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The Recruitment Leadership and Training lnstitute (LTI) is a
panel which pro\yides technical assistance to projects funded

by the U. S. Office of Education under Section 504 of the
‘Education Professions Development Act. One of these projects,
funded through the Washington Technical Instituté, produced a
handbook entitled ABC’s: A Handbook for Educational Volun-
teers. Since its distribution in 1972 to selected coordinators of
volunteer programs around thg country the Office of Education
has received hundreds of requests for the handbobk. In order to
satisfy this demand, the Recruitment LTI has revised and-up-
dated "“ABC's" and is publishing this handbook, in both English
and Spanish.

The Recruitment LTI hopes that this revised edition of ‘'ABC's"
will provide a basic outline for those who wish to establish or
improve volunteer programs. By no means should: it be con-
sidered a “bible.” It is a guide and, as such, should be modifi
and adaptesj to meet local Eeeds and situations. ,

- AN

*




‘ “

|

1 " |

. . |
During the past ten years, the number of school systems using ,
volunteers has increased astronomically. While the size of the ,
programs varies greatly — from a few volunteers to over a thou- |

sand — all programs are alike in their belief that volunteer assis-
tance can make a difference in the quality of education. //

While many programs are well-established and in operation a
number of years, others are new and seek aid in organizing

and operating a meaningful and rewarding program both for
those offering and those benefiting from the services. Although
this handbook is primarily directed toward assisting these fledg-
ling programs, it can also be useful to established volunteer pro-
grams which seek ways to improve present services and increase
program offerings. ’




Appreciation is extended to the following organizatipns or vol-
unteef programs for permmlon to use their materials, parts of
which were incorporated in the original publication ABCs A
Handbook for Educational Volunteers and have been used in
this-handbook.

Public Schools. 1949.

Dade County (Florlda) Public Schools. Proposed Plan for a
School Volunteer Program. 1970 —

Los Angeles City Public Schools. How to Organize a School
Volunteer Program in Individual Schools. 1968.

Oklahoma City Public Schools. Helping Hands. 1970.

National School Volunteer Program, Inc. Basic Kit for Schoo/
Volunteers. 1969.

University of Maryland, Center for the'Study of Voluntarism.
Handbook for Volunteers in Army Community Service. 1969.
Wayne County Intermediate School District. The Practice and”
the Promise: A Paraprofessiopal Study. 1968.

Ohio State Department of Education. Project Reach Out, 1972

Cincinnati Public %hools. Tutor Handbook for Volunteers in

Specual\thanks to Dr. CarI B. Smith for his contrlbution tosthe *
section En evaluation of.volunteer programs. .

~ Materialg in-the handbook ABC’s: A Handbook for Educational

Volunteers were compiled by the staff of the Volunteers in
Education Program, National Center for the Improvement of
Educatlé | Systems, U.S. Office of Education. Special appre-
ciation is (tended to Jewell C. Chambers, Editor of ABC's: A
Handbook 'for Educational Volunteers for her assistance in-the
preparatxodof this handbook and to.Ms. Grace Watson, Co-.
ordinator of New Careers in Education Programs, U. S. Ofﬂce
Educatlon for her assistance and support.



Who is a Volunteer?

What is a School
Volunteer Program?
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A volunteer in education is a concerned and dedicated person

who works regularly in schools of in other educational settings
to support the efforts of professional personnel Volunteers may
be male or female; young, middle-aged or senior citizens; single-*
or married; actlvely employed, retired or on welfare; black,
white, Puerto Rican, Chicano or oriental. They reflect every
economic, social, racial, religious, ethnic and educatlonal back-
ground to be found in this nétlon

Although the mothers of pup/'ls are frequentl y the first recruits
of many school volunteer programs, the ranks of the volunteer
force include such people as: .

Joanna Daniels, who grew up in the Watts yhetta of Las Angeles -
and now operates a.charm school. She spends a day or two a

week lecturing to Los Angeles high school students on the.impor-
tance of personal pride, the virtues of h yg/ene and the hazards

of drugs. T

s

Vandlqe Woodard a legal secretary.in Ph/ladelph/a whose em-
ployer ‘/releases’’ her one afternoon a week to tutor a child in
read/ng at an /nner-c1ty school. . ¢
Raul Mercado, an auto store emplo yee who uses his day off to
tutor fifth- and sixth-grade children at an E/ Paso elementary
school and then works as a volunteer in the school’s mini-gym.

Naida Bullock, a mother of $ix and grandmother of 14, who
gives volunteer assistance to fourth-grade students at a "Dallas

, elemen tary school after she finishes her pa/d job as a cashier in

the school’s lunchréom,

It is an organization of persons who work in schoofs under the
dlrectlon of teachers and other personnel to strengthen the
school program or to offer special skills to enrich a student’s
educational experience. Volunteers may also work outside the
school to provide homework assnstance or other special aid in
any educatlonal sttuatlon where it is needed.

The Akroh (Ohio) Public Schools report that creative adminis-
trators have found many useful activities for the talents and the
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abilities of volunteers. The activities include serving as inter-
- - preters for foreign-speaking parents.and children, assisting staff
in.the maintenance of school security measures, helping register
pupils, aidihg school beautification activities, assisting in the
) y supervision of sports events, and sharing experiences, materials
7 and spécial-talents. - ’ .
What Are the General i agsist teachers in providing more individualization and
Aims of a enrichment of instruction to their classes. ‘
Volunteer Program? .
~ To increase children’s’ mgtivatl'on for learning.

P To enrich the children’s experiences beyond what is normally -
: / available in schools through the unique resources which can bg
contributed by volunteers. : !

/ To relieve teachers of many non-teaching duties and tasks.

. To provide an opportunity for interested community members’
. . . to participate effectively in a school's program. J .

s y . To strengthen school-community refations through p_osigé;le'
participation. - L '

\ ’ To build an understanding of school problems among c,ftizens,
thus stimulating widespread involvement in the total educa- |

tional process. ‘ -
“How Can a Volunteer The first essential is the acceptance of the idea by the local -
Program be . _ $chool superintendent, school board or administrative and
Initiated? - . . profeéssional staff of at least ong school. In many places success-
bt . ful programs have been started by (1) concerned individuals;

t . ) (2) boards of education and local superintendepts, (3) profes-

: o ) sional staff at an individual school, (4} other professionals work-
ing together, (5) community or civic organizations, (6) college
and high school students and (7) parents.

OnWhom Should The responsibility for organizing a program must rest with the
Basi(l: Organizational . person who is willing to establish co-operative working arrange-
Y _asibility Rest? _ ments with the central school administrative staff and the pro-

'ERIC
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to get the initial project underway. Whether the program is in-
school or out-of-school, the involvement of school personnel is

necessary for the program to be a success, .
/hat Are the Basic Just how much money a beginning program will need depends
osts of Starting a upon the scope of the proposed praject. However, funds will
olunteer Program? be needed for office supplies and equipment, telephone service,

preparation and reproduction of materials and postage. These
expenses will be incurred by any program.
| H
Other considerations are whether or not a staff, either profes- ._
. sional or clerical, will be hired; what the prevailing salary rates
are in the area; and whether office spage will be made available.

In the preparation of preliminary budgets one should also plan
for contmulng or expanding the program after the initial or
pilot phase is completed. I
How Can These Initial program costs can be underwntten by the efforts of local
Costs be Met? . citizens, by.foundation grants, by the board of education or by
a joint effort. As the value of the program is demonstrated, its ~~
cost can be absorbed into the genefal budget of the board of

.l
‘
]

educa’?pn :
Wherg Do ' Volunteers serve in settings where people or organ.zations have
Volunteers Serve? requested their help. In schools, teachers and principals ask vol-

unteers to help the children who need assistance and enrichment
and to aid in other areas of school operation. Volunteers also
serve in after-school tutorials, in homework assistance centers
, > and in school and public libraries. They may also aid those re-
. manded to th€ custody of juvenlle courts. receiving homes or
detention centers. ‘ ~

i . Wherever there is an edqcational need to be met, educational
\ . volunteers should be there to meet it.

! School Volunteers | in Worcester, Mass., work: in the public
\ schools as teacher a/dés and as aides in the area of child study,
\ - . //brary, clerical, science and special skills. They further assist
e .. in recreation and ph ysical education by helping-professionals
) MC ) N develop creative programs in sports, gymnast/cs and dance.

v r:‘ \*




What Kinds of Services
Do Educational
Volunteers Perform?

»
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Although services will vary according to local needs, volunteer
aid generally falls into one of the following categories:

1. Relieving the professional of clerical or non-professional duties.
2. Provicfing ancillary one-to-one or small group assistance.”
\

3. Giving special aid to children with exceptfonal talents or diffi-
culties, such as helping them with English as a second language.

4. Enriching the curriculum in areas requiring special skills or
unique experiences. '

]

5. Preparing materials to be used in the total volunteer program.

More specifically, there are 25 basic classifications in which non-
certified persons or volunteers can be used to strengthen an edu-
cational program. These are of special importance if the school
or the sehool system is operating with a pattern of differentiated
staffing or seeking to'include volunteer service as part of a career
lattice program. These classifications are: )

.

1. Classroom ’
Performs clerical, monitorial, and teacher reinforcement tasks
under the direct supervision of the clgssroom teacher.
. ~ +
2. Audio-Visual Technician
tnventories, stores, performs simple maintenance tasks, and
operates audio-visual equipment; prepares audio-visual aids

.under the teacher’s direction.
!

Schools in Greenwich, Conn., are utilizing trained volunteers to
operate television cameras and tape recorders ip classrooms. Vol-
unteers tape students and teachers performing/ various activities.
Students and teacher can then evaluate their e¢ffectiveness. >

3. School Counselor /
Performs clerical, monitorial, and counseling reinforcement tasks
under the direction,of the counselor.

.

1y .
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, 4. School Lunchroom ‘
. , ) Supervises the lunchroom according to school practices during
. lunch periods; maintains order, helps children when assistance
‘ , is needed, works with administration and teachers to improve
) procedures; supervises activities aftér lunch in the playground
. or special activities. :
' ’ e - . . o~
T 5. General School * o~

e Performs a variety of school duties assigned by_the principal, the
’ assistant principal or the designated teacher; may assist at doors
and in halls, office, bookstore, library; clinic, classroom, but is
not assigned to a single station.

L

’
’

6. School Community : )
Acts as a liaison person between.the school and the community

by informing parents about school and community services and
by informing teachers about community problems and special
needs. . g

In the Rochester (Mich.) Community Schools, volunteers serve

in a “Dialogue-Communication Program’’ in which three volun-
teers from each school are trained to answer questions and assess
local community attitudes. The district’s “Block Captains’! pro-
gram involves more than three hundred volunteers who visit .
every home in the community to distribute a fact sheet and to
. answer questions about the schools. ,

7. School Hospitality .
Receives parents who visit the school and, under the direction of

the principal, takes the parent to meet the teacher; may also
arrange for refreshments for teachers, parénts and children.

8. Departmental
) Works in a particular school dgpartment (language, science,
fine arts, etc.) to perform designated departmental tasks such
as record keeping, inventories, attendance, supplies, marking
objective tests, etc. P .

9. Library
Works under the supervision of the librarian to assist in the oper-

ERIC 11 .
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- 15, Field Trip Assistants -

-

ation of the school’library. Shelving, fi}ing, clipping, circulation,
and book-processing are some of the tasks to be performgf.
s/

10. Testing Service , / -

Works with professional testers in syhools or regional centers to
arrange for and administer tests.

11. Special Enrichment / . -
Speaks to classes or other groupJ on topics related to occupa-
tion. These volunteers may be;?usinessmen. engineers, lawyers,
doctors or parents with interesting hobbies or occupations, etc.

; !

Part of the school volunteer effort in Boise, Idahv, consists of
special resource volunteers who respond to individual teacher
invitations for classroom and curriculum enrichment. “Enrich-
ment” volunteers are available for the study~of archaeology,

bird watching, fish and game, folk music, metallurgy, radiation
control, writing, aviation, local and state history, rock collecting,
spinning and taxidermy.

12. School Security . « -
Assigned by the principal to security tasks — doors, corridors,
special events, {avatorie§, parking lot, banking of school
receipts.

13. After-School Program
Supérvises, under the direction of the teacher, any after-school
activities.

\
14. Materials Resource Center
Performs clinical, custodial, and monitorial functions in a mate-
- rials resource center or learning laboratory.

Assists on field trips or excursions to cultural events.

16. Special Skills . -
Assists the teacher by offering special skills in the areas of shop,
homemaking, or speaking a foreign language, i.e., native Spanish. ,
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v . 17. Crisis Center o ”
Works with children who have problems of adjustment in the
Cp _ regular classroom satuatuon .
18: Playground
Works with teachers during the school day to assnst wnth physn-
cal education and recess activities. . x

[9]

2

T ‘. % 19 Reading Improvement .
‘ ‘ Assists reading specialist with basnc and/or remedlal mstructlons
R ) *in a single class or group of classes. Assists individaal‘child or
small group of children with similar problems,
’ /
W s 20. Speciat Education - /.
“ : Assists special gducation teacher in |mplementmg instructional
‘o o activities for an individugl or a group of specnal education pupils.

-

Some parents ‘at a suburbign Los Angeles e/ementafy school de-
vote all of their volunteer Yme to the single project of helping
. .,children /mpro ve perceptual motor skills., These voluniteers
T } test children in grades 1-3 who have been referred by their ;
i ) ; . teachers. Children with perceptual difficulties take part in a
daily 30-minute session run by volunteers to improve visual,
S motor, and perceptual skills. ‘ -

- ™

el y

- v

S, 21. Attenidance Officer - & e
. T Provides assistance in dealing with attendance problems may
: make home calls to exﬁeam the problem in person.
N N

- 22. Bus Attendance . k
U . Supervises Ioadmg and u \oadmg of school buses atthe begin- .
. N ning and end of-the schoo day, may be assigned to ride buses,

: especlally thdse transportmg very young children.

‘ _ 23. High School Theme Reader \

. Lo Reads and .checks themes for those writing skills indigated by
e ’ - _the teacher.

3

. 7 - Y i *
' . 24, SchoolH#alth Services
Operates health clinic under, direction provided by school nyrse.

A i . _1 !3 ! ¢ ' *
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- Oklahoma City’s "Helping Hands” volunteers’ program assisted
- in a campaign to alert teen-agers to the dangers of and treatment

for venereal disease by helpiny to arrange a doctors’ speakers
bureau for schools. The volunteers have also worked with the

+ local bar association in a special drug education project. '

25. Laboratory Technician , N .

Assists in school laboratories (languages, science) under super-
vision of the teacher; sets up, maintains, and Rerates equipment.

Of These Services, _ The kinds of services a volunteer program is able

Which Can g New: - depend upon: : ) .-

Program Most ' : L " o "

Effectively Provide? 1. The particular needs of the school system, of each sthool, and of

’ . _each teacher. |f the program is not in the school, the gverall ob-
jectives of the program will determine, in large measure, the )
types of services offered. i

to provide will"

- l 2. The desire of school or agency staff for particular §ervi£:es.

- 3. The availability of qualified volunteers to perform the requested
services. . _ it
- 4. The type and amount of special professional and/or volunteer
help currently available in the school or agency. o
New programs should'zero in on the one or-two areas in which
they can be most effective, rather than attempt to tackle too
i o many problems. Such a “’scattergun’’ technique — fryingtodo
o too much at first — generally works to’the detriment of the ,
) ‘ program: ~ . . B * s
How Can aSmooth  *- For a smooth-working relationship, both volunteer and staff”
Relationship between + should agrge that:” o -
Volunteer and ‘ ot ", .-
Professional Be 1. A volunteer.works under the direction and supervision of a
' Assure?? teacher or,member of the staff.’ .
, . ' - - v ' .
2.’7& volunteer supplies supportive services, byt is not a substitute
- for a professional staff member. -
. A . X . ‘
-~ 14 - /\ T e -
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3. A volunteer will not divulge confidential information to which
he or she may have access.

4. The volunteer should be given specific instructions and netes-
# sary materials for any job undertaken.

" 5. If parents participate in a volunteer program in their child’s

" school, they should not be given access to their ghild's confiden-
tial files. The decision to allow parents to volunteer in their
child’s classroom should be made by the principal or teacher
involved. i :

6. Evaluation of a volunteer’'s work will be cqnfidential.

In New York City, the Chancellor’s Action Center is an
ombudsman-like operation for handling complaints from °
community people about high schools, special schools, special
education and other centralized programs. Trained parent vol-
unteers receive complaints by telephone daily, Monday thraugh
‘Friday, from 10 a.m. to 12 p.m., and'spend the# afternoons
researching complaints for follow-up actia(l..

Note: ) «
.Volunteer Coordinators should be sure that all activities in-
volving work with students and/or their records should be sub-
ject to the provisions of The Family Educational Rights and
Privacy”Act of 1974. , .

Ve
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.-Fundlng
. . . Sources .
~and Proposal
Preparatl R

LY

" . The idea hasbeen planted; the need for services has been docu-
-fented and accepted; now, the timg to begig pIannmg for pro-
* gram u'nplementatron has amved ne of the majo; problems -
) . facing those organizing veluniteer p\'ograms is to fnnd sources, of ’
o~ i .- Aﬂnancratsuppc)rt 1f the program is under the aegis of aﬁcbool —
.~ . ) system or an'ageqcy, this problent may not be as pressing since,
. - in thése chses, the agency will have allocated’ funds for program ,
» development, However, even well-established programs may have
a need 1o seek additional fundmg sources for new actwmes
they wish'té'undertake.” . . | ’

. N -

AIthOUQh volunteer services comé‘wnthout a praCe tag, funds are
‘. necessary fqr the following: staff salaries, training costs, mate-
) < . rials fqr volunteer use 3nd for* program egaiuatlon and, inrsome
-~/ ... :cases, for intidental expenses, such,ds Garfare nd babysitting’

o - 7 -fees, whith gre- incurred-by. Voﬁ.mteers ,Ajthough :support for

.- activities of ublic, noh- prpfrt organizetiofis is nft as phantiful
“ 0 . asitwasin p sf years, it is avarlab!é forfhose who takethe tlme
) ‘ " . -and effort. .t .

, - ‘ Whether seeklng fynd-s for a new. program, cotqponent r for a
‘. v . , totalfy -new endeavor, there.ate may. possibje sdurces«df sup-
Do . : * 2 port. At the Iocallevel onecan approach the sch Isysfem or
o o i -, the agency destired to: :bk the" primary fecipient-o vplunteer
T , . . _services. When presented definite and workable blans,.those
« T > .« institutions are dften’able to supply staff sdip ort, worklﬁg
o % . spacgand materrals 'Fhe:y may atso’ mcorporate.val'unteers
i .o into the orgamzatlon stotal pldn’. Local business.and inghidtries | .
© ¢an provide funds te initiate orsupport vqunteereftorts or, . -
X , they can provide Both human and rﬁaterlal resources at Ia‘ter .
., o A, stagés of development : P L -4 -
- rad . . ’
' T Lowl chapters of nattonal ,cwue and social organlzatlons aver T
. . T, dlso possible ! sources:of support. For example, in many crnEs ‘
. ¢ . < “the Jumor League has initiated.school voluntetr programs “" o
L, ¢ . many of which are now integral parts of the school systgh. ., "
- . L Partners,hlps or ljnkages with established programs or orgamté‘ e
PR ; < tipns provnde a natural way to initiate a schbol-based prpgram R
' . + " One can.also seek support from local or national foundat’ ops .
™ EM o . l 6 v and other organizations and assocratlons Informatlon on-, ,

*
. ‘l

. . v s . R . 4

4 - h ? - P N

5 . = . T . L
N

(33
B

"

»




sources of this type can be obtained from The Foundation
° Center (888 Seventh Avenue, New York, New ¥ork 10019).
. . A trip to the Center’s public resource centers, which contain .
e . comprehensive collections of solirce materials on foundations
et - and their grant-awarding activities, may prove worthwhile. The
v Center has established 47 regional resource collections acrossy,
REPEN ‘ - the country containing standard refeggnce reports on founda-
vt . tions in the state in which the collectian is located, and printout§
-t - - of grant data on selected topics. The |ocation of the regional
., centers may bfi obtained;by writing ta the New York officé., |98

b _ . :  The Center also issues several stangard reference works’yvﬁich

can be found in local libraries. These include The Foundation '
Directory, a listing of more than 5,000 foundations which either
made grants tota&igg $25,000 or had dssets of at least $500,600]

The Information Quarterly, an updated suypplement to the . '
5 Directory, The Foundation Grants Index, which givesa repre-
! ) sentative overview of. major foyndation dnnual awards in all |
. fields, and a bi-monthly supplement to the Grants Index. |

-

“

. The .Center also has available microfiche copiés of foundation
ceme annual reports, and foundation in‘fgrma‘tg’on sibmitted to the |
_ Internal Revenue'Service. |r{addition, the Center provides com-
*  puter searches in specifig.area$ of interest — such as day care, |
elementary and secon,c}a‘ry»eduéation,' and drug abuse. -
T S
In many places Fedefal monies have been used to support vol*
. . . unteer activities. Funds avaifable through the Elementary and °
. '” Secondary Educatipn Act (ESEA), Titles isand 111, have fre-
- uently been use%'cThese are Federal funds that are available
) . through tﬁel localfschool system or the state of the education,
. v ** ageney; Howevers not by direct application to the U.S. Office
o - .of Education in;Washington. One seeking governmehtal assist-
. fe ance should be familiar with several reference-publications.
;.. T . These include 1§1e Catalogue of Federal Domestic Assistance |
W .o 1.\ whigh categorizes all Federal funding activities; Commerce .
P . Business Daily, which lists competitive requests for proposals N
Coeevrm o e from, govéinierit-agencies; and th Federal Register which-con-
v, .~ et TtainsTegulations.and application deadlines for all Federally
v 'we . % - 4 0 .funded programs. Departmental journals are other sources of
T {4 funding_ipformatipn. Fér-example, American Education, pub-
ARt SR # ! S s ) ,
P - / , . Lo [
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lished monthly by the U.S. Office of Education, has an annual
index on Office of Education funding sources entitled ““OE:

 Where the Money Is.”” Most of these references are available
from Superintendent of Documents, Goyernment Printing
Office, Washington, D.C. 20402, //

v

Regardless of the organization which is the potential funding
source, the method of appligation and of proposal preparation
is very similar. The first step, using the references identified
above, is to determine several possible sources of support. In
looking at foundations it js wise to select those with a history
of awarding grants in allied areas. Once sélections have been
made, prepare a basic letter of intent, which contains the follow-
ing information: What do you intend to do? Where will it be
"done? How long will the project run and who will receive or
benefit from the services given? Also include a short statement
of past accomplishments, if any, whichsrelate to the new project,
. This letter and the request to make a fotmal presentation should
be as brief as possible, hopefully no longer than twa’ pages. | f
possible, follow up the letter of intent with a personal visit to
explain the proposed project. Such visits should be made by an
individual, not a committee, as one-to-one conversations are
" likely to e more informative and productive.

