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FOREWORD

So, you want to develop a volunteer
organization in a school system and
you do not know where to begin. Or,
possibly, the voluhteer organization
you now have does not seem flexible

. enough to meet the daily bombardment
R IR of requests for volunteers that do
not fall into your slgotted programs.
What to do? This Hanépook can help.

A system for handling all types of
volunteer activities and the variety -
- ‘ ' - of requests for volunteers may nhot be
- all that difficult to develop. This
Handbook is designed to take the
reader through the process of develop-
ing a Volunteer Services System, its
components, guidelines and job roles. .
:, _ . Specific examples are used as sug- '
gestions, not a must.

Hopefully, the following will provide

a basis upon which to begin -or renew

your own Volunteer Services System.
soR

e
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ORGANIZING A
VOLUNTEER SERVICES SYSTEM

v "~ PROCESS MODEL
. d -
N o PLANNING
‘ Identify ' Establish , Establish
—>|| ° Needs and ' Organizational Organizational
‘Assess Climate Guidelines . Structure
] /28
PREPARATION
. : [ ‘ ' Establish Procedures, ) .
Establish Organize~ Timelines, Work Orient
Organizational Per sonnel Flow, Schedules, | Uses of
Work Policy Budget Organization
\
IMPLEMENTATION

| Implement the Organizational Plans

M . Areas Information ‘ Levels of
~ of System Decision
. Operations ' ( Making -
i - ’ AN
1% v
i R \/ o b

REVIEW AND RENEW

Compare Identify Deviationg | ; Revise or

Plan To : from Plan - ‘Modify .

Actual : and Deficiencies | '  °| Oxganization
) of V.S.S. ~ -|" as Needed




CHAPTER I

* IDENTIFY
NEEDS AND
 ASSESS
CLIMATE

- ESTABLISH
ORGANIZATIONAL
GUIDELINES

-

N

PLANNING

Organizing and establishing a Vol--
unteer Services System within a
school system follows the same basic
procedures as found in the develop-

.ment of a 51ngle volunteer program.

An organization of any type should
not be developed unless it will

service a real and identified need
and unless it is truly desired by
all potential persons who will
eventually use or work ‘with the
organj.zation.

Therefore, prior to any work involved
in determining organizational goals,
etc., assessment must be conducted.
Part of this assessment can be
devoted to the attitudes of those
queried, and to their feelings and
percentions about a new or modified
volunteer service organization. ' This
needs -assessment information should
be collected and analyzed, and rec-
ommendations made to the decision-
making group. This group should
include school administrators,
potential users of the organization,
and persons who are already iden--
tified as working within the

‘organization.

Once the needs have been clearly
identified and the environment for
develdping & Volunteer Services
System has proven to be positive,
the work of forming the skeleton of
the organization begins.

This skeleton or set of .guidelines

“includes organizational policies and.

purpose, a limited number. of broad

and long-term goals for the Volun-
teer Services System, missions or

w6




. POLICIES -

major areas of activity which the’
organization will pursue, .and measura
ohjectives that will apply to one sch

' gram., Adaptations are naturally

'~ Volunteer services are supplementall

year.

The guidelines suggested below, under;
which all volunteer operations and :
staff involved operate, are generallf
able examples which should be adaptep
to each specific school volunteer pro

contingent upon local Board of EducaQ
tion resolutions concerning volunteer]
operatigﬁs. '

Volunteer services must operate withi
the policy and constraints of the |
school system it serves. (School
system policies which affect volunte{
activities should be listed.)
, {
-~ Volunteer serviges must be responsi
to the needs of %tudents as identi-
fi%d by the professional school sta

and complementary to the duties of |
the 'professional staff. 4

- Volunteer status is offered to tho;
persons meeting the following re-
quirements: .

.a completed appllcatlon

a hegative prognosis TB test

a personal interview

= local;school requirements

pre-service orientation and

training attendance.

- Volunteer services and acceptance, |
direction and termination thereof |
depend on the decision of the schoo
principal involved. j

- Volunteer services are available t
those individual schools which nee
and degire them and which agree to;
work cooperatively with the ’

1‘1




PURPOSE

GOALS

Volunteer Services System by pro-
viding a staff coordinator and
adequate time for teacher orienta-
tion in the use of volunteer
services.

- Volunteer services should provide
positive community leadership
affecting future trends in vol-
unteerism and the roles of

' volunteers.in education.

- Volunteer services should d
a system in which volunteersg\are
recruited, trained and placed™at
the request of the professional
staff.

- Volunteer services should meet the

needs of the volunteers by encour-
aging their effective use, '
developing meaningful training
programs and providing a positive
and constructive environment.

- To provide volunteer services that
contribute positively to the tota
learning experiences of children
as requested by the professional
school staff.

EDUCATIONAL ENRICHMENT OF STUDENTS

- To increase children's motivation
for learning through the personal
attention of volunteers. :

- To supplement and enrich children's -
experiences beyond what is normally
available:in schools through the
talents and resources contributed
by volunteers.

- To enaple teachers to devote more
time to individual and professional
instruction,

- To reinforce skills taught in the

" classroom,




SCHOOL~-COMMUNITY RELATIONS ;
- To strengthen school-community re- .
| lations through positive participa
| £tion for the common purpose of

-’ _ ' educating children.
b - To build a better understandiqg‘of
schools needs and problems among
citizens, thus stimlating wide-
_ spread involvement in and support
- o the total educational process.

"= To provide an opportunity for pare
and other interested community mer-
bers to participate effectively ihn
a school program.

MAINTENANCE OF VOLUNTEER ORGANIZATIO

- To develop or revise continually
volunteer programs based on a valid
needs assessment effort. :

- To assess the usefulness and servi
of the volunteer organization‘'and t
modify and revise it as necessary.

