content that is guaranteed to make your program a success. 

Military Life
Reliable Content. Innovative Delivery.



Our Accreditation Resource Partners
Along with our team of talented, knowledgeable writers and editors, we partner with various 
respected associations within different industries to write, review, and validate our content. 
Once the content has been approved, we add their logo to the guide as a seal of approval – 
reassuring you that the information is correct and credible.

www.icisf.orgwww.diabetes.org www.rainn.org

www.americanheadachesociety.org www.taps.org www.msf-usa.org

Helping You Build Successful Programs!
QuickSeries understands that military personnel face many unique challenges throughout their 
careers. From training and deployment to relocation and retirement, Service members and their 
families encounter stressful transitions and situations that affect their physical health, emotional 
well-being, and personal relationships. 

We arm military leaders with the tools they need to  
equip all Service members with immediate access to the  
support, information, and services they’re entitled to.  
Whether you want to provide career resources, education  
information, service and benefits referrals,  
or guidance on mission readiness,  
QuickSeries has an appropriate title –  
on the perfect platform –  
to meet your Service  
members’ needs.

2



Ask Us About Personalization and Customization.
Don’t	see	the	title	you’re	looking	for?	Want	to	personalize	your	own	topic? Our team of experts 
can tailor any topic or format to fit your individual needs and branding. Want to use your own 
content? Not a problem – we can easily customize your text into any of our available formats.

Personalization Customization

Choose a topic and modify the 
content and covers, or simply add 
your logo and brand colors.

Provide us with your content or ideas 
and we will research, write, and design a 
product in any of our available formats.
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Pocket Guides
Featuring durable lamination  
and heavy-duty spiral  
binding, our pocket guides  
deliver a long-lasting  
reference experience in the  
field, office, or classroom.

 Æ To-the-point content and 
simple messaging in a 
convenient tabbed format

 Æ Perfect for the field  
or classroom

 Æ Durable and water-resistant

Reliable Content. Innovative Delivery.
Our team of skilled writers, editors, and field specialists write and edit the topics in our vast library, integrating 
just the right amount of information for readers. The content is then packaged into various innovative formats 
that best communicate your program to your audience, ensuring a successful outreach program.

MISSION RISK ASSESSMENT

Initial Risk

RISK ASSESSMENT MATRIX
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Residual Risk Assessment
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WHAT 
IS RM?

1

2

3

APPLYING RM OFF DUTY

WHAT DO YOU DECIDE TO DO?

CONSIDER THE FACTORS

✪

✪

✪

✪

OFF DUTY/
RESOURCES

APPLYING RM
 OFF DUTY

STEP 4: IMPLEMENT CONTROLS

✪

✪

✪

✪

✪

✪

✪

✪

Controls are executed by the individuals involved in 
the mission or activity.

4. 
IMPLEMENT
CONTROLS

IM
PLEM

ENT CONTROLS

ASSESSMENT

MANAGEMENT

IDENTIFY HAZARDS11

ASSESS HAZARDS22

DEVELOP CONTROLS 
& MAKE DECISIONS33IMPLEMENT CONTROLS44

SUPERVISE & EVALUATE55

RM PROCESS OVERVIEW

5 STEPS 
OF RMRM EXAMPLE: CONDUCT A TACTICAL ROAD MARCH

Mission 

Situation 

Conditions 

Risk Assessment

RM IN PRACTICE

✪

✪

RM IN
PRACTICE

RM
 IN PRACTICE

Hazard Elimination Controls

ENGINEERING

ADMINISTRATIVE

PERSONAL
PROTECTIVE
EQUIPMENT
(PPE)

✪

✪

✪

Remember to use hazard elimination controls with 
o� -duty activities, too.

3. 
CONTROLS

& 
DECISIONS

DEVELOP CONTROLS

REAL-TIME RM

AP-
PROACHES

OF RM

SOLDIER RESPONSIBILITIES

YOU MUST

✪

✪

✪

✪

✪

✪

✪

YOUR ROLE

✪

✪

✪

✪

✪

✪

✪

✪

RESPONSI-
BILITIES

SOLDIER RESPONSIBILITIES

FOR EACH HAZARD, LEADERS ASK:

YOU HAVE TO KNOW HOW TO DO THIS

STEP 2: ASSESS HAZARDS

✪

✪

2. 
ASSESS

HAZARDS

ASSESS HAZARDS

ACCEPT NO UNNECESSARY RISK.

APPLY RM CYCLICALLY AND CONTINUOUSLY.

3

4

PRINCIPLES
OF RM

Beware of overcon�dence and complacency about 
safety practices during o� -duty activities. Just a few 
seconds of inattention can lead to tragedy.

5. 
SUPERVISE

& EVALUATE

SUPERVISE

LEADERS SOLDIERS

TOOLS LEADERS USE TO IDENTIFY RISKS

✪

✪

✪

✪

✪

✪

✪

✪

✪

✪

✪

✪

✪

1. 
IDENTIFY
HAZARDS

TOOLS

Taking risks is part of being a Soldier; however, the Army is com-
mitted to avoiding needless risks and their consequences. That’s 
why the Army developed a process to help Soldiers and leaders 
identify, assess, and control risks. The process is called Risk Man-
agement, or RM. Use RM to plan on-duty missions and o� -duty 
activities.

This guide describes the Army’s primary decision-making process 
for identifying hazards and controlling risks across the full spec-
trum of Army missions and activities. No one has to be needlessly 
injured or killed.

RISK MANAGEMENT IN THE ARMY

QuickClick
More RM information can be found in Army Techniques 
Publication (ATP) 5-19, available at:
https://armypubs.army.mil/ProductMaps/PubForm/ATP.aspx

RISK M
ANAGEM

ENT IN THE ARM
Y

Visually		
Appealing

Reader-	
Friendly		
Content

Complex		
Subjects		
Made	Easy

Program Outreach
A successful communication strategy needs 
to be multifaceted, using a variety of tools to 
highlight your message. 

QuickSeries offers a suite of outreach and 
educational products designed to capture the 
reader’s attention and deliver your message.

Conveniently	
Tabbed

Durable		
Construction

Wallet Cards
 Æ Creative tools that promote topic 
awareness and information referral 
 Æ Ideal bookmarks 
 Æ Easily fold to fit into your wallet

Pamphlets
 Æ To-the-point, informative content that 
expands information on outreach programs
 Æ Modern, engaging design
 Æ Available in various sizes 
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Spread your message through a variety of tools  
that work best for your audience and meet your budget.

eGuides
QuickSeries eGuides offer 
a unique and dynamic 
reading experience. Your 
users interact with content 
through a variety of built-
in features, including 
menus, checklists, forms, 
bookmarks, and note-taking 
capabilities.

 Æ Information is always  
readily available

 Æ Interactive content,  
news, and alerts

 Æ Innovative and  
engaging designs

 Æ Exclusively available to  
our app clients

Auto-dial,		
Email,	and		
Web		
Connect

Every		
Pocket	Guide	
Is	Available	
in	eGuide	
Format	

Not	Your		
Typical		
Book

New	Text		
for	Full		

Customization
100%		
Mobile

Calendars
 Æ Reliable content and optimized design deliver 
important information in a themed format
 Æ Relevant monthly topics
 Æ Durable paper stock

Posters
 Æ Attractive double-sided 
design that helps create 
topic awareness
 Æ Durable and water-resistant
 Æ Available in an assortment 
of sizes

Message Cards
 Æ Practical promotional 
tools for events, services, 
or causes
 Æ Ideal handouts 
 Æ Compact size perfect for 
mailing

Magnets
 Æ Valuable custom tool that helps increase your 
program visibility
 Æ Useful visual reminder of your cause or message
 Æ Durable product with modern, eye-catching design

Pocket Cards
 Æ Easily fold to fit in your pocket or 
purse
 Æ Durable and water-resistant 
 Æ Double-sided design allows for  
more in-depth information without 
adding bulk
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QuickConnect Apps
The QuickConnect app platform helps service 
members and families access important 
information for a safer and healthier life through 
outreach messages, alerts, and notifications.

Offer personalized Workspaces for users 
to easily access content tailored to their 
location or department. Only one app requires 
store approval, regardless of the number of 
Workspaces created.

Read more about our QuickConnect App platform on our website: 

www.quickseries.com/app-solutions

Modules & Features

Resources & Mapping
Deliver immediate in-app access to a variety of 
relevant resources.

PDF Library
Create your own personal library by 
uploading PDFs with need-to-know info.

Make Your Plan
Encourage users to prepare for any 
emergency with information and tools.

Maps
Guide residents to safety with evacuation 
routes, and provide information on shelters, 
hospitals, and police/fire stations.

eGuide Library
Easily access and browse your personal library 
of interactive QuickSeries eGuides. Provide your 
users with a code that will either restrict or grant 
them access to specific eGuides.

Alerts & Safety Check
Keep users informed of imminent/ongoing 
emergencies and prepare staff with practice 
drills. Use geo-targeted push notifications to 
alert users in specific locations.

Push Notifications
Convey messages, offers, and other 
information to users. In News and Alerts 
modules, use geo-targeted notifications to 
alert users in specific locations.

Forms & Reporting
Allow users to send reports from their devices 
to the administrative portal.

Authoring Tool CMS
We encourage our clients to create and 
publish fresh content for their users. 
Transform simple documents into visually 
appealing and interactive eDocs.

News
Create informative news articles and push 
them out to all your users at once.
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Some of Our 
DoD Apps

Defense Counterintelligence &  
Security Agency
Insider Threat Sentry

Navy Personnel Command
Navy Exceptional Family Member 
Program (EFMP)

Bureau of Medicine and Surgery 
(BUMED) Medical Readiness
Navy Medicine Medical Readiness 
(MEDRED)

ARNG State Safety 
Army National Guard

The Warfighter App Platform
Our team possesses the key expertise necessary to create application platforms that meet stringent 
Department of Defense (DoD) standards. As a result, our software developers have crafted the 
innovative Warfighter app platform bursting with features designed specifically for maximized 
communication within military units.

The Warfighter app platform is available starting at just $6,900 per year, fully customized with your DoD 
branch’s branding. With established Authority to Operate (ATO) agreements in place with multiple branches 
of the DoD, QuickSeries ensures a swift and efficient launch, typically within 6 weeks of purchase.

Commanding	Officers
 Æ Broadcast relevant news and vital mission updates to 
all Service members at once.
 Æ Deliver video messages in a dedicated area.
 Æ Lock/unlock features based on clearance levels using 
Module Access Codes.

Equal	Employment	Opportunity	(EEO)	Counselors
 Æ Provide information and updates on EEO policies, rules, and 
regulations.
 Æ Allow users access to EEO forms, which can be filled out in the 
app and sent directly to administrators.
 Æ Build a resource list of important contact information and office 
locations.

Safety	Chief/ATFP	Officers
 Æ Support training plans with eGuides, videos, and progress 
reports.
 Æ Permit access to vulnerability assessments that can be 
completed and sent back.
 Æ Cultivate a resource hub for all official documents.

Chaplains
 Æ Upload devotionals and video sermons to address 
Soldiers’ spiritual needs from afar.
 Æ Offer comprehensive religious education 
programs.
 Æ Deliver consistent family support and guidance 
with news, resources, and eGuides.
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Deployment Readiness
 Æ Prepare for all stages of 
deployment to help ready 
yourself, your loved ones, and 
your children for this major 
transition.

 Æ Learn about the emotional cycle 
of deployment, how to manage 
deployment separation, and 
the support available to Service 
members and families.

 Æ Take care of your finances, 
legal affairs, and children during 
deployment with essential 
planning advice.

 Æ Use helpful checklists and 
resources to help prepare for  
the challenges of deployment  
and stay mission-ready.

Relocation Readiness

RELOCATION  
READINESS

RELOCATION ASSISTANCERelocation Assistance
Program (RAP)

 Æ Prepare for your 
permanent change 
of station (PCS) to 
ensure a smooth 
transition for yourself 
and your family. 

 Æ Get essential facts 
about housing, 
entitlements, and 
benefits to make your 
move easier.

 Æ Use helpful checklists 
and resources to 
quickly adjust to your 
new community.

Readiness8



Reunion & Reintegration
 Æ Reduce the stress of 
homecoming by preparing 
yourself and your loved ones  
for your return home.

 Æ Apply useful advice and 
information on reestablishing 
intimacy, returning to your 
children, and overcoming 
communication issues.

 Æ Use helpful checklists and 
resources to prepare you for 
your return and strengthen  
your family unit.

Veterans affairs

Reunion and 
Reintegration

RETURN  
AND REUNION

REUNION AND 
REINTEGRATION

Readiness

QuickNote
Deployed parents are excited to see 
their children when they come home, 
and children are just as anxious to 
see their mother or father. Make sure 
your children are part of your partner’s 
homecoming. Help them create 
“Welcome Home” signs or even bake a 
special cake to celebrate the big day.

Readiness
Fam

ily Support & Benefits
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Family Support Programs

Special Needs

 Æ Take care of your family by  
using the key military resources 
and programs available to you.

 Æ Prepare for and deal with the 
challenges of deployment 
and separation by making 
family care plans, preparing 
caregivers, and helping your 
children cope.

 Æ Use helpful checklists, tips, and 
information to get your family 
ready for the challenges of 
deployment. 

 Æ Learn how to identify a 
family member with special 
needs, how to get a formal 
assessment, and where to turn 
for support.

 Æ Help your family members 
with special needs to get the 
assistance they need to thrive.

 Æ Be aware of the services 
available within your military 
branch and how to contact 
them and enroll in special 
programs. 

 Æ Use important lists, 
information, and resources to 
receive appropriate care and 
support.

EFMP
Exceptional Family Member Program

ON THE SPECTRUM:
A Military Family’s Guide to ASD

FAMILY CARE 
PLANS

FOR MILITARY FAMILIES

KEY SPOUSE 
PROGRAM

FOR SERVICE MEMBERS 
AND VETERANS

ON THE SPECTRUM:
A Military Family’s Guide to ASD

FO
R 

SE
RV

ICE MEMBERS & FAM
ILIES

FAMILY 
EXTENDED  
CAREGIVERS

Family Support

Fa
m
ily
 S
up
po
rt
 &
 B
en
ef
its
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Fam
ily Support

Family Support

Family Needs
FOR MILITARY FAMILIES

MILITARY KIDS
A PARENT’S GUIDE

FOR MILITARY FAMILIES

STRATEGIES FOR A

HEALTHY  
MARRIAGE

Fam
ily Support & Benefits

 Æ Improve family readiness with 
effective parenting tips to get 
families through the key transition 
challenges of military life.

 Æ Learn strategies to help 
strengthen and maintain important 
relationships in your life.

 Æ Manage your health and the 
health of your loved ones by using 
available tools and services to 
improve your wellness.

 Æ Use helpful checklists, exercises, 
and resources to overcome 
challenges and support your 
family’s needs.

Child Safety

 Æ Keep children safe from common threats – such as 
neglect, maltreatment, and SIDS – with essential 
information, recommendations, and guidelines.

 Æ Help save a child’s life by learning about effective 
prevention strategies and knowing your reporting 
options.

 Æ Use helpful checklists, illustrations, and resources 
to ensure your children’s safety at all times.
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Health

INTEGRATED DISABILITY  
EVALUATION SYSTEM (IDES)

FO
R SERVICE MEMBERS

FAQ FOR SEVERELY 
INJURED SERVICE MEMBERS
AND THEIR FAMILIES

FO
R 

SE
RV

ICE MEMBERS & FAM
ILIES

 Æ Get the facts on the benefits and regulations 
for the various programs and services – such 
as health and dental care plans – offered to 
Service members.