* Once a letter of intent is received affirmatively, the next step
is to prepare a formal proposal. Before beginning the prepara-
tion, it is wise to secure any guidelines, regulations or mandated
forms which the sponsor may have or require. These will be
more numerous and more demanding from governmental
. . sources than from private sources — a first introduttion to
bureaucratic red tape. The steps detailed below should be car-
ried out when one is applying to a foundation, a school dis-
trict, an agency or the Federal government. ,
. . /
* 1. Define the Problem.
a. What is the basic purpose of the project?
b. How serious is the need for immediate action? _
c. Is the problern stated in specific terms; has the writer avoided  ?
general, save-the-world statements?
L3
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2. Give the Background of the Probigm } LY
a. What set of educatiopal, social, conomic or political realities
\ : / ) are involved in the prdblem? _ |
\ b. What makes the writer uniquely qualified to deal with the
problem? ;

c. What features of the problem make it appropriate for funding
by the agency or the organizatiPn to which the proposal witl
be submitted? ; \

d. Does it coincide with'the identified agency's or the organiza-
tion's priorities? ’

3. Identify Needs the Project Seeks to Meet
a. Are needs stated in specific terms?
b. Is supportive data presented sl'}'owing how needs were assessed
and determined? | ’

4. State-Project Objectives |
a. Is there a clear relationship bqltween the needs and the objec-
tives of the project? )
b. Are objectives stated in measdrable terms rather than broad
generalities? |

5. Prepare a Calendar of Activitiés to Meet the Objectives

a. Can the project be completed in the time allocated? Is the

time schedule realistic and clearly stated? .
¢ b. Do the activities have a clear and definite relationship to the

proposed objectives?

c. Is the proposed pattern of operation clear?

d. Do various phases of the project build upon and link with one,
another? . ) |

6. Identify Project Participants . : :
a. What is the target population of the project, both immediate ‘
and-long range? o
b, What are the criteria and/or procedurgs for recruiting and
, selecting participants? \ ‘
. c. Is the target population sizable enough to meet project
/ objectives? :
, d. Have appropriate ways b‘fen identified or developed for inter-
/ -preting the project to the communities affected?

14
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10.

. Develop an Evaluation Design

. How the Project Will Be Administered
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Identify Areas of Needed Support and Support Systems Neces-

sary to Project Operatlon

a. Are approprlate community agencies involved in the plannmg
and execution of the project?

b. Does the project have the support of he organization or the
agency which will be the prime recipi nt of the services?

c. Are physical facilities conducive to the successful conduct of _ \

- the project? .

a. Does the design provide for evaluatmn of actlvmes in terms
of objectives?
b. Does the evaluation provnde an opportumty to assess project
development and make indicated changes or redirection?
c¢. By what process will the overall effect of the project be
arteasured? Who will perform the evaluation?

a. What staff is needed for the project? Is it fully capable of
carrying out the project?

b. What will be its role in accompltshmg the various activities
of the project?

c. Will additional personnel be requured for the project? Are
they available? To whom will they befresponsible?

Develop a Realistic and Adequate Budget

a. Direct Costs — expenses which can be itemized and for which
payroll records or vouchers can be presented for payment.
Th)ese include:
(1 | '

Staff salaries.
2)

Employee or fringe benefits such as retirement, social security,
health benefits, and workmen’s compensation. Thas is usually
ca;culated as a percentage of salary. :

(3

Travel mcludmg mileage for travel in private. cars fare for air’
plz)anes trains, buges and cabs, and per diem costs.

(4

Equipment and space rental. ~

24




(5)
- l(’er;nting and duplication.
- ?/I?terials and supplies.
- ) o ] 7 i
Communication — telephiones and meetings.
- (8) Cw
| Computer time. ° )
(9) a
N Conference or meeting costs. T
AN - (10) <
~ Training costs.
. (11)
\\ .- Consultant pay and-per diem. .
N b. Indirect Costs — general expenses necessary for general project
: \\ ?{))eration. These include: . '

\ ,:Business office services.
2)

\\ Physicat‘ptant-eperation and library usage. Generally indirect
costs are calculated on a percentage of the direct costs. .

- 5 ﬁose preparing a project budget should be able to answer the
! o following questions: s the budget adequate for the results -
\ anticipated? What provisions are made for audit of budget
expenditu es?\ .
11. 1f Possible, Give Plans for Continuation of Activities beyond
‘ the Period for whﬁ: Fundingls Sought. .
a.What kind of activities are anticipated to be carried out beyond
the funding period? ‘
b. How will these activities'be supported? How firm are commit-~
ments for future funding?
12. Review the Total Effort AN
a. Have all substantive problems or questions been addressed,
defined and answered? .- °
b. Is thé proposal specific, well articulated and realistic?
c. If not, wheye does it need to be amended, refashioned or |
restated? : ~ ’

2i" & AN
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-~ Organizing
- and Developing
) “aVolunteer
- Program
. o \\\\- .

0

Before one can begin tc plan for the dtilization of volunteer
services, those developing the prograntmust be assured of a
commitment to the use of volunteers by the'district. Indications
that volunteer services are wanted and needed include:

. o+ .
! 1. Support from the board of education. This should be indigated
through a board resolution. ‘

2. Establishment of an advisory committee to prepare overall pro-
gram policies and design.
.

3, Requests from school personnel for volunteers. =

- Va
4. Determination of the legal status-of volunteers fi
, ~ - surance and workmen’s compensation.

) / : Once the initial approval and the suppdrt of the local authorities
o have been secured, those establishifig the program can proceed
with its development. The folldwing plan can be used for any
: type o\f program large or saall, either in or out of a school. The
major difference will be"the amount of internal coordination
necessary tb make-the program a success. .

" 1. Determine Needs ' ' BN
o The first step is to determine what needs the program must
¢ : meet. This is best done by consulting with appropriate per-
sonnel, both administrators and teachers. to identify the real
and persistent rieeds of a given situation: Needs to be considered
include those of the school, those of the teaghers and those of
- the students. Once thesé rieeds have beer’ determined, they
should be ranked in priority order from the highést, to the low-
est. Those developing the program must now decide which needs
can posd/ibly be met, considéring agtual and potential resources.

After tﬁe needs have been décid'qd upon, the possibility of im-

plemenjting them should be discussed with school authorities.

-~

\

{ .
2. Prepate Objectives . : d . ,
Taking the needs into consideration, the next step is to develop
o . . objegtives which are stated in behdvioral terms whenever pos-
EMC 25 sible. In the development of objectives, care.should be takento

L4
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/outline the sub-goals necessary to make the program objectives -~ <
N . a reality. From these overall program objectives, specific institu-
, tional goals may be developed. These will stress the need for
' ' / tutoring, library service, etc. — those activities necessary to meet

o , / the identified needs. .
¥ / ~. i -~
b / Many direct and indirect benefits stem from the establishment -
1 / of program objectives. The involvement of key school staff and
l . / volunteer leaders in the decision-makirg will benefit the pro-
- 2 L ' gram by establishing rapport and defining the roles of all in-

volved. Furthermore, concise identification ‘of goals and objec-
tives leads to the development of an effective, workable structure
for the volunteer program. Such identification will assist in the
recruitment process. N ;

1Y

r° 3. Identify Resources ‘ .
Based on the needs and objectives, available resources to imple-
. ment the program should be identified. Such resources fall into
P two categories: {1) material and financial resources and (2) hu-
= . man resources or potential volunteers. Potential voltinteers in-

clude students, parents, con]munity; civic, social and fraternal
organizations, business and industry personnel, senior citizens
apd other individuals interested in payticipating,

. .
If a\steering committee for the program is desired, it should be
established at this point. Critgria’for serving on the committee ’

If the program is city-wide, the steering committee should
represent: (1) a cross-section of the popylation, (2) organiza-
_ tions who can assist in recruiting volunteers, (3) those who can
.ow . bring financial or material resources to the program (e.g. print-
; ing, graphic design for flyers, accounting, etc.), and (4) those
who will participate as volunteers in the various phases of pro-
gram administration.
4 \ ¢ °
- Necessary materials, equipment‘and funds for program operation
should also be identified.at this.stage. o )

4. Design Prégram ‘

y . ¢
2 .i ~ When organizing a volunteer prograrp, allocate adequate time for

3
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in-depth planning. Asthe plan is formulated, write it down. A
written plan, containing all vital elements, makes a program tan-
gible, eliminates sore of. the uncertainty and provides a guide
for solving problems which may, arise.

The following steps should be ‘a part of any program design, once
modified to meetfocal needs. - - .
a~Qbtain any*administrative approval necessary. ”
b. Define roles and tasks for school personnel and volunteers.
c. Develop firm pelicy guidelines. -
d. Prepare personnel practices for volunteers in conjunction
\(/vi)th central administrative policy including: |
1 ¢ .
%_e)gal responsibility and ir/isurance coverage for volunteers.
2
Medical standards o bemet (e.g., chest X-rays). :
. Prepare a workable budgét. r <
. Select a program coordinator and needed staff.
- Establish a recruitment program. '
. Plan for training, both for volunteers and school personnel.

T o

The steps outlined above represent one way of planning a pro-
gram for volunteers. Some definite form of organization is neces-
sary for efficiency and effectiveness. Alternative methods may
be designed and adapted. The most effective organization and
planning is often that which is determined_jointly by school
staff and prospective \74.mteers.

- Recruit Volunteers
The most important component of any program is the volun-
teers who provide the service, time, and talent without which
the program could not operate. Special attention must be given
to'the recruitment of such volunteets. Specifics for a profitable
recruitment cajhpaign are outlined in Chapter 5, "’Recruiting
Volunteers.” Y ,

. Reexaming’Plan - .
Before the volunteer program begins, all aspects of the plan
should be checked and-rechecked to assure that no part of the
program design, no matter how small, has been left out. Relate
the plan tc numbers and types of volunteers-recruited. Care

‘Aﬁ ’

1
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ymust be taken not to overestimate resources. It is better to ex-
» pand the scope of activities than to overestimate arld be forced
to cut back services or spread them too thin. The administration
of a program is now guided by policies, procedures and specific
objectives that have been defined. Thé utilization of évaluation |
procedures will provide information necessary for both process |
and product assessments. Motivation, recognition and publicity |
* generate future participatioh as well as increased understanding .
of school-programs. Program operation and management aspects ‘
are: .
a. The operation of the.program.should have well-defined start-"
ing and stopping dates.
b. Supbrvision and coordination are staff responsibilities in the ~
_initiation,-the monitoring and the maintaining of the program.
c. Evaluation procedures provide information to develop, refine,
and recycle effective programs. | N
d. Evaluation of poth the results of the program and the means
by which these results have been obtained is essential for
. “program assessment. . .
i. Motivation and recognition activities help maintain volunteer,
* \teacher, student, and administrative involvement and support.
f* Publit relations and publicity provide a reans of in-
creasing the understanding of the program.

.

1

7. Orientation and-training programs
Orientation and training programs for volunteers as well a$
professional personnel must be an integral part of the program.
_These aredealt with in detail in Chapter 7, "Volunteer Orienta- -
tion and Training’’ and Chapter 8, ”Quje\ntation and Training of

Professional Personnel.” . :

8. Allocate Resources | . '

For maximum utilization of volunteer services, resources, both
~material and people, must be allocated wisely. A clear defini-
tion of the role and responsibility of all involvedin a volunteer
program makes for a successful undertaking. Thete are three
considerations. . N '
a. Administration ,

The well-being of a school is the responsibility of the princi-

pal. Therefore, it is essential that the principal and his staff

manifest interest in the program. Such j»nteres,tﬂis shown in

A .

P .

&
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actions of wholehearted support so that the role and func-
tions of volunteers will be understood and accepted. However,
as a word of caution, the principal’s influence on:the volun-
teer program should not be so authoritative that staff members
feel it is being “pushed down their throats.” A genume interest
can inspire greater positive response within the school.
*b. Coordination - :
. Therole of the volunteer coordmator should be consuc%red in -~
- detail. It is essential that one person have* primary responsibil- _
ity for the operation of the program. Plans for-the actual
operation of a program and the dutles of those involved are
fully explained-in Chapter 4, Admlmsterlng 2 Volunteer
Program.
¢. Materials ;
At this point, the equipment, materlals and supplies to be
used by volunteers should be available on the dates when vol-
unteers will be working.
A
9. Deploy Volunteers
The final step, prior to actual program operation, is the deploy-
ment of the volunteers who have been recruited. Consideration
for the assignment of volunteers is covered in Chapter.6, “’Inter-
viewing/ Selectlng and Assngnmg'\/olunteers.” ‘.

-

-

-

¥

10. Begln Program Opeération and Monltgrmg\p :
Monitoring precedures should begin with the program. Such
procedures will assure that volunteers are fulfilling fheir assign-

/ ments and will provide far the compilation of data necessary
for a year-end evaluative report. ' ,

11, Report Progress -
Periodically, the information compiled from the reportlng
forms (e.g., types of volunteers, time sheets, types of services
performed, evaluation sheets from pnncnpals teachers and vol-
unteers) should be given'to persons responsnble for admini )
tlon of the program. Thi¢ information i is then used for evallia-

- tion will serve to indicate ways in which the progra
be altered to meet its objectives. -

~
. .
[EN]
13 I
: 2 (
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12. Evaluate Program Results .
" . The year-end evaluation of program results should lead to an
~ overall re-examination of the operating plans, as well asdn

? examination of the®goals the program seeks to meet. Designs
- - for program evaluation are discussed in Chapter 12, ""Evaluating
Volunteer Programs.” ) )
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_The volunteer program must be awareof"the needs and re-
sourtes available at each institution it sdves. In the admtinistra-
tion of a program, as well as in the planning of it, the staff of that
institution must be involved. The paramount consideration is
that the volunteer progrant be a co-operative effort between the
-~ volunteers who give service and the institutions which are the
’ immediate or ultimate rgcipients of that servicg,

in any program, whether operating in a single institution or area-
c o wide, there are. certain administrative funct;l’o,ns' which must be

‘ . performed to insure efficient operation. The following Program
‘ - Structure presents the elements necessary for any operation,

“ N regardless of size. ‘ '

Program Structure
School or Agency " | Teacher P

Administration
Volunteer N :
Coordinator ’
t I3

. Volunteer

.
‘ -

L4

.n. A

- . o p Students

(Y
0 = . o
¥ -

». v
)

‘ ,

Responsibilities ?f the Within the school, the.principal 6r his appointed designate

Principal 4+« | should serve as supervisor ex-gfficio of the individual school®

<ol program, The building volunteer coordinator should also be

. . under the direct supervision of the principal. For a successful
: school volunteer program, responsibilities of the principal

e should include: -
o L ox +1. Discussing the program with the school staff members and
EMC enfisting their support. ’ .

., . .
o . , 'y
« o » 4. o, ,
k] L)
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2. Aslstlng in the identification of the types of volunteer servrce
rieeded by the staif. ,

‘ T 3.‘Outlining specific school proceddres to be foIIowed by .
. volunteers.

4. Making working space available for the volunteers and provrdrng
acte&s to lounge and bathroom facilities. } e

5. Meeting with vqunteers and staff to create a team spirit.

" 8. Assisting in the evaluation of services performed by vplunteers. .

_Responsibilities of The bu|Id|ng coordinator, working under the direction of the prin’ .
the Building , cipal and in cooperatlon with the staff coordrnafor if one |s

Yolunteer Coordinator * appointed, must: _ ‘ ..

1 Assrgn volunteers. ’ .o

2 Process teachers’ requests for volunteer aid-.

3. Keep-files and records of volunteer actnvntres within the school.

4, Confer with principal and staff whenever necessary. ; ‘

5. Conduct or participate in meetihgs with staff and/or Volunteers
. to: .
- - a. Orient volunteers to the school situation. (See ““Volufteer
Orientation and Training,” Chapter 7.).. ,
. . b. Provide preservice training for volunteers to work in special-,
s ized areas of need (e.g., reading, language arts, mathematlcs
. .t science, English as a secdnd language). -
' .- - c. Assist staff in the effective.utilization of volunteers. (See
"Orientation and Training of Professional Personriel,”
Chapter 8.) RN

6. Determme the need for workshops or rn-servrce-trapnrng toin-
crease the volunteers’ capacity to serve, °
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.« . .7, Plan meetings so that volunteers may, become tette acquainted
ST with each othef, discuss problems, exchange ideas, and seek.
..~ ‘solutiens'to common prablems.’ . ' e
* e LS ., . .

. .

‘ ‘ .t . N R
/ . '+ '8 Check with volu nteers who miss tinte or are unable to fulfill a
, AV e L specific assignment as scheduled. - Lot

. . C . ‘ . - A T
. Coe w 9. Arrange for recognition of volunteer service within"the school.

v i * - Y, o« AR » - »
.-Respongibilities of The teacher is the key person in guiding the pragtical learning
- Teachersusing - “- <« experiences of vblunteers. The following suggestions afe intended
Volunteers ™ ‘ . to help makethe best use of the teachers superyision within the '
) : Iijhits of time available. ) ' ! .

. PR
ta ? ¢,
N -

7. 0. 1.Try toarrange an Informal sessioh with the volunteer at gn early

¢ L. R * .. date to discuss the’programfand what to expect of the children.

e . -t Orient the volunteer to theskind of help you need. Try to have a

T . i |itt)e variety in the tasks assigned, but use such services in any

i Col . way, that will be of help to you and the children. The volunteer

R . S coordinator should be trained to assist you in planning an ever-
c : * increasing variety.of activities. = ' "¢ . ,

oy .5 .”:  2.Plan‘the work you want thevolunteer to do'kbefgre he or she

o s , arrivés. Create early opportunities for volunteer contacts with -

A .
' ) . - ’

<> ;" .+ individual children. Be specific in‘your directions.

. N .4 s v . [ . .
. . K ' +. 3. 1f you,are not goirig to need yolr volunteer at the regular time, -
ST ’ 0 iokif you are-going to be away. from sehool, advise, the volunteer
- " or volunteer coordinator in advance so that ottter arrangements
e : . can'be made., * ..’ : ‘ Lo
~ »

T E .~ 4 Ifyoudo not need your volunteer full time, release him or her . -
W, _to help another teacher. N " v ..
3 I '5, Brief your volunteer in fire drifl and dismissal procedures. Intro-
L <o © vduce him or her to the teacher next door. < - .,
. . . . ‘ < .
. N - " . o ™ , . .
P e 6. Anti¢ipate informdtion the volupteer will need to carry out” /-
. , S . assigned duties. Show wheré to-find materialg, how 1o set up an
L, . . .% . acfivity,-what.books;to use with-a-group; etc. Tell-him-or-her. -

N S N, e mees .
ERIC™. - 3 -
LM . - ‘ -
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Responsibilities

O

. what limits to set, what special needs individual children have

<=

7.

é
.

and what to expect of the children. .

Avoid assigning responsibilities beyond a volunteer’s ability. Do

‘not leave a volunteer with too many chifdren or too large an area

to supervise,

8. Provide greater job responsibility for the volunteer as knowledée

(4]

. Be williﬁg to offer supportive and supplemental service under

. Be punctua and‘reliablé in fulfilling the assignment and notify-

N

and proficiency increase.

. Expect the volunteer to be businesslike about attendance — be

on time, stay with assigned responsibilities, and accept direction
from the teacher. Although the job is a volunteer one, the com-
mitment is professional.

When volunteers feel they are an integral part of the school
team, they are more likely to impart to the community an ap-
preciation and understanding of the job being done by school
personnel. .

The volunteer shiould express concern for, interest in, and acgep-
tanqe\of those with whom she or he works. She or he is respon-
sible for maintaining a professional attitude of mutual respect
and confidence and should also:

professional supervision and direction. '
L]

»

ing the scho®l in case of absence.

v

. Become famil{ar with school and classroom policies an

practices.

. Be capable of a justinb to the teacher’s way of doing things and
. following his or\her directions.

. Be willing to have short conferences, periodically, with the ¢
ordinator and/or teacher to make for a more rewarding
experience. : !
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Routine For the smooth operation of a progragn, procedures similar to
Procedures s those given below should be standardized:

1. Each volunteer unit should maintain a time sheet for volunteers
to sign in and out on each day of service.

2. An index card file should be maintained for volunteers in the .
office. |t should list name, dddress, telephone number, person to
be notified in an emergency, special skills, etc.

3. Regular procedures should be established for vc‘JIunteerJS to noti-
fy the volunteer coordinator of absences beforehand. .

4. Each volunteer should record daily in a log book the services
performed with reactions, suggestions, problems, and requests

for help.
. > )
- ' 5. Orderly procedures should be developed ghverning use of -
materials by volunteers. AU T

6. A permanent record card should be left at the volunteer central
offite. )
- The following models are given because of the wide range of *~
. program design they represent, rather than the services volun-
wCo teers are providing. Each model has unique strengths and ,
weaknesses. One of the major advantages of a program model
with notations is that one can easily see the interrelationships

between the various elements. .
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Unique Characteristics:

1. Program pilot is in one elementary school, utilizing selected
individuals.

2. MZ\/ be placed with a team or an individual staff member and
observed4egularly.

3. Intensive evaluation.

4. Volunteers are used three ways:
a. Classroom — direct contect with students and teachers.

b. Building — serves in cafeteria, playground, office, gundance,

etc.
¢. Home — school-related tasks and projects {e.g., preparing
behavior modification rewards.) :

Strengths: T
i

1. On-going community re%at.ons

2. lntense‘commumty interest.

3. Positive admmlstratwe support.

4 Control of supervision of program by volunteer coordlr\ator
5. Staff acceptance of volunteer services. '

6. Method of selection of volunteers.

-Weaknesses

1. Peer group pressure to to be “'in.” ' N

2. Selective program does not provnde for an effective dismissal
procedure.

.

3. Competition among volunteers for prestlglous ]obs .

l rnz»;
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Co-operative Community Organization Model, .
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\Superintendent (
.

L~ ]
Elementary \\ Resource
Supervisor Teacher

‘ .

Advisory
Council

Paid Community Tutors
——-.| Volunteer Coordinator \
v . N

ARC

R Students \

Unique Characteristics: ' \
1. After-school and evening program — four days a week. N
2. Paid certificated teacher serves as resource teacher.
3. Volunteers from community and colleges.
4, Originated outside of public school system.
5. Paid volunteer coordinator for the program.

Strengths: ™ ‘ -
1, Havingé resource geacher assigned to the tutorial prog.ram. '

2. The organizational"structyre provides a co-operative school-
community relationship. \

3. A paid fulltime coordinator for the program for cbntinuity and

consistency.
o -
30




39 , . y

- 3.

4. Commitment of administration.

5. Central location of facility. |
{

Weaknesses: \% )

2

1. Limited to certain students. -

2. Need for transportation of some tutors.

3. Lack of consistency of some tutors.- - - - /

1

As the volunteer program expands'to include more sites, it may
be desirable to appoint a city-wide coordinator preferably
N from those who have had previous experience as a volunteer
. ) coordinator or as a volunteer. The overall coordinator
_handles the following:
N .
‘ 1. Proyides general supervision of sites in ‘the district.
a. Progesses teachers’ requests and assigns volunteers.
b. Shares with the professional staff the task of providing onsthe-
job training for volunteers. .
c. Supervises volunteers if there is no building volunteer cg-
ordinator.
§ d. Shares with building coordinators the responsibility of super-
, vision and evaluation of the work of the volunteer pfogram
( _ at each school and for his or her entire district. .
1 . e. Confers with principals and teachers and attends faculty .
meetings when necessary. :

f. Holds regular meetings with building coordinatgfs in the dis-
trict to stimulate exchange of ideas arid the deyelopment of
new programs and procedures.

g. |dentifies volunteer leadership. .

h. Is available to individual volunteers for conjultation and

guidance.