OBJECTIVES speciii;/o“bjectives for a Volunteer

Servic¢é System in a school system mu

be created yearly by organizational
" volynteers and staff. Precise ;
identification of measurable objectiv
at the beginning of each school year
essential to facilitate an evaluatio
process geared to comparing the plan:
(objectives) with the actual opera-
' _ . tions (final appraisal). 3

CRITERIA Once precise and measurable objective
- are delineated, criteria should be
‘ established for each objective in oxd
to determine whether or not the
objectives are being or have been met

.. ORGANIZATION The decision-makers should also
MISSIONS determine what major areas of work tk

organization will and will.not take
These decisions should obviously be

- e




. based upon the analyzed needs assess-
. ment information. Many of these
' determinations were thought through
( — ‘ in establishing organizational poli-
‘ cies and goals; however, other
decisions are still to be made.

For example, will the new Volunteer
Service System develop and conduct
field trips for all teachers in the
school system? Or will the system
merely provide volunteer monitors
when the actual trip occurs? Will
the Volunteer Services System be the
primary public relations link with
the community or does the school
system already have such d’gechaniSm?

. In many ways this planning [Btep en-
tails the process of communicating
once again with those persons who
will use or, work with the new system

¥ . to find out specifically what ser-
vices they will provide and what
activities the Volunteer Services
System must perform itself.

ESTABLISH AN A Volunteer Service System operates
ORGANIZATIONAL within a larger system. Although
STRUCTURE both school system and Volunteer

. Service System structures vary from
location to location, the viable
volunteer system must operate as a

\\\ part of the total school program.
Theaplacement of the Volunteer Service|
System often affects the focus of
the volunteer activities as well as
the overall effectiveness and
ultimate sliccess of volunteers in
| the schools. If the planners of a
| ' Volunteer Services System have a
| choice concerning placement in the
o ' : school administrative structure, con-
- gidering the focus (purposes, goals
Q . 1() @and objectives) and administrative
ERIC | »
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support needed for successful progra
implementation would provide meaning
input for selecting the proper "slot"
within the total: oxrganization. '

COMPONENTS OF An ideal structure for a Volunteer

A VOLUNTEER Services System includes six individu

Y SERVICES SYSTEM component parts. Depending upon the |
. size of the school system, the number;

.. "of volunteers, and the degree of i

financial support available to the
Volunteer Services System, ‘these com-
ponents can be appropriately combined
to meet local standards. ’

1. School Svystem
~ Obviously, there must be a school
- . *  gystem in which to operate. The
system, however, may be metropolitan,]
urban, suburban or a single school. |

The structure presented here should, :

¥ however, be generalizable enough ,to b
adaptablé to all types of school
systems. :

2. Administraton, Volunteer Servigces

System

- o In any school system, there should bg

' an Administrator of volunteer activity

, and for statistical reports. Without
. ¢ this hierarchial coordination, there }
no volunteer system. Specifically, o

Administrator's responsibilities

include: »

- the coordination of the entire Vol-
unteer Service System within the
total school system.

- the development, organization, J
operation, direction and evaluatio
of programs and services involving
voluntary citizen participation in |
the school system. :

- the reporting of factual informatic

11_ and appropriate specific recommen-

dations to the school system and &

Ng-




the Advisory Council for their .
deliberations. '
3. Advisory Council
The Administrator of pll volunteer
- activities should have a group ®f
individuals representing both the
school and the ‘community (the vol-
unteers and the users of volunteers,
community organlzatlons and busi-
nesses) that give advice. An
. Advisory Council provides a meeting
ground for the various representa-
‘ tlves to create new ideas and prOV1de .
‘ “heeded support. This is also the
% ideal body io provide assistance in
regource recruitment and in community
relations. To help service the needs
of volunteer program development,
the Advigory Council should be
encouraged to create appropriate work-
) ‘ © ing committees to assist in areas
such as public'awareness, volunteer
orientation and recognition.
4. School Volunteer Operations
If the professional staff in a school
’ : . decides to utilize the services of
s volunteers and to follow the guide-
‘ ’ lines and procedures prescribed by
. . the Volunteerrs Services System, then
this school becomes a school volun-
teer program. This staff decigion
entitles the cchool to the services
of volunteers recruited by the Vol-
unteer Services System and to the
consultation and assistance by the
Volunteer Services System in develop~
ing programg and procedures unigque
+o0 the needs of that school. -
5. Volunteer Personnel Operations
The collection, analysic and report-
ing of statigtical information on
volunteers and volunteer gservices
both at the school and Volunteer
Qo . Services System levels iz mandatory
EMC 13 10 . s - '
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| o , , . for proving the worth of volunteers
, o L + ., '+ education and for malntalnlng a re- .
‘ 2 . liable base of information for deter=-;
? ' ‘mining new. dlrectlons for volunteer
S R o . services. This operation is extremel
T o : - o 7 important, although the jOb becomes
' ‘ : ) ' < tremendously dlfflcult as the nuMbers
, o of active volunteers grow.
; ® , - 6..Volunteer Program Operations -
. I ‘ . e : These volunteer programs address the
ffx"- : ’ c - C top priority needs of students throug
’ : o , out the school system that can be met
- by the use of volunteer serv1ces. “Th
_ . R programs are available to al%ﬁschool;
o . , : ' K .- - in the system upon request. Tﬁq?sar“
e 7 , ' , ' o admipi‘stered by volunteers or staff
: ... ' s " under the direction of Volunteer
Sarv1ces Administrator.

