Specialty Consultations Data Dictionary
 
[bookmark: _GoBack]The following established style guidelines reflect the long-standing practices of content developers and editors for Military OneSource specialty consultations. They are consistent with rules and guidance outlined in the Associated Press Stylebook and reflective of Military Community and Family Policy style and usage preferences.

Background
Military OneSource offers specialty consultations for the following categories: wounded warrior; special needs, adult and elder care, education, adoption, peer-to-peer, health and wellness coaching, and spouse relocation and transition. It is a meeting between eligible individuals and specialists with various areas of expertise. Consultations primarily take place over the phone, but online chat and video sessions are also offered for health and wellness coaching. There is no limit to the number of specialty consultations eligible members can receive. 

The Health and Wellness Coaching Program is a free resource for eligible individuals who wish to improve their health and overall well-being in areas such as weight management, fitness and nutrition, health condition management and life transitions. Through the phone, secure online chat or video call, the Military OneSource Health and Wellness Coaching Program can assist service members and their families in reaching their goals. Coaching is available between 9 a.m. and 10 p.m. ET Monday through Thursday, 8 a.m. to 6 p.m. ET on Friday, and 9 a.m. to 1 p.m. ET on Saturday.

Peer-to-peer specialty consultations are relaxed conversations that can be about the challenges of military life, such as deployments or frequent relocation. The consultant easily relates to the participant because they have experienced military life firsthand. Consultants also have a master’s degree and an in-depth knowledge of the vast array of available Military OneSource services.

Spouse relocation and transition consultations assist military spouses in navigating moving and transition-related challenges. A primary feature of the spouse relocation and transition specialty consultation is that the spouse has an ongoing relationship with a specific consultant, with regularly scheduled times to touch base and follow up. The Military OneSource spouse relocation and transition consultant conducts an initial assessment to determine the participant's needs and creates an individualized portfolio of resources that might be useful to the spouse during the transition process. The consultant will also make the spouse aware of the multiple offerings available through Military OneSource. 

Specialty consultants help military spouses by: 

· Conducting a family assessment to determine needs
· Assisting with organizing and prioritizing their needs 
· Developing an action plan to overcome barriers to securing services
· Connecting spouses with relevant installation-based services
· Facilitating smooth transitions during relocations and transitions
· Initiating 3-way calls with service providers, such as TRICARE or SECO

Observances

· December/January: Health and wellness (New Year’s resolutions) 
· February: Bullying Prevention Month, Valentine’s Day
· March: PCS Season
· April: Month of the Military Child, Child Abuse Prevention Month,
· April: Summer camps promotion
· May: Mental Health Awareness Month
· September: National Preparedness Month
· October: Domestic Violence Awareness Month

Do

· Pay attention to the overall organization and flow of an article. Communicate information and ideas in a logical and organized manner with some sense of continuity or “flow” from one idea to the next. 
· Avoid redundancy.
· Write in gender-neutral terms.
· Write in relationship-neutral terms, such as “partner” and “couple.”
· Flesh out and clarify statements and ideas.
· Ensure that subheads reflect the content of the text that follows. 
· Focus on the positive side of content as much as possible.
· Ensure content is grounded in research or backed up by practice and knowledge.
· Highlight that callers will reach a real person, not a computer or a long phone menu.
· Use “softening” or qualifying words, such as “generally,” “may be,” “can be,” or “might,” to avoid making blanket statements about how people feel, react, etc., in different circumstances. See the examples below:
 
WRONG: “Caring for an aging parent is always taxing.”
BETTER: “Caring for an aging parent can be taxing.”
 
WRONG: “An elder care consultant will help you figure out the best plan for you and your family.”
BETTER: “An elder care consultant can help you figure out the best plan for you and your family.”

· Use plain language.
· Keep sentences short.
· Write a concluding paragraph of two or three sentences.
· Keep the wide audience range in mind or speak to the target audience as directed in the job start form.
· Incorporate a friendly, approachable tone and visual imagery.
· Keep blogs and articles short, focused and as concrete as possible.
· Use military family-centric information.
· Focus on resources for military families. 
 
Do not

· Make assumptions.
· Tell people how they feel.
· Tell people what they should, need to, must, ought, can’t or won’t do.
· Tell people what they always or never do.
· Use clinical jargon or phrases like "as best you can."
· Use statistics, unless vetted through the Office of the Deputy Assistant Secretary of Defense for Military Community and Family Policy.
· Use acronyms when the audience is unfamiliar with Military Community and Family Policy-specific programs.
· Provide general advice. Content should include support and resources Military OneSource offers.
· Refer to Wounded Warrior Care Center or Wounded Warrior Resource Center.
· Refer to the Wounded Warrior Program.
· Use Heroes to Hometowns content.
· Use the phrase, “Military members will always have a place to go.”
· Mention Vets4Warriors in reference to peer-to-peer counseling.

Formatting

· Be concise. Remember, “less is more.” 
· Use a shorter, bulleted format for articles.
· End articles and blogs with calls to action.  
· Include calls to action on posters and whenever and wherever possible.
· Include Facebook posts: 
· Top Text – No more than two lines of text. Active voice. Not passive. Attention grabbing and engaging.
· Headline – Title capped. Very brief. Action verbs with clear call to action. No periods, unless they have multiple sentences.
· Caption – Continuation of main message, not a restatement of what already appeared in the top text or headline.