 Æ Understand the basics of the critical programs 
offered to disabled or injured Service members, 
including application and eligibility requirements.

 Æ Use essential checklists, frequently asked 
questions, charts, and resources for further 
information.

Benefits & Services12



Benefits & Services
Fam

ily Support & Benefits

Benefits & Services

Family Member Benefits

 Æ Understand the programs, benefits, 
and services dependents and 
survivors are entitled to, including 
pay and allowances, health,  
dental and education benefits,  
and much more.

 Æ Get the latest information on family 
member eligibility and how to enroll 
in different programs.

 Æ Use helpful checklists, information, 
and resources for added guidance 
and support.

FAMILY 
MEMBER 
BENEFITS

FAMILY
MEMBER BENEFITS

FAMILY
MEMBER BENEFITS

FAMILY MEMBER BENEFITSFAMILY MEMBER BENEFITS

Finance

 Æ Understand the different investment, 
pay, and allowance options available 
so you can make informed decisions 
concerning your finances.

 Æ Ensure you’re receiving all the 
benefits available to you and your 
family members through various 
military programs.

 Æ Gain peace of mind knowing you’re 
making smart investments and 
securing your family’s future.

Benefits and finances

for the loved  
ones of those who 

served and died

SurvivorS Helping SurvivorS Heal

TRAGEDY ASSISTANCE PROGRAM FOR SURVIVORS

FOR THE UNIFORMED SERVICES

SBP BASICS:
IS THE SURVIVOR BENEFIT  
PLAN RIGHT FOR YOU?

FOR SERVICE MEMBERS 

THE SERVICEMEMBERS
CIVIL RELIEF ACT

* Licensed by the Tragedy Assistance 
Program for Survivors (TAPS)

*
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Employment & Education

Employment Readiness 

Education

 Æ Use essential information and job-
search guidelines to ease any potential 
employment and financial stresses 
caused by military life.

 Æ Learn about different military career 
programs and services, writing 
effective résumés, and searching for 
jobs.

 Æ Use important lists, tips, and resources  
to assist in your job search.

 Æ Understand the education options 
and financial support available to 
you and your family members to 
help smooth the path to higher 
education. 

 Æ Find out what education and 
training you’re eligible to receive 
so you can get the career you 
want.

 Æ Use helpful checklists, tables, 
frequently asked questions, and 
resources to make informed 
decisions about your education.

SurvivorS Helping SurvivorS Heal

Education Support SErvicES

TRAGEDY ASSISTANCE PROGRAM FOR SURVIVORS

for the loved  
ones of those who 

served and died

Fa
m
ily
 S
up
po
rt
 &
 B
en
ef
its

* Licensed by the Tragedy Assistance 
Program for Survivors (TAPS)

*
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For Survivors

For Survivors

Fam
ily Support & Benefits

Benefits & Services

Support

Survivor Guide

for the loved ones 
 of those who 

served and died

TRAGEDY ASSISTANCE PROGRAM FOR SURVIVORS

SurvivorS Helping SurvivorS Heal

Veterans affairs

Burial Benefits 
For Veterans and Their Families

SurvivorS Helping SurvivorS Heal

Children’s Grief Guide

TRAGEDY ASSISTANCE PROGRAM FOR SURVIVORS

for the loved ones 
of those who 
served and died

MILITARY 
FUNERAL HONORS

SUPPORTING 
SURVIVORS:
YOUR SURVIVOR OUTREACH 
SERVICES GUIDE

Veterans affairs

Survivor Benefits  
and Services

GRIEVING GUIDE
COPING WITH GRIEF AND LOSS

 Æ Learn about essential military benefits available to survivors and deceased Service members so you can 
make informed decisions.

 Æ Get critical information on burial and military funeral honor services, counseling, allowances and 
reimbursements, death pension, life insurance, home loans, and more.

 Æ Plan ahead by understanding eligibility and enrollment processes, and ease any stress in your time of need.

 Æ Use helpful checklists, recommendations, and resources for additional support.

 Æ Use important information and resources to get the help and emotional support you need when grieving the 
loss of a Service member.

 Æ Learn about the grieving process, coping strategies, and how to help yourself or your children deal with loss.

 Æ Know where to turn for professional help or how to support others in their grief journey.

* Licensed by the Tragedy Assistance Program for Survivors (TAPS)

**
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Mental Health

 Æ Support mental health in Service members and military 
personnel so they can effectively perform their critical 
duties.

 Æ Employ useful techniques for developing stress- and 
anxiety-control skills.

 Æ Develop and practice coping strategies for dealing with and 
overcoming stressful situations and crises.

 Æ Use valuable exercises, tips, and resources to take charge 
of your mental health.

Anxiety & Stress

Resilience
FOR SERVICE MEMBERS 

RESILIENCE
IN ACTION

 Æ Apply essential resilience tools 
necessary to handle stress and 
identify potential problems so you 
can be mission-ready. 

 Æ Build and promote your resilience 
by developing ways to prosper 
during times of crisis and adversity.

 Æ Use valuable exercises, tips, and 
resources to improve your mental, 
emotional, and physical health and 
perform at an optimal level.

RESILIENCE  
IN ACTION

He
al
th
 &
 W
el
ln
es
s

QuickTerm
Resilience is the ability to bounce back after a traumatic experience and to keep going after exposure to a  
disturbing event. Providing military personnel with immediate stress information and support during a crisis is  
critical to building resilience.

For	more	on	restoring	military	personnel	to	standard	performance,	review	our	library	of	Resilience	guides.

* Licensed by the International Critical Incident Stress Foundation (ICISF)

*
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M
ental Health

Mental Health

 Æ Get the proper information and 
support you need to help you 
through a mental health crisis. 

 Æ Learn about various mental health 
issues affecting Service members 
and Veterans so you can help guide 
and support a loved one in crisis.

 Æ Feel strengthened during turmoil and 
gain control of your emotions with 
useful strategies and exercises. 

 Æ Use essential checklists,  
information, and resources to care 
for your mental health and get the 
help you need.

SUICIDE 
PREVENTION

ARMY
RESERVE

SUICIDE
PREVENTION

Depression & Suicide Prevention

Brain Injury Childhood Behavior

FOR SE
RV

IC
E 

M
EM

BERS, VETERANS AN
D

 FAMILIES

RECOVERING 
FROM TBI

 Æ Arm yourself with essential information 
about traumatic brain injuries (TBIs) so you 
can prevent them or properly deal with them 
should they occur.

 Æ Understand the causes, symptoms, and 
available treatments of TBI so you can make 
informed decisions.

 Æ Know the after-hospital care and treatment 
options available to injured Service members.

 Æ Address many of the questions and concerns 
that parents and other adults that care 
for/work with children have about sexual 
behavior in children.

 Æ Help parents, caregivers, and educators 
understand the impact of childhood trauma 
and provide the right support to help children.

FOR SERVICE MEMBERS 
AND VETERANS 

SUICIDE 
PREVENTION
OPEN THE DOOR TO SUPPORT

Health & W
ellness

* Licensed by the International Critical 
Incident Stress Foundation (ICISF)

* *
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Wellness

 Æ Enjoy better health and wellness with everyday healthy living tips to help you thrive.

 Æ Have the tools you need to prepare your mind and body to withstand and recover from difficult situations 
experienced on deployment.

 Æ Get nutrition basics, set goals, enhance your spiritual skill set, and combat weight issues, health problems, and  
mood disorders.

 Æ Use checklists, exercises, and resources to track your progress and see results.

 Æ Manage overwhelming emotions, 
such as anxiety, worry, or anger, 
by learning about the tools and 
resources you need.

 Æ Control your emotional wellness 
with helpful tips and effective 
strategies for improvement.

 Æ Know your treatment options 
and where Service members 
and Veterans can turn for 
professional help.

 Æ Use essential checklists, 
information, and resources to 
care for your mental health and 
get help.

Healthy Living

Emotional Wellness

FOR SERVICE MEMBERS 

ACHIEVING

SPIRITUAL 
RESILIENCE

HEALTHY SLEEP

SPIRITUAL  
WELLNESS
LIFE WELL LIVED

MANAGING 
YOUR STRESS

He
al
th
 &
 W
el
ln
es
s
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W
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Wellness

Health & W
ellness

Weight Management

SMART  
NUTRITION 101

 Æ Learn about important behavioral 
strategies for safe, effective 
weight loss and maintenance.

 Æ Follow healthy eating guidelines, 
exercise recommendations, and 
lifestyle strategies that encourage 
you to reach your goal.

 Æ Use helpful charts, diagrams, 
checklists, and resources to 
guide you through your weight 
management journey.

CHILDHOOD OBESITY
MANAGING

At Work
 Æ Perform your best in the field or on assignment by making 
your physical wellness a priority – from dealing with worry 
and stress to being physically fit.

 Æ Adopt helpful techniques to improve your quality of life, 
including stress management, self-care strategies, and 
physical activity guidelines.

 Æ Use checklists, self-assessments, tips, and resources to 
enhance your wellness and always be mission-ready.

IMPROVE YOUR  
EMOTIONAL WELLNESS
AT WORK

FITNESS
AT YOUR DESK

Caregiving

HEALTHY 
CAREGIVING

 Æ Educate caregivers tending to injured Service members on 
how to live their best lives possible with helpful wellness 
information and resources.

 Æ Use the tools provided to deal with the emotional and 
physical effects of chronic illness and develop an action plan.

 Æ Apply essential lists, information, and resources to better 
manage daily life.
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Wellness

 Æ Help Service members and Veterans 
eliminate alcohol, tobacco, or drugs from 
their lives with a wealth of information, 
ideas, and suggestions.

 Æ Use helpful tools to assess your usage, 
learn how to quit, and prevent relapse.

 Æ Learn how to talk to children about 
drugs and alcohol, or to deal with the 
consequences of secondhand drinking.

 Æ Get useful resources for treatment, 
support, and additional information.

Drug & Alcohol Abuse

FREEDOM  
FROM ALCOHOL

He
al
th
 &
 W
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Women’s Health
 Æ Arm yourself with the information 
you need to handle female health 
issues – from pregnancy and 
breastfeeding to urinary tract 
infections and cervical cancer.

 Æ Follow helpful advice on coping 
with pregnancy-related issues, 
managing your weight, staying fit, 
and getting appropriate health tests 
and screenings.

 Æ Use helpful checklists, information, 
and resources to help manage your 
health while on active duty.

FOR SERVICE MEMBERS 
AND VETERANS

PRECONCEPTION 
CARE

PREGNANCY AND 
PREPARING FOR 
PARENTHOOD

FO
R SERVICE MEMBERS

WOMEN’S
HEALTH

FO
R SERVICE MEMBERS

Tobacco-Free Life
 Æ Take charge of your 
health by learning 
how to transition to a 
tobacco-free life.

 Æ Learn about smoking 
dangers, harmful 
effects, and more 
critical information.

 Æ Follow effective tips 
and exercises for 
quitting and preventing 
relapse.

FREEDOM 
FROM TOBACCO

Pr
og
ra
m
 O
ut
re
ac
h

Pocket Cards

Wallet Cards
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Fitness

Fitness

STABILITY BALL 
TRAINING

Fitness for Specialized Groups

KIDS LIFT
WEIGHT TRAINING FOR KIDS

 Æ Get the health, fitness, and 
training recommendations needed 
for different groups of Service 
members with specialized needs.

 Æ Learn about training safety 
guidelines so you can reap the 
benefits of exercise without injury.

 Æ Design your own training program 
with helpful step-by-step 
instructions and easy-to-follow 
illustrations.

 Æ Get the health, fitness, and training recommendations necessary for building and maintaining an effective  
workout regimen.

 Æ Enhance your overall fitness, endurance, and quality of life with essential wellness strategies and resources.

 Æ Design your own training program with helpful step-by-step procedures and illustrated exercises.

 Æ Use assessment questionnaires, checklists, and worksheets to design a program and track your progress.

BASIC WEIGHT 
TRAINING

FO
R SERVICE MEMBERS

TRAINING 
LOG

Pillars of Fitness Health & W
ellness
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Prevention & Management

Injury Prevention & Rehabilitation

SHOULDER
TRAINING & REHABILITATION

LOWER BACK
TRAINING & REHABILITATION

 Æ Complement your rehabilitation program with effective exercises and techniques to strengthen your knee,  
lower back, or shoulder following an injury.

 Æ Learn the basics of injury management and prevention to reduce your chances of getting hurt.

 Æ Increase your flexibility, strength, and stamina by practicing easy-to-follow illustrated exercises.

KNEE
TRAINING & REHABILITATION

Healthy Heart
 Æ Learn how to make simple lifestyle 
changes that can significantly reduce 
your risk of high blood pressure, high 
cholesterol, or heart attack. 

 Æ Know the risk factors and warning 
signs of an unhealthy heart so you 
can get timely treatment.

 Æ Follow useful guidelines on eating 
well, maintaining a healthy weight, and 
following a physical fitness routine.

HEALTHY BLOOD 
PRESSURE

He
al
th
 &
 W
el
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s

Diabetes
TYPE 2 DIABETES

RECENTLY  
DIAGNOSED

PREDIABETES
ARE YOU AT RISK?

 Æ Make the right lifestyle choices so you manage or prevent diabetes and live a long and healthy life.

 Æ Learn about diabetes treatments, lifestyle changes, diabetes complications, stress management, and much more.

 Æ Use the helpful tips, tests, and resources to take charge of your health.

* Licensed by the American Diabetes Association (ADA)

* * * *
TYPE 2 DIABETES

MANAGING  
COMPLICATIONS 

HEALTHY LIVING WITH

TYPE 2 DIABETES
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Prevention & Management

Disease Prevention
PREPARING FOR

INFLUENZASEXUALLY  
TRANSMITTED  
INFECTIONS

 Æ Get the latest information on some of today’s most prevalent diseases and know how to protect yourself.

 Æ Learn about risk factors, symptoms, treatment, and prevention strategies.

 Æ Lessen the risk of public health emergencies by planning ahead, taking preventive measures, and stopping 
the spread.

 Æ Use important checklists, charts, graphics, and resources to ensure you can perform at an optimal level.

 Æ Take control of your pain by learning about the types of treatments and medications available.

 Æ Alleviate chronic pain with helpful exercises and self-care strategies to enhance mission readiness.

 Æ Make sure you’re getting the right treatment for your specific pain so you can enjoy a better quality of life.

HEPATITIS C
FOR HEALTH CARE PROVIDERS

TAKE CONTROL

LIFE WITH  
CHRONIC PAIN

LIVING WITH 
HEPATITIS C
FOR PATIENTS

Health & W
ellness

Pain Management

PAIN MEDICATION
BE SMART & BE SAFE

LIVING WITH 

ARTHRITIS MIGRAINES
AND OTHER

HEADACHES

* Licensed by the American Headache Society (AHS)

*
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Sexual Assault Prevention

 Æ Support and protect victims of 
sexual assault by understanding 
Department of Defense policy, 
Sexual Assault Response 
Coordinator (SARC) responsibilities, 
legal procedures, and much more.

 Æ Know how to take immediate action 
– as a leader or as a victim – to 
report sexual assault and prevent 
future incidents.

 Æ Identify the warning signs of sexual 
harassment so you can stop it 
in its tracks and prevent it from 
escalating.

 Æ Use helpful checklists and 
resources for extra support and 
information during times of crisis.