e ' STRUCTURE OF The generalizable organization chart
: 5 THE VOLUNTEER that follows depicts the placement of
SERVICES SYSTEM . a Volunteer Services System within tl
- \ ' school éystem administration. This
o , ” ; chart furthér delineates the componer
. . s . descrlbed in the prev1ous sect10n.~
o C ‘ - . P _ r SUPERINTENDENT J L. v
) L ‘-- ’.‘ » N . . l ) N ‘f“'
' ) ’ : ’ , I — ADMINISTRATION | .
. SCHOOL VOLUNTEE ‘ NAGEMENT'OF V.S.8. k
. ' CHOPERAT!ONE ® ? MA - ADVISDRY ;
L . B \ Pelncipal . Adminlstestar . COUN;!L )
S - : " : VOLUNTEER PERSONHEL} . [VOLUNTEER PROGRAM : r . |
v - ' . v " OPERATIONS OPERATIONS °I. e a? T
R ' . ' o Ras . |  SCHOOL VOLUNTEER VOLUNTEER "}
. . L i . Veloatesy Cesrdinatar _ Sreff Cosrdinater .} VOLUNTEER PERSONNEL # PROGRAM .
) . . : T — | OPERATIONS OPERATIONS OPENATIONS
’ B C. T ’ ' . TEACHERS Ars Communlity ) Volumur'
- . - e g | IS C.‘vd'ln:uﬂ Ressurce Progiom
- 1 o T Cestdinster . . .Chn!m-n
{. v : % o r SCHOOL VOLUNTEERS I
- ' ‘ : =
N - / ;
- \) ‘ - ) Aot . - 1 1- N A ) . .
- s ; . " . '~
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The chart descrlbes "the ideal rela-
tionship of the Advisory Council to .-
, the Administrator, Volunteer Services
= . System, of the three major-areas of
' - operation within the Volunteer :
- Services System: Volunteer Program .
Operations, Volunteer Pexrsonnel
Operation, - School Volqﬁgzz; Opera-
tions, and of the connéction between
the Volunteer Services System and
the school via the School Volunteer
Operatlons.

'Obviously, for each box represented
in this model, appropriate job
descriptions should be written that
include the:type of work, the lines
of responsibility, the duties of the
job and the desirable gqualifications
for all paid and volunteer p051tlons.v

Y
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.CHAPTER II

ESTABLISH WORK
POLICY FOR
ORGANIZAT ION

_ically, the work o the organization |

the volunteers.

Al

PREPARATION

The preparation phase is the time

during which all facets of the newly
developed Volunteer Services System a
put in a state of adiness. This is
alfflcult in" many wgys since theoret-

has- not yet begun dnd the déyelopers

must anticipate all ossible Bparatio
needs during the preparation phase.
Despite ‘the difficulty, the effort paj
off in the next phase by avoiding 1as
mlnute, panic s1tuat10ns. .

It is during this step that the ques-
tion of who-will-do-what is completeb
broken down under major work activiti
This applies to positions for. the
professional personnel as well as for

Considerations need to be rade as to
how much work will be involved, if- th
work is appllcable to a paid or volun
teer position, or poss1b1y the
combination, or to work provided by
outside consultants. Since this new
organlzatlon deals with volunteers, £
uses of volunteers must be a primary
consideration. :
) _
Volunteers serve in varying capacitie
Volunteers should be involved in
Administrative/Organizational activ- |
ities as well as School Operational/
Service activities. In both of these
broad categoriés of volunteer involve
ment, precise responsibilities and
tasks depend upon (1) the need for
service identified by the Volunteer
Services System or the building .
operation, and (2) the expertise and
interest of volunteer personnel. ‘
involved. The following generallzabl

15 | ¥

-13- - o




.:ﬁiﬁ

A)Y

i
scope of volunteerjact1v1t1es may
serve as a gulde.

ADMINISTRATIVE/ORGAﬁiZATION SERVICES

involve volunteers,rn ‘policy~making
and management actlwmtles and may
include the fonﬁow1ng activities:

- volunteer program- ‘planning, 1mple- :

mentation, superv1$aon ard
-evaluation. :

~ school volunteer consultatlon

concerning program plannmng,

implementation, supervision.and
évaluationr. .
- Advisory Council part1c1pat10n.
- volunteer personnel operations
(recruitment, interviewing,
placement). e

~ Publicity and Public relations

(media llalson, speakers bureau,
ete.).

» SCHOOL OPERATIONAL SERVICES . 1nvolve

. volunteers in building-level activ-

ities which include DIRECT SERVICES
(pexsonal one-to-one or small group

_contact with students in providing

instructional or special services)
and CLASSROOM ASSISTANCE (teacher
helper with classroom activities ox”
chores, materials preparation, and .
monitoring ‘duties). '
DIRECT SERVICES may 1ncluée»the

- following activities:

- Tutoring gmall groups or 1nd1V1d-
uvals. . ‘

"= Providing classroom talks or mir

- courses (community resources).

- Assisting with co-curricular
programs and ¢lub activities.

- Reading stories to a class or
.group of children.

- CLASSROOM ASSISTANCE may include the

'folloW1ng act1v1t1es.

48
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ESTABLISH
ORGANIZATIONAL
PERSONNEL/

L

- Assisting with classroom chores
(distributing books, putting-art
work on board, etc.).

S - Preparing materials -requested
v : . staff. #
' - Prov1dlng clerlcal assistance.

- Assisting with classroom enrichment

_ or special events. -

- Assmstlng with monitoring act1v1t1e£
(helping ‘with the playground, lunch

- yoom, bus boardlng, etc. ) :

Following the delineation of "who-is—

to-do-~what" that is applicable to bot}

volunteers and profess1onal staff, Jjo

and role descrlptlons should be
'“"formulatea. T

. For the convenience and 1nformatlon o
. the reader, generalizable job descrips
: : tions are included for the Administra:
" of the Volunteer 'Services System, the!