——

2. Provides the following services between central volunteer office
and individual schools in the district: .
a. Consults with the volunteer program/designer on questions of
policy and procedure.
b. Reports on new procedures origingting in the schools.

gi

’

y
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. Assists in promoting go

the following:

! N

c. ‘Processes and relays requests for additional services.

d. Doesinitial processing of requests for expansion of programs
within-his or her.district.

e. Attends staff conferences at central office.

F. Presents regular evaluation, statistical, and financial reports

»

. to central office.
g. Secures or develops materials needed in the program.
h. Assists in identifying areas of need in a district.

“i. Assists in planning, arranging, and conducting training sessions.

in individual sites and in the district,

ood public relations between the volunteer
unjts.and the community. oo '

Generally, this bosition is a paid one with job functions and
duties described by the board of education or sponsoring
agency. The structure of a city-wide program often resembles

v
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Unique Characteristics: _ % h

e
1. Diversification of placement and programs,

2. D|rect lines of commumcatlon to promote a personallzed
program.

3. Attrition rate of volunteers is less if there is better coordination
) of program and recruitment and selection techniques.

Strengths: -
.
1. Personal contact.
. Direct communication with principals. .

. Stror)g-positive administrative support. ) . !

HOwWw N

. Through the volunteer office the communlty is informed ot ?ch(
»  needs and operations.

Weaknésses: _ . s .

1, More difficult to train volunteer and teacher as a team.

2. Time needed to monitor school coordinator’s operation.

/ Unique Characteristics: _ | : ‘ :

1. Specific role expectatlons are established due to fuII-tlme paud )
arrangement _ “ ) oo ~

2. One person is responsnbler for the overafl development and im-
plementation of programs.

3. Utiljzation of volunteerlsm is greatly increased wnthm the
c nity. . N .

Py

4, Cdntinuity of progrdm is possible plus the initiation of new

, ones. .
40 s
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Paid Building Coordinator Model ’ K
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Building Teachers ,
Volunteer . ° . 0 .
s _ Coordinator )
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. Volurfteers Students » |
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P . 5. Staff development emerges as a co-operative process. i
. Vinjes. ’ T N |
! 5 g _ N |
Strengths: co i
1. Continuity of program. ' " ‘
R - ¢ . Vs |
Y 2. Opportunity for multi-program design. -~ -" ‘" ’ |
. AR ~ oL
3 ot . . . ° |
‘ 3. Greater atilization of potential volunteer services. - |
- : ) ’ . j ) ‘ ‘ . |
. - . Weaknesses: : , -, |
. : N
: " 1. Relying on one person to dlrect the programs. ’
! 2. Paying a person todo tasks whlch are S|m|Iar to those a volurl |
teer might do on a legser scale. . .
ERIC o L T .
B e D . . - . - " , - . k3
v - 7
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- Although each of the program models has specific strengths and,
.weaknesses, the paid full-time bu1|d|ng coordinator appears to
offer overall advantages.

el <

-

. The building volunteer coordinator functions in a line relation-

‘ ship with the building principal and in a staff relationship with
the staff. After the needs are determined (the types of volunteer

o services o0 be utilized, the fesponSIbllltles of support personnel
v . such asUdio-visual coordinator, librarian, specific teachers or -
o ' administrators), the buﬂdlng volunteer coordinatdr has the
T msponsmlhty of initiating and coordinating the volunteer

4 components

These components include recruitment of volunteers, selection:
and placement, orientation and tralmng, supervision and co- .
ordmatlon motivation and recognition, public relations and K
" publicity, budgeting and funding, and recordkeeping and
evaluation. . .
.
The bu1|dmg VOIunteer coordinator f nctions according to three
pnonty levels; flrst, the deveropment and implementation of
. thevarious volunteer services; second, direct involvement with
the various services'in times of temporary overload of absence
of a volunteer who cannot be replaced; third, performance of
- routine tasks to support sehdol admlmstratlve functsons
The role’ expectattons of eachof these three levels need to be
cIearIy defined angd. understood By administrators, staff,
teachers, volunteers and the coordinator.

Establishment of target percentages is necessary for the amount
of time to'be expended in each of these three levels. The per-
centages should be determined early in the program and concise
time studies performed during the school year — -perhaps dunng
one week each month to check the actual tnme expended |n

. each fevel. , ,

o

Reahst:c percentages that have been used by school systems are
X “ 60'to 70 percent for the first level, 20 to-30 percent for the
’ second level and 10 to 20 percent for the third l'%“el ThEre isa

4(\/ " "A \ o
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: tendency to rély upon the volunteer coordinator to perfbrm'a
) number of routine tasks; therefore, the time study is.a nécessity.

N .

" .. _volunteer goordinatof method of administration. First, one
- person becomes résponsibie for all.volunteer program fieeds. -
Second, resoufces.necessary for the development of various®.
, volunteer services can be more effectively and efficiently util-
1zed. Third; under this method, voluhteers have'a gregter oppor-

Six specific advantages can be given in support of the fulttime ~

tunity to transfer from one program 10 another to meet changing

. needs and better utilize volunteers’ talents. Fourth, the consis-
- T8 tency of voluntary services is improved, through the constant, .
. support and supervision af the.coordinator. Fifth, the coor-
* - .dinator can work directly with any one of theservices asan.’ .
overload occurs before additionial volunteers are necéssary.« -
; Sixth, the increase of«oluntger services — both in nurhber of
. hours and types of services — will more than compensate the- ",
cost of-the paid coordinator. This is dramatically illustrated .

when records indicate that the cost of a coordinator’s salary” -,

! will often double or triple volunteer services.

The utilization of both a process model and a program model
will significantly increase the effectiveness and efficiency of -
volunteers in educational programs. It is a means df providing
the human resources necessary for students to have productive
and rewarding.educational experiences. ‘

S
«
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.+~ Recruiting | ,.
. Volunteers o
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'-'-‘&olunteer recruitment is a vital process that requires careful
planning. Atecruitment plan can be formulated to meet the
total volunteer needs of a school or educational program or it
can be designed for special projects occurring at certain séasons -
of the year. A concentrated recruitment campaign ¢an span one )
month or longer.. Recruitment is actually, a year-round activity,
but most organizations plan intensive recruitment efforts at '
certain times during the course of a program year. For example,
one successful organization conducts spegial recruitment activi-
. ties three times each year: eptember, followind'summer vaca-
tion; January, following‘the Desember holiday ‘season; and in
) ) - May to meet needs of summer progrars. Recruitment must be r
! : on-going to rneet new needs arid to compensate for yolunteer 4
» turnover and attrition. .« T -t . i |

v . . .
K v

P - For néw programs it is imperative'that the recruitment process
<o . T .+ ‘copecentrate on develbping.& corps of dedicated vyell-t'rained |
L .~ ‘vplunteers. These first volunteers will deternine-whether the
. S . ;program will be a success or a failure. Many professionals may |

MU A . beapprehensive abo(t having voluriteers working with or near ”

+ ™ tHem:; therefore, voluriteers in @ hew program myst be ableto . |,
.- carry out théir task's,causing as few. ipterruptipns of intrusions ¥ -
a$ passible: The climate. these fitst volunteérs-are able o set will
féad tq a-wider aceéptance of voluntgets by, 6thér ‘teachers or . |

. ‘p,(cf“gs,sjonal's in the schpol oF agéncy.. They are truly, trailblazers

.-~ “:and must be recruited accordirigly. : SRR

. . T '. o !

" Clesely connected with the fecruitment of-Jolantesrs are the |

qualifications or the requirements imposed by schogl districts. |

These are generally stated in recruitment literature and advertise-

ments to discourage application by those who can‘t meet the

requirements. In most programs, however, the requirements and ;
qualifications are minima} ahd-usually deal with health, time
commitments and attitudé toward volunteer service..

)
B

* L . . N ES s . &

. A brochore deskgned to recruit volunteers fot the Kanawha
.0 " County, W. Va., evening tutorial program ndtes that volunteers ,
Che . need: ability to tane in'with young people, interest in sharing |

S IR S * ‘experiences, successes and.failures,; capacity, to listen wjthr i
- , undgrstand/ng.‘ and sdme proficiency in the chosen tutorigl - ‘
PN 8 subjectaréa.” ' A
» . * s " :l . - ‘u v - . ) .
v . P - . ' .. )
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Sources of ) . .. Potential volunteers include housewrves parents, retired peyr-
Volunteers ) sons, professional, mllrtary or business and industrial personnel
’ . +on off duty or released time. Also, college and high-school stu-
' dents are good volunteers. Before a recruitment campalgn is

. begun’ there are.several factors which must he taken into
R - consnderatlon .

C . L Local or staté Iaws which may place limits on the scope of
T - . vqunteer service.

‘ . 2. Hours or seasons in WhICh persons are available. For example,

¢ if college students are being recruited; it is wise to remember

Ta that their service will be cyclical — heavy gt the begrnnmg of
a term and falling off as time for final exams and term papers *

<

approaches - , ‘ .
3. Appeal of éertain types of 'volunteer sefvice to younger people.

. 4. Availability of public tranSportatlon to anid from the S|te of
. volunteer activity. A
‘ The Pasadena, Calif., SERVE program states that a volunteer
neeéd not have prafessmna/ training, but must have an interest
in young people and a belief in their ability to learn and grow;
a desire to teach and to learn, ah acceptance of people of all
T . ages, abilities, backgrounds and personalities,; ant a desire to
help. SERVE regulations are intended to protect the volunteers.
The first is a chest X-ray (required of everyone who works
‘ regu/ar/y in a school),’and' the second is signing in each time
’ . work is performed in order to be covéred by workmen’s com-
. . pensa)t/on (only if the va/unteer WOrks two hours a week or T
N more, »

e - v

. If the school is open evenmgs or weekends persons ynable to:
, participate during the day because of therrjobs may-find it
, - possible to volunteer during these times. Also, persons working
- ' . @ night or mignight shift,may be app'roached,to volunteer either
before they go-to work or on thelr way home from the ]ob

Retlred persons are good potential volunteers. A person who
4 ) has given twenty oPmore years to a job. has accumulated a
. .

v

P . . ’
’ - . 4 -
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The Recruitment
Process ‘
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L
. Maintaining a current in've'nto,ry. of the need for volunteers. This

O

s
- 4

wealth of knowledge and certain skills that can be valuable to a
volunteer program. Many retirees desire to develop and main-
tain relationships with members of the younger generation. Vol-
unteering is a good way for them to develop such associations;
seldom is there a ““generation gap’’ problem.

- 2

Parents and parent coordinators of Head Start or Follow
Through programs are other rich Sources for volunteers. |f there
is a Head Start or Follow-THrougl program in your area, the
direetor can identify for you parents of Head Start graduates or
Follow Through volunteers. Since these parents were involved
in school activities, they €an bring ;?;y inferesting experiences
to a volunteer program. Often, tHrdugh theirprevious work,
these parents or volunteers have developed good working rela-
tionships with members of the school staff and can aid in the -
identification of areas in which other services are needed. They
can also be invaluable recruiters of other interested people from
the community.

. i nand
The basic message of any recruitment campaign is two-fold..
First, it must emphasize that the sponsoring agency or school
system recognizes the importance of volunteer service. Second,
it must hot misrepresent the job to be done by volunteers.
There have been unfortunate instances when potential volun-
teers were approached with a distorted pictute of the nature of

~

. volunteering: "It won't take much of your time:-Just’let me add

your name to our list and we won’t bother you often.” This
type of approach does a disservice to the volunteer program, to
persons needing volunteer assistance, and to the volunteer.

‘The responsibility for volunteer recruitment can be delegated

to a recruitment or public relations committee. This committee’s
membership should reflect a cross-section of the community
being served and from which volunteers will be drawn. The func-
tiens of this committee include:- . -

inventory may be compiled from a "Request for Volunteer

Service” form received from teaching staff and volunteer

leaders. ) S, ’ - "
4o :

'
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Methods of
Recruitment
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2. Maintaining a file of potential volunteers, including former
volunteers,

3. Developlng a recruitment plan, including campaign timetables
and precise recruitment techniques.

»

4. Providing the primary leadership and direction for implementa-
tion of the recruitment plan.

5 Identifying the sources of volunteers, including civic, profes-

" sional and communlty organizations, social and religious groups,
fraternal organizations, retired teachers and PTA members,
alumni associations, local universities, colleges, high schools and
independent schools, Head Start mothers, etc.

6. ldentifying various community and neighborhood leaders who
can assist in the recruitment. -

7. Handling public relations arrangements including newspapers
. and radio and television stations for publlc service spot
announcements.

In a recent recruitment campaign, New York City School Volun-
teers made extensive use of media. Two television channels ran
one-minute taped spots during periods of peak recruitment
(September-October and December-January). A staff member
and a volunteer were interviewed on a day-time television show.
Another channel ran 60-second film clips on a regular basis,
while two channels showed a half-hour film supplied by a.
volunteer program. Twenty-second spots were shown on tele-
vision throughout the year. To supplement this, radio spots

of 20, 40- and 60-second lengths were used on most of the
city's AM and FM stations. Three of the ma/ar stations per-
mitted volunteers and staff to tape one-minute spots to be
broadcast at regular intervals, while four valunteers took part
in a half-hour interview show. .

There are three basic components to any recruitment ca”mpaign
Individual or personal reCruitment, mass or publlc recrultment
or delegated recruitment. . .

4. o
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Individual or
Personal
Recruitmeiit

—
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This is a direct appeal on a person-to-person basis between
active volunteers or working staff and their friends or individuals
specifically identified as prospective volunteers. The person
involved in a volunteer program personally asks and encourages
another to join in. Follow-up is important since the first ap-
proach may not evoke a firm response. A letter may besent *
with written descriptive materials. Then another personal visit
or phone call may help. Here, informality is the key.

Another technique that has proven successful is the ""everybody-
bring-a-friend” approach. A party is planned or an open-house,
private tour, or otheér special event related to the volunteer pro-
gram is scheduled. The time when volunteers recejve recognition
or completion-of-training certificates is a good time to use this
technique. Each active volunteer is asked to bring a friend or
person who is a prospective volunteer. The prospect is not neces-
sarily *’signed-up’’ at the event, but receives information about
the program, the need for volunteer service, and an understanding
ing of the goals of the program. The event should be well pub-
licized to assure maximum participation. Follow-up on the gfos-
pective volunteers must be carried out after a short period of
time. }
L

Several other techniques can be employed when the indjvidual
approach is used. In peer recruitment, recruiters similar to
prospective volunteers are used; parents recruit parents, retired
persons recruit other retired persons, etc. °

A prospective volunteer may also be invited to observe volun-

teers in action or attend a committee meeting. This observation

may be just the thing to persuade a ggrson to join the team, Or

the prospettive volunteer may be encouraged to serve inan

apprentice role for a short period of time, perferming certain

services under the direction of an experienced, active, volunteer.
ol

The individual or-personal method is particularly good for new_
programs as.it permits the recruitment of dedicated volunteers
who can assure the success of the program. Volunteers recruited
in thisThanner can be immegiately incorporated within the
~program while thei[rienthusiasm is still extremely high.’
J - SO

[} - ¢

£y
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", Mass or Public
Recruitment

4
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This approach is an excellent one for established or rapid’fy
expanding programs as its efforts are designed to reach a large
number of potential voluntekrs-to fill numerous vacant jobs.
This method should hefollowed up by a program of individual
recruitment. Techniques for mass or public recruitmént include:

1. Use of ads in local newspapers, military base newsletters, spot

.public service announcerents on local.radio and television
stations and posters. - )

2. Organization of a Speakers’ Bureau consisting of people who are

* representative of the population to be reached. The Bureau

could include active volunteers, school staff, and persons who
have received assistancefrom volunteers. |t is important that all
speakers be prepared and capable of presenting information to
a variety of groups and organizations on the value and signifi-
cance of volunteer service. .

" 3. Publishing a recruitment newsletter or contributing articles on
the need for educational volunteers tb the school or the com-

—.- munity newsletter;-Such newsletters should reach key organiza-

tions and their leaders within the community. Follow-up
would include speaking to groups which these community
leaders represent. .

4. Preparation of recruitment brochures or leaflets to be distributed
to places frequented by many people,-such as supermarkets,*
clinics, community centers, libraries, churches, movies, shops,
clubs, etc. These can also be incorporated into business hand-
outs or flyers and mailed. Brochures and other printed materials
may be effective in arousing interest, but personal follow-up

"is necessary to obtain definite comrfitments for volunteer
service. ‘ . ) R

5. Arranging for tours of the school or agency to be served as a
part of “open-house’ programs. Such todrs are good occasions
for informirig people of the opportunity for volunteer service
and distributing publicity material. .

6. Participation in the orientation program held for all new school
personnel at the start of the school year. This is a good oppor-
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Delegated
Recruitment
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tunity to distribute information about the vqlun_teer program.

_ Follow-up with those staff mémbers expressing interest may be

cdrried out in @ pérsenal manner.

- ) - ’

7. Preparation of letters to be sent to parents inviting them"to par-
Yicipate in the volunteer program. Qften a letter which a child
brings hone may pique a parent’s curiosity about a volunteer
program and encourage him to become a volunteer. Samples of
letters which may beisent home are found at the end of this
section. i ‘

- v

School Volunteers for Boston (SVB) is another volunteer organi-
zation that relies heavily op public relations to recruit volun-
teers. Among the devices used in Boston are a weekly column
in the Boston Globe, “Opportunities for Volunteers,” which
highlights the most pressing needs; featurés in various com- -
panies’ newsletters and magazines; free ads in local magazines;
distribution of SVB literature through the Boston Public
Library, donation of advertising space in 250 Metropolitan
Boston Transit Authority cars by Metro Transit Advertising;
distribution of information on.volunteers to newcomers in the
metropolitan Boston area by Welcome Wagon, and printed
shopping bags. To reach college students, SVB sent information
about its program to the alumni associations, guidance coun-
selors, volunteer coordinators and selected departments at
nearby colleges and universities.

It may be possible to delegate certain recruitment activities or
portions of the program to a specific agency or organization.
Churches, 'synagogues, and fraternal, civic and social organiza-
tions within the community may be asked to announce the new
program and the need for volunteers. At their meetings or
services, recruitment brochures or leaflets may be distributed. -

A person connected with the program may make a presentation .

on the nature and scope of the program.

One thing cannot be overstressed! Never exclude any group or-
individuals from your program because they differ with your
point of view. |t is far better to have them openly discussing
their differences than to have the plotting behind your back.

oJ
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Another resource may be the local volunteer bureau, a central
registry for individuals interested in volunteer service to which
agencies make requests to meegtheir volunteer needs. The
bureau tries to match the desires of volunteers with the needs
of agencies. Often the volunteer bureau can identify other
service organizations which can provide volunteers. |t is possible
to locate most volunteer bureaus through the local Health and
Welfare Council, Community Chest, or Chamber of Commerce.

Volunteers in the Hartford, Conn., schools are recruited by
the Vooluntary Action Center of Greater Hartford, which co-
ordinates public relations campaigns, contacts agencies and .
conducts interviews.

A third possibility is to have an organization assume total
responsibility for a particular facet of a program. For example, .
if a tutoring program is being organized, a group (e.g., National
Council of Negro Women) may wish to set up a library com-
ponent to complement the tutoring program. In this case, ‘the
NCNW would plan its own program to dovetail with the tutor-
ing program and would assume responsibility forrecruiting
the necessary volunteers to make the library component opera-
tional. Although it,would be run by a different group, the s
library component would be considered a part of the total
school volunteer program. Such delegation of program com-
ponents may be planned for a single school or for an entire
school system. |t is important to see that all necessary arrange-
ments with each organization agreeing to accept delegated
' responsibility are carefully worked out and completely under-
stood by all parties involved. ¢ '

Several volunteer programs have designed and produced bumper
stickers to call attention to the need for more volunteers. In
Little Rock, the sticker says, “'Care a little — Little Rock Volun-
teers in Public Schools.” In Boise, it reads, “Be somebody. Be

a Boise school volunteer.”  *

N One resource for volunteer recruitment which cannot be over-
: looked is the effective and satisfied volunteer. The most success-
“ ful recruitment campaigns are thase which involve volunteers
who have fully enjol{_eci thelf participation. Personal enthusiasm
O
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can be highly contagious and provide the spark to kindle interest
into a willingness to try volunteer service. .

Sample forms which will be useful in a recruitment campaign®
appear on the following pages. -

»

AN ' . .

Parental Recruitment Letter

5

Dear Parents,

. Our boys and girls are our most important resources, We share 8 common pur-
pose — educating children. Many children need individualized attention and you
have had varied experiences which can helip our children grow. YOU can help many
of our children in school. We need volunteers to help the teacher in ways which will
aliow her to provide more personal assistance to our children.

If you are interested in serving as a volﬁmc‘er, we will be delighted to hear
from you. The _ Volunteer Program is a project

' . sponsored by -~

We have attached a list of duties which can be carried out by volunteers. If
you have a special ability or interest which has not been listed, pleass insert it on the
bottom of the sheet. . . .

You are invited to a brief mesting to discuss the volunteer program in more
detail. Let us know if you éan come!

OR You are invited to meet with the voiunteer coordinitor to discuss your par-
. i ticipation as a volunteer.
. . DATE:
© TIME:
PLACE: . . ) Sincarely yours,
‘ N
q
> > Principal
Q . ’
E l C 3 . ©w o Volunteer Coordiffator
I

,
I
. /
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*In Buffalo, N.Y., the School Volunteer Program Advisory Cagn=~
mittee launched an areawide campaign to obtain more volun-7
teers for service in the public schools. As part of the campaign,
the Buffale Teachers Federation conducted a survey of teachers, *
to determine needs. The teacher organization then worked
with principals to set up an interview and screening committee
in each school to match requests with the talents and prefer- -
ences of applicapts. In addition, the Buffalo Council of PTA’s

- and school principals continued to'retruit volunteers from-their -

school community. '
- I

Community Recruitment Lm;r
| .
! NEEDS YQU!

{name of program)
Can you spare a few hours a week to help others? If you are interestad, plan to join
our voluntesr program. , : ’

/

The i ‘ - : — sponsored by

the
is developing a group of voluntesrs ta heip children {aduits) in our community.

Voluntun' are men and women of all ages, from all walks of life, who are willing to
serve on a reguiar basis. They are united in one common purposs — a desire to help!

We need thterssted volunteers to heip children (adults) in and out of the classroom
during school hours and after school. Foy furthar information, plssse contact

at
and come in to learn more about the program.

-In Duval County:( Fla., the superintendent of schools has
appealed for volunteer help in a mailing which also includes
information on the purgoses of the volunteer program and
‘where to call for additional’information. Another Duval County
recruitment approach was the distribution of 80,000 letters to
all parents of elementary and jynior high school students, urging
~them to participate in the-volunteer program.