SEXUAL ASSAULT
PREVENTION & RESPONSE SHARP Program

Pr
og
ra
m
 O
ut
re
ac
h

Pamphlet

REACTIONS & EFFECTS
Sexual assault can have lasting psychological, 
emotional and physical effects for a victim. The 
following reactions and effects are common:

In addition, a male victim may face other 
challenges:

MALE 
SURVIVORS
of Sexual Assault

© 2016 QuickSeries Publishing
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RESOURCES
DoD Safe Helpline
A support service for members of the DoD 
community affected by sexual assault.
The DoD Safe Helpline is available worldwide, 
24/7 to give victims the help they need anytime, 
anywhere. 
877-995-5247 | www.safehelpline.org 

1in6
www.1in6.org

WHAT TO DO
Tell Someone
Talk to a Sexual Assault Response Coordinator 
(SARC) or Sexual Assault Prevention and Response 
(SAPR) Victim Advocate (VA). Your conversation will 
remain confidential, and you’ll get access to the 
services you need. 

Get Help
You don’t have to suffer in silence or go through  
this alone. Many support services are available to 
you. You can also connect with other survivors  
for support.

You are not alone and you are not to blame.
Getting help demonstrates courage and strength. 
Your example can help other victims decide to come 
forward to get help and support.

Drugs and alcohol don’t help.
Using them to cope with the trauma of the assault is 
dangerous and can lead to depression and suicide 
and delay recovery.

Male Survivor
www.malesurvivor.org

›› Anxiety, depression, fearfulness or  
post-traumatic stress disorder (PTSD)

›› Concerns or questions about his sexual 
orientation

›› Sense of blame or shame over not being  
able to stop the assault or abuse, especially  
if he experienced an erection or ejaculation.

›› Feeling on edge, being unable to relax and 
having difficulty sleeping

›› Feeling like less of a man or that he no 
longer has control over his body

›› Avoiding people or places related to the 
assault or abuse

›› Withdrawing from friends and becoming 
increasingly isolated

›› Engaging in self-harm or alcohol or drug 
abuse

›› Having thoughts of suicide

›› If the perpetrator was a woman, some 
people might not take the assault seriously. 
A male victim may feel unheard and 
unrecognized. 

›› A male victim may feel that to get help, he 
will have to disclose his sexual orientation – 
which he may not want to do. 

FOR SERVICE MEMBERS

Domestic & Sexual Abuse24
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Dom
estic & Sexual Abuse

Domestic & Sexual Abuse

Health & W
ellness

Domestic & Sexual Abuse

 Æ Arm victims of domestic or sexual abuse with essential information to get the assistance and support they need.

 Æ Help victims – or help yourself – by understanding risk factors, warning signs, recovery tips, military response,  
and reporting options.

 Æ Stop domestic or sexual abuse before it happens by learning how to spot dangerous situations and how to  
safely intervene.

 Æ Use helpful checklists, examples, recommendations, and resources to help a victim (or yourself) escape or 
recover from a violent situation. 

FOR SERVICE MEMBERS 

DOMESTIC AND 
CHILD ABUSE
IN THE MILITARY

CHILD SEXUAL 
ABUSE
PREVENT AND PROTECT

RECOVERING FROM

SEXUAL  
TRAUMA
FOR VICTIMS  
OF RAPE AND  
SEXUAL ASSAULT

ACTIVE BYSTANDER

INTERVENTION

FOR SERVICE MEMBERS 

* Licensed by the Rape, Abuse & Incest National Network (RAINN)

*

* *

*
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Stress

 Æ Support mental and emotional health in Service members so they can effectively perform their critical duties.

 Æ Know how to deal with people in states of emotional turmoil with easy-to-follow crisis intervention protocols.

 Æ Develop and practice coping strategies for dealing with and overcoming stressful situations.

 Æ Use essential information to help others in states of emotional turmoil and to better manage moments of crisis 
or trauma.

FOR SERVICE MEMBERS 

STRESS 
MANAGEMENT

Leaders Guide for Managing
Marines in Distress

www.usmc-mccs.org/leadersguidewww.usmc-mccs.org/leadersguide

FOR SERVICE MEMBERS 

RESILIENCE
IN ACTION

Leader’s Guide for Managing
Personnel in Distress

Stress Management

Combat Stress Control
 Æ Identify combat-stress-related problems in Service 
members and take appropriate steps to help in the 
recovery process.

 Æ Give Service members the tools they need to develop 
coping strategies to deal with and overcome stressful 
situations and crises.

 Æ Use important techniques, strategies, checklists, and 
resources to be more resilient to mental stress and get the 
information you need to recover and quickly return to full 
readiness.

A 
GU

IDE FOR LEADERS

LEADERSHIP GUIDE TO
COMBAT STRESS CONTROL

W
or
k 
Li
fe

* Licensed by the International Critical Incident Stress Foundation (ICISF)

*

Navy Assignments
 Æ Get specific information on different qualifications, 
duties, and procedures required of lay leaders, 
command PASS coordinators and casualty assistance 
calls officers.

 Æ Provide watchstanders with the critical information 
so they can properly protect ships from fire, ensure 
equipment is operating correctly, and safeguard 
against security threats.

Command PASS 
Coordinator
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W
ork Life

USAF Work Aids

Cultural Field Guides
 Æ Promote cultural awareness and tolerance in Service 
members as they prepare for overseas missions in Iraq  
and Afghanistan.

 Æ Gain a thorough understanding of cultures, traditions, and 
religions to enhance mission readiness and better interact 
with civilians.

 Æ Use helpful illustrations to identify common gestures used  
in Iraq and Afghanistan.

 Æ Practice pronunciations of important words and phrases 
used daily to communicate effectively with others.

IRAQ
CULTURAL FIELD GUIDE

FO
R SERVICE MEMBERS

 Æ Take your pocket-sized guide on the job for quick and easy reference of relevant information.

 Æ Have the knowledge to better execute your duties by implementing your guide as a workplace “cheat sheet.” 

 Æ Use valuable checklists, images, and resources to help identify vessels and gear, follow procedures, prevent 
fatal mishaps, and effectively perform your duties.

 Æ Provide Airmen with a consistent, common approach 
to understanding the professional standards, roles, and 
responsibilities of each enlisted rank.

 Æ Arm Airmen with quick- reference material to many of 
the tactics, techniques, and procedures included in the 
Airman’s Manual.

USCG Work Aids

Command & Control
Engineering Center

U.S. Department of Homeland Security

Health, Safety and Work-Life Support Activity (HSWL SUPACT) 
Safety and Environmental Health Division 

HSWLSUPACTPUB 5100.1

Alaskan Fish and Vessel
Identification Guide

 

North Pacific Regional Fisheries Training Center

Aviation Fishing
Vessel Job Aid

 

LANTAREA Fisheries Training Centers

AFGHANISTAN
CULTURAL FIELD GUIDE

FO
R SERVICE MEMBERS
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Readiness

 Æ Prepare for deployment to help ready yourself, your loved ones, and your children for this major transition.

 Æ Learn about the emotional cycle of deployment, how to manage deployment separation, and the military support 
available to Service members and families.

 Æ Take care of your finances, legal affairs, and children during deployment with essential planning advice. Use 
helpful checklists and resources to help prepare for the challenges of deployment and stay mission-ready.

 Æ Prepare for your permanent  
change of station (PCS) to ensure  
a smooth transition for yourself  
and your family. 

 Æ Get essential facts about housing, 
barrack’s policies, entitlements, 
and benefits to make your move 
easier.

 Æ Use helpful checklists and 
resources to quickly adjust to  
your new community.

Relocation Assistance
Program (RAP)

Deployment Readiness

Relocation Readiness

RELOCATION  
READINESS

W
or
k 
Li
fe
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Readiness

 Æ Ease the stress of the 
typical transitions of military 
life (such as deployment, 
relocation, or reunion) by 
adequately preparing for 
these changes.

 Æ Understand the useful 
benefits and services 
available to you and your 
family during each transition, 
such as counseling and 
employment assistance.

 Æ Use helpful checklists, tips, 
and resources for additional 
support in the course of your 
transition. 

NAVAL  
DISCHARGE REVIEW 
BOARD

Transition Readiness

CSB/REDUX
RETIREMENT SYSTEM

FO
R SERVICE MEMBERS
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m
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Wallet Card

Interview 
Preparedness

The moment has come: your résumé 
got you the interview. Now your 

performance can win you the job!

YOUR APPEARANCE

›› Wear professional clothing; avoid 
distracting patterns and bright colors.

›› Men: make sure your hair is trimmed 
and tidy, and facial hair is shaven/ 
well-groomed.

›› Women: neatly style your hair; wear 
subtle makeup.

›› Skip the perfume or cologne.

WHAT TO BRING

›› Knowledge about the organization
›› Multiple copies of your résumé
›› Notepad and pen
›› References, including contact 

information
›› Readiness to discuss your qualifications 

for the job

BEFORE ENTERING

›› Arrive five to 10 minutes early.

›› Throw out chewing gum.

›› Switch off your mobile phone.

›› Know your “bit” – what you will say 
when the interviewer asks you to tell 
him or her a bit about yourself.

Pamphlets
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KEY WORDS  
EVERY RÉSUMÉ  
SHOULD INCLUDE
Every single word on your résumé counts – and 
some count more than others!

“Teamwork”/“Team Player”
Being able to work well with others is crucial. 
More and more, employers expect employees 
to work with colleagues on projects and toward 
achieving a common goal.

“Adaptable”/“Flexible”
In today’s fast-paced world, it’s more important 
than ever to be able to adapt to change. Being 
flexible means you’re willing and able to learn 
new skills and perform a variety of tasks, some-
times simultaneously!

“Detail-oriented”
Efficient, organized and meticulous workers are 
highly valued. It means they can be trusted to 
handle an assignment thoroughly. 

“Self-motivated”/“Self-starter”
A self-starter can think independently and may 
be ready to take on more duties when needed. 
Self-motivated individuals are hard workers, 
and enjoy getting the job done – and getting it 
done well.

RÉSUMÉ DOS AND DON’TS5 EDUCATION
Beginning with your most recent formal educa-
tion, list the relevant facts:

›› The name of the institution where you 
earned your highest degree

›› The city and state
›› The year you graduated
›› The specific degree that you earned
›› If you did not receive a degree, list how 

long you attended and the field of study
›› If you did not attend a college or vocational 

school, include your high school education 
or GED

6 TRAINING & 
PROFESSIONAL 
DEVELOPMENT

Include any training you received that is rel-
evant to the job you’re applying for. Describe 
the training in civilian terms, for example:

Warrior Leadership Course:  
Fort Knox, 2013
Two-week course covering essential and 
valuable leadership skills, critical thinking  
and teamwork.

7 HONORS & AWARDS
Showcase any honors and awards you or your 
team earned. A potential employer can see these 
as an indication of your dedication and work ethic.

8 OTHER INFORMATION
Include any other knowledge and information 
not already listed: foreign languages spoken, 
computer proficiency, security clearance, etc.

Write your name in large, bold letters at  
the top of your résumé.

DO

›› Include a photo of yourself.
›› Write your birthday, Social Security 

number or any other personal 
information.

›› Write salary expectations.

DON’T

Use a “telegraphic” writing style.DO

›› Write long sentences.
›› Include first-person pronouns (I, me).

DON’T

Translate all military terminology to  
civilian terms.

DO

›› Assume the hiring manager 
understands your military experience.

›› Include acronyms; spell them out.

DON’T

Include your name on the second page of 
your résumé, along with the page number.

DO

›› Stretch your résumé over three or 
more pages. One page is sufficient; 
use a second page only if necessary.

›› Decrease the size of your font or 
margins to fit more content. It should 
be easy to read and easy to print.

DON’T

Show your résumé to others before 
sending it out.

DO

›› Rely on your computer’s spell-checker. 
Have someone else proofread it for 
spelling and grammar mistakes.

DON’T

BUILDING 
YOUR 
RÉSUMÉ
Taking one step 
closer to your  
post-military career

FOR SERVICE MEMBERS  
AND VETERANS 

Magnet

JOB SEEKERS: 
Reach Out Today!

Your network is your most  
valuable job search resource.

You

LINKEDIN
Find connections. Join 

groups. Post events you’re 
attending. Post links  

to interesting articles.  
Ask for endorsements.

TWITTER
Follow 

organizations 
you’re interested  
in and respond  

to tweets.

FACEBOOK
Post new 

professional 
content and 
respond to  

others’ postings.

JOB FAIRS & 
NETWORKING EVENTS

Look for events in your 
area. Once there, introduce 

yourself, ask about 
opportunities and collect 

contact information.

FOLLOW UP!
If a contact gave you his or 
her number, call them. Ask 

about new opportunities or 
set up a meeting. Follow up 
by email on any jobs you’ve 

already applied for.

FRIENDS  
& FAMILY

Ask for referrals  
and whether they  

know someone you  
should contact.
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NOT SURE WHAT CAREER PATH TO FOLLOW?  
LET YOUR PERSONALITY DECIDE FOR YOU!

To discover what industry your natural qualities are best suited for,  
pick the personality trait from each category below that best describes you.

What’s Your 
PERSONALITY TYPE?

Introvert: Likes working alone or in small groups in quiet spaces; 
likes to focus on one task at a time.

Extrovert: Prefers working with a variety of people; enjoys working 
at a quick pace and multitasking.

Sensor: Likes to focus on facts and details; applies common sense 
to come up with practical solutions.

Intuitive: Works with abstract things such as ideas and possibilities; 
seeks creative solutions to problems.

Thinker: Makes decisions based on logic and weighing pros and 
cons; wants work that uses intelligence.

Feeler: Is sensitive and cooperative; wants his/her work to reflect 
his/her values.

Judger: Likes organization and a structured workplace; is 
comfortable following rules.

Perceiver: Is spontaneous and flexible; prefers to keep his/her 
options open and doesn’t mind some chaos.

HOW DO YOU SOCIALIZE?

HOW DO YOU THINK?

HOW DO YOU DECIDE?

ARE YOU ORGANIZED?

Based on D
o W

hat You Are: D
iscover the Perfect Career for You Through the Secrets of Personality Type by  

Paul D
. Tieger, Barbara Barron &

 Kelly Tieger

I
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T
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Flip the card for your results.

ATTENTION 
Job Seekers!

Take full advantage of the many 
services offered to you at the  
Veterans Employment Center.

www.vets.gov/employment

FOR SERVICE MEMBERS 
AND VETERANS 

Message Cards
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GROW YOUR NETWORK
You can never have too many contacts in your 
network, so you should always think of ways to 
expand it.

›› Join a professional association to learn about 
industry trends and unadvertised jobs.

›› Join online networks, such as LinkedIn, to 
connect with potential jobs and colleagues.

›› Contact your college alumni office to set up 
informational interviews with other graduates. 
Also, college career services may have online 
job boards or other resources to help you.

›› Find a mentor with experience in your  
field. Get his/her advice and share your ideas 
with him/her.

NETWORKING EVENTS
There’s no better place to make new contacts 
than at a networking event. 

Before the Event: Use social media (LinkedIn, 
Facebook and Twitter) to learn about other attend-
ees, make connections and set up meetings ahead 
of time. Prepare your elevator pitch and a short list 
of questions to ask other event-goers.

el·e·va·tor pitch | noun
A creative or persuasive speech delivered 
in the short time of an elevator ride 
(about 20-30 seconds).

During the Event: Strike up a conversation with 
someone. Exchange information with your new 
contacts and let them know what you’re looking 
for (a new job, an informational interview, etc.).