- : Advisory Council, the Volunteer Progr
Operations, the School Volunteer f

Operations and the Volunteer Pexrsonne

~ Operations. ‘

TYPE OF WORK: ADMINISTRATOR, VOLUNTEER SERVICES SYSTE
RESPONSIBILITY: - The Admlnlstrator of Volunteer SerV1ces;
System is responsible for admlnlstratlve
decisions related to the pOllCleS ang .
procedures of the Volunteer Services
System, its organization and operation. ;
DUTIES OF JOB: . -

Enlists the support-and encouragement of the superlntende
and the Board of Education.

Supervises the on-going activities and operation of all-
school volunteer services and programs. o
Determines . the development of new volunteer program "base
upon recommendations. from analyzed data reports and
appropriate advisory bodies.

Determines the scope and dlrectlon of school volunteer
operations. o




5. Determines the policies and procedures governing vol-

unteer. personnel operations. - /
6. Supervises the development and maintenance of the e
- budget. Coe

7. Supervises all Volunteer Servmces System personnel bdth~
staff and volunteers.

8. Serves as a permanent member of the Advisory Council

. : ' and coordinates staff/Advisory Counc1l activities.

: o ) 9. Represents volunteer services 1n communlty meetings

e : .and activities.

- » o JL0. Acts as liaison for state volunteers in educatlon pro—-
L " grams and volunteer activities-in the local- school

district. . e = L

11. Meets and consults w1th other profe551onals in the ‘ ;

field of volunteer services to discuss problems which

o will further program 1mprovement

T 12, Supervises programming for sensitizing school personnel

to the effectlve utilization of volunteers. - C

13. Determlnes the app01ntment of'all admlnlstratlve

volunteers.

14, Provides continuing superV151on, motivation and

" counseling of ‘velunteers.

15. Coordinates 1n1t1atlon and maintenance of open channels

. of communlcatlon and continual feedback”for the vol-

. unteers and- the volunteer programs.

DESIRABLE QUALIFICATIONS:

- , -1l. Has a Bacheﬂor s Degree.

| 2. Has a valid teaching certificate.

3. Has experlence worklng as a volunteer and with

= volunteers.~ .

4. Has preV1ous experlence in leadership, admmnlstratlve
and decision-making activities. -

o 5. Has previeus experience in skills tralnlng.,

6. Has complete familiarity and understanding of the

: 'WOrklnq of ‘the Volunteer Services System.

7. Has daﬁabfilty of-establishing and" malntalnlng
positive working relatienships.

P i
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| TYPE OF WORK:
~ RESPONSIBILITY: 0

- -

..ADVISORY couNCIL

Reviews and recommends purpose, pollcy, goals and
objectives to the Administrator ‘of the Volunteer
Services System within the framework of the Board of
Education policies and administrative —egulations.
Supports the objectlves and program of the volunteer
services.

Provides effective and wise guidance of the school
volunteer program and role in the communlty w1thin the
approved framework. i

4., Promotes commun1cétioﬁ*between*the—schooi—voiunteer——————

5.

. Volunteer Services System as determined by the

‘an effort to strengthen the volunteer programs and ‘the

program and organizations in the community concerned
with the educational needs of students.
Periodically reviews volunteer program evaluations’ in

quality of Volunteer Services System. ‘
Makes recommendations to the administration and to the
Board of Education regarding the volunteer program and
related cohcerns involving the education of students
and the school system ties with the community.

Forms worklng committées to perform tasks and carry
out projects necessary for successful operation of the

Administrator: of Volunteer . Services System.
DESIRABLE QUALIFICATIONS:

Membexrs of the school system and the community actively
part;;igatlng, knowledgeable and interested in the
voluntéers il—education programs.

AT A A

g L AL T e e e e

1.

TYPE OF WORK:  VOLUNTEER PROGRAM “OPERATIONS

DUTIES OF, JOB:

and the volunteer programs of the school system.

The person conducting Voluhteer
Program Operationg is responsible for'
the development of all volunteer pro-
grams that meet the needs of students
throughout the school system. - o

RESPONSIBILITY:

Acts as liaison between the Volunteer Sexvices System

'

15)
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R ' | 2. Coprdinates the development of new volunteer programs
as directed.

3. Coordinates the development and revision of all
materials related to the planning and preparatlon of
voluntecer programs for school system.

4. Provides ‘training for and supervises the activities
of the volunteor program developers.

5.-Coordlnates the collection, cataloglhg and use of a11

. o Reference File materials. - .

L . 6. Receives reports of analyzed data related to volunteer

' programs and coordinates the decision~-making- activ-

ities based on these reported results.

| 7. Initiates and maintains open channels of communication

- and feedback act.vities. '

. DESIRABLE QUALIFICATIONS:
-1 1. Has a Bachelor's Degree.

2. Has a valid teaching certifleate. e
3. Has experience working as a volunteer and with '
volunteers.

| 4. Has previous experience in 1eadersh1p, aamlnlstratlve

and decision-maKing activities.

. "+ | 5. Has previous experience in skills training.

' 6. Has complete familiarity and understanding of the
workings of the Volunteer Services System.

7. Has capablkgty of establishing and maintaining posx\ive
working rel§t10n5ﬁips.~

\-. ‘ @ ' /\J N

| ' RS

. - - TYPE OF WORK: .SCHOOIL VOLUNTEER 'OPERATIONS 2,
RESPONSIBILITY: The persons conducting School Volun~

' teer Operations are responsible for

the operation of all school volunteer
. programs within the guidelines of the .

y | Volunteer Services Systems. '
‘ DUTIDS OF _JOB:
1. Acts as liaison between the Volunteer Services System
"~ and the individual school volunteer programs.
2, Provides tralning for and consults with school volun-
“teer personnel in developing school volunteer programs
~ and a system for managing school volunteers.
‘ 3, Coordinates the development and revision of all
(S ‘ matexrials dlssemxnated to school volunteer programs.