Preferred terms
	 Preferred
	As opposed to

	all references to self-directed coaching should be removed since it is no longer a Military OneSource offering
	 

	augment
	adding to

	can or may or might
	will or are

	 Preferred
	As opposed to

	consultants (in reference to MOS consultants being available 24/7)
	triage consultants

	incorporate the tagline "expert advice and support for service members and their families" when referring to specialty consultations (and other services and counseling items listed on the Confidential Help dropdown menu that are not related to non-medical counseling)
	 

	issue
	problem

	military life
	military lifestyle

	Military OneSource specialty consultation is confidential
	Military OneSource specialty consultation is not anonymous

	often or generally
	always

	partner, spouse
	husband, wife

	peer-to-peer
	peer to peer when not modifying a noun

	peer-to-peer is only for military members and their spouses
	not for families or veterans

	remove ALL references to the health risk assessment which is no longer part of the program
	 

	remove ALL references to the Living Series
	 

	some or many
	most or all

	specialty consultant
	professional

	specialty consulting/consultation
	specialty counseling/counselor

	tend to
	usually

	use "confidential help" to refer to all services/support under the Military OneSource umbrella
	 

	use "non-medical counseling" to refer to the counseling services that support everyday life issues
	 

	 Preferred
	As opposed to

	use the term “free” when the audience is not specified
	no cost

	use the term “free” when the audience is service member or family members
	no cost

	use the term “no cost” when addressing leadership about Military OneSource policy or contract
	free

	wounded warrior
	Wounded Warrior

	wounded warrior program
	Wounded Warrior Program


 
Definitions
Adoption consultants
Offer assistance with beginning the adoption process, locating military-related financial assistance and identifying agencies that can help with specific adoption needs and provide callers with adoption agency information, support groups and general literature on adoption

Aid and Attendance benefit for veterans
Department of Veterans Affairs program that helps with the costs of a variety of health care services, including home care or care within a facility

Adult disability consultants
Provide members with information on in-home care, housing, handicap accessibility resources, adult day care programs and financial assistance for durable medical equipment (wheelchairs, helmets, walkers, and others)

Education consultants
Provide members with:

· Referrals to in-home tutors, as well as tutoring centers in their area
· Public and private school information
· College profiles based upon desired degree and specific request
· Financial assistance, scholarship and grant program referrals based on:
· Education
· Field of interest
· Demographic information 
· Military background
· Military-specific scholarship resources for spouses that do not qualify for My Career Advancement Account Scholarship

Elder care consultants
Provide information about in-home care, transportation and insurance

Exceptional Family Member Program
Assists families with navigating the medical and educational system and ensures that family members' documented medical and educational needs receive consideration during the assignment coordination process 

Health and wellness coaching
A free resource for eligible individuals who wish to improve their health and overall well-being in areas such as weight management, fitness and nutrition, health condition management and life transitions and is available by phone, secure online chat or video call in real time

Medicaid Waiver Program
May provide seniors and adults with disabilities, assistance with in-home care or facility care

Peer-to-peer specialty consultations
A relaxed conversation about the challenges of military life, such as deployments or frequent relocation, that allows service members and their spouses to talk with peer consultants who have experienced military life firsthand 

Post-traumatic stress disorder
A mental health diagnosis that can occur after someone goes through a traumatic event like war, assault or disaster

Special needs consultants
Provides the client with an experienced consultant who will talk about any concerns, regarding an adult or child with special needs by phone for free and will complete a needs assessment, and based on the assessment, will provide resources and referral options can help with child or adult special needs in the following areas:

· Information about specialized doctors, medical-equipment resources and navigating medical benefits
· Educational information about early intervention, special education and options available when a child graduates from high school
· Support for adults, including information on insurance and navigating Supplementary Security Income, Medicare and Medicaid, plus comprehensive research on grants, support groups, in-home care residential care and help during deployments
· Recreational referrals to specialized summer camps and other extra-curricular activities
· Referrals to legal and financial resources specific to special needs families
· Caregiver-wellness referrals for support groups, and stress-management and counseling resources
· Respite-care resources through TRICARE or community programs, as well as through each service branch

Spouse relocation and transition specialty consultants
Via phone or online, assist military spouses in navigating moving and transition-related challenges and help create an individualized action plan and identify resources that may include information on housing, child care, education, work-life referrals, health and wellness coaching, non-medical counseling services to reduce the stress involved during relocations and transitions 
Survivors’ and Dependents’ Education Assistance Program 
A federally funded Department of Veterans Affairs program providing education and training benefits to families of service members who have been permanently and totally disabled or who have died while on active duty as a result of a service-connected condition

Transition Assistance Program
A service-branch program designed to assist service members and their families as they transition from military service to the civilian sector (also called Transition Assistance Management Program or TAMP)

Traumatic brain injury 
An acquired injury to the brain caused by an external physical force resulting in total or partial functional disability or psychosocial impairment

Vet Centers
A community-based Department of Veterans Affairs program providing a broad range of counseling, outreach and referral services to eligible veterans to help them make a satisfying post-war readjustment to civilian life

Wounded warrior resources
Provide lifetime eligibility for wounded, ill or injured service members, veterans, and their families to assist with questions about health care and benefits, obtain additional support, report deficiencies in military facilities and help with non-medical issues such as transportation needs, legal issues, respite care service 
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