After the Event: Follow up with your new con-
nections on LinkedIn. Send them links to relevant 
articles that relate to your conversations.

PERFECT YOUR  
ELEVATOR PITCH
Memorize a brief speech (30 seconds or less) that 
explains your skills and career goals. Recite your 
elevator pitch to new people you meet at net-
working events, job fairs, etc.

Example Elevator Pitch:

“  Hi. My name is ______________. I’m really 

interested in (industry, something about 

field of interest). I’m looking for (type of 

job) in (industry, company, location). Do 

you have any advice for me?”

HELPFUL RESOURCES

Search Job Postings by Location:
CareerBuilder.com: www.careerbuilder.com
Indeed.com: www.indeed.com 
College Recruiter: www.collegerecruiter.com 
USAJobs (Federal jobs): www.usajobs.gov 

Find Networking Events Near You:
NetParty: www.netparty.com 
LinkedIn:  www.linkedin.com 
Facebook:  www.facebook.com

Get Additional Career and Job-Search Advice:
CareerOneStop:  www.careeronestop.org 

877-US2-JOBS (872-5627)

Who Do You Know?

BUILDING  
YOUR 
PROFESSIONAL 
NETWORK

Step 5
MAINTAIN YOUR 
NETWORKS
Networking is about building and maintaining 
relationships. And, as in any relationship, you 
must give back to and support the other person 
to build a lasting connection.

›› Send your contacts timely news articles about 
something you know is important to them. 

›› Update them on things that you share a 
common interest in (sports, stocks, etc.).

›› Send them new business opportunities, job 
leads, information on upcoming professional 
events or anything else that can help them. 

›› Help your contacts out on social media: 
Retweet their tweets, publicize their 
organizations, etc. 

STAY IN TOUCH
Don’t lose touch with your contacts after get-
ting a job. Networking is not only about finding 
a job – it’s about receiving ongoing professional 
development and career support.

›› Email your contacts, informing them how 
helpful their suggestions have been to you.

›› Let a contact know when you follow up with  
a person he/she referred you to.

›› Once you get a job, thank everyone who 
helped you and give them your new  
contact information. 

W
ork Life

Readiness

FINDING A JOB  
AFTER SERVICE:
YOUR NEXT MISSION

FOR SERVICE MEMBERS 
AND VETERANS 
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Safe and Fair Workplace

 Æ Eliminate violence and conflict 
from your workplace with valuable 
information and resources.

 Æ Prevent violent situations by learning 
and spotting the warning signs.

 Æ Learn how to effectively manage 
conflict and resolve issues in a 
constructive way.

 Æ Make your workplace a safe, stress-
free environment with the help 
of various exercises and tips for 
controlling emotions.

Conflict Management

WORKPLACE  
VIOLENCE
STAYING SAFE AT WORK

Pr
og
ra
m
 O
ut
re
ac
h Poster

WORKPLACE SERIES

You Have the Power to

Prevent  
Workplace Violence

In Danger? 
Call 911 immediately. 

1 2 3Avoid 
conflict.

 Ignore bullies 

and walk away 

from situations 

that anger you 

or make you 

feel aggressive.

Respect 
others.

Never harass, 
belittle or 

bad-mouth a 

coworker. This 
might lead 
to a violent 

confrontation. 

Say 
something.
Report bullies, 
odd behavior 
or potential 

violence 
hazards to your 

supervisor.
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Wallet Card

Take Charge of  

Your Emotions
Keep your cool and manage your 
anger at work.

Managing your emotions is the 
key to keeping work stress in 
check, having fewer conflicts at 
work and handling them when 
they do occur.

Get more relaxation tips and techniques at:

https://nccih.nih.gov/health/
stress/relaxation.htm

If work stress or anger is taking over your 
life, call Mental Health America for more 
information and helpful resources:

800-969-NMHA (6642)

Stay Calm, Cool  
and Collected.

When You’ve Reached 
Your Breaking Point...

Be in Control of 
Your Emotions

Harassment

PUT AN END TO

HARASSMENT IN 
THE WORKPLACE

SEXUAL  
HARASSMENT
IN THE WORKPLACE

 Æ Contribute to the safety of your work environment by 
preventing or responding to harassment of any kind –  
from sexual harassment to bullying.

 Æ Identify harassment so you can stop it in its tracks and  
prevent it from escalating.

 Æ Know your rights, your fellow members’ rights, and your  
leaders’ responsibilities.
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Sexual Harassment Stops

Here. 
WORKPLACE SERIES

Message CardPoster

This Is a  

Bully-Free Workplace

Bullying is Never OK
Report ANY form of bullying to your employer or Human Resources.

For Example:

Spreading 
rumors or 

gossip

Shouting, swearing or using offensive or inappropriate language 

Isolating or excluding someone

Name-calling or throwing insults

Making 
threats or physically assaulting someone

WORKPLACE SERIES
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What’s workplace 
bullying? 

Repeated abusive behavior 

that targets a specific 

employee, involving 

psychological torment 

(intimidation, threats, 

humiliation), verbal abuse  

and work sabotage.

stop!
Pamphlet

STOP 
WORKPLACE  
HARASSMENT 
Understanding harassment is the first 
step to ending it.

For more information on workplace harassment, 
visit the EEOC website at: 

www.eeoc.gov/laws/types/
harassment.cfm

Hate
urts!

If You Are Being Harassed...
• Find out if your workplace has an 

antiviolence program or an Employee 
Assistance Program (EAP) that can help you.

• Don’t fight back against the harasser. If you 
feel safe doing so, speak to him or her. Stay 
calm, cool and collected.

• Keep track of the harassment. Write down 
each event in detail, including dates, times, 
places, what was done or said and by whom, 
who was there and if there were any witnesses. 

• Save all harassing e-mails, handwritten notes 
or offensive text messages or voice mails.

• Report the harassment to your employer 
or Human Resources, especially if your job 
performance is being affected.

Is Bullying Harassment?
Yes! Workplace bullying is repeated, abusive 
behavior that targets a specific employee or 
group of employees. It involves psychological 
torment (intimidation, threats, humiliation), 
verbal abuse and work sabotage.

Who bullies at work?
• Bosses or supervisors against subordinates

• Coworkers against peers

• A group of employees against one employee 
(mobbing)

• Clients, suppliers, patients, users or visitors 
from outside the organization against 
employees

To Report Workplace 
Harassment:

File a Charge of Discrimination with the Equal 
Employment Opportunity Commission (EEOC):

Tel.: 800-669-4000

TTY: 800-669-6820

E-mail: info@eeoc.gov 

Bullying is about control and involves 
the misuse and abuse of power.

Examples of workplace 
bullying:

Purposely withholding key 
information to interfere with 

someone’s work and to make 
him or her look bad

Spreading rumors 
or gossip

Shouting, swearing 
or using offensive 
or inappropriate 

language

Constant criticism that is insulting and intimidating

Deliberately isolating someone

Under-
working an 
employee 

or coworker 
to make him 
or her feel 

useless

Excessive 
micromanaging

Imposing 
unrealistic work 

deadlines
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Wallet Cards

Workplace 
Discrimination

Discrimination Is Real

Your Reporting Options

Know Your Options

In 2014, the U.S. Equal Employment 
Opportunity Commission (EEOC) received:

If you have been discriminated against at 
work because of your race, color, religion, 
sex (including pregnancy), national origin, 
age, disability or genetic information,  
you can file a Charge of Discrimination 
with the EEOC.

For more information, visit the EEOC 
website at: www.eeoc.gov
Your employer may not fire, demote, 
harass or otherwise retaliate against you 
for filing a charge.

RACE  
discrimination charges

AGE  
discrimination charges

PREGNANCY  
discrimination charges

8,826
20,588
3,400

Spot the signs of sexual harassment

Sexually 
Harassed?

Am I Being

Sexual 
Harassment…
Happens to both men and women in all 
areas of life – in private, at school or at 
work.

It includes:
• Unwelcome sexual advances.
• Requests for sexual favors.
• Touching in a sexual way.

Was It Just a Compliment?
It’s easy to confuse a compliment with 
harassment. If a compliment makes you 
uncomfortable, clarify by asking the 
person:

“What did you mean by that?”
This gives the person the chance to 
explain what he or she meant to say.

National Sexual Assault 
Hotline

800-656-HOPE (4673)

https://ohl.rainn.org/online
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Personalize Your Pamphlet! 
Increase awareness on important topics, 
policies, or procedures with QuickSeries’ 
extensive line of customizable 
pamphlets. With their modern design 
and to-the-point content, our trifold- and 
quadfold-style pamphlets are designed 
to capture the reader’s attention and 
deliver your message in a straightforward 
way. Add your branding or customize 
the content in any pamphlet to directly 
address your stakeholders.

Choose from our vast library of topics  
or create your very own pamphlet!  
Call us today for more information:  
1-800-361-4653

Safe & Fair W
orkplace

Safe and Fair Workplace

Ethics & Equal Opportunity
FOR SERVICE MEMBERS 

EQUAL  
OPPORTUNITY

W
ork Life

 Æ Understand complicated ethics 
laws and regulations, which are 
presented in a simplified “plain 
English” format.

 Æ Promote an equal opportunity 
workplace by becoming 
culturally aware and eliminating 
discrimination and harassment.

 Æ Know your rights to equal 
treatment, understand reasonable 
accommodation, and be aware of 
your reporting options.

 Æ Use checklists and resources to 
ensure your command follows 
standard ethics laws and fosters a 
fair, diverse work environment.
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Know the Limits

Property

Information

Time

Never Misuse  

Government Property, Time and Information

WORKPLACE SERIES

It is your responsibility to protect and conserve Government-owned or -leased 

property and to use it only for authorized purposes.

You are prohibited from using official Government envelopes or official letterhead 

stationery for personal business.

Never remove Government property or files or use Government copiers to copy 

files to take with you when you leave service.

You may not use Government purchasing authority for personal gain, even if you 

reimburse the Government.

Never engage in financial transactions using “insider” or nonpublic information, or improperly use nonpublic information to further your private interests.

You must use official time in an honest 

effort to perform official duties.

Never encourage, direct, coerce or request 

a subordinate to use official time to 

perform activities other than those required 

to perform official duties.

Violation may result in a  

fine, demotion, firing or prosecution.
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WORKPLACE SERIES

Gift 
Regulations
For Federal Employees

You may not solicit or 
accept a gift:
• From a prohibited source (e.g., 

agency contractors, vendors and 
grantees).

• Given because of your official 
position.

What’s a Gift?

What’s Not a Gift? 
(There may be some exceptions.)

A gift may include a gratuity, favor, 
discount, cash, gift certificate, 
entertainment, hospitality, loan, 
forbearance or other item having 
monetary value. 

• Snacks (coffee, donuts, etc.)
• Greeting cards, trophies, etc.
• Prizes in contests open to the general 

public
• Commercial discounts available to the 

public and Government employees
• Commercial loans, pensions, etc.
• Anything for which you pay fair 

market value or that is paid for by the 
Government

For more information, visit:

www.oge.gov

WORKPLACE SERIES

Travel Expense 
Regulations

Who Pays?

For Federal Employees

Your official travel must be 
paid for with appropriated 
funds. However, under certain 
circumstances, your agency 
may be reimbursed for your 
travel expenses by a non-Federal 
source.

For more information on 
travel expense regulations, 

visit the U.S. Office of 
Government and Ethics:

www.oge.gov

Note:
Federal employees may accept 
for personal use promotional 
items given to them on official 
travel, including frequent flyer 
miles.

Magnet

Employers cannot retaliate against “whistleblowers” (workers who 

report injuries, safety concerns or other protected activity).

Whistleblower 
Hotlines

Prohibited Personnel Practices: 

800-872-9855

Hatch Act Violations (political activity violations):

800-85-HATCH (4-2824)
Report fraud, waste and abuse to the  

Office of Inspector General: 

800-424-9071 
Whistleblower Disclosure Hotline: 

800-572-2249

For more information on the Whistleblower Protection Programs, visit:  

www.whistleblowers.gov
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Safety at Work

Marine Safety
 Æ Ensure Marines’ safety by 
accurately following standard 
operating procedures and 
taking necessary safety 
precautions.

 Æ Understand and implement 
codes of conduct and safety 
requirements and procedures  
to foster safe training and 
working conditions. 

 Æ Use essential checklists and 
diagrams to secure everyone’s 
safety and promote mission 
confidence and readiness.

RANGE 
MANAGERS
TOOLKIT

RTAM BRANCH TECOM MCCDC (C465)
2006 HAWKINS AVE. QUANTICO, VA 22134

HTTPS://RTAM.TECOM.USMC.MIL
TECOMRTAMSUPPORT@USMC.MIL

RANGE AND TRAINING AREA 
MANAGEMENT DIVISION

JULY 2016

LEADER’S GUIDE TO

RANGE SAFETY
Leader’s

SMART PACK

1ST BATTALION      5TH MARINES

Make Peace or Die

Risk Management

 Æ Ensure proper procedures are in place for personnel to perform their tasks free of unnecessary risk.

 Æ Increase mission success with minimal losses by implementing Operational Risk Management and  
Time Critical Risk Management.

 Æ Use a helpful risk assessment matrix and understand risk-management levels to significantly reduce risk  
and maintain Service member safety.

RISK  
MANAGEMENT
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fe
ty
 &
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Safety at W
ork

Safety at Work

 Æ Stay safe on assignment by 
following standard protocols 
and procedures – from wearing 
personal protection to using the 
right equipment for the mission. 

 Æ Learn Occupational Safety and 
Health Administration (OSHA) 
guidelines and standards and  
how you can maintain a safer  
work environment.  

 Æ Know your leader’s responsibilities 
for keeping you safe on the job.

 Æ Use valuable checklists, 
illustrations, and resources to 
ensure your protection at all times.CONFINED  

SPACES
GENERAL REQUIREMENTS 
& PRACTICES

WAREHOUSE 
SAFETY
FOR WORKERS

Worksite Safety

PERSONAL 
PROTECTION
AGAINST INDUSTRIAL 
HAZARDS

Safety & Security
QuickStat
Slips, trips, and falls 
cause 15% of fatal 
occupational injuries. 
That’s more workplace 
fatalities than any other 
cause, excluding motor 
vehicle accidents.
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Safety at Home

Safe Driving
 Æ Drive safely on and off duty 
by following critical safety 
protocols and defensive 
driving techniques.

 Æ Know how to navigate 
difficult driving conditions, 
get adequate training, and 
wear appropriate personal 
protective equipment to 
reduce the risk of injury.

 Æ Use helpful facts, statistics, 
checklists, and resources to 
enhance your driving skills 
and stay safe on the road.

FOR SERVICE MEMBERS 

SMART DRIVING

FOR SERVICE MEMBERS 

SMART RIDING
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Wallet Card

SMART  
RIDING
PRE-RIDE CHECKLIST

All lights and turn signals work.

Engine cut-off switch works.

Horn works.

Throttle opens and closes smoothly. 

Front and rear brakes function well.

Mirrors are clean and well positioned.

Cargo is secure and balanced.

Cables are not frayed or loose.

Fluid levels are good; no sign of leaks. 

Chain is lubricated and in good  
condition.

Tire pressure and tread depth are 
good.

Side stand engine cut-off works.

Smart riding  
is defensive riding.
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Family Safety

 Æ Get the tools you need to effectively prepare for, plan for, and respond to any emergency situation –  
from earthquakes and fires to cybercrime and theft.

 Æ Prevent dangerous accidents on and off duty by following appropriate safety rules and procedures.

 Æ Follow basic guidelines for keeping yourself, your home, and your family safe from various threats.