—18~ - .20




.| 4.

Initiates and maintains open channels of communication
and feedback activities between Volunteer Services System
and all school volunteer programs. ~ T e

_Coordinates all public relations and materials dissem-

ination activities related to the operation of the

_schoal volunteer programs.

‘6_

1.

’"2:;
3,
4.

5.

- «cg.;“A.

‘Coordinates the collection;~tébulgﬁion, ahalysis and

synthesis of all evaluation and needs assessment data
from school volunteexr programs. -
DESIRABLE QUALIFICATIONS:

Has a Bachelor's Degree. .

Has -a valid teaching certificate. o _
Has experience working as a volunteer and with volunteexs.

‘and

decision~making activities.

in skills training.

]

Has previous experience in 1eadérship,'administrativé%'

Has previous experience B -
His eomplete familiarity and understanding of the workings
of the Volunteer Services System. , N e

Has capability of establishing and qgintaining positive

working relationships. - S

S £

TYPE OF WORK: -
RESPONSIBILITY :

ittt

8
DUTIES OE JOB:

Soordinates the collection, compiling, retrieval. and
reporting of all statistical information. '
Supervises the handling of all forms and the procedures
comprising volunteer personnel .operations. .
Supervises office staff involved with volunteer program
. personnel operations. : , ~
Provides training for all staff and volunteer personnel
involved in interviewing potential volunteers.
Coordinates the development and dissemination of all
materials related to public relations for the Volunteer
Services System. oL

_ VOLUNTEER PERSONNEL OPERATIONS

~ volunteer personnel activities and

~activities. -

=

The persons conducting Volunteer ,
Persohnel Operations is responsible for
the overall organizatioh and management
of the Volunteer Services System, ’

procedures. In addition, this person |,
coordinates all public relations

.

21
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-

Coordinates all activities pertaining to the recruit-

ment of business and industry resourcas.
DESIRABLE\QUALIFICATIONS. ¥

Has a Bachelor's Degree.

Has a valid teaching certificate.

Has experience worklng as a volunteer and.with vol-
unteers. :

Has previous expermence in leadership, admlnlstratlve

" and decision-making activities.

Has previous experlence in skills training.

- Has complete familiarity and understanding of the

workings of Volunteer Services System.
Has capability of establishing and maintaining
positive working relationships.

.

Depending on the size of the school
system,»and therefore, the Volunteer
Servides System, the organization
may be y) large or a one-person
operation. Even though the ovgani~-:
R { zation is made up of only one person,
' ' all these duties and responsibilities
will still oGcur but be assumed by
one person instead of many. Often,
if a largé paid staff is impossible,
volunteers can fill some positions.

To further inform themreader,
additional job descriptions are
outlined to indicate types of

. specific work that can be pex formed
by either volunteers or paid staff.

_ These job descriptions are related

to the areas of operatjon of a '
Volunteer Services System and may,
in reality, be combined into one .’
staff position.

jl . - .0

pYPE OF WORK:® ° EVALUATOR

RESPONSIBILITY: The Evaluator or Information Analyst
. is respongible to the Administrator

of Volunteer Sexrvices System for

-

i a ek ams b



= reporting findings, with- appropriate recommendations. -

-

collecting, analyzing and providing
information needed for sound decision-
making related to the policies,
programs, procedures, and personnel of
~© a Volunteer Services System.
DUTIES OF JOB: ’

Reviews program descriptions and objectives for clarity,
validity, and completeness.
Designs evaluation procedures for monitoring and final

apprais purposes. o

D981gn§?jv§1uatlon instruments, including procedures for:
- dist¥ibution of instruments : :
~ collection of instruments ) o S
- pronessing of instruments
- analysis of instruments

- interpretatioh of findings

and decision alternatives
Develops information gathered into a monitoring system
to facilitate decision-making.
Intgrprets information to audiences outside the Volunteer:
Services System as needed, i.e., Board of Education,
community. v '
Provides consultation service to school staff and othexr -
related personnel in developing locally designed
instruments or forms as needed.
Assists in writing grant proposals for new projects or
other program innovations if desired.
Conducts final appralsals to provide information for -
decision-making concerning program termlnatlon,
modification or continuation. .
DESIRABLE QUALIFICATIONS:

Education background should include training in:

- educational research and evaluation

~ educational program development T,

-~ instrument development

- gtatistical analysis

- report writing ' ' \

-~ project management technlques, such as PERT or
similar systems

Either as a result of related job experience or self-

learning, the Evaluator shoulg: -

- be knowledgeable of volunteer activities

21 R3




.- . . . ‘ .

- be aware of principles of group processes and
interaction -

-~ be awaré of different audlences and their levels of °’
undcrstand;ng when confronted with interpreted data

-~ be* able to write well using written language appxro-
priate to the specific audiences addressed

The Evaluator needs to be able to func-ion 1n a role

directed by the Administrator while at the same time

demonstrating sufficient independence and initiative
to anticipate and support the information needs of
the. Administrator.

e

8.

DUTIES OF JOB:

TYPE OF WORK: : VOLUNTEERvPROGRAM CHAIRMAN

responsible to the Volunteer Program

‘ Operations for the gfzeﬁopment of '
individual voluptee zéarams, meeting

global needs of students.

Acts as a coordinator of all volunteers in a given
program.

Acts as a liaison between the program volunteérs and
the Volunteer Program Operations.

Identifies volunteer resource needs and suggests
appropriate recruitment procedures.

Assists.{n the presentation of basxc orientation for
all volunteers in a given program.