.88 o~
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Sampls Check List to Accompany 'Recruitment Lettpr 2 )
1 would like to:
' ‘ {Check all that apply} '
- L . L3 ’ v , . Y . 3 -
. - Assist in the classroom. . . - M
» . . ,\__._' Work with small groups ¢ children. N ._‘,:
* ____ Work with an individual child. WY
Work in the library. ;’.‘*
>~ —_——-—— Asigt;_in safety patrols. . . sy -
Fany — . Make posters and displays. " ) I ‘3‘ -
. — Help with clerical chores. s
-\ Prepare instructionat materials, (,'"
. Act as interpreter for non-English-speaking ehlldun .3
Act as a.resource porson in . ‘%
Spuk to classes on my spdcialty. which i s"
; B Help on the playground. " ) .
?:hog interest (flease specify) A M?'&’eu 5\3‘\ :
. ro. o+ '
c e - \rc $
' @ . /... name * sddress X ;.’ , phone*
g / t - . T Saesi
. Day or daysi_ean help: ’ 2 \
Mon. Tues. . Wed. ___ Thurs. ___ Fri.__. }\
Hours | can help: At home (At school -
| Other P
Y . .
-~ ' - . ‘

Ina Detm/t commun/ty, the school prihcipal goes to ne/yhbor-
hood block clubs and churches to invite and recruit black
volunteers, first involving them in the work, theo suggesting any
training that might lead to further work.

2 ! ‘.\e
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. ORGANIZATIONAL Q ESTIONNA!RE * : -
FOR EDUCATlONﬁL VOLUNTEER PROGRAMS [ * 4
Q - ’ % .
inquiry date T — : i interview date ¢
Name of organization : N - !
Name of contact _ Telephone number __°
Number of membars willing to participate on a regular basis
Primary area of intersst {Check as many as spplicable) p
Tutoring children ; — Working with the handicapped '
Working with delinquents —___ Working with the mentally rourpcd
Working with dropouts —  General schoo! assistance ‘
N Working in libraries ' «_______ Afterschool program
Other (specify) — < Enrichment
Is the gfoup intevested in tho regular program or in developing a special program compomnt?
If interested in a special component, pleass explain bmﬂy d
At what sitels) would this component opo;m? : 7 =
J . /
Proposed time of service, ' - )
Weekdays ’ With what frequency? ’
7 . After school oo —t  Weekly
Evenings . ~ ———~—  Bimonthly
Weekends —_— Monthly

Are there any mctfic fimitations on the service this ommzmon can give? If yes, please explain

«

~

Y -

Who wifl be volunteer coordinator for this project? -
‘-
Name r e Phone number
Address
>
~ * Sk, .
s . . ]
. . - . * ]

GERIC . oo
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. VOLUNTEER REGISTRATION FORM . ’ . ‘ »
. REGISTRAT;GN FORM ' ..
. ! L7 . .
NAME A
last . T, first s
ADDRESS - Zip . Phone - o
Age No. of ehildrep — - Ages ——
Octupation : . _Employer
‘Address Phone ! i ‘.‘"
Education; Circle Iast yaar comphud ~ Grade 5—6—7~8-9-10— 1~12 *
Major Subjects - N Coll’.gc 1—2—3—4—Gm:lu¢td
Special Training- — - s
Activities, OrganizationsZ . i _ il _

Special Skills, Hobbi . : -

Languages Car—-Yg — _No —_Liability Insurance — Yes_No — -
Voluntesr Work Dosized: . “- 2 S . .
Children —.— . Handicapped "In Office
Youth ’ Indoors ‘e -In facility
Elderly -  Outside ~ — " Inyourhome ___t,
Time available: . o ) L “s v -
Mon. Tues. - Wad. * Thurs, e Frie .~ e
Sat. .. Sun._ Mornings Afternoons < —— ,
’ . ~ “Evenings .’ e
Heard about ¥olunteer job from : M
Date . T P B o :
- A - .
i . 3 ¢ > * — W ’
. Tt i
T v - v .o
‘ 30 R ST




- ., -
. . . - -
.
. 60 - .
< 5 N M
- Ll »
- * < . -
@ . - . K .
o v ‘ - ¢ . oy
‘., " o . L
.
- - N
. .
(- - - . - -
~ .
- - . . . -
. % ° v . . . ) ! N
' . - .
N . - - N .
r N .
[ . » .
- ’ . 3 . .
. . « Y -
. . 7 .,
< : , e ' . ’ .
. 4 , 3 . - . T . > R
, . 3 f
B -~ B
< . &
.~ 4 ‘ " M
’ o . -
. . ; o .
- . -
. = . .~
M v - ‘ s A
.
$ - e B4
\ soa
.
t . ‘
f . .
VOLUNTEER REGISTRATION FORM “ , . . . ‘. Yo . L.
. v . ‘ o Lo T
Mr. Ms, - L] 24 ki —
T : g —
. . : Last name fitst. © . ’e - .
.
A2

‘Address : - - T - L — ’..J; .
city : ~ stite <o - zipgode

., . - . . .
Phone number _ M Age — Tt P

. .~ B} . B ., . .
- . : v . * B 7 - ‘l Y A
Person to be notified in emergency . . . - - - - [
o . « . name L ¢ e .
. M 3. . PR .

y address “- S oo ;-Phlo",’ mumber CS e
s I . . ‘ ,',‘ * P B ’ .
Physical limitations -_* ——
Children: - . / Num!ur .“ .. . . Y . ‘.,. A” , '4' ‘, ". ,

[ -

. ; . -
« ' ’ ¢ T T , T, z M -
oy ¥ ™ - N N N PSR st N P
Education (Circle highest grade) 5 — 6 7.8~ 9 — 10~ 11 — 12 College 1 =2 "3 <4 ~Gradyste , "2, * "¢ -
, - ' .,i"’~ . ., . ‘,'. B} . . K
PR 0 ‘
1 “Es . . ' R B
Position ) —
L . {L, B ‘ =
- ' . '
' :ﬁind'\ofﬂwi'éo _
2 "‘ ' o ) Skills and Interests ’ .
- \ ' [ + L — - , . + ‘,7; ‘,
vt ‘ . . ’Typc of volunteer work preferred - ) - a

Tutoring aide x :
. reeding * "', matho\l"n‘ttim . other (:p‘ocify)f
General school aide : : Voluriteer office aide _ L. .
* Emrichment aide . . i » » . :
4 a v . lindicate grea’of interest)
Kindergarten ____Elementary ____ Secéndary____ Post-Secondary —

Level of school praferrsd Pre.K
Check days and fours.you can wrve: , . ) oo
\ MON. TUES, WED. THURS..FRL ‘' “  Prefer working in neighborhood ___
AM, ‘ ‘ v . -Prefer working out of neighborhood ____ .
PM. L N P s L. -
\ s - . . . . Y

QO RepBY . L . _ : : .
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Interviewing
Potential
Volunteers

[

“©

.

Intervrewmg, SR
Selectmg A
.'and Assrgmng |
VOILIntﬂ " :.'j; . »\\“:\

Any organization that hopes to succeed koows it is necessary .

to have competent personnel. Competence ¢an be defined as,a
fitness for purpose and every job requires some degree of.
fitness. - .

"Volunteer programs willbe effective to the e)Ztent that volun-
teers are competent for their.jobs. Thus, the success of volunteer.

service depends on fitting the rlght person to the r(g,htqob Thi§ .

is the basic objective to be met in lnterwewmg prospectlve
vqu nt’eers I . .

Some persons who have an mterest in volunteer service are sur-*
prised to learn that dn interview is standard procedure However
prospectiye volunteers seldom resent'it, providing itis managed
with skill-and persona) consideration. The i mtemew can serve, |
to make the voluhteer feel important-to'the degree that it empha-
-sizes that a volu‘nteer’é’ ability to perform meaningful actmtjes B

- will meet specrfrc need's of’ the school or agency served

. teer COordmator -butithisask may bé shared wi

/.,

’,4

The’ mtervrewmg of t;Je vo‘lunteerrs usuaILy done by’ the volun- f

others. I *

» 'any case the persoqs interviewing should have certain skijfs and
Texpertise. They: should be skillful.in observing and be at ease s =

: r.~\«(hen conversing with strangers. Interviewers shauld also be

.
-

vefy ‘familiar with the philosophy and procedures of the volua-.

" teer program and have knowledge of all volunteer. jobs. currently‘

avarlable. It’s. extremely helpful if the interviewer has served-as
a vqunteer‘andzspent time obser\/ ing volunteers jn act’ton Thrs
will enable the: mtervuewer to.give clear explanations of what is_
expected of a volurtteer and what a volunteer can expectfrom

the program Lo e ) e T ;'

Ao, -3 e
\

‘ Although many think, of mtervrewmg as a htghly techmcal sklll

practiced by a small ‘fiumber of: professronals many of the tech-
nlques of interviewing dre practiced dauy in ordinary conversa-
tion. By building on that base of commOn experience; it is.easy
to acquire proﬂcrency in mtervnewmg : :
\

Intervuewmg is commumcatrons (ith the particular purpose of
gaining knowledge of prospective volunteers and dezermlnmg
thelr potenitial to i}eip meet the needs of the volunteer program. )

00

-~ .

— -0 ‘.

e
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1 - . \ . . ) ‘o ‘. , -
The goals of interviewing are: (1) establishing a friendly relation-

.- - ship, (2) securing information, (3) giving information, {4) pro-
viding potential voluniteers a chance to ask questions about the b
program, and (5) determining where they can be used in the” .
program. The irterview should not be viewed,as a selectingout ..

. , , process, but rattier as an opportunity to assure tiat potential '

' volunteers are placed in a situation where:they can make the ! o

. most of their-time and skills and receive'the greatest Satistaetion

for the time given. . S -

14 - . P . ’
s

.~

: . The personal ipterview is an effective, means of becéming'é’?-

’ quainted with the potential vblunteer, finding out individual®

. interests and developing understanding betygger: the-volunteer

and the volunteer program. In the interview, pofential volun-.... . -
_teers should have an oppoftunity-to express likes and distikes, * ' . .
explain specializel skills or experiences and'outlifie time avail- .~
able for volunteering. - + = v oo~ e 00T AT
Group interviewing is another effective means of'Qe\'/'é'!oﬁing.a AT
goodwill and understanding between poténtial volunteersand .  ~
the program. While the ppportunities tosbeeoriie personally .- - - -
acquainted and.lgarn'of i ,Sjiiidual interests arexdiminished, . -
. there are certain advantages. Persons with-urdently heeded -
skills can be eéncourgged-to,participate through a'group,inter: :
, view. The fact tba_’cindiﬁaﬁé“ls familiarwith the programedn " ' -
: expand commuysity gwarengss-may result in gthersjoining the - * "
‘ “ .program..lt.may be nécessary to follow up the'group with per-,. - .

sonal interviews for the mote interested-people. Group intef-_

-, . viewing has_sgécial appj_i‘cafic)n when'clubs or argahizations |
. . . assurtie responsibflity fop+a special compenent of a volunteer’ . -

. ' . ’ IR prOgram:‘.. . ", s, - ’ .o . . A rj .

- - g, . S

o L -3 AN < T o . Tk oL e N

., . s~ Effective interviewing develops feefings of mutdal confidence

P AL _betweentheinterviewer and-the potentjal volunteer.:As with’

P ST other skilfs, practice helps the ipterviewer bécore more - . .

- - . .. . successful at éreating thése-feelings. Specific techniques that.- Co

L L 5 e I

o R AR G :r' ” ':‘f BN N .. Vo .'." -

. .1 Put the paténtial vohinteér at ease with.a warm greeting: Performi
" an-overt act such a$ offerifig a chair or taking'g coat. Startthe

-

EMC Tt e -+ gonversation with 4 genergl,r.erhark abéut a general th;ucL Con- -
O B A E A I s FE P Pt e et
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tinue pleasant convemtlon until the volunteer is relaxed. Re- . .
member, conversatlon must always be volunteer-centered. . . °,

2. Begin the i interview by asking the volunteer xo explain what
o metlvated hls or her interest in the program ~

‘3. An |mportant mtervnew technlque ls‘the art of questlonlnga .
.Questions are asked for two purposes‘ To obtain needed informa-
“tion and to direct the conversation intg: particylar chanmels.
Open-ended questions are better than “yes'’ ar “né” ones. It is

T very |mpor’tant 'that tHe interviewer be a good listgner. By asking.
brlef and relevaht questions, it is possible to find out whether or
“. not the volunteer understands the’ essentlal pomts which have .
been made. R S

4, Weave an mterpretatlon of the program mto the-conversatlon
This is the art of giving information. The interviewer must look -
m’terested and present the information in ah-interesting manner.
The amount of information given will depend (ipon_the volun- .

) - teer. One with special ‘skills or _PPevious VOIunteer experience can,

. g .. . be given in-depth information. An applicant with few skills or f\

ST . e no prewous experlence may be overwhelmed by too much '

S . information: . . o - AN

oo s ' 5. Be'certain to ebtalmnfeﬁmetlon specnflcally related to potentlal

: L Vo assignments. This mlght include physical Il,mltatlons, avallablhty

- - of,a car, or definite time cdnstralnts ' .

. - 1 ¢ N ~

‘, . . 6.-Descr|pt|ons of possnble a53|gnmehts can encouragéthe \Lolunteer

I 2 + to talk,about previous volunteer or work-experiences. In this
B . . manner, conversation can be directéd toward educational and

. Yoo, - ! life experiences, mcludlng personal attitudes. Specific assndn- T

R . . ments are discussed in relation to the volunteer’ sexperlences ).

e Lot mterests ablllf' ies and attitudes. g

"

. PR o «7.Don't permit an mterwew ’to drag on. It sho'uld be just long

QT s oo .enOUQh to become acquamted to find out about¢he volunteer’s
B . , -interest and muotjvations, to prévide ihformation about the

Lo e : " program to answer questions, and to discuss potential assign-

v 2o ) mént Normally, an mtervnew maylast dp to a half hour T

™ RS ¢ *
N S TV R
"
- .
. - . .‘ -
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8. Where possible end the interview with a specific assignment. Be .
’ ' certain, however, that the volunteer has & clear ynderstanding
of where and when to serve and what next steps must be taken,
such as X:rays, orientation, etc. .

9. When the volunteer cannot be placed, be honest and €xplain
that there is no assignment consistent with the volunteer’s quali-
fications. Subterfuges, such as waiting list or future interviews

i : annoy arid disappoint and can make the potential volunteer

A antagonistic toward the program. Another technique to use in

, ‘ . such instances is that of referral to otherwvolunteer programs.

‘ Such referra| should provide the name and address of a specific
person, but should-not be made unless the'interviewer believes
© the volunteer will qualify for the other agency’s program.

‘ A s‘anﬁplejform“:of an interviewer’s report appears on page 66.
Selecting Those The selection of voluriteers should be guided by the goals of the
to Serve = - .. program. These goals, in turn, should'serve to reinforce the

E " philosophy and objectives of the school or agency.

. Therefore, the primary selection consideration is the capacity of
: . volunteers to extend services to the student, schools, or agen-
" _cies. A secondary consideration is the satisfaction and enrich-
’ ment voluriteers experience through their servicie;

Individual qualities to be considered during the selection process
X me]gfde: o
" .1, A basic acceptance of differences in people, values, standards,
goals, and ambitions coupled with respect for individual
- integrity. . AN

L

T~ - _ 2. Warmth and friendliness in relating to people. -
o ‘ 3. Respect for the principle of confidentiality:

" 4, Commitment to the concept of volunteer work.

)

o 5. Possession of knowledge, skills, experience, hobbies, and -

ERIC : .
| TR .
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Aruitoxt provided by Eic:

"INTERVIEWER'S REPORT

Specialized areas of interest:™

v

a

N »

»
Type of volunteer opgortunity desiroo'\

Tentative assignmpnt:

-~

N

», .
School: \" \"’\ - %
Days: \ AN -« \
Hours: .
. /
Orientation assignment: .
Orientation Completed: ’ Date:
interviewer:

interests that lead to a constructive ‘contribution o the
volunteer program. , ,

. Recognition of abilities and resources possessed by others and

willingness to accept these talents, ‘- ,

. Mental alertness, readiness to learn, sense of humor,”and the

ability to grasp new, ideas and accept work evaluation by
authorized supervisors.” . . .

. Sufficient sense of organizationai procedures to be able to,

accept discipline and work happily within a structure.

. Maturity of outlook and sense of personal security enabling

one to fupction-without continued praise from others.

' o N '

<)




‘s

, L° -
= ]
' +
K
" Assigning the -
New Volunteer
1
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10. Ability- to- neither impose bérsona[ values on othérs nor judge

others by personal standards.
Each volunteer should be selected according to the job to be”
done, the qualifications required for effecfive job performance,
and the attitudes verbally éxpressed and indirectly révealed.
Experience indicates that volunteers who are carefully se-
le¢ted demonstrate e pattern of more regular service over a’,
longer period of time. Yet, with-a carefal and a sensitive
assignment policy, most programs find spotgf for all desirihg

to serve, regardless of the uniqueness-of an individual request.

The careful assignment of volunteers can be one of thé most " 7
significant procedures in the operation of the ‘volunteér pro-
gram. By assigning responsibilities which correspond with. their
talents, interests, and potential capabilities, vlunteers can be
given opportunities to contribute to the enrichment of the -
school or agency program, and si_mﬁltar]eously experience per- - -

sonal satisfaction. - -

-

It is important that the volunteer*undérstand the nature -of a N
proposed assigament-completely. Ror this purpose, written vol- -
unteer job descriptions are a big help. Clear consensus on job
expectations from the beginning can reduce the likelihood

of later disappointment and dissatisfaction. The need for cone
sensus on what the job entails is paramount if the new volun-
teer is to remain with the program any length of time.

Failure to define adequately the role to be assumed by a
volunteer is a major reason . for persons dropping aut of vol:
unteer programs. ‘As most volunteers ate ready to work im- .
mediately, assignment should. be made ds soon as possible’,

with the volunteer’s experience, skills and interests clearly in "
mind. A volunteer job description appears on the next page. - v

H * »

As the actual assignment of a volunteer usJally occurs some-.
time after the initial interview, the volunteer should be called -
and given the details of the assignment. This ‘telephone call”
should be followed by -a letter telling where and when' te re-
port. The letter should also give explicit directions on’how to..
reach the school or dgency where he or she will.be working. ", -
- This would include directions fo appropriate public transpor-, .

1
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Aruitoxt provided by Eic:

- -

Volunteer Job Description

a

Type of work:

. Purposes of job and objective: .

Duties and responsibilities:

5

Place of work:
Contact person: )
Address:
Phone numbar:

o
Minimum duratioh f job:

.
-

Volynteer qualifications n
when ppplicable)

Orientation and training needed:

Other necessary information:

[
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. As sgon as possible, notify the volunteer coordinator at the

[4

tation. The volunteer should also be told what office to report
to and whom to see. While these are simple things, théy can
make a volunteer feel at ease when beginning the assigriment.

There, are four other assignment techniques which serve to
strengthen a program: .. :
; ;

schopl to which the volunteer has been assigned. Specify the
day and hour the volunteer will be reporting so that the
coordinator will be prepared. . . (

. At the same time, school personnel should.be told of the -
- voliinteer’s arrival and the job to be performed.

; * . o \ ,
. Néw volunteers can be assigned in teams of two. Thus, a feel- -

inf of comfort and security is derived from\entering a new
sifuation with someone else who is also beginning the same

new experience.
- S

. @ any program there are some unattractive jobs (such as fill-

ing out attendance sheets and filing) which must be per;
formed. Rather than assigning them to one volunteer, let all
at one location share them on a rotating basis.

If a suitable assignment cannot be made immediately because
of non-matching time, transportation difficulties, etc., the
volunteer should be told the reason and be encouraged to
participate in orientation meetings.and other general activities.
In this way, the interest of the volunteer is-sustained and
some of the essential training can be completed prior.to’
actual volunteer service. It is much better to involve a volun-
teer in training rather than delay any participation until a
specific job assignment can be made. . :
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. Volunteer

'~ QOrientation
S ‘and -
/.- Training - S

~ - i

[}

When designing a training program, an administrator or a co-
ordinator should set three basic objectives: ‘ !
“ 1. To orient volunteers and to train them for the jobs they are
expécted to. accomplish. -

- 2.7To orient staff members to the program and to show them
how to use voluriteers effectively.

3. To provide on-the-job training 5nd assistance for volunteers
. and professionals to meet needs and solve problems which
, - arise @ volunteers work. |
|
While this chapter is concerneq with volunteer training, the
< objectives of a total training program for all involved — volun-
teer, professional, and administrator -~ must be considered
through all planning.- ) :
f . A prime ingredient for a successfutvolunteer program is a well-
informed and competent volunteer. Such.a volunteer will be
knowledgeable of the objectives of the program; will thorough-_
ly understand what the role is|to be and will be equipped
-with the skills necessary to make the ‘assignment a pleasant
. and personally rewarding one. 'One way to achieve such cori-
petence is through a sound training program. Anoth nefit
of training activities i$ that they are a means of inyolvin
volunteers in the program quickly, thereby maintaining their
interest and developing their skills before they receive a Spe-
cific job assignment. Through training, volunteers may dis-
cover they are more interested in another,type of assignment
. K than the one for which the\i‘or‘iginally Signed up. .

Everyone has a need for knowledge, growth and new experi- »

ences; évery person wants to learn new things. Those who

_ volunteer often have an especially strong motivation to learn.

. They want to learn how to help others and how to help

. effectively. This eagerness will make the job of the trainer a
rewarding one. Each person will-bring special skills and knowl-

i edge which can be shared with the group. In turn, that per-

Q son will want others to share theif special abilities. But a
[MC . , good training program will not only gqgip-volUntgers with

D
O } - 5




o new skills and techniques, it will alsd™give them an oppor-
tunity to learn about themselves and tof Decome more aware
of.how others see them. At the same time,\¢ allows for'a
heightened awareness and sensitivity to other3. This auxiliary

- learning will occu"r“g/hile the.group is learning"new skills,

' . working with each other and learning about volunteer pro-

- grams. - . ) ‘

—

Volunteers gain new knowledge from the training situation.

During training, each should be able to learn by laoking at the
~ group and at oneself. One of the objectives of training is to

help the volunteer incorporate a new knowledge of sKills and"

techniques into & new awareness of self and others as he or

she prepares for the volunteer assignment. Y.

Training may also make, new experiences possible for the vol-
. unteers. From the training situation, the volunteer. may gain
t new friends, new interests, a feeling-ef-belonging to anorgani-
.zation which extends beyond the boundaries of a neighbor-
hood and new contacts with a variety of people. Most impor-
, tantly, each’person will have a chance to do things with
T . others.— perhaps things never before. attempted.

One may well ask, how can all these objectives, both program-
- oriented and personal, be met through training activities? It
: is important to remember that while some of these objectives
- must be planned for, others occur simply through group
interaction. : RN
A1l training activities should be conceived of as a total pro-
_ grarh, including the following components.

. 1. Orientation to the volunteer program

S — MrWe accomplished

’

. , 3. Orientation to the specific job site ™.

X
. - 4.-0On-going inservice training on the job Sl ,

I S )
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. Orientation

.

. Objectives and aims, policies and procedureg of the progrém.

" including its problems and needs. -

. Geperal characteristics of the group or individuals th%’,\miﬁr'\-”

In planning training activities, it is necessary to make a dis-
tinction between orientation 4nd training:’ Qrientation ac-
quaints the volunteer with the policies, procedures and goals

of the program and sponsoring agency ot organization. Train-
ing should develop concrete skills to accomplish specific tasks.
Orientation should be an introdyction to volunteering and ,
to the school system or the ag the volunteer will be serv-
ing. I} should also give the volunteer an understanding of what
the role will be. The training that follows orientation is more
specific and operational. |t should be so structured that the .
volunteer knows immediately why materials are presented and
how they will be used on the job. -
Orientation sessions should give the volunteer an overview of
the total program, as well as general information on the group
or individuals with which, he or she will be working. Orienta-
tion should take no more than two sessions of two hours each.
Preferably, it will be done in one session so that volunteer
interest will not wane before specific job assignments are made

v

S A . s .
Meaningful orientation activities would include:

A .