 Æ Apply important tips, checklists, charts, and resources to ensure your family’s safety during any emergency.

FIRE 
SAFETY
ARE YOU READY?

* Licensed by the Motorcycle Safety 
Foundation (MSF)

*

Online Security
KEEP YOUR

IDENTITY 
SAFE

AVOID  
FRAUD

 Æ Avoid being a victim of crime  
or fraud by taking key preventive 
measures.

 Æ Follow basic guidelines for 
keeping your identity safe 
from fraud and scams and 
your children safe from online 
predators.

 Æ Use valuable checklists, tips,  
and resources to ensure your 
online security.

CYBERSECURITY
STAY SAFE ONLINE
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Poster
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PASS THE FIRE
EXTINGUISHER

STOP A FIRE BEFORE IT SPREADS!

If you don’t feel safe fighting a fire,  
EVACUATE IMMEDIATELY!

IM

WEEP

ULL

QUEEZE

the extinguisher nozzle/horn/hose  
at the base of the fire.

from side to side in most cases. 
Read the directions.

the pin, release a lock latch  
or press a puncture lever.

or press the handle.

A
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Security

Security

Security at Work
FOR SERVICE MEMBERS 

OPERATIONS 
SECURITY
(OPSEC)

 Æ Ensure all military members and 
government employees know 
how to follow essential security 
procedures to maintain safety.

 Æ Adhere to important policies, 
procedures, and safety measures 
designed to guard Service 
members and government 
employees from potential threats.

 Æ Understand the Operations 
Security process, gain 
appropriate clearance, and 
be aware of potential security 
concerns.

Safety & Security

 Æ Be emergency-ready for any 
potential threat – from active 
shooters and suicide attacks to 
hazardous materials and water 
security incidents.

 Æ Get basic guidelines on security 
planning, threat management, 
and response and recovery 
efforts.

 Æ Use thorough checklists, 
charts, and resources to help 
prevent terrorist events and 
environmental disasters.

SUICIDE ATTACK 
PREPAREDNESS
FOR FIRST RESPONDERS

WATER 
SECURITY
Planning for and responding to drinking 
water contamination threats and incidents

Threat Response

ANTI-TERRORISM
SECURITY THREAT  
PREVENTION & RESPONSE
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Be Ready
 Æ Get the tools you need to 
effectively prepare for, plan 
for, and respond to any natural 
or man-made disaster – from 
tornadoes and earthquakes 
to hazardous materials and 
terrorism. 

 Æ Use helpful checklists, tips, and 
websites to navigate through 
the disaster preparedness 
process.

 Æ Follow post-disaster guidelines 
to ensure a safe and healthy 
recovery. 

PICKING UP THE PIECES

A DISASTER 
RECOVERY GUIDE

RESILIENCE 
AFTER DISASTER

Calendar MagnetPosters

2022 CALENDAR

365 DAYS OF EMERGENCY PREPAREDNESS

 � Survival manual/guide

 � Rope, duct tape and plastic 
sheeting

 � Personal hygiene items 
(soap, wipes, toilet 
paper, feminine products, 
toothbrush and toothpaste, 
antibacterial hand wash, 
sunscreen)

 � Extra keys to your home 
and vehicles 

Pack an emergency go-bag to take with you if you have to leave your home quickly.  
Keep it near your emergency exit. 

GO-BAG Checklist

 � Battery-powered/crank 
radio and batteries

 � Glow sticks and flashlight 

 � Cell phone and charger 

 � Whistle and pepper spray

 � Pocket knife (multi-use) or 
multi-tool

 � Waterproof matches or 
lighter

 � Cash and quarters (for 
phone calls)

 � Mylar blankets

 � Shoes, change of clothes, 
warm hat, gloves, poncho 
(for rain gear/tent) 

 � Water and food, plus a  
can opener 

 � First aid kit

 � Sewing kit

 � Dust mask

 � Essential document  
holder © 2016 QuickSeries Publishing
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DISASTER SERIES

Find out what you can do for your family, your home and  
your community.

Your emergency communications plan is key to your  
family’s safety. Fill out contact cards for every member in your  
family to carry. Include a neighborhood meeting place.

Build your emergency supply kit and put your home protection 
measures in place now – before you need them.

LEARN

PLAN

PREPARE

Disaster can strike at any time.  
Make sure your family is ready.

ARE YOU READY?

Visit www.ready.gov for more information.

Shelter in place is announced in response to a  
suspected chemical spill. To shelter in place:

SHELTER in Place

Take attendance and report 
any missing students to your 
principal or designee.

Await direction from your 
principal or designee.

Seal the environment.
 Tightly close all windows. 
 Seal around the door as best 

you can.

Turn off the heating, ventilating 
and air conditioning (HVAC) unit. 
 The HVAC unit is located on  

a wall.
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 Æ Learn how to prepare your 
entire family – parents, kids, 
family members with special 
needs, and pets alike – for 
natural and man-made 
disasters. 

 Æ Create an emergency plan so 
you and your family can stay 
safe when disaster strikes.

 Æ Use supply checklists to 
ensure you’re packing disaster 
essentials for each family 
member.

 Æ Consult useful websites and 
support networks that can 
assist with your recovery.

Pamphlets Wallet Card

GROWING PREPARED 
HELPING KIDS THROUGH 
DISASTER

Family Readiness

Sa
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Disaster Preparedness36



Disaster Preparedness
Disaster Readiness
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 Æ Be emergency-ready for any 
natural disaster that can strike 
your area – from hurricanes 
and floods to earthquakes and 
wildfires.

 Æ Know how to create a plan, 
assemble an emergency supply 
kit, protect your home, and stay 
informed of important emergency 
alerts and news.

 Æ Develop and practice evacuation 
and shelter-in-place procedures 
so you can stay safe in the event 
of any natural disaster.

 Æ Get valuable post-disaster 
information on dealing with the 
aftermath: cleaning up, filing 
insurance claims, and recovering.

Magnet Pocket Cards

Message Card

Posters
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HURRICANE
PREPAREDNESS TIMELINE

WHAT TO DO WHEN A HURRICANE IS...

CHECK FOR LOCAL 
OFFICIALS’ UPDATES  
AND INSTRUCTIONS  
EVERY 30 MINUTES.

HOURS 
AWAY

HOURS 
AWAY

18-36

6

36 
HOURS AWAY

6-18 
HOURS AWAY

 t Build or restock your emergency 
preparedness kit. Include a 
flashlight, batteries, cash and first 
aid supplies.

 t Review your evacuation plan with 
your family. 

 t Keep your car in good working 
condition, and keep the  
gas tank full.

 t Start charging your cell phone  
so you will have a full battery  
if you lose power.

t If you’re not ordered to evacuate, stay at home  
or where you are and let friends and family  
know your location.

t Close storm shutters and stay away from  
windows. Flying glass from broken windows  
could injure you.

t Turn your refrigerator or freezer to the coldest 
setting and open only when necessary. 

 t Bring loose, lightweight objects inside that could 
become projectiles in high winds (e.g., patio 
furniture, garbage cans).

 t Anchor objects that are unsafe to bring inside  
(e.g., propane tanks).

 t Trim or remove trees close enough to fall on the 
building.

 t Cover all of your home’s windows with permanent 
storm shutters or 5/8” exterior grade plywood.

TORNADO
SAFETY

DISASTER SERIES

Tornado Warning        
Seek shelter immediately!

Listen to weather updates and wait for emergency personnel to arrive.  
Stay in your shelter until emergency officials give the “all clear.”

 � Go to your safe room, a basement or an interior room on the lowest floor.

 � Take cover under sturdy furniture. Protect your head with your arms.

 � Do not stay in a mobile home. Go to the lowest level of the closest building.

 � Go to the lowest level, away from windows and doors.

 � Take cover under sturdy furniture, if possible. 

 � Do not shelter under wide-span roofs, such as cafeterias or shopping malls.

 � Pull over and park your car. Never park under a bridge or overpass.

 � Keep your seat belt fastened. Put your head down, below the windows.

 � Do not try to outrun a tornado in a congested or urban area.

 � Move as far away from trees and cars as possible.

 � Lie flat in a ditch and protect your head with your arms.

 � Watch out for flying debris.
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 � Shut all windows and doors.

 � Go to your safe room, a 
basement or a storm cellar, 
and bring your emergency 
supply kit.

 � If there is no basement, go to 
a room in the center of your 
home, away from windows 
and doors.

 � Take cover under sturdy 
furniture, such as a table 
or bench, and protect your 
head with your arms.

 � Go to a nearby building or 
get into a stationary vehicle. 
Shelter appropriately.

 � If no shelter is available, 
move away from trees and 
cars, and lie in a ditch, 
covering your head with your 
arms and a blanket.

 � Watch out for flying debris.

 � Drive to a tornado shelter 
immediately.

 � If caught in extreme winds 
or hit by flying debris, pull 
over and park the car. 

 � Never park under an 
overpass or bridge.

 � Keep your seat belt fastened 
and put your head down, 
below the windows. Protect 
your head with your arms.

At Home OutdoorsIn a Car

SEEK SHELTER IMMEDIATELY IF A TORNADO WARNING IS ISSUED!

Listen to weather updates while sheltering, and follow instructions from officials.

1-800-361-4653
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Access Vital Info – Anytime, Anywhere!
Our easy-to-use Resource App and portal is the ideal on-the-go tool for 
communities, facilities, and workplaces. Conveniently communicate essential 
emergency information to your public all at once to guarantee everyone gets 
the critical details they need at the right time.

Tailored to your specific requirements, any content can be turned into an 
app. And you get the added bonus of picking and choosing from a variety 
of eGuide titles to incorporate into your personalized library – ensuring a 
complete, educational user experience.

Pamphlet

Provide your family with  
near-absolute protection  
from tornadoes with a  
safe room at home.

PLANNING A

TORNADO  
SAFE ROOM

Affording a Safe Room
The cost of creating a safe room can vary, depending on:

 � Its size.

 � Its location within the home.

 � The number of exterior home walls used in its 
construction.

 � The type of door used.

 � The type of foundation on which it’s constructed.

As a general guide, you might expect to pay between 
$7,000 and $10,000 to construct an 8-foot by 8-foot safe 
room from reinforcing a small interior room, such as a 
master closet, bathroom or utility room. Naturally, larger, 
more refined designs will cost more.

Do You Need a Safe Room?
If you live in a tornado-prone area, use the table to 
assess your risk from extreme winds and determine 
whether you should build a safe room to provide your 
family with reliable protection.

To use the Tornado Hazard Risk  Table, find your wind zone 
(see Wind Zone Map) and the number of tornadoes in 
your area (see Tornado Activity Map) and see where these 
values intersect on the table to know your hazard risk.

Low risk: Using a safe room is a matter of preference.
Moderate risk: Using a safe room should be considered.
High risk: Using a safe room is highly recommended.

* Using a safe room is highly recommended if in a hurricane-prone region.

Number of recorded 
EF3, EF4, and EF5 
tornadoes per 2,470 
square miles
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Tornado Hazard Risk Table

Safe Room Grants
There are several Federal funding initiatives to help you 
afford the cost of creating a residential safe room.

U.S. Department of Housing and Urban  
Development (HUD)

 � Community Development Block Grant Program 
www.onecpd.info/community-development

Federal Emergency Management Agency 
(FEMA) 

 � Hazard Mitigation Grant Program 
www.fema.gov/hazard-mitigation-grant-program

 � Pre-Disaster Mitigation Grant Program 
www.fema.gov/pre-disaster-mitigation-grant-program

To apply for a grant, contact your state emergency man-
agement office or state hazard mitigation assistance 
office for guidance. 

Find your state emergency management office at: 
www.fema.gov/state-offices-and-agencies-emergency- 
management

Find your state hazard mitigation assistance office at: 
www.fema.gov/state-hazard-mitigation-officers

HUD and FEMA do not administer assistance directly to citizens, 
but to state governments that, in turn, provide funding to local 
governments.
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Wind Zone

I II III IV

< 1 Low Risk Low Risk* Low Risk* Moderate 
Risk

1 - 4 Low Risk Moderate 
Risk* High Risk High Risk

5 - 10
Low Risk Moderate 

Risk* High Risk High Risk

11 - 15 High Risk High Risk High Risk High Risk

> 15 High Risk High Risk High Risk High Risk
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Tornadoes occur everywhere 
in the U.S. and at any time!

HURRICANE 
PREPAREDNESS
WEATHERING THE STORM

TSUNAMI
PREPAREDNESS

EARTHQUAKE 
PREPAREDNESS

BE FIRE SMART:

WILDFIRE
PREPAREDNESS

Wallet Cards

WATCH  FASTEN  SHELTER 

Survive a Tornado

Information provided for surviving 
a tornado is based on material 

developed for the Ready campaign.

For more information, visit:  

www.ready.gov/tornadoes

Improve your tornado awareness.

Stay advised of weather conditions at: 
www.weather.gov

Stay advised of storm reports at: 
www.spc.noaa.gov

Connect with your state and local 
emergency management office via: 
www.ready.gov/today

Know the tornado terms.
Tornado watch 
A tornado is possible. Stay alert and 
monitor weather reports for approaching 
storms. 

Tornado warning 
A tornado has been sighted or indicated by 
weather radar. Take shelter immediately.
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DROP  COVER  HOLD ON 

DISASTER SERIES

Survive an 
Earthquake

Improve your earthquake awareness.
Check if you live or work in an earthquake prone zone 
at: http://earthquake.usgs.gov/hazards/products

Sign up to receive earthquake e-mail alerts at: 
https://sslearthquake.usgs.gov/ens

Sign up to join an earthquake drill at: 
www.shakeout.org

Information provided for surviving an 
earthquake is based on material developed 
for the Ready campaign. For more information, 
visit: www.ready.gov/earthquakes

Know the earthquake terms.
 � Aftershock – earthquake of similar or 

lesser strength that follows the main 
earthquake.

 � Epicenter – surface point directly above 
the fault location where the earthquake 
began.

 � Fault – fracture in crust where movement 
occurs during an earthquake.

 � Magnitude – measure of energy released 
during an earthquake.

 � Seismic wave – vibrations that travel 
outward from the earthquake fault at 
speeds of several miles per second.
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FLOOD SAFETY

Prepare your home:

 � Bring in outdoor furniture and move important indoor items to the highest 
possible floor.

 � Disconnect electrical appliances and do not touch electrical equipment if 
you are wet or standing in water.

 � If instructed, turn off your gas and electricity at the main switch or valve.

Turn Around, Don’t Drown!
Just six inches of moving water can knock you down and  
two feet of water can sweep your vehicle away.

FLOOD WATCH = BE AWARE

FLOOD WARNING = TAKE ACTION!

Turn on your TV/radio for the latest weather updates and emergency 
instructions.

Move immediately to higher ground or stay on high ground.

Evacuate if directed.

Avoid walking or driving through floodwaters.

Build or restock your emergency preparedness kit. Include a flashlight, 
batteries, cash and first aid supplies.

Safety & Security

Disaster Preparedness 37
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Homeownership & Finances

Home Maintenance

 Æ Be a smart homeowner by 
understanding the ins and  
outs of buying, selling, and  
even foreclosing.

 Æ Get the basics on military 
benefits and loans, buying  
and selling procedures, 
gathering necessary 
documents, applying for 
mortgages, or avoiding 
foreclosure.

 Æ Use valuable checklists, 
tips, and resources to guide 
you in your home-owning 
and property investment 
endeavors.

 Æ Understand home maintenance 
basics – from do-it-yourself 
projects and repairs to lawn and 
pool care instructions.

