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Do:
· Keep the wide audience range in mind. Include adults with special needs as well. Stress that the program is for military family members of all ages with special needs.
· Use person-first language. For example, a person is defined by their accomplishments and not their disability. Ray Charles was a famous musician who just happened to also be a person who was blind versus Ray Charles, a blind musician.
· Focus on positive outcomes, services and supports.
· Target acquiring knowledge, personal empowerment and self-advocacy.

Do not:
· Make assumptions.
· Tell people how they feel.
· Tell people what they should, need to, must, ought, can’t or won’t do. 
· Focus on the negative, the struggle or the challenge.

FORMATTING
· Keep bullets to five or fewer for each section.
· Less is more. Be concise.

GENERAL
· Keep sentences short.
· Insert transitions between paragraphs.
· Make sure headings match body text.
· Include conclusion at the end of the article.

PREFERRED TERMS

	Preferred
	As opposed to

	Family member with special needs
	Exceptional family member, or EFM

	Families with special needs
	Special needs families

	Individual or family member with a disability
	Disabled individual or disabled family member

	Intellectual disability or developmental disability
	Mental retardation

	People with disabilities
	The disabled

	Person who uses a wheelchair
	Confined to a wheelchair or wheelchair bound

	Person with a disability 
	Physically challenged, differently abled, handicapped or crippled 

	Individualized education program
	Individualized Education Plan

	Individualized family service plan
	Individual family services plan, individualized family service program

	Person with cerebral palsy or a person with spastic diplegia
	Spastic or spaz

	Individual with autism
	Person who suffers from autism

	Person who is blind or visually impaired
	Blind man or blind woman

	Child or children
	Kids




DEFINITIONS

	Assignment coordination
	Process that occurs when the personnel command requests medical or educational professionals to review a family member’s documented needs to determine availability of services at the projected location.

	Enrollment
	Mandatory for active duty military members, members of the National Guard or reserves may enroll according to service-specific guidance. Paperwork required for enrollment is available from the EFMP medical point of contact at the installation military treatment facility or, in the Marine Corps, from Marine Corps Community Services.

	Exceptional Family Member Program
	Program that supports military families with special medical and educational needs. It supports family members of all ages. The program has three components:
· Identification and enrollment
· Assignment coordination
· Family support

	Family support
	Assists families with special needs by helping them identify and access programs and services. It includes:
· Information and referral for military and community services
· Education and outreach
· Referral to other family center providers
· Local school and early intervention services information
· Warm handoff to the EFMP at the next location
· Non-clinical case management, including individualized service plans

	Identification
	Family members with special medical or educational needs, including a spouse, child or a dependent adult, should enroll in the program. This includes family members who:
· Require special medical services for a chronic condition such as asthma, attention deficit disorder, diabetes, multiple sclerosis, etc.
· Receive ongoing services from a medical specialist
· Have significant behavioral health concerns
· Receive early intervention or special education services through an individualized education program or individualized family service plan