. Brief survey of the development and operation of the school

system, agency-or organization the volunteer will be serving, .

* 3

teer will be assisting. : ; .

’ . .

. . 2
. The role of the volunteer in the school or the ageﬁcv setting.

These sessions may be conducted by the voluntedy coordinator
with the’assistance of school or agency péersonnef,and experi- -
enced volunteers. ° ; .

W ¥

While there arg many ways in which orienitation may be ar-
ranged, the following format has been used with success.in ~
many educational volunteer programs. The session will take
from three to three and one-half hours and is usually sched-

i . M L]
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Sample Orientation
Program .

8:30 - 9:00 a.m.
9:00 - 9:15 a,m,

A v \

9:15 - 9:45 am.
- Q ‘ ,‘\ '

IToxt Provided by ERI

6J

-~

¢

s ’

uled for. the morning since most volunteers are free at that
time. However, orientation sessions should also be scheduled
for the afternoon or early evening to accommodate volun-
teers who cannot attend a morning meeting. This will be
especially true for after-school or evening uto?l programs,

Although orientation sessions have been held]for as many as
50 and as few as five people, the ideal group is composed of
20 to 30 persons, allowing for more group interaction, yet
not freezing shy people into silence. Therefore, orientation
sessions should be scheduled several. times a year. Usually .
there is little need to have orientation after. Easter since most
people interested in volunteering will then wait unti] the fall
rather than begin so late in the school year. )
Sometimes the problem arises as to what to do with a volun-
teer who comes in just after orientation. Do you make an
assignment or do you make the volunteer wait until the next
orienfation. Do not make them wait! By all means contact an
understanding principal or school coordinator and assign the
volunteer there. until the next orientation. There are many,
means to an énd and a good volunteer should not be turned
aside because he or she had the misfortune to come in the
day after orientation. - .

e -
.

Registration of new volunteers and coffee hour

Welcome — Presiding Officer \
The presiding officer may be an exPerienced volunteer, a
member of the steering or advisory committee, or a‘person
closely associated with the volunteer program. Preferably,

it will not be the coordinator qr administrator of the pro- -
gram because that individual is responsible for a large seg- ’
ment of the orientation activities. ‘

"The Schoc;l (Agency) Today’ — Member of the school
system or agengy staff
This presentation should give an,overa!l concept of what the

N
~




1045 - 11:60 a.m.

-

11:00 - 11:45 a.m.

IToxt Provided by ERI

J

T

“

school or agency is attempting to achieve through its curricu-
lum or program. It may include an oveall- description of how
the school-system or agency tes, What its problems and

needs are and what the volun has done or can do to meet
some of these needs to support the total school or agency:

_.program. As a general introduction to volunteer service in the

schools, a film {such-as !'The Art of Human Giving," pre-
pared by the Des Moines Area Community College) may be
used in this portion of the orientation.

“The Volunteer and the School (Agency)” — Volunteer coor-
dinator or staff member Cos

. This presentation should interweave

a description of the volunteer program and how volunteer
service is used to support the program of the schools or
agency

. " the goals and objectives, policies and procedures of the volun-

teer program, and - .
areas in which volunteer assistance is needed and the skills
required for each job. . e

If available, slides, a slide-cassette presentation or a film show-
ing volunteers filling a variety of roles should be used. "~ ~

¥

» B
The coordinator may also wish to include facts and’figures on

the amount of service given to the school system or the
agency by the vofunteer program. e

Volunteers should also be given material€containing the poli-

cies and procedures of the program and outlining possible job *

assignments and the skill requirements for each. Often this
material is incorporated into “A Handbook forVolunteers.”

. ‘ "l '
Coffee Break o
This will allow for an interchapge among volunteers and the

speakers. "

Roles — The Volunteer and the Professional’’ — Panel com-
“posed of school or agency staff and experienced volunteers.
This panel, tomposed of no more than three or four persons,
should explore what professioials expect of volunteers. Indi-

’

’ 4-"
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LI S L. vidual presentations shoiild run no more than three 1o five.
minutes to allow ample time for questions from -the audlence.,
- , - R .;: e "
11:45 - noon “Volunteer Assignments’” — Volunteer coordmator S
There is discussion with volunteers, answering qUestlon54 .

which have arisen durlng orientation, Following ath:s, vdlun‘ x
teers receive their asmgnments Those who flave mdfcated e,
. - areas of interest requiring additional training. are. not_lﬁed of
) the training schedule. Those to serve as general, assistants:are -

. . notified when and where to report. © ":- G ;3

. A recent pr/entatron sessipn for Oklahoma C/ty s school vo/w;r
.-, teers featured a statement on the school systemrs ph//osapﬁy, .
- -a review of “new’ approaches to /earn/ng, and a panel discus- :
. sion of the roles of the principal,_teacher and volunteer. The v
i ] ’ morn/ng program also included a rundaWrz on such procedures -
. . as ass/gnment training and recordkeep/ﬁg ¥ ‘g IR .
. ' ‘ s 6673 s
w - The Canton, Ohio, City Schools use e/ther'a Iarge graup arien- .
. . tation sessfon or persona/ interviews to review Wwith the volun-
' teer the basic philosophy of the Canton Schao/ Volugteer
N N Corps, various plunteer needs,and the -rolé of the velunteer, in
SR the schoo/ progham. Emphasis .is plaget! on. the volunteer’s -
commitment to the school, student, program antl commun/ty

0
<.

[

Pre-Service ’ FoIIowmg orlentatlon all volunteers not workmg as general
Training - school or classroom assustants should receive pre-service -
training. Such sessions are necessary. for those areas of volun-
teer service whlch demand special skills such as: .- *©
1, One- to-one or"small group’ tutorlng fn areas such as readlﬁg,
v * - math, science, etc. s ; .
. 2. Conversational English for non-Eninsh-sp'eakih.g chi'Ic!'reh.‘,‘.,_
. 3. Pre-kindergarten programs.

- - 4, School library assistance. ‘ ' o L

-5, After-school tutorial or recreational programs. T

RIC * ~ ' L
! . M . . 2 ‘ .
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e ) , ‘, 6. Adult edidcation programs. - o e A
: K 7. Media and audio-visual equipment midintenance. .
\ o . 8. Other speelat.areas defined by thé needs-dnd objectives of the
) , .~ program. . oo, T T, ;oo 5
-, L. ~ . EES 3 ® ! . ,'0
A - In-addition, volunteérs will need Specialized training if they are
AL are tp usé-programmed materials such, as Distar. Reading-gr. the .
o T L Houghtpn-Mif,.ﬂin math series, etc. ¥ . -

. i * M - , ‘

- " ... ..In"New York City, orientation is ,bar,té‘fthe pre-serzice't(a/'nv
o . - ing céurses conducted monthly for néw volunteers.at.the 1> *'"
o v+ o -program’s gentral office. Courses. also ar® held locally from ;

-~ - - - tirhe .to_time when volunteers. cagnot travel conveniently to. 7 .

e L the Central office. Instructors.are professional staff member§ .

" arid-experienced volunteers. One of the pre-service course” *

" offerings is-reading; a seCord trains volunteérs in English-as-a-

w . i second-lariguage program, Each consists of Five sessions, two

' . o d . "and 6ne-halfhours in Jength. The first session is a general

- . {g orientation to the schaols and the voluntéer program; in the <

o
v
~

«

*

.« ""next four, volunteers work on' techhiques. L S
~ ~ * . ’

. ‘ . ‘. S
« wElements of .1,\ v While thé specifics of any ‘training activities must be worked: . .-
“Training ++ . . . out to meet the néeds of each volunteer program, ‘there are
P * several elements which willsbe commort fo any pre-service
L . . training programi: - CL o e B
had i AN : /
. 1. Oyerview of the .area for which training is given a"" o
Y Volunteersqeed to be diven some background on the areain  °
’ : : . which they will be working. For example, it a Volunteer will _
o ) be ‘assisting a teacher using ‘the Sullivan yeading prograro,
S . Project Regd, he or she should be acqué%ﬁted with the phil-
) osophy underlying the program .and- the objectives it séeks,
to attain. Given this basi¢ information, the additional "
A . i methods and materials the folunteer receives have perspective > -
- . and greater meaning. . e -

M )
.« 3

. S . ,/., ‘
2.'Prineiples of human growth and development for the age -

Q K _group with which the vollinteer will be working”= "how ;
'EMC. . o people learn” . . ¢ - |
’"“ 3 N ' o "’ . . .'7 {3 " “ . r’; ) 4
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. +To achieve-the greatest degree. of effectiveness, volunteers
+ "~ - shoujd be given a general outline<of how people leafn and-
what- factors can be used:to stimulate learning. For instance,
.~ -motivating.an adult to learn basic reading skills is.different
& from motivating a junigr highschool student, Working witft a
. .~ sixth-grader on mathematical concepts réquiresan approach
o different 'from the one used with a second-grader because the’
. difference in gge implie$ not'only a difference ih the materials
.- used but also*a difference-in the way the pupil absorbs 'tx?ll .
i
eg

* 1 materials. An understanding of maturational differences
' gnablé the-volunteer to adjust the material to meet-the tutee's
. meeds.and-cah eliminate part of the time-constiming, trial-and-
3 " error gpproach. ) :
"+ 3. General characteristics of the grgup or individuals the vojun- _°
, ., teer wil be assisting + © "~ . . ,
o .. All people are different, but certain 'differences can bé charac -
" terized. As an'example, younger children usually have shorter
= ‘attention spdns than diger childrenand, therefore, need- < i,

- shortér units of work anid a wider variety of activities te teadl , *
7" " a concept. Children Who have difficulty reading may tend™to
. Be.non-verbal @and need to handle objects rather than just talk -
.. about,them-in, orderto conceptudlize. Makifg the volynteer *
awareof certain learning charactaristics-of the group with™,
which+he qr sife will be working gives additjonal_skill in how .« -
- 1~ + tocuginon a"probelm and help remedy jt. I L B
- ;; . P . A ,:_“,;A
© " " 4.-Definite abjectives to-be met through volunteer assistahee ..

. "t addition t6 having a perspective on the area in which they .’

will be wgrking and the people they will-be assisting, volun-
"_*+  teers should -have’a clear-cut uhderstanding of what they ate
= séeking 10 aecomplish — what their goals are.- The setting of. -
.objectives-is beneficial ‘to'the volunteer becayse it suggests an.
~end which should be Teached within a' given time. To-illustrate .
N\his point, voluntéers who arg werking with children for .4 %
om English is ‘a:second language Know that the goal_is'to \

Np that,child with erough English, to participate fully in " |
Ciggsroom. Therefore, time will’be spent building an English
ulsgy dnd-teachitig basic™structural patterns. They will .|
{fate on the finer points'of grammar, but will , |+ ¢

* . . -
‘e

.
»

later insteuction once. the child: can' communi-
_,n.,..’,”,:, A P . s

. - + .
’ /13 . * S
5\ -

s Lt s *
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. chte’ with some facility in English: In this case a clear-cut goal
has determined how the volunteer will approach the tutoring
" ‘situation and how to procéed. -
o 5. Specific activities to be carried .out tomeet the objectives
. ) . Many aspects of training serve to give ‘the volunteer a sense of
. - .- . . security and confidence when the assighment begins. @ne of*
: e - . 1thesimplest is/to present activities which the volunteer can
" T adapt and modify to meet the-special needs of the pupils to
AR PR oS be assisted. Reading aides should try out,.for example, -
§ oo activities they can use with students. having difficulty with
’ .consonant blends, or blending word parts or understand:%g ¢
;. what they read. These activities give the volunteer astarting
T point from which to build. O¥ten a volunteer haridbook or
LT quidebook prepared by the program will contain specific
P S - astivities for volunteers to carry out as well as suggest ways in
T L which other activities can be developed. :

- . M & .
. T ‘ . 6. Materials, games and-ideas for volunteers to use
A Hand-in-hand with specific learning activities go other mate-
rials and games-which can make learning fun. Volunteers are
+ usyally very resourceful people-and, given a few basic mate-
rials, can create what they need to meet 3, given situation.
- Therefore, basic instruction in making charts, graphs, pictures,
. puzzles, etc. and operating different kinds-of equipment such
- ) as tape recorders, projectors, etc. will lead to imaginative uses
of this equipment and materials’by volunteers.

-

) . . 7. Definition of the volunteer’s role in relation to professional
¥ . Sfafﬁ ’ *
. : - Equipped with aspects of the knowledge and skills outlined
) . above, a volunteer must know what the professional (teacher |
or other staff member) expects. His or her goals and, to some.
“ * e . extent, the goals of the program are tempered by professional
o expectations, Once a volunteer knows what the role is to be,
' " he or she then has a framework within which to work. A
definition of the volunteer’s role should be in specific rather
. than general terms. It i$ not enough to say that a volunteer
will provide supportive services to teachers and handle various -,
. clerical tasks. The duties of the volunteer should be specified,
E MC ‘i.e., ch?ck‘attepdance_,f_ill out health forms, prepare seat work,

074
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etc. Clarifying the role which the volunteer will assume marks
‘ the beginning of a comfortable working atmosphere in which
> . both the professiona} and volunteer know their duties and can

act as a team to carry them out. - .

. v 8. Definition of the staff memper’s role in relation to the ‘.
volunteer * = S
Juyst as the role of the volunteer must be defined, so.must be
.t the role of the professional staff member as it relates to the
volunteer. Within a school situation, not only the teacher
with whom the, volunteer will be working, but also the prin-
cipal and other staff members should clearly understand how
they support volunteer service. Through role definition, the
professional will know what supportive services a volunteer
y . can’provide and how to utilize these services to best-advantage.

- For example, one program specifically outlines professional
N responsibilities for volunteer service. One area in which volun-
! teers are used is the developmental classroom,. a program for
. first-grade children unable to perform at the level necessary to
learn basic academic skills. Teachers know that they are ex-
\ pected to explain the program to the volunteer. They review
the use of materials and equipment within the classroom R
which volunteers will be 'using to develop spatial relationships
+motor skills, language development, social skills, etc. They
are also encouraged to include the volunteer in planning
class activities. Thus, the volunteer and teacher are able to

} work as a team with each having a clear understanding of
r . “what his or her role in the partnership is to be.
Developing the * . In developing the training program, the following suggestions
Training Program .can prove useful:- ‘

1. Keep the training practical and specific because volunteers
don’t want to hear much professional and educational jargon
and gobbledygook. Remember this is a_ training session, not a,

A ’ h six-credit college course!l Keep lecturing to a minimum. AR

2. Use a variety of techniques: role-playing, buzz sessions, re-
ports, etc. \ ’ .

70
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« . 3. Involve local specialists who can give solid, substantial train-
ing. If funds will-allow for consultants, don't overlook outside
persons who may ha\{/e a new approach. '

4, Prepare good visual aids and written materials for use in
training. . . N
5. Use experienced volunteers to help traln new volunteers.
6. If possible, have a comprehensive training manual to give to
volunteers.

7. Teach in small groups so there tan be stimulating discussi

: 8. Plan a second training meeting after volunteers have beg,
working a month or two. It's hard to grasp everything Ahe
. first time you hear it or before you've really worked/an the

joby-
9. Get expressions from volunteers of what they nee}f and want

in the training. Gear the training to these suggestions. Have

the volunteers evaluate what they are getting. Copiplete evalua-

tion of training is a mustl Use those who have/been trained
and those to receive training to determine what works, what

Z

. additional elements are needed, etc. / :
. Lo, /
,Techniqges _ There are many ways of training vquntee;r% or professionals.
. of Training Often many programs will use the lecturg approach because it

is one of the easiest methods, from the trainer’s view, of

passing along information to an audience. However, it is not
always the most successful because it requires little audience
participation and response. Unfortunately many audiences —

. - and volunteers are no exception — have the tendericy to “tune
out” when deluged by a flood of words. This does not mea
that a training program should never include lectures; certaitp
fopics may best be presented in a lecture. This is only to sug-

: gp;s:t&some alternative training techniques which may also be

. u . .
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1 Role-playing
Role-playing js an" accepted way for participants and audience
to learn a variety of skills and to gain msnghts about human
Behavior. Those being trained often enjoy and learn quickly
from role-playing—ttis a direct’ Iearnmg experience in which
the learner lives through the situation being acted ouit. Role-
playing also involves many group members. and dgvelops,
before the audience, data about human behavior and human °
reIatlons It provides a common experience_for group discus-
sion and helps people gain insight into “their own feelings and
the feelings of others. Through role-playing many feelings,
attitudes,” and behaviors can be demonstrated before a group,
and information can be presented S
~"Role-playing also g|ves group } members a chance tylm
behaviors and skills in a laboratory setting. Here, they gan .
make mistakes which would be unfortunate if made in a real-
~ life situation. Role- playlng will also enable your. tramees'to
try out new behavior in frant 'of ‘their peers rather than in
front of the people with whom they may, be Workihg L. N

i

When doing role- pIaymg wnth your ti'almng group, keep these

steps in mind: ‘

a. Have a director responsuble fofall the procedural aspects of e
role-playing, thus getting the total group involved,

b. Determme and-define-a prchlem to- be roje pla’yed o

c. Establish d situation. " - . R

d. Select-and cast role-players.~ s 5 ,fa L

e. First brief and then warm up pIayers Cl

f. Act out the situation." It is important, to cut the role playlng
when the essentials have been pIayed '

g. Discuss the situation, with role- -players and audvence anaiyz~
ing the “play” to see what has been Iearned .or revealed: ”
‘The.situation can be re-played if this seeis worthwhile.

h. Pian for the use of’ msnghts gamed or new skills learned

4

When initiating role-playing wnth your group, it is aIso |mpor- .
tant to use a simple, non-threatening situation which.can be
undérstood: easily by the group. Be careful with‘the selection

. of role-players because people must feel reasonably comfort-
able about pIaymg.a—roIe Situations which would invoke

7 .

o
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personal exposure should be avoided. Make sure the players

and the audience are convihced that the actors are portraying

roles &nd should be observed only in tetms of the role being

N . : porttayed. It is a good idea to give the role-players a name

. o other than their own to reinforce the role idea.’

"It i5 best to use role-playing on[{z if the problem in question is  *
one involving problems in human social relations’and their solu-

* fions. Conduct role-playing without too meich planning or

preparation. The value of role-playing lies,in the spontaneity

of the players’ reactions. . )

‘ - Lpok for more information on role-playing in Chapter 9,
S ""Using Students as Volunteers.” t /

’ R

. ’ The taped vignette is a helpful teaching device through which
b . o a group-can see or listen to a situation on tape and then dis- /°
4 * cuss ‘it. |f there are particular situations which you want pre-
) sented to a group, you can even have the volunteers produce
I their qwn. The'trainees can be given a case, that is, a sum-
. ' mary of a problenh orsituation, imaginary or real, presented
- . . in such a way that it will provoke discussion and ppssibl7'solu-

« 2.Video- or-audio-tape vignettes and case materials 7 /

., tions to the problem. Bt - .

v N v, AR I
oo s " When Using either of these-techniques tfie trainer must be,
, T e . sure that the audio-visual equipment needed is available ahd
N _ "+ isin working order. It is also imperative that a competent
) . +operator of the equipment is present. An entire.trgining ses-
. N sion can be ruined when the movie projector has np bulb or - .
A .-« 7 no'one knows how to operate‘the tape recorder. : '
L 1 3. Buzz groups . e Lo o
, . . The “buzz group’ is a device for getting many persons in a
“ large group involved. Two or three people.”’buzz’* with one
b . »period on a specific question. Other sub- .
, . i groups ihclude clustedjscussions and "discussion6-6,” in *
: which six persons meet forsix-minutes to discuss a particular
question. After discussing the problemin the subgroup, feed-, .

* back is then given thé group as a whol’éx.

, o , . [~
. i ' /d o
. o
.
N

v
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Use subgroups. In working with those in your training group,
. remember that a good way to involve each one of them in
a . discussion, in thmklng and in problem-solving, is simply to
divide the group into‘small subgroups to tackle a questlon or
a.problem. This increases participation by creating a S|tuat|on
in which each member of the group feels more responsnblllty
to participate and more comfortable in domg so in front of a
* similar group. Each member of a subgroup' is more apt to
speak up and say what is on his or her mind.

/- 4, Wonkshops ' ‘

! A workshop is commonly a gathermg of people for the pur-
poses of receiving information,’ » exchanging experiences, train-
ing, and directly participating in activities related to problem-
solving or skill development. Workshops may use specific
teachlng skills for demonstrating the use of particular materials
or equipment.

5. Movie forum .
The movie forum is a program which includes a motion pic-
) ) ture, then a speaker, followed by a disgussion led by a skillful
leader. The leader might supply the group with an outline of
. questlons which would guide their thoughts while viewing the
o movie.

6. Panel discussion
The panel discussion“i$ an informal conversation between
several persons in front of an audience. This provides an
easy transition from panel to audience discussion, but re-
quires a skillful moderator. .

~ 7. Brainstorming . .
. Brainstorming is a kind of mformal "group think” session. It .
usually works best when the questlon to be discussed is
4 simple, when judicial judgment is ruled out, when free-wheeling
oo - “is'welcomed, when all ideas are accepted, and when a com-
.. < bination and .improvement of ideas are sought. The value of
this method is that everyone can participate (groups range in
suze) and judgment is ruled out. Also, out of many ideas, a
number of usable ones usually eme‘l'ge Partncnpatlon is at a
hlgh point;.everyone’s ideas count.

, ) | 3
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The lecturé-forum is a formal lecture foJlowed by a period for
discussion and questions by 'the audience. The plus factor of
* this method is that facts and information are supplied. The
. negative factors include the difficulty of heavy dependence on
o . one person and only brief questiohing — no real audience par-
ticipation. .

8. Lecture alternatives ‘ f )

" The lecture-discussion group is a device where both the speak:
ers and the participants interact. After the content has been'
presented, the audience asks questlons makes comments and
enlarges on points made. .
On-the-Job Before beglnnlng their assignments, volunteers should have an
Orientation on-site orientation informing them of specific policies and
procedures of the school or site where they will be working.
. While these policies are important for any agency, they are
even more crucial if the volunteer is assisting in a school situa-
tion. Such orientation may be handled by the school principal
or chief administrator of the site or his designee. |t may also
be conducted by the site volunteer coordinator. Regardless
of who conducts the on-site orientation, it should have three
major parts and take no more than one session.

1. Getting acquamted W|th the work situation should mclude an
intfoduction to the administration and staff, as well as a few
facts about the immediate community, the agency or school
they serve. At this time a tour of the plant can be given noting .

s » exits, fire drill route, lavatories, supply and bookrooms and
eating, smoking and parklng facﬂmes A brief observatlon of
classes can also be-given, .

2. The volunteer coordinator or staff person:should inform the
volunteer of administrative responsibilities which include filling
out the time sheét, reporting absences, using equipment, etc.