 Æ Identify, repair, and prevent 
problems inside and outside your 
home.

 Æ Take the appropriate safety 
measures when performing repairs, 
upgrades, or outdoor work.

 Æ Use easy-to-follow checklists, 
schedules, tips, and resources  
to guide you through all your  
home maintenance efforts.

BUYING A HOME
KEYS FOR SUCCESS

HOME  
MAINTENANCE
INSPECT. PREVENT. REPAIR.

UNDERSTANDING

REVERSE 
MORTGAGES

POOL & SPA 
MAINTENANCE
MADE EASY

SELLING  
YOUR HOME

10 EASY

HOME REPAIRS

FHA LOANS
THE SMART PATH TO  
HOMEOWNERSHIP

Veterans affairs

VA-Guaranteed 
Home Loans

POOL & SPA 

SAFETY 
OPENING &  
CLOSING 
YOUR POOL OR SPA

EASY HOME

UPGRADES
BASIC

LAWN CARE

Home
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Personal Finance
Money Smart
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Magnet

Message Card

10

Eat at home more often.

Grow your own produce.

Reduce your cable/utilities bill.

Don’t buy bottled water –  
drink tap water instead.

Buy in bulk – when the deal  
is right.

Tips for Saving  
Money at Home

4

5

6

7

8

9
10

Use coupons at the grocery 
store.

Set the thermostat on your water  
heater to 120°F.

Wash your clothes in cold water.

3

Install a programmable 
thermostat.1

2 Use ENERGY STAR®  
appliances.

WEALTH SERIES
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CASH VS. CREDIT
Should I Use my Credit Card?

CASH CREDIT

Doesn’t help establish a  
credit score.

Helps build your credit score.
So you can get loans and mortgages easily.

Not accepted for online shopping. 
Which is a blessing in disguise! 

Accepted exclusively for  
online shopping. 

Which can be very dangerous for your bank account!

Accepted in all stores and  
restaurants.

Not accepted everywhere. 
Some stores, restaurants, etc., accept certain  

credit cards or cash only.

Easily stolen; can’t be replaced.
Can be replaced if stolen. 

Not only can it be replaced, but you’re not responsible  
for the purchases made while it was stolen.

Limited on how much you  
can spend. 
If you only have $20, you can only spend $20.

Very high limits on spending. 
Depending on your set credit limit, you can spend a 

reckless amount in one shopping trip.

Pay as you go! 
There are no nasty month-end surprises.

You have to worry about a  
monthly bill. 

Because it’s so hard to keep track of spending, you might be 
surprised at the total owed at the end of the month.

Easy to budget and keep track of 
spending. 
Set your weekly budget and carry a set amount of cash 
on you. You’ll probably be more reluctant to spend this 
way, leaving you with extra, unspent money at the end 
of the week! 

Hard to keep track of spending. 
It’s easy to rack up debt when making random  

daily purchases on your credit card. 

No interest rates.

High interest rates. 
Current interest rates can range from 18.99% to 29.99%. 
If you’re one of the many Americans who doesn’t pay off 

his or her monthly balance in full, you’re being charged 
with interest every month.

Not always available.
You have to go to the ATM or bank to fill your wallet.

Convenient.
Your credit card is always there, ready to be used.

WEALTH SERIES

Pay Yourself First!
The secret to reaching your savings goals faster.

Every payday, pay yourself first so you’re not tempted to spend that money on other things.

Step 1
Decide How Much

Decide how much you 
can afford to save after 
paying your monthly 
expenses.

Aim to put away at 
least 10% of each 
paycheck.

Step 3
Watch It Grow

Sit back and watch 
your savings grow!

That $200 you are 
saving every month 
will add up to $2,400 
in one year and to 
$12,000 in five years!

Step 2
Set It and Forget It

Go to your bank and 
set up automatic 
weekly or biweekly 
transfers into your 
savings account – you 
won’t miss that money 
if you never see it. 

For more on saving, visit: www.mymoney.gov or www.americasaves.org

Pamphlets

These tips will steer 
you in the right  

car-buying direction!

SAVE FOR 
A CAR

Kelley Blue Book: 
Get new car pricing and used car values. 
www.kbb.com  

Edmunds.com, Inc.: 
Provides market value pricing, unbiased 
car reviews, ratings and expert advice to 
help you get a fair deal. 
www.edmunds.com 

Carfax, Inc.: 
Offers used car VIN searches, car history 
checks, reports, etc. 
www.carfax.com 

U.S. Department of Energy: 
Find gas mileage estimates and other  
information. 
www.fueleconomy.gov

Don’t let all that saving go to waste –  
make sure you buy the right car. Use the 
following resources to help you on your 

car-buying journey.

Make the Right Choice!
Once you figure out which car you want, 
whether you are leasing or buying, and 

exactly how much you need to save for your 
down payment, plan how you will save.

Calculate your budget and commit to it. If 
you plan to finance or lease a vehicle, make 
sure you have enough income to cover your 

current monthly living expenses.

Money-Saving Tips
How Much Can I Afford?

Calculate how much you can afford to put aside 
every week. Whether that amount is $20 or 
$200, start saving today so it can add up faster.

Do small things every day to cut costs and add 
some extra cash to that car fund:

 � Save your change. You’d be surprised how 
much you can save by putting aside loose 
change every day for a year.

 � Bring your lunch to work. A typical bought 
lunch costs about $10, while a bagged lunch 
costs approximately half of that. Save $5 a 
weekday for one year, and you’ll be adding 
an extra $1,300 to that down payment.

 � Look into bundling your Internet, cable 
and phone bills for a cheaper monthly 
rate. You might be able to save an extra 
$10-$20 a month.

 � Use coupons when grocery shopping. 
You can save $20 or more a week on your 
grocery bill.

First…

Then…

Your monthly auto loan payment should not 
be more than 20% of the money you have 
available each month after you pay for your 
usual living expenses (rent or mortgage, 
utilities, food and transportation, credit card 
payments, etc.).

When reviewing your budget, you should also 
consider other associated costs, including 
fuel, license, registration, personal property 
taxes and insurance. 

A good rule of thumb: 

Don’t forget the hidden  
expenses…

Call your insurance company 
before purchasing your car to 
determine what the monthly 

insurance cost will be.
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Student Savers For Savings Tips…
Young America Saves

MyMoney.gov

MyCreditUnion.gov

Federal Student Aid

Young America Saves is dedicated to helping young 
people save money for their future. Get information 
on your different savings options, setting a budget, 
and much more. 

http://americasaves.org/for-savers/ 
young-america-saves

If you’re a full-time student and work part-time 
or do small jobs (like dog-walking) for spending 
money, you can still start saving for your future. 

You might not make a lot of money, but if you set 
aside just a few dollars a week, your savings will 
grow in no time. The chart below gives you an 
example of how your tiny weekly contribution can 
turn into a good chunk of change within a year.

Learn about saving, borrowing, spending and 
investing your money.
www.mymoney.gov 

Get the basics on making wise financial decisions 
and developing effective saving habits.
www.mycreditunion.gov/protect/Pages/ 
Tips-for-Young-Adults.aspx  

Read about how to prepare financially to go to college 
or return to college after joining the workforce.
https://studentaid.ed.gov 

For more information on being a student saver, 
visit the America Saves website: 

www.americasaves.org/for-savers/ 
young-america-saves

Become a 
 Young 
Saver

Monthly Yearly

Save 50 cents a day in 
loose change $15 $182

Have a movie night at 
home once a month 
instead of going out

$15 $180

Buy one less specialty 
coffee a week  
(Save $5 a week)

$20 $260

Bring lunch to school 
(Save $5 a day) $100 $900

Here are some ideas of ways students can earn 
money after school or on weekends:

 � Part-time job at the mall or movie theater
 � Walk dogs
 � Mow lawns or shovel snow
 � Babysit 
 � Wash cars

How can I earn some money?
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Take steps today to start saving for 
your future!

In the Red?
Visit these helpful sites for more information on 
wiping out your debt.

Federal Trade Commission:  
Dealing with Debt
Get help with managing your debt and  
repairing your credit.
www.consumer.ftc.gov/topics/dealing-debt 

Consumer Financial Protection Bureau
Tips for repaying Federal and/or private student 
loans.
www.consumerfinance.gov/paying-for- 
college/repay-student-debt/#Question-1 

MyCreditUnion.gov
Useful information on debt and credit.
www.mycreditunion.gov/Pages/ 
pocket-cents-landing-debt-and-credit.aspx

Get Out 
of Debt

Your financial situation doesn’t 
have to go from bad to worse. 

Take control of your money and 
become debt-free for life!
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Still Not Convinced  
You Should Lose that  

Credit Card?
If you can’t pay off your balance in full every 
month, do not use your card. The following 
diagram shows you how long it takes and how 
much it costs to pay off the cost of a single 
shopping spree.

When you’re 18, you charge $1,500 worth 
of clothes and DVDs on a credit card with a 
19% interest rate.

You repay only the minimum amount each 
month: $60 (4% of the outstanding bal-
ance). In 106 payments, you pay off the 
debt: You are now 26 years old and have 
paid more than $889 extra in interest (if you 
charged nothing else on the account). 

WEALTH SERIES

10-STEP
SPENDING PLAN

UNDERSTANDING
LENDING FEES

Wallet Cards

Start Saving Today!
It’s never too early to start saving money. 
The younger you are when you start 
putting money away, the more you’ll have 
when you need to pay for school or buy a 
house or a car.

Whether you have a part- or full-time job, 
be money smart, and set some of that 
hard-earned cash to the side!

Savings Basics
Saving, borrowing, spending and 
investing: www.mymoney.gov 

Making wise financial decisions and 
developing effective saving habits: 
www.mycreditunion.gov/protect/Pages/ 
Tips-for-Young-Adults.aspx 

Financially preparing to go to college: 
https://studentaid.ed.gov   

Become a  
Young  
Saver
Take steps today to start 
saving for your future!

Young America Saves
Young America Saves is dedicated to helping 

young people save money for their future. 

For information on your different savings 
options, setting a budget and much more, visit:  

http://americasaves.org/for-savers/
young-america-saves

© 2015-2016 QuickSeries Publishing
1-800-361-4653 | www.quickseries.com

15-0037-000-01 | 15-0037-002 | Printed in Canada

1-800-361-4653
www.quickseries.com

© 2015 QuickSeries Publishing
15-0038-000-01 | 15-0038-001 | Printed in Canada

Using your credit card might be the quickest 
way to shop, but is it the best for your 
budget?

Charging a purchase to your credit card 
might be convenient, but if you’re not 
keeping track of your spending, it can land 
you in a whole lot of debt.

Don’t be a statistic! If you must use a credit 
card, set a budget and make sure you pay off 
your balance in full every month.

According to the National Foundation 
for Credit Counseling, 34% of U.S. 
households carry a credit card debt 
from month to month.

WEALTH SERIES

Cash VS. 
Credit 

Should I Use My Credit Card?
Consider the pros and cons of using 

cash and credit before swiping 
away your savings!

Still Undecided?
Read more about the pros and cons of using cash 
or credit, and about getting out of debt:

 � MyMoney.gov: www.mymoney.gov 
 � Federal Reserve: www.federalreserve.gov
 � Federal Trade Commission – Consumer 

Information: www.consumer.ftc.gov

1-800-361-4653
www.quickseries.com
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What Does  
“Paying Myself First” Mean?
It means saving a fixed amount of your pay  
as soon as you receive it. 

When you pay yourself first, you aren’t 
tempted to spend your hard-earned  
money on other things. It’s the smartest  
way to save!

Over time, your weekly/monthly savings  
will add up. For example:

Monthly Savings     1 Year                5 Years
$200      $2,400                $12,000

Eventually, you will be able to cover 
unexpected expenses or make large 
purchases without putting them on your 
credit card or taking out a loan.

WEALTH SERIES

Pay Yourself 

First!
The secret to reaching 

your savings goals faster.

Savings 101
Read more about earning,  
spending, saving and  
investing your money.

MyMoney.gov
www.mymoney.gov

MyCreditUnion.gov 
www.mycreditunion.gov 

AmericaSaves.org 
www.americasaves.org

 Æ Gain financial freedom by following valuable money-saving 
and -spending tips.

 Æ Understand the basics of investments and lending fees in 
reader-friendly terms. 

 Æ Avoid debt and learn how to save for military retirement 
or large purchases with the help of useful charts and 
examples.

 Æ Use practical logs, checklists, and resources to 
successfully manage your finances and stay out of the red.

Personal Finance

Hom
e Life
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Personal Safety
 Æ Avoid being a victim of crime or 
fraud by taking key preventive 
measures.

 Æ Learn how to protect yourself, 
your family, and your property 
from violent crime and theft.

 Æ Follow basic guidelines for 
keeping your home safe from 
theft, your children safe from 
online predators, and your 
identity safe from fraud and 
scams.

 Æ Use valuable checklists and 
resources to ensure your safety.

CYBERSECURITY
STAY SAFE ONLINE

AVOID  
FRAUD

CRIME 
PREVENTION
CHECKLIST

KEEP YOUR

IDENTITY 
SAFE
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Family Law

 Æ Know your rights about various legal issues – from marriage and divorce to child 
custody and estate planning.

 Æ Find quick answers to a variety of practical questions about how the law (federal, 
state, and local) affects you and your family.

 Æ Master complicated legal jargon through easy-to-understand explanations and 
terms so you can effectively work with your lawyer.

 Æ Refer to the valuable resources for additional information and extra guidance with 
your legal questions.

Legal Answers For

DIVORCE

L A W A L Lfo r

Family Law Series

Legal Answers For

MARRIAGE

Family Law Series

L A W A L Lfo rL A W A L Lfo r

Legal Answers For

CHILD CUSTODY &  
CHILD SUPPORT

Family Law Series

L A W A L Lfo r

Legal Answers About

CHILDREN

Family Law Series

L A W A L Lfo r

Legal Answers for

WILLS & ESTATE 
PLANNING

Family Law Series

Law

QuickTerm
Separation means that you are living apart from your  
spouse. You’re still legally married until you get a judgment  
of divorce from a court.

Divorce is the legal termination of a marriage. Couples 
separate, divide their property, and arrange child custody  
and support.

For	more	information	on	the	legal	implications	of	
separation	and	divorce,	refer	to	our	Legal Answers  
for Divorce	guide.

Law 4141
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Expecting Baby

 Æ Ease the stress and worry of pregnancy with helpful guidance on a variety of pregnancy- and birth-related 
topics.

 Æ Follow helpful advice on coping with common pregnancy complaints, managing body changes, knowing when 
to call your doctor, and creating a birth plan.

 Æ Ensure a healthy pregnancy by learning about critical lifestyle, diet, and fitness recommendations.

 Æ Use helpful checklists, diagrams, and resources for support and comfort on this journey.

BREASTFEEDING
NUTRITION AND BONDING

New Parent
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At School
Life with Kids
SCHOOL-AGE

SICKNESSES

TACKLING 

CLASSROOM  
CONCERNSSAFETY

AT SCHOOL

 Æ Make sure your kids are safe and sound from the dangers of bullying, common childhood diseases, and other 
threats.

 Æ Parent with confidence by following various tips and suggestions, including talking about drugs, identifying 
problems, and setting rules.

 Æ Use helpful checklists, quick-reference graphics, and resources to guide you through your parenting journey.

Bullying
 Æ Protect yourself and your children 
from the threat of bullying by 
learning essential prevention tools 
and techniques to end the bullying 
problem.