Develops and provides needed pre-service and 1n—gervmce
training for all volunteers in-a given program,
Develops and makes available all materials and supplies
necessary for subcessful operatmon of program
volunteers.

Encourages volunteer interaction so that’ volunteers

may become acquaihted with others who have similar
interests in order to discuss progress, to exchange. .
ideas and constructive critieism, and to give reactlons
to other volunteers.

Communicates periodically with each volunteer in the
program by telephone, personal contact, or written
memo., .

-22- R4
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10.

1.
2.

two consecutive weeks or who has not been coming on a

Communicates with a volunteer who has missed more than.

regular basis to ascertain the reason and attempt to
solve the problem.

Assists in the preparation of the evaluation report of
the specific program by comparing program purpose, goals |
and objectives to evaluation data. ’ :
DESIRABLE QUALIFICATIONS: .

Has had previous experieﬁcé'in a school volunteer program
Has demonstrated managerial potential.

3

7.
8.

9.

10.

TYPE OF WORK: AREA COORDINATOR

RESPONSIBILITY: The Area Coordinator is responsible to tl
I - 8c¢hool Volunteer Operation for the purpoi

of establishing and maintaining a well-

coordinated individual school volunteer
program that follows procedures and pro=

cesses of the Volunteer Services System.
DUTIES OF JOB: . '

Acts as the coordinator of all volunteers in the designati
area. : ‘ ' ;
Works cooperatively with other Area Coordinators fox the
successful operation of the total school volunteer progra
effort. . R
Acts as liaison between the designated schooils and the
Volunteer Services System through School Velunteer
Operations. ' ’
Réceives all records of volunteer activities in the
individual schéols, compiles them and providés a report
to the School Volunteer Operations.
Assists in recruitment of resources at the area and
building .level. '
Assumes responsibility for enlisting support of neighbor-
hood agencies and publications under direction of the
Volunteer Services System. )
Assists in placement of volunteers in school building.
Consults in training and orientation of volunteers at
building level. - . )
Develops and conducts orientation of staff in the use of |
Volunteer Sexvices Systemn.
Acts as consultant in development of new programs at
building level. ' | .

29, d T
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11,
‘h2.

13,
. of greater responsibility in the total Volunteer “

;.«:353*‘ ‘

- ok
Assists in Siv1sing school volunteet program materlals.
Monitors and assists in the operatmonal plan as
developed in each school,
Identifies names of interested volunteers for positions -

Services System. .
DESIRABLE*QQALIFICATIONS- . ' v

Has earneéd awBachelor's Degree and a Teachefs*
Certlflcagion.

" Has demonstrated gkill in deallng with meMbers of the

community. -

Has demonstrated some experience in volunteer work
Shows willingnegs to serve in thiq capacity for a -
minimum of a school year.

Shows enthusxasm for the conceph of vqunteers in
education. 4 .
Demonstrates capability for establishing positive
working relationships. -
Possegses‘ability to compile and agsist in analyzing
data pertaining to the Volunteer Services System.
Has had previous expermence in training of teachers and
volunteers. % v

' Has total familiarity with the materials and procedurea

of the school system and the Volunteer Services-
System.

‘Has had experience with producxng perﬁépmance-based

learning materials. .

4_" . 9

L h [

TYPE OF WORK: COORDINATOR, COMMUNITY RESOURCE

VOLUNTEER PROGRAM .’
RESPONSIBILITY: The Community. Resource Coordinator ig

responsible to Volunteer Pergonnel
Operations for the intexrviewing,
‘screening and placement. of volunteers
in the Community Resource Veolunteer
Program as requested by professional
school staff, .

DUTIES OF JOB: - s )

o ' "y.m 2€3

Receives and processen volunteer applicaﬁions.
Intexrviews and screens volunteers for chmuniLy
Regource Volunteex Programs.

’




y

IR ‘ v3.'Places screened volunteers 1n programs upon requesg;by

_— o professional school staff. ' -
‘ o 4. Superv1ses the distribution of Communlty Resource. program
w handbooks and related materials as requested. K
5. Maintains an up~-to-date flle of volunteers and recelves ﬁ
. evaluations of their effectiveness. -
6. Receives continual 1nformatlon on new ieeds for addltlona
. 'volunteer programs and on the ava11ab1 1ty of volunteers

- for these programs.. & - °° o
_ DESIRABLE QUALIFICATIONS: - .7 o A
B . ‘ 1. Any combination of tralnlngi d experience equivalelt to~

" N B completion of two years of c¢ollege and two. years experlen
' '~ in a communrty service organuzatlon. Substitutions:. "“u
v Additiondl college tralnlng may: ‘be - substltuted for the ‘
- ,requlred experlence on a year-to-year ‘basis. ‘.
Rt , B 2. Good knowledge of school currlculum and programs; . general
DT S © _ knowledge of wide fields of occupatLonal skills, hobbles,
A B ' crafts; skilled in teaching and presenting ideas to. fvj
groups of chlldren and adults effectively; ability to-
R relate with people of varied backgrounds and 1nterest-“
T i ‘ability to supervrse effectlvely volunteer workers.