3. It is important that the volunteers be informed of all pertinent
_policies and procedures. This should include scheduling, dis-
"cipline of students, releasing children to adults, use of tele-

Q , phone, homework and notes to be sent home, use of school

]:MC ) or agency keys, use of custodlal services, etc. !f possible, the

s 50
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Continuing
Training
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vo‘IugteeF should be given a copy of the .handbook listing all
procedures to use while serving in the school. .

Once the volunteer is assigned to the person with whom he or
she will be working, on-the-job training is under way. For
classroom situations the teacher should dISCUSS with the newly
assigned volunteer,

—

) The educational level of thé class. ) ' 3

-

. Specidl problems within the class.
. Class routines and procedures.

. The specific job the volunteer will do.

Additionally, the volunteer and teacher should draw up plans
for periodic meetings to discuss the volunteer’s activity in the
classroom as it relates to the stidents.with whom they work.
Before the volunteer begins each should have an opportunity
to observe at least one class session to get the feel of the
situation he or she will be entering. .

Volunteers assigned to general duties in the s¢hool office,
health room, playground, lunchroom, etc., Should be brieféd
by the personaln charge of that area or by the volunteer

coordinator. .

Provision should be made for in- service volunteer, tralnlng .

during the year. This will give volunteers an opportunlty to
discuss problems which have arisen while tutoring and to

learn mew techniques to meet these needs. Other training may
be scheduled to instruct volunteers in the preparation of edu-
cational aids and in the operation of‘various machines and
audio-visual equipment. ]
If desired by both special training sessions to handle a prob-
lem or situation may be planned and executed jointly by
volunteers and school or agency staff. Volunteers should

assume responsibility for preparing and presenting non-

81
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’ professional materials while staff-members handle all pro-
.. . fessional aspects. ‘
. 1 - - *
) Volunteers should have other opportunities to broaden their
scope. They may ‘be encouraged to nieet as“a group at least v
once a month to strengthen their morale, improve the ,guality
S e of service, and foster an esprit de corps that is vital for an-..
integrated program. Opportunities to hear outside gxp‘e;‘;gm’
, , fields-related-to-the voluntgers” work can be 2 source of in-
J spiration, motivation and knowledge. R

. ‘ Volunteers should be encouraged to engage in a variety .of
* activities directed toward increasing their own competence.
' Some suggested activities are:

-

1. Attending sch'ooi'faculty or agency meetings by invitation.

. Attending workshops in specific subject areas.

4

. Attending relevant conferences. - .

. Reading pertinent books or periodicals.

2
3
4. Ob;ewing skilled teachers of volunteers. - '7
5
6. Reading curriculhrﬁ guides or agency qperatjonal policy.

7

. Consulting informally with staff members or other volunteers. -
. \ >
To improve the quality of the program, volunteers should be_
encouraged to develop ideas for better volunteer, service and
' relay them to the volunteer coordinator for follow-up. An-
* other aspect of volunteer service should be participation in a
. community or civic organization which has improvement of
) } the schools or service agencies as one of its primary objectives.
Y N As the ultimate consumer of the educational process, parents,
in the long run, can bring abput more meaningful changes
than “community’’ organizations can. Thus, volunteer service
- -can turn into citizen power in action.
O ‘ ' . i .
: Y

-

.
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. At the state level, the Florida State Department of Education
. e . . obtained Federal EPDA fuhds (Part B and D) to develop and -
e - sponsor a training program for school districts interested in
* implementing or improving volunteer programs. Through
regional training workshops, the.state department familiarized
- persons responsible for programs with* various approaches used
. in volunteer activities. Training materials were desjgned to
. . @ssist coordinators in identifying roles,problems, responsibili-*
ties and techniques. for carrying out an effective volunteer - ..
o o, program tg meet local peeds. The training module developed
‘ for the project was tested in the Des Moines area schools in .
* go-operation with Project MOTIVATE of.the Des Moines
- Area Community Collegs. .
. ' 3 4
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_ Orientation

——andTraining ~ .
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-for Professional
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To realize the full potential of the services they give, itis
vital that volunteers be welcomed and ccepted e pro-
fessional staff of the school or agency wh ey, will be

working. Voluynteers should be made to feel that they are a
part of a team — a_team whose major objeetive:is td provide
a duality educatlon for children and others.
} -
In many instances, volunfeers well trained for their assfgn-

.+ ment, find that “the” professional with whori they are to work

cannot fally use the volunteers’ talents. In the majority of
_cases, professronals do not fully utilize the volunteers’ abilitiesy,
because they are unsure of what volunteers can do or because
\hey are reluctant to relinquish a portion of their duties, even
thé pon-professional ones, to another, Therefore, 'such an atti-»
tude of uncertainty llmnts what volunteers can hope to accom-
plish even before their assignments.begin. R’eports from estab-:
lished educational vojunteer programs indicate that when pro-
fessional staff membersrlltave a full understandingof the role
of volunteers, they accept them.yeadily. Thus, when one
teacher ‘uses volunteer assistance satisfactorily and shares this
knowledge with other teachers, they, too, become willing to
have volunteers in their classroom - -
Actually, staff onentatuon begins when teachers request volun-
teer—asslstance Teachers should:*

1. Knpw .why they want volunteers and what they expect volun-
teers to do. & . oz

2. Be clear on thei“r feelings about other adults in the classroom.

3. Kave a clear understandmg of what volunteers can and canriot
/do o, ~ i .. : . LT
' : f,

"4, Be able to communicate wuth vo]unteers

While the world- ot-mouth approach is one way to inform

- @ profegsionals of the value of volunteer service, a developing
program must have a'mpethod to inform, larger numbers of
professronals of volunteer benefits. Such drientation actiyities
for professionals, cgupled with on-going assistance as they

. “ . .
.
\n - ! B‘L - ',

\ . ’
\ f

3
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work with volunteers, js one way to accompllsh the desured
effect. v
. T e :%,; C :
There is ready recognition"6f the need to train yolunteers, but
often little is done to "train’’,statf members to understand,
accépt and assist volunteers. Many of the negative or question-
ing.attitudes and concerns of the educational staff can be
.modified by advanced planning and thoughtfu] orientation ,
which direatly involves them. Also the frequent turnover i
. the school staff (especnally in ldw-income areas) lndlt:ateq?
. need for continuous orientation to the benefits of volunteer
servicé, It is important that such orientation should®involve all - 1
\
|

b

the staff members, both professional and non- professuon 1,
administrative, teachmg and clerical. Such an. orientation pro-
gram might be given durlng ”released/tlme perlods x

[
An orientatron for staff should have as its prime purpose an
explanatlon of the roles volunteers can fill and what part ,
' must be played by staff members to allow for' maximum
“benefit from volunteers. Five suk- goals grow out of this
objectNe . ,
{
1. To acqualnt the staff of the school or agency with the goals
a’and structure of’ the volunteer progfam e
. ]
2. To define areas of curriculum or program ggtivities which can
be carried out, By -volunteers.under professional supervnsmn .
by describing skills and techniques, volunteers will have in a .
given area and by demonstrating materials volunteers can’use. ’

A

.

3. To equip staff members with teghniques for fosteriné sound
mterpersonal reIatlonshlps with volunteers. P :

f

-r

4. To interest staff members in in-service training and ssnstance .
as théy work with volunfeers - .

T ’

" improvemégt of the volunteer p

. 5. To explain the need for effecth’galuation'leading to the




Planning for
Orientation
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: suonéL7 relatro.n to the volunteer

.

S
. \ ,
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When plannlng the orrpntatlon session, involvg all persons
necessary to make the program succéssful administrators,
teachers and volunteerg Involvmg them in the plafining will
bring into the picture different perspectives on thg role of
the volunteers and shoyld suggest additional topids which
peed to be brought to the attentnon of all staff members

-—
AIIocate adequate time for staff orientation. Ample time
should be allowed for full and open discussion, particularly
if this is the. first time volunteers are to be used at a site.
The fuller the understanding of.the program is, the greater
the chance for success. Flndlng sufficient time may be diffi-
cult; peghaps the time “allotted for staff develop rscan
used fér orientation. Orientation should take no qrg “th
one half-day meetlng at the most. Regardless of tim&, plan
to keep the atmosphere relaxed and informal, but well ¥,
orgamzed A pot of hot coffee lsalso agoodidea. - = . -
In acquamtlng staff members with the goals and strt.|cture o.f
the program, the procedure uysed should be similar to that
used with new yolunteers. As a general mtréductlon to vplun
teerismi and as a demonstration of the.various assignments. ,

»

’

often given to valunteers, audno—vnsual presentations should be'

considered. Sifice one goal of-staff orientation is'to deVeIop
the congept of the'team approach, vo1unteer-staff pairs who
have worked together with Sugcess should be B?ed . They can

”

beeﬁ‘ectwe in sitressmg the .need for meanindful.interpgrsonal

relatlonshlps aff members already skilled in the utilization
:0 vblunteers may be used to define the role of the profes-

. .

Man{, Af not ali of the tramihg teclgnlgues outlrned in volun-

" “teer tr[almng can be 'us;gd in orienting the staff. ‘Combipiig .

severarof ‘thé techmques ftends variety-in the: onent ion

session and ~w|Il hefp keep- mterest hlgh é} .

There are maray fermats Wthh may be used for the orleptaJ’

é n 6f the staff. A session for the staff at a specific site is
nly one suggestion. Another ialternitive, would be to-Have a .

‘session mcludlng some new and éome~experlenced volunteers .

wﬁo serve in a school or related agency, Whatever the format

N + . L
,l ‘ 8() "“. ._,, . . s .
. v .
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used, the emphasis should be placed upon helping the staff
. . understand. the values to be derived from volunteer participa-
i . oo tion, how volunteers can extend the service capability of the
: -~" school or agency and the vast range of competéncies. |

M -

The desired result of ‘the oruentatlon session is to obtain staff '

. s v , ca-operatipn in the implementation of the volunteer program.
.+ . Inthe final analysis, the sucgess of volunteers in the educa-
) 2 tional setting depends upon the’ degree of positive_ readiness
?. ! ¢ of the staff to work‘ with volunteers, dnd- V|c’e versa,

An aIternatlve format‘ for staffSrientation i |s a jpmt : volunteer-
, staff orientation. Beneflts ‘Gther than comman understanding .
- of goals and practices can be realized through this type of
' ’ . joint actnvnty It can, for example, lead to ‘healthier volunteer-
staff relationships. Joint sessions can ‘also reduce the time and
energy expended on orientation programs. This format will
also enable the volunteer to become acquainted with the staff
p . member with whom he or she wil} be working. .

~
.

o

) Regargdless of what format is used, a successful arlentaflon for
e, ’ staff will make them feel comfortable with volunteer assis- .
.. tance anld i increase thexr»mterest and desire to use vol nteers
p The Volunteer H’andboak prepared by Schaal ‘Voluntders: for.
» Boston reviews the types of $ervices penglirmed by vol) nteers,

e, gs well as discusses the role of the volunteer; the teach -
T, and the volunteer chairman. The book suggests to tea hers
( that when their volunteer arr/Ves" they d@ the, fallaw ng
- . - ' .
o ' -+ Tell the valunteer why his services were requesfed .

L « Allow time for conferences, initially, and periodically| '
g ** s Acquaint the valunteér with.the entire classroom s tt/ng

.. . « .. ' .* Inform the valunteer ap?ut children’s needs for ingividual
Fe Lt % ' s . . attention. . SO AP
-, B A 3
T . o R 3/§cuss with-the valuntegr thevgaals far, the ch/Id I (‘ o
b e T et Share material being gsedys,.” < -
. . ~ War/( 4s.a team:— teacher and ya/unteer ~in, help/ng the
- childto achieve. ' ,+ . % L3,
It Q . . . J.e \ AL '; . .
2 p ¢ . Al Ve
‘ . v, b.( ’ . - *ox
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High-SchooI Tutors '¢

56

—Students

©, __sisteror friend. -~ ’

)

as . ' | \_ s - .
- Volunteers =~

~
- &)
o

et / P .
When planning for a new volunteer program or expanding one
- <already in operation, the use of students as volunteers should
. not be overlooked. They often can bring to a program a spark
« of enthusiasm and empathy which older volunteers have lost.
Because of the relative closeness in age between them and the ™
children they-assist, they are frequently ablé to view the child
-in a manner different from adults and may be able to establish
“a stronger rapport with younger children. The child being- —
tutored is also less like see them in a parent or teacher role;
rather, he or she is mofe pflone to view them as an older brq;her,

.

= 1

Benefits from using older students to assist younger ongs accrue
to both the tutee and the tutoy. Results from geveral pr%grams o
cross-age tutoring demonstrate that while both tutee and tutor
gain skills, often the gain made by the tutor is gréater, Such
tutoring activity has led, to enlarged vocational aspirations,
greater empathy for the classroom teacher and growth of self-
pride as a result of a tutor’s work as an “instructor.” In addi-
tion, such a tutoring experience can be relevapt to the tutor’s

- |atet functioning aya‘pai\'ent and employee. '

. Among other jobs which student volunteers can perform are

*. @ssisting in remedial readjng, foreign languages, science, art and
) \physical education; providjng noon and after-school recreational
. -actlyities and~readiqg stor\ies to younger students.

‘ O‘t‘he(}asks include-sports céacﬁiné, assisting on field trips,
working in\fhe school offi’ce, and helping handicapped students.
. . ! : '
- \ [} ) r’ «
. Across the cgihotry, many locales have had great success using
high:school students as volunteers. A model for a high-school
valunteer program'is on next page : ‘

Unique Characteristics ™
R 2N .
1. Each building prinpipal recruits tutors. -

’ g

bt Lt ot . .-~ .t . -
2. Eath building principal organizés his'or her own orientation.
: A

o

3. The classroom teacher traiAs the tutor assigned to him or hér.
. o

e N (

- —y

~
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High-School Stutlent Tutors Modl 4
) ’ Central
. - Office
L N 4
« I : :
. Elementary Psychologist .
Principa . - | - . ———
( ’ /,/ i /\ .
» . ,’
Y Classroom Elementary %
N Teacher . R Students .
-
v H . 4 -
Fe E e > - . —_ :
1 . e , '
] < f . i
High School High School a2 L
Principal Tutgys . /
( a5 SR
* @ ' t \
T, . F ; ’ .
_ N 4, The purpose is strictly tutorial. !} .
’ ) ! H ’
5. In some cases there is utilization of the school psy¢hologist as.
coordinator of program. ) ! N
\o . . i
Strengths: C
. ¢ ¢ ‘ T
“ 1. Individyal attention from one specitic person is provided.
. y, 2. Staff involvément tends-to encgurage thinking in terms of
. individuals. { - .
- .\ - N v
3. Self-image of tutors improved. | ) T
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4. Closer staff co~operation and involvement through this type of
* plannipg. ’ .

\

~

Weaknesses: 3‘

L3

1. Pressure of school-work assignments may cause tutors to stQp -
or not apply. .

2. Some parents object to letting high-school students give up
. their own time. . . .
. )

_3. Teachers may not foliow through with supervision and guidance.

4, Professionals assume the tutor can do more than is possible.

If the program is an out-of-school program, recruiting high-
school volunteers is a fairly uncomplicated matter. In addition
'to the regular methods of recruitment outlined in the chapter
on finding volunteers, high-school students can be located
through contacts with teen clubs and recreation centers. School
and church youth groups are also good sources for potential
teen volunteers. ’

*

|

High-school students have established a history of successful

volunteer work in hospitals as candystripers, nurses aides, etc.

There is no reason forstheir notsachieving a similar level of

success in educationd|-programs. One added benefit derived

from the use of studént volunteers is that such volunteer experi-

ence can lead to related job fields. How many girls-and boys

have entered nurses’ training because of a rewarding experience |

as a candystriper,while in Rjgh school? A .
~, 4 . 1

|

In scheduling high-school volunteers, care must be taken to see
that voluntger work does not interfere with the student’s regular
school program. S . ]
Once high-s¢hool students have been recruited for out-of-school
programs, they must bé given the same orientation and training -
as other volunteers, preferably in mixed groups. (Don't train

all the students as one little group!) Wher'stydents volunteer,
there should be very clear explandtions so that they thoroughly

[] " . 9‘.).
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understand what their purpose |s and what they are supposed to -
‘\accompllsh Once involved in the program, students will often
pmpomt areas in which addltlonal service is needed ‘and, bemg
action-oriented, suggest ways i which the needs can be met.
So coordmators be e.0n your toes when usirfg student volunteers
-~ because they can really move & program'

rd

Incorporating studants intdan in-school volunteer program miay
be a bit more difficult; however, the positive resufts more than
outweigh the problems. Areas of concern to:the cogrdinator
wanting to use teen volunteers during school hours include re-
leasing students from classes, planning for transportatlon and

. defining the role of ;he student volunteer : "

M .
4 N i - ~ -~ N3

* Once you have decided to use hggh-school volufiteers during’ -
. school hours, the first step is to identify areas.in which they *
L can serve. 4 n addition to regqular; tutormg activities, high-school
- - 5tudents have been used effectively in physical educatlon art,
‘ ‘music.and drama programs at the elementary level. T hese serv-
o ices are especially needed in schools where specialists in these
~ Coa areas are avaifable only a few days a wedk or not at all. Student .,
volunteers can be used to maintain a dayAte-day program for
) - younger ¢hildren in these fields. One school sysfem has found .
- high-school volunteers partlcular,ty effective in workmg with
- - " children in the special education program, as well as in pro- .
»  viding one to one enrlchment activities for glfted children.

After the needs have been |det$:€{f|ed the potential program '

. must be sold to the high-school principal. Many principals will
- o 3, be amenable to the program if: (1) the elenientary schools at

B ’ which the students will be working are close enough so that

transportation is not a problem, (2) the student volunteers have

clear-cut duties and responsibilities and are well supervised and,

most importantly, (3) voluriteer service does not interfére with

the student’s attendance in major subject areas. 4

Good planning can overcome the problem of the function of .
_the student volunteerand his.or her supervision. Using a high
school near the tutoring site will overcome the problem of

. transportation. As most high:school students have.periods for

- ) . Si »




-~

.volunteers. In a twist on the normal e

’ ¥
. £ v v e 7 ‘
LY - o~ — ¢
— - - - LI — . — ez -
[y L4
[ «
' - ! X 5% L)
[
»
L . t
~a
> ,.
-
*
o) ) ’
v 2 - < e
-~ ’
- »
- N A
- -
.o
P _ .ot .
= . ts

study hall or “"persenal inquiry” built.intd their sche'cjhles,
there is time for volunteering. e

In the San Antonio, Texas, ([ndependent School District’s tutorial
program, abaut-100 students from three high schools use their
study-hall periods and other free school time to help an equal-
number of elementary school pupils with their schoolwork. All
tutoring is.done during school hours in half-hour sessions, with
the tutors allowed 15 minutes to travel to nearby-elementary
schools. When being tutored in reading, children read aloud

from their books to their tutors. In cases where a student can’t
identify words, special flashcards are made for later use. Tutors
employ available teaching materials which may not be suitable
for use in large classes and h'ave designed their own feaching aids.
If the principal is agreeable to the project, the next step isfor
him or her to assign an interested and willing teacher to act as
high-school coordinator. This teacher, working very closely with :
the voluriteer coordinator, will recruit students to, serve as vol- .
unteers, assist in scheduling the time of their service and gen-

erally serve as liaison and contact between the high school and

the school volunteer program. ;

In many instances such an interested, concerned teacher has,
been the sparkplug for establishing a high-school volunteer.pro-
gram. In ohe city, such a prodfm was started by a Family Life
teacher while searching for possible projects for the class to carry
out. Since many of the students were interested in working
with young children, she, approached the school to discuss the
possibility of the ctass working as volunteers. The volunteer :
coordinator was excited about-the idea and. the two of them
drew up a plan whereby the high-school students would tutor
students in readjng and math and assist in the kindergarten
program, working on a staggered basis during-the Family Life
class period. The students accepted the plan and the principal
agreed it was feasible. The.studerits began volunteering and in
one semester, the idea of school-time volunteer service had
spread to §ther classes. Other teachers agreyd to release students
from class as long as their work remained satisfactory; and by -
the end of the school year, over fifty stu\ctj)ents were working as ‘
nd-df-year regognition '

v
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progfam for)/olunteers, the students decided, to honor the ele-
mentary pupils with whom they had worked and invited them to

a part at the high school. This school-to-school progtam is now

in its second year of operation and has spread to two other high <
schools in the same city. :

0.’

Supervision of the high-school volunteers is also handled In.an
interesting manner. Although students must sign.in, as do all
volunteers, they-also repurt to a parent who serves as volunteer
student coordinator. Thuys, if for some reason, a student cannot
be presefit, the parent is there to fill in and keep things moving

smoothly. o .

For some students, working as a volunteer can also count for
college credit. A list of some of the colleges and universities
which give credit for volunteer work ha¥&ken compiled by. the

" Oklahoma City Public Schools, working 'with the National Stu-
' dent Association. For more information, write Helping Hands,

Oklahoma City Schools, 900 N. Klein, Oklahoma City, Okla.

. College students form a potent volunteer force. In 1971, thés

Nationdl Student Volunteer Program {NSVP) estimated that *
80% of.U.S. colleges and universities had volunteer programs

" involving 400,000 students. At that time eleven states had state-"

wide student volunteer programs ‘and twenty others were plan-
ning them. '

! / B
Although the student volunteer movement is considered to,have
begun at Michigan State, in the late 60's, California now appears
to be at the forefront of thjs movement. One program, Project
SHARE, uses twelve thousand college and high-school-volun-
teers to proyide one-to-one relationships, both at home and in -
school, to af equal number of pupils from three hundred schools
in fifty distticts, ’ .

The tasks college students undertake are multitudinous; in addi-
tion to tutoring they also can serve as club leaders, work with )
physically, emotionally and mentally handicapped pupils and | ~ .
build pla\}} equipment. . .. :

\ ) 94 ~ . .
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Aithough there.are many pb_ssible models for college volunteer
‘6‘ programs, a typical one is: -

t ) ; s .

College* Co.

2 ~

College Student Model . ' <
Desn of : + | College + | Principal . -
Student

Coordinator . '
’ L3

@

Q "

-

i
College Classroom ..
Student * *“Teather(s) . “
. —
’ .
\\\\' .
-~ \\\ '
\\ .
, el Students
3.

.
ke 13
: / .
-

Unique Characteristics:

« 1. The elementary education major has a direct ekpe!"ence ina

public school during his or her juniqr year.

2. The student reports toa specific échool for one semester
(morning — daily). .

3. The following semester the student begins hls or her student
teachmg at, the same school.
Strengths: . - - ‘ !

/ ’

1. The student is actually-involved early in the teaching process

{ather.than being lifnited to observation.

n B
bl A
\

2. The'student is ableto participate in teami effort.

G o




Elementary
Tutors

3. There is the opportunity to observe at all levels of |nstruct|on

4; Partw|pat|0rr in-student teaching becomes more meaningful.,

4 7

Weaknesses o , . . -

" 1. The break in the school day to return to campus,forcourse ,
work. - .

2 Feedback from campus coordlnator to and from the schooI .

Many schoal systems are now using oIder elementary pupils to
tutor yolinger ones, with academic gairis and personal growth
accruing to both. An older chjld is able to gain firsthand
knowledge of what it means t help another person and gain
an,insight into the role of the teacher, thus making the edu-
cational process more'meaningful.for him or her. A younger child
gains personalized attention from one nearer his or her own

age. Such a tutor is often better able to empathize with the
problems and difficulties. The utilization Qf elementary pupils

as volunteers is an effective way to mdnvnduahze instructions

and promote the growth- of selftesteem. \

-

[

Because programs can be eaS|Iy established WIthm the school,

. »- the movement of students from one location to another is po

_problem and the older $tudehts can be available on short no-
tice. One eIementarf/ school model is on next page. )

_Unique Characteristics{ \
< .
'1. Use of intra-school.and inter-class groupings. .