 Æ Coach your children on how to 
deal with all forms of bullying, 
such as cyberbullying and 
physical, psychological, and verbal 
bullying.

 Æ Use valuable checklists, quizzes, 
and resources to understand 
bullying, resolve bullying incidents, 
or prevent the threat. 

PUT AN END TO

CYBERBULLYING
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Ruler

Message Card

H AV E  YO U  S E E N  B U L LY I N G ?
Be more than a bystander!

Stand up for others. Don’t give bullying an audience. 

TAKE A STAND SERIES

SIGNS A CHILD IS BULLYING OTHERS
He or she: 

 x Frequently gets into fights.
 x Has unexplained new belongings or 
extra money.

 x Gets sent to the principal’s office or 
detention often.

 x Has friends who bully.

He or she is more likely to: 
 x Blame others for problems.
 x Be aggressive or easily frustrated.
 x Have less parental involvement.
 x Think badly of others.
 x Have difficulty following rules.
 x View violence in a positive light.

BULLYING
WARNING SIGNS

Bullying usually happens away from adults, and kids often don’t ask for help.

Kids who bully might be isolated and have low self-esteem, or they might be popular and well 
connected to their peers.
Know the bullying warning signs so you can step in quickly and support kids who need help.

Remember to support all the kids involved in bullying situations.

Wallet Cards
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TAKE A STAND SERIES

Simple steps adults can take to 
stop bullying on the spot and 
keep kids safe.

Responding quickly and 
consistently to bullying 

behavior sends the 
message that it is 

not acceptable.

ST   P 

SPOT

 IT ON THE

If you feel you have done everything 
you can to resolve the situation and 
nothing has worked, or someone is in 
immediate danger, get help.

It is OK to get another adult to help or 
to call the police.

CALL 911 IF:
 x A weapon is involved.

 x There is serious bodily harm or 
threats of serious physical injury.

 x There are threats of hate-
motivated violence, such as racism 
or homophobia.

 x There is sexual abuse.

 x Anyone is accused of an illegal act, 
such as robbery or extortion.

Posters

ST   P   SPOT

 IT ON THE

Simple steps adults can take to stop bullying on the spot and keep kids safe. 

TAKE A STAND SERIES

 x Respond quickly and 
consistently to bullying 
behavior.

 x Intervene immediately. 

 x Separate the kids involved.

 x Make sure everyone is safe.

 x Meet any immediate medical or  
mental health needs. 

 x Stay calm. Reassure the kids 
involved, including bystanders.

 x Model respectful behavior when 
you intervene.

 x Don’t ignore it or think kids can 
work it out without adult help.

 x Don’t immediately try to sort 
out the facts.

 x Don’t force other kids to say 
publicly what they saw.

 x Don’t question the kids involved 
in front of other kids.

 x Don’t talk to the kids involved 
together, only separately.

 x Don’t make the kids involved 
apologize or patch up relations 
on the spot.

DO DON’T

 x A weapon.

 x Serious physical injury or threats of it.

 x Sexual abuse.

 x Threats of hate-motivated violence (e.g., racism or homophobia).

 x Accusations of illegal acts (e.g., robbery or extortion).

Call 911 if the behavior involves:

TAKE A STAND SERIESARE YOU BEING

BULLIED?ARE YOU BEING

BULLIED?
Don’t be afraid to ask for help.

&%*$/=%?#?$ 
*$?&@#!!!

“What you said 
is pretty silly.” 

“You are acting  
like a bully, and it’s 

not cool.” 

It’s not your fault. No matter what anyone else 

says, you don’t deserve to be bullied. 

Everyone deserves to be treated with respect.

T H I N G S  YO U  C A N  S AYH A S  S O M E O N E  B E E N :

T H I N G S  YO U  C A N  D O

 x Making threats or saying mean things to you?

 x Hurting you – hitting, kicking, pushing, tripping?

 x Stealing or breaking your things?

 x Leaving you out of the group on purpose?

 x Telling other people not to be your friend?

 x If it feels safe, tell the kid to leave  you alone. 
 x Walk away and don’t fight back.  x Stay calm – try not to yell or cry. x Tell an adult. Asking for help isn’t  tattling.

 x Stay near adults or other kids, away  from where the bullying happens.

“You know, that’s 
not really funny. 

Please stop.”

1 .  S TA N D  U P  &  S P E A K  U P
 x Tell the bully to “Stop!” 
 x Try to act calm and confident.

 x Walk away and get help.
 x Don’t fight back.
 x Speak out against rumors and gossip.

 x If you see bullying, don’t watch. Get help. 

 x Asking for help isn’t 

tattling.

 x Offer to go with the 

person to tell a teacher 

or a parent.

 x You can ask the adult to 

not say who told him/

her about the bullying.

TAKE A STAND SERIES

IS SOMEONE YOU KNOW 

BEING BULLIED?IS SOMEONE YOU KNOW 

BEING BULLIED?
Be a friend. Stand up and speak up.

2.  B E  A  F R I E N D 

3.  T E L L  A N  A D U LT 

 x Ask if he/she wants help to stop the bullying.
 x Comfort the person. 
 x Say that you know it’s not his/her fault.

 x Invite the person to hang out with you and your friends.

If someone you know is lonely, scared or sad, make a difference  by showing you care!

STOP
CYBERBULLYING!CYBERBULLYING!

STOP
Cyberbullying is bullying that happens online or using cell phones. 

TAKE A STAND SERIES

E X A M P L E S 

O N L I N E  G R O U N D  R U L E S 

THINK ABOUT IT!

 x Spreading rumors by text message  

or e-mail 

 x Sending mean messages on social media

 x Texting embarrassing pictures 

 x Creating hurtful, fake profiles or 

accounts 

Think before you post, share, retweet or send, 
and ask before sharing photos or videos of someone else.

 x Online actions can have real-life consequences. x Once it’s posted, you can’t take it back. x Your posts could have a bigger audience than 
you want. 

Your best friend forwards a message from another friend, saying mean things about someone in your class. What do you do?  x Send it to someone else? 
 x Say it’s not cool to share mean messages?  x Ignore it? 

WHAT TO DO?
 x Use the “Report Abuse” button.

 x Don’t respond. Stay cool. 

 x Save the messages and take screenshots.

 x Ask an adult for help.

Pamphlets
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STEPS 
TO ADDRESS 

BULLYING 
BEHAVIOR6

Bullying is unwanted, aggressive 
behavior that involves a real or 
perceived power imbalance. The 
behavior is repeated, or has the 
potential to be repeated, over time.

Parents, school staff and 
organizations all have a role to 
play in preventing, addressing and 
responding to bullying behavior. 

Kids Who Witness 
Bullying
A bullying situation includes more than just the kids 
who are bullied and the kids who bully. Those who 
witness bullying also play roles.

Kids Who Assist: 
These children may not start the bullying or lead 
in the bullying behavior, but they “assist” children 
who are bullying. These children may encourage 
the bullying behavior and occasionally join in.

Outsiders: 
These children remain separate from the bullying 
situation. They neither reinforce the bullying 
behavior nor defend the child being bullied. Some 
may watch what is going on, but they don’t show 
whose side they’re on. These kids often want to 
help, but don’t know how. Unfortunately, by being 
an audience, they may encourage the bullying 
behavior. 

Kids Who Reinforce: 
These children are not directly involved in the 
bullying behavior, but they are an audience for the 
child who is bullying. They often laugh or provide 
support for the child engaged in bullying, which 
may encourage the bullying to continue.

Kids Who Defend: 
These children actively comfort the child being 
bullied and may come to the child’s defense when 
bullying occurs.

WARNING SIGNS 
Recognizing the warning signs is an important first 
step in taking action against bullying. Not all children 
who are bullied or are bullying others ask for help.

A child may be bullying others if  
he or she: 

 x Gets into physical or verbal fights.

 x Has friends who bully others.

 x Is increasingly aggressive.

 x Gets sent to the principal’s office or to 
detention frequently.

 x Has unexplained extra money or new 
belongings.

 x Blames others for his or her problems.

 x Doesn’t accept responsibility for his or her 
actions.

A child who is bullied may show  
these signs: 

 x Unexplained injuries

 x Lost or destroyed clothing, books, electronics 
or jewelry

 x Frequent headaches or stomachaches, feeling 
sick or faking illness

 x Changes in eating habits or not eating lunch at 
school

 x Difficulty sleeping or frequent nightmares

 x Declining grades, loss of interest in schoolwork 
or not wanting to go to school

 x Sudden loss of friends or avoidance of social 
situations

 x Feelings of helplessness or decreased self-
esteem

TAKE A STAND SERIES
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ARE YOU BEING

BULLIED?

TAKE A STAND SERIES

It’s tough to know what to do when 
someone is being mean to you. When it 
happens over and over again, it is called 
bullying, and you’ll probably need help to 
make it stop.  

Don’t be afraid to ask for help.

H E L P  S T O P  B U L LY I N G !
Set an example.  
Treat everyone with respect.

Nobody should be mean to others.

 x Stop and think. Don’t say or do 
something hurtful. 

 x If you’re feeling grumpy or mean, do 
something you enjoy to change your 
mood. 

 x Remember that everyone is different, 
and that’s OK.

 x If you were mean to someone, say 
sorry. Ask what you can do to make up 
for it.

 x If you see someone  
being hurt or bullied,  
speak up!

IF YOU ARE BEING BULLIED
Being bullied can make you feel awful! You 
might feel:

 x Lonely and unpopular.

 x Sad and bad about yourself.

 x Different and weird.

 x Powerless and scared.

Being bullied can cause other problems. 
You might:

 x Feel sick (e.g., get stomachaches).

 x Not want to go to school.

 x Get low grades.

 x Lose sleep or want  
to sleep a lot.

Find out more!
StopBullying.gov 
www.stopbullying.gov/kids

OnGuardOnline.gov  
www.onguardonline.gov

FBI Cyber Surf Islands https://sos.fbi.gov

T h i n g s  Yo u  C a n  D o 
If you are being bullied, there are 

things you can do:

 x If it feels safe, tell the kid to leave 

you alone. 

 x If you can, try to laugh it off.

 x Walk away and don’t fight back. 

 x Stay calm – try not to yell or cry.

 x Tell an adult. Asking for help isn’t 

tattling.

 x Stay away from where the 

bullying happens, and stay near 

adults or other kids.

 x Keep a diary. Every time 

something happens, write it down.

IS SOMEONE  
YOU KNOW

BEING 
BULLIED?
Do you know someone who is being 
bullied? You can make a difference!  
Be a friend. Speak up and get help. 

Read this to find out what to do.

H E L P  S T O P  B U L LY I N G
Set an example. Treat 
everyone with respect. 
Nobody should be mean to 
others.

 x Stop and think. 

 x Don’t say or do something 
hurtful. 

 x If you’re feeling grumpy or 
mean, find something else to do. 

 x Everyone is different, and that’s OK.

 x If you were mean to someone, say 
sorry. Ask what you can do to fix it.

 x If you see someone being hurt or bullied, 
speak up!

 x Find out if your school has rules about 
bullying.

H OW  B E I N G  B U L L I E D 
F E E L S
Being bullied can feel awful! Kids 

who are bullied might:

 x Feel sad or lonely.

 x Worry about what other kids think. 

 x Think they can’t do anything to stop it.

 x Think no one cares about them.

 x Be afraid.

Bullied kids can have other 

problems. They might:

 x Feel sick (e.g., get stomach aches).

 x Not want to go to school.

 x Get bad grades.

 x Lose sleep or want to 

sleep a lot.
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Find out more!
StopBullying.gov 
www.stopbullying.gov/kids

OnGuardOnline.gov  www.onguardonline.gov

FBI Cyber Surf Islands https://sos.fbi.govIf someone you know is 
scared or sad, be a friend. See 

if you can help. Or, ask an adult 

to help. 
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Online Safety
Set safety rules for using technology. Insist that your 
kids:

Effects & Signs of 
Cyberbullying
Kids who are cyberbullied typically feel afraid and ashamed. The abuse can reach them even when they are at home or alone, and usually the cyberbullying is public or carries the threat of becoming public. 

Your child could be the target of cyberbullying if he or she:

These signs could also point to other problems. If you notice your child’s behavior has changed, ask what’s up. If your child isn’t comfortable talking 
to you about it, 
suggest he or 
she speak to a 
school counselor, 
teacher or other 
trustworthy 
adult.

Netiquette
Teach your kids to behave courteously online. That 
means:

 xTell you what they’re doing online.

 xLet you “friend” them. 

 xGive you all their passwords. 

 xUse strong passwords and not share them – 
not even with good friends. 

 xUse privacy settings to control 
who can see their profiles and 
posts. 

 xNever post or share personal 
information.

 xStops using social media, or seems upset or overly concerned about monitoring his or her social media accounts and text messages.
 xDoes not want to go to school.
 xGets poorer grades.
 xLoses sleep or wants to sleep a lot.
 xWithdraws and avoids talking about his or her online activities.

 xStop and think before clicking post, share, 
retweet or send. 

 xDon’t say or post anything hurtful. 

 xAsk before sharing or uploading photos or 
videos of someone else.

 xDon’t share or forward other people’s personal 
information.

STOP

CYBER- 
BULLYING
Kids and teens are more 
connected than ever. 
Technology is cool, 
but it also has risks. 
One of these is 
cyberbullying. 

Help your kids stay safe online.  
Learn how to step in to stop cyberbullying.

PRO TIP
Remind your kids that if they wouldn’t want you 
to see it, they shouldn’t post it. 

STOP

CYBER-
BULLYING
Texting, apps, social media and online 
games are a big part of life for most 
teens. Connecting online is cool, 
but it also has risks. One of these is 
cyberbullying. 
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Get the deets on how to 
stay safe online and fight 
cyberbullying.

Find out more!
Delete Cyberbullying www.deletecyberbullying.org

OnGuardOnline.gov  www.onguardonline.gov

FBI Cyber Surf Islands https://sos.fbi.gov

P R AC T I C E  N E T I Q U E T T E  
Online actions can have real-life consequences. 
Once it’s posted, you can’t take it back, and 
you could end up with a bigger audience than 
you wanted. 

 x Stop and think before you post, share, 
retweet or send. 

 x Don’t say or post anything hurtful. 

 x Ask before sharing or uploading photos or 
videos of someone else.

 x Don’t share or forward other people’s 
personal information without their 
permission.

E F F E C T S  O F 
CY B E R B U L LY I N G
Being cyberbullied can feel espe-
cially awful because it can happen 
at any time and anywhere. Cyberbul-
lying can get to you even when you 
are at home or alone. Worse, it is often 
public – online for anyone to see.  

Kids who are cyberbullied might:
 x Feel powerless to stop it.

 x Feel sad or lonely. 

 x Worry about what other people who see 
the messages might think.

 x Think no one cares about them.

 x Feel afraid.

They can have other problems. 
They might:

 x Avoid social media or obsessively check 
their online profiles and accounts.

 x Feel sick (e.g., get 
stomach aches).

 x Not want to go to 
school.

 x Get bad grades.

 x Lose sleep or want to 
sleep a lot.

ProTip:
If someone you know is scared or sad, be a 

friend. See if you can help. If you don’t know 

what to do, ask an adult to help. 

At School

Hom
e Life
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Career

Education
Veterans affairs

DEA 
Dependents’ Educational 
Assistance Program
Chapter 35 of Title 38 U.S. Code

Employment
 Æ Use essential information and 
job-search guidelines to ease the 
employment and financial stress 
caused by military life.

 Æ Learn about different military 
programs and services available to 
help you start your new career.

