The most important thing to remember is that YOU ARE NOT ALONE.  The duty of the Command Service Officer is to be available to you at any time to assist and advise. You can reach your Command Service Officer by phone or e-mail at:
Command Service Officer

Toll Free:  1-866-471-8387

Phone: 1-306-525-8379

Email: so.legion@sasktel.net
As a Branch Service Officer, you can change the life of a veteran.  You will show the veteran and your community that at the Royal Canadian Legion “WE CARE”.  You can also help to grow your membership and increase community support.
You have chosen to be a Branch Service Officer because you want to help - and your help will be greatly appreciated.  Relax, enjoy the job and know that you are doing the most important role of the Royal Canadian Legion – helping veterans.
Remember, we cannot help veterans unless we find veterans who need our help.  That’s YOUR job.  
Good Luck, and stay in touch with your Command Service Officer.
For a more detailed description of your duties and responsibilities as a Branch Service Officer, please refer to one or more of the following:

700 101    The General By-Laws                    

*No. 102   Sask.  Command By-Laws           

700 103     Ritual & Insignia Manual             

700 105     Rules of Procedure/Meetings        

700 212     Membership Processing Guide     

700 214     Honours and Awards                    

700 249     Sports Guide
  

700 286     Membership Eligibility Guide      

700 312     Membership Chairman’s Guide    

700 315     Public Relations Manual
  

700 319     Service Officers Handbook
  

700 321     Chaplains Manual                         

*200 134   Poppy Manual


*200 823   Speakers Guide and Facts


700 100     Legion Act to Incorporate
  

News/Snapshots Guidelines/Legion  Mag   

*No. 138   Provincial Sports Rules
            

The above are available from Dominion Command with the exception of those noted (*) which are available only from Sask. Command. 
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Branch Service Officer
Congratulations! 

As a Branch Service Officer, you have accepted one of the most important positions in the Legion.  You are the connection to the veterans we are mandated to assist.   You are our “eyes and ears in the community” and it is your job to find the veterans who need our help. You will act as a referral agent to the Command Service Officer for veterans who wish to file a disability claim with Veterans Affairs or those seeking benevolent funds.  

It is important to note that you, as a Branch Service Officer, are NOT permitted to file a disability claim on behalf of a veteran.  You will, however, work closely with the Command Service Officer to help the veteran collect all the information the Command Service Officer will need to submit the claim on the veteran’s behalf. 

This brochure will offer basic information that can help to make your term as Branch Service Officer a success. Please take time to read and discuss this information with your Command Service Officer and your Branch Executive. The information contained in this brochure is intended as an overview of your duties and responsibilities. 

At Your Installation, You gave a pledge to perform the duties of your office faithfully and to the best of your ability. The duties you have undertaken as a Branch Service Officer are vital and cannot and should not be taken lightly. You must remember at all times to act in an unbiased, fair and CONFIDENTIAL manner.  You must respect the privacy of the veteran at all times. Remember, though - you are not alone.  Your Command Service Officer is there to help. You must keep your executive informed, but you may discuss a veteran’s case only with the Command Service Officer.
Your willingness to act in confidence and with a fair, unbiased manner will be a reflection on your office, your Branch and the Legion itself.  You will build the trust of our veterans and ensure the ongoing success of the Service Bureau.
Your duties to the veteran.

Your most important duty to the veteran is to listen and to encourage.  Remember, not all veterans will qualify for assistance from Veterans’ Affairs, but all veterans have the right to apply.  You can assist the veteran in completing the RCL Claim Application Form – the first step in the application process, or you can counsel the veteran on the availability of financial assistance through Poppy Funds. You can also assist the veteran in completing the Benevolent Funds Application. In either case, you must then immediately contact the Command Service Officer as you are not permitted to legally act on the veteran’s behalf.   
Many veterans may be unaware of the benefits to which they might be entitled.  Again, your first duty is to listen, and then liaise with the Command Service Officer to provide information and answers to any questions the veteran might have.

Veterans’ Affairs policies and procedures change often and rapidly.  You are NOT expected to know all the answers, and must be careful not to misinform. When in doubt, do not guess – call your Command Service officer.
Your duties to your branch.

As the Branch Service Officer, you can do a great deal towards keeping your branch viable.  Every veteran you speak with is a potential member, and veterans are the spirit of the Legion.  We serve ALL veterans, whether or not they are Legion members, but as you build a relationship with the veterans in your community, you can certainly invite them to join your branch.
Your duties to Zone and District

As Branch Service Officer, you have few direct responsibilities to the Zone or District.  Your primary responsibility is to liaise with the Command Service Officer to ensure that the information you give to veterans is both timely and accurate.

Your goal as Branch Service Officer

As the Branch Service Officer, you represent your Branch to the community.  You must act, at all times, in a professional and courteous manner.  You are also responsible to protecting the Rights of the Veteran as enshrined by law.  Those rights are as follows:
· Be treated with respect, dignity, fairness and courtesy.

· Take part in discussions that involve you and your family.

· Have someone with you for support when you deal with Veterans Affairs.

· Receive clear, easy-to-understand information about our programs and services, in English or French, as set out in the Official Languages Act.

· Have your privacy protected as set out in the Privacy Act.

· Receive benefits and services as set out in our published service standards and to know your appeal rights.
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