3

2. Ability to capltallze on unique skills of older students to assi
younger students . -

3 Relnforcement of basnc sk|IIs of some older students as well as \
tho$e of younger s;udents , \
+ St P oLfb -~ ‘ 'y
, rength; Jff A
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portunities ava|IabIe to all stuglents.
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Elementary Student Tutors Model

Principal {'\ .
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Primary . | interrhediate .
Teachers 9 Teachers v
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Tutees / futors;
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4

2. s,l'otal staff and student mvolvegnent

s

3 Promotes total school eoheslve

- s

students

¢
Wea/raP.SSes/ T

1. ~Loss of interest on the part of some tutors.

-';

2. Personallty conflicts between séme tutors- teachers and some

tutors-tutees. -~

3 Lack of time for t'eachers to plan for tutoring activities. . .

Although both the child tutormg and the child belng tutored

gain from the experience, research shows that the galns of the ;

v
Y
H

o
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tutor, especially if an underachiever, are greater than those of
the tutee. » ' T~

At one elementary school in the Mehlville, Missouri School
District "'big brothers’ and "'big sisters” from the fifth and
sixth grades help first- énd second-graders with reading during
recess. The program offers a concentrated period of practice
in reading tailored to the specific ngeds of each child. One
approach being used is for big sister to make an assignment *
each day. Little brother reads the assignment to someone in his
family each evening. The following day, big sister asks little ~
brother comprehensive questions that big sister has developed
the evening before. After discussing the story, little brother
reads it to big sister. Faculty members at the school find that
the program is of mutual benefit for both sets of students.

Training for Older student volunteers should receive the same program orien-
Student tation and pre-service training as do adult votunteers. In providing
Volunteers pre-servidt training, one can consider using two techniques
which have been effectively used in training teenage volunteers.
“The first of these is role-playing, a way of learning from acting
y . outvarious problems and situations; the second is workshops.

Role-playing is an important effective training device which, for
many reasons, can be used both ilépre-service and insservice
training. It develops fullness of feeling and empathy for the
“situation. By acting out and watching how other people might
react in a given situation (e.g., a volunteer meeting a tutee for
- the first time), students learn to anticipate problems and to
practice dealing with possible problems so that they will have
. confidence when such problems arise. Role-playing also helps
by putting the student into anqQther’s shoes in order to create
a déepgr understanding of that other person. Asked to play a
tutor with a disruptive tutee, a student is persuaded to think
through'the problem and to practice d&aling with it in a non-
thréatening situation. Through the process of acting and then
disdussing with others what he or she did during role-playing, the
g tutor becomes more aware of his or her own behavior, and is
better able to confront' a similar problem in.actuality.

. 8-;:
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Role-playing, in short, is an interesting, fun-filled, and meaning-
B ful way of helping your tutors to feel more comfortable in a
role which is new and sometimes threatening.
Conducting a 1. Where to Begin
Role-Playing a. Chat informally with the students as a group to get an idea
Session . > . of what they are thinking about, what is bathering them. .
ind out what scares them most about tutoring — what -
specifi¢ problems they r%. SR .
\ ' b. At first, do not discuss what role-playing is at length for it
’ . may make the students self-qonscious. Have your tutors
- ¥ think about somse problems they might be interested in try-
. ing out. Make the problem specific so that it is easier for the
. . tutor to slip into the role. Set the stage; use props if you
have them. . - '
c. Start with common problems of interest to many members
of the group. Begin actual role-playifig with brief situations
» lasting only a few moments just to start things moving and
- ’ involve people. Encourage an easy, slow, informal atmosphere. -
- Humorous role-playing situations are gogd ways of getting
N shy students into the act. At fifst, it is better to avoid actual
tutoring situations; instead, start with something more famil-
iar (people riding on subway, kids arguing dyer a comic book,
etc.) as ice-breakers. . :
d. When getting started, multiple role-playing may be used. Here
- the entire audience farms into role-playing growps, the size
o - . of the groups depending on the number of partigipants re-
. quired for the particutar case. All groups role-play simul-
— ' taneously. Afterwards, each group disclsses its resylts. This
method makes people less shy very quickly. * . ~
e. The role-player must not break out of his role-playinyg for
intellectualizing or discussing. You as director ¢an intgrrupt
discreetly when necessary (if action is lagging, if confidence
is needed, etc.), but essentially the flowvtsf role-playing gould |
\

not be interrupted because participants {II lose interest.
- 2

2. Getting Actors ) ‘ | ‘, LN
/ , a. Discussing problems which members of the group want to se
, acted out gives some idea of who might volunteer. During
Qo ) the session, watch people’s.ey& movements and head, shakes to
E MC b2 \ \\
= ' s )
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) oo see who is becoming involved, who shows a desire to par-
‘ : ticipate.
b. If you build interest around a problem you W fmd that your
A ) tutors will be eager to role-ptay .it. Don*t pressure people, but

make an effort to get a person -into the act.

c. Don’t encourage ""actors’’ or those who are overlﬂeager to
try too much. Sometimes the sessions can be monopolized -
by a few ""hams.”’ Idgally everyone should experience atry.
Don’t rush into the role- playlrig Situation but Iead into it .
gradually.

K 3. Closing the Session '
Toward the end of each session talk about what you have seen
Help the students articulate what they have learned front the
role-playing. Help thenrto see the different ways in which
people react to situations. . . that there is no one right way to
handle a problem but that some ways work better than others.
Try to. make them aware of any observed movement toward *
. . solvmg a problem: The group, from watching each other wul.,
s have much material for dlSCUSSIOﬂ - o
-4. Additional Tips = . 3 e '
a. As students become more adept at role-pl ing, add new
. techniques to your supervision. While the role-playing is going
on, manipulate the rolet; e.g., make the volunteer more aggres-
sive or the child more withdrawn. Change the attitude of the
person being rolé-playedi e.g., have a child who is happy
suddenly become depresded.
. Encourage the tutors to do more surprlsmg thlngs to move
. around more, start singing or dancing - kicking wastebaskets.
. Point out the effects of change of pace and movement.-
.c. Have a person play someone of a different age or sex.
C . d. Try to concentrate fore on the problem than.the behavior
. of the role- player Emphasize in discussion that the purpose
of role-playing is not to develop actors but rather to develop
more effective tutors.

<

(B3
o
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Training . In many tréining programs, workshops are highly schessful '

because they allow for {earning by actually doing rather than

" the more passive and traditional kind of learning by listening
' G
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and taking notes. Workshops are an excellent way to give ele-
mentary students skills they will need as tutors.
P /

Teens and adults alike often tune out long verbal lectures be-

cause somehow the material is not relevant to them. . . they

are ot involved. Workshops prevent apathy by allowing

people to work with the materials as a means of learning how |

to use thern, with the result that learning is more immediately i

relevant and challenging. ' ' |
|

- ~

Of course, everything can’t be covered in a workshop. Some-
times lecturing to. a group is necessary to present certain mate-

. rialefficiently. Thus, it is important to be selective in setting

up workshops. Choose a problem which ¢an be generalized
from. . .in other words, set up a workshop from which astu- .
dent can glean ideas to apply in other situations. What he or

she learns must not be so specific that it can be followed only

once.
’ o o»

d&n t}\e following pages some workshops are suggested for yo&
to adapt to your program as you see fit:
Ve

. Making Materials for Tutoring

Student-made games and materials should be an important
mainstay of programs. Students tend to invest more of them-
selves in things they-make, and they are likely to use these
materials with more enthusiasm. Also, they, themselves, learn
since making materials requires a certain depth of understanding.
And, of course, each child responds more to something that was
made just for him or her. The following are a few ways of stimu-
lating students to make their own materials during training. One
good way of stimulating self-made materials is by having only a
few commercial games and materials available.

a. Give the students copies of SPICE or one of the reference
mahuals suggested under references. Have each tutor select
a game suggested in the book and actually make it.

b. Next, have the students make another game which does the
same thing as the game they have copied but which takes a
different form, thus forcing them to’'be more creative.

¢. Give each student some paper, paste, a cardboard box magic

markers, and scissors. Defihe a problem to be solved (for

n - \ (old
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i ’ example, teaching synonyms) and have each one develop % \
N

different game to Yolve the problem. .

. d. Give each student a magazine arid have him or her cut out and
mount pictures which he or she feels would mdst inspire
children to write stories. A'sk_ him or her ta*try pictures on
another student having that student suggest a story to go
with the picture. This exercise will give practice in askinq
stimulating questions about pictures.

e. Show the students the pictures that you have chosen and ask
» them to write a play for the younger children to act out.

2. Administering Informal Tests
Students may wish to administer some informal test to tutees
' at the beginning of the program to point out any outstanding
prdblems. Within the school system there are probably several
reading specialists who could help you find an.approptiate infor-
‘ malitest. Several useful tests include:
’ . a. Phonics Inventory Tests
Some programs have requested that a reading speci&ljst pre-
pare two one-page tests on phonics. : >
- b. The Dolch Word List :
I The most important thing to remember is that since the stu-

. dent is not a remedial reading teacher, he or she should not be *
asked to adminisfer a technical reading test. A simple, clear-cut.
test or checklist seems most appropriate to the skills and under-
standing of teenage tutors. Whatever test y6u give the students
to use, be sure to give them time to practice administering it
(or a more difficult verison of it) to themselves during .
training.

-

' ' ’ As students go through the following activities with various
audio-visual aids, they should learn how to operate the equip-
ment and how to use it creatively with their tuteés. In your 4
library you nyight provide a copy of A-V Instruction: Materials
and Me‘thodyl\\(lc(}raw-l:lill Book Co., West 42nd Street, glew
York, New York) for the tutors to read in their free time.
a. Cameras | ) :
Cameras have.proven to be very important and effective
teaching materials in many tutorial programs. They pro-  _
1 0 i vide the g‘neansr“for children to take pictures of each other

’

3. Using AudiQ-VJi?Oal Equipment




‘ 109 -

- , . .
¢ ' * +
T T T sk - —— e
'R _ T
L J
:
2 v . . ‘ . . ‘
: and of things they see on trips and other special events. |
' These pictures can be used to motivate and illustrate stories |
N and booklets produced by the tutees. Since the children’s
N own writirig should form a major part of their language ex-

A . k |

perience in_tutoring sessions, cameras are a wonderful help « |

' in-stimulating original written and oral stories. |

: -.b., Tape recorders )

\
" . Tape recordess have proven é_valqule asset in improving’ > 1

language skills, Children love to speak or read into them and
, then listen to. themselves talking. Students are proud when

- A j' they -notice the improvement in their bwi, as well as their
‘ tutees’ speech. = - *, ;
c. Typewriters © = < -

Like cameras, typewriters are an excellent device for stimu-
lating children to writa thejr own stories. The large-type
_ primer typewriters have provén particularly-valuable because

the type js inviting and feéadable by younger children. In'one
program there is always a waiting line for the typewriter. BGth =
tutors and tutees use it — tutors, for typing the tutees’ stories _
and, even more frequently, for preparing teaching materials.
Youriger children are §ften motivated to write stories and
letters just because it i5 fun to’pick out words and see your
own words appear in official-looking type.

_d. ?e)cord players and records

5 1
Go to the public library and visit the record reom..Find the
children’s section and select records, both singing and speak-

. ing, that could be useful in tutoring. Play some library
records in training sessions, discussing how they mighthe. . '
used for tutoring. * * L e |
(2) ' D -
Find records with catchy lyrics and rhythms that tutees ~~  +° }

would like. (Tom Glazer's "’On Top of Spaghetti” is particu-
~ i larly suitable.) Type words to song on a ditto master. Later,
‘ copies can be passed out for a song fest.
e. Film strip projectors and movie projectors

T \ . Borrow some film/filmstrip catalogues from your school’s
o ‘:\ A z’\)\/ Center. (or visit the center).
‘ 1
‘ Give each student a catalogue. Have him or her look through it
1.0 -- and select three films or filmstrips which he or she would want

N b




-~

‘ ’ , .

to use in tutoring. Ask the student to plan three lessons around
P . the selections which can be shared indiscussion with
) » ) ., other students. © ‘
. (2) ,
¢ .o : . Show films and filmstrips (hopefully one that was suggested
o in the above activity) and discuss how the machine is run.
N \ . Take turns showing them and consider various tutoring
. . ?;;athods which would make imaginative use of it. oo
o~ Give the students the challenge of finding out where;inyour
Y .areds, films-can be procured. Check the public libraries, the
N . , public school, and the schools of education at nearby uni-
T ] ’ © versities, :
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Career Educatlon t
‘Impl

What |s Career
Education?

W

Why Career
Education?

[Kc

wll Toxt Provided by ERIC

104

m public education. It has th potentual for reshaping the course
of American education from

creased opportunities frorﬁ the rvices of a wide va_riety of

volunteers
Although theﬁ is no one acdx ptéd definition of career education,
proponents h,ave isplated the'following basic assumptions:

1. Career educatlon is for all per ons - the young and the old; the
handicapped, and the gifted; the poor and the wealthy; males
and females; students through elementary school to graduate
school.

2. Career education attempts to as#yre that all students Ieeve high
“ school with marketable skills. \;1 -

[

3. Career educatien actwrtles’contnéute to the development of

self awareness and choice of goals\

R

4, Career educatlon includes parthershlps between academic and

becupational educators, school ‘'snd home, school and business,

mdustry and organized labor, b twéen schools and manpower
trammg programs and occup_atloh and leisyre time activities.

5. Career education is vitally concer ecﬂ with providing persons
with expanded options through which educational goals can be

attained. . \
|

The fundamental concept of caree e&ucatron is that all types of
educational experlences curriculum, instruction, and counseling
should involve preparation for econ rhlc mdependence personal
fulfillment, and for the dignity of w nkers

At the present.time, the American e q tional system has failed
to meet the needs of many students. Eadh year nearly 25% of
the young adults who complete high s¢héol or drop out of _ .
school have not received an education negessary to guarantee
employability. Part of the difficulty IT vith the dramatic

/




&

/

»
w

; How Would

4+ Career Education
Activities Be
implemented?

O

v

" his lifetime. ——

<
-

" changes which have taken place in the worldfof work — changes

which the educatiohal system has been unahle to keep pace
with. The following are a few examples:

:

. In 1956, for the first time in U.S. history, fvhite-collar workers

formed‘a larger portion of the labor forcethan did blue-collar
workers.

. The number of working women has incréased dramatically.

According to the Department of Labor Statistics 90% of all
women in this country can expect to be gainfully employed at
some point during their lifetime. In 1940 women were only 25%
of the work force; they now number 38%. Projections indicate
that the numbeér of working women, most of whom will be mar-
ried, will increase by 22% in the nextfive years while the num-

I

ber of male wage earners will go up only 9%. .
. »

K‘ . .
. Increased technology has caused a decline in the number of jobs

available for unskilled labor and this pool of jobs will continue

~ to diminish. Opportunities to enter/any field unskilled and learn

on the job are shrinking.

. Technological change requires almiost continual training and re-

training to devélop.job skills. Projections are that the worker of
today can expect to change jobs/from seven to ten times during
!

/

. Changes in work requirements have had tremendous impact on

family structure. For children,/the family often has ceased to

‘become the chief educational j nit. With both parents working,
“the horqe closes down for t

e day.”” Friends and social activi-

ties tend to come from occupational contacts rather than from
the neighborhood and extended family, thus providing less of a
social setting in which childfen can be.included.

‘

N

In gra}xes K-4 programs woyld seek to develop occupational
awareness and self-awareness. This would be accomplished by
exposihg children to man J\kinds of jobs which exist and help-
ing children become awar of their individual ab#ities and
interes}s. Such a programjcan‘be carried out by analyzing the

100
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existing curricula for opportunities torelate activities to the
world of work and self-awareness,

In Susie’s third-grade class activities are related as closely as

possible to the world of work. Ten parents (/'ncluding Susie’s

mother, a lawyer) volunteered to talk tg the class about their

jobs. Susie’s group is preparing a report'on a talk given by an

interstate truck driver. They visited a t/uck terminal and an ,

instructional aide helped them videotape.what they saw. ‘
/

The group’s report will include an illystrated map showing

where the truck driver went in the last two months, a simple

analysis of the cost of hauling goods and a description of the

various' employees, using the videotape to show some of them

at work. The group is also preparing a bibliography of what's

available in the school library on the trucking industry.

Four other groups are working oh similar projects stemming
from talks by an inhalation therdpist, a restaurant manager,
an electronic plant section foreian and a county social worker.
‘ The class continues.its daily work in language arts, social *
" studies, arithmetic, science, art and music which the teacher
‘ relates to the career projects in every way possible.

On the intermediate and middle or junior high level, students
should begin a program of career orientation and exploration.
Pupils would start by undertaking personal exploration into
several of the areas in which they are, interested. Such explora-
tion would include contact with the world of work, hands-on
gpportunities, use of in-school simulations and, out-of-school
experiences,

In Akron, Ohio, sixth-grade economic students were provided
sessions on foods, home management, consumer economics
and child development, while ninth-graders are sponsored by
local members of the National Alliance of Businessmen|as
they research the business world. Other ninth-graders explore
horticulture, constructian, photography, sheet metal fabrica-
tion, and automation in the school district’s career labs.

-
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: . _In senior. high school, a student begins career specialization and

job preparation. Using the knowledge acquired in the two previ-
ous stages, a student moves into a selected career cluster. The
ideal program is a unification of academic and vocational sub-
jects, thus eliminating a form of educational tracking. ’

At this point it is imperative that the student be given the
broadest choice of options within the chosen career interests
while retaining flexibility to move from one interest to another.
The major goal of this stage is to assure that every graduate
leaves with useful skills — whether post-secondary education
is planned for or not. A secondary goal-is that schools provide
placement services to assist all students to locate either a job or
an.educational program Yor further career preparation.

: .
. Befdre a student canbe graduated from Issaquah High School
. (Washington) he or she must acquire salaple skills. The school
. provides an Impressive range of programs to meet this require-
ment including distributive education, five industrial arts
< programs, a variety of vocational home economics plans and”
several agricultural skills. Many are interdepartmental. For
ex;mp/e, the agri-business student may study soil analysis in 5
° the agriculture department, chemipa/ fertilizers and pesticide
in $cience and bookkeeping in the business department. Most'of
the programs contain an on-the-job training component.

Once graduated, a student may undergo advanced career prepar-
atjon at either a public or proprietary vocational-technical :

school, or a college or university awarding degrees at the asso;,
ciate, baccalaureate or graduate level or through an apprentice
ship program. This stage may occur at any age and might be

preceded by a period of work using the skill or skills gained’in‘
high school. Ideally this stage should represent an opportunity

to alter career choices.

' Adult and continuing programs in a variety of settings mus
available to meet each person’s needs for additional bastc e
cation, further career skill development and retrainif\? for

new career fields. . 5 \
2

10, (]
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Implications for

Volunteers

f

“

~ : *
Volunt
above but
mentacy and secondary levels, In the elementary grades, resource
volunteers<an introduce ocgﬁpatnons to yourtg children, pro-
wdmg firsthand information on many occupational opportum-
ties and the duties such jobs entail. Such exposure serves to
broaden children’s occupational horizons and introduces them

can pIay avaluable role at/all of the stages outhned
eir services can be particularly effective at the ele

. to careers which they may not have known existed. At the 't

junior high and middle school level, volunteers can make a
study|of occupational areas by helping students see and partici-
in work experiences. Business-industry volunteers can be
larly effective in this regard, espeqially if the program is

One benefit of long-term involvement is that it helps students,
- particularly adolescents, with their emergmg concerns over
their places in society, with the kinds.of occupatlons that <
# inter them and with the education and trammg needed to

business and industry involvement in the schools in
ifferent from the traditional volunteerrelatlonshlp .

Volunteers can continue to come to the school to work with
students on an individual and.small-group basis. Th‘rough career
education programs they can work with students in the com-
-munity and in their homes and places of employment offéring
direct hands-on experiences in the world ¢f work and com-
munity life.

Students can be offered orientation and exploration expefiences
in the community. They can then spend a day, a week, or even
a month or an entire term, working,dirgctly with volunteers at
their work pIace be it, the kitchen of a local gourmet cook, the
office of a céwc association planning a project of community
concern, the studio of a local artist, or the construction site of

a bulldmg being erected in the community. In each case chil-
dren would be given o‘pportunities to serve apprenticeships

with someone in the community dlrectly mvplved in an activity
whlch is vital to the life of that community. / . 1

C 106 0 o
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In €olumbus, Ohio, Bell Telephone, a company with a long his-
tory of community involvement, has /naugurated a school-
business career education program for students at all levels. ‘A t
the elementary level, students participate in a Career Motiva-
tion Progranmi which attempts to develop a respect for the uni-
~versality and dignity of work by fusing career concepts into

the curriculum. In grades seven arrd eight, pupils move into a
Career Orientatipn. Rrogram. At this stage, through occupational-
and activity-centered experiences, students review a{ types and
levels of careers and begin to develop an awareness of interests
in relation to specific occupations. .
High-school fres’hmen and sophomores take part in a Caregr
Exploration Program, to enable them to make tentative career
deC/S/ons and to select courses of study for the next two years.
This is an extensive program of on-the-job exposure and class- |
room /nstruct/on offering students the opportunity to explore™
Var/ous careers in which they are interested. 2

TELEFAD (Telephone Executive Leader for.a Day) a h/ghly
successful Career Exploration Program for sophomores is also
offered. Two students from each participating school are

assigned to a management specialist for the day. By observing
him or her, students learn about a speC/f/c facet of Be// Telephone

** operations. The purpose of TELEFAD is to provide students

with firsthand insight into Bell Telephone and to help them
explore their eventual role in the business world. -~

If career education activities are to prove successful, the re-
sources of the entire corymunity must be identified and °
mobilized. Volunteer coordlnators can play a vital role in this
process. They can recruit individuals and businesses and indus-
try in the community to offer their services to presently func-
t|on|ng career education programs - i

An example of what mlght be done is the Community Resource
Questionnaire which appears on page 118. This questionnaire
can be circulated throughout a community by present volun-
teers and ft)e revised for use with business establishments,
mdustnr» nd soualand governmental agencies.

1Go ' C
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Community Resource Questionnaire

The Career Education Advisory Committse is studying various ways of enriching

the educational program &f the schools. One way to
widen the students’ educational opfortunitiss, particulsrly in learning work skille,:
is to use the resources of the community. The purpose of this questionnaire T to
find out what interests and talents the people of )
would be willing to share with their ydung people. Once this information is on file,
it will be possible to match an individual’s special skill with a student’s particular
interest. Would you be willing to have this questionnaire kepton fileat the

_.School so that in the event of a particular nesd or
nterest, you might be contacted? YES NO (Circle one)

ame _
ddress _ : Phone
isld of intgrest (cite occupation or industry, public servics, arts and crafts, sclence,
ublic service, business, trade union) . -
ecial Skills
hat size group would you like to work with? . ‘o,
. llarge: 20 plus) *{medium: 5-20)
(small: 2.5) {indivifual; one to one)
How much time would you be willing to give? o . » '
Oncea week Number of hours '
" Hands-on type training (svery day for several weeks)
— . Occasional ({ecturs or d-monnntlon for a specific topic)
Other
Subjects you can teach

N -
1 understand that this information is merely exploratory and does not bind me in any
way. If there is 2 need for or-interest in my services, | shall be contacted and further
arrangements will be made. -~

Signed _
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Maintaining -
Volunteer ~
. ‘Morale

.