 Æ Apply effective tips on writing a 
résumé, searching for jobs, and 
answering interview questions.

 Æ Use important lists, tips, and 
resources to make your job search 
less overwhelming.

 Æ Learn about the various education and training benefits you are entitled 
to for your service, including the Montgomery GI Bill®, the Post-9/11 GI Bill, 
and the Survivors’ and Dependents’ Educational Assistance (DEA) program. 

 Æ Discover qualifications and requirements, understand application 
processes and accreditation, and have important questions answered.

 Æ Decide which benefit is right for you with the help of concise, easy-to-
understand information.

 Æ Use helpful checklists, information, and resources to help you with your 
post-military education.

FINDING A JOB  
AFTER SERVICE:
YOUR NEXT MISSION

FOR SERVICE MEMBERS 
AND VETERANS 

Understanding 
Accreditation

Pr
og
ra
m
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ut
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ac
h Wallet Card

Interview 
Preparedness

The moment has come: your résumé 
got you the interview. Now your 

performance can win you the job!

YOUR APPEARANCE

›› Wear professional clothing; avoid 
distracting patterns and bright colors.

›› Men: make sure your hair is trimmed 
and tidy, and facial hair is shaven/ 
well-groomed.

›› Women: neatly style your hair; wear 
subtle makeup.

›› Skip the perfume or cologne.

WHAT TO BRING

›› Knowledge about the organization
›› Multiple copies of your résumé
›› Notepad and pen
›› References, including contact 

information
›› Readiness to discuss your qualifications 

for the job

BEFORE ENTERING

›› Arrive five to 10 minutes early.

›› Throw out chewing gum.

›› Switch off your mobile phone.

›› Know your “bit” – what you will say 
when the interviewer asks you to tell 
him or her a bit about yourself.

Pamphlets
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KEY WORDS  
EVERY RÉSUMÉ  
SHOULD INCLUDE
Every single word on your résumé counts – and 
some count more than others!

“Teamwork”/“Team Player”
Being able to work well with others is crucial. 
More and more, employers expect employees 
to work with colleagues on projects and toward 
achieving a common goal.

“Adaptable”/“Flexible”
In today’s fast-paced world, it’s more important 
than ever to be able to adapt to change. Being 
flexible means you’re willing and able to learn 
new skills and perform a variety of tasks, some-
times simultaneously!

“Detail-oriented”
Efficient, organized and meticulous workers are 
highly valued. It means they can be trusted to 
handle an assignment thoroughly. 

“Self-motivated”/“Self-starter”
A self-starter can think independently and may 
be ready to take on more duties when needed. 
Self-motivated individuals are hard workers, 
and enjoy getting the job done – and getting it 
done well.

RÉSUMÉ DOS AND DON’TS5 EDUCATION
Beginning with your most recent formal educa-
tion, list the relevant facts:

›› The name of the institution where you 
earned your highest degree

›› The city and state
›› The year you graduated
›› The specific degree that you earned
›› If you did not receive a degree, list how 

long you attended and the field of study
›› If you did not attend a college or vocational 

school, include your high school education 
or GED

6 TRAINING & 
PROFESSIONAL 
DEVELOPMENT

Include any training you received that is rel-
evant to the job you’re applying for. Describe 
the training in civilian terms, for example:

Warrior Leadership Course:  
Fort Knox, 2013
Two-week course covering essential and 
valuable leadership skills, critical thinking  
and teamwork.

7 HONORS & AWARDS
Showcase any honors and awards you or your 
team earned. A potential employer can see these 
as an indication of your dedication and work ethic.

8 OTHER INFORMATION
Include any other knowledge and information 
not already listed: foreign languages spoken, 
computer proficiency, security clearance, etc.

Write your name in large, bold letters at  
the top of your résumé.

DO

›› Include a photo of yourself.
›› Write your birthday, Social Security 

number or any other personal 
information.

›› Write salary expectations.

DON’T

Use a “telegraphic” writing style.DO

›› Write long sentences.
›› Include first-person pronouns (I, me).

DON’T

Translate all military terminology to  
civilian terms.

DO

›› Assume the hiring manager 
understands your military experience.

›› Include acronyms; spell them out.

DON’T

Include your name on the second page of 
your résumé, along with the page number.

DO

›› Stretch your résumé over three or 
more pages. One page is sufficient; 
use a second page only if necessary.

›› Decrease the size of your font or 
margins to fit more content. It should 
be easy to read and easy to print.

DON’T

Show your résumé to others before 
sending it out.

DO

›› Rely on your computer’s spell-checker. 
Have someone else proofread it for 
spelling and grammar mistakes.

DON’T

BUILDING 
YOUR 
RÉSUMÉ
Taking one step 
closer to your  
post-military career

FOR SERVICE MEMBERS  
AND VETERANS 

Magnet

JOB SEEKERS: 
Reach Out Today!

Your network is your most  
valuable job search resource.

You

LINKEDIN
Find connections. Join 

groups. Post events you’re 
attending. Post links  

to interesting articles.  
Ask for endorsements.

TWITTER
Follow 

organizations 
you’re interested  
in and respond  

to tweets.

FACEBOOK
Post new 

professional 
content and 
respond to  

others’ postings.

JOB FAIRS & 
NETWORKING EVENTS

Look for events in your 
area. Once there, introduce 

yourself, ask about 
opportunities and collect 

contact information.

FOLLOW UP!
If a contact gave you his or 
her number, call them. Ask 

about new opportunities or 
set up a meeting. Follow up 
by email on any jobs you’ve 

already applied for.

FRIENDS  
& FAMILY

Ask for referrals  
and whether they  

know someone you  
should contact.
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GROW YOUR NETWORK
You can never have too many contacts in your 
network, so you should always think of ways to 
expand it.

›› Join a professional association to learn about 
industry trends and unadvertised jobs.

›› Join online networks, such as LinkedIn, to 
connect with potential jobs and colleagues.

›› Contact your college alumni office to set up 
informational interviews with other graduates. 
Also, college career services may have online 
job boards or other resources to help you.

›› Find a mentor with experience in your  
field. Get his/her advice and share your ideas 
with him/her.

NETWORKING EVENTS
There’s no better place to make new contacts 
than at a networking event. 

Before the Event: Use social media (LinkedIn, 
Facebook and Twitter) to learn about other attend-
ees, make connections and set up meetings ahead 
of time. Prepare your elevator pitch and a short list 
of questions to ask other event-goers.

el·e·va·tor pitch | noun
A creative or persuasive speech delivered 
in the short time of an elevator ride 
(about 20-30 seconds).

During the Event: Strike up a conversation with 
someone. Exchange information with your new 
contacts and let them know what you’re looking 
for (a new job, an informational interview, etc.).

After the Event: Follow up with your new con-
nections on LinkedIn. Send them links to relevant 
articles that relate to your conversations.

PERFECT YOUR  
ELEVATOR PITCH
Memorize a brief speech (30 seconds or less) that 
explains your skills and career goals. Recite your 
elevator pitch to new people you meet at net-
working events, job fairs, etc.

Example Elevator Pitch:

“  Hi. My name is ______________. I’m really 

interested in (industry, something about 

field of interest). I’m looking for (type of 

job) in (industry, company, location). Do 

you have any advice for me?”

HELPFUL RESOURCES

Search Job Postings by Location:
CareerBuilder.com: www.careerbuilder.com
Indeed.com: www.indeed.com 
College Recruiter: www.collegerecruiter.com 
USAJobs (Federal jobs): www.usajobs.gov 

Find Networking Events Near You:
NetParty: www.netparty.com 
LinkedIn:  www.linkedin.com 
Facebook:  www.facebook.com

Get Additional Career and Job-Search Advice:
CareerOneStop:  www.careeronestop.org 

877-US2-JOBS (872-5627)

Who Do You Know?

BUILDING  
YOUR 
PROFESSIONAL 
NETWORK

Step 5
MAINTAIN YOUR 
NETWORKS
Networking is about building and maintaining 
relationships. And, as in any relationship, you 
must give back to and support the other person 
to build a lasting connection.

›› Send your contacts timely news articles about 
something you know is important to them. 

›› Update them on things that you share a 
common interest in (sports, stocks, etc.).

›› Send them new business opportunities, job 
leads, information on upcoming professional 
events or anything else that can help them. 

›› Help your contacts out on social media: 
Retweet their tweets, publicize their 
organizations, etc. 

STAY IN TOUCH
Don’t lose touch with your contacts after get-
ting a job. Networking is not only about finding 
a job – it’s about receiving ongoing professional 
development and career support.

›› Email your contacts, informing them how 
helpful their suggestions have been to you.

›› Let a contact know when you follow up with  
a person he/she referred you to.

›› Once you get a job, thank everyone who 
helped you and give them your new  
contact information. 

GI Bill® is a registered trademark of the U.S. Department of Veterans Affairs (VA). More information about education benefits 
offered by VA is available at the official U.S. Government website at: www.benefits.va.gov/gibill
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Benefits
 Æ Learn about the various 
benefits and services you and 
your dependents are entitled to. 

 Æ Discover qualifications and 
requirements, understand 
application processes, and have 
important questions answered.

 Æ Decide which benefit is 
right for you with the help of 
concise, easy-to-understand 
information.

 Æ Use helpful checklists, 
information, and resources to 
help you access the services 
you have earned.

Veterans affairs

Help for  
Homeless Veterans

Veterans affairs

Burial Benefits 
For Veterans and Their Families

Veterans affairs

Survivor Benefits  
and Services

Veterans affairs

Benefits for Veterans,
Dependents and Survivors

Home Finance
 Æ Get essential information on the VA-
Guaranteed Home Loan program for 
Veterans.

 Æ Make informed decisions by 
understanding eligibility requirements, 
application processes, and affiliated 
costs.

 Æ Use important checklists and resources 
to have important questions answered 
and to find your local VA eligibility center.

Veterans affairs

VA-Guaranteed 
Home Loans

Benefits

Benefits 
Veterans

4545



Health & Safety

Safety & Security
 Æ Be prepared and emergency-ready for any active threat 
event or natural disaster.

 Æ Minimize the effects of disasters or disruptive events by 
implementing standardized management tools.

 Æ Get details on security planning, threat management, and 
response and recovery processes and procedures.

 Æ Use important checklists, organizational charts, diagrams, 
and resources to help organize and implement response 
efforts.

Veterans affairs

Survive an Active 
Threat Event

Health & Wellness

 Æ Enjoy better physical and mental wellness with everyday healthy living 
advice to help you thrive.

 Æ Enhance your overall fitness, emotional health, and quality of life with 
essential wellness strategies.

 Æ Live your best life possible – whether you’re a patient or caregiver – with 
helpful techniques and strategies.

 Æ Apply essential lists, information, and resources so you can better 
manage your daily life.

Veterans affairs

Reunion and 
Reintegration

What Matters Most to You? 
A Guide to Implementing a  
Personalized Health Approach

A resource from the  
VA Office of Patient Centered Care  

and Cultural Transformation

HEALTHY 
CAREGIVING
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Frequently Asked Questions

How is the 40-mile calculation made? 
This calculation is based on the driving distance 
from your permanent residence, or an active 
temporary address, to the closest VA facility, 
including community-based outpatient clinics and 
VA medical centers. 

If my appointment is over 30 days or I live 
more than 40 miles away, can I see my 
doctor at the VA? 
Yes, the VCP is an opportunity for Veterans to 
choose how they would like to receive care. Even 
if you are eligible for the VCP, you may see your 
doctor at the VA. 

If I can’t get a primary care appointment in 
30 days, can I use the VCP? 
Yes, primary care is covered under the VCP. 

Is emergency care covered by the VCP? 
No, emergency care is not covered by the 
VCP. All care under the VCP is required to be 
preauthorized. VA has other options for you if you 
require emergency care. Please contact your local 
VA medical facility for more information. 

Can I use the VCP if I don’t have personal 
insurance? 
Yes. While submission of private health insurance 
is a requirement of the VCP, not having private 
health insurance does not exclude you from the 
Program. 

Is my private insurance charged for service-
connected care? 
No, under the VCP, service-connected care is 
covered by the VA. 

Veterans Choice 
Program

Access health care closer to home

866-606-8198
www.va.gov/opa/choiceact

HAVE MORE QUESTIONS?
Call the VCP Call Center at:
866-606-8198

Veterans affairs
Get Informed!

VCP Call Center
To ask a question, determine your eligibility or 
to schedule an appointment, call the VCP Call 
Center.

Phone: 866-606-8198

VCP Provider Locator
Locate a VCP provider near you.

Website: www.va.gov/opa/apps/locator

VA Health Care
Learn more about other aspects of VA health 
care.

Website: www.va.gov/health

VA Live Chat
Need help? Ask a question via live chat!

Website: https://www.ebenefits.va.gov/chat/
chatstart.aspx  
(Monday-Friday, 8 a.m.-8 p.m. Eastern)
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VA VCP
Get more information on VCP.

Website: www.va.gov/opa/choiceact

Wallet Card

Your Blood Pressure
Wallet Guide

Thank You for Your Service

The Silent Killer
High blood pressure (BP) usually has no signs 
or symptoms. You can have it for years without 
knowing it. Left untreated, high blood pressure 
increases your risk for developing heart disease 
and other problems:
• Angina
• Heart failure
• Heart attack
• Stroke

Blood Pressure Checks:  
Keys to Success

Two Important Numbers!

• Aneurysm
• Kidney failure
• Vision loss
• Erectile dysfunction 

120
80

Systolic pressure

Diastolic pressure

Most often, you will 
hear blood pressure 
read as “120 over 80”

Normal

Pre-High

High

120 or less and
80 or less

121 - 139 or
81 - 89

140 or more or
90 or more

Systolic
Diastolic

Systolic
Diastolic

Systolic
Diastolic

Sit with your back 
straight. Keep your 
feet flat on the floor.

Do not smoke or drink alcohol 
or caffeine within 15 minutes 
of a blood pressure check.

Place your arm on a flat 
surface with your upper 
arm at heart level.

Relax for several 
minutes before 
testing.

1 2

3 4

Calendar

* Licensed by the Rape, Abuse & Incest National Network (RAINN)

*
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Programs

Volunteering

 Æ Complement volunteer efforts with essential guides 
highlighting various volunteer opportunities and 
requirements.

 Æ Prepare for your important role as a volunteer with 
general guidance on travel and pay provisions, 
benefits, and more.

 Æ Use helpful resources for additional volunteer 
information and support. 

VA Center for Faith-based
and Neighborhood  

Partnerships

Veterans affairs

Health Programs & Services

 Æ Understand the various health programs, benefits, 
coverage, and services you are entitled to as a 
Veteran.

 Æ Get the latest information on eligibility, how to 
enroll in different programs, and special services for 
female Veterans and dependents.

 Æ Use essential checklists, frequently asked questions, 
charts, and resources to help you better manage 
your health care options.

Women Veterans  
Health Services
You’ve earned it!

Veterans affairs

Welcome to Your 

VA Mobile Application
Discover the interactive outreach tool that 
educates Veterans and connects them with 
the services and programs of their VA.
 Æ Fully customizable
 Æ Unlimited downloads
 Æ 508-compliant
 Æ Increased Veterans‘ access
 Æ Accessibly priced

Program
s

Veterans
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Ask Us About Our Other Topics:

Security & 
Preparedness Education Health & 

Wellness
Work Life & 
Safety

1-800-361-4653

info@quickseries.com

www.quickseries.com

For a free sample or more information on how 
QuickSeries can help you make your program  
a success, contact us:
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