L g

o . ~ N -

N E - o .
ESTABLISH - ) o With all the previous backlog of

ORGANIZATIONAL S . information determined and written . .
N PRQCEDURES ’ ' - down, now is the time to figure out H
v - _ _ - all thls is g01ng to work together. s

Taking the spec1f1c and measurable

e . . ' one~year obhjectives for the- Volunteer]

Services System, dec1slon—makers must

go through. a series of preparation

activities to analyze all 1nvolvement

and needs for ‘the successful operatlo

of the: organlzatlon. These act1v1t1e

*include: i

: ‘ 1. Delineating: lines of authorlty betwee
. o ’ o ‘and among ‘persohnel. :
‘ 2. Dellneating lines of communlcatlon

betweéeén and among areas of operatlon

+ - and/or personnel. : »
3. Appolntlng, remploying, 1ocat1ng or

. ordering the resources necessary to

o . T - ‘ -. A S
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- ORIENT USERS
OF THE -
- ORGANIZATION

-

' to meet the one-year objectives:
‘personnel, facilities, equipment,

- materials services, information. ok
Developing and publishing organiza-

tlon handbook(s). including: -

- env1ronment or settlng

- general project information
- organ1zat10na1 chart

- report formats and. fréquency
~ staff meeting: schedule Y
- purchase-order procedures '
- evaluation _procegures

- job descrlptlons . DU
- lines of authority and communlcatlonf
- system policies ahd procedures i
Developing all in<house operatlonal .
~needs includings, '
.~ timeline/work flow schedule

~ budget:

- resource and recrultment schedule.

. . ) ’

This step is a defln;te "get~ready
step .so that the Volunteer Services .
System can and will run smoothly in .
the Implementatlon Phase.

This step should start before the
Volunteer Services System is imple-
mented- to promote a positive and.
constructive workihg relationship
between the new organization and |
those whom it will serve. Once this
step. begins, however, it should °
never cease.
Ascontinuous series of workshops;
peeches, recognition activitiess
articles and publlcatlons provide a.
good" basis for. bulldlng a posltlve'
_worklng climate and for continually
rejuvenatlng programs and activ1t1es.‘

253
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The users of the organization can be
the community at large, civic organ-
~izations, business and industry, the ;
Advisory Council, school administra=-
tors, school pr1nc1pals, instructionas
coordlnators,_1;brar1ans, classroom
teachers, and, of course, the
Volunteexs themselves.
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. CHAPTER III

AREAS OF
'OPERATION

o '!.

VOLUNTEER
PROGRAM
OPERATION

VOLUNTEER
PERSONNEL
OPERATIONS

IMPLEMENTATION

Volunteer Services System denotes

\\ , The Implementation Phase for the
~. //q\

"\ the period during which the organi-

zation is actually conducting its
business. The information system
and the three levels of operation -
Volunteer Program, Volunteexr Person-
nel, and School Volurnteer - are all
jointly going through their own
plannlng, preparation, 1mplementat10n,

‘ review and renew phases.

In a Volunteer Services System the
organization is planned and pre-
pared first. The operations stage
of the Volunteer Services System is
that time when the organization, with
all of its personnel and its various
areas of operatlon begins to perform
the necessary activities to meet the
specific, measurable objectives for

' the year and the long-range goals.

Principally deals with the develop-
ment of new volunteer programs to
‘meet the needs of students as assessed |
and identified by professional staff..
Generally, these programs are '
applicable to all students with
similar needs throughout the school
system. The program materials and
volunteer training developed for

each new volunteer program should be
a complete and understandable model
for later adoption or adaptation in
all individual school buildings.

.Conducts all business related to
recrultlng, placing, recoxd keeping
and recognizing the volunteers for
the Volunteer Services System.
Public relations activities are
developed and coordinated here.

30
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SRR ~~~  scHOOL . 7 Conducts the assessment activities
L . VOLUNTEER - in the individual schools, orients

- OPERATION school staff in the use of volunteers
IR ~ consults with ‘school personnel in
utilizing proper management tech- .
R : _ : . 'nigues, helps to develop individual
. L v _ volunteer programs ip response to .-
h . N TR o * individual school needs, assists the
- o individual schools with recruitment
" procedures and training programs,

“Although the areas of work are_specif

 for each, these three operations touc]

: , , . at many points and are totally de-t

'ﬂ' o ' : S : ‘gpendent upon one another. . ,
INFORMATION S _ o To coordlnate these three operatlons,
SYSTEM RN g ; e a larger framework of planning,. ]
o : ‘ directing and’ controlllng the entire |

Volunteex Services System is hecessar

ThlS is the area of administratlon..

The Admlnlstrator (Supervmsor,
Coordinator, Director, etc.) of the
Volunteer Services System is totally !
dependent upon the two-way flow of
- . ‘information within the Volunteer
: : Services System. The’ administration
S o ' of a £luid organization is a never-
‘ ending process of both long and’
short~range, general and specific
planning, continuous process of
directing,each and all operations
within the system, mandatory process
«  of gontrolling.all actmvitles of the
' organlzation.

v : This requzred input~output system of‘
" information flows throughout the

- entire Volunteer Services System. It

is vital to all functions of admin-

istration - planning, directing and

controlllng - and it is vital for th¢

life of the Volunteer Services System

81
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LEVELS - OF

&

N ADMINISTRAT:[VE
" DECISION-FMAKING £ DECISIONS |
| j ¢ :
A ®
€ « 7 ’
-‘ ‘03
' MANAGERIAL
. e DECISIONS.
’ ol 8.
y 127,7 .
o _
- x
- OPERATIONAL
° _ DECISONS
-
\

. -Appraisal * . Preparatlon

‘ and follow generally—accepted

~

Are thOSe made for the total Volun—
teer Services System and are
dependent upon collected and
anhalyzed evaluation data provxded
by, the 1nformatxon system.‘uw

B

Nfeds' c

Final Plannmng and

N On~-Going
Monitoring

managerial practlces.

Controlling Organizing

l\ Directing* .

Are those daily decisions made to 2,
facllitate the continued progress & °
taward thetftated objectlves.

Ide#tlfy

/ Problem \

. Communicate - Examine
. Decision-and - Altexnative

Assxgnment .. Solutions

N S

Deci91on

32'
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} _»'How T
" 'ALL WORKS
_ TOGETHER =

. administrator, ‘a mahager and a

- School Volunteers

.~ Implementation
How does it all fit together?’