.
» .

: From their first involvement with the program, volunteers ]
. should begin to davelop a feeling of belonging that will increase
their desire to participate. The motivation to remain a part of a
iprogram is extremely important. A corps of satisfied volunteers
& Wwho return year after year.is not only the backbone of a pro-
gram, but is also the best source of additional volunteers. While"
. . the desire to help others may be the initial stimulus to serve,
e continuing performance of volunteers is directly affected
y the dedree of satisfaction the work provides. This satisfac-
.' iop is the voluntéers’ sole reward -- there is no pay check.

. herefore, if a program is to be successful and expand great’ i

T re must be taken to see that volunteers are satisfied and main-

. ain a high level of morale. '
N *

3

'Morale can be sustained by occasional mention of the benefits
which volunteers derive from their participation. These benefits
while discussed informally and in a light-handed way, can
include: , N .

\ * . P - .
1. Reminding the volunteers how useful their services are to others.

5, Stressing how volunteer services lead to more information on
. many relevant subjects. :

/
)

’ ) ’ v . : 3 e e <7
A 3..Pointing out how volunteer services have led to the acquisition
’ of new knowledge and skills..

4. Showing how voIG’ptggr services can lead to diversified jobs and
- additional responsibilities.

’

Publicity = - - .- Publicity is another good way of maintaining volunteer moralé
Higher Morale because people always feel better when others are aware of

: ’ what they are attempting to accomplish. Volunteers’ feelings
of worth about themsé\I_'ves and the program can be reinforced
through articles in the hewspapers and reports of progress made
on radio or television. A newsletter, published by the volun-
teers themselves, will serve to develop a feeling of solidarity
among.volunteers as well as inform them of the total scope of
the program. This newslétter should not only be distributed to

i . lll S .




the total program dynamic and important,. . -

- . Newsletters are also @ way to inform volunteers of other events
within the educational community, as well as provide ideas and
skills to be used with children. For example, a recent issue 6f
the El Paso, Texas, VIPS Voice featured new_beard membes in
addition te an article ona husband-wife voluriteer team and a

- mini-gym program

A ~

L. .

.. .

i volunteers, but also to staff and professional personnel to make - 4
In aneapolls the volunteer newsletter included tutoring tips, @
new ideas-for games and activities as well as announcements of
training programs. Highlights of volunteer activities at individual

L schools are an on-going feature.

Keéﬁmg the public aware of the schools’ volunteer services and
needs is another way of lifting morale. Radio and television
stations will frequently broddcast, as a public service; volunteer

- activities and the need for more volunteers. Copy for such

announcements should be clear, concise and timely. Check with
local $tation program directors and coordinators for special re-
qulrements for the presentatnon of such announcements.

™

Careful matchmg of volunteers interests and abllmes with the ,

jobs to be done will have much impact on volunteer morale. f

volunteers sense an uncertainty about how they are to be used,

they will develop doubts about staying with the program. They

; , must have the freedom to express their dissatisfaction with

\ R current assignments or their interest in another assugnment If

) jObS have growth potential, volunteers should be pmmoted or

T e given additional responsibility; if increased responsibility is

) limited, then the rotation of volunteers should bB considered .
to keep interest high. .

The importance of recognition for volunteers cannot be over-
’ o looked. Formal recognition programs and ceremonies are
important. These-may include.

) 1. Letters of appreciation 7t
£ = - ,
) - - . . . ‘e .
@ T a 2. Presentation of awards, pins and certificates for sefvice

I : '113, o
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3. Notes of appregciation in house newsletters or local papers

4. Format introduction at school assemblies and proérams

5. Coffee hours; teas and luncheons

x A ' Through such events volunteers will come to feel that thelr
. service is wanted and appreciated. ' -

Programs wnII develop recognition ceremonies to meet their
particular needs and situations. The most important elément

of such a ceremony is that it provides an opportunjty for
others to hear of the jobs volunteers perform. To.be sure,

those involved on & day-to-day basis with volunteers are aware
of their accompllshments but an awards ceremony’ provndes
.an.opportunity for & broader public to Iearn of their activities. :

Many volunteer programs across the country normally culminate
a year's activity with a volunteer luncheon or dinner. At this .
occasion, with members of the school board and representatives
of the superintendent’s office in attendance, volunteers teceive
"their certificates for service. Often special awards are given to
those for service ‘‘abové and beyond the call of duty.”” Members
of the gress are invited so that the greater t:omrrlu nity may

learn of the rewarding service and identify the honored volun- .
teers. Thls is good public relatlons for the entlre program

It is not difficult to sponsor such an event. Many busmesses and
2. industries within the area can be called on for contributions. The
use of a hotel.or a hall.may be donated; perhaps a stationer or
Iarge industry will underwrite the, Gosts of printing. All these
servjces will reduce the cost of the program.
St. Rose of Lima, a paroch/a/ school in Miami, Fla., presents-its
volunteers wjth a certificate of appreciation. Outstanding vol-
unteers recéive a more elaborate certificate.

The Canton, Ohio, School Volunteer Carps also holds a luncheon
to honor its VO/unteers In addition to aslide présentation illus-
trating the tqsks performed by volunteers, the program has also

11
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Aruitoxt provided by Eic:

- THANK YOU | o

ERIC

-

.

included “thank you” preséntations.by a group of third- and
fourth-graders. ’ to

Since 1965, parent volunteers in the Fountain Valley, California,
School District have been hénored by an annual ““‘Blue Ribbon
Luncheon.” The mayors of the two cities served byithe district *
(Fountain Valley and Huntington Beach) each issue a proclama-
. tion establishing a “’Parent Violunteers in Educatio ‘Day” to
give thanks and recognition for the work of volunteers.

Letter of Appraciation r

Dear Mrs. Dog,

During the past year, ydu have sarved as a volunteer at .
> working as e tutor providing many needed services to the school/agency.
® ‘e \
On behalf of the _ Volunteer Program,
may we take this opportunity to express our deep appreciation of your efforts to |
make our program a success. '

i

. 7 , N \
Reports from teachers and principals indicatd that the work of volunteqrs like you
helps children improve and supplements the school program. \ X

Uind . - Te
We look f'o'wvard to having you return as a volunteer next year.

H
Sincerely,

Voo . Superintendent of Schools

Coordinator of Yolunturs ,

‘ T 114 ‘ )
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VOLUNTEERS B
e EDUCAT’ION

Certlflcate of Appreciation | |
. Awarded to -
% valued services as a volunteer ‘ :
. Superintendent of Schools (\
Date v
' Coordinator of Volunteers oy
El{lc

[
| ﬂ’ \ ‘ll!)
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As worthwhile as these formal events are, day-to-day recogriition
is just as important. Examples of common courtesy and small |
expressions of thoughtfulness will, in the long run, be more -
meaningful than certificates or annual letters. Providing a special'™ -
‘ place where they can hang their coats and leave their belongings .
~ will make volunteers feel wanted. Arrangements for parking )
- ) ' and coffee breaks also add to this feeling. In sorhe programs, W
. volunteers are given buttons or name tags which identify them.
These also serve to give volunteers a feeling of-belonging-in
total structure, .

..

. : |

!

y ¥ . e
The feeling of ‘belonging’ to a parti is very impos&*

tant if volunteers are to return year after year. A volunteer

relates the story of the cold shoulder she received while helping

at her child’s schpol. “My son’s teacher called to ask if | could

help in the classrobm one day a week. Although it meant giving

© up a day of paid work in our'business, | agreed mainly to please

) my son. While working at school, parenjx are allowed in the

-—

- - teachers’ lounge during recess and lunch| The teachers have their _ _
_own coffee pot and coffee mugs. They all contribute to the

coffee kitty. But, never once has a teacher — or the principal -

asked me if 1'd like a cup of coffee, 1’d even pay for my own

and bring a cup. What kind of treatment.is that?” #

: . \ PR AU .
. One of the most important factors Ag:flu cing morale is the

relationship that develops betweén people. One may volunteer
because of the desire to work with a friend. Once at work, new -

4 ! »

. ,‘L associations and friendships develop with a variety of people.
The nature of these relationships, whether with professional
o personnel or with another volunteer, will affect; the nature of
‘ ; the program. i o .

' The impact of relationships bgt\Jﬁeen professional personnel and
\ o the volunteers has a direct bearing on the quality: of service
' given. Regardless of how well-informed or knowledgeable
volunteers are, they must be sute that their interests and desires
dovetail with those of the professional. In other words, even if
S volunteers, by virtue of previoys education, training or experi-
I ence, feel they have a better grasp of the matter than the profes-
sional, they must remember that the professional is in chargel
E MC ., The professional, by virtue of qngoing responsibility and day-

3 .
¥ ] | 11(;
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to-day contact, generally has an overall understanding of the
problem. The volunteer is there to supplement these services.
%

As the primary goal of all personnel, whether volunteer or pro-
fessional, is providing the best service, the idea of the volunteer
as a member of the team will help maintain high volunteer
morale. For such a team approach to be successful, the profes-
sional personnel should not view the volunteer as one who per-
forms only routine, mechanical tasks, but should be wijlling to
allow him or her to serve in many capacities, limited only by the
knowledge, experience, and skills the volunteer has or is willing .
to acquire. In this way volunteer service can’become a step in a
career lattice program if the volunteer desires.- Far too many
programs have had the experience of havmg a good volunteer
quit and join another program because it offered a greater chal-
lenge. Good planning on the part of the coordinator and profes-

_ ~sional staff can eliminate this. Then, too, the prospects of

-

expandmg a program are bleak if the volunteers feel they are
locked into tasks reflecting a low level of competency and
‘responsibility. If the factor of maintaining high morale is taken
into consideration in all phases of program development, volun-
teers will be more satisfied with their work and the program wnII

benefit from their satisfaction. -

‘U, )
y ] v
J.
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Evaluatlng o
.. Volunteer .
Programs |

~

Evaluation should start with the mltlal planning activities and
contintie throughout the operation of the program. It should
not be somethmg done once & year to determine the scores -
children or adults have made ¢¢ the-humper of children or
. adults who entered and left the progranf. These data should be
. collected, of course, but theyrepresent only part of what is. _ }
necessary to assess a volunteer program

There are three major actlwtles involved in effective decisions:
1. Ask questlons that focus on |mportar1t -decisions.

-

2. Establish valid criteria fgr judgmg information.

3. Use appropriate means to gather data.

. An evaluation scheme might be as follows:

< 1 . 2 i 3 :
, i . "L\‘ i R
. Major Questions Samplé-Cri‘t&ria Sample Means
N M . - .
1. Are we working* Societal goafs Interviews.
- on a real need? Job market. "
2. 1s our objective Un erstandable 1 Questionnaire.
manageable? Personnel available, Volunteer forms.
* Techniques avail- -~ Interview expert. .
: . abe 2
.“\# AN ¥
3. Are volunteers Che.k practice _ > Observation.
using the with| description” 7 Logs.
procedures? of priocedures.
’ 4. Do the procedures  Clien opi~nion. Questionnaire.
work? Expert opinion. " Observation.
9 5. Does the pr'oduct] Checkiwith stated * Tests and narrative
match the . objectives. " records.
objective?

: L1l L S
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The analysis and summary of all those aspects constitutes an
; evaluation of a volunteer-program,
. Procedures for |, ; ) The'most effectlve program will dépen@ on assessment of spe- ’
Enacting Change cific neéds and resources. The foIIowmg outline offers a listing
C of areas that should be considered: | | .
- ¥ -
1. Determlne extent of need through survey of those to be served;
staff discussions.

*

t d \ﬂ . ’ \
. . 2. Establish objectives through staff recommendation; community
mvolvement “ .
, ’ - t " -

3. Find personnel through recruitment and in-service training. . : -
4, Create facilitiés through remodeling and new constructron

: 5. Purchase materials for specific skill development high- mterest
) *  reading, variety and flexibifity.. .

4 6. Select chlldren or adults through drscrepancy criterion and
) teacher recommendatlon ]

3

7. Schedule treatment to Chl|d s or adult’s best advantage ona
_frequent ba5|s . | } |

. s 'o . ,
. 8. Evaluate regularly child’s or adult’s progress; procedures of /
- selection and treatment. Y

9. Report results to child and parents or adults; to classroom

teacher and principal or agency supervisor. -
. Common The following points may her in avpiding some of the common
Pitfalls pitfalls of tutor programs in erther the planmng or operatlve :
stage: .
Organization Fdilure to define responsrblhty and authorlty In each situation,

- e question, ‘"What is his of her roIe?" should be answered.

Training and supervision are essentlal. .

liv - I
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Facilities L Falluré to provide adequate and attractive space. The quarters
) ’ set aside or\growded for the program should be attractively
{ decorated. ‘
_Materials Failure to allow sufficient funds for materials. Often little or

no money is allotted ‘for the purchase of materials.

Selection Using only standardlzed grbup readlng tests in making the
selectlon .

Time « Too few weekly sessions. Prowdmg once-a-week sessions of

sixty minutes or more is not advisable.'Successful volunteer
programs have proved that it is necessary to meet two or more
times a week for any noticeable |mprovement\over a semester

Términating Ending instruction at the end of such arbitrary tlrﬁe\penods as,
Instruction for example, six weeks could be a mistake. Instruction should
_ Arbitrarily be carried on until the student’s progress indicates that he or'
- she can profit from the regular classroom instruction. ’ ‘\
\
Assessment Determmmg progress by standardized group scores. Ordlnarlly ~
b . the standardized group test does not measure the skills taught
. .’ ‘ i in a reading class. v . .
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~ Volunteer Evaluation of Program

School or site: - . ~ . . |
A ‘ ° Ry . |
Volunteer: 0 ) 1 K o
Teacher or staff member: . S . ‘
1. How many hours did you work weekly? . ’ |
2. Brisfly describe what you did as a volunteer. i s ~— |
— P
3. Were you placed according to your interests and abilities?  Yes No
Comment
4. Did you have good rapport with the children (adults)? Yes___ No __  How was it evide b
5. Did you have good rapport with the teacher? Yes No How was it evidenced?
6. Do you think you received adequate training before your mi.rymm? Yes No
Comments - T
7. Did ybu' rm:wo satisfactory training during your assignment? Yes No i
Compmants - e
8. In what areas were you the most help to the teacher? j’i ’
9. WHst skills and techniques ;voro most useful during your assignment? R
~— - S
10. ,in what areas were you the least help tothe teacher? ;
11. What additional skills and techniques do'you nesd? ¢ . . '
L ] »
12. Was your :n-tho-]ob supervision satisfactory? Yes . No ___ ‘ T .
Comments : Vo
13. Do you plan to continue as a voiuntesr? Yas No Why? . %
14. How do you think the program can ba improved? (Please be specific.) - |
" 1
P
N ) P |
- |
|
~. -~ // )
. . // ' . .
. s /

O
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Aruitoxt provided by Eic:

Volunteer Self-Evaluation Form

HOW AM | DOING? ? 7~

{This ulf-waluatuon form can be used at any point during a pr.
" volu ntnr_-profomonal training is needed.)

o

(9}

ve
.

/ . -
Do 1 pian for the activity to which | have been assigned?
Do | make myself helpful by offering my services to the teacher when t?hn is an obvious no.ed for help?
Do 1 have a plan for getting children into groups?
Do f observe closely so0 as to know children’s or adults’ likes, dislikes, gnionncos, enthusiasms, aversions, etc.?
Do | find opportunities for giving students choices or do | tell thom What to do?
Have | given ségie mdmdual help in writing? hj
Do 1 observe closely the techniques used by the teacher and follow through whtn 1 am working with the group?
Do | emphasize the times when students behave well and mlmmazo e times when they fail to do so?
Do 1 really listen to what students have to say?
Do | evaluate myself at intervals?
Dol icoopt crmcnpms and, suggestions without becoming emotionally upset?
Dot follow directions of the teacher? ]
Do 1 try to develop a friendly attitude with all of my co-worker/?
Do 1 give the teacher adequate notice of absences by reporting them to the office befors the day begins
Dol n'a']izo thn my whole purpose for being in the classroom fig to assist gho teacher in order that the
.mmht progress more rapidly? - / . .
Do | give too much holp to students mhor than allowing thefm time to think?
Dol rtfmn from lnurfmnu between anoth([ teacher and sfudent unless called upon for assistance?

Do i avofd criticism of the studcnt teacher and the school or
N *

.

‘

ncy?
nm.(ca_n be used to suggest areas in which joint

.
.

/ )
/U . o :

-
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Teacher or Staff Member Evalustion of Volunteer Assistance

$choot or site:

Teescher or staff member: ~
Volunteer: ‘
1. Have you used the ssrvicss of a volunteer this year?  Regularly ———Qccasionally Never

2. Would you like to have a voluntser assigned to you hext year?, Regularly Occasionally — Never .
3,  Doss tha voluntser have good rapport with the children or adults? Yas No How is it evidenced?
4. Do you feel that the climate of learning has been improved by volunteer service? Yes No How?
5. Has thers been any evidence of changes in your pupils 2= 5 result of volunteer urvici? Yes —_No
What kinds of changes? .
- .
8. To what extent has the voluntser incrass2d your efficiency as a tescher in relationship to: ‘
s. Planning § :
~ _ b, Pupils
c. Professional growth
7.  Has the voluntser shown initistive in holping in the classroom? Yes No How?
8. Do you feel the volunteer was given odoqum training before his or her asighment? Yes No
‘Comments — -
9.  Has the on-the-job training of the volunteer proved satisfactory? Yes __ No Commants
10.  In what sress was he or she most helpful? —
11. Wh.t'skllh or tochqlquu wers most usefyl in his or her work? 2 -
12.  I1n what avess was he or she lesst helpful?
13. Whtt additional skills or techniques do you think he or she needs? ' N
14, Wh-t suggestions do you have to hmprove the training or efficiancy of the voluntser?
15.  Has the on-the-job supervision of the volunteer proved sstisfactory? -
18. Comment on any personal qualities which hampered or snhanced the effectiveness of du vom\ntur.
1. * Shoumvokmmr be encouraged to comlnuo in the program? Yes ____No ‘Why?.
» S
18. Whn ld;lmonal commarits and suggestions can you make to improve the quality of the volumm program? 5
A Pl *
. ¢ “
\) . — .{"

E

RIC -
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* Principal or Administrator Evaluation of Volunteer Assistance

School or site: —
Principsl or administrator:

1. Would you like to have volunteer assistance continued at your school next year? Regularty___Occasionally
Never . * ' ]
2. What kinds of services would you like to have vciuntsers provide? _ -

3.  what has been the'general reaction of the staff to voluntesrs? Good Fair __:__Poor
4.  Have volunteers established sound working relationships with the staff? Yes __ No ___How has it been evidenced?
-

5.  Hasvoluntser service sppreciably relieved your staff of non-professionai tasks? Yes __~_No Comments -

3

6.  Has the help given by voluntesrs been a factor in improving the achievement of thoss who received it? {1f posﬂ'bl;,
please cite specific statistics.}

4 “

7. Have the pre-service and on-the-job training of volunteers been mi:foctoyi'? Yeos No ~ Commaents
; 8.  What additional skills or techniques do your feel volunteers need? /;/ :

9. What suggestions do you have for improving the training or ofﬁcio%y of volunteers?

Comments

10. Hasthe on-the-job supervision of volunteers been uiitfactory? fu ——No

No Comments

11.  Hhs thé lisison between you and the totsl volunteer program 74«” satisfactory? Yes
' N

7
12.  What additipnal comments or suggestions can you make tpjmprovn the quality of the volunteer program?

ERIC ~ - .

’
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Annual Report by Voluntesr Coordinator

School or site: 1 Coordinator:
1. Involvement of pononnol:w
Number of volunteers serving in classrooms
Numbaer of volunteers giving general school service .
Number of volunteers giving general volunteer office service _—
Number of volunteers giving services to individus! children or smell groups ouu{dp of classroom s
Number of voluntesrs added to the program during the'year a )
Number of volunteers who dropped out of the program during the yesr
Total smount of hours during the yest 3
. Number of student services ’ Pt
Number of voluntesrs who wish to continue W

2. Servics” “ .
’ List the types of service voluntesrs performed for the classroom tuchor ‘?" A, < :

mFes~sopyoe

'R
b. Listthe types of service voluntsers porformod for the échool or sita otmldo of classroom activiiy.
¢ List the types of service that wers given to individusl children (adults) or smeil groups of children (adutts) outside
the classroom.
~~d. List the types of service volunteers gave to the volunteer office. .
3. Treining and supervision:

o. Did members of the staff participate in the treining of volunteers?
in the supervision of volunteers?

b. Was in-service training done through indeual conferences?

[3 group conferences?
printed materiels?

-

domonstmlon of techniques? -, . .
oburvatlon of experienced vo!untun?
other? A

\,\‘H\H

c. Wers mmmmoms made for volunteers and teachers to confer on individuel children or odults?
4. Books and materisls: ‘
a. Do you have e satisfactory collection of textbooks?
Librery books? )
. b, Do you have an adequate supply of instructionel matetiels in the voluntesr office?
¢. Does the schoal or asgency supplement your own supply of books end meterisis? Not et ell

—y
Adequately P
PRSP

o

Generously

5. Tescher reaction: . )
Number of teachers on staff

. Number of teachers using voluntesr classroom service

Number who have requested sontinusation’of classroom service

. Number who have indkaud‘thcy do not wish continuation of ciastroom service

smber of new requests for classroom service
]: MC murch and empirical data do you have to prove the value and effect of tho volunteers’ service?

Lrnpu-p
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Board of Education, City of New York, School District No. 1,
School Volunteer Program, 20 W. 40th Street, New York, New
“York 10018. i
Canton City Schools, 618 High Avenue, Canton, Ohio 44703
Denver Public hools DRTI’ICt No. 1, 1621 lrvmg Street, Den-
ver, ‘Coloradé:80204.

Des Moines Public Sehools 1800 Grand Avenue, Des Moines,
.lowa 50307.

Independent Schogl District of Boise City, 1207 Fort Street,
Boise, Idaho 83702,

Los Angeles Umf"éd School District, 450 N. Grand Avenue, Los
Angeles, California 90051.

Minneapolis Public Schools, Special School District No 1,807
N. E. Broadway, Minneapolis, Minnesota 565413. :
National School Volunteer Program, inc., 450 N. Grand Avenue,
Los Angeles, California 90051.

New Hampshire School Volunteer Program, 196 Brldge Street,”
Manchester, New Hampshire 03104.

Oklahoma City Public Schools, 900 N. Klein, Oklahoma City,
Oklahoma 73106.

Ontario-Montclair School District, 950 W. D Street, Ontario,
California 91761.

Operation SHARE, Santa Clara County Office of Education,

45 Santa Teresa Street San Jose, California 95110.

Rochester School Volunteer Program City School District,

410 Alexander Street, Rochester, New York 14607.

25116?U|s Public Schools 91 Locust Street, St. Louis, Mjssouri
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