_a year in the life of a Voluntecr

_,31‘.33

All three forms of dec1310n-mdking
take place at all levels of the
 Volunteer Services System, One
indiwidual at one level mdy be ah -

" problem~solver within a relatively -
ghort period of time. The conCeptK
proposed_ hexe is gimply that during
the 1mplementatlon phase of the- j
‘Volunteer Services System, many thing
. happén at the-same time; and there
will be congiderable overlapping of
areas of operations. This dictates
thorough knpwledge and ability of
all Volunteexr Services System person-
“nel to make|the necessary types ©
decisions at the appropriate'timej

There is a structure with necessary
components¢ o

. There are three areas of operation.‘:
- Volunteer Program o
- Volunteer Personnel

There is one overall pervading systen
provmding information throughout the
Volunteer Services System: The
Informatlon System.

There are four phases of development
with prescribed procedures that apply
to all activities of the Volunteer
Services System:

-~ Planning _ 3 :
- Preparation n

~ Review and Renew

The following process model depmcts

1




=

Services System. The colérs depict
\thé primary responsibilities of the
‘'various areas of operation or of the =

information systenf, THe accompanying

handbooks explain how the operatlons
take place. :

III - Informatwon System for
Volunteer Services System
IV - Volunteer Program Operations
V - Volunhteer Personnel Qp”}atlons-
. VI = School . Volunteer Operations

»

- The six hanﬁbooks in this series

delineate HOW a Volunteer SerV1ces
System works.

~32= ' o Y.
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. CHAPTER IV

x

o

. The review and renew phase for a
Volunteer Services System occurs at
the end of a school year at which

* time the many facets of the system
are viewed. for the purpose of: /«

- Comparing the plans (specific
* objectives) to the actual
activities and outcomes of the

, school year. . ‘

-~ Identifying deviations from the
plan and deficiencies in the
system itself, identifying hew
needs. d "

- Identlfylng new neeos for volun-
teers in the following year w1th
an external appraisal.

- Revising or modifying goals,
policies, purposes, objectives,
structure, procedures or personnel

* of the Volunteer Services System
‘'so that it will function mcre
efficiently and effectively durlng
the next school year.

Directiﬁhs for conducting this
entire Review' and Renew phase can
be found in Handbook III ~ Informa-
tion System for Volunteer Services
System, ' :

.
° <
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V;S.M. Project

. .’Gdals’ & Sy‘nopcis” |
v 197376

1. !llnagomcnt System | ‘
" To establish a management system for the administration of a voiunteer
. services system In-a city school district. >

-

2, Community — ’School Rclatlomhip
'To provide a concrete and positive working ralatlonshlp batwaan ‘school
’ personnel and the school community, |

L

.= 3. Program Development :
Tp meet the changing needs of students for volunteor services by develop-
lnq new volunteer programs and by modifying and/or expanding exlsting
voluntoer proqrams. : , .

-

In 1973, the Volunteer Services Office of the Columbus Public Schools was

‘awarded a three-year grant by the Ohlo Department of Education, TITLE 1i|

Office. The grant called for the design, development, Implementation and
. Installation of & new system for utitizing large numbers of trained volunteers
 to meet :tudent heeds ag they are ldontlﬂad by certified pcrsonnet.

Once dnignod and aperable, this new managemont system should allow for
the development of new volunteer programs based upon teachers' requests

communlty relatlonshlpc.

[ ~

To judge the effectlvemss of this new operational mochanl:m. Jha criteria
for the management system states that the system is to be meaningful and
workable at all levels of the volunteer services system, that it s flexible
enough to handle the magnitude and variety of newly assessed needs, that it
is generalizable enough to operate in a variety of school systems, that it s
capable of continuous expansion, and that it serves the needs of the students,
the volunteers, the certified staff and the achool system.

‘During the three-year grant period, tha projgct mission was to develop gener-
alizable process models for each facet of the management system during the
first year, to pilot test the models and revise them during the second year, to -
install the materials and procedures for this new system throughout the: school
system during the third year,
The management system procedures and processes can be found in the guide~
book for & voluntesr services system and in the handbook series developed
by the project staff. An annotated bibliography Is also being developed to
~ assist others In seeking additional reference materials for the varlous aspects
of & voluntesr services management system, -

13
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and for exciting and chauenglng opportunttles that will strungthon school- - |




J Volunteer .. =~ .
Management " ol
System . -
“Materials. o

2

HAHDBOOKS ‘

| GUIDEBOOK TO A VOLUNTEER SERVICES SYSTEM
1" ORGANIZING A VOLUNTEER SERVICES SYSTEM
11l INFORMATION SYSTEM FOR A VOLUNTEER SERVICES SYSTEM
|V VOLUNTEER PROGRAM OPERATIONS
* V. VOLUNTEER PERSONNEL OPERATIONS _ |
VI SCHOOL VOLUNTEER OPERATIONS ! - -

NEWSLETTER B

o7HE \JJOLUNTEERR" - .. B

.

PAMPHLETS

» VOLUNTEER MANAGEMENT — HOW TO ASSESS NEEDS - o Y
ADVISORY COUNCIL HANDBOOK . -
SCHOOL ADMINISTRATOR'S PAMPHLET A C ‘
TEACHER HANDBOOK S K
' INTERVIEWER'S HANDBQOK: . ~
VOLUNTEER HANDBOOK
HANDBOOK FOR VOLUNTEER TRAINING
AUDIO-VISUAL HANDBOOK °
HOW TO RECOGNIZE AND RETAIN THE VOLUNTEER
HOW TO WORK WITH GROUPS : r
 HC% TO CONDUCT MEETINGS ‘ .
SCHOOL VOLUNTEERISM — ITS UPS AND DOWNS

’
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